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Student‑Friendly Summary: External Assessment Policy
What this policy is about
This policy explains how external exams and assessments (like written exams, onscreen tests, practical exams, or BTEC external assessments) are run at your centre. It tells you what you need to do, what staff will do, and how we keep assessments fair and secure.
What you need to know as a student
1. Before your exam
· You’ll be given your exam timetable in advance.
· You must read the rules about what you can and can’t bring.
· If you need access arrangements (like extra time), these must be approved before the exam.
2. On the day of the exam
· Arrive on time — being late may mean you can’t sit the exam.
· Follow all instructions from invigilators.
· Only bring allowed equipment (e.g., pens, calculator if permitted).
· Phones, smartwatches, and other devices must be switched off and stored away.
3. During the exam
· You must work on your own and stay silent.
· You cannot communicate with other students.
· If you need help (e.g., you feel unwell), raise your hand and speak to an invigilator.
· Any cheating or breaking the rules counts as malpractice and will be reported.
4. After the exam
· Hand in all your work and exam papers.
· Leave the room quietly.
· You must not discuss the exam questions online or with others if the awarding body says they are confidential.
If something goes wrong
Illness or emergencies
Tell a member of staff as soon as possible. You may be able to apply for special consideration if something serious affected your performance.
Fire alarm or disruption
Follow staff instructions — the exam will be paused safely and restarted if possible.
Access arrangements
If you have a learning need, disability, or medical condition, you may be eligible for support such as:
· Extra time
· A reader or scribe
· Rest breaks
· Use of a laptop
These must be arranged before the exam.
Results and appeals
If you think something is wrong with your result, you can:
· Ask for a clerical check
· Request a review of marking
· Ask to see your script (if allowed)
There are deadlines, so speak to staff quickly.
How your information is handled
Your exam papers and personal data are kept secure and only shared with the awarding body. We follow data protection laws to keep your information safe.
In short
· Know your exam dates
· Follow the rules
· Ask for help if you need it
· Don’t cheat — it has serious consequences
· Talk to staff if something affects your performance
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