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INTRODUCTION

It is the aim of Winterhill School to make the examination experience as stress-free and successful
as possible for all candidates.

Hopefully, this booklet will prove informative and helpful for you and your parents. Please read it
carefully and show it to your parents so that they are also aware of the examination regulations and
the procedures to follow in the event of any problems occurring.

The awarding bodies (or examination boards) set down strict criteria which must be followed for the
conduct of examinations and Winterhill School is required to follow them precisely. You should
therefore, pay particular attention to the JCQ Regulations Notices that is printed on pages 12 -22 of
this booklet.

Some of the questions you may have are answered at the back of this booklet. If there is anything
you do not understand or any question that has not been addressed, PLEASE ASK.

If you or your parents have any queries or need help or advice at any time before, during or after the

examinations please contact:

The Examinations Manager - Mrs Leonard
Year 11 BfLL - Mr G Mason

The school telephone number is: 01709 740232.

Remember - we are here to help.
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BEFORE THE EXAMINATIONS

EXAMINATION BOARDS
e The School uses the following Examination Boards: AQA, Edexcel, OCR and Eduqas

CANDIDATE NAME:
e Candidates are entered under the name format of First Name + One middle initial + (Legal)
Surname, e.g. Adam J. Smith. This is the format that will appear on examination certificates.

CANDIDATE NUMBER/EXAM NUMBER:

e Each candidate has a four-digit candidate number. This is the number you will enter on
examination papers. It will appear next fo your name on seating plans and examination registers.
Your candidate number is on your timetable. Please learn it.

UCT:
¢ Inaddition to a candidate number, each candidate must have a Unique Candidate Identifier entry.
Your UCT is used for administration purposes and it is not necessary for you to remember it.

TIMETABLES

¢ You will receive an individual timetable showing your own specific examinations with details of
date, time, and duration of exam. You will receive a second timetable detailing venue and seat
number near the examination period Check it carefully. KEEP IT SAFE If you think something is
wrong see Mrs Leonard in the Examination Office immediately. Timetables will be e-mailed to
student school e-mail accounts.

EXAM CLASHES

o If you have exam clashes and the exams are a total of 3 hours or less you will sit these back to
back. If they total more than 3 hours you will receive specific instructions near to the exams
date, this usually involves lunchtime isolation and supervision, in some instances a late afternoon

finish.

CONTACT NUMBERS
e Please check that school has at least one up-to-date contact number for you.

EQUIPMENT

e Make sure you have all the correct equipment before your examinations. Check the regulations in
the Notice to Candidates and the information on the following pages. YOU ARE RESPONSIBLE
FOR PROVIDING YOU OWN EQUIPMENT.




DURING THE EXAMINATIONS

EXAMINATION REGULATIONS

Copies of JCQ Regulations. which is issued jointly by all the Examining Boards, are available via
the school website - Exams Section and are also displayed outside the Exams Office and Gym. All
candidates must read this carefully and note that to break any of the examination rules or

regulations could lead to disqualification from all subjects. The school must report any breach
of regulations to the Awarding Body.

ATTENDANCE AT EXAMINATIONS

Candidates are responsible for checking their own timetable and arriving at school on the correct
day and time, suitably dressed and equipped. Candidates must arrive least a 15 minutes prior to
the start time of their examination. (ie 8:45 am and 1:15 pm) Mock Examinations will vary.
Candidates must refer to their exam timetable for times and venues.

Students must wait quietly outside the exam room until invited to enter by the examination
invigilators.

Candidates who arrive late for an examination may still be admitted 30 minutes after the
published start time. After 30 minutes but before one hour will result in the Awarding Bodies
been notified, which could result in your exam paper not been marked. You will of course be given
the full time allowed for your exam. If special consideration applies, then you must speak to the
Examinations Manager (see ABSENCE FROM EXAMINATIONS).

WHAT TO WEAR

Whenever you attend an examination you should wear respectable, sensible, comfortable day
wear. You will NOT be allowed to wear hats and other outdoor clothing in the examination room.
School uniform must be worn for all Mock Examinations.

WHAT TO BRING

You are responsible for bringing your own pens, pencils, ruler, calculator, Mathematical
equipment, crayons etc.

Pens should be black. No correction pens or correction fluids are allowed.

All items of equipment, pens, pencils, mathematical instruments, etc. should be visible to the
invigilators at all times. You must either use a fransparent pencil case or clear plastic bag.

e For Mathematics and Science exams, students should make sure their calculators conform to
the examination regulations. If in doubt, check with your teacher. Remove any covers or
instructions and make sure batteries are new. YOU ARE RESPONSIBLE FOR SUPPLYING
YOUR OWN CALCULATOR.

