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EXAMINATION PROCEDURES

Grades 9-12

June 2016
STUDENT INFORMATION
Please inform your students of the following information prior to the examination week:
· The majority of examinations for grades 9-12 courses are to be written in the gymnasium. The schedule is posted in each classroom and on various bulletin boards in school hallways.

· Examinations are compulsory for all students. A student absent from examinations because of serious illness must provide a medical note from his/her doctor upon returning to school. Otherwise, no make-up exam will be provided.

· Students are to arrive at no later than 8:40 a.m. for the morning exam and no later than 12:10 p.m. for the afternoon exam.
· The writing of an exam is to begin at 9:00 a.m. for the morning exam and at 12:30 p.m. for the afternoon exam.
· Students are to bring all necessary materials they will need to write their examination.

· No food or drink (except water) is allowed in the gymnasium.
· No cards, games or reading materials are permitted in the gymnasium. 

· No electronic devices are allowed in the gymnasium. 

· All coats, jackets, book bags, binders, purses, etc. are to be placed in lockers.

· Students are not permitted to leave the examination area for any reason unless a legitimate emergency situation arises. Students will be released after 1.5hrs of writing time.
· Any student who chooses to leave the examination area before the examination period ends forfeits the examination and risks receiving a failing mark for the course.  The student will also be suspended from school until such time as a meeting is held with the student, parent, examination supervisor, and an administrator.

· Students are not to be wandering in the corridors at any time during the normal school day.
· Any student who is not writing an exam is encouraged to go home and study. If a student is waiting for a bus, he/she must work quietly in the cafeteria. Students are not to use the office telephone to call for rides home.  Transportation must be arranged prior to coming to school. Students are to be picked up at the student entrance.
· During the examination writing times, QUIET is a must for the entire school.

· Students should not be attending school on days that they are not writing an exam. Please do not visit Townsview or Meduxnekeag schools during the day as regular classes are underway.
STAFF  INFORMATION

Responsibilities of Supervising Teacher:

· Obtain materials from office area by 8:30 a.m. and report to the gymnasium by 8:45 a.m. for the morning exam.
· Obtain materials from office area by 12:00 p.m. and report to the gymnasium by   12:15 p.m. for the afternoon exam.

· Have students place all jackets, coats, book bags, binders, purses, etc. in their lockers. 

· Take attendance; use the telephone in the PE office to contact any student who has not arrived to write the exam. Ensure that you have student contact numbers with you in the gymnasium.
· Schedule breaks and/or time to check on students writing in other areas such that no more than one (1) supervisor is out of the gymnasium area at any given time.

· Wear footwear that will not make noise as you walk.
· Move about.  Do not stay in one place for the entire time.
· Reading, marking, etc. is discouraged.  You need to have your eyes focused on the students.

· Do not stand in groups with other supervisors and talk during the writing time.

· Encourage students who finish their work early to check their work.

· Collect and count the examinations at the end of the writing time. Ensure that the number of examinations is equal to the number of students writing.
· Remind students to be orderly and quiet when leaving the gymnasium/building.

· Before leaving the gymnasium, ensure that desks are in straight rows, chairs are pushed in and all materials are removed from the tops and insides of the desks.
