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Message from the Headmaster
To Students and their Parents/Guardians

The Public Exams period is one of the most important times during the school year and

al so one of the most i mportant parcamsbheaf every
stressful time for students and parents and our role as a school is to ensure that students

are as well-prepared for their exams as possible.

It is also vital that our Public Exams will run as smoothly as possible for all our students
and therefore the aim of this booklet is to provide you with informative and helpful advice
to assist you during the exams period. The school is required to ensure that the rules and
regulations set out by the exam boards are followed therefore please read the documents
which are attached in the back of this book. Please read the booklet carefully so you are
aware of the exam procedures and regulations. The information in this booklet applies to
all of your exams.

If there is anything you do not understand or if you have any questions that have not been
addressed please do not hesitate to get in touch with my Examinations Officer (Miss
Malone) or my Director of Site (Mr Cantwell).

| wish all students well in their examinations and hope that they will continue to work hard
until their examinations are over.

Yours sincerely

M

Dr P C Doherty OBE
Headmaster
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Before your examinations Lateness
Individual exam timetable were issued to all students The start time for exams will not be delayed for

at the start of the ammerterm. Please check your students that are late& we advise that yoshould aim
timetable carefully. If therare mistakege.g. name, to be extra early on the day of your exanfsyou are
date of birth, exam entry etcyou must informMiss late for an exam the school will try to give you the full
Malone (Examinations Officgimmediately as time allowance as long as an invigilator is available. If
certificates will be prepared with theggersonal you are more than an hour late your exam paper may
details. Check each exam and tier of entry andure not be accepted by thExam Board. If you are late for
everything is correct on your timetable. an exam please repoimnmediately to the uppesite
reception

Dates and times of exams _
Exam dates and times are clearly shown on your exar® Uniform

timetable. Unless you are informed otherwise: Youmust wear full uniform to all examinations.
1 Morning exams start at 9.00am Outdoorcoatscannot be worrduring your examand
1 Afternoon exams start at 1.00pm. you should ensure that any notes and loose

Make sure you are at the assembly point for exams  paperwork have been removed from your pockets
(usually the grottaarea) at least 20 minutes before

the start of your examination. Students can have

different assembly points and therefore all students Clashes

should check the exams notice boards to confirm the |f you have a clash on your timetable (two exams at

assembly point for their exam. the same time), arrangements will be made for you to
take these subjects one after the other as long as the
total time is not more than three hours. If the total
Where will | sit my exams? time is more than three hours, the examdvoe split
Most of our public exams will be held in the Sports between morning and afternoon sessions. If this
Hall on the UppeSBite, and where needed, in Trinity happens an invigilator will supervise you in between
House Sixth Form Common Room and the Bethan ~ exams and you must bring food and drink with you.
Library. Details will be posted on the Examinations ~ During this time you will not be allowed access to your
Notice board in Trinity House and on a notice board bymobile phone, however you will be &bto revise for

the PoolRoom. You should refer to these notice your next examYou will be informed of any clash
boards to see where you should gather to be called arrangements before your exams commence. If you
into your exam. have a clash on your exam timetable which has not

been resolved you must inforidissMalonein the
Exams Office.

Absence

Please telephone thapper-site reception on020 - _
8504 3419f you are unable to attenglour exam due CandidateNumber andCentie

to illness if you are absent through a genuine Number

emergency or you have been delayed getting to school|| candidates are given a fodigit number which can
for the start of an exam. Please ensure you telephone pe found on your exam timetable. Please memorise
by 8.30am for morning exams and 12.30pm for this number as you will have to enter it on all answer
afternoon exams. If you are absent due to illnds=n  pooklets in your exama/ou will also be required to
you should obtaira medical note from your family GP  enter the school centre number on all your exam

G this will be important if we wish to pursue an booklets. The school centre numberli3359 It will
application for Special Considerations from the exam a|so be displayed in the exam hall/room.

board The schooWwill try to make contact with home

where students have failed to attend an exam in case

there has ben an oversight or misreading of the

timetable. Sudents who do not arrive for an exam will

be charged for the exam if they do not have a valid

reason.
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Bags and personal belongings

Only items you require for your exam are toth&en
into your exanmvenue Bagscoatsand other materials
including mobile phones/electronic devicedl be
locked in the changing rooms which are adjacent to
the exam hallValuables ardeft at your own isk.

