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You should always check your personal details (full legal name, spelling and date of birth) and exams very carefully. Your
personal data (name, date of birth, gender) is transferred to the Exam Boards for examining/award qualifications purposes and
must match your legal name. If there are any errors/omissions/queries or your exam timetable is not on Cedar, please contact
the Exams Office immediately.

A clash is when you are timetabled on the same day to sit two exams (or more) in the same session and the total exam writing
time exceeds three hours. There are two exam sessions daily, one in the morning and one in the afternoon.

If you have multiple exams totalling three hours or less per session, these will follow one after another consecutively within the
exam room. Your times will be amended on your timetable and say *CLASH* on your timetable.

For any student who has a clash exceeding 3 hours in one session, the Examinations Officer will revise your timetable for the day
of the clash within the regulations and this will show in Cedar and say *CLASH* on your timetable. Remember your Exam
Timetable is unigue and your own.

If your clash needs to be moved to an alternative session i.e. afternoon exam moved to morning, you will be kept in supervision
over the lunchtime period. The Examinations Officer will discuss this further with you nearer the time.

If you think you have a clash that may not have been resolved and you have not heard anything by the end of April, please come
to the Exams Office immediately to query this.

All exams will take place whatever the weather, as Exam Boards make no allowances for severe weather. External exams cannot
be rescheduled, and it is our intention that these exams will still take place even if New College Doncaster has had to close for
normal lessons.

All students should do all they can to get into college to sit their exams and arrive at least 15 minutes before their scheduled
start time. Therefore, students are advised to plan ahead with travel arrangements.

Students who would normally travel to college by bus and are unable to get safely to college for an exam are advised to contact
the college as soon as possible, and it should be before the scheduled start time of the exam. Remember the telephone lines
will be busy so please leave a detailed message including your name, which exam you should be taking and a contact telephone
number.

Please be aware that the College buses cannot be held for exam candidates. Check your timetable in advance as it will be YOUR
responsibility to make alternative transport arrangements home after your exam finishes if you are unable to catch the College
bus. If you have longer duration exams in the afternoon, or exam clashes, or are eligible for extra time, please ensure you plan
to make alternative arrangements in advance to make it home safely. You will not be allowed to leave exams early for any
reason. Once you have left the exam, you are not allowed to return.

KNOW YOUR TIMETABLE
Review your Exam Timetable on Cedar. To view your own personal timetable, login to Cedar and click on Exam Timetable link
located on the left side tool bar.

Itis a student’s responsibility to ensure that they know the correct date, time, location and seat number for all of their exams.
The composite Exam Series Timetable for the Summer Exam Series will be displayed on the College website.

CANDIDATE NUMBER

Your candidate number is shown on your profile in Cedar in the Exam Timetable Tab. This is a four-digit number that identifies
you and will remain yours throughout your studies at New College Doncaster. You should write it on the back of your New
College ID card as you will need to use it on all of your assessments, for all exams and when making queries about your exams.
This should not be confused with your student ID number (D Number) on your New College ID card.



IDENTIFICATION — NEW COLLEGE ID CARD

You MUST wear your New College ID card at all times when in College. We will ask you to unclip it and put it face up on the top
right hand corner of your desk so the invigilator can check ID cards against the Attendance Register during exams. It should
remain on your desk at all times throughout the exam and should not be defaced in any way.

Not having your ID card could prevent your exam paper being submitted to the examiner and/or disciplinary action; in fact, it is
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The starting times (unless otherwise stated) of exams are:

Morning Exams 9:00 am

Afternoon Exams 1:15 pm

Please make sure that you are at your exam room at least 15 minutes beforehand.

Misreading your timetable will not be accepted as a satisfactory explanation of absence/lateness. Prepare for your journey well
in advance, taking into account potential traffic problems or bad weather conditions.

If you are late, go immediately to your exam room. Please wait quietly outside your exam room until you are invited to enter by
the invigilators, or knock gently on the door to announce your arrival. Staff there will advise you whether you can still sit the
exam or if you must follow another course of action. You should also be aware that the college must inform the Exam Board of
your lateness and they have the right to refuse to mark your exam paper.

