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Before the Examinations 

 

Statements of Entry 

All candidates will receive a statement of entry indicating the subjects they are being entered for and the level of entry, 

where applicable.  Please check that these are correct and speak to the Examinations Officer immediately if you have 

any queries. 

Students must check everything on their statements of entry very carefully. Particularly that all personal details (date of 

birth, spelling of names) are correct as these will appear on certificates and may not be able to be changed once they have 

been awarded. Candidate’s names should be their legal name as shown on their birth certificates and will be shown in the 

format of Legal Forename, Legal Surname e.g. Andrew Jones. Please note middle names are not included unless a 

request has been made to the Examinations Officer. 

 

Examination Boards 

We use the following Examination Boards: AQA, Pearson (Edexcel), OCR and WJEC  

 

Candidate Number 

Each candidate will be issued with a four digit candidate number. It will appear next to their name on seating plans and 

individual timetables. This is the number that candidates write on the front of exam papers. Students should learn their 

candidate number. 

 

Unique Candidate Identifier (UCI) 

In addition to a candidate number, each student will have a UCI number (12 digits and 1 letter) which is shown on the top 

of statements of entry and statements of results. This number will usually begin with the Centre Number (61311) unless 

the student has transferred from another school that has already issued their UCI. This number is used for administration 

purposes, students are not expected to remember it. 

 

Unique Learner Number (ULN) 

In addition to a candidate number and a UCI number, each candidate has a ULN number (10 digits). This number is used 

to access the Personal Learning Record of anyone over the age of 14 partaking in UK education or training. 
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Timetables 

Prior to the start of the exam series students will receive an individual timetable detailing dates, times, duration, venue 

and seat number. This must be checked carefully and if a student has any queries they should speak to the Exams Officer 

immediately. In addition to these timetabled examinations there may be practical elements/ language speaking tests and 

controlled assessments throughout the course. 

If a candidate has a clash where two subjects are timetabled at the same time, the School will make special timetable 

arrangements. This will normally involve sitting one exam after the other. In rare circumstances when the exam period 

will exceed three hours lunchtime supervision may be required.  

 

Equipment 

Students are responsible for ensuring they have all equipment required before their examination.  
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During the Examinations 

 

Examination Regulations 

These are issued jointly by all examining boards and are available to view on the school website and have been emailed 

to students. Candidates must read these carefully and note that a break in any of the examination rules or regulations 

could lead to disqualification from all subjects. The school must report any breach of regulations to the awarding body. 

 

Examination Attendance 

Candidates are responsible for checking their own timetable and arriving at school on the correct day and time, 

appropriately dressed and with the correct equipment. Candidates are advised to arrive at the specified venue at least 10 

minutes prior to the start time of the exam. They should wait outside the exam room until instructed to enter. 

Candidates who arrive late may still be admitted, at the discretion of the Exams Officer, depending on the reason. If the 

exam has already started candidates should go straight to the Exams Office. 

Full school uniform must be worn by all students in year 11 attending school for exams. Normal dress code applies for 

sixth form students. 

All items of equipment should be a visible to invigilators at all times. A transparent pencil case or clear plastic bag must 

be used for these items. 

Pens should be black ink or ballpoint. No correction pens or Tippex are allowed. Highlighters may be used to mark 

sections in the questions but must not be used in answers. 

Students should make sure that their calculator conforms to exam regulations, if in doubt check with teaching staff. 

Ensure calculator covers and instructions are not brought in to the exam room and that batteries have been replaced if 

necessary. 

Please make sure all alarms are switched off. 

Do not attempt to communicate or distract other students. 

Watches are no longer allowed in the exam so should be handed in with mobile phones. 

Candidates are not permitted any potential technological /web enabled sources of information such as a mobile phone, 

ipod, MP3/4 player or smart watch. These devices must be switched off before candidates enter the exam room and then 

handed to the invigilator. They will be kept in a box at the front of the exam room until the examination has ended and all 

question papers have been collected in. If any of these devices are found on a candidate during the examination (even if it 

is switched off) it will be taken from them and a report will be made to the awarding body and is likely to lead to 

disqualification. No exceptions can be made. Students are reminded that such items should not be brought in to school 

and that the school will not accept any responsibility for any loss or damage. 
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Food is not permitted in the examination room, however a small bottle of water in a clear bottle with the label removed is 

allowed. 

Students must not write on exam desks, this is regarded as vandalism and any damage must be paid for. 

Students must not draw graffiti or write any offensive comments on examination papers, this could lead to 

disqualification from the exam. 

Students must listen carefully to the instructions at the beginning of the exam and not write on the exam paper until 

instructed to do so, there may be amendments to the exam that need to be noted. 