Mobile Phonegd Electronic Devices
Mobile phonesand Smartwatcheare not permitted

in the exam room even if they are switched off. We
stronglyadvise that mobile phonesnd Smartwatches
should be left at home on exam days. Other

unauthorised materials or equipment includes iPods,

be marked Do not use correcting pens, fluid or tape,
erasable pendyighlighters or gel pens in your
answers. However, yoare allowed to highlight parts
of the question paper i separate answer booklet is
used.

Food and Drink

You are only allowed to take water into tlegam
room in an unlabelled clear bottli€hewinggum and
any other food andirink are not permitted. Please
ensureyou have enough water for th@uration of
your exam as you will ndte allowed to refill your
bottle duringthe exam and invigilators cannot dois

MP3/4 players, pen drives, wrist watches (which have for you.

a data storage device) or any products with an
electronic communication/storage device or a digital
facility. These too are not permitted in the exam

Calculators

room. Possession of unauthorised material is breakingA calculator caibe used unless you are told

the rules and you will be subject to penalty and
possible disqualification. Therefore mobiles/
electronic devices must either be left at home or left
in the loked rooms adjacent to the exam roonihe
school will not be held responsible for mobiles or
other electronic devices that go missing from bags.
With the increase in use of mobile phones the exam

boards now take the view that if a mobile phone rings

duringan exam causing disturbance to other
candidateghen the responsible student will be
disqualified from the paper being sgAppendix 7)

Equipment
It is your responsibility to bring your own equipment

and any resources required to your exam. Borrowing
from other candidates is NOT allowed when you are in

the exam venuePencil cases are not allowed unless

they are transparent plastic. Only black pens may be
used in examgEquipment you are required to bring to

every exam:
1 2 black pengmake sure you have spare pens)
1 2 HB pencils
1 Ruler
1 Pencil sharpener
1 Eraser
Particulariemsmay be required for certain exams
(checkequipmentneeded with your teacher for each
examg if you areunsure bring to your exam anyway)
1 Compass
1 Protractor
1 Calculator
9 Coloured Pencils

otherwise.Your subject teacher will inform you if you
are notallowed a calculator for a particular paper. If
you areallowed a calculator in an exam check the
batteries areworking properly, clear anything stored
in it, removethe case and ensure it is a size suitable
for use on theexam desk. You must bring your own
calculator if yoineed one and you are responsible for
making sure youcalculator works properly and it
meets exam boardegulations.
Calculators must not:
a) Bedesigned or adapted to offer any of these

facilities:

w Language translators

w Symbolic algebra manipulation

w Symbolic differentiation or integration

w Communication with other machines or the

internet

b) Have retrievable information stored in them, this

includes:

w Databanks

w Dictionaries

w Mathematical formulae

w Text
Calculators cannot be borrowed from another
candidate during an examination for any reason.

Seating and Entering thExam

All exams will have a seating plan which foell
displayed orthe examsnotice boardin Trinity House
and on the notice board adjacent to the pool rooAil
students should check their selacationbefore they
go into their exam venueStudents are to enter the
exam venuen row order, in single file and in

Scrap paper and revision notes must not be taken into
the exam room. You must do any rough work in your
answer booklet. Cross out anything you do not wish to

complete silence.
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Conduct in the Exam Venue Emergency Evacuation

As soon as you enter the exam venue you are under In the event of an emergency for example a fire drill

exam conditions. You must not communicate with any the following mus be carried out in complete silence:

of your fellow students and must not turn around. If ~ w If the fire alarmgoes off firstly do not panic.

