Havant College
Exams Guide

This guide is designed to inform you about the exam services,
policies and regulations at Havant College.

It should answer frequently asked questions and explain the exam
systems to you.

The information explains what to expect, and what is expected from
you, in your public exams.

Please take the time to read it before your next set of exams, and
use it for reference in the future.
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Access Arrangements

« Access Arrangements is the umbrella term used for the provision of Extra Time,
Laptops, Readers, Scribes, Modified Papers, Rest Breaks etc for exams

» Access Arrangements are usually arranged directly with the Learner Support Office.

* Once a student’s needs have been assessed by
the Learner Support Office, the Exams Office will
be advised and the appropriate arrangements will
be made.

 The Exams Office will seek the appropriate
permissions from Exam Boards and contact
students directly about their individual
arrangements.

e Students requiring emergency arrangements to
cater for incapacity due to an accident or
temporary medical condition should contact the
Exams Office in the first instance.




Cash In Codes

* GCEs are modular qualifications which involve taking units (written exams or
coursework), at different stages throughout the course.

« Typically, an AS qualification comprises of two units, and an A2 of four units (which
includes the two that were taken during the AS course), taken over two years.

* Once you have completed the relevant units, a ‘cash in’ code is submitted to the
exam board. This code generates an overall grade and a certificate.

For example:
In Year 1, you take two AS units: Unit1l + Unit2 + AS Cash In Code = AS Qualification
e.g. 6Biol + 6Bio2 + 8Biol = AS Biology overall grade and certificate

Then, in Year 2, you take two A2 units: Unit 3 + Unit4 + A2 Cash In Code = A2 Qualification
e.g. 6Bio3 + 6Bio4 + 9Biol = A2 Biology overall grade and certificate

The ‘Cash In’ code ‘buys’ the overall subject grade and certificate.
For a more detailed explanation click here

«  Without the ‘cash in’ code you would not gain the qualification, nor be issued with an
overall grade, nor receive a certificate, even if you had taken all the exams.

e Cash In codes are shown alongside the subject name/overall grade lines on results
slips.

» [ndex



http://www.edexcel.com/i-am-a/student/examzone/after-exam/about-grades/Pages/home.aspx




Exam Room Rules

All candidates must observe the rules in the Exam Board’s ‘Notice to Candidates’ cick o view

DO DONT

Use black biros or pencils only DON'T Bring in your mobile phone,ipod etc
Clear your calculator memory DON'T use gel pens

Put drinks in clear plastic bottles — no labels DON'T use Tippex

Use clear plastic pencil cases only DON'T talk in the exam room

 Know your candidate and seat number before Click me

you enter the exam room
* Bring your timetable and photographic ID to all exams

« If you finish early, use the time to check your

answers - you will not be allowed to leave before the
official end of the exam.

« Sit quietly at your desk so as not to disturb other
candidates.

* Resist writing on the desks — you may be asked to cover
the cost of graffiti removal.

 Raise your hand if you need assistance from an
invigilator

» Index



Invigilators

Invigilators are the staff employed to conduct exams. They report directly to the
Exams Officer.

The invigilators are fully trained to deliver examinations according to the strict
regulations laid down by JCO (Joint Council for Qualifications).

Invigilator’s instructions must be followed by candidates at all times.

If you
experience any
difficulty during
an exam, raise
your hand and
an invigilator will
come to your
assistance.

But they cant help you with the answers!

» Index


http://www.jcq.org.uk/jcq_top_ten/index.cfm

Post Results Services

« Students can apply for photocopies of their exam scripts, or the return of the original,
under the Access to Scripts service

« Remarks and Clerical checks can be requested using the Enquiries about Results
service.

« Candidates should be aware that their mark can go down as well as up if a remark is
requested.

« Details of how to apply, application forms and the costs of each service are available
from the Exams Office from each Results day until the deadline dates.

» Deadlines for applications are often
extremely tight following the issue of
results so students need to act quickly if
they require these services
'
» All post results services require the >3
student’s written consent so please

ensure you sign the application forms. h :A‘
B sy —

» Index




Private Candidates - Leavers

« Havant College does not accept private candidates for exams except A2 leavers
who may take resits in the January following their departure from the college.

« Leavers should ensure they apply for resits on the correct forms, and pay for their
entries before the published deadlines.

« Havant College entry deadlines will be before the exam board published dates, and
late entries will not be accepted.

 RESIT Application forms are available from the rack outside the Exams Office from
Results Day until the deadline date.

* Not all papers are available in the January exams — check if they are or not at
www.modernisationonline.org.uk before you complete your form.

* You must enter the correct ‘Cash In’ code on your form or you will not receive a
new overall grade - read the ‘Cash In’ page of this guide to ensure your form is
correct.

®» Index


http://www.modernisationonline.org.uk/

Resit Applications

Please read the ‘Resit Guidelines’ page in this guide, and discuss the matter with
your tutor and subject teacher, before making any application to resit an exam
paper.

As general rules, A2 students should not resit AS units except in Maths or MFLs
during May/June, and students should not apply to resit any units more than once.

Resit Application forms are available from the rack outside the Exams Office from
Results Day until the deadline date — which is sometimes very soon after results day.

