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INTRODUCTION


The Westgate School aims to make the examination experience as stress-free and successful as possible for all candidates. 

The awarding bodies (or examination boards) set down strict criteria which must be followed for the conduct of examinations and The Westgate School is required to follow them precisely.  You should therefore pay particular attention to the Notice to Candidates that is enclosed with this booklet.

These guidelines will prove informative and helpful for you and your parents.  Please read it carefully and show it to your parents so that they are also aware of the examination regulations and procedures. 

If you or your parents have any queries or need help or advice at any time before, during or after the examinations please contact:


The Examinations Officer - 	Miss Evelyn Bennett
				evb@westgate.slough.sch.uk


The school telephone number is: 01753 521320






Remember – if you have any queries, please ask, we are here to help.


GOOD LUCK!




BEFORE THE EXAMINATIONS


TIMETABLES

· All Candidates will receive an examination timetable which indicates the subjects they have been entered for and the levels of entry, where applicable. For example, some subjects only have one tier of entry whereas others have Foundation or Higher tiers. 
· Please check that these are correct and include all of your subjects.  If you have any queries on your entries, see your teacher who must then liaise with the Examinations Officer.

Please read and check your timetable very carefully.  If you are scheduled for two or more examinations at the same time, you will sit these one after the other at the specified time (with a break if applicable).  


EXAMINATION BOARDS

· The school uses the following Examination Boards: AQA, Edexcel, OCR and WJEC.


CANDIDATE NAME  

· Please check that your name is spelt correctly on your timetable.  This is the name that will be printed on your final certificates.  This must be your legal name as shown on your birth certificate/change of name deed poll.  It cannot be changed after the certificates have been issued!


CANDIDATE NUMBER 

· Each candidate has a four-digit candidate number (this can be found on your ‘timetable’).  This is the number you will enter on examination papers.    


CONTACT NUMBERS

· Please check that school has at least one up-to-date contact number for you and your mobile number.  We need this in case of an emergency and so we can call you if you are late for an examination.


EQUIPMENT

· Make sure you have all the correct equipment before your examinations.  Check the regulations in the Notice to Candidates and the information on the following pages.





DURING THE EXAMINATIONS

EXAMINATION REGULATIONS

· A copy of the “Information for Candidates”, which is issued jointly by all the Examining Boards, is enclosed with this booklet, along with a copy of the “Notice to candidates.”  All candidates must read these carefully and note that if they break any of the examination rules or regulations, this could lead to disqualification from all subjects.  The school must report any breach of regulations to the Awarding Body.


ATTENDANCE AT EXAMINATIONS

· Candidates are responsible for checking their own timetable and arriving at school on the correct day and time with the correct equipment.  Candidates must arrive at the following times and will meet in the school canteen.
· For morning examinations, you must arrive by 8.30am and for afternoon exams 12.30pm.
· On arrival, candidates must go to the school canteen, note their row and table number and go to the assigned table in the canteen and wait to be called by a member of staff.


EQUIPMENT

· Full School Uniform must be worn by all students attending school for examinations.

· Examination regulations are very strict regarding items that may be taken into the examination room.  If you break these rules, you will be disqualified from the examination.

· All items of equipment, pens, pencils, mathematical instruments, etc. should be visible to the invigilators at all times.  You must use either a transparent pencil case or clear plastic bag.  

· You will need to provide the following: -

· Pens should be BLACK ink or ballpoint, NO GEL PENS.  No correction pens or highlighters are allowed to be used in spaces provided for answers
· Ruler
· Protractor
· Eraser
· Compass
· Calculator - calculators must conform to the examination regulations.  If in doubt, check with your teacher.  Remove any covers or instructions and make sure batteries are new.  Calculators will only be allowed into the exam room if they are required for that specific exam.
· HB Pencil
· Pencil sharpener 

· Do not draw graffiti or write offensive comments on examination papers – if you do, the examination board may refuse to accept your paper.

· Do not attempt to communicate with or distract other candidates. This includes turning around to make eye contact with others or picking something off the floor.

· There is a complete ban on watches in examinations.  They must not be taken into the examination room.

· MOBILE TELEPHONES MUST NOT BE BROUGHT INTO THE EXAMINATION ROOM.  All mobile phones should either be left in your bag outside of the examination room or handed in BEFORE entering the examination room where they will be kept in a secure area as designated by the Examinations Officer. If a mobile phone (or any other type of electronic communication or storage device) is found in your possession during an examination (even if it is turned off), it will be taken from you and a report made to the appropriate examination board. No exceptions can be made, and you may be disqualified from the examination. 

· No items, other than those specified on the examination paper will be allowed into the examination room.

· No food is allowed in the examination rooms. Water may be bought into the exam room. It must be in a clear container with no next and no labels.

· Please do not write on examination desks.  This is regarded as vandalism, and you will be asked to pay for any damage.

IN THE EXAMNATION

· Listen carefully to instructions and notices read out by the invigilators – there may be amendments to the examination paper that you need to know about.

· Check you have the correct question paper – check the subject, paper and tier of entry.

· Read all instructions carefully and number your answers clearly.

