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Introduction

It is the aim of everyone at Hedingham School to make the examination experience as stress-free and successful as possible for all students.
Public examinations can be an extremely stressful time for students and parents alike.  It is important that all those involved are as well informed as possible.
This booklet is intended to inform and advise students and parents and to help them to understand examination regulations and the procedures to follow in the event of any problems occurring.
Hedingham School will make every effort to ensure that candidates receive the best possible preparation for their examinations, that the administrative arrangements run smoothly, and that the examinations are conducted in a way that will cause as little stress as possible and help students to achieve their full potential.  Mock exams are run to the same standards and rules in order that students are familiar with the process beforehand.
The Awarding Bodies (also known as Examination Boards) set down strict criteria that must be followed for the conduct of examinations and Hedingham School is required to follow them precisely. Particular attention should be paid to the Joint Council for Qualifications (JCQ) notices at the end of this document.  These rules and regulations are designed to ensure fairness and minimise disturbance during exams and we are required to ensure that all candidates are made aware of them.
Some common questions are answered here but if there is any question that has not been addressed, please do get in touch.
After reading this booklet, if you have any further questions, please do not hesitate to contact our Examinations Officer:
Mrs Nina Powell
01787 460470
hed.powelln@hedingham.essex.sch.uk
On exams days it is best to contact the School Office on 01787 460470 and leave a message with the nature of your query or problem and we will get back to you as soon as possible.


[bookmark: _Toc222319070]Before the Examinations

[bookmark: _Toc222319071]Entries
Candidates will be issued a Statement of Entry.  This should be checked carefully, paying particular attention to:
· Name – this should be the candidate’s full legal name.  Check the spelling is correct.
· Date of birth
· Exam Entries – check that all the subjects you expect to take exams in are listed.
· Tier of entry – for certain GCSE subjects there will be a specific entry tier, either Foundation (F) or Higher (H).  This relates to Mathematics, all the Sciences, French and German.  Check that this tier is as you would expect.
Candidates will also be issued with their individual Exam Timetable.  Again, please check this information carefully.  The name and date of birth shown here will be printed on your final examination certificates.  Awarding Bodies charge a fee to amend certificates which have already been issued.
[bookmark: _Toc222319072]Awarding Bodies
The school uses the following Awarding Bodies:
· AQA
· OCR
· Pearson (Edexcel)
· WJEC/Eduqas
[bookmark: _Toc222319073]Exam Regulations
The JCQ (Joint Council for Qualifications) oversees the examinations process in this country.  Copies of the regulations and notices that they require candidates to be aware of are included at the end of this handbook.
[bookmark: _Toc222319074]Candidate Name & Candidate Number
Candidates must be registered using their legal names, not preferred or shortened names.  Each candidate has a four digit candidate number.  Students will write their name and candidate number on the front of their exam papers.  To ensure that results are received smoothly and correctly, students should use their full legal name on the exam paper, not their preferred name.  Each candidate has a card on their desk in the examination room displaying their legal name and candidate number.  These cards must not be altered in any way by the candidate.
[bookmark: _Toc222319075]Timetables
Candidates will be issued with an individual timetable showing their own specific examinations with details of date, time and duration.  These should be checked carefully and if anything appears to be wrong, the Examinations Officer should be notified immediately.  You are responsible for knowing the dates and times of your exams.
Exams start at 9:00am and 1:00pm.  You should arrive to the assembly area at least 15 minutes before the exam start time.
[bookmark: _Toc222319076]Contact Numbers
Please ensure that the school office has at least one up to date contact number for you.
[bookmark: _Toc222319077]Equipment
It is the responsibility of the candidate to bring the correct equipment with them.  This is covered further, later in this document.  The school is no longer selling pre-packed exam kits, however they can be purchased cheaply via Amazon for example, simply search for “Clear Exam Set”.
[bookmark: _Toc222319078]Calculators
You may use a calculator in an exam room unless prohibited by the Awarding Body’s specification  Where the use of a calculator is allowed, you are responsible for making sure that your calculator meets the Awarding Body’s regulations.
Calculators must be:
· of a size suitable for use on the desk
· either battery or solar powered
· free of lids, cases and covers which have printed instructions or formulas
Calculators must not:
· be language translators
· be symbolic algebra manipulation capable
· be symbolic differentiation or integration capable
· be able to communicate with other machines or the Internet
· be borrowed from another candidate during the exam
· have retrievable information stored in them.
The use, or attempted use, of any such calculators will be regarded as malpractice and must be reported to the Awarding Body.
[bookmark: _Toc222319079]Student Availability
Students must be available to sit exams on the Awarding Bodies’ Contingency Date.  This date will be used in the event of widespread national disruption to an exam or exams.  The date is:
· Wednesday 24th June (all day)
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[bookmark: _Toc222319081]Regulations
As soon as a candidate enters an examination room, they are under JCQ regulations.
There must be NO TALKING and no contact with other candidates.  If assistance of any kind is needed, they must raise their hand and wait for an invigilator to come to them.
It is important to make sure that any of the restricted items have been removed from pockets/wrists BEFORE entering the room.  Possession of these items in the exam room is malpractice and will almost certainly result in loss of marks for that paper even if the item was brought in by mistake and was not used.  Further details of restricted items are in the FAQs later in this document.
MOBILE PHONES, WATCHES or any other electronic or storage device must not be taken into an examination room.  If one is found in a candidate’s possession, even if it is switched off and was brought into the room by mistake, it will be taken from the candidate and a report will be made to the Awarding Body.  No exceptions can be made.  Awarding Bodies take this regulation very seriously and they will almost certainly remove the marks for that paper from the candidate.
Candidate bags must not be taken into the exam room and will need to be left in side-rooms.  These rooms are not secure, candidates are advised to lock any valuable property in their lockers, or not bring it into school on examination days.  
We do not accept any responsibility or liability for items left in school bags during examinations.
No food or drink can be taken into the exam room, with the exception of water, which must be in a clear, unlabelled, see-through bottle.  Chewing gum is not allowed.  If any other food or drink is required for medical reasons, this must be discussed with Nina Powell, Examinations Officer, before examinations start.
Candidates should:
· LISTEN carefully to instructions and notices read out by invigilators – there may be amendments to the examination paper that need to be understood.
· CHECK they have the right paper – check the subject, paper and tier of entry (where appropriate).
· READ instructions on the front of the examination paper carefully and follow them correctly.
· REMAIN seated in silence until told to leave the room.
· LEAVE in silence.
Candidates should not:
· DRAW graffiti, doodle or write comments on examination papers as the Awarding Body may refuse to accept them.  This will result in a loss of marks for the student.
· REMOVE any items from pockets – make sure everything needed is on the desk before the examination starts.
· TAKE any questions papers, answer booklets or additional paper from the exam room.