there is any communication between students it will  ®w Youmust stop writing and remain seated and listen

be assumed you are chéag and be treated to the instructions from an invigilator

accordingly. w You will be told by an invigilator when to leaaed
where to assemble. Doot walk to whereyou

You must ensure you sit at the correct desk to ensure  usually go in the event of a fire drill as ywill not

you complete the correct question paper. If you need be assembling with the rest of ttechool Exam

assistance put up your hand and wait for an invigilator ~ candidates will assemble on the paved area

to attend to you. Once you have entered the exam between Keswick House and Media.

venue, youhave to be escorted at all times if you need w Leave all your equipment in the exam room

to leave (for example if you need the toilet or feel w You must lave the room in complete silen@nd
unwell).Listen carefully to instructions and notices mug not speak to fellow students.

that are readout by invigilators; there may be w Whenyou return to your exam room do not start
amendments to theexam paper that you need to writing until the invigilator informs you to do so
know abaut. Before youwstart your examsheck that w The invigilator will make a note of the time thie
you havethe correct question papeand an answer interruption and how long it lasid.

booklet ifrequired. Read through thimstructions on w You will be allowed the full working time set tive
the front of the exam paper beforstarting the exam examination

and make sure you are clear ashiow many

questions youare required to answelinvigilators are

there to help but they cannot help yowith any Exam Results
questions in your exam paper. If you have gogries  a_jevel:

R2yQl oS FFNIXAR G2 Lzl & 2,gaedits Wiltbe BallabiefdR coltedtidom th N

assistanceYou will not be allowed to leave an exam Mo O2YY2Yy NB2Y AoiThiriddy W2 a
early if yas have finished as this disturbs other 17t August 207.

candidates. Yomust check your exam paper through
and sit in silencePlease do not write on examination gcsE:

desks or writeor draw anything other than exam Exam results will be availalfier collection for Y11
answers in youquestion/answer booklet. If anything  stydentsF N2 Y G KS Mo O2YY2Yy NP3z
inapproprate iswritten on an exam paper the Exam  Hoyseon Thursday 2" August 207. If you are
Board can refuse tmark your scriptCandidates are  ynaple to collect your results in person awduld like
reminded that they are responsible for producing someone else to collect them on your beh@fg. a
legible writing on all answer scripts. parent or a nominated representativéien we will
require a ggned letter of authorisation fronyou
giving them permission to pick up your exaasults
End of the Exam and also proof of their own identity. ResuUBANNOT
If you finish before the time allowed for the exam, under any circumstances be given out othes
carefully check all your answers. Make sure your nameelephone or via emailf for any reason you cannot
and candidate number are on every piece of paper  collect your resultpersonally or send in a nominated
used. At the end of the exam all work must be handed representativewe are able to post out results upon
in. Rough paper is not allowed in exams so all work  receipt of an Adtamped seHaddressed envelope
you have done will be sent to the Exam Board for which must be left athe main reception.
markingtherefore remember to cross through any
rough workyou do not want to be marked.
Invigilators will collect your exam papers before you Enquiries about Results
leave the exam room. If there is any communication it Remarks:
will be assumed you are cheating and will be treated |t you're not happy with your results, there are several
accodingly. You will be dismissed from the exam row: qgptions available to you to have your scripts checked
by row and will be told which exit to use. Youmust  or remarked If you would like to query a mark/grade
remain in complete silence until you have leftthe 5o receiptof your exam results you should contact
Examvenue. MissMalone (Examinations OfficgrThe deadline will
be specified in the examination pack given to you on
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Exam Results day. Please be aware that gradebecan
either raised, remain the same or lowerdflyou wish
to go ahead payment must be receiviedforethe
request can be processed.

Access to scripts:

Following the release of results, you can request a
return of an exam script. Please be aware when the
Exam Board has returned the original sciipti can

no longer request a remark of this exam paper.