Examination regulations are very strict regarding items that may be taken into the examination
room (see FAQs at the end of this booklet). If you break these rules you will be disqualified
from the examination.



Mobile telephones MUST NOT BE ON YOUR PERSON, BUT LEFT IN YOUR BAG SWITCHED
OFF. If amobile phone (or any other type of electronic communication or storage device) is
found in your possession during an examination (even if it is turned off) it will be taken from you
and a report made to the appropriate exam board. No exceptions can be made. All watches are to
be removed and placed on student desks

No food or drink (except water) is allowed in the examination rooms. Drinks MUST be in clear
bottles with the label removed.

Please do not write on examination desks. This is regarded as vandalism and you will be asked to
pay for any damage.

Do not draw graffiti or write of fensive comments on examination papers - if you do the
examination board may refuse o accept your paper.

Listen carefully to instructions and notices read out by the invigilators - there may be
amendments to the exam paper that you need to know about

Check you have the correct question paper - check the subject, paper and tier of entry.
Read all instructions carefully and number your answers clearly.

You will not be allowed to leave an examination room early. If you have finished the paper use any
time remaining to check over your answers and that you have completed your details correctly.

At the end of the examination all work must be handed in - remember to cross out any rough
work. If you have used more than one answer book ask for a tag to fasten them fogether in the
correct order.

Invigilators will collect your exam papers before you leave the room. Absolute silence must be
maintained during this time. Remember you are still under examination conditions until you have
left the room.

Question papers, answer booklets and additional paper must NOT be taken from the exam room.

Remain seated in silence until told to leave the examination room. Please leave the room in silence
and show consideration for other candidates who may still be working.

If the fire alarm sounds during an examination the examination invigilators will tell you what to
do. Don't panic. If you have to evacuate the room you will be asked to leave in silence and in the
order in which you are sitting. You will be escorted fo a designated assembly point by your
allocated invigilator. Leave everything on your desk. You must not attempt to communicate with
anyone else during the evacuation, please remember you are still under Exam Conditions. When
you return to the exam room do not start writing until the invigilator tells you to. You will be
allowed the full working time for the examination and a report will be sent to the awarding body
detailing the incident.



INVIGILATORS

The school employs external invigilators to conduct the examinations. Students are expected to
behave in a respectful manner towards all invigilators and follow their instructions at all times.

Invigilators are in the examination rooms to supervise the conduct of the examination. They will
distribute and collect the examination papers, tell candidates when to start and finish the
examination, hand out extra writing paper if required and deal with any problems that occur
during the examination, for example if a candidate is feeling ill.

Please note that invigilators cannot discuss the examination paper with you or explain the
questions.

Pupils who are disruptive or behave in an unacceptable manner will be removed from the
examination and be dealt with by members of the Senior Management Team.

ABSENCE FROM EXAMINATIONS

If you experience difficulties during the examination period (e.g. illness, injury, personal
problems) please inform Mrs Leonard, Examinations Manager at the earliest possible point so we
can help or advise you.

Only in ‘exceptional circumstances’ are candidates allowed special consideration for absence from
any part of an examination. SEE FAQ. It is essential that medical or other appropriate evidence
is obtained on the day by the candidate/parent and given to the Examination Manager without
delay in all cases where an application is o be made for special consideration.

For the award of a grade by special consideration, where a student misses part of an examination
through illness or personal misfortune, a minimum of 60% of the examination (including
coursework) must be completed and in some cases can be higher.

Parents and candidates are reminded that the school will require payment of entry fees
(Approximately £37 per subject) should a candidate fail to attend an examination without good
reason and without informing the school. Failure to pay may result in your examination results
being withheld.

Please note that misreading the timetable will not be accepted as a satisfactory explanation of
absence.



NOTIFICATION OF RESULTS

AFTER THE EXAMINATIONS

Thursday 20™ August 2020
Results will be available for collection on: From 10.00 a.m. to 12.00

If you wish any other person (including family members) to collect your results on your behalf, you
must give your written authorisation to school before results day.

Candidates who do not collect their results on the 20th August but wish to have them posted
must make sure Mrs Leonard is given a self-addressed, stamped envelope before the summer
holidays

No results will be given out by telephone under any circumstances and not to a third party.

Pass Grades at GCSE are from 9-1

Grades at Btec are from Distinction* - Pass

POST RESULTS

If you need post-results advice, Connexions Service staff and Winterhill School teaching staff
will be available on Results Day.

CERTIFICATES

We endeavour to make certificates available for collection during the third week in November,
assuming there are no delays with delivery.

