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Introduction

Winterton Community Academy is committed to ensuring that candidates are fully briefed on the
exam and assessment process in place in the centre and are made aware of the required
JCQ/awarding body instructions and information for candidates. Please make sure you read all of
the following information carefully and also read and understand the JCQ Information for
Candidate documents. Links to all the JCQ documents can be found on the academy website, as
well as within this booklet.

Public examinations can be a stressful time for pupils and parents and it is important that everyone
involved is well informed. Well informed pupils will realise that rules and regulations are in place
to ensure fairness and minimise any disturbance. The exams you will be taking influence what
you do in the future, therefore, it is very important everything runs as smoothly as possible. If
there is anything at all you do not understand or require assistance with, please ask a member for
staff for help.

Any questions please contact Mrs Walker, our Exams Officer:
Telephone: 01724 732777 Email: walker.a@wintertonca.com

EFFECTIVE WAYS
OF STUDYING
DURING EXAMS
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Purpose of candidate exam handbook

To support/complement candidate briefings/assemblies

To inform candidates about malpractice in examinations/assessments

To inform candidates about the use of their personal data and copyright

To ensure candidates are provided with all relevant information about their exams and

assessments in advance of any exams/assessments being taken

e To ensure copies of relevant JCQ information for candidates documents and exam room posters
are provided in advance of any exams/assessments being taken

e To answer questions candidates may have etc.

e To inform candidates of/signpost candidates (and where relevant parents/carers) to any exams-

related policies/procedures that they need to be made aware of

Malpractice

Malpractice is the term that the exam boards use for any irregularity, or breach of the regulations. The
Exams Officer is required to, and will, report all infringements to the appropriate body and they will
decide on the action to take based on the nature of the infringement. There is a tariff system of actions
that can be taken and some infringements carry automatic loss of marks as a minimum penalty. The
exam boards take the integrity of exams very seriously and it is important that candidates heed the
Centre Exam Officer’s instructions carefully.

To maintain the integrity of qualifications, strict Regulations are in place

e Malpractice means any act or practice which is in breach of the Regulations
e Any alleged, suspected or actual incidents of malpractice will be investigated and reported to the
relevant awarding body/bodies
e JCQ provides information regarding what constitutes malpractice:
o Introduction of unauthorised material into the examination room
o Breaches of examination conditions
o Exchanging, obtaining, receiving, or passing on information which could be examination
related (or the attempt to)
o Offences relating to the content of candidates’ work
o Undermining the integrity of examinations/assessments

You need to know that the following would be malpractice:
e copying or allowing work to be copied — e.g. posting written work on social networking sites
prior to an examination/assessment;
e collusion: allowing others to help produce your work or helping others with theirs;
e 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.

Personal data

e The awarding bodies collect information about exam candidates
e To understand what information is collected and how it is used, you must read the JCQ
Information for candidates — Privacy Notice (Appendix 2)




Copyright

The copyright of any work created by a candidate that is submitted to an awarding body for
assessment (referred to as Assessment Materials) belongs to the candidate

By submitting this work, a candidate is granting the awarding body a non-exclusive, royalty-
free licence to use their assessment materials (referred to as Assessment Licence)

If a candidate wishes to terminate the awarding body’s rights for anything other than assessing
his/her work, the awarding body must be notified by the centre and it is at the discretion of
the awarding body whether or not to terminate such rights

Coursework assessments/non-examination assessments

Some subjects have an element of coursework / non-examination assessments included in them which
ahs to be completed, marked and assessed. The marks and work are sent to awarding bodies prior to
examinations. The academy sets deadlines to allow time for this process and to also meet awarding
body deadlines. These cannot be changed. Students who do NOT submit coursework on time will be
not be allocated a mark for this portion and their overall grade will suffer.

Please refer to JCQ information for candidates documents — coursework and non-examination
assessments (appendix 1)

“The centre will... notify candidates, including any private candidates entered through the
centre, of their examination entries and the dates and times of their
examinations/assessments... ensure that the JCQ Information for candidates (coursework,
non-examination assessments, on-screen tests and written examinations) are distributed to
all candidates whether electronically or in hard copy format prior to assessments and/or
examinations taking place”

Written timetabled exams

Please check your candidate statement of entry / timetable carefully (to check that personal
details and exam entries are correct)

If there are ANY mistakes (eg: name, date of birth, exam entry etc.) you MUST tell the exams
officer immediately.

