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Exam Procedures and Rules  
 

 
1. To ensure that you are familiar with the date and time of your examination, read the schedule 

carefully, check the information with your teachers and write it in your agenda.  
 

2. On each day, exam rooms, as well as the class list for each exam, will be posted on the blackboard 
located at the main office.  
 

3. Misreading the exam schedule is not a valid reason for missing or being late for an exam. 
Morning exams begin at 9:00 a.m., and afternoon exams begin at 1:00 p.m. 
 

4. Students who arrive after the official start of the examination must report to the office for a late 
slip. The invigilator will not admit a student who is late without a late slip. Extra time is not given 
to students who are late.  
 

5. Any student who arrives more than 30 minutes after the start time of any exam is NOT 
permitted to write that exam and will be referred to administration. This student will be 
considered absent and will receive a mark of zero.  
 

6. Any student who completely misses an exam will receive a mark of zero. This includes students who 
miss an exam due to vacation plans. If a student is sick, they must bring a medical note which 
indicates the date, time, and medical problem. This also applies to exams written during class time 
in the weeks leading up to the formal exam period.  For students with a valid medical note, their 
class mark will be their term mark.  

 
7. Students who cheat or attempt to cheat will receive a mark of ZERO. 

 
8. Students are permitted to be in school only when writing their exams. If a student is early for their 

exam, they can wait in the cafeteria.  Students will be allowed to go to their lockers only 20 minutes 
before their exam is scheduled to begin. They can then store their jackets, bags, books, food, notes, 
etc. in their assigned lockers as they are not permitted into the exam room. Boots cannot be worn in 
the exam room and must be stored in their locker.  
 

9. Students are expected to leave the school building and grounds after their last exam of the day, in 
an orderly and quiet manner. They cannot remain in the school before or after their exam.  STEP 
and the library will be closed during exam week.  

 
10. Students will be permitted to leave an examination only after at least half the time allowed to write 

the exam has passed. Students are to raise their hand and wait for an invigilator to pick up the 
exam.  Students will need to sign the attendance sheet when they enter and leave.  
 

11. Students must bring all relevant supplies to each exam; the school will not issue supplies. All writing 
supplies, mathematical instruments, calculators, etc., must be in a clear zip-lock bag. There 
should be no pencil cases. Dictionaries, calculators etc., can only be used if the subject teacher 
has instructed students to do so and/or it is indicated on the exam paper.  
 

12. The school uniform must be worn during the examination period. Students will not be allowed to 
write an exam unless in uniform. 

 
13. Electronic devices (including mobile phones, watches, etc.) are not permitted in the examination 

room. If the device is in the student’s possession during an exam, it will be considered as cheating 
resulting in a mark of ZERO for the exam. The item will be confiscated, and the student will be 
removed from the exam room. 

 
14. The role of the invigilator is to supervise the exam and not to answer any content related questions.  

Students are encouraged to work through their exams and save any questions for their subject 
teacher. 
 

15. If a student needs to leave the room once the exam has started (i.e. washroom), the invigilator will 
notify the office. An adult will come to the exam room to escort the student. 
 

 
 

Good Luck! 
 


