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EXAMINATIONS - 2024 _ 2025

Exam times are very important times in your life. For most of you they are the
culmination of five years' study in the academy. The exams you do this year
and your results will have a great impact on what you do in the future, so it's
important that the exams run as smoothly as possible so everyone is able to
do their best.

There are a number of rules and regulations for exams of which you must be
aware. Most of these rules are set by the exam boards, not by the academy,
but it is our responsibility to enforce them. Make sure you read the
accompanying JCO G uidance documents.

Every candidate will be given a timetable for both Mock and Final
examinations. There is a fulltimetable on the academy's website. Please check
the dates and times of your examinations carefully and ask if you do not
understand. There will always be a copy of the timetable displayed ín the
academy.

All final morning exams will start at 9.00am and final afternoon exams will start
at 1.30pm. You should aim to be outside the exam room at the very latest 15

minutes before the exam starts.

Some Mock Exams may run into Family Time. You will be informed if this is

the case on your exam timetable.

ltis@tomakesurethatyouarepresentonthecorrectday
and at the correct time. Misreading the timetable will not be accepted as a
satisfactory explanation for absence. For Year 11 some of your final written
exams will take place when you are on study leave in May/June, so arrive on
time and don't forget to wear your full academy uniform.

It costs the academy about f.40 - f70 per subject to enter you. lf you miss an
exam, you will be charged.

lllness - if you miss an exam due to illness, you must telephone the academy
(01ó1 óBB 3900)as soon as possible on the morning of the exam and complete
a JCO/ME 14 Self-certification Form. This form is available from the Exams
Officer. A letter from a parent/carer is not acceptable.

Late- if you arrive lateforthe exam, there is a possibilitythatthe exam board
may not accept your exam paper. You must, however, still attend the academy
and sit the exam.

You are not allowed to keep any bags, books or notes with you in the exam
room. Please do not bring any valuables. We cannot take responsibility for
items lost or stolen.
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Potential Technological / Web enabled sources of lnformation such as:

AirPods, Earphones/Earbuds, an iPod, a mobile phone, an MP3/4 Player or
similar device, a watch, smart lasses or a other smart device

There is a long list of such electronic items that are not allowed in the exam
room.
These include headphones attached to a device or otherwise. Exam boards
do not allow wrist watches of any description standard or otherwise to be worn
during exams. These will need to be removed and stored along with your
phone in your bag. We do not have the facility to collect, store, or return these
items to you.

The penalty for having a mobile phone etc. in your possession during an exam
is as follows: -

lf you are caught cheating in any way in an exam, you WILL be reported to the
exam board. Cheating means doing anything that is against the rules in the
Warning to Candidates (see Appendix)and includes:

x Being in possession of an iPod, mobile phone, MP3/4, wristwatch, smart
glasses, smart devices or otherTechnological/Web enabled devíce.

x Using unauthorised aids, such as notes, cards, study guides, etc. even
your own blank paper.

x Communicating with other candidates (by talking, turning around,
making inappropriate loud noises or otherwise).

x Copying from other candidates or appearing to.

x Usíng a calculator or dictionary when not allowed.

x Opening the exam paper before you are told to do so.

Penalties for cheating can include disqualification from taking any exam for up
to five years. lgnorance of any JCO documentation at the back of thís booklet
is no defence.You MUST read and be familiar with it all.

J

lf a mobile phone or other electronic communication device is found in your
possession durinq an exam, even if it is turned off. the device will be taken
from you and a report made to the exam board. No exceptions will be made.

The minimum ies are as follows:

Remember, if your phone makes a noise during an exam and whether you
respond to it or not, you will receive a penalty (see above).

Warning
(Sanction 1)

Loss of marks
(Sanctions 2 - 4)

Loss of qualification/s
(Sanctions 5 - 9)

in the
candidate's
possession but
no evidence of
being used by
the candidate

in the candidate's
possession and
evidence of it being
used by the candidate

Mobile phone or similar
electronic devices
(including iPod, MP3/4
player, memory sticks,
Smartphone
Smartwatch, air pods,
earphones and
headphones)

not in the
candidate's
possession
but makes a

noise in the
examination
room

Cheating/Malpractice



Equipment

You must bring your own equipment to all exams. Having it with you shows
you are prepared for the exam and in the correct frame of mind. Borrowing
from other candidates is NOT allowed under any circumstances. Ordinary
pencil cases are not allowed in the exam room. You should bring your
equipment in a clear, transparent pencil case or clear plastic (food or freezer)
b"g.

