Have you read the SWGS public exam policy?
(it DOES affect YOU)
The policy:
>- outlines responsibilities of students and staff during public
exams;
>- explains how SWGS makes reasonable adjustments for
students with special educational needs;
>- covers the procedures for paying for exam board fees;
>- spells out how to request a remark of centre-assessed
work (coursework/controlled assessments/non-examination
assessments) and how to appeal against the outcome;
>- spells out how to request a remark of exam board
assessed work (eg. written examinations, oral examinations)
>- what contingency action will be taken if there are disruptions
to public exams held at SWGS

Important Notices from Exam Boards to Candidates
You need to read these notices from the exam boards to find out:
 How they feel about commenting on exams on social media
Did you know that exam boards employ staff to search social
media feeds for anyone that might be telling a friend about an
exam that they have just sat? You need to read this notice!

>

 What they do with your personal details

>

 What they expect of you regarding coursework and nonexamination assessments

>

SOUTH WILTS GRAMMAR SCHOOL FOR GIRLS
(ACADEMY)
SCHOOL AIMS
South Wilts is a progressive grammar school for girls, which aims to maintain high
academic standards and cultural achievement within a caring environment. We seek
to encourage responsibility and personal fulfilment so that students attain their
maximum potential. The School is dynamic and works with the community to
prepare its students for life-long learning and adult independence.
PUBLIC EXAMINATIONS POLICY
1.

GENERAL

South Wilts Grammar Schools recognises the importance of assessment through
public examinations at Key Stages 3, 4 and 5 which provide students with academic
qualifications. Students are given the opportunity to demonstrate the highest
achievement of which they are capable and competent: administration helps them to
achieve their best.
South Wilts Grammar School further recognise the need to maintain the highest
standards in administering public examinations in accordance with the requirements
of the Department for Education and the Joint Council for Qualifications and
Examinations Boards (JCQ).
The implementation of this policy will be taken account of in strategic planning and
routine administration discussed in meetings of the Leadership Team, of Head of
Departments and of the full staff.
2.

RESPONSIBILITIES

Senior Management
The Headteacher has overall responsibility for the school as an examination centre.
The Headteacher will advise on appeals and re-marks, and takes responsibility for
reporting all suspicions or actual incidents of malpractice to the Exam Boards.
At fixed points the Headteacher, Deputy Head and the Examinations Officer process
results for later statistical returns. The Headteacher reports on the quality of results
to Governors, Leadership Team and the Staff during departmental reviews with
Heads of Departments. The Headteacher is responsible for press releases.
Heads of Departments/ Heads of Key Stage
Heads of Departments are responsible for: informing the Examinations Officer of any
syllabus and qualification changes; checking provisional statements of entry for all
Examinations; ensuring that criteria for setting, overseeing, marking and submitted
coursework/controlled assessment/non examinable assessment are met within the
deadlines; liaising with the Examinations Officer over the despatch of coursework for
moderation/marking as well as in other routine matters. They, and Heads of Key
Stage, are responsible for guidance and pastoral oversight of students who are
unsure about examination entries or where alteration of the initial entry is made.
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Examinations Officer
Has responsibility for:
 Processing of entries, timetables results and certificates for all public
examinations;
 Communication with SWGS candidates, parents and members of staff, and
with BWS Examinations Officer and members of staff over exam requirements
and logistics;
 Management of enquiries about Results, Appeals and Special Considerations;
 Liaison with SENCO about candidates’ access arrangements / special
considerations. Completion of all relevant paperwork for the Exam Boards;
 Liaison with carrier collection / postage of scripts and coursework;
 Processing invoices for receipts and payments, in collaboration with Finance
Department;
 Arranging venues;
 Hiring, training and timetabling of invigilators;
 Attempting to contact candidates absent from an examination sitting;
 Preparation of statistical returns in liaison with the SLT.
Invigilators
Invigilators, organised and supervised by the Examinations Officer, are drawn from
parents, and other known individuals, and are paid at rates agreed with the Finance
Department. They collect materials for the exam sitting; they start, supervise and
end exam sessions and return the materials to the Examinations Officer.
Securing the necessary Disclosure and Barring Service (DBS) clearance for
invigilators is the responsibility of the centre administration.
Teachers
Teachers check candidates’ entry details and pass lists via Heads of Department to
the Examinations Officer. Teachers may not read exam papers or remove them from
the exam room before the end of an exam, nor offer advice on questions.
Candidates
Candidates must
 check their statements of entry and complete an online form to confirm
that they have done so;
 read the JCQ Information for Candidates sent to them by the Examinations
Officer (this information includes an explanation of the regulations for
written examinations, on screen tests, centre assessed components, as
well as JCQ statements regarding commenting upon exams through social
media and the use of a candidate’s personal data when administering
examinations);
 for centre assessed components, submit work that they have produced
themselves – they must not copy from someone else or allow another
candidate to copy from them – and authenticate their own work according
to the requirements of the examination board; any suspicions of plagiarism
must be investigated by the subject teacher along with the head of
department - the examinations officer needs to be informed of any
incidents of malpractice;
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during an exam, abide by the rules and regulations laid down by the JCQ:
they must only have with them the equipment permitted/required for that
exam – all other belongings must be left outside the room and the centre
accepts no liability for their loss or damage
in cases where special consideration may be required, alert the centre to
that effect, supporting any such claim with appropriate evidence within five
days of the exam.