[bookmark: _Toc222319082]Seating Plans
Seating plans will be displayed outside exam rooms before each exam commences.  You should check the seating plan to ensure that you sit in the correct seat.  It is essential that you sit in the correct seat for a specific exam or you may be given the wrong paper.
[bookmark: _Toc222319083]Invigilators
Invigilators are in the exam room to supervise the conduct of the examination.  They will hand out extra paper if required and deal with any issues that arise, for example if a candidate feels unwell.
Candidates must follow all instructions given to them by invigilators at all times.  Failure to do so constitutes candidate malpractice which must be reported to the Awarding Body and may result in loss of marks for that paper.
You are expected to behave in a respectful and polite manner towards the invigilators.
Please note that invigilators cannot discuss the exam paper at all.  They cannot read out or explain the questions.
If the fire alarm sounds during an examination, candidates should remain seated and silent and follow the instructions given to them by the invigilators.
[bookmark: _Toc222319084]Exam Conditions
You are under strict exam conditions from the moment you enter the exam room until the time all candidates leave.
If you are using a laptop to type your exams you will still be under exam conditions until after you have printed and signed your typed exam paper.
[bookmark: _Toc222319085]At the End of an Exam
At the end of an exam, all work must be handed in.  Remember to cross out any rough work.
If you have used additional sheets or answer booklets, put them inside the main answer booklet, in the correct order.
Invigilators will collect your question papers and answer booklets before you leave the room.  Absolute silence must be maintained during this time.  You are still under exam conditions until you leave the room.
Question papers, answer booklets and additional sheets must not be taken from the exam room.
You must remain seated in silence until you are told to leave.  You must leave the room in silence, one row at a time, and show consideration to other candidates who may still be working.