· Candidates must stay in the examination room for the duration of the examination.  You will not be allowed to leave an examination room early.  If you have finished the paper use any time remaining to check over your answers and ensure that you have completed your details correctly.

· At the end of the examination all work must be handed in – remember to cross out any rough work.  If you have used more than one answer book or loose sheets of paper, ask for a tag to fasten them together in the correct order. 

· Invigilators will collect your examination papers before you leave the room.  Absolute silence must be maintained during this time.  Remember you are still under examination conditions until you have left the room.

· Question papers, answer booklets and additional paper must NOT be taken from the examination room.

· Remain seated in silence until told to leave the examination room.  Please leave the room in silence and show consideration for other candidates who may still be working.

· If the fire alarm sounds during an examination, the examination invigilators will tell you what to do.  Don’t panic.  If you have to evacuate the room, you will be asked to leave in silence and in the order in which you are sitting.  You will be escorted to a designated assembly point.  Leave everything on your desk.  You must not attempt to communicate with anyone else during the evacuation.  When you return to the examination room do not start writing until the invigilator tells you to.  You will be allowed the full working time for the examination and a report will be sent to the awarding body detailing the incident.


INVIGILATORS

· The school employs external invigilators to conduct the examinations.  Students are expected to behave in a respectful manner towards all invigilators and follow their instructions at all times.

· Invigilators are in the examination rooms to supervise the conduct of the examination.  They will distribute and collect the examination papers, tell candidates when to start and finish the examination, hand out extra writing paper if required and deal with any problems that occur during the examination, for example if a candidate is feeling ill.

· Please note that invigilators cannot discuss the examination paper with you or explain the questions.

· Toilet breaks are only permitted in emergencies.

· If any pupil is disruptive or behaves in an unacceptable manner, they will be reported to the Head Teacher or a senior teacher by the Senior Invigilator who will remove the pupil and deal with the incident accordingly.  

· Any incidents are reported to the examination board, the result of which could be disqualification from that particular exam or from ALL exams.  This is at the discretion of the examination board, not the school.



ABSENCE FROM EXAMINATIONS

· If you are seriously ill and you do not attend an examination, please provide a medical certificate from your doctor within 3 days of the examination.  This will then be sent to the examination board to apply for Special Consideration.

· If a student has studied the whole course but is ill during the exam period, they may be able to receive a grade by sitting one paper in the qualification rather than the previous rule of 25% of the assessment, although certification of illness will be needed.
· If you experience difficulties during the examination period (e.g., illness, injury, or personal problems) please inform the school at the earliest possible point so we can help or advise you.

· Parents and candidates are reminded that the school will require payment of entry fees (from £45.00 per subject) should a candidate fail to attend an examination without good reason and without informing the school following the normal reporting process.  Failure to pay may result in your examination results being withheld. Please note that misreading the timetable will not be accepted as a satisfactory explanation of absence.

· Dates and times of examinations are set by the examination boards, you will not be able to sit an examination at any other time.

· If students do miss an examination due to circumstances beyond their control, we may be able to apply for special consideration.





AFTER THE EXAMINATIONS


NOTIFICATION OF RESULTS

· If you wish any other person (including family members) to collect your results on your behalf, you must give your written authorisation to school before results day.

· No results will be given out by telephone under any circumstances.
 
A Level and BTEC: 
Results will be available on Thursday 17th August 2023.

GCSE and BTEC:
Results will be available on Thursday 24th August 2023.

Details on how to collect your results will be communicated in the summer term.

ENQUIRIES ABOUT RESULTS (EAR)

· If you do request an EAR it is important that you liaise with the subject teacher first to establish whether it will be worth proceeding with the request.

· When the school does not support a candidate’s request for an EAR, a candidate may apply to have an enquiry carried out but will be required to pay the exam boards current EAR fee before any such request is made. 

Approximate charges for EAR services are detailed below. Requests will only be made to Examination Boards once payment is received in full.

A-Level 

· Priority reviews of marking – from £55 per paper, requests must be made on results day
· Non-priority review of marking – from £45 per paper
· Access to scripts – £15 per paper

GCSE

· Access to scripts – £15 per paper
· Reviews of marking – from £40 per paper

Please be aware that grades can go down, go up or stay the same.
 
COLLECTION OF CERTIFICATES

· You will be required to collect your certificates from the school – this is normally in late November/early December.
· You will be sent a text message when they are ready – please make sure we have your correct number!

The Westgate School is only obliged to keep certificates for a period of one year after issue after which time they will be destroyed.  If candidates do not collect their certificates within this time (or if they lose their certificates), they can only be replaced with a statement of results by direct application to the appropriate examination boards.  This will require proof of identity (such as a birth certificate) and a substantial fee per examination board.  

NATIONAL CONTINGENCY DAY - 28th June 2023

The Joint Council for Qualifications have announced a contingency date for the Summer 2023 exam series.