Check Candidate exam timetable to ensure you know the date and time of all of your
exams/assessments, and any relevant information regarding seating arrangements, exam
rooms etc. If you lose your timetable please ask the exams Officer, Mrs Walker, for a
replacement. A copy of the exam timetable will also be emailed to your academy email account.
The JCQ information for candidates documents — written examinations and all exam room
posters are at the back of this booklet, as well as on the academy website.

Contingency days - Summer 2024

Contingency Day: Thursday 6% June 2024 afternoon, Thursday 13 June 2023 afternoon and
Wednesday 26 June 2024 ALL day are the dates set aside by JCQ examination board for GCSE

examinations should sustained national or local disruption arise during the Summer 2024 examinations
series.

Students MUST be available to attend on these dates if this should become necessary. (JCQ is the Joint
Council for Qualifications in the UK)




What to do if you identify you have two or more exam papers timetabled at the same time (a
timetable clash)

If you notice a clash of exams arrangements will be made for you to take these subjects one after the
other, as long as the total published time is not more than three hours. If the total time is more then
three hours, the exams will be split between the morning and afternoon sessions. If this happens an
invigilator will supervise you over lunchtime (in ‘quarantine’). Any clashes SHOULD have been picked up
and resolved before you are given your timetable. If you notice a clash which has not be resolved please
notify the exams officer immediately.

Where you will take your exams and where you will sit in the exam room

All exams take place in the hall, or an alternative room (for access arrangements), unless you are
informed otherwise. You are not allowed to enter the exams room before the exam. Please enter the hall
QUIETLY in the order specified by staff. You MUST sit at the desk allocated to you. This will ensure you
receive the correct exam paper. If you do not sit at the correct desk the invigilators could mark you as
absent. Unless specified otherwise candidates will be seated in alphabetical order. Desks are arranged in
rows from right to left, A to J and numbered 1 — 10, front to back. Please check seating plans to find
your seat location.

Supervision during your exams

All exams are supervised by a team of trained invigilators who must follow strict rules and regulations as
directed by JCQ awarding bodies. A link to the JCQ Ice Booklet is available on the academy website, this
outlines general guidelines for conduct which must be observed at all times. The academy and awarding
bodies regard breaches of exam regulations very seriously. Parents should impress upon their son/
daughter the importance of good behaviour in exams. Any activities which may disturb other students
will not be tolerated. The head of centre and the exams officer have the authority to remove disruptive
students.

Once you have entered the exams room you will be supervised at all times, even if you need to leave
(eg: if you need to go to the toilet, although this is not advisable — please ensure toilet breaks are taken
before all exams begin). Once students enter the exams room they must follow the invigilators
instructions at all times.

Exam room conditions

¢ You must enter the exams hall in silence and remain silent throughout.
Follow the instructions of the invigilators at ALL times in the exam room.

e Candidates must NOT communicate with or disturb other candidates. If there is any
communication between students it will be assumed you are cheating and this will be dealt with
accordingly.

e If you need any assistance put your hand up and an invigilator will attend to you.

e Please do NOT doodle on the exam desks
The centre number, subject title, paper number; and the actual starting and finishing times, and
date, of each exam will be displayed on the screen at the front of the hall.

e The invigilator will instruct you when to complete the front of your answer books (first name and
surname that matches their entry information, candidate number etc.) and that this must not
be completed until instructed to do so by the invigilator

e You will be dismissed row by row at the end of the exam and must remain silent until you are
outside for your break, or back in your classroom.




How your identity is confirmed in the exam room

You will be given a 4 digit reference number (candidate number) that belongs only to you. This will be
printed on a laminated card along with your photograph, name, the centre number and your date of
birth. This card is the property of the academy, do NOT remove it from your desk, deface it or destroy
it. The card MUST remain face up on your desk at ALL times.

What equipment you need to bring to your exams

» Two Pens (black) — you MUST write in black pen (not clicking style pens)

+ Two pencils

«  30cm ruler

+ Scientific calculator

* FEraser

» Coloured pencils if required in your exam

+ These items can be in a CLEAR pencil case

* You may use a highlighter pen to highlight questions on the exam paper but NOT in your answers.
« Tracing paper Protractor and a compass will be provided for the relevant maths papers.

