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 Mr Proctor – Exams Officer 
 Miss McClean – Exams Officer

 Mrs Henry – Chief Invigilator

 Exam Invigilators – Classroom Assistants    
External Invigilators 

Exams Office 



 Have a copy of your exam timetable, pay attention to date, location and time of 
each exam. THIS IS PERSONAL TO YOU.

 Arrive promptly to school on the morning of your exam.

 Have all stationary with you that you will require for each exam.

Being prepared for Public Exams



 Arrive promptly to school AT 8.55am, get registered and GO TO YOUR EXAM ROOM.
 Leave all school bags, watches, earphones, mobile phones (turned off) with your form 

tutor.
 You must be in full school uniform (no additional hoodies or jackets).
 Wait outside your exam room for the invigilator to call you in. 
 Mr Proctor and Miss McClean will be around on the morning of each exam.

Morning of an Exam



 A bottle of water with the label removed.
 Place this on the floor beside your desk 

 Stationary in a clear plastic pencil or just the items you need on the table.
 X2 black pens, ruler, pencil, protractor, calculator, highlighter, compass and rubber 
 No correction fluid (Tipp-ex) should be used 

Allowed in the Exam Hall





Not Allowed in the Exam Hall 

• No electronic devices, watches or phones allowed.

• No hoodies/jumpers that are not school uniform. 

• Notes, scrap paper, timetables etc removed from 
pockets. 



Conduct within the Exam Hall/Room

These are Public Exam 
Rules that are set by JCQ, 
not Laurelhill Community 
College. 





Entering the Exam Hall/Room

 Mr Proctor / Miss McClean will call you into the hall/room by paper, e.g. Single Award Science 
Unit 1 Biology foundation tier, Single Award Science Unit 1 Biology higher tier

 You will be called in and directed to your seat by the invigilators. You must sit in the seat that 
has your name card. 

 You must enter the exam hall in silence, sit down as soon as you have found your seat and 
face the front of the exam room/hall.



 If an issue arises within the exam and you need to ask a question please raise your 
hand and an invigilator will come down to you.

 This could be needing a new pen, extra paper, feeling unwell, needing the bathroom 
etc.

 DO NOT COMMUNICATE with anyone else. 

Conduct within the Exam Hall/Room



 If you are ill on the morning of an exam please contact the school office by 9AM.

 If for any unavoidable reason you are running late contact the office by 9AM.

 If you are not in your exam room by 9.15AM school will notify your parents.

 If you have notified school and arrive by 9.30AM please wait outside the hall until the invigilator brings 
you in.  After 10.15am you may not be permitted into the exam hall. 

Extreme Circumstances 



 DO NOT COMMUNICATE with anyone else. 

 Please leave the exam hall in silence and only when instructed to do so by the 
invigilator.

 Collect your bag from form tutor and return to class. 

 You are not permitted to go home after an exam.

After the Exam 





 Year 13 & 14 will receive exam results on Thursday 14th

August.

 Year 11 & 12 will receive exam results on Thursday 21ST

August.

 Information will be sent to parents/carers regarding 
the structure of the morning.

Results 



CCEA Post Results Services



GOOD LUCK 


