
Pre-examination meeting

Students
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National Examinations

• External examination

• Papers are set by DHET

• Time-table is fixed and subjects 
cannot be moved

• If a session is missed you will 
have to write the next exam 
(next Trimester, Semester, Year)

• Any irregularity will have serious 
consequences

• If you miss Paper 1 or 2 then you 
will have to rewrite the whole 
subject

• You can only write subjects that 
appear on your Examination 
Permit

http://www.google.co.za/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjA686hv-rVAhVJ0hoKHZ-GBHsQjRwIBw&url=http://ekurhulenieastcollege.yellowpages.co.za/&psig=AFQjCNHkvApGGgFUhSpf2cAfZfDsTKpKdA&ust=1503479364793746


Before the exam session

http://www.google.co.za/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjA686hv-rVAhVJ0hoKHZ-GBHsQjRwIBw&url=http://ekurhulenieastcollege.yellowpages.co.za/&psig=AFQjCNHkvApGGgFUhSpf2cAfZfDsTKpKdA&ust=1503479364793746


EXAM PERMITS
This is the document that allows you to enter the examination venue.

The dates and times of each subject’s examination is indicated on the permit.

Some students will not be able to write certain subjects due to the following reasons:

 -Attendance 

 -Did not reach sub minimum year mark (Memo 46)

Your permit will be scratched (the subject you may not write will be scratched through and the 
reason will be indicated next to it)

IF you are repeating a subject you will receive a separate exam permit for that subject.
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WHAT TIME DO WE START?
Students should be on campus 1 hour before the exam start at 8:00 (12:00 for 

an Y-session) to follow exam regulations

You must be seated by 8:30 (12:30 for Y-session)

As from January 2020, in accordance with the National Examinations and 
Assessment Policy,  candidates will NOT be allowed to arrive late for ANY 

National examinations.   

If you arrive late (09:01) you will not be permitted into the venue, you will 
proceed to reception and fill in “Annexure U”.  You will then write the paper 

in the next exam at your own cost
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STEPS TO FOLLOW BEFORE EXAM SESSION:
COMPUTER SUBJECTS – 

There may be 2 or more sessions per room.  Check the time-table in advance

 Note the time of your session 

1. Check your venue and seating on notice board

2. Check in your bag at the bag room(if applicable)

3. Go to the venue displayed on the seating plan by 8:15

4. Outside venue:  form a queue where your ID document and exam permit will be 
checked. 
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•08:00 – 8:20 Proceed to venue

•8:20 enter venue and be seated - 30 minutes before exams: 08:30 

•Door will close  @  8:30

 Students that arrive 8:30 – 9:00 must go to the holding room where you will receive further 
instructions. 

8:30 – 09:00

Be seated

Handing out of Answer Books and Question Papers

Reading of examination rules

Reading of examination instructions 

10 min reading time

09:00 – Students start writing
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FAILURE TO PRODUCE  A VALID ID OR PASSPORT 
OR YOUR EXAM PERMIT

• Report to reception for identification or reprint of your permit, then report to venue 
with document issued to you

• Your answer sheet will be kept separately in the safe until you bring your ID/permit

• The other scripts will be sealed and sent to DHET asap.

• Your script will be handled as an irregularity and sent separately. 

• Submit your valid ID within 24 hours to the Examinations Officer.
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THE SEATING PLAN
• All candidates will be seated according to a seating plan

• Seating arranged according to ID numbers

• Seating plans displayed daily outside each venue

• Candidates should adhere strictly to seating plan 

• eg:   850905 9898 087 -  H21 
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ITEMS ALLOWED IN EXAM VENUE
• Valid RSA ID (Compulsory to enter venue)

• Passport (for candidates who are not RSA citizens)

• Examination Permit (Compulsory to enter venue)

• Writing utensils (Blue or Black pen)

• Non-programmable calculator without a cover (unless prohibited by 
examiner)
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ITEMS NOT ALLOWED IN EXAM VENUE

• Cell phones/Smart watches:  Under NO circumstances allowed in exam venue = IRREGULARITY 
 (Do not bring cell phones or smart watches to the college during exams, College accepts no liability for losses)

• Pencil cases & Pencil bags

• Programmable calculators

• Calculator covers

• Hats/caps or anything else covering the head

• No bags

• No crib notes in any form – not on body, stationary, hair, exam permits, ID books

• Personal items can be left in the bag room.  The College do not accept any liability for lost items

• No chewing gum

• No books, notes, previous question papers or memos
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During the exam session
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WHEN YOU ENTER THE  EXAM VENUE
• As soon as you enter you are under the instruction of the Chief Invigilator

• Find correct seat according to seating plan

• Place Exam permit & ID on top left side of desk for duration of exam

• Complete cover of answer book correctly – see example below

• Follow instructions given by Chief Invigilator 

• Candidates whose exam numbers do not appear on the seating plan, are not 
allowed in the examination venue.

