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Soham Village College

Internal Exams
2020 to 2021

Guidance for Students & Parents/Carers

THINGS YOU SHOULD KNOW

Please read and keep for future reference
This information is for YOUR benefit

Please regularly check the exams section on the school
website for information about exams

@ O

COVID-19

Students will wear face masks on entering and exiting exam rooms
Students will sanitise their hands before entering exam rooms
Equipment will not be loaned out
Invigilators will wear visors/masks/gloves as applicable
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Hello, my name is Mrs Everitt and | am the school’s Examinations Officer.

| work very hard to ensure that exam sessions run smoothly. It is vital that you
understand what you need to do, therefore, | have put this leaflet together to
help you and would like you to take just a few minutes to read through it.

REMEMBER if you have any queries about any aspect of exams, please come
and speak to me. My office is upstairs in Beechurst near to rooms B4/B5.

Mrs Everitt

Exam Rooms

Formal written exams are held in Beechurst Gym, Beechurst Hall,
Beechurst Foyer, The Hub and BM2.

Timetables

e |f your year group has several exams in a session, then a paper timetable
will be issued via your Form Tutor about 2 weeks before the first exam.

e If there are just 1 or 2 exams for your year group, information will only be
given via the student bulletin, subject teachers and the school website.

e Student Bulletin — look out for exam information.

e School Website — Check the exams section for information.

Behaviour and Uniform
Excellent behaviour is expected from all students. You must listen
carefully to all instructions given to you and act upon them. Poor
behaviour will not be tolerated and sanctions may be given. Correct
uniform must be worn.

Lining up in Beechurst Playground

Line up in your subject sets as per the diagram below. Listen carefully to all
instructions to ensure that everyone goes to the correct room. If you are not
sure, then wait until the end and ask.
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Equipment / Water

Bringing the correct equipment to exams is YOUR responsibility. Put all /;’}'
your stationery equipment in a clear plastic pencil case/bag. Equipment o
will not be loaned out.

Calculators are considered standard equipment, you will be told if you
cannot use them. DO NOT BRING CALCULATOR LIDS INTO EXAMS.

Bottles of water (not juice) may be brought into exam roomes, but

they must be clear of any labels or writing.

School Bags and Coats —if your exam is in .....

e Beechurst Gym - leave in Beechurst Boys’ Changing Room.

e Beechurst Hall - put on stage steps as directed by invigilators.
e Beechurst Stage — put at side as directed by invigilators.

e Beechurst Foyer - leave at the back of the Foyer.

e BM2 - leave at back of room or where invigilators ask you to do so.

Help During Exam

Invigilators are in the exam room to ensure that everything runs
smoothly, but also to help you if you require something or don’t
feel very well. Just put up your hand and someone will come to
help. Please don’t worry about anything, just ask and we will do
our best to help you, we don’t want you to sit in silence worrying.

Your time in the exam room

e Enterinsilence.

e Sit where directed, face the front, do not talk or turn around. A0

e Put up your hand if you have a question. w

e At the end of the exam —sit silently whilst papers are collected.

e Do not talk to your friends until you are completely out of the exam room.
e Leave quietly and in silence when told to do so.

Some students have extra time and may still be working when you are finished,
please be respectful, it is unfair to disrupt their exam.
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Mobile Phones/iWatches/Electronic Equipment
Leave them in a safe place outside the exam room. If you
can’t do this you will need to hand them to an invigilator g

when asked. It would be advisable to put your items into
a sealed and named plastic bag for easy identification. All
items are left in the exam room during the exam.

Ordinary Wrist Watches

You will be asked to remove your wrist watch and place on your

desk. You must not touch your watch until the invigilator tells °
you to do so. (Remember iWatches have to be handed in).

Left something in the exam room?

Items left behind after the exam are putinto a large zipped plastic
wallet for security and taken to the Finance Office. You may
collect items from Finance during your break times or before or
after school, not during lessons.

Absent from school on the exam day?

If you aren’t well on the day, your parents must phone in your absence
as normal. Once you are back at school, go and speak to the teacher of
the exam you have missed to see what arrangements can be made.

Late arrival

Make every effort to be on time, but if you do arrive late sign in at

< Student Services and tell them that you have an exam. They will
\g& contact me and | will see if | can still accommodate you in the exam.

Broken/Sprained Limbs

If you hurt yourself, please speak to me as soon as possible. Don’t wait until 9@0
you are lining up for an exam. If you are unable to write, then | will try to 7
arrange someone to scribe for you. If you have hurt your leg, then | will ensure €=
you are seated in an appropriate position in the exam room.

AND FINALLY ....

If you have any questions at all about exams, then please come and speak to
me or ask your Form Tutor or Year Head to contact me.

Mrs Bveritt
Examinations Officer
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