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SCER Chew Valley School s

Learn Grow Achieve Email: enquiries@chewvalleyschool.co.uk
Headteacher: Gareth Beynon BA (Hons), MA Web: www.chewvalleyschool.co.uk
Dear Students & Parents November 2025

Students have received their timetables for exams and this will shortly be available on ExamsAssist Portal.
Please check the Portal the evening before each exam, as sometimes rooms may change. This is a live system
and will update as soon as | make a booking or change to your rooming.

All public examination students have to comply with regulations for candidates issued by the Joint
Council for Qualifications, JCQ. JCQ is the regulatory body for all Examination Boards in the UK.

Every effort has been made to ensure that JCQ regulations are clear and familiar to our students. To
assist students, they have been issued with a copy of the documents below which are also available on
our website, inside this booklet and which we must ensure they read and understand;

Information for Candidates — Coursework Assessments
Information for Candidates — Non-examination Assessments
Information for Candidates for On Screen Tests

Information for Candidates for Written Examinations
Information for Candidates - Guidelines for Social Media use
Information for Candidates — Privacy Notice

We have created this Examination Booklet to give Students and Parents information and reminders
pertinent to Chew Valley School which, again, include the notices listed above. We would also urge
Parents and Carers to read the Examination Booklet so everyone is familiar with the content.

Staff will give students support and assistance towards preparing for their final examinations throughout
the next few weeks. Deadlines for coursework and dates for Controlled Assessments/Non
Examination Assessments are set by class teachers and will vary depending upon your child’s subject
choices.

It may be of some assistance to parents/carers to have some overview of what to anticipate throughout
the forthcoming academic year but please note, all dates are provisional.

Students’ FINAL Summer Individual Timetable will be available via ExamsAssist Portal. This final
timetable indicates the date/time/venue for each subject paper. Itis VITALLY important for
students to read and note this information and to ensure they know where to go for every exam as
they will not necessarily sit all exams in the same location.

Please note: The date, time and venue are NOT NEGOTIABLE. If an afternoon exam
finishes after the coach departure time, Parents/Carers must make arrangements for
transport home as students cannot be released early from the exam room and coaches
cannot be held back.

As a guide, external exams are scheduled from early May until 26 June 2026. Please remember that
these dates are subject to change.



For Public Examinations, students must be present in the exam venue 20 minutes before the
timetabled starting time. This is to ensure all notices are delivered and that students are in the correct
location with the correct paper in front of them. Students have to supply their own pens, pencils and
mathematical equipment. Please note - students should only use BLACK ballpoint pens, in accordance
with JCQ regulations. Gel pens are not permitted. Full school uniform must always be worn for Year
Il and suitable, appropriate clothing for Years 12 and |3 (covering shoulders and midriff). Hoodies
and wrist watches are not allowed in Exam Rooms.

You will be able to find information regarding JCQ regulations on the notices to candidates. Please be
aware that these are JCQ regulations and all exam candidates have to follow them. Every year the
school will receive at least one inspection visit. These visits are spot checks which enable the JCQ to
confirm that exam regulations are being followed within each registered centre.

The exam boards have contingency days in place in case of national events or incidents that have a
significant impact on the exam timetable. This is all day on Wednesday 24 June 2026. This is the final
day in the Summer 2026 exam cycle and students have to be available to come into school if we have
to move any exams.

Level 3 & GCE Results day - Thursday |3 August 2026
9.00am via ExamsAssist Portal

Please remember that your email account will cease on 31* August 2026

Level 2 & GCSE Results day — Thursday 20 August 2026
9.00am via ExamsAssist Portal

Please remember your email account will cease on 31* August 2026 if you
are not joining 6" Form.

We would ask that if you have any queries or concerns to speak with their tutor, subject teacher, Head
of House or the Examinations Officer. We wish them all the very best with their exams!
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Mrs Kate Rowlands Mrs Louise Whitehead
Deputy Headteacher Examinations Officer
exams@chewvalleyschool.co.uk



Introduction to this Booklet

The aim of this booklet is to guide you through the public examination period by explaining the
procedures and by answering some of the questions you may have.

The information contained in this booklet is vitally important, please read it carefully, and if you are
unsure about anything, please pop in and see one of us, or send an email.

Where can | find out more?

Mrs Rowlands & Mrs Whitehead are responsible for the school’s examinations.
Mrs Whitehead works from an office next to L8 and can be contacted by phone
or email

exams(@chewvalleyschool.co.uk

WE ARE HERE TO HELP YOU....

What are Public Examinations?

These are exams for which the school has to pay a fee to an external examination board. These boards
are independent of the school. They set and mark examination papers, assessments etc. Each exam
board awards qualifications such as GCSE, BTEC and GCE A levels, providing a certificate if results
have been achieved.

The school currently uses 4 examination boards and you can find out which board is used for all the
subjects you take by asking your teacher or the Exams Officer. You can access this information on the
schools website. All the boards have websites full of useful information to help you to prepare for your
exams.

The exam boards are:

AQAY OCR" edexcel [=

RECOGNISING ACHIEVEMENT

aqga.org.uk ocr.org.uk edexcel.org.uk wijec.co.uk

When do Public Examinations take place?