Using calculators

e You must be aware of JCQ awarding body instructions regarding the use of calculators in
your exams

10.1 Inthis section a calculator is defined as an electronic device whose primary purpose is to
carry out mathematical calculations.

10.2 Thiz is the published guidance on calculators unless specifically varied by an awarding
body in a qualification specification.

10.3 The instructions on the guestion paper will say whether calculators are allowed or not. If
the instructions do not include such a statement, calculators should be treated as
standard equipment and may be used by candidates.

10.4 Where the use of a calculator is allowed, candidates are responsible for making sure that
their calculators meet the awarding bodies’ regulations.

10.5 Candidates must be told these regulations beforehand and be familiar with the
Infor on for ca ifes documents.

10.6 During an examination a calculator must not be able to offer any of these facilities:
a) language translators;
b) symbolic algebra manipulation;
c) symbeolic differentiation or integration;
d) communication with other machines or the internet.

10.7 During an examination a calculator must not give access to pre-stored information. This
includes:

a) databanks;
b) dictionaries;
¢) mathematical formulae:
d) text.
10.8 A calculator must not be borrowed from another candidate during an examination.

10.9 Some calculators have an ‘exam mode’. This is acceptable in examinations where the
exam mode is activated and the exam mode results in the caleulator becoming cempliant
with the above requirements.

1010 An invigilator may give a candidate a replacement calculator.

10.11 Where access is permitted to a caleulator for part of an examination, it is acceptable for
candidates to place their caleulators en the floor under their desks in sight of the
invigilator(s) for the non-calculator portion of the examination.

(Captured from ICE 23-24 on February 7" 24)




What you should not bring into the exam room

Some items are strictly banned from exam rooms and should NOT be brought into the exam room under
any circumstances.
e Mobile phones, watches, AirPods (or similar), iPods, MP3 players — no potential technological /
web enabled source of information
e Possession of unauthorised items, such as a mobile phone or any watch, is a serious offence and
could result in DISQUALIFICATION from your exam and your overall qualification.

Food and drink in exam rooms

You are allowed to bring a drink of water in a clear bottle (preferably with a flip style lid) into the
exam hall. This must be kept under your desk to avoid any spillages. All labels must be removed.

No other drinks or food items are allowed.

What you should wear for your exams

Examinations are an academy activity and all pupils must therefore wear full academy uniform. We ask
for the co-operation of parents in ensuring candidates are correctly dressed. All students are aware of
the requirements of the academy uniform and must ensure they are observed. Pupils not dressed
appropriately will not be permitted to sit exams.

Watches must not be taken into the examination room.

Where your personal belongings will be stored during your exam

All bags and coats must be left in the cloakrooms. Under no circumstances are bags or coats to be taken
into the exam hall. Do not leave any valuables in your bag or coat pockets, if you do so, it is entirely at
your own risk. Mobile phones MUST be switched off and left in your bag at your own risk, or handed in
when advised on your way into the exam hall. These will be kept safely at reception and may be collected
once you have been dismissed from your exam.

What to do if you arrive late for your exam

Any candidates who are running late for an exam should contact the academy as soon as possible on
01724 732777. You must advise why you are going to be late and give your expected time of arrival. All
candidates who arrive late must report to reception and wait to be escorted by a member of staff, as
instructed by the exams officer.

We will normally allow late candidates into the exam venue to sit their examination. The candidate will
be given the full time for their examination, however, you must be warned that the exam board may not
accept your work. JCQ regulations state that a candidate will be considered very late if they arrive more
than one hour after the published start time for an examination. Strict guidelines are in place which must
be adhered to if a candidate arrives ‘very late’, please refer to JCQ ICE section 21.4

What to do if you are unwell or absent on the day of your exam

You must attend ALL of your exams that are on your timetable. Mis-reading your timetable will not be
accepted as a satisfactory explanation for absence. If you do not turn up for an exam you will receive an
invoice for the entry fee for the missed exam. If you are ill and cannot take the exam you MUST
telephone the academy on 01724 732777 immediately and leave a message for the exams officer.
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You MUST also provide a medical certificate / letter from your doctor within 3 days of the exam you
missed. If you do not have a genuine reason for missing an exam you will be charged for that exam.

