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INSTRUCTIONS TO CANDIDATES

GCSE EXAMINATIONS

Introduction

This booklet has been designed to provide you and your parents with information and to answer
questions that you may have about the examination regulations and procedures.

The Awarding Bodies (or Examination Boards) set down strict criteria that must be followed for
the conduct of your forthcoming GCSE exams and we at Kings’ School must follow these
precisely. Notices to Candidates issued jointly by the Examination Boards are attached at the
back of this booklet. You should read these carefully. Please note that to break any of the
examination rules or regulations could lead to disqualification from all subjects. The School
must report any breach of the regulations to the Awarding Body.

If there is anything within this booklet you do not understand, or you still have some questions
once you have read this booklet, please ask either your tutor or subject teacher or come to the
Exams Office. The Exams Office is located on the first floor between the Maths and Science
Department.

Finally, all the staff and | would like to wish you the best of luck with your examinations and for
the future.

Mrs N Harris

Exams Officer



BEFORE THE EXAMS BEGIN
Revision & Exam Entries
What will make the biggest difference to a pupils’ results?

Create a revision timetable.

Attendance and concentration in all lessons.

Use the revision resources on show my homework.
Ask teachers for help.

What are good methods of revision?

Working through past exam papers

Using resources such as revision guides, notes and extra questions provided
Key words

Spider diagrams

Mind maps

Flow charts

Revision cards

BBC bitesize

Recommendations from teachers

Use of show my homework
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When are the after-school revision sessions?

e Details will be sent to parents and pupils via school comms

When will the GCSE exams take place?

» Written exams begin on 11t May 2020

* Practical exams such as Art, Drama, Photography & Food and Nutrition will take place
prior to 111" May

e MFL speaking exams will also begin during April 2020

Whose responsibility is it that pupils are entered for the correct exam?

o Itis the individual pupils’ responsibility
» All details on your individual timetable must be checked, including the spelling of names
date of birth as this will determine the information shown on the GCSE certificates.

You will receive a copy of the GCSE timetable and your individual timetable showing your own
specific examinations. Your individual timetable will provide you with the date, time and
duration of the exams. IT IS IMPORTANT THAT YOU CHECK YOUR TIMETABLE



CAREFULLY. If you think that something is incorrect, or you have two or more exams
scheduled at the same time, please go to the Exams Office.

Please make sure you read your timetable carefully and ensure that you arrive at school on the

correct day and on time. (8:30 AM and 12:30 PM)

In the event that you lose your exam timetable please see Mrs Harris to obtain another copy.

Your Candidate Details

You will be entered for your exams using your legal name. When you are
instructed to complete the front of the exam paper, please ensure you write your
legal surname and first name. You will also need to sign the front of the exam
paper where it says candidate signature.

A unique, four-digit candidate number will be allocated to you and this is the number that you

will write on your exam papers. Please learn it.
Equipment

All pupils are made fully aware of what equipment they require to take into the exam.
Only the essential equipment for the exam should be taken into the exam room.
Stationery should be carried in a clear pencil case or plastic bag. You must bring
your own natural display calculator and clear anything stored on it. Calculator cases
must not be taken into the exam room.

Pens should be black ink and not gel pens. You are not allowed to use correcting
pens, tippex or tape or erasable pens. Highlighters may not be used in your
answers, but can be used on your question paper.

You must not borrow anything from another candidate during an exam.

Food and Drink

You may take a clear water bottle with the label removed into the exam, it
should not be tinted or contain any branding or writing. We do not permit any
squashes or other drinks.

No food is allowed in the exam room.

Arriving for Your Exam

Bl n

Full School Uniform must be worn by all pupils sitting an examination. Please ensure that any

coats are placed into your locker or an area that has been advised.

Examinations will begin at 9.00 am and 1.00 pm unless you are notified otherwise.

You are required to arrive 30 minutes prior to the start of the examination and line up outside
the Sports Hall where either the Exams Officer or an invigilator will advise you on the order in



which you will enter the exam room. You will be asked to line up in your sets in alphabetical
order, but you will be seated in candidate number order.

All pupils who have an access arrangement will line up by C1.