Students must check they have the correct question paper – check the subject, paper and tier of entry. 

All instructions on the front of the exam paper must be read carefully and answers numbered clearly where necessary. 

No candidate will be allowed to leave the examination early. If they have completed the paper they are advised to use any 

remaining time to check answers they have given and that all details have been filled in correctly. 

At the end of the examination all work must be handed in. Any rough work should be neatly crossed through with a 

single line. If additional answer booklets or sheets have been used these should be attached with a treasury tag. 

All exam papers will be collected before students are allowed to leave the room. Absolute silence must be maintained 

during this time. Candidates are to remain seated in silence until dismissed, row by row, by the invigilator.  Students may 

still be working in another room so silence must be maintained until outside the building. 

Question papers, answer papers and additional paper MUST NOT be taken from the exam. 

In the unlikely event of the fire alarm sounding during the exam, the invigilators will tell candidates what to do. They 

should not panic, if they have to evacuate the room they will be asked to leave in silence in the order instructed. 

Everything must be left on the desk. During the period of evacuation, examination regulations still apply and candidates 

must not communicate with other candidates or any other person. They will be escorted to a designated area. On return to 

the exam room candidates must not start writing until told to do so by the invigilator. The full time will be allowed and a 

report will be sent to the awarding body. 

 

Invigilators 

The school employs external invigilators to conduct all external exams. Invigilators are respected members of the 

community and are trained in the specific role. Students are expected to behave in a respectful manner towards all 

invigilators and follow their instructions at all times. 

Invigilators are in the examination rooms to supervise the conduct of the exam in accordance with the regulations. Any 

questions should be directed to the invigilators. Students are reminded to let the invigilator know if any problems occur 

during the exam, for example if a candidate feels unwell.  
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Please note the invigilators cannot discuss the examination paper with candidates or explain the questions. If a student 

suspects an error on the paper they should advise the invigilator who will contact the Exams officer. The candidate should 

then carry on with the rest of the paper whilst the awarding body is contacted. 

 

Absence from examinations 

If difficulties are experienced during the examination period (e.g. Illness or personal problems) please inform the Exams 

Officer at the earliest possible point so that we can help or advise. 

In exceptional circumstance candidates are allowed special consideration for absence from an exam. It is essential that 

medical or other appropriate evidence is obtained and given to the Exams Officer without delay in all cases where an 

application is to be made for special consideration. 

Parents are reminded not to arrange family holidays when examinations are taking place. Non-Exam Assessments and 

coursework are carried out throughout the two year course in some subjects for GCSE and A level. 
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After the Examination 

 

Results Day 

15th August GCE  8.30am to 10am 

22nd August GCSE 9.00am to 10.00am 

 

If a student is unable to collect their results in person they can arrange for them to be collected by someone else if they 

give their written permission to the Exams Office prior to results day. 

Candidates will be able to view results on Edulink from 10am on results day. 

Any uncollected results will be available to collect, during term time, school hours, from the main school office. 

Please note that results will not be given over the phone or by e-mail under any circumstances. 

We strongly advise that results are collected by students themselves as there will be school staff available on the day to 

answer any questions and discuss programmes of study for the coming academic year. 

Any questions or queries about results during the school summer holidays should be communicated by e-mail to the 

Exams Officer on exams@rmet.org. The exams officer will be in school on 14th to 16th August and 21st to 23rd August. 

 

Post Results Advice 

If you need any post results advice school staff will be available to answer your questions on results day. A sheet will be 

included with results detailing the services that are available and the fees. 

 

Enquiries about results (review of marking) 

If a student feels that their external examination results do not reflect their performance and are significantly different 

from what was expected, then they may request an enquiry requesting the mark to be reviewed. 

All enquiries must be directed through RMGS as candidates are not permitted to contact the Exam Boards directly. 

As a result of a review the candidate’s mark may be confirmed, raised or lowered. Careful thought and discussion with 

the subject teacher should take place before requesting a review of marking. If a candidate wishes to proceed they will 

need to sign a form to agree that they will accept the new mark/grade if it changes, marks can go up or down. 
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Presentation of Certificates 

Year 11 and 13 - Exam certificates arrive in school in November and will be presented at the Presentation event  (Details 

of dates and times to follow). 

If candidates need these certificates earlier they can collect them from the Exams Office, they will need to be signed for. 

Any students unable to attend the Presentation Event will be able to collect their certificates from the Exams Office after 

the Presentation Event during school hours.  