There are 3 main periods during which exams happen, although controlled assessments, practical
assessments and language speaking exams can occur throughout the year and dates are set by each
department and communicated to you separately.

November: This period is for English and Maths GCSE re-sits only
January: Cambridge Nationals, Cambridge Technicals and A Level Business units.
Summer: May and June. The main exam period for all subjects

Exams occur during normal term time, and it is essential that you do not arrange holidays during
scheduled school dates. In the summer, all exams are finished by 24 June 2026 and Year |11
& Year |3 students need to ensure they are available right until this date. Please be aware
these dates may change.


mailto:exams@chewvalleyschool.co.uk
http://www.aqa.org.uk/
http://www.ocr.org.uk/
http://www.edexcel.org.uk/
http://www.wjec.co.uk/

Personal Information

Chew Valley School has a unique Centre Number: 50741

Each student will have their own Exam Number, issued by the Exams Officer. This number will appear
on all official statements (entry summary, exam timetable, certificates etc.). Legal names appear on
certificates and not preferred names. Please contact Mrs Whitehead if you would like to use your
preferred name.

The entries (Higher/Foundation for Maths, Science and Languages) for all your exams are usually
decided by your teacher. A thorough checking procedure is in place to ensure that the entries are
correct which includes checking by the candidate. VWhen you receive statements of entries check
them to make sure all the information is correct. If you are in ANY DOUBT, please see your teacher
or the Exams Officer. Once the timetables have been organised, they will appear on the ExamsAssist
portal.

What to wear?

Year | | students need to wear normal school uniform at all times. Students will not be admitted to the
examination room if they do not follow this request. Hoodies are not to be worn.

Students in the 6" Form should dress in an appropriate manner. Hoodies are not allowed in the Exam
Room.

Please note that no watches are permitted in exam rooms. Digital or analogue. There are no
exceptions.

The day before each Exam....

Make sure you check your timetable via the ExamsAssist Portal just before your exams. Late changes
to venues may have occurred. It is your responsibility to arrive promptly and to ensure transport
arrangements are in place for both journeys. This is especially important for afternoon exams
which frequently finish after the school buses have gone — students cannot be released
early from the exam room to get the bus home.

Ensure you know which room your exam takes place in and where that room is in the school. If in any
doubt, ask a teacher or come to the Exams Office.

Prepare your school bag with all necessary equipment needed.
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On the Day of the Exam....

AT

For morning exams

You need to be at your venue by:

20mins before

For afternoon exams

You need to be at your venue by:

20mins before

Your timetabled exam start time is the time we plan to start the exam, it is

not the arrival time.

You will be registered in the exam venue. Do not go to a tutor base.

Once you are inside the exam venue you are under Exam conditions and the supervision of the Exam
Invigilators. You MUST FOLLOW ALL THEIR INSTRUCTIONS, be silent and listen carefully

to them. If you have any queries, do not disturb another candidate but raise your hand to alert the

invigilators.

(in

invigilators.

\_

n the event of an emergency and FIRE EVACUATION, follow the instructions of the

~

DO NOT take any exam materials (papers, books etc.) with you
DO NOT talk - if you are observed talking, your exam may be void
DO NOT remove bags. Leave all belongings behind

DO NOT go to your normal evacuation point — you will be directed to the exam
evacuation point (outside Marmion House). YOU MUST REMAIN SILENT

)

Who is responsible for knowing
when and where the exams are?

You are. Your personalised timetables will be
on the ExamsAssist Portal and you will be
told when it is available. You need to check your
timetable thoroughly. Speak to your teachers or
to the exams team if you need anything
explained. It makes sense to add dates, times &
venues to your mobile phone. Do not follow
your friends as they may be in a different room!

PLEASE READ THIS
DOCUMENT AND STICK
TO ITS RULES!!

What are the Exam Rules and what
happens if they are broken?

The rules for the conduct of public exams are
clear and non-negotiable. They are spelled out
in detail by JCQ, the body that acts on behalf of
all exam boards. These rules are attached to
the back of this booklet. Copies are also
available on the school website.




Important Reminder of Basic Rules

outside. No excuses!

YOU MUST BE SILENT from the moment you enter
your exam venue until the moment you are well

require any help or have a query.

DO NOT ATTEMPT TO COMMUNICATE WITH
OTHER STUDENTS. This includes talking, hand movements,

eye contact etc. Face forward at all times and put your hand up if you

IN A CLEAR BAG/PENCIL CASE.

instructions with the calculator memory cleared

BRING ALL NECESSARY EQUIPMENT WITH YOU

Calculators (if permitted) should be without lids or any written

WATER ONLY IN A CLEAR PLASTIC
BOTTLE- NO SPORTS TYPE BOTTLES.

X

Leave all Phones in your bags.

Mobile phones, alarms, ear pods, MP3 players, smart
devices/watches, tippex and correction/gel pens are
FORBIDDEN. You will be asked to remove your watch and hand
to an Invigilator if you forget to leave it outside. Any device found to be
on a student will be confiscated and the exam board informed. This
often leads to your paper being cancelled and no grade being awarded!

answers are legible and your handwriting is clear.

