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Introduction
Chadwick High School is committed to ensuring that candidates are fully briefed on the examination and assessment process in place in the centre and are made aware of the required JCQ/awarding body instructions and information for candidates.

Public examinations can be a stressful time for students and parents, and it is important that all those involved are as well informed as possible. Well informed students will realise that the rules and regulations are designed to ensure fairness and minimise disturbance and it is in the interest of all that the exams run smoothly.
Hopefully, this booklet will prove informative and helpful for you and your parents. Please read it carefully and show it to your parents so that they are also aware of the examination regulations and the procedures to follow in the event of any problems occurring.
The awarding bodies (or examination boards) set down strict criteria which must be followed for the conduct of examinations and Chadwick High School is required to follow them precisely. You should therefore, pay particular attention to the Notices to Candidates that are printed at the end of this booklet.
If you or your parents have any queries or need help or advice at any time before, during or after the examinations please contact: Mrs Cragg, the Examinations Officer.

Telephone: 01524 840831 option 7
Email: n.cragg@chadwick.lancs.sch.uk
        j.eaves@chadwick.lancs.sch.uk

On exam days it is best to contact the school reception on 01524 840831 option 8, with the nature of your query, since the main priority will be the starting of exam sessions on time.

[bookmark: _Toc463797248]
KEY DATES 2026 

External exams
Thursday 7th May – Monday 15th June		GCSE written exams
Results
Thursday 20th August				GCSE results issued

BEFORE THE EXAMINATIONS
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Statements of entry
· All candidates receive a statement of entry from school indicating the subjects they are being entered for and the levels of entry, where applicable. Please check that these are correct. If there are ANY errors or omissions (e.g., name, date of birth, exam entry etc.) you MUST tell Mrs McGuinness immediately.

Timetables
· The main period for external exams is from the start of May until the end of June. All candidates will receive individual timetables which will give them the dates and sessions (am or pm) of all the papers they are taking. Check each exam date carefully and check to see if the exam is in the morning or the afternoon. If there is an exam on the list that you were not expecting to take (e.g., If you know you have already dropped or been withdrawn from a subject) you must tell Mrs McGuinness immediately. It is helpful if parents make sure a copy of this timetable is available to them at home.

Candidate number
· Each student has a four-digit candidate number. Your candidate number will be shown on your statement of entry and your timetable. This is the number you will enter on all examination papers. 
Centre number
· The Centre Number is 46124. You will need to write this on all your answer booklets. This number will be clearly displayed in the examination rooms.

DURING THE EXAMINATIONS

Alleged, suspected or actual incidents of malpractice
‘Candidate malpractice’ means any action that breaks the rules during any examination or assessment, including the preparation and authentication of any coursework or non-examination assessments, the preparation of any practical work, the compilation of portfolios of assessment evidence and the writing of any examination paper.

Examples of Candidate Malpractice include:
· A breach of the instructions or advice of an invigilator, supervisor, or the awarding body in relation to the assessment rules and regulation.
· Failing to abide by the conditions of the supervision designed to maintain the security of the examinations or assessments.
· Collusion: working collaboratively with other candidates, beyond what is permitted.
· Allowing work to be copied e.g., posting work on social networking sites prior to an examination/assessment.
· Disruptive behaviour in the examination room or during an assessment session (including the use of offensive language).
· Exchanging, obtaining, receiving, passing on information (or the attempt to) which could be examination related by means of talking, electronic, written, or non-verbal communication.
· Bringing into the exam room notes in the wrong format (where notes are permitted in examinations) or inappropriately annotated texts (in open book examinations).
· Impersonation: pretending to be someone else, arranging for another person to take one’s place in an examination or an assessment.
· Plagiarism: unacknowledged copying from or reproduction of published sources or incomplete referencing.
· Bringing into the examination room or assessment situation unauthorised material, for example: notes, study guides and personal organisers, own blank paper, calculators (when prohibited), dictionaries (when prohibited), instruments which can capture a digital image, electronic dictionaries (when prohibited), translators, wordlists, glossaries, iPods, mobile phones, MP3/4 players, watches or other similar electronic devices.
· The unauthorised use of a memory stick or similar device where a candidate uses a word processor.
· Behaving in a manner to undermine the integrity of the examination.