If a candidate feels unwell before the exam begins the exams officer must be notified and will act
accordingly.

Even if you do not normally visit your surgery for minor illnesses, it is important you do so at exam time.
Your doctor will advise as to whether your son / daughter is fit to sit the exam. If the student sits the
exam your doctor should provide you with a letter, which the academy can forward to the awarding body
to ask for special consideration on the grounds of illness. If a student is unable to sit a paper, the
awarding body may, after examining the doctor’s letter and any evidence of performance on other papers,
decide to award a grade. It is essential that you see your doctor on the day of the exam or before.
Retrospective information is not accepted by the awarding bodies and any doctor’s letters must be
forwarded to the exams officer without delay, as they must adhere to a tight deadline.

If you have an unauthorised absence (no doctor’s note or satisfactory request for a request for special
consideration) on the day of an exam you will receive a grade based only on those elements of the exam
which have been marked. Parents should be aware that the academy will invoice for the entry of the
missed exam. (see table of fees at the back of the booklet)

Effort Below Expectation

If it is determined a candidate has not put in the required effort in an examination the academy may
deem it necessary to recover the cost of entry for the paper (s) concerned.

What happens in the event of an emergency in the exam room

In the event of an emergency evacuation, firstly, do NOT panic. Students will be directed to leave the
building by an invigilator. Leave all equipment behind. Students should remain silent throughout and
stand where instructed in silence. Once the all clear has been given, students will be directed back to
the examination room in an orderly way. Once back in the exam hall do not begin writing until
instructed to do so by an invigilator.

LISTEN CAREFULLY TO INSTRUCTIONS AND DO NOT PANIC!

Candidates with access arrangements/reasonable adjustments

Some students are eligible for extra time or special exam arrangements. These are normally identified
by the academy and appropriate applications are made by the academy SENCO. Provision of a reader /
scribe is only given with the correct evidence. The exams officer / SENCO will notify students of any
special arrangements such as an alternative room.

Results

Examination results for the main summer exams arrive in the academy in August. Results day is on
Thursday 25 August 2024. Results can be collected from the academy on the day. Students will be
notified of the times and they will be published on the academy website. Senior members of staff will be
in the academy on results day to assist with any queries that may arise. Results will not be given over
the telephone. If someone other than yourself is collecting your results, then we require a letter or email
to confirm who will be collecting them. Unfortunately, due to GDPR regulations, we are unable to send
the results via email. In order to receive results by post, candidates should provide a stamped addressed
envelope (also bearing their candidate number) with the Centre Exams Officer or at the school reception.
GCSE result slips which have not been collected on results day will be retained in centre for collection at
the start of term, again with the necessary authority.




Post-results services

There are two enquiry options available - a clerical re-check and a review of marking of the script. Further
information will be made available on the academy website.
If a candidate wishes to query a result there are clear procedures to follow:

e Student and staff need to be involved

e Enquiries must be realistic

e Enquiries may raise problems, including a lowering of the mark or grade.

e Written consent must be obtained from the candidate before a review of the marking can be

processed.
e There are fixed deadlines.

Certificates

The awarding bodies issue certificates after the exams have taken place. These arrive in the academy
around three months after you have received your results. Students will be notified regarding the
collection of GCSE certificates. If you are unable to attend in person then you may send someone on
your behalf with a signed letter giving them your permission. Keep your certificates in a safe place. You
may obtain copies from the awarding bodies at a cost.

Uncollected certificates will be retained for a period of 12 months, after which they will be destroyed.

Complaints and appeals procedure

If a candidate (or his/her parent / carer) has a general concern or complaint about the centre’s delivery
or administration of a qualification he/she is following, the academy encourages him/her to try to
resolve this informally in the first instance. A concern / complaint should be mad in writing to the head
of centre. Please refer to the academy’s complaints & appeals procedure for further details.

10



GCSE Exam Dates Summer 2024

May 7t to June 26 (including contingency days) — please see the academy website for the
exam timetable. All students have been provided with a printed copy.