The following equipment may be brought to every exam:

{ At least 2 pens - black biro, NOT felt-tips.
/ At least 2 HB pencils
/ A30 cm ruler, marked with millimetres
{ Pencil sharpener (one that catches shavings)
,/ Rubber

For certain exams you will also need the following:

/ Compass
,/ Protractor
{ Calculator (Scientific) make sure it works properly, clear anything stored

in it, remove/leave at home any parts such as cases or lids which have
printed instructions or formulas.

{ Highlighters are allowed but only to be used as per below

You must do any rough work in the answer booklet provided. Cross out neatly
anything you do not wish to have marked. Highlighter pens must not be used
in answer booklets but may be used to highlight words in question papers.

Tippex or any other correcting fluid is not allowed in any answer booklets. How
you present your answers is one part of the communication between you and
the examiner. Being neat and tidy will ensure your answers are completely
clear to the examiner.

lf you need additional answersheets, please raise your hand and an invigilator
will come to you. You must make sure you write your name, candidate number
and the exam information on the additional answer sheet.

You are not allowed tissues in an exam. lf you have a cold/hay fever you will
need to ask the invigilator for a tissue. There are always boxes of these at the
front of the exam room.

For all exams candidates must be dressed in full academy uniform and arrive
by 8.45am for a Final morning exam and 1.1Spm for a Final afternoon exam.
There are often instructions to be given out so the exam can start on time.
Remember that 9.00am and 1.30pm are the starting times.
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Timings for Mock Exams may vary. You should refer to the Exam Timetable
which will be issued to you before the Mock Exams start.

The lead invigilator will read out a series of instructions and warnings before
starting the exam. You will hear these every time an exam starts but please
listen to them. These instructions can sometimes vary for different exams so
it's important that you pay attention to the lead invigilator.

Once you enterthe exam room you are under exam conditions. There should
be no talking. You should not talk again until you are outside the exam room.
Rememberthatthere may well still be a candidate working who has extra time.

Once seated, keep looking to the front of the exam room. Do not look around
to see where others are sitting or make sideways glances. All this could be
seen as malpractice (cheating).

lf you need any assistance, put your hand up clearly and wait for an invigilator
to come to you.

Once you have entered the exam room, you have to be escorted at all times if
you need to leave, i.e. to go to the toilet. Unless you have a Toilet Pass, you will
not be allowed to go to the toilet at all during an exam. Toilet visits disrupt
other candidates.

You are not allowed to leave the examination or go home if you finish early.

A seating plan and/or examination register is published for each exam and
placed outside the Sports Hall or Exam Room. You must sit at the desk
allocated to you unless the invigilator instructs you otherwise. Do not move
places under any circumstances and only with an invigilator's permission.

There will be a name card in most exams on your desk which will be collected
after the start of the exam. Please write your name, candidate number and
exam paper on the card at the start of the exam and place the card on the
corner of the desk so that the invigilator can collect it without disturbing you.
There may also be a photo i.d. card on your desk. Do not remove, write on or
turn over the i.d. card. This is used by lnvigilators for identification purposes
and contains personal exam information which you may need.

Listen carefully to the instructions given to you. Always write your Legal Name
on your Exam Paper. Do not use a shortened name i.e. Becky for Rebecca.
ln most exams you will have to use a black pen and write within a certain area
of the page. This is because many papers are scanned and marked by
examiners on a computer.

When you have finished, you must check all of your answers carefully as you
may have made some mistakes. You must not disturb the examination or
communicate with other candidates in any way. lt is often at this point that a

candidate risks breaking the rules of the examination and is reported to the
exam board. Others who are still working have the right to concentrate and
not be distracted. At the end of the examination, the ínvigilators will collect
your exam paper. This has to be handed to the invigilator by you personally.
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Please make sure you have written all of your details on all answer booklets
and any additional answer sheets. Absolute silence must be maintained during
this time.