Things not to do on social media:
· Buy/ask for/share exam content.
· Pass on rumours of what is in the exams or assessments.
· Share your work.
· Work with others so that your assessment is not your own independent work.

Penalties for Malpractice
· If a candidate is suspected of malpractice, the invigilator must warn the candidate that they may be removed from their examination room.
· The candidate will also be warned that the awarding body will be informed and may decide to disqualify the candidate.
· Penalties for malpractice range from a warning to loss of certification or even being disqualified from all exams with that awarding body.
· Penalties are dependent on the seriousness of the offence and decided by the awarding body.


Research and using references
Where computer-generated content has been used (such as an AI Chatbot), your reference must show the name of the AI tool used and should show the date the content was generated. For example: ChatGPT 3.5 (https://openai.com/blog/chatgpt/), 25/01/2026. 

You should also reference the sources used by the AI tool in generating the content.
You must retain a copy of the question(s) and computer-generated content for reference and authentication purposes in a non-editable format (such as a screenshot) and provide a brief explanation of how you used it. This must be submitted with your work for final assessment so that your teacher can review the work, the AI-generated content and how it has been used... 
If 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. 
Plagiarism 
[bookmark: _Toc219796610][bookmark: _Toc463797251][bookmark: _Toc463797249]Plagiarism involves taking someone else’s words, thoughts, ideas or outputs and trying to pass them off as your own. It could also include AI-produced material. Plagiarism is a form of cheating which is taken very seriously...

Plagiarism 
Plagiarism involves taking someone else’s words, thoughts, ideas or outputs and trying to pass them off as your own. It could also include AI-produced material. Plagiarism is a form of cheating which is taken very seriously...

Personal data
· Any person involved in completing examinations/assessments where malpractice is suspected, or alleged, personal data about them will be provided to the awarding body (or bodies) whose examinations/assessments are involved. Personal data about them may also be shared with other awarding bodies, the qualifications regulator or professional bodies...
· The centre will provide relevant personal data including name, date of birth, gender to the awarding bodies for the purpose of examining and awarding qualifications. 
· Materials which are submitted by candidates for assessment may include any form of written work, audio and visual materials, computer programs and data (“Student Materials”). Awarding bodies may use the Student Materials to evaluate candidates’ performance in the relevant assessment. They may also use the Student Materials for other purposes as outlined in their privacy policies and in accordance with their terms. Candidates will be directed to the relevant awarding body’s privacy notice if they require further information about how their Student Materials may be used by the awarding body. electronically or in hard copy format prior to assessments and/or examinations taking place.

[bookmark: _Toc219796611]Copyright
[bookmark: _Toc219796612]The copyright in all question papers, on-screen assessments, computer-based assessments, awarding body set assignments and pre-release materials as well as answer sheets, mark schemes, model answers and specifications, created by an awarding body belongs to that awarding body (save as otherwise specified by the awarding body) Students and staff may access Student Materials (including examination scripts) through the access to scripts arrangements.

Coursework assessments/non-examination assessments
· You will be advised by Subject Teachers when these assessments will take place. 
· For formal assessments, you will be informed in writing of when the assessment will take place. 
· Please be aware of and ensure you meet any deadlines set by your Subject Teacher. 
· Depending on the type of assessment, it will be marked by your teacher and then moderated by the awarding body, or it will be sent to the awarding body for marking. 
· Your Subject Teacher will advise you of your mark before the work is sent to the awarding body. If you wish to appeal against your mark, please speak to your Subject Teacher in the first instance. 
· [bookmark: _Toc219796613]Please read the procedure regarding appeals in the exams section of the school website. You must refer to the relevant JCQ Information for Candidates documents on coursework assessments and non-examination assessments at the back of this handbook or the school website.

Written timetabled exams

Exam venues
All exams will take place in the rooms in the old building, you will be given a room and seat number before the exams.