[bookmark: _Toc222319086]Malpractice
Any form of malpractice, including possession of unauthorised material, even if by mistake, is a very serious offence and you will be subject to penalty and possible disqualification under the JCQ’s Suspected Malpractice Procedures.
Forms of malpractice include (but are not limited to):
· Being in possession of a prohibited device in the exam room, even if switched off.  For example, mobile phone, watch etc.
· Being in possession of unauthorised materials, e.g. revision notes, dictionary etc.
· Communicating with other candidates, by talking, signing or otherwise
· Copying from other candidates
· Sitting an exam in the name of another candidate
[bookmark: _Toc222319087]Lateness
If you are running late you should get to the school as quickly as possible.  If you can, call the School Office on 01787 460470 to inform us of the delay.  When you arrive, go immediately to the exam room.  You must not enter an exam room without permission after an examination has begun.  
Hedingham School will do its utmost to ensure that you are able to sit the exam in the full allocated time.  However, this may not always be possible.
If you arrive very late, the school must inform the Awarding Body, giving the reason and evidence for your lateness.  This may result in you receiving no marks for that paper.
If you arrive after the end of an exam, you will not be admitted.
[bookmark: _Toc222319088]Absence
Any difficulties experienced during the exam period should be reported to the school at the earliest possible opportunity so that we can help or advise.  This would include illness, injury, bereavement, personal problems etc.
Only in “exceptional circumstances” are candidates allowed special consideration for absence from any part of an examination.  It is essential that signed medical or other evidence is obtained on the day and passed to the school immediately.
Please note that misreading the timetable is not a satisfactory explanation for absence from an exam.
If you are unable to attend an exam due to illness or some other serious reason, your parent/guardian must contact the School Office before 9:00am on the day of the exam.


[bookmark: _Toc222319089]After the Examinations

[bookmark: _Toc222319090]Notification of Results
Results will be released to candidates as follows:
GCE and other Level 3 qualifications: Thursday 13 August 2026
GCSE and other Level 1 and 2 qualifications: Thursday 20 August 2026
Timings for result release will be issued nearer the time.
If a candidate wishes any person other than themselves to collect results on their behalf, they must give written authorisation to the Examinations Officer before results day.  The person collecting must provide photographic identification, such as a passport or driving licence.
[bookmark: _Toc222319091]Post Results
There will be members of the Senior Leadership Team and the teaching staff available on Results Days to give advice to students.  Information about requesting a Review of Marking will also be available.
[bookmark: _Toc222319092]Certificates
Certificates will be available for collection by students from January 2027.
Please note:  We do not post out certificates, they must be collected.  This is due to the risk of them being lost in the post.  Certificates are important legal documents and cannot be reissued.  It is only possible to obtain a replacement statement of results from the Awarding Bodies and this incurs a significant cost.


[bookmark: _Toc222319093]Frequently Asked Questions

What do I do if there is a clash on my timetable? (This means you are due to sit more than one exam at the same time).
The Examinations Officer will be aware of this and you will be informed how this will be managed.
What do I do if I have an accident or am ill before the examination?
Inform the school as soon as possible so that we can help and advise you.  There are many ways we can support you with different problems, for example, if you have an accident which means you cannot write, we can provide a word processor or a scribe who can write for you.  We obviously need as much notice as possible to put these arrangements in place, but they can be organised at the last minute if necessary.
What do I do if I forget my candidate number?
Your candidate number is printed on your candidate card which will be on your desk when you arrive.  Write this on the front of the exam paper when you are told to do so.
What do I do if I think I have the wrong paper?
The invigilator will ask you to check your paper before the examination starts.  If you think something is wrong, raise your hand and tell the invigilator immediately.
What do I do if I forget the school centre number?
This will be clearly displayed in the exam room.
What do I do if I feel unwell during an examination?
Put your hand up and an invigilator will assist you.
If I am late, can I still sit the examination?
If you are late we may still be able to allow you to sit the examination, so even if you have missed the official start time you should still get to the school as quickly as possible.
If you are very late (as determined by the Awarding Body), they may decide not to accept your paper and you will not receive any marks for that paper.
If I miss an exam, can I take it on another day?
No.
Do I have to wear school uniform?
You must wear school uniform until you go on official study leave from school.  After that you may wear whatever comfortable clothing you choose but hats and hoods must not be worn.


