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Mock GCSE examinations

From the 28th Nov – 9th December you will be taking your mock GCSE examinations.  Your performance in them will influence your actual GCSE Examinations to be taken in the Summer 2012.  This guide is intended to help you with advice about preparing for these examinations and organising your timetable and equipment.

If there are still any queries please check with your tutor, subject teacher or Exams Officer (Mrs Bastin in the Exams Office located in the Library).

Getting organised

· Everybody gets nervous before examinations but you can help yourself by getting properly organised.
· Make sure you know your personal examination timetable and organise your revision timetable.  Start revising now; you will only increase the pressure on yourself if you keep putting things off.  Talk over the preparation of a revision timetable with your teachers, you will actually feel better once you have made a start!  Other things to remember are the importance of regular meals and a good night’s sleep, and don’t forget to take regular exercise.
· Examinations will be held in the Barton Hall, Old Hall, Gym, D-block and sometimes in the Committee Room.  Please check the seating plans which will be outside each hall and on the Exams notice board situated outside the Library.  Your seat number is also shown on your personal timetable.  You must ensure you sit in the correct seat or you may sit the wrong tier paper.
· For the mock examinations you must always put your name and your subject teacher’s name at the top of your paper.
· For the final GCSE examinations you MUST know your four digit candidate number which also shows on your personal timetable.
· All students must be in full school uniform during examinations.

The Start of the Examination

· On entry to the examination room you must quietly find the desk number shown on your personal timetable.  
· When told, write your name and teacher name on top of your paper for the mock exams.  
· For the final GCSE exams you must write your name, candidate number, centre number (58719) and school name on your answer book.  Extra time cannot be allowed for this at the end of the examination; remember to include this information on any extra sheets you may use or marks may be lost.  
· Listen carefully when the instructions for the examination are read out and put your hand up if you have a problem or think there is a mistake with your examination paper.  
· Please understand that an invigilator is not allowed to help you in any way to answer or explain a question.  
· Do not start writing until you are told to do so.  
· Read the whole paper carefully and, where applicable, select the questions you intend to answer.  
· Always read the question a second time and go over your work at the end.  
· You will not be allowed to work on “rough” paper so all work must be in the answer book, with a simple line through it if you do not wish the examiner to mark it.  
· Remember however, that in Mathematics and Science you must show your working out, stage by stage, in order to gain marks.  
· Do not doodle on or rip out any of your answer sheets as the examiner may refuse to mark it and send it back to the examination board.

Conduct During the Examination

Absolute silence must be maintained from before you enter the examination room until the time you have to leave.  As soon as you enter you come under the strict conditions laid down by the examinations boards.  You will have been given your own copy and will find copies of these regulations on display outside the examination room.  Please remember to visit the toilet before each examination, as only those students with a medical note will be allowed to leave the hall.  Candidates leaving the room cause a distraction to others.

Some important things to remember:

· Don’t communicate in any way with the other candidates
· Don’t seek or give help in an examination
· Don’t hold your examination papers away from your desk.  If papers are held up there is the risk of candidates sitting opposite you being able to see what you have written
· A candidate who cheats in one examination can be banned from all other examinations
· No food of any kind may be brought into the examination room, this includes chewing gum, sweets etc.  There must be no eating or chewing and this includes medications as it disturbs other candidates and cannot be permitted.
· Any medication that may be required should be clearly labelled with your name and given to the invigilator before the start of the examination
· You are allowed to bring in a bottle of water only if it is in a CLEAR plastic bottle fitted with a sports cap.  All labels must be removed before entry to the examination hall.  No other bottles will be allowed
· Do not write on exam desks.  It is regarded as vandalism and you will have to pay for any damage

Revision and Exam Preparation Timetable

· Registration:  You will be registered in each examination and a register will be kept in the additional examination classes.
· Examination Timetable and Rooms:  This guide includes a general timetable.  Please check it carefully to ensure that you are aware of the dates and times of all examinations that you need to attend.
· You must be outside the halls at least 15 minutes before the start of each examination.
· Students should assemble in a quiet and orderly fashion, and may only enter the examination venue when given permission by staff and must remember that examination conditions apply once inside.  
· When an examination is taking place in the Old Hall or Gym students must wait at the outside door opposite A12 computer room.  On entry all coats and bags must be put in a tidy fashion along the walls.
· Do not arrive late.  There are important things to be done before the examination gets underway and being rushed is not a good way to start as you are more likely to make mistakes.
· Candidates to whom special arrangements apply must report to D-Block where a member of staff will show you where you are sitting.
· Make sure a copy of your timetable is clearly displayed at home so that you and your parents can check when your examinations are.

Equipment 

In each examination you will be provided with question papers, answer books, supplementary sheets and formulae/data sheets, but all other equipment must be provided by you.  Borrowing from other candidates is NOT allowed under any circumstances.

The following equipment should be brought to every exam:

· At least 2 black pens
· 2 HB pencils
· Pencil sharpener
· Eraser
· Ruler

For some exams you will also need the following:

· Coloured pencils
· Compasses
· Protractor
· Calculator
· Set texts

As part of your preparation for these examinations, you should make certain now that you are clear what equipment you will need for each examination and you should write that information down so there are no last minute panics.  You are also advised to write very carefully and in a clear manner in your examinations; bad handwriting costs you marks, if it cannot be read, it cannot be marked.  Answers must not be written in pencil.

· Equipment must be carried in a clear plastic pencil case.  Red ink or red ball pens must not be used.
· Tippex and other such correction products are not allowed, so do not bring them to the examinations
· Watches should be silent and not have any kind of alarm or noisy setting.

In some examinations you are permitted to use a calculator and it is your responsibility to find out when these may be required and provide your own.  In Mathematics, the use of calculators is expected for one paper.  If you are using a calculator you must understand that it cannot be shared and you must ensure that it has new batteries.

Mobile phones are not allowed to be used as calculators and should not be brought into College during the examination period.

Having a mobile phone in the exam may result in disqualification from all examinations.

Absence from Examinations

· If you miss an exam due to serious illness, you must telephone the school as soon as possible on the morning of the exam and a medical certificate/letter must be obtained and handed in to the Examinations Officer.
· To report any absence please inform the college by telephoning 02392 594325.
· PLEASE NOTE:  Should you be absent from an official examination other than an acceptable reason for your absence, i.e. medical reason supported by a doctor’s note, your parents will be charged for the costs of the examination.

The End of the Examination

The start and finish times will be displayed at the front of the room near to the clock used to time the examination.  Unless otherwise instructed by the invigilator, all candidates are required to sit the full examination time to avoid distractions to fellow candidates.  If you request a wedge for your desk then you must place this on your desk at the end of the examination.  You may not leave the examination room without permission of the invigilator and your papers must be collected in before you go.  At the end of the examination you must remain in silence until all scripts and examination stationary have been collected and you are dismissed by an invigilator.

Examination Results and Certificates

The mock examination results will be issued to you during a special assembly in January, in the same manner that you will receive your final examination results in August.

GOOD LUCK!
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