Exam Fees for a missed exam

Subject Exam Board Fee
English Language AQA £48.00
English Literature AQA £48.00
Maths OCR £50.25
Combined Science Trilogy AQA £87.40%*
Separate Sciences — per subject (biology, | AQA £43.70 per
chemistry or physics) subject
History AQA £47.80
Geography OCR £50.00
French AQA £45.45
GCSE PE PEARSON EDEXCEL £50.40
Performing Arts WIEC £62.34
(units 1 & 2
£18.70 each,
unit 3 £24.94)
Business Studies PEARSON EDEXCEL £71.30%
Health & Social Care PEARSON EDEXCEL £71.30%*
Hospitality & catering WIEC £62.34*
Engineering WIEC £62.34*

Those subjects with an asterisk * fees are for the subject as a whole, an amount would be
charged per tier / unit.
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Appendix 1

JCQ Information for candidates - coursework

You must read this information if you are undertaking qualifications that contain elements of coursework
assessment.

Coursework ICC 23-24 FINAL.pdf (jcg.org.uk)

JCQ Information for candidates — non-examination assessments

You must read this information if you are undertaking qualifications that contain components of non-
examination assessment.

Instructions NEA 23-24 Dec23revision Final.pdf (jcg.org.uk)

JCQ Information for candidates — on-screen tests

You must read this information if you will be taking any externally assessed on-screen tests as part of your
qualification(s).

IFC-On-Screen Examinations 2023 FINAL.pdf (jcg.org.uk)

JCQ Information for candidates — written exams

You must read this information before you take any externally assessed timetabled written exams.

IFC-Written Examinations 2324 Revision One FINAL.pdf (jcg.org.uk)

12


https://www.jcq.org.uk/wp-content/uploads/2023/08/Coursework_ICC_23-24_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/2023/12/Instructions_NEA_23-24_Dec23revision_Final.pdf
https://www.jcq.org.uk/wp-content/uploads/2023/08/IFC-On-Screen_Examinations_2023_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/2024/01/IFC-Written_Examinations_2324_Revision_One_FINAL.pdf

JCQ Information for candidates — Privacy Notice Appendix 2

JCQ

cic

AQAD SN& %29 pefe,OCR ©  wel

Pearson cbac

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 boedy 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 what happens to that information. For more detail see each awarding body’s
full Privacy Notice:

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

CCEA hitps://cces. org.ukflegal/privacy-notice

City & Guilds https://www.cityandquilds.com/help/help-for-leamers/leamer-
NCFE https://www.ncfe.org.u al-information

OCR

Pearson

WIEC

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:  hitps://www.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 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).
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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 offidal bodies such as the
Department for Education and the examinations regulators (e.g. Ofqual in England) and also relevant
local authorities and the Universities and Collieges 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 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 hold. Those rights are:

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

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

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

e 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.

e Complain — you are entitled to complain to the Information Commissioner (the body
reguiating 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).
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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, including
what happens to that information and 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 bodys website and information on how to contact them here:

https://www.jcg.org.uk/contact-our-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 assessments themseives, including the rules about assessments, can be found on

the JCQ Exams Office pages (www.jcq.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 (hitp://ccea org.uk/regulation) in Northern Ireland.

P~ gcsepod

EXAM GHEGKLIST

Get a good night’s sleep

Eat a healthy meal

Review the GCSEPod exam playlist
Check where your exam is being held

Arrive 15 minutes early

Do you have...

2 pens [black)

Pencil

Ruler

Eraser

Angle measure or protractor
Calculator

Highlighters

Bottle of water

OO0O0O0O0O00O OOOOO

Clear pencil case
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Appendix 3

JCQ Information for candidates — social media

You must read this information to help you stay within examination/assessment regulations when using

social media.

sSJeak jo Jagquunu e Joj sjuawssasse Bunjel woiy pauueq ag
suonedijijenb inok jo ||e 1o jo Jed e woly paijljenbsip ag
S)iew aso

Buiuiem uanum e anladay

:Aew noA ‘sanianoe

Sjuawndop-sajep o
\ anoge ayj jo Aue op noA ji

IPUED-10J-UOIIBWLIOJUl
J@31330-swexa/n6io'bof
S9|NJ DIC Y3 Yyum
J|@sinoA asueljiwiey
01 awin ay3 el

asea|d

£

iom Juapuadapul UMO Jnok Jou si
}JOMDSIN0D INOA 18] OS SI9Y10 YIIM MHIOAA -
iom inoA aseys -
SWIEXa Ul 5,3JBYM JO SINOWINJ UO Ssed -
JUSUOD Wexa aieys/ioy yse/Ang -