At the conclusion of the examination, you must listen carefully for further
instructions and wait to be dismissed.

You will be dismissed from large exams (English, Maths, and Science, for
example) in rows. Collect your belongings as quietly as possible and remain
silent until you are outside the exam room. This process may take some time
for various reasons and you must remember that some candidates may still be
working.

Please check your individual timetable carefully and frequently during the
exam period and letyour FamilyTutorortheYearTeam know if you notice any
errors immediately.

Please also ensure you check your name and date of birth on your timetable.
Mistakes missed at this stage will mean that your certíficate is printed
incorrectly or, worse still, you have been entered forthe wrong exam.

You will also need to check the dates and times of all of your exams. lf you
misread your timetable, no extra time will be allowed. We cannot guarantee
that someone from the academy will contact you or call to collect you and
bring you in. The academy will do its best to contact you but cannot be held
responsible for not being able to do so.

Clash candidates will be informed well in advance of which exam to take first,
usually the longer one. There is always at least one exam clash every year. The
academy has no influence on external exam timetables set by exam boards.

You are responsible for checking your own exam timetable. lf you lose
ur timetable, u can collect a re lacement from ur r office.

JCO have introduced Exam Contingency Days, which for the summer 2025
exams are on Wednesday 1 1th June in the afternoon and Wednesday 25th June
all day.
All students sitting exams in the summer must ensure they are available up to
and includino these dates.

You are allowed to take into the exam room a drink of still water (not fizzy) in a
clear plastic bottle with the label removed. Chewing gum and any other type
of food are not allowed. You will not be allowed to leave the exam room to re-

fill a bottle of water and invigilators will not do this for you.

lf the fire alarm should sound during an exam please stop writing and waitfor
instructions from the Lead lnvigilator. lf you are in the Sports Hall, you will be
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Exam Contingency Days-Wednesday 11 June 2025, afternoon only, and
Wednesday25 June 2025, morning and afternoon.
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Emergency Evacuation



Lockdown

evacuated to the rear of the Top Astroturf. You will not go to your usual
evacuation location if you are taking an exam. You must not talk to other
candidates for the whole time that you are evacuated. This is considered
malpractice and your exam paper may be disqualified.

lf you hear the tannoy announcement "would all staff and students please stay
in classrooms and await further instructions" please follow the instructions of
the Lead lnvigilator.

Candidate Statement of Results are issued on Results Day, which for summer
2025 Exams, will be on Thursdaythe 21stAugust2025. Results are provisional
and give a grade of 9-1, a U or an X at GCSE. An X means you were absent for
that exam. Results for vocational courses such as BTEC's are more complex.
You will receive information from your subject teachers regarding these.

Reviews of Marking - Once exam results are issued the academy will consult
with the various subject departments and identify pupils whose resulVs were
very close to a grade boundary i.e. the next grade higher than the grade that
has been achieved. Following this consultation, the academy may submit a

request to the exam board on your behalf for your result/s to be checked. This
is called a "review of marking". This action is only taken by the academy when
pupils are very close to going up a grade not down. All pupils will be required
to sign a Consent Form on results day in order for the academy to take this
action on your behalf.

You may wish to discuss your results with a head of department to establish if
you would like to submit your own request for a "review of marking". The head
of department will advise you how close you are to a grade boundary and the
risks involved. The exam boards charge a fee for reviews of marking which will
need to be paid before the academy submits your request. Exam Boards do
not accept requests directly from pupils. The academy has the right not to
support your request if they believe you are too close to a grade below and
the risk is too great. The academy has an appeals policy in place if you disagree
with the academy decision not to support your request for a review of marking.

Clerical Checks - This service is a re-check of all clerical procedures leading to
the issue of a result. This involves checking that all parts of the script have
been marked, the totalling of the marks and the recording of the marks.