What equipment should I bring for my examination?
For most examinations you should bring:
· At least 2 pens – black ink only.  These must not be of the erasable or gel ink variety.
· 2 HB pencils
· 30cm ruler
· Pencil sharpener
· Rubber
For some examinations you will need:
· A calculator
· A compass
· A protractor
· Coloured pencils
Your teachers will advise you on equipment prior to the examinations.
You are responsible for providing your own equipment for examinations.  You must not attempt to borrow equipment from another candidate during the examination.  If you find you have forgotten something, raise your hand and the invigilator will try to help.
What is allowed in the examination room?
Only material that is listed on question papers is permitted, so only bring what is needed for the specific examination.  Your teachers can advise you.
You are allowed to bring water in a clear, see-through bottle with all labels removed.
If any other item is found in your possession, this has to be reported to the Awarding Body and you run the risk of losing your marks for that paper.
Why can’t I have my mobile phone in the exam room?
Awarding Bodies are very strict on this.  Mobile phones, watches or any other electronic or storage device are not allowed in the room, even if they are in your pocket and switched off.  If you are found with any of these items in the exam room, even if they are switched off, we will report it and the board will penalise you.
How do I know how long an examination is?
Your timetable tells you the length of the examination.  It is also printed on the front of the paper.  Start and Finish times are written on a whiteboard or large sheet of paper displayed at the front of the room.  All rooms have clocks visible to all students.
Can I leave the room early if I have finished?
No as you will disturb those who have not finished.  You must not leave the room until told to do so by an invigilator.
What do I do if the fire alarm goes off?
Stay calm, remain seated in silence – you are still under exam conditions.  An invigilator will tell you what to do.  You must follow their instructions.
Can I go to the toilet during an examination?
You may not go to the toilet in the first 30 minutes and last 15 minutes of an exam.  This is because you must be supervised by an invigilator when you are outside the exam room and the invigilators have important exam-related tasks to perform during these times.  Students in possession of a toilet card may visit the toilet at any time during an exam.  If you do wish to visit the toilet, raise your hand and wait for an invigilator, who will escort you.  You will be asked to remove your blazer and empty your pockets before you go into the toilet.
What do I do if I do not get the grades I need/expect?
There will be members of the Senior Leadership Team and teachers available on Results Day to offer advice.
If you believe that it is necessary to make an enquiry about your result, you should first consult your teacher for that subject to obtain their advice as to the advisability of requesting a Review of Marking.
We have a very small window to make these requests so do not delay talking to your teacher.
When can we go on holiday after the exams finish?
All students are required to be available to sit exams on the Awarding Bodies’ contingency day which will be used in the event of national disruption to the exams this year.  This means that you can plan to go away on holiday on or after 25th June 2026.
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[bookmark: _Toc222319095]JCQ Warning to Candidates Poster
This poster will be displayed outside each exam room. You must note all the warnings. If you wish to view this poster online, please use the following link:
Exam room posters – Joint Council for Qualifications[image: A screenshot of a computer
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[bookmark: _Toc222319096]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 or any watch, is a serious offence and could result in DISQUALIFICATION from your examination and your overall qualification.” 
The unauthorised items poster cam be found online using the following link:
https://www.jcq.org.uk/exams-office/exam-room-posters/
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[bookmark: _Toc222319097]JCQ AI Poster for Students
This poster is a quick guide to help you to better understand the rules for use of AI in assessments. An example poster below. The poster can also be viewed online using the following link: 
https://www.jcq.org.uk/wp-content/uploads/2024/02/JCQ-AI-poster-for-students-2.pdf 
[image: A poster of a person sitting on a computer
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[bookmark: _Toc222319098]JCQ Information for Candidates – Written Examinations
You must read this information before you take any externally assessed written exams.  
Please use the following link to view all JCQ Information for candidates documents including the JCQ Information for candidates- written exams:
https://www.jcq.org.uk/exams-office/information-for-candidates-documents/ 
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[bookmark: _Toc222319099]JCQ Information for Candidates – Social Media
You must read this information to help you stay within examination/assessment regulations when using social media. Please use the following link to view all JCQ Information for candidates documents
https://www.jcq.org.uk/exams-office/information-for-candidates-documents/  
[image: A screenshot of a computer
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[bookmark: _Toc222319100]JCQ Information for Candidates – Non-examination Assessments
You must read this information if you are undertaking qualifications that contain components of non-examination assessment.  
Please use the following link to view all JCQ Information for candidates documents including the JCQ Information for candidates- written exams:
https://www.jcq.org.uk/exams-office/information-for-candidates-documents/ 
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[bookmark: _Toc222319101]JCQ Information for Candidates – Coursework Assessments
You must read this information if you are undertaking qualifications that contain elements of coursework assessment.
Please use the following link to view all JCQ Information for candidates documents including the JCQ Information for candidates- written exams:
https://www.jcq.org.uk/exams-office/information-for-candidates-documents/
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[bookmark: _Toc222319102]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). 
Please use the following link to view all JCQ Information for candidates documents including the JCQ Information for candidates- written exams:
https://www.jcq.org.uk/exams-office/information-for-candidates-documents/ 
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[bookmark: _Toc222319103]JCQ Information for Candidates – AI (Artificial Intelligence and assessments) 
You must read this information to help you stay within examination/assessment regulations when using artificial intelligence. This information explains: What is AI? What is an AI tool? When can I use AI? When can I not use an AI tool? If I’m allowed to use AI, how is this breaking the rules? How to make sure you don’t misuse AI. The document can be found online using the following link: https://www.jcq.org.uk/exams-office/malpractice/ 
[bookmark: _Toc222319104][image: A poster of information on a computer
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[bookmark: _Toc222319105]Privacy Notices