Pens need to be BLACK INK only. You must only write in

R | the designated areas. You are responsible for making sure your

The full list of rules are in the JCQ document.

FROM ALL EXAMS if you break any of their rules.

of staff appointed by the Headteacher, Mr Beynon, to
conduct exams safely and fairly.

You must follow their instructions at all times.

\_

(I'he exam boards have the power to DISQUALIFY YOU\

The rules will be governed by INVIGILATORS — members

/




Timetables

When will | get my timetable?

For the main summer exam season, you will receive an email link to the ExamsAssist portal, after
Easter.

When will Language Speaking tests and Art exams take place?

Language speaking tests will be arranged through your teacher and are generally in April and May.
Similarly, Art practical exams will be arranged by your teachers and usually held in April/May.

Lateness, lliness and Injuries

What happens if | am late?

A DO NOT BE LATE- if anything, aim to be early!

If you are only a few minutes late, go straight to the exam venue and do not report to Reception. If
you are more than |0 minutes late, report to Reception and ask them to contact the Exams Officer.
In special circumstances, it may be possible for you to take the exam, but this is not automatic.
“Oversleeping” is unlikely to be accepted unless the exam board can be satisfied that the integrity of
the exam has not been compromised.

What if | am ill or injured?

Accidents and illness do happen, but if at all possible, you need to turn up to your venue and on time.
We can apply for special consideration if you take your exam under these circumstances, but will
need written verification (usually a Consultants’/Hospital note), which you will need to give to the
Exams Officer immediately. exams@chewvalleyschool.co.uk

If you cannot get in for the exam at all, you need to ring the school immediately when this becomes
apparent on 01275 334225 (direct line to the Exams Office) and email the Exams Officer to tell them
the circumstances exams(@chewvalleyschool.co.uk

Do not expect the absence line to pass on messages about absence from exams due to illness/injury
as these will not reach us in time for the start of morning exams.

Do | need to pay for my exams?

No - if you have missed an exam for a good reason.
However, Exam entries cost the school a lot of money so you may be charged if you fail to attend.


mailto:exams@chewvalleyschool.co.uk
mailto:exams@chewvalleyschool.co.uk

Grading new GCSEs from 2017

New grading structure Current grading structure
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Results and Results Day

Results of external exams will be available via the PORTAL from 9.30am on the published results
dates. Results can be printed from the ExamsAssist Portal at home if convenient. You can come into
school to collect results and we will write to you before these dates to let you know the
arrangements.

However, please remember that your Insight portal access will cease on 31* August 2026 if you are
not returning to school in September-.

Exam Season Results Date Time & Location
(2026)
Summer 2026 Thursday |3 August 2026 9.30am Portal
(A Level)
Summer 2026 Thursday 20 August 2026 9.30am Portal
(GCSE)
Certificates

Certificates confirming your results are vitally important

documents and should be carefully stored as they will almost definitely
be needed at a later date. You can collect them either at your GCSE or A Level Certificate
Presentation Event — normally in December, (we will write to invite you to this later in the year) or in
person from Reception shortly after the Presentation Events.

If you are unable to collect certificates yourself, you may arrange for a friend or family member to
collect these on your behalf but we must have a written note of consent from you and the person
collecting must bring photo ID. We are unable to post certificates and any uncollected certificates
will be destroyed after one year, in line with regulations.

Please remember that your Insight portal access will cease on 31 August 2026 if you are not
returning to school in September.

Lost Certificates

If you lose your certificate you would need to apply directly to the exam board concerned for a
statement of results — contact details for the exam boards are on the school website. This can cost
in excess of £50 per certificate, so please keep them safe! The school does not keep copies of any

examination certifications.

Legal names appear on certificates and not preferred names, so if you wish to change this in advance,
please email Mrs Whitehead.

10



Post Results Services

It is possible that some of your results could be disappointing. In some cases, this is likely to be a
reflection of the work you have done in your preparation. However, if any of your results are
significantly below your expectations, there are a number of options you may wish to pursue. These
options need to be thought about carefully and discussed with subject teachers, parents/carers and
the Exams Officer before you embark on them.

Enquiries about Results (EARS)

The following services are available:

GCE
PRIORITY Review of Marking | Approx. £ 95 per paper. DEADLINE -
(where a University Place is (ie Maths — 3 Papers @ £95 x 3 = £285) [0am 20 August
dependant) 2026
Review of Marking — can take | Approx. £75 per paper DEADLINE —
20 days (ie Maths — 3 papers @ £75 x 3 = £225) [0am 6
September 2026
GCSE
Review of Marking — can take | Approx. £65 per paper DEADLINE —
20 days (ie Maths — 3 papers @ £65 x 3 = £195) |0am 8
September 2026

Access to Scripts (ATS)

You can request a copy of your script/exam paper. Please speak to the Exams Officer to find out all
of the options. This may be an option for checking if you need a paper reviewed.