Not all papers are available in the January exams — check if they are or not at
www.modernisationonline.org.uk before you complete your form.

Cash In Codes

You must enter the correct ‘Cash In’
code on your resit form or you will not
receive a new overall grade and
certificate - read the ‘Cash In’ page of
this guide to ensure your form is correct.

» Index


http://www.modernisationonline.org.uk/

Resit Guidelines

There is a worrying trend for students to attempt increasing numbers of exams during the
exam period in the summer. Last year, one student undertook 18 separate exams in one
exam period. Many others were undertaking many more than they could reasonably cope
with in the short exam period.

We must now strongly advise that all candidates only undertake one resit in each paper in
the series immediately following the initial entry (eg, if you sit exams in January, you should
resit in June, if you sit exams in June, you should resit in the following January

only). Studies have shown that performance declines after more than one resit in a paper
and indeed results in other subjects and levels suffer (eg, your A2 results may be affected
by trying to undertake too many additional AS resits in the same exam session. Just think
of the burden of trying to revise for modules that you completed a year previously).

If you do wish to undertake more than one resit, you need to discuss this matter fully with
your tutor and have their signed agreement on the entry form.

NB — UCAS can view your complete set of entries and results direct from the Exam Boards
and will take into account the number of times a unit had to be taken in order to achieve the
final highest grade. In selecting students universities will look at your exam record and
obviously the universities will give preference to candidates who have made fewer resit
attempts.

Obviously the best course of action is to do as well as you can ®» Index
first time round and not rely on the resit option.



Results

Results Days for 2010 are
Nov GCSEs Jan GCEs Summer GCEs & BTECs
Jan 14t Mar 12t Thurs Aug 19t

GCSE Results are available to collect from reception
after 09.00hrs

GCE and BTEC results can be collected from the
Terrace Bar after 08.30

Results not collected by 14.00 on result’s days will be
posted to home addresses using first class mail.

Results will not be given out over the phone or by e
mail under any circumstances

Results may be picked up on a candidate’s behalf if the
person collecting them has written authorisation from
the student.

Summer GCSEs
Tues Aug 24t

» Index



Special Consideration

It is possible to apply to the Exam Boards for Special Consideration to be applied to
the marking of any students’ exam paper(s) where their exam performance may have
been affected by situations beyond their control.

These reasons include bereavement, family circumstances and iliness. Evidence is
usually required to support any claim. If you qualify the Exams Officer will make the
exam board aware of your circumstances and they will decide what action they can

apply.

There are strict rules for applying for Special Consideration and the exam boards
make individual decisions according to their guidelines. Havant College is not
involved in this process, although the Exams Officer does have to support the initial
application.

The Exam Boards decision is final in these cases. They will not enter into any
discussion with students, nor is there any feedback, nor course to appeal.

You should see the Exams Officer if you experience any circumstances that may
adversely affect your exam performance.

See the ‘Exam Days’ page of this guide regarding Absence procedures

» Index



Study Leave and Holidays

A2 Students
» Study Leave dates for A2 students are published in the Havant College calendar.

» Itis advisable that you do not book any holidays until after you have received your
final exam timetable at the end of the Spring term.

\\//

AS Students \M N" ”‘,‘1 4

« AS students may not take any NN/~ \//
holidays during the published —— 7/
summer term times (including
immediately after their summer
exams) as their A2 teaching classes
start before the end of the summer
term.

NB The Isle of Wight Festival
always falls in the middle of the
summer exams

» Index



Timetables

 Draft Timetables are published on Moodle in late
October (for January exams) and late March (for
summer exams)

« Draft Timetables show candidate details and unit \\
entries only.

 Final Exam Timetables are distributed (hard copies) by tutors in the last week of the
term preceding your exam.

* Final Timetables show room and seat numbers and new starting times where you have
two or more exams that were scheduled to start at the same time (see Clashes)

« Itis YOUR responsibility to carefully check both versions of your timetable. Please
inform your tutor, subject teacher or the Exams Office as quickly as possible if there
are any errors.

e YOU MUST TAKE YOUR FINAL TIMETABLE WITH YOU TO ALL EXAMS

» Index



UCAS Applications

Students need to know all their existing results to complete UCAS forms

« Overall (and individual unit) grades are shown on the results slips that are given out
on results days, and also on the Statement of Results reports that are posted to home
addresses.

* You should keep these results safely to
enable the completion of application
forms, and as proof of their g S———

achievements until they receive i
certificates. n
b
« Tutors, subject teachers and the Exams
Office can confirm these results if - | _
required. W g
» Detalls of the exam boards and syllabi g} i 9

taught at Havant College can be found
on the ‘Exam Boards and Syllabi’ page
of this guide.




Useful Contacts

Havant College Exams Office
E: exams@havant.ac.uk Direct Lines 02392 714003 and 714085

Please check your personal Havant College e mail address
regularly for any messages from the Exams Office

Searchable Exam Timetables can be found at
www.modernisationonline.org.uk

Exam Boards

AQA www.aga.org.uk

Edexcel http://www.edexcel.com

OCR http://www.ocr.org.uk

WJIEC http://www.wjec.co.uk



mailto:exams@havant.ac.uk
http://www.modernisationonline.org.uk/
http://www.aqa.org.uk/
http://www.edexcel.com/
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