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Dear Parents/Carers & pupil

GCSE examinations are rapidly approaching. This booklet is designed to offer you help and advice in preparation for these examinations. 

It is the aim of Saddleworth School to make the examination experience as stress-free and successful as possible for all candidates. This booklet will hopefully prove informative and helpful for you all. Please read it carefully so that you are aware of the examination regulations and the procedures to follow in the event of any problems occurring. 

The examination boards set down strict criteria which must be followed for the conduct of all examinations and Saddleworth School is required to follow them precisely.  

Please read through this booklet to ensure that you are familiar with what is expected of you. If there is anything you do not understand or any question that has not been addressed, please ask.

If you or your parents/carers have any queries, need help or advice at any time, before, during or after the examinations please do not hesitate to contact the school.

May I take this opportunity, on behalf of Saddleworth School, to wish you success in your future examinations. 

Good luck!


Miss N Peek
Deputy Headteacher

BEFORE THE EXAMINATIONS

Statement of Entry
All pupils receive a statement of entry from school, this indicates the subjects they are being entered for and where applicable the levels of entry e.g. foundation or higher. You must check everything on your statement of entry very carefully.  Please check in particular that all your personal details (date of birth, spelling of names) are accurate – these will appear on certificates.  Please also note all entries to Examination Boards are made in a pupil’s legal name – not a name that a pupil is “known by” or prefers. Should there any error on the certificates the exam boards will charge you to correct and reprint them.

Parent/Carer Declaration/Re-mark Return Sheet
This is a very important statement. It indicates you have read this booklet and that you agree for the candidate who is in your care to abide by the rules of the exam board. It also serves as a signed authorisation which will allow us to request a review of marking from the exam board. If you do not sign and return this we cannot request a review.

Examination Boards
Saddleworth School uses the following Examination Boards: AQA, Edexcel, NCFE, OCR  & WJEC.

Exam Tiers
[bookmark: _GoBack]Most examinations are single tiered. English, maths, Science, French, Spanish and geography still currently have foundation and higher tiers for certain parts of the qualifications and these are shown on the statement of entry. The decision on which tier of entry is made by the subject teacher in consultation with the curriculum leader. If you have any concern about which tier you have been entered for please indicate on the draft individual candidate timetable that you received with this booklet and bring it to the exams office.

Candidate Name
Pupils are entered under the name format of first name + one middle initial + legal surname e.g John B Smith

Candidate Number
Each pupil has a four-digit “candidate number” – this is the number you will enter onto examination papers. It will also apper next to your name on seating plans, examination registers and on examination desks.  Please remember this number!



UCI and ULN
Each pupil must also have a Unique Candiate Identifier consisting of 12 numbers and 1 letter, this is shown on the top of “Statements of Entry”.  This number will usually begin with the centre number (33149) unless you have transferred from another school that had already issued your UCI.  The UCI is for administration purposes and it is not necessary for you to remember this number.
Each pupil will also have a Unique Learner Number. This is a 10-digit reference number and is key to the Personal Learning Record. As of June 2013 there are over 17 million students registered with ULNs, nearly 12 million of these have had PLRs created.
In order for the PLR to contain accurate and up to date information, it is essential that schools and colleges use a ULN when they enter students for exams. This will allow awarding organisations to upload a qualification to the student’s PLR within 10 days of the award date. Students will be able to access their achievement data in one place online and share it with further and higher education establishments and employers to provide proof of achievement.

Timetables
You will be issued with a personalised timetable showing details of date, time and duration of exam, please check this carefully.  If you think something is wrong please go to the Exams Office immediately.  
If you become aware of a clash i.e. two exams in different subjects scheduled for the same time, please go immediately to the Exams Office and we will sort out a solution.

Equipment
Get together ALL the equipment you may need the night before:  pens – black ink only, pencils, ruler, rubber, compass, protractor, etc. NO Correction Fluid is to be used in the exam. All of this equipment must be stored in a clear, plastic bag or case
Contact Numbers
PLEASE ENSURE THAT THE SCHOOL HAS UP–TO-DATE CONTACT NUMBERS FOR YOU i.e. home phone number and parents’/carers’ contact numbers. Saddleworth School staff do whatever they can to ensure there is maximum attendance for each examination.





DURING THE EXAMINATIONS

Examination Regulations
Copies of documents relating to external written examinations, issued jointly by all the examining boards by the JCQ (Joint Council for Qualifications), are available to view on the Saddleworth School website and the VLE.  All pupils must read this information carefully and note that to break any of the examination rules or regulations could lead, in some instances, to disqualification from all subjects.  Saddleworth School must report any breach of regulations to the Awarding Body.