Exam Certificates

Your examination certificates are very important and
are evidence of your hard work and school career.
Examcertificates will becirculated to students that
are still in the school when they become available
during the autumn term. Exam certificates will be
posted out to candidatethat have left the school
during the autumn term 201

Internal Assessments

Controlled Assessments

Controlled Assessments make up a significant pfrt
someGCSE exams andncontribute toa large
percentage of an overall GCSE grade. The dates
Controlled Assessments are set by your teachers
therefore please check with your subject teachers
whenthese are scheduled. You must read the
Information toCandidates for Controlled Assessments
(See Appendi®).

Coursework Assessments

Coursework Assessments and deadlines are set by
subject departments. If you arendertaking
coursework taskgou must readhe Information to
Candidates foCoursework Assessments (See
Appendixb).

Appeals

report. The Examinations Officer and Headmaster ar
empowered to grant supervised rest breaks and/or
the provision of a word processor but only given the
correct evidence. The Learning Support Department
will make arrangements for providing any other
special assistance and inform the candidates of any
special rooming arrangements. Any illness, or family
circumstances, which may affect examination
performance, arising shortly before or during the
examinations, should be notified as soon as possible
to MissMalone (Examinations Officer) so that an
applicatbn for special consideration can be made to
the examination boards.

Special Considerations

Special consideration is an adjustment to the marks or
grades of a candidate who is eligible. The allowance
for Special Consideration is from 0% (consideration
given but addition of marks considered inappropriate)
to 5% (granted in exceptional cases). Parents should
be aware that any adjustment is likely to be small and
no feedback is providedandidates will only be

eligible for Special Consideration if they héexn

fully prepared and have covered the whole course but
performance in the examination or in the production

of coursework is affected by adverse circumstances,
such as recent illness, accident or injury, bereavement,
domestic crisis. The Exams Officerstnipe informed
immediately, so that the necessary paperwork can be
completed (within 7 days of the last exam session for
each subject). A letter provided by the parents or
carers will be needed as evidence to support such an
application.

Invigilators

Here at Trinity we employ invigilators (examination
supervisors) to conduct the exam process. Candidates
are expected to behave in a proper manner towards

Appeals against internal assessment decisions should all members of the invigilation team and follow their
be made as early as possible to the centre and no lateinstructionsalways Poor behaviour will not be

than two weeks before the last timetabled exam
the series Anappeal maynly be made against the
assessment process and ragjainst the mark
submittedto the Exam BoardA copy of thedAppeals
3+ Ayad
attached as appendix 8

Access Arrangements
Some candidates are eligible for extra time or special
examination arrangements. These are, normally,
identified by the school and appropriate applications
YIRS &adzllll2 NISR o8

Yy 9RdzOF GA2YE

tolerated under any circumstances. The role of the
invigilator is to manage and supervise exams. They
distribute and collect exam papers and advise

candidates when to start and finish the exam. They

Ly G SNY I f policyisi S & & Y 8136 @ive o AdditfoaNskaén materials and

equipment f needed. If any candidate has any
concerngduringanexam they should bring them to

the attention of an invigilator as soon as possible by
clearly raising their hand and waiting for the invigilator
to come to them.Invigilators cannot explain the
guestians to students or discuss the content of the
exam paper with them.

tadoKz2ft23AalQa
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Frequently Asked Questions Q. What do | do if | forget my Candidate Number?
Candidate Numbers are printed on seating plans,

Q. What time do examinations start? which are displayed outside the examination rooms,
Morning exams start at 9.00amarrive at 8.40am and on attendance registers. Invigilators will be able to
Afternoon exams start at 1.00pmarrive at 12.0pm help you find your number. Your Candidate Number is

Check the seating plan displayed on th@msnotice also printed on your individual timetable.

boardin Trinity Housdor your exam venue anthe _ o
location of your seat Q.Can | leave the exarifi | have finishedearly?