Winterhill School is only obliged to keep certificates for a period of one year after the date of
issue. If candidates do not collect their certificates within this tfime which is the end of
November of the following year (or if you lose your certificates) they can only be replaced by
direct application to the appropriate examination boards. This will require proof of identity (such
as a birth certificate) and a substantial fee (currently £43) per examination board. You are
therefore urged to collect your certificates as soon as possible and thereafter keep them safe.



FREQUENTLY ASKED QUESTIONS

Q. What do I do if there's a clash on my timetable?

e The school will re-schedule papers internally (on the same day) where there is a clash of
subjects. Candidates will normally sit one paper then have a break during which they will be
supervised and must not have any communication with other candidates. They will then sit the
second subject paper. Correct times should be on your individual candidate timetable. It may
be necessary for you to bring a packed lunch if you have exams in the morning and afternoon
as you will have to remain in isolation until both examinations are completed. If in doubt
consult the Examinations Manager.

Q. What do I do if I think I have the wrong paper?
o TInvigilators will ask you to check before the exam starts. If you think something is wrong put
your hand up and tell the invigilator immediately.

Q. What do I do if I forget my Candidate Number?
e Candidate Numbers are printed on desk cards and seating plans, which are displayed in the
exam rooms, and on attendance registers. Invigilators will be able to help you find your
number.

Q. What do I do if I forget the school Centre Number?
e The Centre Number is 36445. It will be clearly displayed in the examination rooms.

Q. What do I do if T have an accident or I'm ill before the exam?

e Inform the Examinations Manager at school at the earliest possible point so we can help or
advise you. In the case of an accident that means you are unable to write it may be possible to
provide you with a scribe to write your answers but we will need as much prior notice as
possible.

You may need to obtain medical evidence (from your GP or hospital) if you wish the school to
make an appeal for Special Consideration on your behalf (see below).

Q. What is an Appeal for Special Consideration?

e Special Consideration is an adjustment to the marks or grades of a candidate who is eligible
for consideration. The allowance for Special Consideration is from 0% (consideration given
but addition of marks considered inappropriate) to 5% (reserved for exceptional cases).
Parents should be aware that any adjustment is likely to be small and no feedback is
ever provided. Examples or such circumstances may be illness, accident or injury,
bereavement, domestic crisis. The Examination Manager (Mrs Leonard) must be informed
immediately, so that the necessary paperwork can be completed (within 7 days of the last
exam session for each subject) and the candidate will be required fo provide evidence to
support such an application.

Q. What do I do if I feel ill during the exam?
e Put your hand up and an invigilator will assist you. You should inform an invigilator if you feel
ill before or during an exam and you feel this may have affected your performance. This will
be reported to Mrs Leonard - Examinations Manager.



Q. If I'm late can I still sit the examination?

Provided you are not more than 1 hour late; you will be allowed to sit the examination. You
should get to school as quickly as possible and report to Reception. A member of staff will
escort you to the exam room. You must not enfer an examination room without permission
after an examination has begun. You will be allowed the full fime to complete your exam

You should also be aware that if you start the exam more than 30 minutes after the published
starting time, the school must inform the exam board and it is possible that the Board may
decide not to accept your work. Please ensure that you allow enough time to get to school so
that if you are delayed (e.g. through transport problems) you will still arrive on time.

Q. If I miss the examination can I take it on another day?

No. Timetables are regulated by the exam boards and you must attend on the given date and
time.

Q. What equipment should I bring for my exams?

¢ For most exams you should bring at least 2 pens (black ink only).

e For Mathematics 3B pencils must be used for diagrammatic work.

e For some exams you will need a calculator (Maths/Science), a 30cm ruler (marked with cm and

mm), pencil sharpener and rubber, compasses, protractor, coloured pencil crayons (not gel
pens), set texts (e.g. for English Literature).

¢ You are responsible for providing your own equipment for examinations. You must not

attempt to borrow equipment from another candidate during the examination.

Q. What items are not allowed into the examination room?

Only material that is listed on question papers (e.g. an anthology) is permitted in the
examination room and students who are found to have any material with them that is not
allowed will be reported to the appropriate examinations board. In such circumstances, a
student would normally be disqualified from the paper or the subject concerned.

Bags and coats and any other items not permitted under examination regulations must be left
in the care of the invigilators at the front/back of the room. Do not bring any valuables into
school with you when you attend for an examination.

No food or drink (except water) is allowed in the exam room.

Mobile telephones must not be left in your clothes pockets and should be left in your bags or
handed intfo a member of the invigilation team. All devices should be turned off.