A contingency date is a day specifically set aside, should sustained national or local disruption arise during the June 2023 examination series. Should disruption happen, the GCSE and/or GCE (A-Level) examinations would be taken either for the first time or again on or before that day.
Therefore students taking public examinations should not plan to go on holiday or to be at any distance from school before 28th June 2023.
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NO MOBILE PHONES
NO WATCHES

NO POTENTIAL TECHNOLOGICAL/WEB
ENABLED SOURCES OF INFORMATION

Possession of unauthorised items, such as a mobile phone
or any watch, is a serious offence and could result in

DISQUALIFICATION

from your examination and your overall qualification.

This poster must be displayed in a prominent place outside each examination room.

£4C0° 2022 - Efectvetrom 1 September 2022
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This document has been written to help you.
Read it carefully and follow the instructions.

If there is anything you do not understand, especially
which calculator you may use, ask your teacher.

“This document was first published on 1 September 2022 It
was amended on 7 February 2023. Where a subsequent

‘amendment has been made, teteXtShIghightedn
veliow

1 B on time for all your exams.If you arelte, your work might not
be accepted.

2 Do not become involved in any unfar o dishonest practice during
the exam.

3 1 you try to cheat. o break the rules n any way, you could be
disqualied from al your subjects.

4 Vou must not take nto the exam room:
(@ notes:

9 an iPod. a mobile phone, a MP3/d player or simiar
Gevice,or 3 watch.

Any pencil cases taken into the exam room must be see-through.

Remember: possession of unauthorised materia is breaking the.
rules, even if you do not intend to use it, and you wil be subject
to penalty and possible disqualfication.

5 1 you have 3 watch the invigiator il sk you t hand i to them.

6 Do not use correcting pens. fluid ortape, erasabie pens.
highiighters or gel pens in your answers.

7 Donot talk to o try to communicate with, or disturb other
andidates once the exam has started.

9 1Fyouleave the exam room unaccompanied by an inviglator before
the exam has fiished, you will not be allowed to retur.

10D not borrow anything from another candidate during the exam.
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Know the dates and times of ll your exams. Arrive atleast ten
inutes before the startof each exam.

1f you arrive late for an exam,report to the invigiator rusning
the exam.

1f you arrive more than one hour ater the pubished starting time
for the exam. you may not be allowed to take it

Oriy take into the exam room the pens, pencis, erasers and any
other equipment which you need for the exam

You must write clearly and i black ink. Coloured pencils or

ks may only be used for dagrams. maps, charts,etc_ unless

the instructons printed on the front of the question paper
state otnerwe
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1 Vou may use a calculator uniess you are tod therwise.
2 1Fyou use a calcuator

(@) make sure it works properly: check that the batteries are
working propery

(®) ciear anything stored in

(€ remove any parts such as cases s or covers which have
printed instructions or formuiae

(& do not bring nto the exam room any operating instructions
or prepared programs.

3 Do ot use s dictionary or computer spell checker unless you are
told otnerwse.
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1 Aluiays listen to the inviiator. Abways follow thei nstructions.
2 Telthe invigiator at once i
(@) you think you have not been given the right question paper
o al of the materials sted o the front of the paper:
(9) the question paper is incomplete or badly printed.
3 Read carefully and folow the nstructions printed on the question
paper and/or on the answer bookiet.

4 Do notstart writing anything unti the inviglator tels you to fil in
al the detais required on the front of the question paper and/
or the answer bookdet before you start the exam. Do not open the
uestion paper until you are nstructed that the exam has begun.

5 Remember to write your answers within the designated sections of
the answer bosidet

6 Do your rough work on the proper exam stationery. Cross it
through and hand i in with your answers.

Make sure you add your candidate details to any additional answer
sheets that you use, including those used for ough work.
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11 on the day of the exam you feel that your work may be affected
by ll heath or any other reason, el the inviglator

2 Put up your hand during the exam it

(@) you have a problem and are in doubt about what you
Shouid do

(®) you do not feel wel:
(© you need more paper.

3 You must not ask for and will not be given, any explanation of
the questions.
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1 1Fyou have used more than one answer booket and/or any
supplementary answer sheets,place then in the corract order.
Place any loose addtionsl answer sheets inside your answer
bookiet Make sure you add your candidate details to any additonal
ansuer sheets that you use.

2 Do not eave the exam room unti toid to do 0 by the invigitor.

3 Donot take any stationery from the exam room. Thisincludes the
uestion paper, answer bokists used or unused rough work or
any other materials provided for the exam





image1.jpeg
The

Westgate School

#equippedforlife




image2.png
‘Appendix 4

[AQa [ City & Guilds [ccen [oR [Pearson _ [WIEC |

Warning to candidates

1. You must be on time for all your examinations.

2. Possession of a mobile phone or other unauthorised material
is not allowed even if you do not intend to use it. You will be
subject to penalty and possible disqualification from the
exam/qualification.

3. You must not talk to, attempt to communicate with or disturb
other candidates once you have entered the examination room.

4. You must follow the instructions of the invigilator.

5. You must not sit an examination in the name of another
candidate.

6. You must not become involved in any unfair or dishonest
practice in any part of the examination.

7. If you are confused about anything, only speak to an invigilator.
‘The Warning to candidates must be displayed in a prominent place outside each examination

room. This may be a hard copy A3 paper version or an image of the poster projected onto a wall or
Screen for all candidates to see.