No! You must use th&ull time-allowance and check
same time) when all the exam papers have been collected and
The Examinations OfficévissMalone) will speak to ~ YOU have been dismissed by the invigilator.
you and arrange which exam you will take first. If you .
have to take one in the morning and one in the Q. How dol know how long the examis?
afternoon you will be supervised in between. The length of the exam is shown on your individual

GAYSGFroftS dzy RSN drki§latdtsS | RA Y
Q. What do | do if | think | have the wrong question ~ Will tell you when to start and finish the exam. The
paper? start and finish time of the exam will be displayed on
Invigilators will ask you to cls your paper before the the white boad in your exam venue.
exam starts. If you think something is wropgit your

hand up andnform the invigilator immediately. Q. | am entitled to extra timeg how will this affect

the way | take my exams?
Q. What do I do if | am late? Candidateghat have access arrangement
Report tothe Upperdte receptionand wait to be entitlements will sit their exams together in the
escorted into the examination venue. If you anere Bethan library in order that their exam time is not
than 1 hour latebe aware thatyour exam paper may interrupted by other candidatesvho finish earlier. The
not be accepted by the Exam Board. invigilator will include the additional time when they

display the finishing time on the board.
Q. What do I do if I am ill on the day of @&xamand

miss the exam? Q. What do | do if | feel ill during the exam?

Your parent/carer must contact the school as soon as Put your hand up and an invigilator will assist you. You

possible to infornthem of your absenceWhere should inform an invigilator if you feel ill before or

L2aarof s @2dz aKzdA R 380 Auring ancpyas s you {egl thig gy affect your
performance.

Q. Can | go to the toilet during the exam? o ) R i
Only f absolutely necessatyecause it iglisruptive for Q> K& OFy Qu L oNAYy3 Ye Y20A
other students!You will be escorted by an invigilator ~ "00M? o .

but will not be allowed any extra timédt is strongly Mobile phones areommunication deviceghey are

advised that you use the toilet before the exam starts. data storage devices and most now have internet
connectivity. Bing in possession of oneven if it is

Q. If I miss an exam can | take it another day? switched off)isregarded as cheating and is subject to
No! Timetables are regulated by Exam Boards and youS€vere penalties from the awarding bodiescluding
must attend on the given date and time. disqualifiation. Do not bring a mobile phone, a

Smartwatchor other electronic device into an exam.
Q. Do I have to wear school uniform?

Yes. If you do not, you will not be allowed into the Q. What do | do if I have an accident or am ill before
exam. Hats, scarves and outdamatsmust not be the exam? _

worn in the exam venue. Bagsd personal Inform the School as soon as possible so we can help
belongings will be locked in the storage rooms or advise you. In the case of an accident theans
adjacent to each exam venue you are unable to write, it may be possible to provide

you with a scribe to write your answers but we will
Q. What do | do if | forget the SclabCentre Number? need as much notice as possible. If you wish the

The Centre Number i§3359 It will be clearly school to make an application for Special _
displayed in the examination rooms. It is also printed CoOnsideration on your behalf you will need to abta
on your individual timetable. supporting medical evidence from your hospital or GP.
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Examtips for the day of your exam!
1 Eat a good breakfast
Make sure you know where your exam is being held and what time it starts
Give yourself plenty of time to géb schoolg avoid rushing and becoming flustered

1
1
1 Take all the equipment you need for easkam, including extra pens apéncils
1 Go to the toilet before each exdm

1

Read all the instructions carefully before startthg exam and ask the invigilator if anything is
unclear

=

Read through the questions before you start writing and make sure you are clear as to how
manyquestionsyou are required to answer

If you are stuck on a question move onto the next. You can ale@ye back to it later
Plan how much time you will need for each question

Candidates are responsible for produclagible writingon their answer scripts.

= =42 = =

Never leave a question unanswered. Even if you write an answer in the last minute of the
exam, younightget some marks for your answer. If you are really stuck, try to have an
intelligent guess

1 Leave time to read through and check your answers before the exam finishes

At the end of the examination candidates must put any loose additional answerssimetkie
order they answered the questions and insert them inside the answer booklet.