Access to scripts - Either yourself or the academy may wish to obtain a copy of
your exam script. The academy may, on occasion, request the return of scripts
from the exam board for various reasons. One of the key reasons is to assist
with teaching and learning of future candidates in a particular subject. A
signed consent form is required from yourself before this can be actioned. All
of your personal informatíon will be removed from the exam paper.
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lf you wish to consider any of these options please bear in mind there are
deadlines for submitting requests to the Exam Boards so you will need to
contact the academy and the relevant department as soon as possible after
receiving your results. You should aim to make contact with the subjea
departments either on results day or certainly in very early September when
school re-opens. The deadline is usually in mid-September so please dont
delay in this respect.

Certificates are issued at the Academy Presentation Event which takes place in
November. You will be informed of the date by letter nearer the time. You
must ensure you look after your certificates and keep them in a safe place as

the exam boards charge a fee for replacing them which is approximately f40
per certificate. You may need your certificates in the future for college,
university or employment. Certificates are held by the academy for one year
from the Presentation Event.

These are an integral part to some exam courses. There are strict rules about
these being your own and that you have not copied from someone else or
allowed them to copy from you. This includes the misuse of Anificial
lntelligence. You will be reminded about this at the start of each assessment
window. Separate JCO documents are published within this booklet. You wíll
also need to complete a Candidate Declaration which your subject teacher will
issue you in due course.

The exam boards return your work after a moderator has assessed it. However,
it will be kept secure by your subject teacher until around October half-term.
Please do not attempt to collect it until then.

Reviews of Centre Assessed Marks - lnformation regarding Reviews of centre
assessed marks and appeals can be obtained from your class teacher. There
is a timeframe forthis to be completed. lf you have any queries regarding your
marks, you must alert your class teacher for guidance on the process
immediately. Additional lnformation about this process and also about any
complaints is available on the Academy website.

Some candidates (identified by the SENCO or the lnclusion Manager) are
entitled to separate invigilation, extra time or other help i.e. Reader, Scribe,
word processor etc. All candidates who are entítled to any of these
arrangements will take their exams in a separate room. Extra time also applies
for such candidates in non-exam assessment condítions, i.e. a piece of work
completed in class with the class teacher under test conditions. Your teacher
will know you are entitled to this but it is worth asking for it as a reminder, if

u need to.

Special consideration only applies after an examination has taken place. lt is
something the academy can apply for if something has seriously affected your
pertormance on the day of that exam. Being upset because you can't answer
the paper would not be taken into consideration.

Examples of acceptable reasons for an application are:

I

Certificates

Coursework, Controlled Assessment or Non Exam Assessment

Access Arrangements

Special Consideration



Afamily bereavement, severe illness/injury of the candidate, a recenttraumatic
experience, illness at the time of the exam, down to minor ailments. lt is worth
remembering that the last example (minor ailment) is only worth l"/".The most
a candidate is allowed is 5%.

The award of special consideration is at the díscretion of the exam board
concerned and only applies to the examination affected. The extra marks may
not be awarded; it is not an entitlement. Few applications are successful. The
Year Team and the Exams Officer will be able to give you more advice on this
if an application is thought to be appropriate.

It ¡s YOUR RESPONSIBILITY to read, understand and follow the JCO's
lnformation for Candidate.s. A copy is at the back of this booklet. There will be
a Warning to Candídafes poster outside every room. Make sure you read it.
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lf there is anything you dont understand, ask your Family Tutor or the Year
Team

WARNING

All the exam boards have very strict rules and regulations that you must
comply with. They make it clear that:

with no form of deception. This rule includes any form of
communication between candidates during an examination, as well
as any other practice that could be seen as an attempt to deceive.

entries and the charges that this will incur, as well as possible
exclusion from GCSE, AS, A level exams for a period of up to 5 years.

Exams Officer ANYTHING that they feel is suspicious. The Exams
Officer HAS to report this to the exam board concerned. Their
decision is final.

