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EXTERNAL EXAMINATIONS 

INFORMATION FOR 

PARENTS AND STUDENTS 

 

INTRODUCTION 

External examinations can be a stressful time for both students and 
parents and it is important that everyone involved is as well informed as 
possible. This information is intended to help you understand examination 
procedures and to answer some of the most frequently asked questions. 
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PERSONAL EXAM INFORMATION 

Before their exams, students will receive a Statement of Entry for checking. 
Timetables are available on Parent Portal under the Assessments tab. 
They must check everything on these documents very carefully. Check that 
all personal details (name, spelling, date of birth etc.) are accurate as these 
will appear on certificates. Check they have been entered for the correct 
exams. If you think something is wrong, you should contact the Exams 
Office without delay. 

WHAT SHOULD STUDENTS BRING TO EXAMINATIONS? 

ALL EQUIPMENT MUST BE BROUGHT IN A TRANSPARENT PENCIL 
CASE OR TRANSPARENT POLYTHENE BAG 

 Pens should be black biro. Please have spare pens available. 

 HB pencils and pencil sharpener 

 Rubber erasers 

 Some subjects require compasses, rulers etc 

 Some subjects require the use of a calculator - please check your 
calculator is working properly the day before it is required and 
bring spare batteries if appropriate 

 Some subjects require the use of set texts – students will be advised 
by their subject teachers about this 

WHAT SHOULD STUDENTS NOT BRING WITH THEM? 

Some items are banned from examinations and must not be brought into 
the exam room. 

 Mobile phones (see below) 

 Personal CD/minidisk players 

 Gel pens, highlighters, Tippex or ink erasers 

 Calculator lids 

 Bags – these must be placed in students’ lockers 

 Notes, papers and text books unless advised by teachers in advance 

 Food or chewing gum 

 Lucky mascots 

 Watches 

WHAT ARE THE REGULATIONS REGARDING MOBILE PHONES? 

Mobile phones must not be brought into examination rooms under any 
circumstances. Any student found to have a mobile phone in the room will 
be reported to the relevant exam board. Should this happen, they are likely 
to be disqualified from that paper and possibly from the whole examination 
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in that subject. PENALTIES WILL BE APPLIED EVEN IF THE MOBILE 

PHONE IS NOT USED OR SWITCHED ON. It is a very serious offence 
and our advice is that mobile phones should not be brought to school on 
the day of an examination. 

MAY STUDENTS BRING A DRINK? 

Students may bring a bottle of still water with a sports cap into the exam 
room. Bottles should be clear plastic and no larger than 500ml. All labels 
must be removed from bottles before they enter the exams hall. 

WHAT SHOULD STUDENTS WEAR FOR EXAMINATIONS? 

Students should wear regulation school uniform or Sixth Form dress. Any 
student who is incorrectly dressed may be sent home to change. 

WHERE ARE EXAMS HELD AND WHERE SHOULD STUDENTS 
REGISTER? 

Most exams are held in the Sports Hall or Drama Barn. Occasionally 
classrooms may be used. 

Students should assemble for registration in the playground outside the 
Sports Hall at the following times: 

 Morning exams – 8.40 am 

 Afternoon exams – 1.10 pm 

WHAT TIMES DO EXAMS BEGIN AND END? 

 Morning exams start at 9.00 am 

 Afternoon exams at 1.30 pm. 

There may be occasional variations to these timings but students will be 
advised of this in advance. 

The length of exam papers varies and sometimes afternoon exams will not 
finish until after the end of the school day. Students and parents should be 
aware of this and make suitable arrangements for getting home. Students 
will not be allowed out of exams early for any reason. 

HOW ARE STUDENTS SUPERVISED? 

Exams will be supervised by a team of external invigilators who will be 
present during the exams at all times and who are under the management 
of the Exams Office. Once students enter the exam room, they must follow 
the instructions given by the invigilators exactly. Should students have any 
queries or concerns during an exam, they should raise their hands and an 
invigilator will come to them. 
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WHAT TO DO IF A STUDENT IS LATE 

If parents are aware that their son/daughter is going to be unavoidably late 
to an exam or they have got the timing wrong, they should telephone the 
school immediately and leave a message for the Exams Office. Depending 
on how long the exam has been in progress, it may be possible for the 
student to be admitted but the exam boards always reserve the right not to 
accept an examination script under these circumstances. 

WHAT TO DO IF A STUDENT IS UNWELL BEFORE OR DURING AN 
EXAMINATION 

Parents should telephone the school before an examination if their 
son/daughter will not be attending an exam and leave a message for the 
Exams Office. If a student feels too unwell to sit an exam or feels that their 
illness has affected their exam performance, the Exams Office may apply 
to the relevant board for Special Consideration. It is important to see your 
GP on the day of the exam affected and obtain a medical certificate. This 
must be handed in for the attention of the Exams Office within 48 hours of 
the exam in question. Retrospective information is not accepted by the 
Exam Boards. 

Students who feel unwell during an examination should raise their hand 
and bring this to the immediate attention of an invigilator. If a parent is 
aware that their son/daughter is feeling unwell before an exam, it is helpful 
for the Exams Office and Invigilators to be informed in advance by 
telephone or letter. 

