+ ASSOCIATED SIXTH FORM

ST AIDAN'S & ST JOHN FISHER, HARROGATE

Centre Number: 48239

EXAMINATION HANDBOOK
INFORMATION
FOR
STUDENTS

2016 - 2017




INTRODUCTION

The purpose of this booklet is to provide information and support for you and your parents. Please
read it carefully and share it with your parents so that they are also aware of the examination
regulations and the procedures to follow in the event of anyproblems occurring. A copy of this
booklet and all the appendices is also available on the school website.

The Awarding Bodies set down strict criteria for the conduct of examinations which must be adhered
to and the Associated Sixth Form is requiredot follow them precisely. You should therefore pay
particular attention to the 'Information for Candidates' sheets which are included in this booklet.

If there is anything you do not understand, or you are worried about any aspect of the
examinations that is not addressed in this booklet, please contact the Sixth Form Examinations
Officer, Mrs Humphrey, who is based in the Sixth Form Office at St Aidan's, your Senior Tutor or
your subject teacher.

Contact Information:

Sixth Form Office St Aidan's: 01423 818516
Sixth Form Office St John Fisher: 01423 818426
School websiteswww.staidans.co.uk and www.sjfchs.org.uk

Mrs Humphrey
Examinations Officer

email: w.humphrey@staidans.co.uk
tel: 01423 818518

C I Kidman/D Bean Mrs A Joy

Head of Sixth Head of Sixth

St Aidan's St John Fisher


http://www.staidans.co.uk/
http://www.sjfchs.org.uk/
mailto:w.humphrey@staidans.co.uk
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BEFORE THE EXAMINATIONS

STATEMENTS OF ENTRY

1 These indicate which units and subjects you have been entered for in each exam series.

Statements of Entry are issued prior to each exam series arghould be checked very
carefully. If you think something is wrong or you do not understand something on this, please
see Mrs Humphreyas soon as possible after receiving your Statement of Entry.

AWARDING BODIES AND SERIES

The Sixth Form uses the following Awaling Bodies: AQA, Edexcel, OCR and WJEC. The
examination series for the academic year for both AS and A Levels is in May and June.

GCSE rssits in English and Mathematics are also available in November and some students
may sit Functional Skills Maths exas in March.

CANDIDATE NAME

1 Candidates are entered with the following name format of First Name Middle Name Surname,

e.g. Adam Duncarsmith. Please check your details carefully including the spelling of your
name z remember that the name that appears on all correspondence will also appear on
your certificates.

CANDIDATE NUMBER & CENTRE NUMBER

UCl

ULN

Each candidate is issued with a foudigit exam/candidate number and this is the number you
will enter on your examination papers.Please note that it is a different number from that
which you will have used in Year 11. You will find this on your statements of entry, exam
timetables, and on the seating lists that are displayed outside the exam room. The Sixth Form
Centre Number is 48239.

In addition to your candidate number, each candidate must have a Unique Candidate Identifier
(12 numbers and 1 letter), which is shown on the top of statements of entry and on your
individual timetable. This number will usually begin with the Centre Number where you sat
your GCSEs. It is important that the same number is used throughout your secondary
education.

A Unique Learner Number (ULN) is a 2-@igit reference number which is used alongside and to
access the Personal Learning Record of anyone over the agd4finvolved in UK education or
training. Learners will retain the same number for accessing their Personal Learning Record
throughout their lives, whatever their level of learning and wherever they choose to
participate in education, training and learning The 18digit ULN has been designed to ensure
that no additional meaning can be inferred from its structure, for example, geographical
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location, level of learning. Its purpose is purely to provide a unique identifier for each
individual's Personal Learning Record. Your UCI and your ULN are used for administration
purposes and it isnot necessary for you to remember them.

TIMETABLES

1

A copy of the Provisional timetable for Sixth Form exams is on the schools' websites. Individual
timetables will be issued to students after the entry deadlines for each exam series which will
show your own specific examinations with details of date, time and duration of exarGheck
these carefully when you receive them. If you think something is wrong seeMrs Humphrey
immediately. You are responsible for knowing your examination dates and times.