What time your exams will start and finish
· Morning exams start at 9am
· Afternoon exams start at 1:30pm
[bookmark: _Toc219796618]

Where you will sit in the exam room
A seating plan is located outside each room and in the hall
· Candidates will be seated in rows 
· Please make sure you are aware of your seat number and check where your seat is located on the seating plan before you enter the exam venue
· You must sit in in the designated seat on your timetable
How your identity is confirmed in the exam room
· On your table is your name photo and exam number, there are required to identify each candidate to staff and external invigilators or inspectors.
Examination regulations
· Copies of the “Information for Candidates” and “Warning to Candidates”, which are issued jointly by all the Examining Boards, are printed at the back of this booklet. All candidates must read these carefully and note that to break any of the examination rules or regulations could lead to disqualification from all subjects. The school must report any breach of regulations to the Awarding Body.
Attendance at examinations
· Candidates are responsible for checking their own timetable and arriving at school on the correct day and time and properly dressed and equipped. Morning exams start at 9.00 am and afternoon exams at 1.30 pm. Candidates must arrive at least 10 minutes prior to the start time of their examination. Please wait quietly outside your exam room until you are told to enter by the examination invigilators. You must sit at the desk that has been allocated to you unless the invigilator instructs otherwise.
· A candidate card with your name and candidate number will be on your desk
· In certain circumstances candidates who arrive late for an examination may still be admitted. Normally candidates with a genuine reason for being late and who arrive within 30 minutes of the start time will be admitted. Candidates arriving between 30 minutes and one hour of the start time may be admitted, at our discretion. Candidates who arrive more than 1 hour after the start or after the end of the exam (Very Late Candidates) will only be admitted in exceptional circumstances, but the Exam Board will have to be notified and they will decide whether the paper will be marked. Awarding bodies are unlikely to accept the work of Very Late Candidates. Please ensure that you allow enough time to get to school so that if you are delayed (e.g., through transport problems) you will still arrive on time.
Dress
· Examinations are a school activity and students must wear normal uniform. 
Equipment
· All equipment will be provided by school.
· You must do any rough work in the answer booklet provided. Cross out anything that you do not wish to be marked. YOU ARE NOT ALLOWED TO USE CORRECTING FLUID, PENS, OR TAPE IN ANY ANSWER BOOKLETS. This is to protect you and your exam; if correction devices were allowed then someone could tamper with your exam paper, and it would be undetectable.
· Highlighter pens must not be used in answer booklets, but you are allowed to highlight parts of the printed questions if you wish to.
· Examination regulations are very strict regarding items that may be taken into the examination room. If you break these rules, you will be disqualified from the examination



Mobile phones, watches and other technology

· Potential technological/web enabled sources of information as shown below as are not permitted:
Mobile phones, Air Pods, earphones/earbuds, iPods, MP3/4 players (or similar) 
Any type of watch – analogue or digital
· We cannot stress enough how important it is NOT TO BRING IN MOBILES PHONES, WATCHES OR ANY OF THE ABOVE ITEMS. The Examination Boards and Chadwick High School do not allow you to bring a mobile phone (or any other type of electronic communication or storage device) into any exam room. If such a device is found in your possession during an examination (even if it is turned off) it will be taken from you and a report made to the appropriate exam board. No exceptions can be made. It is a very serious offence for which the Exam Boards impose severe penalties, and our advice is that phones should not be brought into school on exam days.

Bags and coats
· Bags and coats are not allowed into the examination room.

Food and drink
· Water will be provided by school, if you wish to bring your own it must be in a clear bottle with no label.
· No other drinks or food are allowed in the exam room unless there is a medical need. If this is the case please speak to the Exam Officer, the Head Teacher or Mrs Ogden (SENCo) as early as possible before the start of the exam season so that we can ensure we have everything in place for you.