Awarding Bodies need to collect candidate personal data.  Links to their Privacy Notices are listed below:
AQA - Student Privacy Notice
Eduqas - Privacy Policy
OCR - Candidate privacy policy
Pearson - Privacy Policy | Pearson qualifications
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Using information from published sources (including the interet)

s the basis for your assignment is a good way to demonstrate your
knowledge and understanding of a subject. You must take care how
you use this material though - you cannot copy it and claim it as your
own work

‘The regulations state that:
“the work which you submit for assessment must be your own’;

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

‘When producing a piace of work, if you use the same wording as
2 published source, you must place quotation marks around the
passage and state where it came from. This s known 25 referencing.
You must make sure that you give detailed references for everything
in your work which is not in your own words. A reference from a
printed book or journal should show the name of the author, the year
of publication and the page number. For example: Morrison, 2000,
29,

For material taken from the internet, your reference should show.
the date when the material was downloaded and must show the
precise web page, not the search engine used to locate it This can
be copied from the address line. For example: http:/naws.bbe 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), your reference must show the name of the Al tool used
and should show the date the content was generated. For example:
ChatGPT 35 (https:/openai.com/blog/Chatapt/), 25/01/2026. You
should also referance the sources used by the Al tool in generating
the content
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You must retain a copy of the question(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 you used it. This must be submitted with your work for final
assessment s that your teacher can review the work, the
Al-generated content and how it has been used.

ou may be required to include a bibliography at the end of your
piace of written work. Your teacher willtell you whether this s
necessary. Where required, your bibliography must st the full details
of publications you have used in your research, aven whr these

are not directly referred to. For example: Curran, J. Mass Media and
‘Society (Hodder Arnold, 2005).

If you copy the words, idsas or outputs of others and do not
Show your sources in referances and a bibliography, this will be
considared as cheating.
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Ifitis discovered that you have broken the regulations, one of the
following sanctions will be applied:

+ you will be awarded zero marks for your work

« 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 wil be disqualified from all subjects and barred from
entering again for a period of time.

The awarding body will decide which sanction is appropriate.

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

£20 2025 - tcte rom 1 estenber 2025
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“This document tells you about some things that you must and must.
ot do when you are completing coursework.