EXAMINATION CLASHES

T

If you have two examinations timetabled for the same time, you will sit these exams
consecutively unless the total of the two exams is moithan 3 hours duration. If the total time
exceeds 3 hours the examinations will be split between morning and afternoon sessions. The
Examinations Officer will inform you well in advance if you have a genuine clash and confirm
in writing your individual c lash arrangements. In these circumstances you will be supervised
by an invigilator from the time you finish your first exam to the start time of your second exam
in a separate room. It will therefore be necessary for you to bring a packed lunch and dritk
school with you if you have a clash necessitating supervision over lunchtime. You may also
bring revision material for the afternoon exam. You will not be able to use your mobile
phone/Smartwatch (eg iWatch)/iPod during the period of clash supervision

EQUIPMENT

T

Make sure you have all the correct equipment before your examinations. Check the regulations
in the 'Information for Candidates' sheet and the information on the following pages. We only
have a limited amount of spare equipment and idelays the start of the examination if
invigilators have to distribute items students should be bringing with them.

STUDY LEAVE

T

There will be no formal study leave for Year 12 students. For Year 13 students the last day of
school prior to their A level exams is Thursday, 25May.

DURING THE EXAMINATIONS

DRESS CODE

1 Usual business like dress must be worn by all students attending school for examinations.



IDENTIFICATION

1 Studentsmust wear their ID badges for all examinations and these should be placed face up on
the exam desk in order for the invigilators/admin staff to check that students are in the correct
seats.

PERSONAL BELONGINGS

1 There is no space for bags in the examinatiorooms so it is advisable not to bring any
valuables into school that will be left unattended in your bag. The Schools will not accept
responsibility for any loss you may incur. For exams in Constance Green Hall you may leave
your bags in a nearby room (wlch will be signposted on exam days). For exams in the Sports
Hall at St John Fisher you may leave your bags in the storage container located on the back
playground by the Keelan Centre.

SEATING LISTS

1 Seating Lists will be displayed outside the examoom and the allocated bag storage room
before each exam commences. For exams in Constance Green Hall seating lists will also be
displayed in the Sixth Form cafe at St Aidan's; for exams at St John Fisher seating lists will also
be displayed on the Exams Nixeboard in the Collins Entrance. Seating is usually in candidate
number order. It is imperative that you sit in the numbered seat allocated to you for a
specific exam so that the Sixth Form staff can easily identify which students are missing.

BE PREPARED

1 Examinations start at 9.00 am and 1.30 pm. Make sure you arrive 15 minutes prior to the start
time of each examination and wait quietly outside the exam room until invited to enter by a
member of staff.

9 It is your responsibility to ensure that yau have all the necessary equipment with you. The
Sixth Form is under no obligation to provide equipment during exams. All items of equipment,
pens, pencils, mathematical instruments etc should be visible to the invigilators at all times.
You must use dher a transparent pencil case or clear plastic bag.

1 Pens should beblack ink or ballpoint. You must not use correcting pens, fluid or tape,
erasable pens, highlighters or paleoloured gel pens in your answers. However, a highlighter
pen may be used to highlight questions, words or phrases within the question paper or
extracts in any resource material provided

1 For mathematics (calculator papers), science exams and other exams where a calculator is
permitted students should make sure their calculators conform to the examination regulations.
If in doubt, check with your teacher. Remember to check in advance thgour calculator is
working and do not bring your calculator lids into the exam room with you. Please note: you
must clear anything stored in your calculator prior to your exam.



1 Please make sure that any watch alarms are turned off. Smartwatches (®@gatches) are not
permitted in the Exam Room.

1 Do not touch your exam paper/answer booklet until instructed to do so by the Invigilator or
Exams Officer. Details should be filled in only once everybody is seated.

9 Listen carefully to instructions and noices read out by the invigilators or Exams Officeg there
may be amendments to the exam paper that you need to know about.

1 Check you have the correct question paper check the subject, paper code and where
appropriate the tier of entry.

1 Read all instrictions carefully and number your answers clearly.

1 Write your full legal name and candidate number omll answer booklets and papers. If you use
additional paper it is recommended that you annotate your answercbntinued on additional
paper'.

1 Do not attenpt to communicate with or distract other candidates when you are in the exam
room.

1 Mobile phones, iPODS, Smartwatches (eg iWatches), MP3/4 players, products with an
electronic communication/storage device or digital facility MUST NOT BE BROUGHT
INTO THE EXAMINATION ROOM. If any of these items are found in your possession during an
examination (even if it is turned off) it will be taken from you and a report made to the
appropriate exam board. No exceptions can be made and you could lose all of your
examination marks in that paper or even the entire subject.

FOOD & DRINK

1 Clear bottles of water are allowed into the exam room, provided all labels have been removed
from the bottle. Discreet sucking of sweets is permitted; again all packaging must be removed.
Chewing gum is not allowed.

ILLNESS DURING AN EXAMINATION

T IfyouZEAAT O1 xA11 AOOEI ¢ Al AgAI ET AOGEI1T Ui O OET Ol
attention.

