
Wellington College (275)

Preparation for NCEA and 
NZ Scholarship Exams 2025

Exam Centre Manager: Helen Cartmell
Principal’s Nominee: Ms Lendrum



Read your NZQA 
Candidate Information Sheet

carefully



Find your exam room
Learn your exam 
code.

Find your code on the 
room lists.







School arrival times – paper exams

Morning
9.05 am

Afternoon
1.35 pm

Exam start times

Morning
9.30 am

Afternoon
2.00 pm



Arrived late to exam?

NO ENTRY to the exam room after:
 
• 10.00 am in the morning, or 
• 2.30 pm in the afternoon.



Accident or other emergency?

• Phone school as soon as 
possible.

• School will phone NZQA.

• You may be allowed a late start 
or be diverted to another school.



What you should bring

• Admission slip (no writing/highlighting on this)
• Blue or black pens for writing
• Mathematical equipment
• Calculators (only for certain exams) – two maximum!
• Water (in a small, transparent bottle with no 

label/logo/writing)
• Pencils/coloured pens for certain exams eg, 

Geography, Music
• Emergency pack containing phone (off), keys, money 

etc – goes under your seat.



What you can’t bring  
…• Notes of any sort
• Mobile phones (to go in bag if brought).
• Watches (any sort)
• Electronic devices/translators
• Tissues
• Drinks (other than water in a transparent bottle)
• Food or lollies (unless for approved medical condition).



Admission slip – access to exams

Includes your:
• exam entries
• exam code (eg, J103)
• National Student Number (NSN)

Must NOT be written on or highlighted – ever!



Lost admission slip?

• Print out at home or go to school 
office as soon as possible. 

• School staff to stamp and sign 
re-prints.



Coming in to the exam room
• Your exam code will be called out. 
• Supervisor will show you to your desk.
• Put emergency evacuation pack under 

chair (including phone switched off)
• Put your ID card/admission slip on desk
• Forbidden items? – hand them in
• Get comfortable
• Do NOT open your exam booklet pack
• Listen to and follow supervisor 

instructions.
All done in SILENCE!



Are you sitting at the correct papers?

Exam codes must match

269 – J103

016653100

Admission slip Exam paper barcode



In the exam room

You cannot leave during the: 
• first 45 minutes of the exam starting
• last 15 minutes of the exam.

Raise your hand if you need:
• extra paper 
• the toilet
• a tissue, or
• you feel ill.



In the exam room

You may only communicate with 
the supervisor.

They cannot help you with your 
exam.

Do not communicate with your 
friends.



Going to the toilet

• Raise your hand
• Hand in your admission slip 
• Blank screen (digital exams)
• Go to toilet
• Talk to NO-ONE
• Return: collect admission slip.

More than TWO visits – special form filled in 
for NZQA.



Don’t write in the shaded section of your margin!

Remember that 
your paper will be 
scanned for marking 
online.

If you write in the 
shaded area, the 
words might not be 
picked up



• Follow evacuation procedures

• Leave exam papers on desk

• NO TALKING
• You must not access your device.
• Roll will be checked at assembly point: turf

• Return to room if allowed

• Rule line under last item written and write 
‘INTERRUPTION’

• Extra time will be given.

What if an alarm goes off?



Digital exams



Download from: 
https://www2.nzqa.govt.nz/ncea/external-assessment/about-digital-external-assessment/preparation-for-students/

Checklist for 
download 
from NZQA



Digital exams – school arrival times

Morning
9.00 am

Afternoon
1.30 pm

Exam start times

Morning
9.30 am

Afternoon
2.00 pm



Digital exams – what to bring

As for paper exams, plus

• Fully charged device
• Powerbank (optional)

• Your NZQA Learner Login username 
and password.



Digital language exams

• Headphones
• Check your headphones on exam introductory 

screen
• Ask for NZQA-supplied green note- taking paper for 

listening standard
• Supervisor can only re-set an audio section if there is 

a technical problem
• Enable language keyboard before day of exam (if 

required).



Digital exams – tips

• Only Chrome 85+ or Safari 11 + as a browser
• Use operating systems: 

Chrome OS, Windows 8.1 or 10+
Apple Mac OS 10.15+

• Disable screen saver, notifications and updates before 
entering exam room.



Digital exams – tips

• Browser to be full screen – don’t minimise
• Blank your screen if going to toilet
• Any issues? Raise your hand for supervisor
• When finished, pack up quietly
• Wait until supervisor checks your exam shows as 

‘Complete’ on their dashboard
• Re-charge computer at lunch time or overnight.



Derived grades
You may apply for a derived grade if:

• you were not able to sit the exam because at the time of the exam you were sick, injured or there 
was some special, significant situation beyond your control, or

• you think that you did not do as well as you could have in the exam because you were sick, you 
were injured or there was some special situation beyond your control.

Complete an APPLICATION FOR A DERIVED GRADE  

If you need more information talk to your Principal’s Nominee (Ms Lendrum): l.lendrum@wc.school.nz

For all exams and portfolio submissions (Design and Visual Communication, Technology, Level 3 Visual 
Arts), hand the completed application form and documented supporting evidence to your school as soon 
as possible. There is no derived grade for NZ Scholarship.

If you do not meet the deadline (two weeks after the assessment) your application may not be accepted 
by NZQA. Applications for a derived grade will not be accepted after results have been released in 
January.

If there is an accident or emergency on the day of the exam, phone the school office  as soon as possible.  
We will contact NZQA

https://www2.nzqa.govt.nz/ncea/ncea-for-teachers-and-schools/managing-national-assessment-in-schools/derived-grades/apply/


Admission slips again. They’re really important!

✔ DO bring it to every exam

X  DO NOT lose it

X  DO NOT write on it or  
      mark it

Late entries will be missing from your exam slip. You may need to get a 
new one printed at the office - it must also be signed by Ms Lendrum



Are you leaving school at the end of the year?

Make sure that you update NZQA with a personal email 
address.  Login to NZQA to do this at: 
www.nzqa.govt.nz/login

You will also need to save any files or emails from your 
school account that you might want a record of. 

Do this BEFORE Monday 3rd 
December

A message for school leavers 

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


Need help?

School office staff

Ms Lendrum (the Principal’s Nominee)
l.lendrum@wc.school.nz 

Ms Vreeburg and Ms Lawrence

Ms Cartmell (the Exam Centre Manager)

Mr Blacklock 

Mrs Manktelow and Mrs Meulen (SAC)

mailto:l.lendrum@wc.school.nz