Once you have been requested to do so, enter the exam room in silence. Candidates are under
exam conditions from the moment they enter the room until they are dismissed and outside the
exam room.

You must listen to and follow the instructions of the invigilator and MUST NOT communicate in
any way with other candidates. Candidates are required to put their hand up should they
require anything.

Any bags, coats or personal belongings, including mobile phones, iPods, smart V-
watches, and MP3/4 players and any notes you have made must not be taken into o D i
the examination room. No coats can be taken into the exam room. > 4

=

PLEASE NOTE: i

Possession of unauthorised items, such as a mobile phone, is a serious offence and could
result in disqualification from your examination and overall qualifications.

Writing of any description on yourself such as your hand/arm/leg or equipment is also forbidden.

When walking into the exam room, you will be scanned to ensure all electronic devices have
been handed in. It would be a good idea before arriving for your exam to empty your blazer
pockets of all rubbish and any other items, such as compact mirrors, ear phones, SD
cards/USBs, hand cream, lip balm etc.

Seating Plan

A seating plan for the main sports hall will be displayed on the doors to the sports

hall foyer area. Please do check this for your seat prior to entering the exam room.

Candidates will be seated in rows. Your desk will be marked by your own

candidate card which displays your photograph, candidate number and the school’s

Centre number. (This must remain on your desk face up) An invigilator will guide

you to your seat should you require assistance. There may be more than one exam taking place
at the same time. It is important that you check that you have the correct exam paper. You
MUST check the subject, paper and tier of entry. If you are not sure, please put your hand up to
check. i

During the Exam

A Senior Invigilator will read out instructions at the start of an exam. You should listen carefully
in case there are any notices you need to know.



It is important that you do not start writing until you are instructed to do so. Please do not
complete the front of your exam paper until the Senior Invigilator advises you to do this.

You should read the instructions on the front of the paper and number your answers clearly. If
you require assistance, please put your hand up and an invigilator will come to you as soon as
they can.

In the event of an emergency, ali candidates must follow the instructions of the Senior Invigilator
who will follow the School’'s Emergency Evacuation procedures. Candidates will be stopped
from writing and asked to close their exam booklet. If you are asked to leave the exam room to
gather at the designated meeting point. You must leave in silence and not communicate with
any other candidate in any way whilst the evacuation takes place. Candidates remain under
exam conditions. Question papers will be left on the desks.

At the end of an exam

At the end of the exam, an invigilator will collect your exam paper. Please remember to check
that you have correctly completed your personal details. Check your name, candidate number,
the centre number and where applicable, the exam paper or unit number.

You must remain seated and not communicate in any way with other candidates whilst the
papers are being collected and for the duration that you are in the exam hall.

Exam conditions apply until you have been dismissed and you must leave in silence until you
are well away from the exam room. Other candidates may still be sitting their exam. Please be
respectful to them.

GENERAL INFORMATION
Late Arrivals

If you arrive late for an exam, you may be allowed into the exam room up to 60
minutes after the exam start time. However, this is dependent upon the length of the
exam. Any late arrival must be reported to the Examination Board and they reserve
the right not to accept a candidate’s paper. Late arrivals will be entitled to the full
exam time if there is adequate supervision available. Upon arrival please go directly
to the main reception area and ask for Mrs Harris. Please do ring the school if you are late.

Absence from Examinations

Every effort must be made to ensure candidates attend every exam. If,

however, you are unwell or experience other personal difficulties of a serious Ll
nature, either you or your parent should inform the school by telephoning SRR
01962 861161 at the earliest opportunity on the day of the exam. The School

is unable to act retrospectively.



You will then be advised of the exam regulations and what arrangements, if any, can be made
to take account of the situation. You may be asked to obtain medical evidence.

If a you feel unwell during an exam, you should put your hand up and inform an invigilator.

Should you fail to attend an examination without good reason, a charge may be made to cover
the payment of the entry fee. Misreading a timetable will not be accepted as a satisfactory
explanation of absence. Please make sure you check your timetable. If you mislay your
timetable, please go to the Exams Office where a copy can be obtained.