‘When you submit your 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 apportunity to do some.
independent research into a topic. The research you do may involve
looking for information in published sourcas, 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 biased. You must take care how
You use this material - you cannot copy it and claim it as your own
work.

I you use the same wording as a published source, you must place
quotation marks around the passage and state where it came from.
“This s called ‘referencing You must make sure that you give detailed
references for everything in your work which is not in your own words
A reference from a printed book or journal should show the name of
the author, the year of publication and the page number. For example:
(Morrison, 2000, 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: http://news bbc.couk/
onthisday/hi/dates stories/october/28/newsid_2621000/2621915 st
downloaded 5 February 2026.

Where computer-generated content has been used (such as an Al
chatbot), your reference must show the name of the Al tool used
‘and should show the date the content was generated. For example:
ChatGPT 35 (httpsy/openai com/blog/chatapt/), 25/01/2026.
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You should also reference the sources used by the Al toolin
generating the content.

You must retain a copy of the question(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 you used it. This must be submitted with your work for final
assessment 5o that your teacher can review the work, the.
Al-generated content and how it has been used.

ou may be required to produce a bibliography at the end of your
work This must ist the full details of publications you have sed

in your research, even where these are not directly referred to. For
example: Curran, J. Mass Medlia and Society (Hodder Amold, 2005).

If you copy the words, idsas or outputs of others and do not
Show your sources in referances and a bibliography, this will be
considared as cheating.
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I you recaive help and guidance from somaone 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 coursework with you. However, they must not aive.
You direct advice on what should o should not be included.

I you worked as part of a group on an assignment, you must each
write Up your own account of the assignment. Even if the information
You have s the same, the description of how that information was
obtained and the conclusions you draw from it should be in your
own words.

You must meot the deadiines that your teacher gives you. Remermber
- 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
s too late.

Take care of your work and keep it safe. Don't leave it lying around
where your classmates can find it. Don't share it with anyone.
including posting it on social media. You must always keep your work
sacure and confidential. I it is stored on the computer natwork. 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 s cheating.
Electronic tools used by awarding bodies can detect this sort of
copying.

You must not write inappropriate, offensive or obscene material
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Plagiarism involves taking someone else’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 willbe
familiar with work on the topic concerned. They may
have read the source you are using or even marked the work
You have copied from.

« Internet search engines and specialised computer software
an be used to match phrases or pieces of text with original

sources. They can detect changes in the grammar and style of
writing or punctuation.
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If it s discovered that you have broken the rules, one of the following
sanctions will be applied:

« you will be awarded zero marks for your work

« you will be disqualified from that unit for that
‘examination series;

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

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

The awarding body will decide which sanction is appropriate.

REMEMEER - IT'S YOUR QUALIFICATION SO IT NEEDS TO BE YOUR
OWN WORK.

£20 2025 - tcte rom 1 estenber 2025
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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.

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

2 Do not become involved 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 couid be
disqualified from all your exams.

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

5 You must not take into the exam room any unauthorised material
including:

(@ notes;

() earphones or earbuds (. AirPods), mobile phones,
MP3/2 players or similar devices, smart glasses, tablets
(eg.iPads or IPods).

© a watch.

Unless you are told otherwise, you must not have access to:

() Al tools, email, araphiics packages or computer aided design
Software, portable storage media, e.g. floppy disks, CDs,
memory sticks, social media sites, spreadsheats or
the internet;

(@) prepared templats.

Bringing unauthorised material into the exam room s breaking
the rules, whether you intend to use it or not. You will be subject
to sanctions and possible disqualification.

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

7 If you leave the exam room unaccompanied by an inviglator before
the on-screen test has finished, you will not be allowed o return

8 Do not borrow anything from another candidate during the
on-screen test.
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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 1f you arrive late for an on-screen test, report to the invigilator
running the test.

3 If you arrive more than one hour after the pubished starting time
for the on-screen test., you may not be allowed to take it

4 Your centre willinform you of any equipment which you may need
for the on-screen test.
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1 You may use a calculator unless you are told otherwise.
2 1f you use a calculator

(@) make sure it works properly; check that the bateries are
working properly;

(b clear anything stored in its memory;

(© remove any parts such as cases, lids or covers which have
printed instructions or formuiae;

(@) do not bring into the examination room any operating
instructions or prepared programs.