WHAT TO DO IF A STUDENT HAS PROBLEMS THAT MAY AFFECT 
EXAM PERFORMANCE OR PREPARATION? 

Any personal circumstances which may affect exam performance arising 
shortly before or during the exams should be notified as soon as possible 
to the Exams Officer. The Exams Office may apply for Special 
Consideration depending on the circumstances but parents should be 
aware that any adjustment is likely to be very small and that no feedback 
is ever provided by the Exam Boards. 

WHAT HAPPENS IF A STUDENT DOES NOT ATTEND AN EXAM? 

If a student does not arrive in time to register for an exam, the Exams 
Office will attempt to contact them by telephone using the numbers we 
have on our records. If students do not attend an examination for which 
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they have been entered by the school, parents will be charged the cost of 
the exam board entry fee, unless the absence is covered by a medical 
certificate within 48 hours of the missed exam. If a problem arises on the 
day of an exam which prevents a student from attending, parents MUST 
telephone the school and leave a message for the Exams Office. 

WHAT HAPPENS IF THE TIME OF EXAMINATIONS CLASH? 

Sometimes there is an exam timetable clash when two or more exams start 
at the same time. If this is for the same subject, this is intentional on the 
part of the exam board and the exams will run consecutively. If not, the 
Exams Office will re-schedule one or more of the exams to be sat at 
another time of the day. Students will receive written notification of this. 

In this event, students will be supervised over the lunch break. They may 
not have access to their mobile phone or the internet or communicate with 
other students but may revise, eat lunch, read etc. under supervision. 

MALPRACTICE AND DISRUPTIVE BEHAVIOUR 

Bishop Ramsey School takes the integrity of examinations very seriously. 
Infringements of regulations include: 

 Any attempt to communicate with another student by any method 
including speaking, passing notes, signaling by other means 

 Attempting to look at another student’s work 

 Bringing to the examination room forbidden items 

The Exams Office will report any breaches of examination regulations to 
the exam boards who will decide what actions to take based on a tariff 
system. 

Poor behaviour in an examination will not be tolerated. The Leadership 
Team reserves the right to remove any student from an examination whose 
behaviour is causing a disturbance. 

WHAT SHOULD STUDENTS DO IF THEY ARE DISTURBED BY NOISE? 

While the school will make every effort to ensure a quiet environment 
within the exam room, there may at times be some external noise. If this is 
extreme or persistent, students should bring this to the attention of an 
invigilator at the time. The invigilator(s) and Exams Office will attempt to 
rectify the situation as soon as possible. External noise is often beyond the 
control of the school. 
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CAN STUDENTS APPLY TO RESIT? 

It may be possible for students to resit GCE units as private candidates 
while they are still on roll. Relevant information, including deadlines, are 
published on the External Examinations section of this website. Price on 
application to the Exams Office. An administration fee will apply. 

Parents/carers of students who miss the published deadline for 
applications will need to apply to the Examinations Office in writing for 
their application to be considered by the Leadership Team. Late 
applications that are accepted may attract a higher administration fee. 

CAN STUDENTS SIT UNIVERSITY ADMISSIONS TESTS AT SCHOOL? 

Some university admissions tests such as BMAT can be taken at school. 
For further information, please enquire at the Exams Office. 

WHEN AND WHERE DO STUDENTS RECEIVE THEIR RESULTS? 

Results days for Summer 2020 are: 

 GCE – Thursday 18th August 2020 

 GCSE – Thursday 20th August 2020 

Results may be collected from the Hub between 9am and 10am. Any 
results not collected will be sent by first class post to the student’s 
registered home address. Results may be sent to another address 
providing students supply a stamped, addressed envelope to the Exams 
Office before the end of the summer term. No results can be given over 
the telephone or by email. Results will also be posted on Parent Portal one 
day after results days. 

Students will be notified when and where to collect exam results from other 
exam seasons. 

RESULTS WILL ONLY BE ISSUED TO THE STUDENTS THEMSELVES. 
 

WHAT SHOULD STUDENTS DO IF THEY ARE CONCERNED ABOUT 
THEIR RESULT(S)? 

If students or parents are concerned about any result, it is advisable to 
discuss this with the relevant subject teacher as soon as possible. 

If students wish to obtain a copy of their examination script or proceed to 
an Enquiry about Result (re-mark), please complete the form available on 
the school website and follow the instructions carefully, making sure the form is 
submitted to the exams office by the published deadlines. Email requests are 
not accepted, forms should be brought into the exams office where an 
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acknowledgement of receipt will be issued. Payment should be made via 
parentpay 

WHEN DO STUDENTS RECEIVE THEIR CERTIFICATES? 

Students still in school will be notified after Christmas when and where 
certificates may be collected. Leavers will receive a letter about certificate 
collection at the end of the autumn term. 

WHO SHOULD I CONTACT IF I HAVE ANY QUERIES? 

If you have any other queries or concerns about external examinations, 
please contact the Examinations Officer, at the school. 

 

 
Finally, we would like to wish all Bishop Ramsey students sitting 
external examinations every success.  