Disability Discrimination Act
All exam centre staff must ensure that they meet the requirements of the Disability
Discrimination Act 1995 (DDA), extended in 2005, and the Disability Equality Duty
(DED), introduced in 2006.
The main provisions of the Act give protection to disabled people in the areas of
employment and education.
'A person has a disability for the purposes of the DDA if s/he has a physical or
mental impairment that has a substantial and long-term adverse effect on her/his
ability to carry out normal day-to-day activities.
The centre will meet the requirements of the DDA by ensuring that the Examinations
centre is accessible and improving candidate experience. This is the responsibility of
the Head of centre, Examinations Officer and SENCo. (See Appendix 2 for a link to
the SWGS Disability Equality Scheme Policy.)
ACCESS ARRANGEMENTS
The SENCo will inform subject teachers of candidates with special educational
needs who are embarking on a course leading to an exam, including any special
access arrangements that individual candidates can be granted during the course
and in the exam.
A candidate's access arrangements requirement is determined by the SENCo and a
qualified specialist teacher named by the School. It is the School’s policy to test all
candidates with a history of need and a history of provision of access arrangements
at least one month prior to Examinations. This testing is to inform exam office staff
on the most appropriate adjustments to exam conditions for the candidates in
question.
All candidates will be tested by the School’s specialist teacher even if they already
have an external report produced by an educational psychologist or a specialist
teacher from a previous school. The recommendations made in the new report will
supersede previous arrangements or recommendations if appropriate.
Students wishing to word process their answers during examinations will only be
permitted to do so upon the recommendation of the SENCo, having reviewed their
history of need and their history of use and any test scores produced by the qualified
specialist teacher. If an arrangement to use a word processor is approved, a student
must use a computer provided by the School and will not be allowed to use their
own.
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Making access arrangements for candidates to take examinations is the
responsibility of both the SENCo and the Examinations Officer. Submitting
completed access arrangement applications to the awarding bodies is the
responsibility of the Examinations Officer. Rooming, invigilation and support for
candidates with access arrangements will be arranged by the SENCo in conjunction
with the Examinations Officer.
3.

FINANCE

Fees charged by the examination boards are met by the School, with the following
exceptions which are paid by the candidates at the time of requesting entry:




Fees for re-sit entries and any associated late entry fees;
Fees for students whose attendance is below 85% and where there is no
validated reason;
Fees for subjects not on the curriculum and for which SWGS candidates are
prepared independently. Additionally, an administration fee and an invigilation
fee may be charged for these independent entries.