3 Do not use a dictionary or computer spelichecker unless you are
toid atherwise.
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1 Aways listen to the invigilator. Always follow thair instructions.
2 Tell the invigilator at once if:
(@) you have been entered for the wrong on-screen test;
() the on-screen test is in another candidate’s name;
(© you experience system delays or any other IT issues:

(@) your access to the on-screen test has not been set
Up corractly:

(@) adjustments to the on-screen test have not been made for
You, eg.additional time has not been added, computer
reading software or speech recognition software has not
been uploaded.

3 You may be given a question paper or the instructions may be on
Screen. In either case, read carefully and follow the instructions. Do
ot open the question paper until you are told that the exam
has begun
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1 1f.on the day of the on-screen test, you feel that your work may
be affected by il health or any other reason, tell the inviglator.

2 Put up your hand during the on-screen test f:

(@) you have a problem with your computer and are not sure
What you should do;

() you do not feel well

3 You must not ask for, and will not be given, any explanation of
the questions.
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1 Ensure that the software closes at the end of the on-scraen test

2 1f 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 sure that
another candidate does not collect your printout(s).

3 Do not leave the exam room until tald to do 5o 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-screen test.

460 2025  Etctve rom 1 Sestager 2025
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When can | use AI?

+Yourteachers may use it in class when
teaching the courss, but remembar

teaching I the classroom fsnot an exam!
+There are some assessments whereyou can usa
Alyour taachers wil tallyou ifyou can or
‘cannot use an Al ol
-Ramambar, the rules are diferent for differant.
‘assassments and subjocts, 50 aways check with
yourteachers first!
~Whonan Al tool isallowed, you must
‘acknowledge™ tho Al tools and tho material
producad by the Al toolthat you have usad in
Your work.If you do not acknowledgo Al s, it
Willba considered as cheating.

Information for candidates
Al (Artificial Intelligence and assessments)

What is an Al tool?

Altooksars applications,suchas
ChatGPT, Snapchat My Al Google
and Google ransiat There are many morl*

e ——
sty vt

When can | not use an Al tool?

i any erme s sonicee
-Altools cannot ba used in an axam
o any other assessment whers exam

rulosapply.

This s what axam boards call Al misuse and
s 3 form of cheating.
ackooniecment —whan proccing 3 plce ofwork fyou
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el T ovr 5 ere g vou i ke
S0 it you gve et references oy evehinginyour
WOWFich s no inyour oW werds orscample, ChORGRT
35 oS peroi comog EhargpY) SOVRLES

IF YOU USE AN AI TOOL, YOU CANNOT GET
MARKS FOR WHAT THE A TOOL HAS
PRODUCED, AS IT IS NOT YOUR OWN WORK

How to make sure you don't misuse Al

DECLARE

~Remember to sign your dedlaration form when
handing in your work for final assessment.

~Your signatura on the dectaration form talsyour
‘taacher and the exam board that you ara saying
allthe work youra handing in s your own.

+Ifyou have used an Al 0ol you must declare™*
thatyou have used it bafora signing the.
dechration formi
hDaclre s mears that whanyou bt your werk or
mating, the arding body wil ol equreyoLo S
B rtizaton Latementcorfg et o heve s
andolowed tharectiatons.

ACKNOWLEDGE

Ifyou are allowed to use an Al toolInyour
assassment (ramermber to checkl) you must
dothefollowing:

reference the Al ool you have used

-give the data of when the Al ool generatad th
contant

~give detall of howyou used it

-5ave screenshots of whatyou have asked or
Insiructad the Al ool t do and what answer

the Al gave you, and includo this with the
work submiftac.

ACKNOWLEDGE
‘and DECLARE
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What you cannot take into your exams:

[ svvome oronene

anytype of watch (¢his il
‘analogue, digital and smart watches)

smart devices (e.g. Airbuds, smart
lasses or tablets]

What you will need:

ftmust not
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‘Warning to candidates
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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
examination or 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 sach
‘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 sce.




