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SIDMOUTH COLLEGE

EXAMS 2024-2025
GUIDANCE FOR STUDENTS & PARENTS
EXAM CONTINGENCY DATES 2025
The Joint Council for Qualifications have decided that they need the option to postpone an exam in the event of one not being able to take place as timetabled due to widespread, sustained national or local disruption in the UK.  This means that exams could be rescheduled for any of the following contingency sessions:

Wednesday 11th June – PM

Wednesday 25th June – AM and PM

Students must ensure they will be available for any of these dates in case the contingency plan needs to be invoked, although candidates would only need to attend if this happens.  
EXAMINATIONS – THINGS YOU NEED TO KNOW 
Exams are very important times in your life at Sidmouth College.  The examinations that you will be taking this year will influence what you do in the future, so it is very important that they run as smoothly as possible.   There are a number of rules and regulations for examinations that you must be aware of, most of which are set by the Exam Boards and not by the college.

IF YOU DO NOT FOLLOW THESE RULES THEN IT IS POSSIBLE THAT YOU COULD BE DISQUALIFIED FROM YOUR EXAMS SO PLEASE MAKE SURE THAT YOU READ THE FOLLOWING INFORMATION CAREFULLY.

If there is anything that you do not understand please speak to Mr Ingham-Hill or ask your tutor or a teacher for help.

UNIFORM
Full college uniform must be worn by all students attending college for exams.

TIMETABLES

You will receive an individual timetable showing your own specific exams with details of date, time, and duration of exam, exam room and seat number.  Check it carefully.  If you think something is wrong contact Mrs Cox in the Exams Office or Mr Ingham-Hill immediately. 

Occasionally there will be a clash on the timetables (where two of your exams are timetabled for the same time).  When this happens, the college will make special timetable arrangements for these candidates only.  You must check your individual timetable and see Mrs Cox if you are unsure what to do.  

Follow your own personal timetable – other students may have a change in their timetable that does not affect you.

Please ensure you check and know your seat number for each exam before you arrive at the exam room.  Check your personal timetable or the daily list displayed in the exams noticeboard.

Parents/guardians can view your Exam Timetable using the Exams tab on the MCAS app. Candidates can view their timetable on the Bromcom Student Portal.
LOCATION OF EXAMS

Most exams will take place in the Main Hall (G17) or the Activity Studio (G16).  Your individual timetable will state where your exam will take place. Please check if you are unsure.
EQUIPMENT

Make sure you have all the correct equipment before your exams and that your calculator is in working order.    Borrowing from other candidates is not allowed under any circumstances – please put your hand up for an invigilator if you need a replacement pen or pencil etc.
The minimum requirements for you to bring to every exam are:

· Clear pencil case with no patterns or coloured panels

· BLACK pen x 2 

· Pencil and pencil sharpener

· Eraser

· Protractor

· Pair of compasses

· Ruler

· Calculator (if allowed)

· Highlighter

All items of equipment, pens, pencils, mathematical instruments, etc. should be visible to the invigilators at all times so please ensure your pencil case is not too full to see between the items.  You must either use a transparent pencil case or clear plastic bag. Only black pens, ink or ballpoint, should be used. Completed exam papers are scanned by the exam boards – blue ink, gel pens, erasable pens and highlighters used in answers do not show up on the scanned document.  Tippex and corrections pens are not allowed.  

For Mathematics and Science exams, students should make sure their calculators conform to the exam regulations.  If in doubt, check with your teacher.  Remove any covers or instructions and make sure batteries are new.   YOU MUST BRING YOUR OWN CALCULATOR IF YOU NEED ONE. YOU ARE NOT ALLOWED TO USE A MOBILE PHONE AS A CALCULATOR.
We cannot guarantee you access to any equipment for your exam if you forget to bring anything so it is really important to check you have everything before every exam.

DURING THE EXAMS

Exam Regulations

Enclosed with this booklet are JCQ Information for Candidates notices.  All candidates must read these carefully and note that to break any of the exam rules or regulations could lead to disqualification from all subjects.  The college must report any breach of regulations to the Awarding Body.

ATTENDANCE AT EXAMS

You must attend all exams listed on your individual candidate timetable. 
Unless otherwise stated on your individual timetable all exams at Sidmouth College start at 9.15am for the morning papers and 1.15pm for the afternoon papers.

Candidates are responsible for checking their own timetable and will attend a briefing session 10-15 minutes before each exam. Please make sure you have visited the toilet before attending the exam briefing as you will then move directly onto your exam before the published start time.  Please wait quietly outside your exam room until you are invited to enter by the Exam Invigilators or a member of the Senior Leadership Team.