Any charges made by the examinations boards for Enquiries about Results and for
photocopies or original scripts, are passed on to candidates, unless the request is
from a subject teacher where the school will meet the expense.
Amendment of entries which incur a financial penalty from the Examination Board
will be charged to subjects if they arise from that subject’s error or omission.
Changes made by the proper procedures will be met by the school.
If a candidate withdraws from an exam at her request after the deadline for entry has
passed, or fails to submit sufficient coursework so that a teacher feels unable to
enter her, or fails to sit an exam without producing a medical certificate then the
parents will be asked to refund the fees paid by the school. This undertaking is
confirmed electronically by students and parents through the school’s VLE at the
time of checking statements of entry.
When parents disagree with the school’s decision regarding the entry of a student
they may choose to enter the student separately. Under these circumstances
parents will be asked to pay for the entry.
At Post -16
Where students are jointly taught between BWS and SWGS, or where SWGS
students are taught solely at BWS (and vice versa), entries are made by the Home
School (BWS or SWGS) at which the student is on roll. Where a student is taught at
the other School, instructions from the Teaching School are passed to the Home
School, which will arrange for the relevant examination entries to be made. Payment
of fees is the responsibility of the Home School.
Private Candidates
Entries at SWGS can be made for private or external candidates, i.e. not on the
School roll. These entries are paid for by the candidates, along with an
administration charge and invigilation fees at a rate agreed by Finance Department.
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4.

ENTRIES

At Key Stage 4 and Post-16
All students should be entitled to and enabled to achieve a number of entries for
qualifications from an external awarding body. If a student’s entry in a subject is to
be withdrawn there must be an initial concern form completed by the subject teacher
in consultation with the subject leader. The student, parent/carers, the head of key
stage, the subject leader, subject teacher and (if necessary careers adviser) should
also be consulted before a final decision is made. All students will be monitored
carefully throughout their time at school, and coursework and attitude notified to the
head of key stage using Cause for Concern forms as soon as they arise.
Resits
Re-sit decisions are a student’s responsibility with advice available from subject
teachers, subject leaders and the Head of Sixth Form.
Specification reforms
When there are changes to course structures following the implementation of new
government policies, SWGS procedures concerning entries and payment may be
amended to reflect those changes.

5.

CENTRE ASSESSED MARKING OF COURSEWORK / CONTROLLED
ASSESSMENTS / NON EXAMINATION ASSESSMENTS

Reviews of Marking
SWGS is committed to ensuring that whenever its staff mark candidates’ work this is
done fairly, consistently and in accordance with the awarding body’s specification
and subject-specific associated documents.
Candidates’ work will be marked by staff who have appropriate knowledge,
understanding and skill, and who have been trained in this activity. SWGS is
committed to ensuring that work produced by candidates is authenticated in line with
the requirements of the awarding body. Where a number of subject teachers are
involved in marking candidates’ work, internal moderation and standardisation will
ensure consistency of marking.


SWGS will ensure that candidates are informed of their centre assessed
marks so that they may request a review of the centre’s marking before marks
are submitted to the awarding body.



SWGS will inform candidates that they may request copies of materials to
assist them in considering whether to request a review of the centre’s marking
of the assessment.



SWGS will, having received a request for copies of materials, promptly make
them available to the candidate.



SWGS will provide candidates with sufficient time in order to allow them to
review copies of materials and reach a decision.

Back to menu

Next page



Requests for reviews of marking must be made in writing by the candidate to
the Examinations Officer.



SWGS will allow sufficient time for the review to be carried out, to make any
necessary changes to marks and to inform the candidate of the outcome, all
before the awarding body’s deadline.



SWGS will ensure that the review of marking is carried out by an assessor
who has appropriate competence and, where staffing permits, has had no
previous involvement in the assessment of that candidate and has no
personal interest in the review.



SWGS will instruct the reviewer to ensure that the candidate’s mark is
consistent with the standard set by the centre.



The candidate will be informed in writing of the outcome of the review of the
centre’s marking.



In order to facilitate a request from a student for a review of their work, all
departments must communicate the final standardised marks awarded to
students three weeks before the deadline for submitting these marks to the
exam boards.