Contingency Planning

In the highly unlikely event that there is national disruption to a day of examinations in summer
2020, as a last resort the affected examinations will be rescheduled, every effort would be taken
to keep the impact to a minimum, it is also possible that there could be more than one
timetabled date affected following the disruption, up to and including the contingency day on 24
June 2020.

Candidates must remain available until Wednesday 24 June 2020 should an awarding
board need to invoke its contingency plan.

Examination Clashes

Should you identify that you have two or more exams timetabled at the same
time, you must see Mrs Harris, the Exams Officer. Arrangements will be put in
place to ensure that JCQ exam regulations are followed. This may mean that
you will be able to sit your exams one after the other. In certain circumstances,
a.clash of exams may result in the exams being split across the morning and
afternoon sessions. In these circumstances, it will be necessary for you to be under supervision
from the end of the morning exam until the beginning of the afternoon exam. Therefore, you will
need to bring a packed lunch and anything you may wish to read. In the event of a late finishing
time, arrangements may need to be made for you to get home by you/your family. On rare
occasions there can be exams that clash where overnight supervision might need to be
arranged.

Access Arrangements

Candidates who are eligible for extra time and candidates requiring specific arrangements will
be informed of the approved arrangements that are in place for them and where the exams will
take place prior to the examinations. Candidates will have laptops for exams if it is their normal
way of working. The amount of extra time for each exam will be displayed on the board along
with the start and finish time of the exam.



Results

Before the examination timetable begins, you will be asked to provide £3 to cover

the postage in the event that you are unable to collect your results and certificates. -
If you turn up to collect your results you will be given back £1, if you attend o
Presentation Evening you will be given back £2. Further information will be given about this from

your tutor. Results will not be given over the telephone.

Candidates will be informed in advance of when and how results will be released. @
ults

You will also receive an invitation to the Presentation Evening where you will receive your
certificates. This is generally held in late November after your GCSE exams. Please ensure you
complete the survey monkey link from the letter you will receive on Results Day to advise of
attendance.

Things to remember in your exam

If you feel you've forgotten everything, it may be just nerves. Take a few deep breaths to help
you stay calm.

Read the instructions — Make sure you know what is required.

Take your time — Read the questions carefully. If you can’t answer a question, move on to the
next question and return to it later. Make sure you check the back of the paper in case there is a
question printed on it.

Write in black ink within the designated spaces. Exam papers are scanned when they are
marked by exam boards, so it is important that you do not write outside of the lines. You can put
your hand up to be given additional answer booklets.

Use the allocated marks to help you know how much time to spend on a question.
Remember to cross through any work you do not want to be marked.
Allow time to check your answers.

Do your best!

JCcQ
At the back of this booklet you will also see some information from JCQ.

The mobile phone poster and Warning to Candidate poster will be displayed inside and outside
the exam room.

There is also candidate information which you should read covering written exams, social
media, coursework and JCQ privacy notice.



JCQ
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This notice has been produced on behalf of:
AQA, City & Guilds, CCEA, OCR, Pearson and WJEC

Information for candidates — 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.

Coursework provides you 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 textbooks,
encyclopedias, journals, TV, radio and on the internet.

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 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.bbe.co.uk/schools/16/sosteacher/history/49766.shtml), downloaded 5 February 2019.

You may be required to produce a bibliography at the end of your work. This must list the full details
of publications you have used in your research, even where these are not directly referred to, for
example: Curran, J. Mass Media and Society (Hodder Arnold, 2005).

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



Preparing your coursework — 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, 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 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 do not need.

Don't be tempted to use pre-prepared on-line solutions — 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 fromt!).

= 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 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 penalty is appropriate.

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

©2019 - Effective from 1 September 2019
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This notice has been produced on behalf of:
AQA, OCR, Pearson and WJEC

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.

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, 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 work and keep it safe. Do not 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 network, keep your password secure. Collect all
copies from the printer and destroy those you do not need.

Do not be tempted to use pre-prepared on-line solutions — this is cheating. Electronic tools used by
awarding bodies can detect this sort of copying.

You must not write inappropriate, offensive or obscene material.