AT THE END OF AN EXAMINATION

1 At the end of an examinationall work must be handed inz remember to cross through any
rough work with a single line. Ifyou have used more than one answer booklet or loose sheets
of paper, ask an invigilator for a treasury tag to fasten them together in the correct order.
Make sure you have your name and exam/candidate number and question numbers answered
on all separate feets.



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

until you have left the room.

1 Question papers, answer booldts and additional paper must not be taken from the
examination room.

T You must remain seated until told to leave the examination room. Please leave the room in
silence and show consideration to other students who may still be working.

MALPRACTICE (CHEATING)

If you are caught cheating in any way in an examinatioryou will be reported to the relevant
LxAOAEIQ ([Ags ‘O#EAAQE[gé [AAJQ A[EIQ Al UOEEI C
Of #A1l AEAAOCAOGe 1 AAEI AO AT A ET AI OAAO(

1 Being in possessiorof a mobile phone or other electronic communication/storage device

1 Being in possession of unauthorised materials, eg revision notes (even if you do not intend to
use them).

1 Communicating with other candidates.
1 Copying from other candidates.

NB: Penaltes for cheating can lead to disqualification from the paper or the subject.

LATE ARRIVAL

1 If you are delayed for your examination you should advise the Sixth Form Office at St Aidan's
on 01423 818516, or the Sixth Form Office at St John Fisher on 01421B3426.

1 If you arrive late for an examination you must go immediately to the examination room and
report to an invigilator. The School will do its utmost to ensure you are able to sit the
examination in the full allocated time. However, Awarding Bodiewarn that they may not be
prepared to accept work from students who arrive very late for an exam.

INVIGILATORS

1 The school employs external invigilators to conduct the examinations and students are
expected to behave in a respectful manner towards themnd follow their instructions at all
times.
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Invigilators are in the examination rooms to supervise the conduct of the examination. They
will distribute and collect the examination papers, tell candidates when to start and finish the
examination, handout extra writing paper if required and deal with any problems that occur
during the examination, eg if a student is feeling unwell.

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

Students who are dsruptive or behave in an unacceptable manner will be removed from the
examination room by invigilators and dealt with accordingly.

ABSENCE FROM EXAMINATIONS

If you experience difficulties during the examination period (e.g. illness, injury, personal
problems) please inform the school at the earliest possible point so we can help or advise you
with regard to whether special consideration may apply.

/IT1U ET OAQGAAPOEI T Al AEOAOI OOAT AAOGS AOA AAT AE
from any pat of an examination. It is essential that where an application is to be made for

special consideration relating to absence from an examination, a medical certificate or other
appropriate evidence is obtained on the day of the examination by the candidabe parent and

given to Mrs Humphrey, Exams Officer, without delay.

For the award of a grade by special consideration, where a student misses part of an
examination through illness or personal misfortune, certain minimum criteria must be
completed. Contat Mrs Humphrey for details.

Parents and candidates are reminded that the school will require payment of entry fees should
a student fail to attend an examination without good reason. If you do not provide medical
evidence, where relevant, you may be &ed to pay for future attempts at those examinations
missed.

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

EMERGENCIES

1

If the fire alarm sounds during an examination the examination invigilators will tell you what

to do. If you have to evacuate the room you will be asked to leave everything on your desk and
vacate the roomin silence and in the order in which you are sitting. You will be gcorted to a
designated assembly point. You must not attempt to communicate with anyone else during the
evacuation. When you return to the exam room do not start writing until the invigilator tells
you to. You will be allowed the full working time for theexamination and a report will be sent

to the awarding body detailing the incident.



RETURN OF SCHOOL BOOKS

1 All text books belonging to the Schools should be returned on the day of your last examination
in each subject.

AFTER THE EXAMINATIONS

NOTIFICATION OF RESULTS

1 Results for the Summer exams will be available for collection from Constance Green Hall at
St Aidan's onThursday 17 August 2017.

I If you wish someone else to collect your results on your behalf, including your
parents/guardians, you must give your written authorisation to schoobefore results day.

T If you would like your results posted to you, please leave a large stamped addressed envelope
(with the appropriate postage ) at the Sixth Form Office before the end of term, writing on the
reverse the subjects and levels (AS, GCSE etc) of the examinations taken.

1 Invery exceptional circumstances results can be emailed to your school emaddress.

1 Results not collected in August will be retained at the school at which you register.

POST-RESULTS

9 If you require advice regarding remarks, script returns or resits, please contact Mrs Humphrey
or your Subject Teacher for advice.Information on the post results services available to
you with costs and deadline dates will be included in your results envelopes.

