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Before the exams
• Step 1- Entries:

• Requests for exam entries are made by your Subject Teacher/Head of Department. 

• The entries are then sent to the exam boards by the Exams Officer. 

• Step 2- Default timetables:

• Once entries are finalised, the Exams Officer will issue a ‘default timetable’ to each candidate. This 
timetable tells you which exams you have been entered for, as well as the date and time of each exam.

• It’s important that you check your entries carefully. Also, make sure that the spelling of your name is 
correct, as this is how it will appear on your certificates.

• If you notice any errors you must speak to your subject teacher, form tutor or Head of Year immediately. 

• Step 3- Individual timetables: 

• Once any changes have been made you will receive your final exam timetable. This contains the times and 
dates of your exams, as well as your exam room and seat number for each examination.

• You must keep your exam timetable safe. It’s a good idea to take a picture on your phone, so you’ll always 
know where you need to be and when.



Exam time
Before entering the exam hall/room:

• Know your seat number- use your timetable! It’s much less stressful than having to find your name on the board.

• Switch off your phone and place it in your bag. Bags must be left at the back of the hall/in front of the exam room before 
proceeding to your table. 

• Memorise your candidate number. It’s only four digits and you will need to know it for each exam.

• Take any equipment you may need out of your bag before entering the exam hall/room. This makes the entering 
process much easier and creates a calm atmosphere. 

• All watches must be removed before entering the exam hall/room. Please  make sure these are left at home or placed 
safely in your bags. 

• Empty your pockets. Don’t bring anything to your exam seat other than the necessary equipment. This includes a copy of 
your timetable. 

• Food is not permitted in the exam hall/room. Any exceptions would only be if there is a documented medical need. This 
must be agreed in advance. Food has to be in a transparent, unmarked, container. 

• Water bottles must be fully transparent with no markings. Please remove labels from bottles before going into the 
exam hall/room.

• Pencil cases must be transparent and contain only the equipment required for that exam. 



Inside the exam hall/room
Once in the exam hall/room you must follow the exam rules and procedures.

You must not talk or communicate with other students. You may only speak to an invigilator.

Things to remember:

• Access rooms are allocated to some students following an extensive investigation. You cannot request to 
be placed in a separate room. 

• You must sit in your allocated seat. Swapping seats can result in a student sitting the wrong paper.

• Check that you have the correct paper and the correct tier (Foundation or Higher). 

• Listen carefully to the invigilator announcement. Failing to follow these instructions is considered 
malpractice and must be reported to the exam board, which can lead to disqualification.

• Write in black ink. Highlighters can only be used for the questions. Diagrams should be drawn in pencil. 

• Write your full legal name on the front of the exam paper. Please do not use preferred names or 
nicknames. 

• You must stay for the duration of the exam. If you walk out of the exam hall/room, without 
permission/supervision, you will not be allowed to return.

• Toilet breaks should not be requested during the exam, unless you have a medical pass, which you must 
bring to every exam and keep it on your person.

• Do your best! 



You will notice these posters outside of all exam rooms. Make sure you are familiar with the 
content and that you follow the instructions. 



This is the invigilator 
announcement given at the 

start of every exam. 
Failure to follow these 
instructions can lead to 

malpractice. 



What is malpractice? 

• If a student breaks any of the exam 
rules, this must be reported to the exam 
board. The exam board will then 
conduct and investigation and decide 
what the consequence will be. 

• Often, this can lead to a complete loss 
of marks.

• Malpractice includes (but is not limited 
to) using offensive language in the 
exam paper, having your mobile phone 
in your pocket (even if you have no 
intention of using it) and failure to 
follow the instructions of the invigilator. 



Resits

• Many students are under the impression that, if they miss/fail an exam, they 
can simply resit the paper. This is not the case.

• Resits are only available for GCSE Maths and GCSE English Language. Your 
6th Form or college will enter you for these in November, if you have not 
achieved a grade of 4 or above.

• Any other exams that you wish to take again can only be done the following 
summer and the cost of entry is charged to the student.



After the exams

Results days

You will come back into school to collect your exam results on the following dates:

• A Level results: Thursday 15 August 2024 8:30am-11am

• GCSE Results: Thursday 27 August 2024 9:00am-11:30am

Occasionally, your results might not be what you were expecting. If you are concerned that 
one, or more, of your grades is incorrect please speak to a member of staff on results day.

Please familiarise yourself with the Post-results Services available. This information can be 
found on the school website or on the JCQ website.



Certificates

Your certificates will be delivered to the school at the end of November 2024. You can collect them 
by coming to the main school reception at any point during the school day.

These are incredibly important and cannot be replaced so please make sure you collect them before 
the end of 2024.

Schools are only obliged to keep certificates for 12 months before they can be destroyed. After 
this, you can only request a certified statement of results from the exam board, not a certificate, and 
there is a charge for this service.

Your certificates are a legal document, and you will need them when applying to colleges, universities 
and places of work.

If you would like someone else to collect your certificate on your behalf, please email the Exams 
Officer with their name and ensure they bring a photo ID on the day of collection. This email must 
come from your Lawnswood account, so we know the request is genuine.



Additional information

• If you have any concerns, or questions, about the exams please speak to a 
member of staff. We are all here to support you and help you to do your 
best. 

• Look at the Exams section on the school website for further information 
that you may find useful. 

• If you need to contact the Exams Officer, Irina Savic, please email 
irina.savic@elawnswood.co.uk
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