A candidate ID card with your name, candidate number, centre number and your photo on it will be on your exam desk. You will need this information to complete the front of the exam paper.  Please do not remove or deface your candidate ID card, it must be clearly visible on your desk at all times and will be used throughout the exam season.
IN THE EXAM ROOM

Exam regulations are very strict regarding behaviour and items that may be taken into the exam room (see FAQs at the end of this booklet).  If you break these rules you will most probably be disqualified from the exam by the exam board.

You must be silent at all times when you are in the exam room.  This includes when you enter and when you leave.  Do not attempt to communicate with or distract other candidates from the moment you enter the exam room.  If you need assistance, put your hand up clearly and wait for an invigilator to come to you.

MOBILE PHONES MUST NOT BE BROUGHT INTO THE EXAM ROOM.  If a mobile phone (or any other type of electronic communication or storage device such as a smartwatch) is found in your possession during an exam (even if it is turned off) it will be taken from you and a report made to the appropriate exam board. No exceptions can be made.  

No types of watch, smartwatch or fitness trackers; no headphones, ear-pods or smart glasses are allowed in the exam room and must not be brought in.  
No food is allowed in the exam rooms but you are able to bring a clear plastic bottle of water with a spill-proof cap as long as all labels/bands are removed.   Only water is permitted – this is in case you spill your drink over your exam paper. If only water is spilt there is a greater chance that your exam paper can be saved.
Please do not write on the exam desks.  This is regarded as vandalism and you will be asked to pay for any damage.

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

Listen carefully to instructions and notices read out by the invigilators – there may be amendments to the exam paper that you need to know about. 
Check you have the correct question paper – check the subject, paper and tier of entry.  Please put up your hand before the exam starts if you think you may have the wrong exam paper.

Read all instructions in the question paper carefully and number your answers clearly.

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

CHEATING
If you are caught cheating in any way in an examination you WILL be reported to the Exam Board. Cheating means doing anything that is against the rules and this includes:

· Being in possession of a mobile phone/watch/smart glasses/headphones/ear pods etc

· Being in possession of notes (on paper or written on hands etc)

· Communicating with other candidates (by talking or otherwise)

· Copying from other candidates

IN THE EVENT OF AN EMERGENCY
If the fire alarm sounds during an exam the exam 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 exam room do not start writing until the invigilator tells you to.  You will be allowed the full working time for the exam and a report will be sent to the awarding body detailing the incident.

END OF THE EXAM

At the end of the exam all work must be handed in – remember to cross out any rough work.  If you have used more than one answer book or extra sheets of paper, remember to write your name on each sheet. 

Invigilators will collect your exam papers before you may leave the room.  Question papers, answer booklets and any additional paper must NOT be taken from the exam room.  Absolute silence must be maintained during this time with no communication with other candidates.  Remember you are still under exam conditions until you have left the room.

You must remain seated until told to leave the exam room.  Please leave the room in silence and show consideration for other candidates who may still be working.  Collect your belongings from the changing rooms and move away from the area as quickly and quietly as possible. 
EXAM TIMINGS

Morning exams begin at 9.15am and afternoon exams at 1.15pm.
The duration of exam papers vary from 30 minutes to possibly 2 hours 30 minutes (longer if you are entitled to extra time). This could mean that some afternoon exams finish later than the end of the normal college day.  College buses will be held to await the end of the exam.  However, if the exam finish time is after 3.30pm or you travel on a public bus you will need to make alternative arrangements for getting home.  
Please ensure you check your individual exam information to know the estimated finish time for your exam – do not rely on other students for this information as their finish time may be different to yours.
INVIGILATORS

The college employs invigilators to conduct the exams.  Students are expected to behave in a respectful manner towards all invigilators and follow their instructions at all times.

Invigilators are in the exam rooms to supervise the conduct of the exam.  They will distribute and collect the exam papers, tell candidates when to start and finish the exam, hand out extra writing paper if required and deal with any problems that occur during the exam, for example if a candidate is feeling ill.  
If you have a question before or during the exam – raise your hand and an invigilator will come to you.  They cannot discuss the exam paper with you or explain any of the questions.  
Pupils who are disruptive or behave in an unacceptable manner will be removed from the exam room by invigilators/teaching staff and a report will be sent to the Exam Board. This could result in loss of marks for that paper or ultimately disqualification from the subject.
Absence from Exams

If you experience difficulties during the exam period (e.g. illness, injury, personal problems) please inform the exam office at the earliest possible point so we can help or advise you.
Only in ‘exceptional circumstances’ are candidates allowed special consideration for absence from any part of an exam.  It is essential that medical or other appropriate evidence is obtained on the day by the candidate/parent and given to the Exams Officer without delay in all cases where an application is to be made for special consideration.  A self-certification form can be obtained from the Exams Officer.