These deadlines represent THE VERY LATEST date for requesting Reviews. Remember you need
to check with the Exams Officer for availability of the service you require and the correct fee. YOU
SHOULD ORGANISE ANY ENQUIRY EARLY TO AVOID MISSING THESE DEADLINES
WHICH ARE FIXED BY THE EXAM BOARDS.

In all cases, you will be asked to sign an acknowledgement that your results may remain unchanged or
could go up or down. Grades that go up will have their fee refunded. Please note that Coursework
or NEA’s cannot be re-marked.

Re-sits

Only GCSE English & Maths can be re-sat in the November series if you attend 6" Form here.
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And Finally.......

Exams can be a worrying time, but if you revise effectively, prepare properly and make sure you
organise yourself (pens, calculator, clear pencil case, checking your timetable etc.) then you can
reduce stresses during the exam season to a minimum.

Please speak to your subject teacher or to the Exams Office staff if you are unclear about any of the
procedures involved in your exams.

PATIENCE,
PERSISTENCE
AND
PERSEVERANCE
WILL TAKE YOU

ANYWHERE.

BEST WISHES FOR ALL YOUR EXAMS

\{W y(ﬂ LLJ@LCM_@LLL

Mrs Kate Rowlands Mrs Louise Whitehead
Deputy Headteacher Exams Officer
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This document tells you about some things that you must and must
not do when you are completing coursework,

When you submit yvour work 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.

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

You can demonstrate your knowledge and understanding of a subject
by using information from sources, or generated from sources, which
may include the internet and Al. Remember, though, information from
these sources may be incorrect or biazed. You must take care how

wou use this material - you cannot copy it and claim it as your own
Wl

If you u=e the same wording as a published source, you must place
guotation marks around the passage and state where it came from.
This is called ‘referencing’. ¥ou must make sure that yvou 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;
(Marrison, 2000, p29).

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: httpnews.bbccowuk,)’
onthisday/hi/dates/stories /october/28/newsid_2621000/2621315.stm,
downloaded 5 Februarny 2026,

Whera computer-generated content has been used {such as an Al
chatot), your reference must show the name of the Al tool used
and should show the date the content was generated. For example:

ChatGPT 3.5 (https:/fopenai.com/blog/chatgpt/), 25/01/2026.

14



You should also reference the sources used by the Al tool in
generating the content.

You must retain a copy of the guestiond{s} and computer-generated
conbent for reference and authentication purposes in a non-editable
format {such as a screenshot) and provide a brief explanation of
how you used it. This must be submitbed with your work fior final
assessment so that your teacher can review the waork, the
Al-generated content and how it has been used.

“ou may be reguired to produce a biblicgraphy at the end of your
wiork. This must list the full details of publications you hawve used

n your research, even where these are not direcktly referred to. For
example: Curran, J. Mass Media and Society (Hodder Arncld, 2005].

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

FPreparing your coOursework - gooc

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

Your parent/carer may provide you with access to resource materials
and discuss your coursevweork with you. Howewer, they must not giee
wou direct adwice on what should or should not be included.

If wou worked as part of a group on an assignment, you must each
wirike up your own account of the assignment. Even if the information
ywou have is the same, the description of how that information was
cbtained and the conclusions you draw from it should be in your

own weords.

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 cut amy problems before it
s too late.

Take care of your work and keep it safe. Don't leave it lying around
wihere your classmates can find it. Don't share it with anyone,
ncluding posting it on social media. You must always keep your work
secure and confidential. 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.

Don't be tempted to use any prepared or generated online solutions
and try to pass them off as your own work = this is cheating.
Electronic tools used by awarding bodies can detect this sort of
Copying.

You must not write inappropriate, offensive or obscene material.

15



Plagiarism

Plagiarism involves taking someone else’s words, thoughts, ideas or
outpuks and trying bo pass them off as yvour own. It could also include
Al-produced material. Plagiarism is a form of cheating which is taken
very seriously.

Don't think you won't be caught; there are many ways to detect
plagiarism

* Markers can spot changes in the sktyle of writing and use
of languags.

* Markers are highly experienced subject specialists who will ba
familiar with work on the topic concerned. They may
have read the source you are using or even marked the work
vou have copied from

Ll

* [nternet search engines and specialised computer sofoware
can ke used to match phrases or pieces of text with original
sources. They can detect changes in the grammar and style of
writing or punchuation

Sanctions for breaking the regulations

If it is discoveraed that you hawve broken the rules, one of the following
sanctions will be applied

= ywou will be awarded zero marks for your work;

= ywou will be disgualified from that unit for that
examination series

« wou will be disgualified from the whole subject for that
examination series

= ywou will be disgualified from all subjects and barred from
entering again for a period of time

e aWanrng Doay Wi | decide which sanction is appropriate

REMEMBER - IT'S ¥YOUR QUALIFICATION S0 IT NEEDS TO BE YOUR
OWHN WORK.
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This document tells vou about some things that you must and must
nat do when yvou are completing your work

Whean you submit vour work for marking, the awarding body will

normally require you to sign an authentication staternent confirmning
that vou have read and followed the regulations.