Appeals against centre assessed marks
Centre assessed components should be marked according to standard and internally
moderated and standardised. In addition, students must be allowed the opportunity
to request a review of their work.
If students believe that this may not have happened in relation to their work, they
may make use of this appeals procedure. Note that appeals may only be made
against the process that led to the assessment and not against the mark or grade.
The appeals process is separate to the review process outlined above.
The procedure to be followed is:
 The appeal should be addressed in writing to the SWGS Examinations Officer
stating the details of the complaint and the reason for the appeal before 31st
May.
 A copy of any such communication must then be made available to the
relevant Head of Department/Teacher concerned.
 Any response to this should then be made in writing to the Examinations
Officer who must ensure that a copy is passed to the candidate.
 Should the candidate bringing the appeal be dissatisfied with the response,
she may request a personal hearing in writing to the Examinations Officer.
This must take place within five working days of the receipt of the request.
 The hearing will be chaired by the Examinations Officer with two other
individuals who have not previously been involved with the appeal. One will
be a member of the Leadership Team and one a SWGS Governor. The Head
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of Department/Teacher concerned and the candidate’s parents/guardians will
be invited to attend.
A written record of the appeal will be made, including the outcome of an
appeal and the reasons for the outcome. The decision will be final.
The Examinations Officer should inform the Awarding Body if there is any
change to a centre assessed mark as a result of an appeal. Careful
consideration must be given to the dates and timing of an appeal, taking into
account the results date and subsequent issue of certificates, for the relevant
examination series.

Candidates should note that after work has been assessed by the centre it is
moderated by the awarding body to ensure consistency between centres. Such
moderation frequently changes the marks awarded for internally assessed work.
That is outside the control of the school and is not covered by this procedure.
Details of the appeals procedure for the relevant awarding body are available from
the Examination Officer.
Appeals against Exam Board Results
After the release of results, enquiries about results can be raised by centre staff or
candidates if there are reasonable grounds for believing an error has been made in
marking.
Candidates can also request the return of scripts and ask staff to scrutinise them to
ensure that the marking process has been correctly adhered to. If a result is
queried, the Examinations Officer, teaching staff and head of centre will investigate
the feasibility of asking for a re-mark. Where a cohort is involved the centre may
bear the cost. In individual cases the candidate will meet the expense of a re-mark.
Centre staff may also request scripts for investigation or for teaching purposes. For
the latter, the consent of candidates must be obtained.

6.

MONITORING

This policy is monitored by the Examinations Officer working with the Headteacher.
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APPENDIX 1
OUTLINING STAFF RESPONSIBILITIES FOR CENTRE ASSESSED
COMPONENTS
Senior leadership team


Accountable for the safe and secure conduct of centre assessed components.
Ensure assessments comply with JCQ guidelines and awarding bodies’ subjectspecific instructions.

Heads of department


Standardise internally the marking of all teachers involved in assessing a centre
assessed component.



Ensure that individual teachers understand their responsibilities with regard to
centre assessed components.



Ensure that individual teachers understand the requirements of the awarding
body's specification and are familiar with the relevant teachers' notes, and any
other subject specific instructions.



Where appropriate, develop new assessment tasks or contextualize sample
awarding body assessment tasks to meet local circumstances, in line with
awarding body specifications and control requirements.



Ensure that candidates’ work is secure between assessment sessions (if more
than one).



Post-completion, retain candidates’ work securely until the closing date for
enquiries about results. In the event that an enquiry is submitted, retain
candidates work securely until the outcome of the enquiry and any subsequent
appeal has been conveyed to the centre



Ensure that students and supervising teachers sign authentication forms on
completion of an assessment.



Map overall resource management requirements for the year. As part of this :
o resolve clashes/ problems over the timing or operation of controlled
assessments.
o resolve issues arising from the need for particular facilities (rooms, IT
networks, time out of school etc.)
o ensure that all staff involved have a calendar of events

Teaching staff


Understand and comply with the general guidelines contained in the JCQ
publication Instructions for conducting controlled assessments/coursework/non
examination assessments.

Back to menu

Next page



Understand and comply with the awarding body specification for conducting
centre assessed components, including any subject-specific instructions,
teachers’ notes or additional information on the awarding body’s website.



Supervise assessments (at the specified level of control). Undertake the tasks
required under the regulations, only permitting assistance to students as the
specification allows.



Mark centre assessed components using the mark schemes provided by the
awarding body. Submit marks through the Examinations office to the awarding
body when required, keeping a record of the marks awarded.