For the award of a grade by special consideration, where a student misses part of an exam through illness or personal misfortune, a minimum of 25% of the exam (including coursework or controlled assessment) must be completed.  

Parents and candidates are reminded that the college will require payment of entry fees (between £45-£91 per GCSE subject) should a candidate fail to attend an exam without good reason.   Misreading the timetable will not be accepted as a satisfactory explanation of absence.

AFTER THE EXAMS

GCSE results will be published on Thursday 21st August 2025.
NOTIFICATION OF RESULTS

· Results will be available for collection from 9.30am – 11.00am.
· You will need to sign for your results. If you wish any other person (including family members) to collect your results on your behalf, you must give your written authorisation to college before results day.  Forms are available from Reception or a PDF version is available from the website.
· Candidates who do not collect their results in person will receive notification through the post.  Letters (not certificates) will be posted on results day and not before.  If you change your address after leaving college in June, please ensure that you inform us of your new address.
· No results will be given out by telephone under any circumstances.

· Results will be available on the Bromcom Student Portal from 12.00pm on results day.

POST RESULTS

· If you need post-results advice on the day, Careers South West staff will be here in the morning and Sidmouth College teaching staff will be available until 2.00pm.  

· Students returning to Sidmouth College in September for sixth form courses will receive a letter informing them of when and where they need to register. 

· If you would like your coursework back, please make arrangements with your subject teacher to collect this from college, although it cannot be returned to you until after the October half-term.  Coursework not collected may be destroyed.  

PRESENTATION OF CERTIFICATES

· A GCSE Awards Evening will take place in late November/early December.  We hoped that you will be able to attend to receive your certificates.  Invitations to students and their parents will be sent out with full details nearer the time.  Students who are unable to attend the Awards Evening will be able to collect their certificates from the college reception any time after this event.  Certificates will not be given to anyone other than the candidate without the candidate’s written permission. 
· Sidmouth College is only obliged to keep certificates for a period of one year after issue, after which they may be returned to the Exam Boards or destroyed.   You are therefore urged to collect your certificates on Awards Evening or as soon as possible thereafter and to keep them safely as your certificates cannot be replaced if they are lost or damaged.

FREQUENTLY ASKED QUESTIONS

What do I do if there’s a clash on my timetable?

The college will re-schedule papers internally (on the same day) where there is a clash of subjects.  Candidates will normally sit one paper then have a break during which they will be supervised and must not have any communication with other candidates.  They will then sit the second subject paper.  Correct times will be on your individual candidate timetable.  It may be necessary for you to bring a packed lunch if you have exams in the morning and afternoon as you will have to remain in isolation until both exams are completed.  If in any doubt please consult the Exams Officer.

What do I do if I think I have the wrong paper?

Invigilators will ask you to check before the exam starts.  If you think something is wrong put your hand up and tell the invigilator immediately.

What do I do if I have an accident or am ill before the exam?

Inform college as early as possible so we can help or advise you.  In the case of an accident that means you are unable to write it may be possible to provide you with a scribe to write your answers but we will need as much prior notice as possible. You may need to obtain medical evidence (from your GP or hospital) if you wish the college to make an appeal for Special Consideration on your behalf.

What is an Appeal for Special Consideration?

Special Consideration is an adjustment to the marks or grades of a candidate who is eligible for consideration.  The allowance for Special Consideration is from 0% (consideration given but addition of marks considered inappropriate) to 5% (reserved for exceptional cases).  Parents should be aware that any adjustment is likely to be small and no feedback is ever provided.  Candidates will only be eligible for Special Consideration if they have been fully prepared and covered the whole course but performance in the exam is affected by adverse circumstances beyond their control that occur at the time of the exam.  Examples of such circumstances may be illness, accident or injury, bereavement, domestic crisis.  The Exams Officer must be informed immediately, so that the necessary paperwork can be completed (within 7 days of the last exam session for each subject) and the candidate will be required to provide evidence to support such an application.

What do I do if I feel ill during the exam?

Put your hand up and an invigilator will assist you.  You should inform an invigilator if you feel ill before or during an exam and you feel this may have affected your performance.

If I arrive late can I still sit the exam?

If you are late, it may still be possible for you to sit the exam.  You should get to college as quickly as possible and report to Reception.  The Exams Officer will be notified and she will escort you to the exam room.  You must not enter an exam room without permission after an exam has begun.  

You should also be aware that if you arrive more than 1 hour after the published starting time, the college must inform the Exam Board and it is possible that the Board may decide not to accept your work.  Please ensure that you allow enough time to get to college so that if you are delayed (e.g. through transport problems) you will still arrive on time. 