RE-MARKS

1 If you wish to have a script remarked, you must pay for it yourself, unless, as happens very
occasionally, a Department warg a number of scripts to be remarked. If a Department does
make such a request, your permission for a reark will first be sought.

9 Itis important to realise that marks and grades are not alwaysaised as a result of a remark;
they can beconfirmed or even lowered. If the overall grade is changed, a refund will be
issued; no refund will be given if the marks/unit grade are changed but the original
overall grade is unchanged.

1 You might wish to consider obtaining a photocopy of your marked script, sdeelow, before
deciding whether to request a remark.



ACCESS TO SCRIPTS

T

If you wish, you may have ghotocopied script(s) of your AS or A2 exam returned from the
awarding bodies. To do this, you should collect an "Access to Scripts" form from thetBikorm
Office. This form must be completed as soon as possible and handed to Mrs Humphrey, with
the required fee per scriptby the advised deadline, usually one week after the publication

of results. You cannot apply for a photocopied script after this time.

Your scripts will be emailed to your school email address or will be available to collect from
the St Aidan's Sixth Form Office (check your school email for notification of receipt.) Following
receipt of the photocopied script(s), you may apply for ae-mark. The deadline for remark
requests will be published alongside the results; you may only have a few days between
receiving your copy script and the deadline for requesting a renark.

If you wish to, you may have youporiginal script(s) returned from the awarding bodies. To do
this, you should collect an "Access to Scripts" form from the Sixth Form Office and return it by
the published deadline, with the required fee per script The script(s) will be available to
collect from the St Aidan's Sixth Fan Office. Note that there can bao appeal for a remark
upon receipt of original scripts.

If you receive a scriptz whether original or photocopied z you must observe the awarding
bodies rule that scriptsmust not be disposed of, written on or otherwise tampered with until
after 23 November. The awarding bodies may request the return of scripts prior to this date
and candidates who have tampered with scripts will be penalised by disqualification
from the exam and any other taken in the same session.

RE-SITS

9 For some subjects it may be possible for you to &t GCE units. Rait forms are available from

AEOEAO 30 'EAAT 60 1T 0O 30 *1 Edtfeck B AdDpai® &itdh O E
application forms by the published deadlines. Resit applications received after this date will

be charged a late fee of double the original amount. & forms received very late will be
charged triple.

Resits for ex-students are usually possible for examination units onlyEx-students cannot re

sit coursework units or Science EMPA exams. An administrative fee is payable in addition to
the re-sit fee and the School may also have to charge for the cost of invigilation if there are no
current students sitting an exam at the sae time as your resit.

PRESENTATION OF CERTIFICATES

Certificates arrive in school during the Autumn Term and will be given out to Year 12 students
throughout the year. Year 13 students are invited to a Presentation Event by the school at
which they register.

Remember z your certificates are extremely important documents and must be kept safe.
Replacement certificates/certified copies of results must be obtained directly from the
Awarding Bodies and are expensive. The School is only legally obligedkeep any unclaimed
certificates for a period of one year from the date of receipt so please ensure you claim your
certificates.
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LAQA

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

Information for candidates
For written examinations — effective from 1 September 2016

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.

Iations — Make sure you understand the rules
Be o Hime for sl your exams. T you are labe, your work might not be accepted.

Dy it Ben e vl e By Linifaic oF dishonest praciies during the exem.

If yous by to cheat, or braak the rules in any wany, you could be disgualified from &l your subjects.

b Jlad |l | i

Yiou must not take into the eam room:

- L H

+  potential technological/ web enabled sources of information such &5 an iPod, 8 mobile phone,
a MP3 4 player, a smartwatch or 8 wrist wabch which has a data storage device.

Any pencil cases taken into the exam noom must be see-through.

Remember: pessecsion of urauthorsed material is breaking the rules, even If you do ot intend to use It, and you will be
sultfect & penalty ard poscie dicualification.

Doy not s enwrescting peend, fluid or taps, eracable pard. Fighlighters or gel pens in your Snsewers.

Do ot Rl by o bry bo comminicate with, or disturh obher candidates once e sxam has sharked.

Yioni st ok write inappropriste, obscene o offenshe material.

nmmmwmmmmgmmmmnmmmnm Enlll‘ﬂ‘.ttmmmm

gl e Bl (=gl (]

Dioy st besrron arything from ancother candidate during the
Information — Make sure you athend your exams -lhﬂwhtmrﬂ

Krow the dates and Hmes of all your exams.

d b | = | G|

Arrive at leasth ten minubes befione B start of e e@m.