Attendance at Examinations
Please be on time for all of your examinations
Morning Exams begin at 08.30 am
Afternoon Exams begin at 1:30 pm*
*GCSE PE begins at 1:00pm as it falls on Whit Friday







Pupils are responsible for checking their own timetable and arriving at school on the correct day and time, in full correct uniform and properly equipped. Please arrive at your assembly area (Hall/Gym) 15 minutes prior to the start time of your exam – check the displayed seating plan. 

Pupils who arrive late for an exam may still be admitted but will not receive any additional time.

Remember to go to the toilet before the exam starts as you will not be allowed to go during the exam (unless you have prior permission).

Please wait outside your exam room until you are invited to enter by the examination invigilators.

All items of equipment: pens, pencils, mathematical instruments, etc. should be visible to the invigilators at all times.  You must use a clear pencil case. All pens should be BLACK INK or BLACK BALLPOINT ONLY.  No correction fluid/pens are allowed.

For mathematics and science examinations pupils should make sure their calculators conform to the examination regulations - if in doubt check with your teacher.  Remove any covers/lids or instructions and make sure batteries are new.

Ensure all alarms on wrist watches are switched off.  Any smart wrist watch which has a storage device is not permitted in the exam room.

MOBILE TELEPHONES MUST NOT BE BROUGHT INTO THE EXAMINATION ROOM.  If a mobile phone (or any other type of electronic communication or storage device) 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 examination board. No exceptions can be made.

Food or drink is not allowed in the examinations rooms, except water in a clear plastic bottle with the label removed.

Please do not write on examination 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 examination papers – if you do the examination board may refuse to accept your paper.

Please listen carefully to the 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



Tell the Invigilators AT ONCE
1. If you think you have not been given the correct paper
2. If any of the materials (listed in a box on the front of the paper) are missing
3. If the paper is incomplete or badly printed
4. If a page is meant to be blank, it will say so!


Fill in any information on the front when told to do so.

Read the instructions on the front of the question and answer papers carefully, so you understand what you need to do.
Work carefully and write clearly. Do not rush. Pace yourself – if you have two hours to answer four questions, for example, make sure you spend half an hour on each. Exam questions are carefully designed and tested – they should take the estimated length of time to complete.

Pupils must stay in the examination room for at least one hour after the published start time of the exam (or for the duration of the exam if it is less than one hour).  It is the policy of Saddleworth School that all students remain in the room until the end of the exam – YOU WILL NOT BE ALLOWED TO LEAVE THE EXAM EARLY.

Show all of your workings/rough work. Cross it through when you have finished with it and ensure you hand it in with the rest of your answers. Leave yourself 5-10 minutes at the end to read through and check all of your answers.  Boring though this may seem, it is vitally important; you can often find mistakes/omissions and put them right. It could mean the difference between a Grade B and a Grade A!

At the end of the examination all work must be handed in – remember to cross out any rough work.  If you have more than one answer book or loose sheets of paper ask for a tag to fasten them together in the correct order Ensure you write your name and candidate number on each loose sheet.

Invigilators will collect your exam papers before you leave the room. Absolute silence must be maintained during this time.  You are still under examination conditions until you have left the 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 exam invigilators will instruct you on what to do.  DO NOT 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 exam desk.  YOU MUST NOT ATTEMPT TO COMMUNICATE WITH ANYONE ELSE DURING THE EVACUATION.  When you return to the exam room please do not start writing until you are instructed to do so.  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
Saddleworth School employs a number of external invigilators to conduct the external examinations.  Pupils are expected to behave in a respectful manner and to follow instructions at all times.  Invigilators are in the exam rooms to supervise the conduct of the exam; they will distribute and collect the examination papers, advise candidates when to start and finish the exam, hand out extra writing paper and deal with any problems which may occur during an exam e.g. if a pupil is feeling ill.

Please note that invigilators cannot discuss the examination paper/explain the questions to you.

PUPILS WHO ARE DISRUPTIVE OR BEHAVE IN AN UNACCEPTABLE MANNER WILL BE REMOVED FROM THE EXAMINATION ROOM BY INVIGILATORS AND A MEMBER OF THE SENIOR MANAGEMENT TEAM.

YOU MUST NOT:
Become involved in any unfair or dishonest practice in any part of the exam. If you are, this will be reported to the exam board. It may mean being disqualified from all of your examinations – not just the one you were caught in
Talk to or disturb other people in any way once the exam has begun. If you do so, the same will happen as above.
Impersonate another candidate. This is a criminal offence and is dealt with by the police. You may be prosecuted in a court of law
Candidates have been disqualified from their examinations in previous years due to their behaviour and mobile phones going off.