Q. Why can't I leave my mobile or any other electronic device in my pocket?

e Being in possession of a mobile ‘phone (or any other electronic communication device, e.g. iWatch,
ipod, headphones) is regarded as cheating and is subject to severe penalty from the awarding
bodies:

An example of the penalties are as follows:

Device found on you and turned ON - disqualification for the entire subject award.

Device found on you and turned OFF - disqualification from the specific paper you are sitting at
the time.

Phone rings during the exam wherever it is in the room the exam board must be informed and
you may be disqualified from all papers for the subject (including any already taken). A
decision will be made by the Awarding Body and not school.

Q. How do I know how long the exam is?

e The length of the examination is shown in minutes on your individual fimetable under the
heading ‘duration’. Invigilators will fell you when to start and finish the exam. They will write
the finish time of the exam on a flip chart or board at the front of the exam room. There will
be a clock in all examination rooms.

Q. Can I leave the exam early?

e It is arequirement of the exam boards that you must stay in the examination room for at
least one hour after the published start time of the exam (or for the duration of the exam if
it is less than one hour). It is not the school's policy to allow candidates to leave the exam
room early or after 1 hour, after the published start time, as this is disruptive to other
candidates. A candidate may not leave the examination room without the permission of the
invigilators.

Q. What do I do if the fire alarm goes?
e The examination invigilators will tell you what to do. If you have to evacuate the room leave
everything on your desk and leave the room in silence. You must not attempt fo communicate
with any other candidates during the evacuation.

Q. Can I go to the toilet during the exam?
e No unless it is absolutely necessary or you have a medical note and at the discretion of the
invigilator. You will be escorted by an invigilator and will not be allowed any extra time.

Q. If I have more than one exam on a day can I get lunch at school?
e Pupils who have examinations in both morning and afternoon sessions may obtain lunch for the
dining hall/social areas in the usual way or bring a packed lunch.



Q. What do I do if I don't get the grades I need for college?

Connexions and Teaching staff will be available to advise you on results day. If you feel
strongly that it is necessary to make an enquiry about your result you should first consult the
Head of Subject to obtain their advice as to the advisability of requesting a re-mark. You
should be aware that your mark could go down as well as up or even stay the same. Re-mark
requests must be submitted to the Examinations Manager by 11™ September. You must
complete a Candidate Consent Form and return it with a SAE. You may be asked to pay for the
re-mark.

Q. What if I don't agree with my final grade? (Appeals against External Assessment marks)

Where a candidate is unhappy with the mark awarded for a particular exam unit (eg written
exam, a clerical check or re-mark may be requested via the Exams Office. The candidate will
be required to acknowledge that his/her grade may be confirmed, raised or lowered. The
decision as to whether to support such an enquiry will be made by the school on the basis of
several factors, including knowledge of the exam system and professional judgment.
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Warning to Candidates

1. You must be on time for all your examinations.

2. You must not become involved in any unfair or dishonest practice
in any part of the examination.

3. You must not:

¢ sit an examination in the name of another candidate;
+ have in your possession any unauthorised material or
equipment which might give you an unfair advantage.

4. Possession of a mobile phone or other unauthorised material is
breaking the rules, even if you do not intend to use it, and you
will be subject to penalty and possible disqualification.

5. You must not talk to, attempt to communicate with or disturb
other candidates once you have entered the examination room.

6. You must follow the instructions of the invigilator.

7. If you are in any doubt speak to the invigilator.

The Warning te Candidates must be displayed in a prominent place outside each examination room.
This may be a hard copy A3 paper version or an image of the poster projected onto a wall or screen
for all candidates to sea.

Effective from 1 September 2014
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NO iPODs, MOBILE PHONES
MP3/4 PLAYERS
SMARTWATCHES

NO POTENTIAL TECHNOLOGICAL/WEB
ENABLED SOURCES OF INFORMATION

Possession of unauthorised items, such as a mobile
phone, is a serious offence and could result in

DISQUALIFICATION

from your examination and your overall
qualification.

This poster must be displayed in a prominent place outside each examination room.

©2017 - Effective from 1 September 2017
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Information for candidates
For written examinations — effective from 1 September 2019

This document has been written to help you. Read it carefully and follow the instructions.

If there is anything you do not understand, especially which calculator you may use, ask your teacher.

A Iations — Make sure you understand the rules
1 B on Hime for all your exams. 17 you ane labe, your work might nob be accepbed.
2 D it Besrsrwres invelvesd i arry unfaic or dishenect practics during Hhe esam.
3 If wous by b clesardt, o break the rules in amy weny, you oould be disgualified from all your subjecks.
L] Yo st mok take: o B S room:
a)  mobes;

b)  potential echnological ) web enabled sources of information such &s an iPod, a mobile phone,
a MP3/4 player or similar device, 8 smarbaatch or a wrist watch which has a data storage devioe.