If yous arrhve labe for an eem, report bo the imvigilator running the exam.

If yous arrhve more than one hour after the published staring time for the exam, you may nob be sliowed to ke B

take into Hhee exam noom the ErEsers and any obher whhich mese] fior the: exam.

(=41

You must write Clearly and in black IFk.
Coboure pencils or inks ray only be used for dBgrams, maps, chars, s, unless the instructions prnted on e frant of the
question pager state oferwise,

Caiculators, Dictionaries and Computer Spell-checkers

Yiou ey use & calculsinn unies you ane told otherwice.

Il"p\!l.ll.ﬂ!&ﬂh!l.ﬂ‘hﬂ'.
+ make sure B works peoperty; check Iat Hie hatteres are working propery;

o chear Bryahing sored in it
- mwnmmu&,lmummmmmuwm-

* o not iy s @ room irestrictions or el
Do it use & dickionary or computer spell checker unbiss you ane ioid othenwise.
Instructions during the exam

Alveays lsten bo the imdgilator. Follow their inshructions st all Hmes.

-1 e

Tell the Invigiiator 8% ance: If:
+  you think you have not besn given the rght question paper or all of the matedals listed on the front of e paper:
s the quesion paper s inernplete o barlly printed.

Fill in &l the details reguirer] on the front of the question paper andjor the answes booklet befors you start the exam,
Make sure you fill thise detsils in on ary Brditionsd answer sheets hat ye e,

Remember b write your snswers within the designated serfiors of e ardwer bookdet.

Do your rough work on the proper exam stationery. Cross it through and hand | in with your Browers.
Make sure you add your candidate details bo any additional answer Sheets that you s

If on the dey of e exam you feel that your work may be affeched by Il healh or ary other resson, bell the imdgilator.

PUL up your hand during the exam i
+  you have b probiem and are in doubl sbout what you should do;
o you do not Tesl wel:

*  you nesd mone paper.
Ymnmmtmkfu,udnlrﬂbem any explanation of the questions.

i | |

If youn have ised more than one answer bookket and/or any supplementary answer shests, place them in the comeact onder.
Place any oose sddiional arswer sheets inside your arswer booklet.
Make sure you add your candidete detalls to any additional answer sheets that you e

Doy st Besarves e encarmy rocem undl boled B dio 5o by Bhe invigilator.

Ll | bl

Doy it e oo Ehee e room any stalionery.  This incldes the: question paper, answer booklels e or unised, nough

MHBEMMBMMMMM.

© 2016
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Information for candidates
For on-screen tests — effective from 1 September 2016

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

Regulations — Make sure you understand the rules

n s o [ i |

B o B fioe - SOTean IF yow &re etk nok be L
[unﬂ.bn:ﬂmhmhedhumfﬁrudﬂuﬂmwumm
I you iy o or braak the rukes in a ool e ] from all
Oriy' taike iribo the exam room the makerials and equipment which are sllcwed.

Yiou must not ke ko e e moom:

= mobes;

+  potential technological/ web enabled sources of information such &¢ an iPod, 8 mobile phome,
a MP3/4 player, a smartwatch or 8 wrist wabch which has a data storage devics.

UI"EIS]I].I mmm.mﬂnﬂmmn
o e Irernet, e-rol, data stored on He hard drive, o portabie storage medls such &2 oppy disks, CDS and memory

ks

= pre-prepaned templates.

Remember: potseision of unauthorised material is breaking the rules, even if you do not intend to use it, and
werilll b S0 to and i ualification.

iy oot kel b oo bry b communicate with or disturb other candidates once the on-Sonsen best has Sared,

= |

If you lesve the exam mom unaccompariad by an invigilstor before the on-sereen bt has finished, you will not be aliowed o
el

Doy ok bowrow arything from another candidate during B on-scresn et

Information — Make sure you attend your cn-scnsen best and bring what you need

Kniowi the date and time of your of-soreen ed{s).

Arrheg &t least ten minutes befinne B start of your on-Scresn best

If arrive |ate for an on-scresn 1oy Hhe lator runnl he pegk.