WHAT TO DO IF YOU ARE ILL ON THE DAY OF AN EXAM       

If you are ill and are unable to attend an exam it is vital that you telephone school first thing in the morning (01457 872072) to inform us.
You must also obtain a note from your doctor detailing the reason for non-attendance. There is the possibility of submitting this note to the Examinations Board to ask for “special consideration”. The Board looks at this in conjunction with other exam marks from the student in that particular subject along with Controlled Assessment and mock exam marks. This will then sometimes enable them to adjust the mark and grade accordingly.
If you are feeling unwell, but still able to travel, we suggest you come to the exam and we can assess the situation then. In most cases it is better to take the exam if you can.














EXAM CHECKLIST

1. Aim to arrive at school 30 minutes prior to the start of an exam AT THE LATEST. It is much better to leave yourself plenty of time in case of problems with the journey.
2. When taking examinations, bags, coats and mobile phones should be left in your locker, DO NOT bring items of value with you to any exam.

3. Mobile Phones – Students must not have mobile phones in their possession (either switched on or off). The minimum penalties are as follows:  Device found on you and turned ON – disqualification for the entire subject award. Device found on you and turned OFF – disqualification from the specific paper you are sitting at the time. IF YOUR PHONE rings during the exam wherever it is in the room, the Exam Board must be informed and you will be disqualified for the entire subject award (including any already taken).


4. You should not have notes, MP3 players, smart phones or any personal electronic devices, etc. in your possession – leave them in your bag.
5. You should bring with you the correct equipment needed to do your examinations, as these will not be provided by school. Only clear pencil cases are allowed on your desk, any others should be left in your bag. Do not use gel pens.

6. In an exam where you have the use of a calculator, you should not have a calculator cover on your desk.	
7. There is 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.
8. You should wear your full uniform for all the examinations.
9. No food is allowed in the exam room. If you have a special requirement – please contact Saddleworth School’s Examinations Officer before the examinations.
10. Water bottles are allowed in the exam room if necessary. These should be clear bottles with a spill-proof cap. There should be no label on the bottle.		








FREQUENTLY ASKED QUESTIONS
Q. What do I do if there is a clash on my timetable?

It will be indicated on your timetable if there is a clash of examinations. There will be a slip attached to your timetable advising you of what will happen, however if you have any questions then consult the Examinations Officer immediately.

Q. 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 an invigilator immediately as mistakes cannot be rectified after the exam.

Q. If I am late, can I still sit the exam?

Provided you are not more than 1 hour late, it may be possible for you to still sit the exam. You should get to school as quickly as possible and report to reception. A member of staff will escort you to the exam room. You must not enter the exam room without permission once an exam has started. It may not be possible to allow you extra time if you start the exam late. You should also be aware that if you start an exam 30 minutes after the published starting time, the school must inform the exam board and it is possible that they may not accept your work.

Q. If I miss the examination can I take it another day?

No. Timetables are regulated by the exam boards and you must attend on the given dates and times.

AFTER THE EXAMINATIONS HAVE ENDED
Q. How do I find out my results?
There are two ways of doing this:
· You (or your representative) may come into school on “Results Day” between 9.45am and 12.00pm to collect your results. If someone is collecting on your behalf they must bring a letter signed by you giving them permission to obtain them.
· If you cannot collect them on the day we can post them to you, but you must leave a stamped self-addressed envelope with the Examinations Office before you leave school after your last exam in June.
GCSE Exam Results are published on:
Thursday 25th August 2016

 
Q. I didn’t get the grade I was expecting. Can I get my paper re-marked?
Each department will analyse the results of the exams for their subject. If the curriculum leader sees that a result is very close to the grade boundary for a higher grade they may contact you to let you know. You will have to ensure that you have signed the permission slip (included with his book and mentioned on page 3) to authorise us request a re-mark.
If you have a concern about a grade in any particular subject you should approach the curriculum leader to discuss your result. If you feel that you would like a re-mark you can go ahead and pay the review of marking fee to the school who will then make the necessary arrangements.
There is a deadline of 20th September for exam boards receive requests. A re-mark may take up to five weeks to be resolved. You should also bear in mind when a review of marking is requested that mark can go down as well as up or staying the same.
Q. How do I get my exam certificates?
Certificates will be presented during Presentation Evening at the Queen Elizabeth Hall, Oldham in November 2016. Details will be included in a letter that you receive when you pick up your results in August.

If you are unable to attend the Presentation Evening you may collect your certificates in person from the school from the following Monday. If you are unable to collect them you may ask someone else (a member of your family for example) to pick them up on your behalf. If this is the case they must bring a letter signed by you giving them permission to obtain them and some form of photo ID.
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