Any pencil cases taken into the exam neom most be see-throogh.

Remember: presesion of urauthorksed matedal is bresiing the mibes, even IF you do pob intend to use I, and you will be
svirfexct By penalty ardd peesible discualification.

Tf you wear a wrist watch Hee inigilator will a5k you b remove it and place it on your gesk

5

[ Dy it i crrecting peesna, Nuid oF B, erscable perd. Righlkgfbens o gel e B Wi Sneesrs.

Fi Dy ot BBl o or bry o oomemiunicabe with, or disturh other candidates once e exam has sharfesd.

B You must not write insppropriste, obscens o offenshne material. _

] it JeEnve e EEm reT ribe] b &n ilator befione the evam has fnkhed | mot bee alicreesd B peburn.
10 Doy ncit b Brndhing from another candidebe during Hee soem

Information — Make sure you attend your exams and bring what you mesd

Krow the dabes and times of all your exame. Arive &t ket Ben minohess befiome Hhe start of sach ecam.

o arrive late for an by R [E1is0 e Encam.
bij arrive mors than one hour after the published sta Rimne for the axam, not be alionwed o ke B
take b e exarn noom the erasers ard amy obher wihich mesex] fior the eam.

wnfds it |k = |

You maest write earty and in Black ink.
Coloured pencils or ks may only be used for dsgrams, maps, chas, o, wnless the irstructions printed on the front of the
queestion paper skake obherwiss.

Calculators, Dictionaries and Computer Spell-checkers

Yo ey e & calculahnr unksts you are bkl obfhereis.

bl [

Il"ﬂ!l.l i=e & calcilabnre:

a) make sure B works property; check that Hhe betteres ane working propery;

B)  clear anything stored in it

I"_"] mmmmmamlmummmmmmmh::

) o ot jrto Hhe e oo irestrictions or resd
Do nclt use & dichionany or cormguter spell checker unless you ane Bhd otharmise

Instructions during the exam

Mlways lsten o the invigilator. Follow thelr instructions at all Hnes.

-]

Tedl the Irvigiator at once I
a) you think you have rot been ghwen the Aght question paper or all of the materals listed on the frort of the paper:
B) e quesstion peger & Inaomplets or badky printed

Rl caredully ard Tollow e Fetrochions. printed on Hee question paper andyor on the ancwer booklel,

When the invigilator tells you,_ il in 2ll the detals required on the front of He question paper andjor the arswers booklet
mymﬂrtﬂemm. mmmﬂmmuhmawmlmmmmm&

Remesber b wirihe yoir B within the desigrated Sectiors of Hhe ardwer boolklet

M| e

Do your rough work on the proper exam @ationery. Cross it through and hand B in with your Bhswens.
HMake: sure you aid your candidate details 1o any addiional answer sheets that you wse for rough work.

If o Hhes off Hhes e Fesel Ehat winrk e Effiechedd il hesalth o other resson, bell the Labor.

Pl [l | P

Put up your hand during Hhe exam i
&)  you hove B problem srd are in doubl sbout what you should do;
B)  you o ot fesl wel:

| = ] e

L) yOu need mors paper.
Yol SE Nk BSK Tor, i will Nk De given, ary explenation of e questons,

it the end of the exam

e | |

If you hawe used mone than one answer bookdet and/or any supplementary answer shessls, place: them in the comect onder.
Place any loose addiional arswer sheets inside yous arswer booklet.

Make sure you aidd your candidete detrils @D any addiional answer sheets tharl you se

Dy nolt bessrve Bhe encam oo uritl bold o do S0 by the irneigilator.

Cis ot Rmlos: From Hhe escrmn noom any skabionsny. Thhlrhﬂuﬂﬂ-&q.neﬂ-immpﬂ,mhmﬂebnﬂﬁmw

MEBEMMBMMMMM.