Research and using references

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

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 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 piece of 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 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.geocases2.co.uk/rurall.htm downloaded 5
February 2020.

You may be required to include a bibliography at the end of your piece of written work. Your teacher
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: Curran, J. Mass Media and Society (Hodder Arnold, 2005).

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

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.

Do not think you will not 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 or seen the source you are using, or even marked the work 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 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 entering again for a period of time.

The awarding body will decide which penalty is appropriate.

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

©2019 - Effective from 1 September 2019



JCQ

cic

£

AQaZ Shar 727 nefe, OCR @ wiec

Oxford Cambridge and ASA P(:}H rs(.)n C bOC

Information for Candidates

Information About You and How We Use It

You have entered general or vocational qualifications such as GCSE, A-level, functional skills
qualifications etc with one or more of the awarding bodies listed above. In order to be able to
provide examinations and assessments, the awarding body needs to collect and use information
about you. This notice provides you with a high level summary of the information the awarding body
is required by law to give you about of what happens to that information. For more detail see each
awarding body’s full Privacy Notice:

AQA https://www,aqa.org.uk/about-us/privacy-notice

CCEA http://ccea.org.uk/legal/privacy policy

City & Guilds  https://www.cityandquilds.com/help/help-for-learners/learner-policy

NCFE https://www.ncfe.org.uk/legal-information

OCR https://www.ocr.org.uk/about/our-policies/website-palicies/privacy-policy/

Pearson https://www.pearson.com/corporate/privacy-notice.htm

WIEC https://www.wiec.co.uk/about-us/data-protection/ WIEC%20Privacy%20Notice. pdf

Who we are and how to contact us

Each awarding body is a separate organisation. Your school or examination centre will be able to
confirm to you which awarding body is delivering each qualification you are undertaking and you will
receive a statement confirming what qualifications you have been entered for and which awarding
body. You will find links to each awarding body’s website and information on how to contact them
here:  www.jcq.org.uk/contact-us/contact-details-for-jicg-and-members,

Information about you and from where it is obtained

Each awarding body whose qualifications you enter will need to use a variety of information about
you. This includes obvious identification details such as your name, address, date of birth and your
school or examination centre. It also includes information about your gender, race and health, where
appropriate. This information is provided by you or your parents/guardians and/or by your school or
examination centre.

Each awarding body will create certain information about you such as a candidate number,
examination results and certificates.

You will find further information about this in the awarding bodies’ full Privacy Notice (see links
above) or by contacting the awarding body (see above).



What happens to the information about you

The awarding bodies use the information about you to deliver the examinations and assessments
which you have entered. This includes making a variety of arrangements for you to sit the
examinations or assessments, marking, providing you and your school or centre with results and
certificates. The awarding bodies also use some of the information about you for equality monitoring
and other statistical analysis.

The awarding bodies may share information about your results with official bodies such as the
Department for Education and the examinations regulators (eg Ofqual in England) and also relevant
local authorities and the Universities and Colleges Admissions Service (UCAS). An awarding body
may also use information about you to investigate cheating and other examination malpractice and
will share information about malpractice with other awarding bodies.

The awarding bodies take the security of the information about you that they hold seriously.

You will find further, technical information about what to the awarding bodies do with information
about you, why and the legal basis in the awarding bodies’ full Privacy Notice, which can be accessed
here (see links on page one) or by contacting the awarding body (see above).

Your rights

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

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

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

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

e Object to or restrict processing — in certain circumstances you are entitled to ask each
awarding body to stop using information about you in certain ways.

o Complain — you are entitled to complain to the Information Commissioner (the body
regulating the use of personal information) about what each awarding body does with
information about you.

You will find further information about your rights in relation to information about you in the awarding
bodies’ full Privacy Notice, which can be accessed here (see links on page one) or by contacting the
awarding body (see above).

How long the information about you is held

Each awarding body retains information about you only for as long as it is needed. Some of the
information is needed only during the period in which you are undertaking the examination or
assessment and is securely destroyed a short while afterwards. Other information about you, such as
your name, gender, address, qualification and subjects entered and the results, are held indefinitely
and for at least 40 years.