IeIpaW |BIDOS UO Op 03 Jou sBulyl .ooh

12yoea) JnoAk o3 2as noA Juajuod wexa Aue joday -
@jqisuodsal ag -
unj aneH -

:eIpaw |eId0s uo op 03 sbuiyyl B

SjuUdWISSISse/suoljeuluIexa pue eipaw jeidos buisn
S91EpIpUED 10} UOIlBULIOU|

siaded wexa
ayej Buljes siauuwieds
Ag 1no ybneos aq juog -

Jayoea] JnoA |21
1SN NOA ‘elpawl |B|20S UOo
JUSIUOD UIeXd aAI2dal NOA Y| -

Jayoeal 1noA yum
282 ‘auljuo SsN2sIp 1,uUed pue
ued NOA 1BYM 8INS J0U 3INOA Y| -

S1|Nsal INoA 1084je p|nod pue

sajnJ ay1 eaiq ued (1ybu ayi uo

UOI1BULLIOJUI §8S) UOIBULLIOJUI
uje1ad Buleys J9AMOH -

Buisinal 1o
BuiApnis a1,noA uaym nydiay
2q ued auljuo seapi Buueys -

|njai1ed aq
0} 2ABY M ‘Swexa 03 SaWO0D
31 Uaym ‘auijuo sasualddxa
iNo aieys 03 3i] @M 3IYM

Dol

16



Appendix 4

JCQ Unauthorised items poster

This poster will be displayed outside each exam room. You must note that “"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.”

JCQ

cic

ACA City & Guilds CCEA OCR Pearson WJIEC

NO MOBILE PHONES
NO WATCHES

NO POTENTIAL TECHNOLOGICAL/WEB
ENABLED 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.

DMCQTE 2022 - Effective fram 1 September 2022
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Appendix 5

JCQ Warning to candidates poster

This poster will be displayed outside each exam room. You must note all the warnings.

JCQ

CcIiC

[AQA [ City & Guilds [ CCEA [OCR [Pearson | WIEC |

Warning to Candidates

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 from the
exam/qualification.

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

4. 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.

©3CQ 2021 - Effective from 1 September 2021
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Appendix 6

®@)] Al and Assessments
a1 A quick guide for students

How can Al be misused
in assessments?

Al stands for artificial
intelligence and using it is like
having a computer that thinks
Al tooks like ChatGPT or
Snapchat My Al can write
text, make art and create
miusic by learning from
data from the internet,
but watch out - they can
alzo make things up and
be biased

Al misuse is when you take
something made using Al
and say it's your own work

THIS IS
CHEATINCGC!

How do | make sure

| don't misuse AIT?

Know the rules Reference reference reference! Declare it's all yaur ewn
If you're allowed ta use Al tools wiark — Wien you hand in your
o' re Tt e i ¥ B - - " - - .
ik nat allowed o - you Fust reference thern clearly assessment, you have to sign a
(8 ) WIIET] YOrd e 1 Al 2230
e o Mame the Al ool vou used declaration. Anything without 2
o ‘vour teachers will tall you If you're VIS T AR R B referance must be all your own
allwed to use Al tools when & Add the date you generated winrh, If you've used an Al tool,
doirg YOUF COUTSSNark — the mubes the content dor't sign the declaration unt
will depend an your gualification . ] WOl fe sure you ve added a
Explain how you used it ine references

o Even if you're allowed 1o use Al
tools, you can't get marks for
Content just produced by Al S
your rarks corme from showing FUEHEIMETUANES 3§ N,

your cvn understanding and

O Save a screenshot of the

guestions you asked and

ProdUCIng YOUr OWN Work

REMEMBER

Misusing Al is cheating!
Know the rules

What happens if | misuse AI?

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

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

DON'T RISK IT!

