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If you are sitting at least one external exam, you will have an admission slip







Admission slip rules
● You MUST bring it to every exam - keep it safely in a plastic sleeve or 

pocket. You will not be allowed in to the exam without it.

● You MUST NOT write on it.

● You must not share it with anyone else.

● If you forget it, student services has ONE spare copy. After that you will 
need to go to the library when you arrive, login to your NZQA site and 
print off another one. In either case you will need to get Mrs Lewis or Ms 
Henry to sign it. At least one of us will be in the foyer area before each 
exam.

● Please read all the rules and regulations on the back of your slip, as well as 
the Candidate information sheet which your rōpū teacher will give you.



When you get your admission slip, you will need to check it has all the exams on it 
that you are expecting to sit

If you were entered for exams you no longer intend to sit, that is fine. You just 
don’t turn up for the exam.

If you were entered after 1 September, the exam may not appear on your sheet and 
you will need to print another one - go to your NZQA site to do this and then come 
and get me to sign it.

If you think you should be entered for an exam and it isn’t on your sheet, it’s 
probably too late but please check with your subject teacher first and than come 
and see me as soon as possible (M507).

If you need to print a new admission slip or you are doing a digital exam, you must 
log on to your learner login on the NZQA website. All of you should have an NZQA 
site which for you know your email address and password.



Check information, especially address. If you are doing a digital exam, this 
is how you will log on so you must know your username and password

https://www2.nzqa.govt.nz/login/

All students doing a digital exam must 
now use the google chrome browser 

version 95+

https://www2.nzqa.govt.nz/login/
https://www2.nzqa.govt.nz/login/




Seating plan for hall exams



Special Assessment conditions
If you are entitled to SAC, please make sure you have talked to Ms Hannagan 
about what you need before you go on study leave.

If you have SAC that includes a reader or a writer, please let Ms Hannagan know 
beforehand if you are not going to turn up. We don’t want to be paying 
supervisors who are not needed and they may be able to be used elsewhere.

On the day of each exam, go to Level 4 and check the board in the 
open level to find out where your exam is.



A reminder about rules for the exams 
Phones must be off and 
either left in your bag at 
the back or put in a 
plastic bag under your 
exam desk

No hats, hoodies 
or heavy outdoor 
coats with lots of 
pockets can be 
worn in the exam 

You may bring a water 
bottle (water only) but it 
must be in a totally clear 
plastic bottle 

Watches are not allowed to be worn and 
electronic ones must be turned off and left 
in your bag at the back



Emergency pack 
If there is an emergency and we have to evacuate, you will not be able to collect your bags 
from the back of the hall. You can have an emergency pack under your exam desk with your 
phone (turned off), a snapper card or money, door key etc - things that will allow you to get 
home if you can’t return to the exam room. Everything must be in a clear plastic bag.



MASKS
Masks are not compulsory in 
exams. The choice is yours. 
However, if you have a slight 
cold or cough, the ECM may 
require you to wear one for the 
protection of others. Masks will 
be provided if you want one.



Derived Grades

If you are ill on the day of an exam, or suffer some traumatic event, you can apply for 
a derived grade - if you have one - from the school exams. Please send an email with 
details to Ms Henry or see her in person. You will need a medical certificate for an 
illness. If you have covid, it will be treated the same as any other illness. 

Please be really clear that you cannot claim a derived grade just 
because you did well in the DGE and you’re happy with that 
grade!



Year 13s

By the start of next year you will need to make sure that the email address NZQA 
holds for you is NOT your school one. As leavers, you will lose access to your 
school emails early in 2026



Now a few words from your Exam Centre Manager, 
Bec McKenzie




