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Statement of exam entries 

 

Before each exam session, you will receive a paper copy of your statement of examinations 

which lists all exam units and awards that you have been entered for. An exam unit 

entry could be a GCSE controlled assessment, coursework unit, speaking test (modern 

foreign languages), onscreen test (BTEC exams) or written exam. The award (certification) 

is the overall subject entry. 
 

You must check this statement thoroughly. 
 

Please check your personal details are correct. The information displayed will be 

shown on your exam certificates so it must show your full legal name. 

Please check that you have been entered for the correct examination(s). For some 

exam entries, you may have been entered for a particular tier of exam, for example 

a higher tier or foundation tier. Your subject teacher will confirm the tier of 

exam you should have been entered for. 

 
If you have any queries or wish to inform the academy of changes required, you must contact 

your subject teacher in the first instance (if the query is subject related), otherwise contact the 

Exams Officer (Mrs Groves) within 10 working days of receiving a statement of exam entries. 

 
 

Examination Timetable 

 
 
In addition to receiving a statement of exam entries as described above, you will also be issued 

with your own individual examination timetable. This will list the dates and start times of 

any onscreen or written exams you have been entered for. 

In the first instance you will receive your own electronic exam timetable via email. 
 
 

You will then also receive a paper copy of your individual examination timetable to accompany 

a statement of exam entries as described in the section above. 

 
 

Arrival time for exams 

 

You need to note whether your exams are morning or afternoon starts. Morning exams will 

start at 8:45am and afternoon exams will start at 1:45pm unless you are notified 

otherwise. 
 

You should arrive at your exam room at least 15 minutes before the actual exam start time. 
 

Please ensure you allow enough time to get to school for morning exams so if you are delayed 

for any reason such as traffic, you would still arrive in good time. 

 
 

Absence, illness, or other circumstances on day of your exam 

 

In the unlikely event that you are unable to attend an exam due to illness or other unexpected 

circumstance, your parent/carer must notify the school as a matter of urgency. The 

school absence line is 425100 and option 1 should chosen. The school should be notified before 

the start time of an exam. In any circumstance of absence, evidence such as a medical letter 

should be submitted to the examinations officer within 5 working days after the missed exam. 



·  Illness or other circumstances on day of your exam 

 
 
If you are unwell on the day of an exam, have an injury, or there are other personal 

circumstances which you feel may affect your performance in an exam but you still feel able to 

attend, you must contact a member of exams staff before the start of an exam. Ideally, you 

should ask to speak with the Exams Officer in the first instance or alternatively contact main 

reception who will inform the Exams Officer. 

If you start to fell unwell during an exam, please ensure you inform a member of exam staff in 

the exam room so we can support you. 
 

If the Exams staff are aware of a problem we can support you where appropriate. 

 
 
Equipment 

 

Please refer to the exam day check list on the manor academy exam webpage. 
 

Only clear see through pencil cases will be allowed in exam rooms. 

You will be required to bring 2 black pens (1 as a spare), sharpened pencils, an eraser 

and a ruler. 

A scientific calculator may be required for a maths, science or a business exam. 

Colored pencils may be required for a design technology or media exam. 
 

Please always check with your subject teacher if you are unsure. 

 
 
Exam room arrangements 

 

Door list will be displayed on the main hall doors on the morning of each exam. As well as 

the exam room, it will also show which exam desk to sit at. 
 

You are expected to line up quietly outside your exam room. 
 

You will be called into the exam room by exams staff 15 minutes before the exam start time. As 

soon as you enter the room you will be under exam conditions, which means no communicating 

with other students. 
 

The exam staff will tell you where to put your bags and coats as you will not be allowed to take 

these to your desk. 

 
 
 

The exam room 

 

You are required to make your way quietly to your exam desk which is where you will find your 

exam card. Your exam card lists your name, exam number and the Manor center number. You 

will be advised by the exam staff to write these details on the front of your exam paper/answer 

booklet. Do not move your exam card to a different desk as you may be given the wrong 

exam paper. 

 
 

The exam staff will announce the exam rules at the start of each exam and then hand out the 

exam papers. Exam conditions means no talking or other means of communication 

between other students. If there is any communication between students it would have to be 

assumed they were attempting to cheat and reported to the Exams Officer who may 

consequently have to report this to the exam board. 



NO iPods, iWatches, Mobile phones / MP3/4 players, or other communication devices 

 

Before you enter any exam room, will you be reminded that you are not allowed to be in 

possession of any unauthorised items. If you have brought such items to an exam room, you 

will have the opportunity to hand such items in to the exams staff for safe keeping. If electronic, 

these items must be switched off. Alternatively, you may leave these items in your school bag, 

although this is at your own risk. 

Anyone caught in possession of a communication device even if turned off or other unauthorised 

material, would have to be reported to the examining body and consequently may be given a 

mark of zero for that particular exam, or disqualified from the full qualification. 

 
 

Food and drink 

 

You are allowed with you a bottle of water with a spill proof cap but the label must be removed. 

 
If you have two or more exams that exceed 3 hours, the Exams Office will pre-arrange for 

you to have a supervised snack break. 
 

Please ensure that you have had breakfast or lunch before you are due to sit an exam. 
 

An empty stomach can leave you feeling unwell and restless and that may affect your exam 

performance on the day. 

 
 

End of the exam 

 

At the end of an exam, you will be asked to stop writing and put down your pens. The exam 

staff will then collect your exam papers from your desk whilst you remain seated in silence. 

Exam conditions will remain in place until you have left the room. 

Even after you have left the exam room, there may be others still completing their exams, so 

you are expected to leave the outside area quietly so you do not disrupt those still working. 

 
 

Instructions for a fire alarm during an exam 

 

Should the fire alarm go off listen carefully to the instructions given by the exams staff. Do not 

attempt to finish the sentence you are writing. If the room has to be evacuated, you will be 

asked to leave the room in complete silence and escorted to a designed area. You will still be 

under exam conditions and will be escorted out in the order that you have been seated. 
 

You will not be allowed to take any belongings with you. 

 
You will be escorted to a safe area separate from the rest of the academy. 
 

If found safe to return to the room, do not start writing until the exam staff tells you to do so. 

 
 

Finally 

 

All exams guidance and information can be found via the exams information page on the Manor 

academy website. 
 

If you have any questions regarding your external examinations, do not hesitate to contact the 

Exams Officer:- grovesl@themanor.notts.sch.uk 

We look forward to supporting you in your upcoming exams. 
 

Mrs Groves & the examinations team. 