Talk to your teachers
Reference clearly

19



ips

T

ision

Rev

‘Aep xau ay) 3s1Aa2 noA moy 1aye 3 13| 3, uop
‘Aep peq e pey aa noA §| ‘aanisod pue wies Aeys ‘Ajpuesoduw sopy

P

r annisod pue wies Aeis _

‘2w Aep Y3 SulINP UDISIAZS J0W UL I O] J|qe G PUB Jajed
dn ayem |IM NOA SUBSW I 3|QEUOSE3S € 18 paq 0] Bullan “wexs
ay3 asojaq diu ay3 Ajjedadsa ‘wnwiunw e je s3ydiu aze| daay

[

daajs ysnoua 199 _

Juasagp SuyIawWos op pue yeauq
e axe) ‘snooj Guiso| Jes nod i ‘paipnis aA noA jeym Suuaquiaiual
Jo asueyd saydiy e uieaq snoA saarld uoisiaas Suunp syeasq Sue)

s)ealq e _

"UONEULIOJUI UIB13] PUE 13)13G 31LNU3dU0D NOA diay [IIm Yyaiym
uIeaq ay3 yaeas (s uaBAxo asow ‘as121axa noA uaypy Suhpnis
Wwaij) yeasq e noA saad pue Sumoyy poojq ay) 5328 asisaxy

* 7

« Y asiniaxa Je|ngay _
“ ¥

awn
UOISIADL JNOA WOy 153G a3 138 NOA 2UNSUD 0} SJIAS| UOHEIIUIIUOD
Jno Js00q pue pasnioj pue anaiiaua noA anea| |pm 1aip Ayyeay

Aliyyeay 1e3

"NoA J0j 1594 DHIOM Jeym puty noA jun saidarens asayy
YIM Juawuadxa pue Apea peis e suaded jsed Suisn ‘sdew puiw
‘SpIeaysey) se Yans SaNbIUYIA) UOISIADL SNOLIBA 3u8 23y )|

NOA 10} S}10M 1By} POYIaW € pul4

‘ued
noA 1534 se uejd Siyl 01 ¥anS ‘uejd NoA s¥easq JaY10 pue JuIsI3aX
BuisieIn0s 10§ awn SUIPN|IU) JGeIFWIL UOISIASS B JINIISU0)

ue|d e aneH

Ysauy
51 uiesq JnoA uaym Aep ay) ut Ajsea 2qissod SE Yonw Se asiAdJ 0}
All "2w029q jiiM NOA PaSSaILs SSI| DY) PUR SSAONS JO AURYD JNOA
Jneald ayy 'ueys nod saiaes ayl pue ase noA pasiuelio ol ayy

Ajiea uels

20



Top Exam Tips!

Get a good
night'’s sleep

It's important to get encugh
sleep the night before your

exam It will be easier to focus
if you are well rested

Eat a meal
beforehand

Remember to eat breakiast

or lunch before the exam o
prevent your tomach from
rumbling and distracting you

Drink water

An gasy way to improve
your concentration is 10
stay hydrated, so remember
to bring a bottle of water

to the exam.

Read the
question

Dont rush through the
exam Make sure you read
each question at least twice
before writing your answer.

Get organised

Make sure you have
everything you need by
organising your pencil
case the night before.

Arrive early

Give yoursel! plenty of
time to get to the venue,
youdontwanttobeina
rush before the exam.

Stay calm

1f you find yourself getting
nérvous, take some deep
breaths and feel your body
relaxing before you move
on to the next question.

Leave time at
the end

Make sure you leave time
at the end of the exam o

check your answers,

For more support and resources visit

OXFORD
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PARINTS
QUDE O

Helping with revision

We want our children to do well in exams and effective revision plays a crucial role. Whilst you can’t revise
for your child, there are lots of ways you can help them revise for themselves. Here are some ideas:

Practise and repetition

dve [Ne TIme anc ITs SCmenning they . nna neig
Ve { 1
y v Y -
OpP} I G al
— f o } - .
ic = L‘
ot he or ot
D 9 r
f r 3

ost a revision day

Timed exams / questions

0<er to the exams W

f
anumber of past exam gueastions. Help them prepare by
O =P K
..... _.'L“.
Als 145 =1
tr te
[ st 5 {
ZK t I
1 [
Act as the student
= SH [ P
sten carat
e Sorr i A A s
4
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J CQ On your exam day

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

What you cannot take into exams:

any type of phone

revision notes

any type of watch (this includes
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 the format on

the day, please ask your
teacher or exams officer.

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

EFFECTIVE FROM 1 SEPTEMBER 2022
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