Appendices
Appendix 1 Warning to Candidates

Appendix2: Information for candidates, for written examinations
Appendix3: Information for candidates for on-screentests
Appendix4: Information for candidateg controlled Assessments

Appendix5: Information for candidateg coursework Assessments

= 4 4 -4 - -

Appendix 6 Information for candidateg guidelines when referring to examinations
through the internet

Appendix7: Information for candidateg Notechnologies / wekenabled devices

Appendix 8 Information for candidateg Appeals against Internal Assessment of Work for
External Qualifications
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Appendix 1

JCQ

CIC

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

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;
e 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 to Cand/dates must be displayed in a prominent place outside each examination room.
This may be a hard copy A3 paper version or an image of the poster projected onto a wall or screen
for all candidates to see.

Effective from 1 September 2014
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Appendix 3

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

JCQ

CIC

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.

A Regulations — Make sure you understand the rules
1 Be on time for your on-screen test{s). I you are late, your work might not be acceptad.
2 Do mot become invobved in any unfair or dishonest pradice during the on-scareen test.
3 If you try to cheat, or break the rules in any way, you could be disgualified from all vour subjects.
4 Oty take inko the exam room the materials and eguipment which are allowsad.
5 You must not take into the exam room:
* notes;
+  potential technological fweb enabled sources of information such as an iPod, a mobile phone,
a MP2/4 player, a smartwatch or a wrist watch which has a data storage device.
Unless you are told othenwise, you must not have access to
+  the Internst, e-mail, data stored on the hard drive, or portzble storage media such as floppy disks, CDs and memony
cticks;
#  pre-prepared bemplates,
Remember: possession of unauthorised material is breaking the rules, even if you do not intend to use it, and
you will be subject to penalty and possible disqualification.
[ Do meot talk to or bry to communicate with or disturk cther candidates once the on-scresn test has started.
7 If you keave the exam room unaccompanied by an invigilator before the on-screan test has finished, you will not be allowed to
reburn.
B Do mot borrow anything from ancther candidate during the orrscresn test,
B Information — Make sure you attend your on-screen test and bring what you need
1 Know the date and time of your on-screen test(s).
2 Arrive ak least ten minutes before the start of your on-screen test.
3 If you arrive lste for an on-soreen test, report to the imvigilator running the test.
4 If you arrive more than one howr after the published starting time for the on-soreen test, you may not be allowed to take it
5 Your cantre will inform you of any egquipment whidch you may need for the on-screen test.
C Calculators, Dictionaries and Computer Spell-checkers
1 fouw may use a caloulator unless you are told othenwise.
2 If you use a caloulator:
&  make sure it works properly; check that the batteries are warking properhy:
*  dear anything stored in it:
#  remove any parts such s cases, lids or covers which have printed instructions or formulas;
#  do nok bring into the examination room any operating instructions or prepered programs.
3 Do mot use 2 dictionary or computer spall checker wnless you are told otherwisa,
D Instructions during the on-screen test
1 Alwzys listen to the invigilakor.  Follow their instructions at all times.
2 Tell the imvigilator at once if:
*+  you have been entered for the wrong on-soreen kest;
&  tha on-screen test is in another candidsta’s name;
#  vou experence system delays or any other IT iregularities.
3 fou may be given a question paper or the instructions mizy be on-soreen. In either case, read carefully and follow the
instructions.
E Advice and assistance
1 If on the day of the on-screen test you feel that your work may be affected by ill health or any other reason, tell the
invigilator,
2 Put wp your hand during the on-screen test if:
&  you have a problem with your computer and are in dowbt about what you should dao:
+  you do not feel well,
3 ouw must not ask for, and will not be given, any explanation of the guestions.
F At the end of the on-screen test
1 Ensure that the software doses at the end of the on-screen test,
2 If you are required to print off work outside the time allowed for the on-screen test, ensure that you collect your own work.
You must not share your work with other candidates. Make sure that another candidate does not collect your prinkouts).
3 Do mot leave the exam room until told to do so by the invigilabor,
4 Do mot take from the exam room any stationary.
This includes rough work, printouts or any other materials provided for the on-screen test,
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Appendix4