• Check that your answer book has all the pages and correctly stapled 
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DURING THE EXAMINATION SESSION
• Do not tear out ANY pages from the answer book

• Ensure addendums are completed & inserted in your answer book and your exam number filled in

• Only use exam numbers, NO NAMES

• During the first hour, no candidate is allowed to leave the venue

• Candidates to sign Attendance Register next to ID number

• Candidates have to be escorted to the toilet and back (not during 1st hour) Movement register must be 
completed 

• On completion of the exam candidates must remain seated and raise his/her hand to indicate to the invigilator 
to collect the answer script & question paper

• A candidate must sign for submission next to his/her ID number. During the last 15 minutes of the exam session, 
candidates must remain seated until all scripts, question papers and signatures are collected – no candidates 
allowed to leave the venue during last 15 minutes.

• Candidates will sign a register outside the venue indicating the time they left.
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IRREGULARITIES
Leaked question papers/marking guidelines. It is a criminal offence to make use of leaked information,   Report leakages to Campus 
Management

Candidates found written on behalf of other candidates

Failure to produce a valid ID

Late arrival at exam centre

Exam number not on mark sheet

Answer script damaged

Creating a disturbance or behave in an improper manner

Disorderly conduct

Disregard of instructions from Chief Invigilator/Invigilator

Disregard of Examination regulations

Not signing the attendance registers 

Cell phones

Any notes/papers not issued during the session
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DO NOT WRITE ANYTHING ON YOUR 
EXAM PERMIT……KEEP IT CLEAN AND 
NEAT
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• IRREGULARITY!!

• IF YOU HAVE RECEIVED ANY SUPPORTING INFORMATION, MATERIAL 
(e.g. SMS, WHATSAPP, NOTES, QUESTION PAPERS) RELATED TO A 
SPECIFIC QUESTION PAPER;

• REPORT IT IMMEDIATELY TO THE RELEVANT CHIEF INVIGILATOR 
(CAMPUS MANAGER/HOD) BEFORE THE SESSION COMMENCE; 

• OR USE THE RELEVANT FRAUD NUMBERS DISPLAYED ON THE CAMPUS 
NOTES BOARDS TO REPORT THE IRREGULARITY

• NOTE: IF YOU ARE IMPLICATED IN ANY FORM OF RECEIVING, USING 
OR DISTRIBUTION OF SUPPORTING MATERIAL, YOUR RESULTS WILL 
BE BLOCKED AND YOU CAN BE SUSPENDED FOR 3 YEARS  
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If an irregularity is detected, the evidence and the answer book must be 
confiscated, endorse it on the outside cover with the word “Irregularity” indicate 
Book 1 with the time confiscated, issue a new answer book which must be 
endorsed on the cover Irregularity, Book 2 and the time it was issued. Inform the 
candidate that he/she must start from where they left and not start from the 
beginning. The candidate does not get any extra time and must write a 
declaration.  The relevant evidence together with the answer books must be 
recorded and copies made, then send original answer books with copy of crib 
notes to marking centre and copies of answer books together with all statements 
and original crib notes to DHET.  Copies must be kept on file.  Report the matter to 
the DHET. 

A sitting of the irregularity committee will commence directly after the session

IF AN IRREGULARITY IS DETECTED 

http://www.google.co.za/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjA686hv-rVAhVJ0hoKHZ-GBHsQjRwIBw&url=http://ekurhulenieastcollege.yellowpages.co.za/&psig=AFQjCNHkvApGGgFUhSpf2cAfZfDsTKpKdA&ust=1503479364793746


When found in possession of crib notes (cell phone), evidence will 
be confiscated, new exam book issued to continue with exam

Affidavit by:  invigilators, witnesses and the person who were caught
All evidence are collected (eg:  cellphone, crib notes)
An irregularity report is filled in and the irregularity committee of the campus 
will make a recommendation
All this information together with the answer sheets are sent separately to 
DHET 
They have a committee that will investigate the irregularity
This can take up to 3 months.
A decision will be made by DHET 
If found guilty – you will not be permitted to register at any Higher Education 
Institution in the country for 3 years.
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GOOD LUCK WITH YOUR EXAMINATION 
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