Ask the special educational needs coordinator (SENCO) for any assistance
required for the administration and management of access arrangements.

Examinations office staff


Where confidential materials are directly received by the Examinations Office, to
be responsible for receipt, safe storage and safe transmission, whether in CD or
hard copy format.

Special educational needs coordinator/additional learning support


Ensure access arrangements have been applied for.



Work with teaching staff to ensure requirements for support are met.

Links to other key documents:
Key Stage 4 Controlled Assessment Timeline: (only two departments now)


Food Technology Mon 26th and Friday 23rd of February



MFL
o German:

o French

Mon 29/1/18 08:45-15:00
Tue 30/1/18 08:45-15:00
Wed 31/1/18 08:45-15:45
Fri 02/02/18 08:45-11:30
Tue 20/2/18 08:45-15:00
Tue 21/2/18 12:30-15:00
Thu 22/2/18 08:45-15:45
Fri 23/02/18 08:45-11:30

Timeline: link to Head of Department Calendar
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APPENDIX 2
Link to the School’s disability policy: T:\Admin\Policies\CURRENT POLICIES Academy\Disability Equality Scheme Policy & Accessibility Plan - Summer 2017.pdf
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Appendix 3 – Instructions for INVIGILATORS and EXAMS OFFICE STAFF
A: Emergency evacuation of examination room (FIRE ALARM)
If the fire alarm sounds (continuous ringing bell):
 Ask the students to stop working and put down all pens/pencils
 Note down the time and how long there is left for each of the exams that are
taking place
 Advise all students that they must not talk to anyone and examination rules are
still in place unless told otherwise
 Please wait in the examination hall for direction from SLT member
Once informed that evacuation of the hall is required:
 Inform all students that they must report to the centre of the running track on the
school field
 The evacuation route should be clearly displayed in each room / hall
 Dismiss students row by row and ask invigilators to escort the students to the
collection point, one person leading, the others at regular intervals
 Constantly remind students of the exam conditions and that they will be
continuing the exam as soon as possible
*** Make sure you take the seating plan with you to refer to as a register
Once students arrive on the school field:
 Assemble the students from your exam in one area within the running track
 Register them
 You will be regularly updated by a member of SLT as to the progress
 Do not re-enter any school buildings until advised by a member of SLT
Once advised that it is safe to re-enter the building:
 Once back in the exam hall, inform all students of the new time that the exam will
end and ask them to continue with the exam
 After the exam make a full report of the incident and of the actions taken.
 Sign this report and present to the schools examinations officer

B: Emergency examination room procedures if the Stay Safe alert is triggered
If the stay safe alarm sounds
 Ask the students to stop working and put down all pens/pencils, noting the time of
interruption and asking an invigilator to close the curtains and lock the doors
 Tell the students to remain calm and to get off their chairs and get under their
desks.
 Reassure the students, instructing them to remain calm and maintain exam
silence
 Advise everyone within the room that they are to await instruction from senior
staff
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Appendix 5
CONTINGENCY PLAN FOR EXAMS IN THE EVENT OF A MAJOR DISRUPTION
TO FACILITIES
Example 1: adverse weather conditions


Even if the School is closed for normal lessons, exams will still proceed for
those students that are able to travel in safely. Students should not attempt to
come in for exams if it would be dangerous for them to do so.



Please give the Exams Office advance warning if you will not travel in for an
exam by sending an email to this address: exams@swgs.wilts.sch.uk.
Alternatively, please phone the main switchboard (01722 323326). You will
need to do this for each exam that you are unable to attend since the
attendance record is completed daily.



If a student misses an exam due to any adverse weather conditions, she will be
able to re-enter for that exam in the [NEXT] examination series and this will be
counted as a re sit and the normal fees apply.



The rules regarding arrival times still apply despite any travel delays due to the
weather: a student must arrive by 10:00am for a morning exam (or be under
the supervision of a member of SWGS staff by 10:00am) or by 14:30pm for an
afternoon exam (or be under the supervision of a member of SWGS staff by
14:30pm), otherwise her paper may not be accepted by the exam board.