DON'T LET THIS APPEN TO YOU

nôNt,T Rtr DP^\^/l\l lt\lTcl ANv |]\rr-lñtr]\tT vlìl I \^/ll I

LATER REGRET

STICK TO THE RU
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Some frequently asked questions .......

lf I miss an exam, can I sit it on another day? No. An exam can only be taken on
the day/session it is timetabled. Miss it and you get no marks for that part of
the exam.

lf l'm ill, cant my mum just write a note? No. A JCO/ME self-certification for
candidates form must be completed by the Academy, your parent/guardian
and your Doctor's surgery. The Doctor must certify that in his/her opinion you
were too ill to take the test. This form should be requested from the exams
office.

Why do we have outside invigilators and not teachers in the exams? Teachers
no longer supervise exams. Also they are not allowed to look at the paper you
are taking until after the exam. The academy expects you to treat outside
invigilators with respect. They are trained and experienced in what they do.
They are also instructed to report any breach of exam regulations to the Exams
Officer and the Year Team.

My family wants to know when we can book our summer holiday. (Year 11

Pupils Only) From the time you start study leave, although technically still a
student on roll at Co-op Academy Failsworth, you only need to attend the
academy for you r exa ms (or a ny extra revision classes put on by your teachers).
Your last exam will depend on your own exam subjects. See the academy's
website for a copy of the exam timetable. You must ensure you are also
available for the Exam Contingency Days of Wednesday 1 1 June, in the
afternoon and Wednesday 25th June all day.

What are the non exam assessment deadlines?
Some subjects have an element of work included in them which has to be
completed and, marked and assessed. The marks and work are sent to the
boards well before the formal exam sessions take place, usually the start of
May. Each subject sets deadlines that allow time for this process and to meet
the board's deadlines. Students who don't submit work on time will not be
allocated a mark for this portion of their assessment and their overall grade
will suffer. They may also not be eliçjible for special consideration forthe formal
exams should they be ill as they may not have completed the minimum
requirements of the course.

When do we go on Study Leave? Year 1 1 Candidates will be advised of this
nearer the time of the exam season. The academy always tries to make sure
that candidates have time at home to revise for their exams and revision
classes in some subjects continue up to the date of the exam. Practical tests
may take place at the end of April and the first week in May before study leave
starts. During study leave you may be asked to come into the academy for
revision classes.

Where will the exams be held? Most of them take place in the Sports Hall.
Language listening exams may take place in language classrooms and/or the
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Drama Studio. lf you have Access Arrangements and need a Reader, smaller
rooms are used.

What if my timetable says I have more than one exam at the same time? This
is known as a clash. There are strict rules about clashes. Usually, candidates
take one paper; have a supervised break, then take the next. Occasionally,
there is not enough time to do this and an exam has to be moved to the
morning or afternoon or even the next day. You are not allowed to meet
anyone who has already taken a paper you are about to take, so your lunch
break has to be supervised and you would have to bring something to eat and
drink with you as you are not allowed out of the exam room. lf it's an overnight
delay, your parents have to sign a declaration that you have not been in contact
with anyone who has already taken that paper.
Doesn'tthis encourage cheating? Exam boards have subtle ways of detecting
this. For example, if you were told a difficult question and looked up the
answer this could alert the examiner (in that most or all other candidates got it
wrong).

I wake up late and realise the exam has started. What do I do? Ring the
academy immediately on 01 ó1 óBB 3900. lt is usually never too late to start the
exam, although the exam board may not accept your paper if you started over
one hour after the published start or if you have spoken to candidates who
have already taken the exam. lt is better to turn up and do the exam rather
than not turn up at all. A report will be sent to the exam board to explain why
you are late and whether you had access to mobile phones, the internet or
other candidates. tf they are happy that the securiqr of the exam is not at risk
they may still accept and mark your exam paper.

Why do we have to wear uniform? We've left the academy anyway. (Year 1 1

Only)Technically, you are still a student at Co-op Academy Failsworth until the
end of the summer term. You haven't"lefï"; you're on study leave.

I just cant live without my mobile phone/watch. Can't ljust have it with me?
My mum likes to contact me to see how l've gone on. The rules are not ours.
Mobile phones cause disturbance to other candidates if they ring and can
present opportunities for malpractice. lf you wish you may hand your phone
or watch to an invigilator(turned offfirst). lt w¡ll then be stored foryou atthe
front of the hall, however, the academy will not accept responsibility for your
valuables.