T you arrhe mere San one hour after the published starting e for the ofScreen 1est, you may not be alkowed b BEe I

Yiour ceritre will infiorm you of any equipensrt which you ey nessd Bor the on-Sonssn begh

Calculators, Dictionaries and Computer Spell-checkers

Pl s [ fum | e st fr

Ymgmamuuﬁmwm

Tf you use a calculator:

+ ke sure B works properly; check that Hee batberdes ane wirking propely;
»  clear arrything sored in it;

- mw‘ﬁlﬂmﬂ&m!&mmmﬂmwﬁw&!;
- mummntr:mﬁmmugﬂg ﬂ'mlﬂm

Do not use & dichionary or computer spell checker urléss you ang bld otherwise.

BESEFNCEORS Shving (g S-Cn Doot
Awys isten b the Wmvigilator.  Follow Helr instrctions ot s Himes.

u.—luw

Tell the Irvigiator 8 once H:

= you have been ertened for the wrong on-scresn et
= Hhe on-cresn ket is in another candidate’s name;
= you o anmy cther IT larities.

Yo mmay be ghven & question paper or the instruchions: may be on-gcresn, In el caoe, read cansfully and folow the
et ion.

T i the day of the on-Scresn best you feel et your work My be affected Dy il health or any other reason, tell the
lator

Pist wip yourr hand during Hue of-screen bed i

+  you have B problam with your compuler and are in doubt Sbout what you should do;
o you do not feel wel,

Yiou st nob sk for, and will not be ghven, any explanation of e questiong.

At the end of the on-scresn test

Erure that the soffware coses at the end of He on-screen best

Pl |t

T yesl &re rexyLined] &0 print Off work oUlSioe Ehe Bine allowed for T o Soreen LSt ensure Tat you COlRCL your o work.

Yiou st nob share your work with otfer candidates. Make sure that another candidate doss not collect your printrub(s).

Doy ot beservees e ey room ikl ol By oy S0 By e ireligilarhor

it

Do oot ke Froomn Ehe s room any stabionery.

Thiss includes rowgh work, prinbouts oF sy other materials provided fior Bhe on-Scresn Bt

B 2016
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This notice has been produced on behalf of:
AQA, CCEA, OCR, Pearson and WIEC
Information for candidates — GCSE controlled assessments
This document tells you about some things that you must and must not do when you are
completing your work.

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

If there is amything that you de not understand, you must ask your teacher or lechurer.

Controlled assessment will provide you with an opportunity to do some independent research into a
topic. The ressarch you do may involve kooking for information in published sources such as textbooks,
encyclopedias, joumnals, TV, radio and on the internet.

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

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

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

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

H ipsteachar histore/49

L C WO E

P ST downloaded & February 2017,

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

If you copy the words or ideas of others and don't show your sources in references
and a bibliography, this will be considered as cheating.
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Preparing your work T good practice

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

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

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

Take care of your work and keepits af e. Dondt | eave it |Iying around wher
must always keep your work secure and confidential whilst you are preparing it; do not share it with your
classmates. If it is stored on the computer network, keep your password secur e. Collect all copies from the

printer and destroy those you dondt need.

Dondét be tempt ed t-ineassaybarksds thiyischdating. Blectramic tools used by
awarding bodies can detect this sort of copying.

You must not write inappropri ate, offensive or obscene material.
Plagiarism

Pl agiarism involves taking someone el sebds words, thoug
It is a form of cheating which is taken very seriously

Donét think you woné6ét be caught; there are many ways t
A Markers can spot changes in the style of writing and use of language.

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

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

Penalties for breaking the regulations

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

A the piece of work will be award ed zero marks;

A you will be disqualified from that unit for the examination series in question;

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

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

Your awarding body will decide which penalty is appropriate.

REMEMBERT | T6 S YOUR QUALI FI CATI ON SO |I'T NEEDS TO BE
©
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This notice has been produced on behalf of:
AQA, City & Guilds, CCEA, OCR, Pearson and WIEC
Information for candidates

GCE, ELC and Project qualifications - coursework assessments

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

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

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

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

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

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

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

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

(htip:/ fwrwew . b co.uky schools/ 16 /sosteacher history/ 49766.shiml), downloaded 5 February 2017,

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

If you copy the words or ideas of others and don't show your sources in references
and a bibliography, this will be considered as cheating.
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Preparing your coursework T good practice

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

Your parent/carer may provide you with access to resource materials and discuss your coursework with you.
However, they must not give you direct advice on what should and should not be included.

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

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

Take care of your wor k vaitdythg dtoers prheiie yourclastneates cBrofinddttYod e a
must always keep your coursework secure and confidential whilst you are preparing it; do not share it with

your classmates. If it is stored on the computer network, keep your password secure. Collect all copies from
the printer and destroy those you dondt need.

Dondét be tempt ed t-ineassaybarksds thiyischdating. Blectramic tools used by
awarding bodies can detect this sort of copying.