JC

cicC

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

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

Using information from published sources (including the internet) as the basis for your assignment is a
good way to demonstrate your knowledge and understanding of a subject. You must take care how
you use this material though - you cannet 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 use the same wording as a published source, you must place quotation marks around the
passage and state where it came from. This is called "referencing”. You must make sure that you give
detailed references for everything in your work which is not in your own words. A reference from a
printed book or journal should show the name of the author, the year of publication and the page
number, for example: (Morrison, 2000, pg.29).

For material taken from the internet, your reference should show the date when the material was
downloaded and must show the precise web page, not the search engine used to locate it. This can be
copied from the address line. For example:
(http://www.bbc.co.uk/schools/16/sosteacher/history/49766.shtml), downloaded 5 February 2017.

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

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

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

If you worked as part of a group on an assignment, for example undertaking field research, you must
each write up your own account of the assignment. Even if the data you have is the same, 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 keep it safe. Don't leave it lying around where your classmates can find it.
You must always keep your work secure and confidential whilst you are preparing it; do not share it
with your classmates. If it is stored on the computer netwark, keep your password secure. Collect all
copies from the printer and destroy those you don't need.

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

You must not write inappropriate, offensive or obscene material.

Plagiarism

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

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 spedalists who are very familiar with work on the topic
concerned — they may have read the source you are using (or even marked the essay you have
copied from!).

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

Penalties for breaking the regulations

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

= the piece of work will be awarded zero marks;
*  you will be disqualified from that unit for the examination series in question;
*  you will be disqualified from the whole subject for that examination series;

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

Your awarding body will decide which penalty is appropriate.

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

©2016
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This notice has been produced on behalf of:
AQA, City & Guilds, CCEA, OCR, Pearson and WJEC
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 s anything that you do not understand, you must ask your teacher or lecturer.

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

Using information from published sources (including the internet) as the basis for your coursework 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".

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

For matenal taken from the internet, yvour reference should show the date when the matenal 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:

(hitp: /e bbe.co.uky/schools/ 16/sosteacher/histony /49766 .shtml), downloaded 5 February 2016.

You must also include a bibliography at the end of your work. This must list the full details of
publications you hawve used in your ressarch, 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 coursework — good practice

If you receive help and guidance from someone other than your teacher, you must tell your teacher
whao 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, 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 drew 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 keep it safe. Don't leave it lying around where your classmates can find it.
You 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 don’t need.

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

You must not write inappropriate, offensive or obscene material.

Plagiarism

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

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 are very familiar with work on the topic
concerned — they may have read the source you are using (or even marked the essay you have
copied from!).

= Internet search engines and specialised computer software can be used to match phrases or pleces
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 s submitted and it is discovered that you hawve broken the regulations, one of the
following penalties will be applied:

» the piece of work will be awarded zero marks;

= you will be disgualified from that unit for that examination series;

= you will be disgualified 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.

Your awarding body will decide which penalty is appropriate.

REMEMBER — IT'S YOUR QUALIFICATION SO IT NEEDS TO BE YOUR OWN WORK
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| AQA | City & Guilds | CCEA | OCR | Pearson | WIEC

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. However, 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 sodal 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 set by the Joint Council for Qualifications™ (JCQY) on behalf of all the awarding
bodies and can be found at: hitp://www.jog.org.uk/exams-office/malpractice

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

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

collusion: working collaboratively with other candidates beyond what is permitted;

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
(even if just attempting 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 waming;

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

You must familiarise yourself with the rules:
hittp s/ fwane. jog.org.uk/exams-officefinformation-for-candidates-documents

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

200ee 2014
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