If there is something that vou do not understand, vou must ask your
teacher.

Preparing vy

If wou receive help and guidance frorm sormmecne other than yvour
teacher, wou must tell yvour teacher. They will then record the
assistance given to you.

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

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

Take care of yvour work and keep it safe. Do not leave it Iving arocund
where your classmates can find it. Do not share it with anvone,
ncluding posting it on social media. You must always keep your work
secure and confidential. IFit is stored on the computer network, keep
wour password secure. Collect all copies from the printer and destroy
those vou do not need.

Do not be tempted to use any prepared or generated online
solutions and try to pass them off as your own work - this is
chaating. Electronic tools used by awarding bodies can detect this
sort of copying.

“You must not write inappropriate, offensive or obscene material.

18



In sorme subjects vou 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.

You can demonstrate your knowledge and understanding of a subject
by using information from sources, or generated from sources, which
rnay include the internet and Al. Rermember, though, information from
these sources may be incorrect or biased. You must take care how
vou use this material - you cannot copy it and claim it as vour own
Work.

Uzing 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
yvou use this material though - vou cannot copy it and clairm it as vour
oW work.

When producing a piece of wark, if vou use the same wording as

a published source, you must place guotation marks around the
passage and state where it came from. This is known as referencing.
You must make sure that you give detailed references for everything
in your work which is not in vour own words. A reference from a
printed book or journal should show the name of the author, the vear
of publication and the page number. For example: Morrison, 2000,
p29.

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: httpnews_bbc.co.uk,
onthisday/hi/dates/stories/october/28/newsid_2621000/2621915.stm,
downloaded 5 February 2026,

Where computer-generated content has been used (such as an Al
chatbot), yvour reference must show the name of the Al tool used
and should show the date the content was generated. For example:
ChatGPT 3.5 (httpsyYopenai.com/blog/chatgpt,. 25/01/2026. You
should alzo reference the sources used by the Al tool in generating
the content.



You must retain a copy of the guestiond{s) and computer-generated
content for reference and authentication purposes in a non-editable
format {such as a screenshot) and provide a brief explanation of
how wou used it. This must be submitted with your work for final
assessment so that your teacher can review the work, the
Al-generated content and how it has been used.

You may be reguired to include a bibliograpghy at the end of your
piece of written work. Your teacher will tell you whether this is
necessary. Where required, your biblicgraphy must list the full details
of publications you have used in your research, even where these
are not directly referred to. For example: Curran, J. Mass Media and
Society (Hodder Arncld, 20057,

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

Flagiarism involves taking someone elze’s words, thoughts, ideas or
outputs and trying to pass them off as your own. It could also include
Al-produced material. Plagiarism is a form of cheating which is taken
very seriously.

Don't think you won't 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 will be
very familiar with work on the topic concerned. They may
hawve read the source you are using or even marked the work
vou have copied from

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

Sanctions for breaking the regulations

If it is discovered that you have broken the regulations, one of the
following sancticns will be applied:

= vou will be awarded zero marks for your work:

« you will be disqualified from that component for the
examination series in guestion;

« 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 pericd of time

The awarding body will decide which sanction is appropriate

REMEMBER - IT'S YOUR QUALIFICATION SO IT NEEDS TO BE YOUR
OWHN WORK.
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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.

A. Regulations - Make sure you understand the rules

1 Be on time for your on-screen test(s). If you are late, your work
might not be accepted.

2 Do net become imvolved in any unfair or dishonest practice during
the on-screen test.

3 If you try to cheat, or break the rules in any way, you could be
disgualified from all your exams.

4 Only take into the exam room the materials and equipment which
are allowed.

5 You must not take into the exam room:
(@) notes;

(b} AirPods, Earphones/Earbuds, an iPod, a mobile phone, a
MP3/4 player or similar device, a watch, smart glasses or
any other smart device.

Lnless you are told otherwise, you must not hawve access to:

(c) the internet, email, data stored on the hard drive, or
portable storage media such as floppy disks, COs and
memory sticks;

(d} pre-preparaed templates.

Remember: possession of unauthorised material is breaking the
rules, even if you do not intend to use it, and you will be subject
to penalty and possible disgualification.

& If you have a watch, the invigilator will ask you to hand it to them.

7 Do nmet talk to or try to communicate with or disturt other
candidates once you have entered the exam room.

8 If you leave the exam room unaccompanied by an invigilator before
the on-screen test has finishad, you will not be allowead to return.

9 Do mot borrow anything from another candidate during the
an-screen test.

22



B. Information - Make sure you attend yvour on-screen test

and bring what you need

1 Know the date and time of your on-screen test{s). Arrive at least
ten minutes before the start of your on-screen test.

2 [If you arrive late for an on-screen test, report to the invigilator
running the test

F If you arrive more than cne hour after the published starting time
for the on-screen test, you may not be allowed to take it

4 Your centre will inform you of any eguipment which you may need
for the on-screen test.

C. Calculators, dictionaries and computer spell-checkers

1 You may use a calculator unless you are told otherwise.
2 If you use a calculator:

(a) make sure it works properly; check that the batteries are
working properly;

(b} clear anything stored in it;

P . T - - 5l - P .