You must not write inappropriate, offe nsive or obscene material.
Plagiarism

Pl agiarism involves taking someone el sebds words, thoug
It is a form of cheating which is taken very seriously

Donét think you woné6ét be caught; there are many ways t

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

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

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

Penalties for breaking the regulations

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

A the piece of work will be awar ded zero marks;

A you will be disqualified from that unit for that examination series;

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

A you will be disqualified from all subjects and barred from entering again for a perio d of time.

Your awarding body will decide which penalty is appropriate.

REMEMBERT | T6 S YOUR QUALI FI CATI ON SO |I'T NEEDS TO BE

16



JCQ

ClC

This notice has been produced on behalf of:
AQA, OCR, Pearson and WIEC
Information for candidates: non-examination assessments
This document tells you about some things that you must and must not do when you are
completing your work,

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

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

In some subjects you will have an opportunity to do some independent research inko a topic.

The research you do may involve looking for information in published sources such as textbooks,
encyclopedias, journals, TV, radio, and on the intemet.

Using information from published sources (induding the internet) as the basis for your assignment is a

good way to demonstrate your knowledge and understanding of a subject. You must take care how
you use this material though - you cannct copy it and daim it as your own work.

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

When producing a piece of written work, if you use the same wording as a published source you must
place quotation marks around the passage and state where it came from. This is called "referencing”.
You must make sure that you give detailed references for everything in your work which is not in your
own words. A reference from a printed book or joumal should show the name of the author, the year
of publication and the page number, for example: (Morrison, 2000, pg.29).

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

shimnl}, downloaded 5 February 2017,

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

If you copy the words or ideas of others and don't show your sources in references
and a bibliography, this will be considered as cheating.
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Preparing your work T good practice

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

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

from the data.

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

Take care of your wor k an dcgdorepheretyourscadsreates darofindbitt Yod e av e i
must always keep your work secure and confidential whilst you are preparing it; do not share it with your
classmates. If it is stored on the computer network, keep your password secure. Collect all copies from the

printer and destroy those you dondt need.

Dondét be tempt ed t-ineassaybarksds thiyischdating. Blectramic tools used by
awarding bodies can detect this sort of copying.

You must not write inappropriate, offensive or obscen e material.
Plagiarism

Pl agiarism involves taking someone el sebds words, thoug
It is a form of cheating which is taken very seriously

Donét think you woné6ét be caught; there are many ways t
A Markers can spot changes in the style of writing and use of language.

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

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

Penalties for breaking the regulations

If your work is submitted and it is discovered that you have broken the regulations, one of the following
penalties will be applied:
A the piece of work will b e awarded zero marks;

you will be disqualified from that component for the examination series in question;
you will be disqualified from the whole subject for that examination series;
you will be disqualified from all subjects and barred from ente ring again for a period of time.

> > >

Your awarding body will decide which penalty is appropriate.

REMEMBERT | T6 S YOUR QUALI FI CATI ON SO I'T NEEDS TO BE
©2016 1 Effective from 1 September 2016
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Information for candidates
Guidelines when referring to examinations/assessments through the
Internet

This document has been written to help you. Please read it carefully.

We all like to share our experiences when taking examinations. Howewver, it is important to consider
what you say. Your comments may lead to an investigation for malpractice and result in the
application of a penalty.

Awarding bodies monitor social media and websites. They do not wish to see candidates jeopardise
their marks or grades as there are significant consequences for anyone caught breaching the rules for
examinations, controlled assessment or coursework.

The rules are sat by the Joint Council for Qualifications™C (J0G7C) on behalf of all the awarding
bodies and can be found at: hitp:/ fwww.jcg.org.uk/exams-officel malpractice

Examples of statements or acbivities that will lead to a malpractice investigation include:

* copying or allowing wark to be copied —i.e. posting written wark on social nebararking sites
prior to an examination/assessment;

collusion: working collaboratively with other candidates beyond what is permitbed:

allowing others to help produce your work or helping others with theirs;

being in possession of confidential material in advance of the examination;

exchanging, obtaining, receiving or passing on information by any means of communication
(ewven if just atbempting to):

# passing on rumours of exam content from another candidate.

This list is not exhaustive. Other instances of candidate malpractice may be considered
by an awarding body.

If you are found guilty of breaching any of these rules you could find yourself facing:

a walmirg;

the loss of marks for a sedion, component or unit;
disqualification from a wnit, all units or qualifications; or
a ban from sitting exams for a set period of time.

