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Introduction 
This booklet has been designed to help you during the Summer GCSE 

examinations. 

People referred to in this booklet: 

The Exams Officer  Mrs Hemmings 

The Attendance Officer Mr Wick  

Please double check that all the details on the Candidate Timetable (issued with 

this booklet) are correct. 

 Names are spelled correctly 

 Date of birth is correct 

 Correct exams are entered 

 Correct tier of entry is entered 

After the exams have finished and certificates have been sent to schools, 

Depending on the Exams Board they can charge up to £49.00 to have 

new/replacement certificates printed.  Please let the Exams Officer know as soon 

as possible if there is an error with any of the details listed on your timetable. 

On your GCSE exams timetable, some of you will notice that there may be exam 

clashes.  If this is the case you will be contacted by the Exams Officer to explain 

the arrangements.  Please do not hesitate to contact the Exams Officer if you are 

unsure about what will happen or if you are concerned a clash may have been 

missed. 

Please make sure you keep checking your timetable regularly and that you do not 

mistake a morning exam for an afternoon exam or the other way round.  It is 

strongly recommended you put your exam dates and times in your planner. 

The mock exams have slightly different arrangements to your GCSE exams, eg. 

time, so please check the timings of your exams on your Candidate Timetable.  

The final GCSE examinations will take place during May and June.  These will 

start at the following times unless there are any exam clashes (details will be 

issued separately if this occurs): 

Morning examinations 9.30 am  Afternoon examinations 1.30 pm 
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Power Yourself to Perform 
P  – Preparation.  Start the day with a nutritious breakfast. Your brain needs 

the energy from food to work efficiently. 

E  – Energy Levels.  Eat at regular times throughout the day and avoid high 

sugary foods such as pastries, sweets, caffeine and fizzy drinks. These will 

give you energy highs and crashes. 

R  – Re-hydrate.  Drink a glass of water ideally with lemon at the start of the 

day. Carry a bottle of water around with you and take it into the exam. 

F  – Focus Fuels.  Snack on brain boosting foods throughout the day such as 

fresh & dried fruit, nuts & seeds. 

O  – Omega 3's.  Omega 3 has been shown to help brain function and increases 

concentration. It also helps to improve your immune system when your 

body and mind are stressed. The best source of Omega 3 is oily fish such 

as mackerel, sardines, salmon & trout. 

R  – Re-think brain blockers.  On exam day, stay away from foods made of 

white flour, such as cookies, cereal bars, pastries, cakes and muffins, which 

require added time and energy to digest. 

M  – Macro-nutrients.  Have a combination of protein, fats, and carbs at every 

meal on exam day. 

Exam Preparation 
 Do all the things you’ve been advised to. 

 Make a revision plan and stick to it. 

 Make use of all the resources you’ve been provided with as well as those 

that you can get for yourself from the Internet. 

 Balance the time for subjects you enjoy with those you find harder so that 

you can Aim High in everything. 
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On the Day of an Exam 
Please be on the school site at least 30 minutes before the exam is scheduled to 

start and be at the exam venue 15 minutes before the exam is scheduled to start.  

If you are late, please report to the Exams Officer or Attendance Officer as soon 

as you arrive. 

You must know where you are to sit in an exam venue.  Seating plans will be 

displayed in the: 

 Dining room window 

 Exam venue 

The Examination Boards set down strict rules and regulations which schools 

must follow.  Any bad behaviour, talking or copying may result in all your 

examination papers being cancelled.  Schools must report any such behaviour to 

the Examination Boards. 

All personal electronic/web enabled devices must be switched off and removed 

from your person and placed in your bag: 

 Phones 

 Watches 

 Fitbits 

 iPods/MP3 players 

As soon as you enter the exam venue, exam conditions apply. You must not 

talk. The invigilator will instruct you where to leave any bags and coats and then 

find your seat.  Please make sure that you sit in the correct seat, as you may be 

given the wrong examination paper if you do not do so. 