Revised: 9 October 2024
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APPENDI E

JCO GUIDANCE

INFORMATION FOR ALL
CANDIDATES

o Written Examinations
o Coursework Assessments
. Non-examination Assessments
o Al and Assessments (quick guide for

students)
. Onscreen Tests
o Social Media
o Exam Board Privacy Notices
. Unauthorised ltems (Poster)
. Warning to Candidates (Poster)
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This document has been written to help you.
Read it carefully and follow the instructions.

lf there is anything you do not understand, especially
which calculator you may use, ask your teacher,

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

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

3 lf you try to cheat, or break the rules in any way, you could be

disqualified from all your exams.

4 You must not take into the exam room:

(a) notes;

(b) AirPods, Earphones/Earbuds, an iPod, a mobile phone, a

l4P3/4 player or similar device, a watch, smart glasses or
any other smart 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.

5 lf you have a watch, the invigilator will ask you to hand it to them.

6 Do not use correcting pens, fluid or tape, erasable pens,

highlighters or gel pens in your answers.

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

I You must not write inappropriate, obscene or offensive material.

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

10 Do not borrow anything from another candidate during the exam.
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1 Know the dates and times of all your exams. Arrive at least ten
minutes before the start of each exam.

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

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

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

5 You must write clearly and in black ink. Coloured pencils or
inks may only be used for diagrams, maps, charts, etc. unless
the instructions printed on the front of the question paper
state otherwise.
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1 You may use a calculator unless you are told otherwise.

2 lf you use a calculator:

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

working properly;

(b) clear anything stored in it;

(c) remove any parts such as cases, lids or covers which have
printed instructions or formulae;

(d) do not bring into the exam room any operating instructlons
or prepared programs.

3 Do not use a dictionary or computer spell checker unless you are
told otherwise.
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D. lnstructions during the exam

1 Always listen to the invigilator. Always follow their instructions.

2 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 front of the paper;

(b) the question paper is incomplete or badly printed.

3 Read carefully and follow the instructions printed on the question
paper and/or on the answer booklet,

4 Do not start writing anything until the invigilator tells you to fill in
all the details required on the front of the question paper and
or the answer booklet. Do not open the question paper until you
are told that the exam has begun.

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

6 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, including those used for rough work.



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

2 Put up your hand during the exam if:

(a) you have a problem and are not sure about what you
should do;

(b) you do not feel well;

(c) you need more paper.

3 You must not ask for, and will not be given, any explanation of
the questions.
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1 lf 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. For CCEA examinations, any loose
additional answer sheets should be placed behind your script.

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

3 Do not take any stationery from the exam room. This includes the
question paper, answer booklets used or unused, rough work or
any other materials provided for the exam.

@ ,)CO 2024 - Effectìve from 1 September 2024
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This document tells you about some things that you must and must
not do when you are completing coursework.

When you submit your work for marking, you will be asked to sign an

authentrcation statement confirming that you have read and followed
these regulations.

lf there is anything that you do not understand, you must ask
your teacher.

ln 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.

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.

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'.

lf 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, 2OOO, 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: l¡ttp://news.bbc.co.uk/
o n t h i s d a y/ h i/d a t e s/st o r i e s/o c t ob e r / 28 / n ew si d 

-2621 
O O O / 26 21 9 1 5 s t m,

downloaded 5 February 2025,

Where computer-generated content has been used (such as an Al
Chatbot), your reference must show the name of the Al bot used
and should show the date the content was generated, For example:
ChatG PT 3 5 (https',//openai.com/blog/chatgpt/), 25/01/2025. You

must submit a copy of the computer-generated content with your
work for reference and authentication purposes.

2



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 Sociefy (Hodder Arnold, 2OO5)

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

3



Preparing your coursework - good practice

lf you receive help and guidance from someone 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 give
you direct advice on what should or should not be included.

lf 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. Don't share it with anyone,
including posting it on social media. You must always keep your work
secure and confidential. lf 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 any pre-prepared or generated online
solutions and try to pass them off as your own work - this is
cheating. Electronic tools used by awarding bodies can detect this
sort of copying.