D M0 2019 — Effective firom 1 Seplemniber 2019
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Information for Candidates

Information About You and How We Use It

You have entered general or vocational qualifications such as GCSE, A-level, functional skills
qualifications etc with one or more of the awarding bodies listed above. In order to be able to
provide examinations and assessments, the awarding body needs to collect and use information
about you. This notice provides you with a high level summary of the information the awarding body
is required by law to give you about of what happens to that information. For more detail see each
awarding body’s full Privacy Notice:

AQA https://www.aga.org.uk/about-us/privacy-notice

CCEA http://ccea.org.uk/legal/privacy policy

City & Guilds  https://www.cityandguilds.com/help/help-for-learners/learner-policy

NCFE https://www.ncfe.org.uk/legal-information

OCR https://www.ocr.org.uk/about/our-policies/website-policies/privacy-policy/

Pearson https://www.pearson.com/corporate/privacy-notice.html

WIEC https://www.wjec.co.uk/about-us/data-protection/WIEC%?20Privacy%20Notice.pdf

Who we are and how to contact us

Each awarding body is a separate organisation. Your school or examination centre will be able to
confirm to you which awarding body is delivering each qualification you are undertaking and you will
receive a statement confirming what qualifications you have been entered for and which awarding
body. You will find links to each awarding body’s website and information on how to contact them
here: www.jcqg.org.uk/contact-us/contact-details-for-jcg-and-members.

Information about you and from where it is obtained

Each awarding body whose qualifications you enter will need to use a variety of information about
you. This includes obvious identification details such as your name, address, date of birth and your
school or examination centre. It also includes information about your gender, race and health, where
appropriate. This information is provided by you or your parents/guardians and/or by your school or
examination centre.

Each awarding body will create certain information about you such as a candidate number,
examination results and certificates.

You will find further information about this in the awarding bodies’ full Privacy Notice (see links
above) or by contacting the awarding body (see above).



What happens to the information about you

The awarding bodies use the information about you to deliver the examinations and assessments
which you have entered. This includes making a variety of arrangements for you to sit the
examinations or assessments, marking, providing you and your school or centre with results and
certificates. The awarding bodies also use some of the information about you for equality monitoring
and other statistical analysis.

The awarding bodies may share information about your results with official bodies such as the
Department for Education and the examinations regulators (eg Ofqual in England) and also relevant
local authorities and the Universities and Colleges Admissions Service (UCAS).  An awarding body
may also use information about you to investigate cheating and other examination malpractice and
will share information about malpractice with other awarding bodies.

The awarding bodies take the security of the information about you that they hold seriously.

You will find further, technical information about what to the awarding bodies do with information
about you, why and the legal basis in the awarding bodies’ full Privacy Notice, which can be accessed
here (see links on page one) or by contacting the awarding body (see above).

Your rights

The law gives you a number of rights in relation to the information about you that the awarding
bodies holds. Those rights are:

[1 Access — you are entitled to ask each awarding body about the information it holds about
you.

[ Rectification — you are entitled to ask each awarding body to correct any errors in the
information that it holds about you.

0 Erasure — in certain circumstances you are entitled to ask each awarding body to erase the
information about you that it holds.

[J Object to or restrict processing — in certain circumstances you are entitled to ask each
awarding body to stop using information about you in certain ways.

[J Complain — you are entitled to complain to the Information Commissioner (the body
regulating the use of personal information) about what each awarding body does with
information about you.

You will find further information about your rights in relation to information about you in the awarding
bodies’ full Privacy Notice, which can be accessed here (see links on page one) or by contacting the
awarding body (see above).

How long the information about you is held

Each awarding body retains information about you only for as long as it is needed. Some of the
information is needed only during the period in which you are undertaking the examination or
assessment and is securely destroyed a short while afterwards. Other information about you, such as
your name, gender, address, qualification and subjects entered and the results, are held indefinitely
and for at least 40 years.

Each awarding body has its own retention policy that sets out what information it retains, how it is
retained and for how long. You can find out more about retention policies by contacting each
awarding body (see above).



How to find out more about the information about you that the awarding bodies use

To find out more about the information about you that the awarding bodies collect and use, including
what happens to that information why, you can review the awarding bodies’ full Privacy Notice, which
can be accessed here (see links on page one) or contact the awarding body. You will find links to
each awarding body’s website and information on how to contact them here:
www.jcq.org.uk/contact-us/contact-details-for-jcg-and-members.

Please note

It is important to note that this notice concerns only how the awarding bodies use information about
you (called your “personal data”). Complaints about how an awarding body handles your personal
data can be made to the Information Commissioner (www.ico.org.uk). Information about the
examinations and assessment themselves, including the rules about assessments, can be found on
the JCQ Exams Office pages (www.jcg.org.uk/exams-office). The awarding bodies are regulated by
Ofqual (https://www.gov.uk/government/organisations/ofqual) in England; Qualifications Wales
(www.qualificationswales.org) in Wales, and the Council for the Curriculum, Examinations and
Assessment (http://ccea.org.uk/regulation) in Northern Ireland.
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Information for candidates
For on-screen tests — effective from 1 September 2019

This document has been written to help you. Read it carefully and follow the instructions.
If there is anything you do not understand, ask your teacher.