(C) remowve any parts such as cases, lids or covers which have
printed instructions or formulag;

(d}y do mot bring into the examinaticn room any cperating
nstructions or prepared programs

3 Do nmet use a dicticnary or computer spell checker unless you are
told otherwise.
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D. Instructions during the on-screen test

1 Abways listen to the invigilator. Abways follow their instructions
2 Tell the irvigilator at once if
(a) you hawve been entered for the wrong on-screen best;
(b} the on-screen test is in another candidate’s name
[} you experience system delays or any other IT issues;
(d} your access to the on-screen test has not been sat
up correctly

(e} adjustments to the on-screen test have not been made for
you, e.g. additional time has not been added, computer
reading software or speech recognition software has not
been uploaded.

3 “ou may be given a guestion paper or the instructions may be on
screen. In either cass, read carefully and follow the instructions. Do
not open the guestion paper until you are told that the exam
has begun

E. Advice and assistance

1 If on the day of the on-screen test yvou feal that your work may
be affected by ill health or any other reason, tell the invigilator.

2 Put up yvour hand during the on-screen test if

(&) you have a problem with vour computer and are not sure
what you should do

by wou do not feel well

3 You must not ask for, and will not be given, any explanation of
the questicns

F. At the end of the on-screen test

1 Ensure that the software closes at the end of the on-screen test.
2 If you are required to print off work outside the time allowed for
the on-screen test, ensure that you collect your own work, You

must not share your work with other candidates. Make sura that
another candidate does not collect wour printout(s).
3 Do not leave the exam room until told to do so by the invigilator
4 Do not take any stationery from the exam room. This includes
rough work, printouts or any other materials provided for the
on-scraen test.
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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. Regulations - Make sure you understand the rules

1 Be on time for all your exams. If you are late, your work might not
be accepted.

2 Do not become invalved in any unfair or dishonest practice during
the exam

3 If you try to cheat or break the rules in any way, you could be
disqualified from all your exams.

4 ‘You must not take intc the exam room any unauthorised material
imcludireg:
{a) notes;

(b} earphones or earbuds (e.g. AirPods), mobile phones, MP3/4
players or similar devices, smart glasses, tablets {e.g. iPads
or iPods);

{c) watches.
Any pencil cases taken into the exam roorm must be see-through.

Remember: possession of unauthorised material is breaking the
rules, even if you do not intend to use it, and you will be subject
to sanctions and possible disqualification.

5 Do not use correcting pens, fluid or tape, erasable pens, highlighters
or gel pens in your answers,

& Do not talk to or try to communicate with or disturb other
candidates once you have entered the exam room.

You must not write inappropriate, cbscene or offensive material.

If wou leave the exam room unaccompanied by an invigilator before
the exam has finished, you will ot be allowed to return.

9 Do not borrow anything from another candidate during the exam.
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B. Information - Make sure you attend your exams and

bring what you need

1 Know the dates and times of all your exams. Arrive at least ten
rminutes before the start of each exam.

2 If you arrive late for an exam, report to the invigilator running
the exam.

3 If you arrive more than one hour after the published starting time
for the exarn, you may not be allowed to take it.

4 Only take into the exam room the pens, pencils, erasers and any
other eguipment which you need for the exam.

5 You must write clearly and in black ink. Coloured pencils or
inks may only be used for diagrams, maps, charts, etc. unless
the instructions printad on the front of the question paper
state otherwise

C. Calculators, dictionaries and computer spell-checkers

1 You may use a calculator unless you are told otherwise.
2 If you use a calculator:
({a) make sure it works properly. check that the batteries are
wiorking properly;
(b} clear anything stored in it;
(C) remove any parts such as cases, lids or covers which have
printed instructions or formulae;
(d} do not bring into the exarm room any operating instructions
or prepared programs.

3 Do not use a dicticnary or computer spell checker unless you are
told otherwise.
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D. Instructions during the exam

1 Always listen to the invigilator. Always follow their instructions.
2 Tell the invigilator at cnce if:
ra) you think vou have not been given the right question paper
or all of the materials listed on the front of the paper;
() the question paper is incomplete or badly printed,
{c) you think you have not been given the expected access
arrangermenti(s)

3 Read carefully and follow the instructions printed on the guestion
paper and/or on the answer booklet.

4 Do not start writing anything until the invigilator tells you to fill in
all the details reqguired on the front of the question paper and/or
the answer booklet. Do not open the guestion paper until you
are told that the exam has begun.

5 Remermnber to write your answers within the designated sections of
the answer booklet

& Do your rough work on the proper exam stationery. Cross it
through and hand it in with your answers
Make sure you add your candidate details to any additional answer
sheets that you use, including those used for rough work.
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E. Advice and assistance

1 If on the day of the exam you feel that vour work may be affected
by ill health or any other reason, tell the invigilator.

2 Put up your hand during the exam if:

(a) you have a problem and are not sure about what you
should do;

(b} you do not fael well
(c) you need more paper.