Example 2: exam hall damage


If the damage takes place before the exam session, all students will be
contacted via registers or telephone if they are on study leave. They will be
instructed to check the website and their school email account for updates.
o The School will negotiate the use of suitable alternative premises, such
as Five Rivers Leisure Centre or the City Hall. Arrangements will be put
in place to transfer exam furniture
o The School will publicise amended arrangements via the website.
Students will be reminded to check their school email accounts for an
update as to their room allocation. Students will be asked to
acknowledge receipt of the email.
o Staff will wait outside the damaged exam hall ready to redirect any
students on the day of the exam (or to transport them if time is short).



If the disruption occurs on the day of the exam, invigilators will be deployed to
supervise students from the key time (10:00am for morning exams, 2:30pm for
afternoon exams) until the exam is ready to start in the new location.
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o Arrangements will be made to hold the exam in other classrooms around
the School and available staff will be employed in to assist with any extra
invigilation requirements. Students will then be led to the new exam
rooms under exam supervision conditions.
o The School will contact parents for any students who are concerned
about a delay to their return travel arrangements.


Special consideration will be requested for every student affected.

Example 3: exam staff absence


If the Examinations Officer is absent, the Line Manager for Examinations or the
School Business Manager must assume responsibility for key exam processes:
o If the absence falls before an upcoming examination period, or
immediately afterwards, the Exams Directory and Task Manager should
be consulted to ensure that no key deadlines are missed:
T:\Admin\Exams\The Exams Directory and Task Manager.xlsm. Admin
support from the Main Office may be required to assist with the
completion of any urgent outstanding tasks.
o If the absence falls on an exams day,
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security of examination papers must be upheld at all times as laid
out in the JCQ Instructions for Conducting Exams:
T:\Admin\Exams\01 A level and GCSE\A Level and GCSE Forms
and other Templates\JCQ\4. ICE - Instructions for conducting
examinations\3.1 Instructions for conducting exams.pdf.



advice and any arrangements that are already in place for hosting
and staffing written exams may be accessed via the staff section
of the Exams VLE page.
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Information for candidates
Using social media and examinations/assessments

Image by Ben Wight

You should be aware that the following might constitute malpractice:
• copying or allowing work to be copied – i.e. posting written work on social
networking sites prior to an examination/assessment;
• collusion: working collaboratively with other candidates beyond what is permitted;
Image by Patrice Jones

This document has been written to help you stay
within examination regulations.
Please read it carefully.

• allowing others to help produce your work or helping others with theirs;
• being in possession of confidential assessment related information in advance of
the examination;
• exchanging, obtaining, receiving or passing on assessment related information by
any means of communication (even if just attempting to);
• failing to report to your centre assessment related information being shared
online; or

We all like to share our experiences when taking examinations. However, it
is important to consider what you say and to think about what information is
being shared.

• passing on rumours of exam content.

Sharing ideas with others online could be helpful when you’re studying or revising.

Penalties that awarding bodies apply include:

However, there are limits to the amount of information you can share and you need
to be careful not to break the rules. We’d like to ask you to act responsibly when
discussing online. If you’re in doubt about what you can and can’t discuss online
regarding your exams, it’s always best to check with your teacher.
If you receive what is or what looks to be assessment related information through
social media, or any other means, you must tell your teacher or another member of
staff. You must show them what you have received. They will then report the matter
to the awarding body and it will be investigated.
Where candidates breach the rules for examinations, controlled assessments,
coursework or non-examination assessments, awarding bodies have an obligation to
investigate and may apply penalties.

• a written warning;
• the loss of marks for a section, component or unit;
• disqualification from a unit, all units or qualifications; or
• a ban from taking assessments or exams for a set period of time.

Please take the time to familiarise yourself with the JCQ rules:
http://www.jcq.org.uk/exams-office/information-for-candidates-documents

JCQ 2017 – Effective from 1 September 2017
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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 or lecturer.
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/rural1.htm downloaded 5
February 2018.
You may be required to include a bibliography at the end of your piece of written work. Your teacher
or lecturer will tell you whether a bibliography is necessary. Where required, your bibliography must
list the full details of publications you have used in your research, even where these are not directly
referred to, for example: Morrison, A. (2000) ‘Mary, Queen of Scots’, London: Weston Press.

