Internal Exams

(Please read out & Display)

What to do if you are absent from an exam:
· If you return to College before the end of the exam period, report to the College Office by 0815 and ask for Mr James. He will then re-arrange your missed exams, where possible.

· If you return to College after the end of the exam period, you will need to speak to your subject teachers to determine if and when you will sit the exams you have missed.

Conduct during exams:

· Seating should be in alphabetical order at separate desks facing the same direction.
· You will not be allowed to borrow equipment.
· You must stay in your seat for the duration of the exam (you will not be allowed to get anything from your bag or go to the toilet, except in an emergency).
· You must not talk during the exam.
· You should not use liquid paper / an eraser pen. Mistakes must be crossed out. 
Finishing Early:

When the exam begins, you may only have materials required for the exam on your desk. However, you may keep one book from another subject on the floor by your desk to use for revision, if you finish the exam early. You must hand in your exam paper before you use your revision book. 

Mobile Phones, iPods, MP3 players, etc:

Any of these items in your possession must be switched off and in your bag or pocket throughout your exams.  You will be considered to have cheated if this rule is broken.