Remember you must not talk, turn around or disturb another student.  If you 

have a problem please put your hand up and an invigilator will help you. 

In all examinations you will be asked for your name, candidate number and 

centre number.  Your candidate number is a 4 digit exam number and is on your 

Candidate Timetable; it will also be with your name on the seating plan displayed 

on the Dining Room window and outside the exam venue. 
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Centre number is 33555. 

Centre name is West Hill Stalybridge 

The centre number and name will be displayed at the front of the exam venue 

with the starting and finishing times of the exam. 

Listen very carefully to instructions and notices that are read out – there may be 

changes to the exam paper which you need to know about.   

Please check that you are given the correct question paper, with the correct 

subject and if relevant, the correct tier on it (i.e. Foundation/Higher). 
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Exam Check List 
 

 
Unless instructed differently, for morning GCSE examinations you 

should arrive: 

 at school no later than 9:00am 

 at the exam venue no later than 9:15am 

For afternoon GCSE examinations you should arrive: 

 at school no later than 1:00 pm 

 at the exam venue no later than 1:15pm 

It is much better to plan to arrive early in case of problems with 

the journey. 

 

When taking exams you will be instructed by the invigilator where 

to put your bags and coats.   

 

Phones/watches/iPods/FitBits/Programmable calculators, etc. 

Students must not have mobile phones in their possession 

(either on or off).   They can be handed in for safe keeping at the 

start of the exam or preferably switched off and left in your bag.  

This is very important – if a phone is found on you, there 

is a good chance that your whole exam will be cancelled. 

 
You should not have books/notes, etc. in your pockets. 

 

You should bring a black pen, pencil, rubber and any other writing 
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 correcting pens, fluid or tape, erasable pens, 

highlighters or gel pens in your answers. 

If you make a mistake in the exam please draw a neat line through 

it.  Any diagrams or pictures should be drawn in pencil. Please 

draw a neat line through any rough notes also. 
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We recommend that you invest in a good quality pen with a 

rounded barrel. 

 

In an exam where you have the use of a calculator, you should 

keep the calculator lid, box or instructions with your bag and coat 

and not in your pocket. 

 

Please come to school dressed in your correct full school uniform, 

footwear and appropriate hairstyle. Failing to attend in full school 

uniform may disadvantage you. 

 

No food is allowed in the exam room.  You can bring a 500ml 

bottle of water in a clear bottle, no sugary drinks are allowed.  If 

your bottle has a label, you must remove it before bringing it in to 

the exam venue. 

 

Visit the toilet before any exam.  You are not allowed a toilet visit 

for an hour after the exam has started and you should avoid 

leaving the exam venue for any toilet breaks. 
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Fire Alarm 
If the fire alarm sounds during an examination the invigilators will tell you what to 

do.  Don’t panic! 

If the exam venue needs to be evacuated you will be asked to leave quietly and 

in the order you were sitting.  You will be taken to the evacuation point.  Please 

leave EVERYTHING on your desk.  DO NOT speak to anyone else and when 

you return DO NOT START WRITING until you have been told to do so.  You 

will still get the full working time and a report will be sent to the Awarding Body 

telling them of the interruption. 

Absence from Examinations 
If you are ill and cannot take the exam, you MUST telephone the school 

immediately and leave a message for the Exams Officer with the Reception 

Office/Attendance Officer.  You will need to contact your Doctor on the day of 

any absence and get a sick note from them to provide to school. 

If you miss part of your examination the board can only award if you complete 

25% of the whole qualification. 

If you do not have a good reason for missing an exam your parents/carers will be 

charged for that exam.   

Policy and Procedure 

Please note that the Exams and Internal Appeals Policy are available on request 

from the Exams Officer. 
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Make sure that you have a revision plan and that you stick to it. 

Work hard in class and at home and your efforts will be rewarded! 

The staff and governors of West Hill School wish you well in your exams. 

 

AIM HIGH 
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