You must famlllans:e y'uurself with the rulE

Take care to avoid possible malpractice and the application of a penalty.
0GP 2014

19



JCQ

CIC

Produced on behalf of: AQA, City & Guilds, CCEA, OCR, Pearson and WIEC

Information for candidates — Privacy Notice
General and Vocational qualifications

Effective from 1 September 2016

The IC0) awarding bodies will process your personal data in accordance with the Data Protection Adt
1938 and the Code of Practice issued by the qualification regulators of England, Wales and Northermn
Ireland.

Correspondence on any aspect of a candidate’s examination or assessment will only be
conducted between the awarding body and the head of the centre, a member of the
senior leadership team or the examinations officer.

Awarding bodies will undertake the following administrative adtivities in relation to the processing and
exchange of candidates” personal data:

1. Personal data relating to the name(s), date of birth, gender, unique candidate identifier (LICT) and
unique learmer number {ULN} of an individual candidate will always be collected by an awarding
body for the purposes of examining and awarding qualifications. In some cases additional
informiation, which may include sensitive personal data relating to health, will also be collected to
support requests for access amangements and reasonable adjustments andior special
consideration. Such personal data will be supplemented by the resulis of examinations and
assessments undertaken by the respective candidate.

2. A candidate’s personal data will only be collected from registered examination centres in the
comtext of examination entries and/or certification claims.

3. Such data collected will mot be used by an awarding body other than for the administration of the
examinations process, conducting assessments and the certification of resuls daims.

4, Personal data within candidates” work will be collected and processed by an awarding body for
the purposes of marking, issuing of examination results and providing candidates with access to
post-results services. Examination results will be retaimed for a minimum of forty years.

In order for an awarding body to achieve this, some personal information may be transferred to
third parties such as examiners, who may in some instances, reside outside the European
Economic Area.
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5. Awarding bodies may be required to provide a candid
DfE, WG, DENI, The Skills Funding Agency, Ofqual, HESA, UCAS, Local Authorities, EFA and Learning

Reca. ds Service (LRS). Additionally, candidatesd® persona
qualifications approved by the awarding bodies for statistical and policy development purposes.

6. Some of the information candidates supply will be used by the Skills Funding Agency to fulfil its statutory
functions, issue/verify a candidateds Uniqgue Learner N
Learning Record.

The Skills Funding Agency mBesomliieamiag Racord with dthiededucatians UL N
related organisations, such as a careers service, a ca
and public bodies responsible for education. Further details of how information is processed and shared can

be found at:

http://www.learningrecordsservice.org.uk/

7. Awarding bodies are obliged to confirm what personal data is held, what it is held for, to whom the data
is to/may be disclosed to, and disclose the information that they hold about data subjects, (e.g. the
candidates) within 40 days of receiving a formal request for disclosure, subject to the application of any
relevant exemptions under the Data Protection Act 1998.

Candidatesshoud make an application to the appropriate awardi
bodies may charge a fee for this service.

8. If you have not reached the age of 16, you may first wish to discuss this Privacy Notice with your parent
or legal guardian.

Awarding bodies, schools, Department for Education (DfE), Welsh Government (WG), Department of

Education Northern Ireland (DENI), Local Authorities, the Office of the Qualifications and Examinations

Regulation (Ofqual), Ofsted, and Skills FundingAgency ( SFA) are all 6data contro
Protection Act 1998, in that they determine the purpos
living individuals from which they can be identified) is processed and the way in which that proc essing is

undertaken.

It is a requirement for data controllers to provide data subjects (individuals who are the subject of personal
data) with details of who they are, the purposes for which they process the personal data, and any other
information that is necessary to make the processing of the personal data secure and accurate, including
any third parties to whom it may be passed to.
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Warning to Candidates

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

2. You must not become involved in any unfair or dishonest practice
in any part of the examination.
3. You must not:
» sit an examination in the name of another candidate;
+ have in your possession any unauthorised material or

equipment which might give you an unfair advantage.

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

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

6. You must follow the instructions of the invigilator.

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

The Warning te Candidates must be displayed in a prominent place outside each examination room.
This may be a hard copy A2 paper version or an image of the poster projected onto a wall or screen
for all candidates to see.

Effective from 1 September 2014

E2014
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NO iPODs, MOBILE PHONES
MP3/4 PLAYERS
SMARTWATCHES

NO POTENTIAL
TECHNOLOGICAL/WEB ENABLED
SOURCES OF INFORMATION

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

DISQUALIFICATION

from your examination and your overall
qualification.

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

L2016 — Effective from 1 Sephember 2016

23