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.

1

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 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. It is 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 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 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
©2017 – Effective from 1 September 2017
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Produced on behalf of: AQA, City & Guilds, CCEA, OCR, Pearson and WJEC

Information for candidates – Privacy Notice
General and Vocational qualifications
Effective from 1 September 2017
The JCQ awarding bodies will process your personal data in accordance with the Data Protection Act
1998, and from when it comes into force the General Data Protection Regulation, and any regulatory
requirements as specified by the qualification regulators of England, Wales, Northern Ireland and
Scotland.
Correspondence on any aspect of a candidate’s examination or assessment will only be
conducted between the awarding body and the head of the centre, a member of the
senior leadership team or the examinations officer.
Awarding bodies will undertake the following administrative activities in relation to the processing and
exchange of candidates’ personal data:
1. Personal data relating to the name(s), date of birth, gender, Unique Candidate Identifier (UCI) or
Unique Learner Number (ULN) of an individual candidate will always be collected by an awarding
body for the purposes of examining and awarding qualifications. In some cases additional
information, which may include sensitive personal data relating to health, will also be collected to
support requests for access arrangements and reasonable adjustments and/or special
consideration. Such personal data will be supplemented by the results of examinations and
assessments undertaken by the respective candidate.
2. A candidate’s personal data will only be collected from registered examination centres in the
context of examination entries and/or certification claims.
3. Such data collected will not be used by an awarding body other than for examination
administration purposes, conducting examinations and assessments and the issuing of
examination results and certificates. Candidates’ personal data including examination results and
outcomes of any reviews of marking, reviews of moderation and appeals may be shared by the
awarding body with the centre which entered the candidates, as well as within a consortium or
Academy Trust of which the centre is a member.
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4. Personal data within candidates’ work will be collected and processed by an awarding body for
the purposes of marking, issuing of examination results and providing candidates with access to
post-results services. Examination results will be retained for a minimum of forty years.
In order for an awarding body to achieve this, some personal information may be transferred to
third parties such as examiners, who may in some instances, reside outside the European
Economic Area.
5. Awarding bodies may be required to provide a candidate’s personal data to educational agencies
such as DfE, WG, DE, The Skills Funding Agency, regulators, HESA, UCAS, Local Authorities, EFA
and Learning Records Service (LRS). Additionally, candidates’ personal data may be provided to a
central record of qualifications approved by the awarding bodies for statistical and policy
development purposes.
6. Some of the information candidates supply will be used by the Skills Funding Agency to fulfil its
statutory functions, issue/verify a candidate’s Unique Learner Number (ULN) and update/check a
candidate’s Personal Learning Record.
The Skills Funding Agency may share a candidate’s ULN and Personal Learning Record with other
education related organisations, such as a careers service, a candidate’s school or college,
Government Departments and public bodies responsible for education. Further details of how
information is processed and shared can be found at:
http://www.learningrecordsservice.org.uk/
7. Awarding bodies are obliged to confirm what personal data is held, what it is held for, to whom
the data is to/may be disclosed to, and disclose the information that they hold about data
subjects, (e.g. the candidates) within 40 days of receiving a formal request for disclosure, subject
to the application of any relevant exemptions under the Data Protection Act 1998.
Candidates should make an application to the appropriate awarding body’s data protection officer.
Awarding bodies may charge a fee for this service.
8. If you have not reached the age of 16, you may first wish to discuss this Privacy Notice with your
parent or carer.
Awarding bodies, schools, Department for Education (DfE), Welsh Government (WG), Department of
Education Northern Ireland (DE), Local Authorities, regulators, Ofsted, and Skills Funding Agency
(SFA) are all ‘data controllers’ under the Data Protection Act 1998. They will determine the purpose(s)
for which ‘personal data’ (information about living individuals from which they can be identified) is
processed and the way in which that processing is undertaken.
It is a requirement for data controllers to provide data subjects (individuals who are the subject of
personal data) with details of who they are, the purposes for which they process the personal data,
and any other information that is necessary to make the processing of the personal data secure and
accurate, including any third parties to whom it may be passed to.
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