RMGS is obliged to keep certificates for a period of one year after students have left. If a student has not collected their 

certificates within this time and the school no longer has them they will need to contact the Exam Boards and request 

replacements. This will require proof of identity and a fee of approximately £40 per certificate. Students are therefore 

urged to collect and keep their certificates safe. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



10 
 

Frequently Asked Questions 

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

A. The school will re-schedule papers internally (on the same day) when there is a clash of subjects. Candidates will normally sit one 

paper and then sit the second paper straight after depending on the duration of the exams. Correct times should be on student’s 

final timetable. Occasionally it may be necessary for student to be supervised over lunchtime in which case they will need to bring 

a packed lunch. If this is the case they will be advised beforehand. If in doubt please contact the exams Officer. 

Q. What do I do if I have the wrong paper? 

A. Invigilators will ask you to check before the exam starts. If you think something is wrong, put your hand up and tell the invigilator 

immediately. 

Q. What do I do if I forget my Candidate Number? 

A. Candidate numbers are printed on the seating plans which are displayed outside the exam room. Invigilators will be able to help 

you find your number. 

Q. What do I do if I forget the Centre Number? 

A. The Centre number is 61311. It will be clearly displayed in the Exam Room. 

Q. What do I do if I am ill, injured or unable to attend on the day of the exam? 

A. Inform the Exams Officer immediately who will advise what you need to do.  

Q. What is an Appeal for Special Consideration? 

A. Special Consideration is an adjustment to the marks or grades of a candidate who is eligible. The allowance for Special 

Consideration is from 0% (consideration given but addition of marks considered inappropriate) to 5% (reserved for exceptional 

circumstances). Parents should be aware that any adjustment is likely to be small and no feedback is ever provided. Candidates 

will only be eligible for special consideration if they have been fully prepared and covered the whole course but performance in 

the examination is affected by adverse circumstances beyond their control. Examples of such circumstances may be illness 

(affecting performance on the day of the exam), accident or injury, bereavement or domestic crisis. The Exams Officer must be 

informed immediately, so that the necessary paperwork can be completed. The candidate will normally be asked to provide 

evidence to support such an application.  

Q. What do I do if I feel unwell during the exam? 

A. Put your hand up and an Invigilator will assist you. You should tell an Invigilator or the Exams Officer if you feel ill before the 

exam. 

Q. If I arrive late can I still sit the Examination? 

A. Students should always allow plenty of time to arrive ten minutes before the start of their exams. However, if due to unforeseen 

circumstance, a student is running late they should contact the Exams Officer immediately. They will then be advised to come to 

the exams office and will be escorted to the exam room, where depending on the reason, will be given the full time. If a student is 

more than one hour later than the published time of the exam they can still sit the paper but the Exam Board may not accept it. 

Q. If I miss an Exam can I take it on another day? 

A. Not in the current exam series. For GCSE most Exams are now taken at the end of a two year course so there will not be another 

opportunity to re-take. You will be awarded 0 marks for the paper you have missed. 

Q. Do I have to wear school uniform? 

A. Yes, normal school regulations apply to uniform, hair, jewellery, make-up, shoes etc. Normal sixth Form dress code also applies. 
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Q. What items are not allowed into the examination room? 

A. Only material that is listed on the question paper is allowed. Bags and coats are not permitted and should be left in the designated 

area (changing rooms in Gyms and outside rooms in Sixth Form block). No food or drink with the exception of a small bottle of 

water in a clear bottle with no label. Any electronic devices must be switched off before entering the exam room and handed in to 

the invigilator. 

Q. How do I know how long the exam is? 

A. The duration of each Exam is shown in minutes on student’s individual timetables. Invigilators will tell you when to start and 

finish and will write the finish time on a board at the front of the Exam room.  

Q. Can I leave the Exam Early? 

A. No. It is school policy not to allow students to leave the exam early as this is disruptive to other students. If students finish early 

they should use the time to check their answers and check that all their details are correctly filled in. 

Q. Can I go to the toilet during an Exam? 

A. Yes, if it is absolutely necessary. Raise your hand to attract the Invigilators attention and they will escort you. You will not be 

allowed the time added on.  

Q. Why do I need to check the details on my Statement of Entry? 

A. These are the details that will be printed on Certificates. If the name and date of birth on your Exam Certificates does not match 

your birth certificate it may cause you problems if you are asked to prove your qualification to an employer or college/university 

in the future. You should also check that you have been entered for all subjects that you are expecting to get a qualification in. 

Q. I am entitled to extra time, how will this affect the way I take my exams? 

A. Some students receive an allowance of up to 25% extra time for some of their examination. Where possible these students will sit 

together to minimise disruption from the other candidates who finish earlier. The Invigilators are aware of student requiring extra 

time.  

Q. What do I do if I don’t get the grades I need? 

A. Staff will be available on results day to offer advice. If your University place is at stake speak to the Exams Officer immediately, 

who can advise re ‘Priority Re-marks’. 

  

 

 

 

 
 