You must not write inappropriate, offensive or obscene material,

4



Plagiarisrn

Plagiarism involves taking someone else's words, thoughts, ideas
or outputs and trying to pass them off as your own. lt 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 are
very 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!

- lnternet search engines and specialised computer software
can 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.



lf it is discovered that you have broken the rules, one of the following
penalties 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 wlll 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 OUALIFICATION SO IT NEEDS TO BE YOUR
OWN WORK

OJCO 2024 - Effective from 1 September 2024
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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 the regulations.

lf there is something that you do not understand, you must ask your
teacher.

Preparing your work - good pract¡ce

lf you receive help and guidance from someone other than your
teacher, you must tell your teacher. They will then record the
assistance given to you.

lf you worked as part of a group on an assignment, for example
undertaking field research, you must 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. You must
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. Do not share it with anyone,
including posting it on social media. You must always keep your work
secure and confidential, lf 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 any pre-prepared or generated online
solutions and try to pass them off as your own work - this is
cheating. Electronic tools used by awarding bodies can detect this
sort of copying.

You must not write inappropriate, offensive or obscene material.

2



Research and using references

ln 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.

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.

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 known as 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 authol the year

of publication and the page number, for example. Morrison, 2OOO,

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.co.uk/
o n t h i s d a y/ h i/d a t e s/s t o r i e s/o c t ob e r / 28 / n ew si d 

-2621 
O O O / 2621 9 1 5. s t m,

downloaded 5 February 2025.

Where computer-generated content has been used (such as an Al
Chatbot), your reference must show the name of the Al bot used

and should show the date the content was generated. For example:
ChatGPT 3.5 (https.//openai.com/blog/chatspt/), 25/01/2025 You

must submit a copy of the computer-generated content with your
work for reference and authentication purposes.

3



You may be required to include a bibliography at the end of your
piece of written work. Your teacher will tell you whether this 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, 2OO5).

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

Plagiarism involves taking someone else's words, thoughts, ideas
or outputs and trying to pass them off as your own. lt 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 are
very 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!

- lnternet 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.

5



lf it is discovered that you have broken the regulations, one of the
following penalties 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 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 OUALIFICATION SO IT NEEDS TO BE YOUR

OWN WORK.

6
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Al and Assessments
A quick guide for students

I
o

How do I make sure
I don't misuse Al?

What is Al?

r

a

a

a

a

How can Al be misused
in assessments?

Al stands for artif icial
intelligence and using it is like
having a computer that thinks

Al tools like ChatCPT or
Snapchat My Al can write
text, make art and create
music by learning from
data f rom the internet,
but watch out - theY can
also make things up and
be biased

Reference reference reference!
lf you're allowed to use Al tools,
you must reference them clearlY

o Name the Al tool You used

o Add the date you generated
the content

o Explain howyou used it

o Save a screenshot ofthe
questions you asked and
the answers you got

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

THIS IS
CHEATING!

Declare it's all your own
work - When you hand in Your
assessment, you have to s¡gn a

declaration. AnYthing without a

reference must be allYour own
work. lf you've used an Al tool,
don't sign the declaration until
you're sure you've added all
the references

Know the rules

o You're not allowed to use Al
tools when you're in an exam

o Your teachers will tellyou if you're
allowed to use Al tools when
doing your coursework * the rules
will depend on Your qualif ication

o Even if you're allowed to use Al
tools, you can't get marks for
contentjust produced bY Al *
your marks come f rom showing
your own understanding and
producing your own work

lf you've misused Al, You
could lose your marks
for the assessment - You
could even be disqualif ied
from the subject.

DON'T RISK IT!

What happens if I misuse Al?

REMEMBER
Misusing Al is cheating!

Know the rules

Talk to your teachers
Reference clearly
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This document has been written to help you.
Read it carefully and follow the instructions.

lf there is anything you do not understand ask your teacher

A. Regulations - Make sure you understand the rules

I Be on time for your on-screen test(s). lf 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 lf you try to cheat, or break the rules in any way, you could be
disqualified from all your exams.