Regulations — Make sure you understand the rules

Be on Hme for Of-SOnean I ang ik not be

Do it Bveercarme v in ey unifair or dishonest practics during the on-sereen bect.

i 1o oF break the s in & Ui be i froon il

Dby take inife Hhe esmen noom the materals and equipment which ane allceed.

You et nok take irbo Hee e noom:

:; potential bechmological /e enablid soantes of information such &t an iPod, & mobibe phone,
a MP3 /4 player or similar device, & smarbuatch or 8 wrist watch which has a data storage deviee.

umwmmm.mnﬂnﬂmmﬂu

g}  the Internet, e-mail, data stored on the hard drive, or portable storage media such as Moppy disks, CDs and memary
shicka;

d)  pre-prepaned temglabes.

Remember: possession of unauthorised material is breaking the rules, even if you do not intend to use it, and

youi will e subject to penalty and possibbe disual fication.

TV you wear a wrist watch Hhe invigiator wil 2k you bo remove it and place It on your desk.

Dy nuolt Enilic 1oy o bry b0 comenunicate with or disturh other candidates once e on-Sonsen bk has dared.

T you leave the exam roam imaccomparied by an imvigilator before the on-screen kest has inkhed, you wil not be alowed Lo
e

Doy ot oo Brvyihing from another candidate during Hie on-Soreen bt

Information — Make sune i thend I - Sonsen bt and what need
K the date and time of - ST Artive ot et ben minufes before the start of your on-Soreen test.

If you arrhve |abe for an on-scresn et report bo the imigilator unning the bed

I you arrhve mone than one hour after the published sta e for the on-sonean not be allowed b tale i

Winr ceritre will infiorm you of any eguipment which you may neesd fior the on-aoreen et

Calculators, Dictionaries and

Yioui iy use & calcilahor uriess you ane okl olfverwise.

Pl |l |

I your uSe a calculabor:

&) make sure | works properly: check that e hatteris are working propery:
b) clesr arytting stored in

€)  resmove sy parts such &5 cases, lids or covers which have printed instructions or formulas:
) o st brinag I e examination rm any operabing instrctions o pregared progrems.

Dy it use & chictionany or computer pell checker urkess you ane iold otherwise

Instructions during tie on-Stmeen best

Mways lsten bo the imdgilabor. Follow their instrictions at all times.

ey e N ]

Tedl the invigilator &t once I:
@)  you have been entered for the wrong on-Semen test;
B the on-scresen test S in another candidate’s name;

£)  you or arry other IT larities.

Yo gy be ghven & question paper or the instructions may be on-screen. In elther case, read carefully and follow the
instructions.

Tf on the day of the on-screen test you feel thal your work may be affected by Bl health or any other reasan, bell the
irvigilator.

Put up your hand during the on-screen test if:

&) you have & problem with your compuler and are In doubt sbout what you should do;
b)  you do not fesl wel,

Lt

Yo mist not @sk for, and will not be of the 5,
At the and of the on-scneen bt

Ereiuire that the softwane doses al e and of the on-scnesn best.

b | = g

T yous e requined ko print off work cutside the Bme aliowed for the on-soreen bst, ensurs hat you collect your own work,
You must not share your work with other candidates. Make sure that another candidate does nat collect your printout{s).

L

Doy it Besave R escam room urtl boid o o so by the irvigilator.

Doy et take From Hhe exaen room any stabionery.
This ncliides rugh work, printouls of sy other materals proviced fof e of-Somen BBt

@ 30 2019 — Effective from 1 September 2019
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This notice has been produced on behalf of:
AQA, OCR, Pearson and WJEC
Information for candidates: non-examination assessments

This document tells you about some things that you must and must not do when you are
completing your work.

When you submit your work for marking, the awarding body will normally require you to
sigh an authentication statement confirming that you have read and followed these
regulations.

If there is anything that you do not understand, you must ask your teacher or lecturer.

In some subjects you will have an opportunity to do some independent research into a topic.
The research you do may involve looking for information in published sources such as textbooks,
encyclopedias, journals, TV, radio and on the internet.

Using information from published sources (including the internet) as the basis for your assignment is a
good way to demonstrate your knowledge and understanding of a subject. You must take care how
you use this material though - you cannot copy it and claim it as your own work.

The regulations state that:

the work which you submit for assessment must be your own;

you must not copy from someone else or allow another candidate to copy from you.

When producing a piece of work, if you use the same wording as a published source you must place
quotation marks around the passage and state where it came from. This is called “referencing”.

You must make sure that you give detailed references for everything in your work which is not in your
own words. A reference from a printed book or journal should show the name of the author, the year
of publication and the page number, for example: Morrison, 2000, pg.29.

