
Students Exams Information Handbook



This handbook is designed to support students through their internal and
external exams by providing key information.

Equipment: A clear plastic pencil case containing:

Black biro pens (you must only use black ink to complete your
answers on the exam answers booklet)
Pencils
Pencil sharpener
Rubber
Ruler
Protractor
Compass

Highlighters may only be used to highlight key words on the
question paper. They must not be used in your answers.

Calculators
You may use a calculator unless you are told otherwise. If the exam you are intending to sit
doesn’t allow a calculator you can place your calculator on the floor under the exam desk. If
a calculator is allowed you must remove its case if there is one and place it on the floor
under the exam desk. You will be prompted before the start of all exams to do this.

If you use a calculator:

1. Make sure it works properly; check that the batteries are working properly.
2. Clear anything stored in it.
3. Remove any parts such as cases, lids or covers which have printed instructions or

formulae.
4. Do not bring into the examination room any operating instructions or prepared

programs.
Drinks
You are allowed bottled water providing it is in a clear bottle. All labels
must be removed.

Expectations within the exam room
Regulations – Make sure you understand the rules:

1. Be on time for all your exams. If you are late, your work might not be accepted.
2. Do not become involved in any unfair or dishonest practice during the exam. If you try to

cheat, or break the rules in any way, you could be disqualified from all your subjects.
3. You must not sit an examination in the name of another candidate.
4. You must not take into the exam room:

(a) Notes
(b) An iPod, a mobile phone, a MP3/4 player or similar device, or a watch.
Remember: possession of unauthorised material is breaking the rules,
even if you do not intend to use it, and you will be subject to penalty and
possible disqualification. If you have a watch, the invigilator will ask you to
hand it to them.

5. Do not use correcting pens, fluid or tape, erasable pens, highlighters or gel
pens in your answers.

6. Do not talk to or try to communicate with, or disturb other candidates once the exam has
started.

7. You must not write inappropriate, obscene or offensive material.
8. If you leave the exam room unaccompanied by an invigilator before the exam has finished,

you will not be allowed to return.
9. Do not borrow anything from another candidate during the exam. If you need any equipment

or if you are confused about anything, only speak to an invigilator.



Information – Make sure you attend all your exams and bring what you need

1. Know the dates and times of all your exams and exam boosters. Arrive at least ten
minutes before the start of each exam. If you arrive late for an exam, report to the
invigilator running the exam. If you arrive more than one hour after the published
starting time for the exam, you may not be allowed to take it.

2. Know which exam room and your seat following the seating plan for each exam.
Information will be shared in advance of the start of the exam season, via the Exam
Notice Board in the main entrance opposite the vending machines, coaching session
and google classrooms.

3. Only take into the exam room the pens, pencils, erasers and any other equipment
which you need for the exam.

4. You must write clearly and in black ink. Coloured pencils or inks may only be used for
diagrams, maps, charts, etc. unless the instructions printed on the front of the
question paper state otherwise.

5. Do not use a dictionary or computer spell checker unless you are told otherwise.

Instructions- During the exam

1. Always listen to the invigilator and follow their instructions.
2. Tell the invigilator at once if:

(a) You think you have not been given the right question paper or all of the materials
listed on the front of the paper;
(b) The question paper is incomplete or badly printed.

3. Read carefully and follow the instructions printed on the question paper and/or on the
answer booklet.

4. Do not start writing anything until the invigilator tells you to fill in all the details
required on the front of the question paper and/or the answer booklet before you start
the exam.

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

6. Do your rough work on the proper exam stationery. Cross it through and hand it in
with your answers. Make sure you add your candidate details to any additional
answer sheets that you use, including those used for rough work.

Students whose access arrangements require the use of a word processor:
● Create a Header and include your name, exam number, centre number, title of the

exam paper and component code.
● Number each of the pages you type on.
● Ideally, Use font size 12 and double space your lines.
● Remember to save all your work as you go along rather than leaving it until the end

of the exam.

At the end of the exam

7. If you have used more than one answer booklet and/or any supplementary answer
sheets, place them in the correct order. Place any loose additional answer sheets
inside your answer booklet. Make sure you add your candidate details to any
additional answer sheets that you use.
a. Do not leave the exam room until told to do so by the invigilator.
b. Do not take any stationery from the exam. This includes the question paper,

answer booklets used or unused, rough work or any other materials provided for
the exam.



Results Days and Post Results Services

Exam series Qualifications Results day

June 2022

Post 16
AS and A-level
BTEC Level 3
Cambridge Technical Level 3
Functional Skills
Level 3 Extended Project 18 August 2022

June 2022

Year 11/Level 2 Post 16
Entry Level Certificate
BTEC Level 2
Cambridge Nationals Level 2
GCSE 25 August 2022

1. Students will collect their results for the qualifications in the Lecture Theatre on the
dates listed above. Results will be provided in a named envelope and organised
alphabetically on tables in surname order.

2. Once you have collected your results you will be asked to attend a meeting with the
relevant member(s) of staff in the main hall who will guide you through your next
steps, including accessing the Awarding Bodies’ Post Results Services i.e clerical
checks, checking of marking etc.

3. You must provide details of your destination for September before leaving the site.
4. If you are unable to collect your results in person, you will need to provide a stamped

addressed envelope to receive your results in the post or nominate someone to
collect your results on your behalf. You must provide them with a signed letter of
authorisation. Your nominated person must bring photo ID with them on the day.

Exam Policies & Procedures:
For details of all the Academy Exam Policies and Procedures go to the Academy website
using the following link: https://priesthorpe.coopacademies.co.uk/students/exams-2/