Remember, if you fail to attend for an exam/assessment or fail to submit your non-examined assessment without an
acceptable reason, disciplinary action will follow and you may be charged for the entry fee of the examination. The college
has zero-tolerance policy towards non-attendance.

It is YOUR responsibility to bring any materials needed for each exam. For the majority of exams you will require:

= pencil case (must be transparent)
= 2 black ball-point pens (at least)
= HB pencils (for diagrams only)

= eraser
=  pencil sharpener
= ruler

= calculator with lids, cases and covers removed (if permitted — and must meet the requirements allowed)

For certain exams, such as Mathematics and Science, you will also need:

= acompass
= aprotractor

Calculators must NOT be able to offer any of these facilities:
a) language translators;
b) symbolic algebra manipulation;
c) symbolic differentiation or integration;
d) communication with other machines or the internet;
nor must they give access to pre-stored information that includes:
a) databanks;
b) dictionaries;
c) mathematical formulae;
d) text.

All calculator memories must be cleared before entering the exam room, and put into Exam Mode (where this is available). Itis
recommended that you do not borrow a calculator, as you may be unfamiliar with it and this may take up valuable time during
your exam.

Your script must be written in BLACK ink only (no highlighting in your answers). Do not use gel/erasable pens or correcting
fluid. Pencil is only allowed for diagrams/graphs. All written answers must be in BLACK ink.

Remember: If candidates have any unauthorised material in an exam (whether or not they intend to use it), this may be
considered as malpractice. Check with your Subject Teacher before your exam if you are in any doubt as to the equipment you
will require for each exam.



Academic Misconduct/Malpractice

‘Candidate malpractice’ means malpractice by a candidate in connection with any examination or assessment, including the
preparation and authentication of any controlled assessments, coursework or non-examination assessments, the

presentation of any practical work, the compilation of portfolios of assessment evidence and the writing of any examination
paper. Examples of candidate malpractice are set out below. The list is not exhaustive, o



« bringing into the examination room notes in the wrong format (where notes are permitted in examinations) or






e New Collaborative Learning Trust employs external invigilators as well as staff members to help administer exams.
Please note that invigilators cannot discuss the exam paper with you or explain the questions. They will be present
throughout your exam and may inspect anything you have on your desk.

e Exam malpractice includes any kind of irregular conduct in an exam. Examples of malpractice include possession or use
of a mobile phone in the exam room, introducing unauthorised material/resources into an exam, disruptive behaviour,
personation and collusion with other candidates.

e Inthe event of an unforeseen emergency (e.g. fire alarm), you will be instructed by the invigilators on what to do.
Remain calm and do not panic. If it is necessary to evacuate the exam room, candidates must leave everything,
including their exam paper, on the desk and you must not talk to any other student or member of staff (except staff
from the exams team) during the evacuation.

® You must remain in the exam room until the end of the exam (i.e. if you finish early you cannot leave the exam room).
This is a New Collaborative Learning Trust Policy.

e Atthe end of the exam, you will be instructed to stop writing and should do so immediately — do not even complete the
word/sentence you are currently writing — remain silent and in your place while the exam papers and equipment are
collected. No exam stationery is to be removed from the exam room; this would be considered a case of malpractice.

e You will be dismissed from the exam room, row by row, on instruction by the invigilator. Please leave the exam room
quickly and quietly so you do not disturb other students who may still be writing. Do not congregate outside the exam
room.

e Ifyou need to take medication during an exam, you should inform the invigilator before the start of the exam. If you
feel unwell during an exam, inform one of the invigilators, who will be able to assist you.

We recognise how important results are to you and have an appeals procedure that deals specifically with academic issues.
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Access To Scripts & Review of Marking

For a short period following exam results, students have the option of obtaining a copy of their exam paper or a Review of
Marking. This service, Enquiry About Results, is available for each Exam Series.

Listed below are the main services offered by the Exam Boards:

A
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Number that starts with D, contact number and the name of the person who will collect them. The person collecting them must
show some form of their own self-identification (photo ID).

Certificates Posted
College can send your certificates via recorded delivery as a last resort. To do so, you will need to pay for this via the College
Online Shop. The cost is £7.50 UK, £10.00 Europe and £15.00 rest of world — all non-refundable.
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