For material taken from the internet, your reference should show the date when the material was
downloaded and must show the precise web page, not the search engine used to locate it. This can be
copied from the address line. For example: http://www.geocases2.co.uk/rurall.htm downloaded 5
February 2019.

You may be required to include a bibliography at the end of your piece of written work. Your teacher
or lecturer will tell you whether a bibliography is necessary. Where required, your bibliography must
list the full details of publications you have used in your research, even where these are not directly
referred to, for example: Morrison, A. (2000) ‘Mary, Queen of Scots’, London: Weston Press.

If you copy the words or ideas of others and do not show your sources in
references and a bibliography, this will be considered as cheating.



Preparing your work — good practice

If you receive help and guidance from someone other than your teacher, you must tell your teacher
who will then record the nature of the assistance given to you.

If you worked as part of a group on an assignment, for example undertaking field research, you must
each write up your own account of the assignment. Even if the data you have is the same, you must
describe in your own words how that data was obtained and you must independently draw your
own conclusions from the data.

You must meet the deadlines that your teacher gives you. Remember - your teachers are there to
guide you. Although they cannot give you direct assistance, they can help you to sort out any
problems before it is too late.

Take care of your work and keep it safe. Do not leave it lying around where your classmates can find
it. You must always keep your work secure and confidential whilst you are preparing it; do not share it
with your classmates. If it is stored on the computer network, keep your password secure. Collect all
copies from the printer and destroy those you do not need.

Do not be tempted to use essays from on-line essay banks — this is cheating. Electronic tools used by
awarding bodies can detect this sort of copying.

You must not write inappropriate, offensive or obscene material.

Plagiarism

Plagiarism involves taking someone else’s words, thoughts or ideas and trying to pass them off as your
own. Itis a form of cheating which is taken very seriously.

Do not think you will not be caught; there are many ways to detect plagiarism.

= Markers can spot changes in the style of writing and use of language.

= Markers are highly experienced subject specialists who are very familiar with work on the topic
concerned — they may have read or seen the source you are using (or even marked the essay you
have copied from!).

= Internet search engines and specialised computer software can be used to match phrases or pieces
of text with original sources and to detect changes in the grammar and style of writing or
punctuation.

Penalties for breaking the regulations

If your work is submitted and it is discovered that you have broken the regulations, one of the
following penalties will be applied:

= the piece of work will be awarded zero marks;

= you will be disqualified from that component for the examination series in question;

= you will be disqualified from the whole subject for that examination series;

= you will be disqualified from all subjects and barred from entering again for a period of time.

The awarding body will decide which penalty is appropriate.

REMEMBER — IT'S YOUR QUALIFICATION SO IT NEEDS TO BE YOUR OWN WORK

©2018 — Effective from 1 September 2018
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This notice has been produced on behalf of:
AQA, City & Guilds, CCEA, OCR, Pearson and WIEC
Information for candidates

GCE, ELC and Project qualifications - coursework assessments

This document tells you about some things that you must and must not do when you are
completing coursework.

When you submit any coursework for marking, you will be asked to sign an authentication
statement confirming that you have read and followed these regulations.

If there is anything that you do not understand, you must ask your teacher or lecturer.

Coursework provides you with an opportunity to do some independent research into a topic.
The ressarch you do will involve looking for information in published sources such as textbooks,
encyclopedias, jounals, TV, radio and on the inbemet.

Using information from published sources (induding the intermet) as the basis for your coursework is a
good way to demonsirate your knowledge and understanding of a subject. You must take care how
you use this material though - you cannot copy it and dlaim it as your own work.

The regulations state that:
“the work which you submit for assessment must be your own™;
"you must not copy from someone else or allow another candidate to copy from you®.

If you wse the same wording as a published source, you must place quotation marks around the
passage and state where it came from. This is called "referencing”. You must make sure that you give
detailed references for everything in your work which & not in your own words, A reference from a
printed book or journal should show the name of the author, the year of publication and the page
number, for example: (Morrison, 2000, pg.23).

For material taken from the internet, your reference should show the date when the material was
downloaded and must show the predse web page, not the search engine used to bocate it. This can be
copied from the address line. For example:

(tip:/ fwrwew b co.uky schiools/ 16 /sosteacher history /49766.shiml), downloaded 5 February 2019,

You must also include a bibliography at the end of your work. This must list the full details of
publications you hawve used in your ressarch, ewen where thess are not direcly referred to, for
example: Morrison, A. (2000) "Mary, Quesn of Scobs", London: Weston Press.

If you copy the words or ideas of others and do not show your sources in
references and a bibliography, this will be considered as cheating.