3 You must not ask for, and will not be given, any explanation of
the questions

F. At the end of the exam

1 If you hawve used more than one answer booklet and/for any
supplementary answer sheets, place them in the correct order
Place any |loose additional answer sheets inside your answer
booklet. Make sure you add your candidate details to any additional
answer sheels that you use. For CCEA examinations, any loosa
additional answer sheets should be placed behind your script.

2 Do not leave the exam room until told to do so by the invigilator

3 Do not take any stationery from the exam room. This includes the
question paper, answer booklets used or unused, rough work or
any other materials provided for the axam
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(@] Al and Assessments

38 A quick guide for students

What is Al? How can Al be misused
in assessments?

Al stands for artificial
intzlligence and using it is like
having a computer that thinks

Al tools like ChatGPT or
Snapchat My Al can write
text, make art and create

:@ music by learming from

Al misuse is when you take
something made using Al
and say it's wour own works

THIS IS
CHEATING!

O

data from the internet,
but watch out — they can
also malke things up and
be biased

How do | make sure

| don't misuse AlI?

Know the rules Reference reference reference! Declare it's all your own
. Ifyou're allowed to use Al tools, work —When you hand in your
9 Yours notallowad to uss Al ygu rruct reference them clearly assassmnnt,yﬁ have to Si;?'l a
tocls when you're in an exam N the Al tool d declaration. Anything without 3
o Your teachers will tell you ifyou're oo e olyouuse reference must be all your own
allowed to use Al tools when o Add the date you generated work. If you've used an Al tool,
doing your coursswork —the rules the content don't sign the declaration until

i ificati u're sure you've added all
will depend on your qualification o Explain howyou ussd it %‘:ﬁ rafnranggs
o BEven ifyou're allowed to use Al
tools, you can't get marks for
content just produced by Al —
your marks come from showing
your own understanding and
producing your own work

What happens if | misuse Al?

If you've misused Al, you
could lose your marks

for the assessment — you
could even be disqualified
from the subject.

DON'T RISK IT!

o Sawve a screenshot of the
questions you asked and
the answers you got

REMEMBER

Misusing Al is cheating!

Know the rules

Talk to your teachers

Reference clearly
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JCQ

v Onvyour exam day

This checklist will help you to be as prepared as possible for your
exams so that you can focus on doing your best on the day.

What you cannot take into exams:

any type of phone

revislon notes

any type of watch (this Incluﬂes
analogue, digital and smart watches)

What you will need:

a clear pencil case

at least two black ink pens -
blue pens are not acceptable

an approved calculator
for relevant exams

appropriate apparatus such as a ruler
or protractor for relevant exams

a clear water bottle if
you wish to take one in -
it must not have a label

If you have any questions
about your exams, please ask
your teacher or exams officer. @

You can also find useful information about preparing for exams at
www.jeq.org.uk/exams-office/information-for-candidates-documents

- EFFECTIVE FROM15EPTEMBER 202 —— 7 7 ——
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AQA City & Guilds CCEA NCFE OCR Pearson WIEC

NO MOBILE PHONES
NO WATCHES

NO TECHNOLOGICAL OR WEB-ENABLED
POTENTIAL SOURCES OF INFORMATION

Possession of unauthorised items, such as a mobile phone
or any watch, 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
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Warning to candidates ICQ

cic

AQGA S EZEE OCR @vearson  wet

T i rm i e Frrmarany ey chac

AQA Siy&  ccea NCFE OCR  Pearson  \WJEC

1
You must be on time for all your examinations.

2
Possession of a mobile phone or other unauthorised material
is not allowed even if you do not intend to use it. You will be
subject to penalty and possible disqualification frorm the
examination or qualification.

3
You must not talk to, attempt to communicate with or disturb other
candidates once you have entered the examination room.

&
You must follow the instructions of the invigilator.

5
You must not sit an examination in the name of another candidate.

6
You must not become involved in any unfair or dishonest practice in
any part of the examination.

7
If you are confused about anything, only speak to an invigilator.

The Warning to 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 see.
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JcQ
AQAD Sﬁ{ﬁ: ced ncfe_ OCR @ wje‘ci

Couracig Lawrey Ot L ) 8 Pt'am)n CbOC

Information for Candidates
Information About You and How We Use It

You have entered general or vocational qualfications 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 2 high level summary of the information the awarding body is required
by law to give you about what happens to that information. For more detail see each awarding body’s
full Privacy Notice:

Who we are and how to contact us

Each awarding body s 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:  hitps://weww jcg.org uk/contact-our-members/

Information about you and from where it is obtained

Each awarding body whose qualifications you enter will need to use a vanety 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 indudes information about your gender, race and health, where
appropriate. This information Is provided by you or your parents/quardians 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).
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What happens to the information about you

The awarding bodies wse the information about you to deliver the examinations and assessmenis
which you have entered. This inchedes making a varety of arrangements for you to sit the
examinations of assessments, marking, providing you and youwr school or centre with results and
certificates. The awarding bodies also use some of the information about you for eguality monitaring
and other statistical anakysis.