If I miss the exam can I take it on another day?

No.  Timetables are regulated by the exam boards and you must attend on the given date and time.  

Do I have to wear college uniform?

Yes.  Normal college rules apply to uniform, hair, jewellery, make-up etc.

What items are not allowed into the exam room?

Only material that is listed on question papers is permitted in the exam room and students who are found to have any material with them that is not allowed will be reported to the appropriate exams board.  In such circumstances, a student would normally be disqualified from the paper or the subject concerned.

Bags and coats and any other items not permitted under exam regulations must be left in the changing rooms which will be locked during each exam.   Do not bring any valuables into college with you when you attend for an exam.  

No food, chewing gum or cans/cartons of drink are allowed in the exam room but you will be allowed a clear plastic bottle of water with a spill-proof cap as long as all labels/bands are removed.

Mobile phones must not be brought into the exam room even if they are turned off.  If you do have a mobile phone on you, you must hand it in to one of the invigilators before the exam starts.  You will be able to collect it from the College Reception at the end of the exam.

Why can’t I bring my mobile phone into the exam room?

Being in possession of a mobile phone during an exam (or any of the listed prohibited items such as ear pods, MP3 players, smartwatches, smart glasses, headphones etc) is regarded as cheating by the exam boards and is subject to severe penalty:  

The likely penalties are as follows:

Device found on you and turned ON - disqualification from the entire subject award.  

Device found on you and turned OFF - disqualification from the specific paper you are sitting at the time.

Phone rings during the exam (wherever it is in the room) the exam board must be informed and you will be disqualified from all papers for the subject (including any already taken).
How do I know how long the exam is?

The length of the exam is shown in minutes on your individual timetable under the heading ‘length’.  Invigilators will tell you when to start and finish the exam.  The finish time of the exam will be displayed on the board at the front of the exam room.  There will be a clock in all exam rooms.

Can I leave the exam early?

No.  Candidates are not permitted to leave the exam room early as this is disruptive to other candidates.   
If I have more than one exam on a day can I get lunch at college?

Pupils who have exams in both morning and afternoon sessions can obtain lunch from the canteen/snack shack in the usual way or bring a packed lunch.

I am entitled to extra time – how will this affect the way I take my exams?

Some students receive an allowance of up to 25% extra time. Where possible such candidates will be seated together to minimise disturbance from other candidates who finish earlier. The invigilators will include the additional time when they display the finishing time of your exam on the board.

Students choose how much of the additional time they wish to use.  Please put your hand up to alert an invigilator if you do not wish to use all of the remaining additional time and they will ask you to sign to confirm your individual finish time.
What do I do if I don’t get the grades I need to follow my Post 16 plan?

Careers South West and Teaching staff will be available to advise you on results day.  If you feel strongly that it is necessary to make an enquiry about your result you should first consult the Head of Subject to obtain their advice as to the advisability of requesting a review of marking.  
Exam Check List
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	Aim to arrive at college in plenty of time to be there at the start of your exam briefing.  It is much better to leave yourself a safety margin on timings in case of problems with the journey.
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	When taking exams, bags and coats should be left in the PE changing rooms which are locked during the exam.



	[image: image7.wmf]
	Phones – Students must not have mobiles phones in their possession (either on or off).  They can be handed in for safe keeping during the exam if necessary.  This is very important – if a phone is found, there is a good chance that your whole exam will be cancelled.  You should not have notes, watches, smartwatches, ear-pods, headphones, smart glasses etc in your possession.  
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	You should bring a black pen, pencil, eraser and any other equipment needed to your exams.  Only clear pencil cases are allowed on your desk, any others should be left in your bag.  Do not use gel pens – this is because many of the exam papers are now scanned and sent electronically for marking and the machines cannot pick out gel ink.  All necessary equipment is available to buy from the college library.
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	In an exam where you have the use of a calculator, you should not have a calculator cover on your desk. 

	Sshh!
	There must be absolutely no talking or communication between students once you enter the exam room.  If you have any questions, you should raise your hand once seated and an invigilator will come to you.
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	Please dress sensibly for the exam.  The temperature in the exam rooms can fluctuate enormously during May and June.  College uniform must be worn at all times but wear a jumper that can be taken on or off.
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	No food is allowed in the exam rooms (if you have a special requirement – please see Mrs Cox, Exams Officer, before the start of the exam season)
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	A drink of water is allowed in the exam rooms.  The bottle should be clear plastic with a spill-proof cap and all labels/bands must be removed.  




Good Luck in your exams!
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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.

Tris poster must be displayed in a prominent place outside each examination room.
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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.
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On your exam day

This checkist will help you to be as prepared as possible for your
‘exams so that you can focus on doing your best on the day.
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