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

5 You must not take into the exam room:

(a) notes;

(b) AirPods, Earphones,/Earbuds, an iPod, a mobile phone, a

l4P3/4 player or similar device, a watch, smart glasses or
any other smart device.

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

(c) the internet, email, data stored on the hard drive, or
portable storage media such as floppy disks, CDs and
memory sticks;

(d) pre-prepared templates.

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.

6 lf you have a watch, the invigilator will ask you to hand it to them.

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

I lf you leave the exam room unaccompanied by an invigilator before
the on-screen test has finished, you will not be allowed to return.

9 Do not borrow anything from another candidate during the
on-screen test.

2



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 lf you arrive late for an on-screen test, report to the invigilator
running the test.

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

4 Your centre will inform you of any equipment which you may need
for the on-screen test,

3



1 You may use a calculator unless you are told otherwise.

2 lf you use a calculator:

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

(b) clear anything stored in it;

(c) remove any parts such as cases, lids or covers which have
printed instructions or formulae;

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

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

4



1 Always listen to the invigilator. Always follow their instructions.

2 Tell the invigilator at once if:

(a) you have been entered for the wrong on-screen test;

(b) the on-screen test is in another candidate's name;

(c) you experience system delays or any other lT issues,

3 You may be given a question paper or the instructions may be on

screen. ln either case, read carefully and follow the instructions. Do
not open the question paper until you are told that the exam

has begun.



1 lf 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 up your hand during the on-screen test if:

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

(b) you do not feel well.

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

6



1 Ensure that the software closes at the end of the on-screen test,

2 lf 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 told to do so 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.

O JCA 2024 - Effective from i September 2024
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I nformation for ca nd idates
Using social media and examinations/assessments

While we like to share our
experiences online, when it
comes to exams and other
assessments, we have to be
careful.
. Sharing ideas online can be

helpful when you're studying
or revising

However, sha ring certain
information (see information
on the right) can break the rules
and could affect your results

lf you're not sure what you can
and can't discuss online, check
with your teacher

lf you receive exam content
on social media, you must
tellyour teacher

Don't be caught out by
scammers selling fake
exam papers

.1. .:i ' .

i. t:':-

FO Things to do on social media:

- Have fun
. Be responsible
. Report any exam or assessment content you see to

your teacher

lco Things not to do on social media:

Buy/ask for/share exam or assessment content
Pass on rumours of what's in exams or assessments
Share your work
Work with others so that your assessment is not your
own independent work

rcg lf you do any of the above
activities, you may:

;
Þ

| . Receive a written warning
I . Lose marks

! . Be disqualified from a part of or all of your qualifications

! . Be banned from taking exams and assessments for a
number of years



BO

Links to the Privacy Notices of our Examination Boards are detailed below:-

EXAM BOARD LINK

AOA https ://www.aq a.oro. u k/a bout-us/p rivacy-
notice

PEARSON/ EDEXCEL https : //q u a I ifi cati o n s. pe a rso n. co m/e n/p riva cy-
oolicv.html

ocR
https ://www.ocr.org. u k/a bout/ou r-

po I icies/we bsite-po I icies/priva cy-

EDUOAS / WJEC https://www.ed u qas.co. u k/home/privacy-
oolicv/

NCFE
https://www. n cfe.o rg. u k/custo mer-a nd-
lea rner-su ppo rtll ega l-i nformati on/priva cy-
notice/

ASDAN https : //www. asd a n. o rg. u k/P riva cy-state m e nt



AQA City & Guilds CCEA ocR Pearson WJEC

NO MOBILE PHONES
NO WATCHES

NO POTENTIAL TECHNOLOG ICAL/WEB
ENABLED SOURCES OF INFORMATION

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

from your exam¡nation and your overall qualification.

Thís poster must be displayed in a prominent place i:utside each examination room.

DISOUALIFICATION



Warning to candidates

AOA @ P"rt*ott
Questions matter

AQA Pearson

t
You must be on time for allyour 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 disqualif ícation from the exam/qualif ication.

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
lf you are confused about anyth¡ng, only speak to an invigilator.

Tlne Worníng to condÍdates 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.

WJEC

tô
uljec
cboc

cltyÇ¡
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