The awarding bodies may share information about your resulis with offidal bodies such as the
Department for Education and the examinations requlators (e.g. Ofgual 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 inwestigate dheating 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 serioushy.

“ou will find further, technical information about what the awarnding bodies do with information about
you, why and the legal basis in the awarding bodies’ full Privacy Motice, which can be accessed here
(=2 links on page one) or by contacting the awarding body (s=e above).

Your rights

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

= Apoess - you are entitled to ask each awarding body about the information it holds about

oLl
= Recifiation = you are entitled to ask each awanding body to comect any ermors in the
information that it holds abowt you.

= Erasure = in certain ciroumstamnces you are entitled to ask each awarding body to ease the
information about you that it hobds.

= Dbject to or restrick processing = in certain droumstances you are entitled to ask each
awarding body to shop wsing information about you in certain ways.

= Complain = you are entiled to complain to the Information Commissioner (the body
regulating the wse of personal information) about what each awarding body does with
information about you.

Yiou will find further information about your rights in relation to information about you in the awarding
bodies" full Privacy Motice, 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 refains information about you only for as long as it is needed. Some of the
information is meeded only during the period in which you are undertaking the examination or
assessment and is securely destroyed a short whille afterwards. Other information about you, swch as
your name, gender, address, gualification and subjecis entered and the resulis, are held indsfinitehy
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 polices by contacting each
awarding body (see above).
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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, incheding

what happens to that information and why, you can review the awanding bodies’ full Privacy MNotice,
which can be accessed here {see links on page one) or oontact the awarding body. You will find links

to each awarding bodys website and information on how to  contact them  here

Please note

It is important to note that this notice concerns only how the awarding bodies use information abowut
yvou {called your “personal data™). Comiplzinks about how an awarding body handles your personal
data can be made to the Information Commissioner (wewicoorguk). Information about the
examinations and assessments themselves, including the rules about assessments, can be found on
the 0 Exams Office pages (weiw jog.org uki/exams-gffice). The awarding bodies are regulated by
Ofgual  (hitps:/ fwwwi.gov.uk/government/ organisationsfofgualy in England; Qualifications Wales
(v qualificationswales org) in Wales, and the Council for the Curricuhem, Examinatiors and
Assessment (hitp:/focea.org.ukfreguilation) in Northern Ireland.

JCQ Information for candidates

pd Using social media and examinations/assessments

While we like to share our
experiences online, when it
comes to exams and other
assessments, we have to be
careful.

- Sharing ideas online can be
helpful when you're studying
or revising

xq

- However, sharing certain
information (see information
on the right) can break the rules
and could affect your results

- If you're not sure what you can
and can't discuss online, check
with your teacher

- If you receive exam content
on social media, you must

* Things to do on social media:

- Have fun
- Be responsible
- Report any exam or assessment content you see to

your teacher

e Things not to do on social media:

- Buy/ask for/share exam or assessment content
+ Pass on rumours of what's in exams or assessments

tell your teacher . Share your work Please
. » Work with others so that your assessment is not your take the time to
- Don't be caught out by own independent work familiarise yourself
scammers selling fake with the 3CQ rul
exam papers e
jcq.org.ukmams-omgel
xq f you do any of the above Imm’ﬂm
L activities, you may: dates-documents

- Receive a written warning
- Lose marks
- Be disqualified from a part of or all of your qualifications

- Be banned from taking exams and assessments for a
number of years
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cic
Information for candidates
Using social media and examinations/assessments

Image by Patrice Jonesss

This document has been written to help you stay
within exam regulations.

Please read it carefully.

We all like to share our experiences when taking exams and sharing ideas with others
online can be helpful when you're studying or revising.

However, it is important to consider what you say and to think about what
information is being shared as there are limits to what you can share and you need to
be careful not to break the rules. The rules are in place to ensure that exams are fair
to everyone, students don’t become worried about false rumours and any real issues
can be sorted out quickly by the right people.

We'd like to ask you to act responsibly when discussing online. If you're in doubt
about what you can and can't discuss online regarding your exams, it's always best to
check with your teacher.

If you receive what is or what looks to be assessment related information through
social media, or any other means, you must tell your teacher or another member
of staff. You must show them what you have received (if available). They will then
report the matter to the awarding body and it will be investigated.

Where candidates breach the rules for examinations, controlled assessments,
coursework or non-examination assessments, awarding bodies have an obligation to
investigate and may apply penalties.

37



[mage by Ben Wight

You need to know that the following would be malpractice:

copying or allowing work to be copied - e.g. posting written work on social
networking sites prior to an examination/assessment;

collusion: allowing others to help produce your work or helping others with theirs;
asking others about what questions your exam will include (even if no one

tells you);

having or sharing details about exam questions before the exam - whether you
think these are real or fake; or

not telling exam boards or your school/college about exam information being
shared.

Penalties that awarding bodies apply include:

a written warning;

the loss of marks for a section, component or unit;
disqualification from a unit, all units or qualifications; or

a ban from taking assessments or exams for a set period of time.

Please take the time to familiarise yourself with the JCQ rules:

http://www.jcq.org.uk/exams-office/information-for-candidates-documents