Each awarding body has its own retention policy that sets out what information it retains, how it is
retained and for how long. You can find out more about retention policies by contacting each
awarding body (see above).



How to find out more about the information about you that the awarding bodies use

To find out more about the information about you that the awarding bodies collect and use, including
what happens to that information why, you can review the awarding bodies’ full Privacy Notice, which
can be accessed here (see links on page one) or contact the awarding body. You will find links to
each awarding body’s website and information on how to contact them here:
www.jcq.org.uk/contact-us/contact-details-for-jcg-and-members.

Please note

It is important to note that this notice concerns only how the awarding bodies use information about
you (called your “personal data”). Complaints about how an awarding body handles your personal
data can be made to the Information Commissioner (www.ico.org.uk). Information about the
examinations and assessment themselves, including the rules about assessments, can be found on
the JCQ Exams Office pages (www.jcq.org.uk/exams-office). The awarding bodies are regulated by
Ofqual (https://www.gov.uk/government/organisations/ofqual) in England; Qualifications Wales
(www.qualificationswales.org) in Wales, and the Council for the Curriculum, Examinations and
Assessment (http://ccea.org.uk/regulation) in Northern Ireland.




8707 4oquisidas T Woil aA[daY3

S1USLLINI0P-$91ePIpUBI-I0)-UoIRULIOU ijo-swexa/sn 610 bal:mmm//:dny
:$9INd DO Y3 Yim J|9SInoA asiieljiuie) o} awul ayj aye) aseald

‘awn Jo pouad 195 e J0J swexa 40 sjuswssasse bupiel wody ueq e
10 {suonediytjenb 10 Sjun jje ‘Jiun e woly uonedyenbsip e

131un 10 JuduoduIoD ‘UsiIIBS B J0J SHIeuw JO SSO| 3Y)

Bujuiem UM B -

:apnpui Ajdde saipoq buipieme jey) saijeuad

“JUSQUOD WEXa JO sinowind uo bujssed e
Jo ‘aujjuo
paleys Huiaq uonewloul pale|al JUBWSSISSE 2.1)U30 INCA 0] podad 0] buljie) e
‘(03 bundwane Isn[ JI USAD) LIOIIEDIUNURLOD JO SUBAW AUuB AQ LUORRULIOJUI PSjelal
Juswssasse uo buissed Jo (paysanbal jou i uaA3) Buiadal ‘buiuleiqo ‘Buibueypxs e
‘uoneujwexa ayy
JO S0UBADE U] UOIIRWIIOU] PR JUSLISSISSE [enuapLuod Jo uoissassod Ul Buieg e
!sitayl yam sipyjo buidisy 4o yiom UnoA aonpoud dipy 01 S1aUl0 buimole o
‘peniwiad S1 31eYM puoAaq Sa1epipued ISHI0 UM ARARRIOGER(|03 BUINIOM UCISN}0D e
JuswWIssasse/uoheuiwexa ue 01 Jouid sayis bupjiomiau
|BIDOS UO Yom uapum bupsod a1 — paidod ag 03 ydom Bumoye jo BulAdod

:3o1peadjew 33M1ISU0d Gumo)jo) 3yl JeY) 3JeME 3¢ pPINoyYs NOA

‘sapjjeuad Ajdde Aew pue a3ebnsaaul
01 uoneblgo ue aAeY saipoq BUIpJEME ‘SJUDLLISSISSE LUORBUILEXS-UOU JO YIOMIS.IN0D
‘SIUBLLISSISSE PI||0JU0D ‘SUOIIBUILLIEXS J0) SBINJ 33 LDBd.iq S31epIPUBD 3J3UM

‘paiebisaaul o Jim )1 pue Apoq buipieme syl 03 Jenew ai) podald

usyl [jIm AdU ] (SlgejieAe Ji) paAIRORJ DARY NOA JRUM WIRUY MOUS 1SN NOA "Lels Jo
J2qWIBSW JBYI0oUE 10 Jayoea] INoA 21 1SNW NOA “SueaLu JaU3o Aue Jo ‘elpsw |eios
ybnoJyy uoreULIoU pajejR] JUSWISSISSE 3¢ 03 SHO0| 18YM 10 Si JBYM DAISIDU NOA JI

