KING EDWARD VI HUMANITIES COLLEGE

SPILSBY, LINCS

EXAM POLICY
In accordance with guidelines issued by the Examining Boards, and in line with the Disability Discrimination Act 1995, the following procedures will be followed during exam periods:
· Invigilators will be in the examination hall before any students arrive

· Examination papers will have been thoroughly checked prior to the examination

· Students will enter the examination hall in silence and in an orderly manner

· Students will leave all bags, coats, mobile phones etc outside the examination hall.  

· Students will be seated in accordance with seating plan

· Students will wear identification badges provided by the college for examination purposes

· Invigilators should be  located at various points in the examination hall and and move around with minimum amount of noise so no disturbance is caused to students.

· Prior to the start of examinations an invigilator will read through the exam instructions and ensure students are aware of procedures in the event of the fire bell ringing

· Any students in a wheelchair or with a disability will be assigned an invigilator to assist in the event of an evacuation

· All students in a wheelchair or with a disability will be seated at the back of the hall near an exit

· Invigilators will be provided with walkie talkies which should be used in an emergency only to contact a senior member of staff

· Invigilators should not leave the examination hall until after the examination and when the papers have been collected

· Only those students with a toilet pass are allowed to leave the examination hall to go to the toilet. On these occasions the invigilator should  call via walkie talkie for a member of staff to accompany the student to the toilet and return them to the examination hall

· Students who are eligible for rest periods will be supervised in the designated area to ensure security of examination.  The invigilator will in these circumstances  call for a member of staff to remove and return the student from and to the examination hall.
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· If a student is suspected of breach of any examination rules then the invigilator should call for immediate assistance from a senior member of staff and the student will be removed from the examination hall.  Appropriate documentation will be completed after the end of the examination and passed to the Examinations Officer.
· All students to remain in the examination hall until dismissed by the invigilator – no student is allowed to leave early.

· All students to remain in the examination hall until all papers have been collected by the invigilators.
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