2Yoesy] INOA UM 3D3Y2 0] 153 SABMIE 51 ‘swiexa InoA Buiplebas

SUIUO SSNJSIP 1,UBD PUB UBD NOA JeUM Inoqe 3gnop Uj 34,N0A J “auljuo buissnasip
usym Ajqisuodsal 1pe 03 NOA MSe 03 Y| P, "S9|NJ L3 Yea4q 0] 10U [NJ2Jed 3G 03
PS9U NOA pue SJeys ued NOA UOJFeWIOU] JO JUNOWIE 3} O} SHWI| SJB 3I3Y] 19AMOH

‘Buisiaai Jo bulApnis a.,noA usym |nydiay aq pInod suyuo ssBYlo Yim seapl buleys

‘paJeys buRq
S| UORLLIOJUI JRYM INOgER YUily) 03 pue Aes NoA JeyMm JpISUOD 03 Juenodul s
U “sASMOH suoneulwexs bupjey uaym ssousuadxs INo a1eys 03 3| |8 3M

"AjInjaied )1 peal asesd|d

‘suonjejnbaJ uoneUIIEXS UIYFIM
Aeas noA djay 03 uapIm uaa(q sey JuawWNdop Sy |

SJUBLISSISSE /SuoneulWEeXd pue eipaw jelnos buisn
Sajepipued 10§ UOIFRW.IOJU]



JCQ

cic

| AQA

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

Information for candidates
For written examinations — effective from 1 September 2019

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.

Regulations — Make sure you understand the rules

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

Do not become involved in any unfair or dishonest practice during the exam.

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

ENIRI NSNS

You must not take into the exam room:

a) notes;
b) potential technological/web enabled sources of information such as an iPod, a mobile phone,
a MP3/4 player or similar device, a smartwatch or a wrist watch which has a data storage device.

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

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

If you wear a wrist watch the invigilator will ask you to remove it and place it on your desk.

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

Do not talk to or try to communicate with, or disturb other candidates once the exam has started.

You must not write inappropriate, obscene or offensive material.

If you leave the exam room unaccompanied by an invigilator before the exam has finished, you will not be allowed to return.

o

Do not borrow anything from ancther candidate during the exam.

Information ~ Make sure you attend your exams and bring what you need

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

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

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

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

n|pw|n|— gl |ole|~|o|n

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

Calculators, Dictionaries and Co_mputer Spell-checkers

You may use a calculator unless you are told otherwise.

N =

If you use a calculator:

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

b) clear anything stared in it;

c) remove any parts such as cases, lids or covers which have printed instructions or formulas;
d) do not bring into the exam room any operating instructions or prepared programs.

Do not use a dictionary or computer spell checker unless you are told otherwise.

Instructions during the exam

Always listen to the invigilator. Follow their instructions at all times.

N[~ (g |w

Tell the invigilator at once if:

a) you think you have not been given the right question paper or all of the materials listed on the frant of the paper;
' b) the guestion paper is incomplete or badly printed.

w

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

When the invigilator tells you, fill in ail the details required on the front of the question paper and/or the answer booklet
before you start the exam. Make sure you fill these details in on any additional answer sheets that you use.

Remember to write your answers within the designated sections of the answer booklet.

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

Advice and assistance

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

Put up your hand during the exam if:

a) you have a problem and are in doubt about what you should do;
b} you do not feel weill;

€) you need more paper.

W

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

-

At the end of the exam

If you have used more than one answer booklet and/or any supplementary answer sheets, place them in the correct order,
Place any loose additional answer sheets inside your answer booklet.
Make sure you add your candidate details to any additional answer sheets that you use.

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

Do not take from the exam room any stationery. This includes the question paper, answer booklets used or unused, rough

work or any other materials provided for the exam.

© JCQ 2019 - Effective from 1 September 2019
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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.

©2017 - Effective from 1 September 2017
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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:

e 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. 1If you are in any doubt speak to the invigilator.

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

Effective from 1 September 2014

©2014
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