Conduct
· It is your responsibility to read and understand the JCQ Notices to Candidates at the end of this book. A larger copy of the notices will be displayed outside every exam room.
· You must be always silent when you are in the exam room. This includes when you enter and leave. Exam conditions apply from the moment you enter the room. Silence is essential.
· Listen carefully to instructions and notices read out by the invigilators – there may be amendments to the exam paper that you need to know about.
· Check you have the correct question paper – check the subject, paper, and tier of entry. If you think something is wrong put your hand up and tell the invigilator immediately.
· Read all instructions carefully and number your answers clearly.
· The length of an examination is shown on the front of the exam paper and the start and finish times of all the exams running will be written on a white board at the front of the room. There will be a clock in all examination rooms. The invigilators will give you a reminder 5 minutes before your exam is due to finish. However, please be aware that sometimes other students will each have different finish times. Make sure you know the finish time of your exam.
· Some students receive an allowance of up to 25% extra time. Where possible such candidates will be seated together to minimise disturbance from other candidates who finish earlier. The invigilators will include the additional time when they display the finishing time of your exam on the board.
· Do not attempt to communicate with or distract other candidates. You must always face forward. You should put up your hand to attract the invigilator’s attention if required.
· Candidates must stay in the examination room for at least one hour after the published start time of the exam (or for the duration of the exam if it is less than one hour). If you have finished the paper use any time remaining to check over your answers and that you have completed your details correctly. It is not the school’s policy to allow candidates to leave the exam room early, as this is disruptive to other candidates. You must remain seated at your desk, facing the front.
· A candidate may not leave the examination room without the permission of an invigilator. If it is necessary for you to go to the toilet during an exam you will have to be escorted by an invigilator.
· At the end of the examination all work must be handed in – remember to cross out any rough work. If you have used more than one answer book or loose sheets of paper, ask for a tag to fasten them together in the correct order. Remember to write your name, candidate number and exam paper reference on any additional sheets.
· Invigilators will collect your exam papers before you leave the room. Absolute silence must be maintained during this time. Remember you are still under examination conditions until you have left the room.
· Question papers, answer booklets and additional paper must NOT be taken from the exam room.
· Remain seated in silence until told to leave the examination room. Please leave the room in silence and show consideration for other candidates who may still be working. You must remain silent until you are right outside the building.
· Pupils who are disruptive or behave in an unacceptable manner will be removed from the examination room by invigilators and/or members of the Senior Leadership Team.
· If the fire alarm sounds during an examination the examination invigilators will tell you what to do. Do not panic. If you must evacuate the room, you will be asked to leave in silence and in the order in which you are sitting. You will be escorted to a designated assembly point. Leave everything on your desk. You must not attempt to communicate with anyone else during the evacuation. When you return to the exam room do not start writing until the invigilator tells you to. You will be allowed the full working time for the examination and a report will be sent to the awarding body detailing the incident.

Invigilators
· Exams are supervised by a team of invigilators made up of internal staff. Students are expected to behave in a respectful manner towards all invigilators and always follow their instructions.
· Invigilators are in the examination rooms to supervise the conduct of the examination and must follow strict rules laid down by JCQ for the conduction of examinations. They will distribute and collect the examination papers, tell candidates when to start and finish the examination, hand out extra writing paper if required and deal with any problems that occur during the examination, for example if a candidate is feeling ill.
· Please note that invigilators cannot discuss the examination paper with you or explain the questions.
· Invigilators will be able to contact the exams officer by phone to resolve any issues.

Absence from examinations
· You must attend all exams that are allocated to you on your individual candidate timetable. Misreading the timetable will not be accepted as a satisfactory explanation for absence. 
· If you experience difficulties during the examination period (e.g., illness, injury, and personal problems) please inform school at the earliest possible point so we can help or advise you.
· If you miss an exam due to illness you must telephone school on 01524 840831 as soon as possible on the morning of the exam, and a medical certificate/letter must be given or sent to Mrs Cragg within three days of the exam you missed.
· Timetables are regulated by the Exam Boards, and you must attend on the given date and time. If you miss an exam, you will not be able to take it on another day. 
The equality act 2010

The main provisions of the Equality Act 2010 are to give protection to disabled people in the areas of employment and education. The Equality Act 2010 defines disability as a “physical or mental impairment which has a substantial and long-term adverse effect on someone’s ability to carry out normal day to day activities.” The centre will meet the requirements of the Equality Act 2010 by ensuring that the exams centre is accessible and improving candidate experience. Access arrangements The Special Educational Needs Co-ordinator (SENCO) will inform subject teachers of candidates with special educational needs who are embarking on a course leading to an exam, and the date of that exam. The SENCO can then inform individual staff of any special 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/or educational psychologist/specialist teacher. Candidates with access arrangements will usually take their examinations in a separate room from the main body of candidates, and the appropriate support and invigilation will be organised for them.

Special consideration
[bookmark: _Toc219796614]Special Consideration is a post examination adjustment to a candidate’s mark or grade to reflect temporary illness, temporary injury, or other indisposition at the time of the examination. Special consideration can only seek to go some way to assist the candidate affected by a potentially wide range of difficulties, emotional or physical, which may influence performance in examinations. Only minor adjustments can be made to the mark awarded because to do more than this would jeopardise the standards of the examination. The allowance for Special Consideration varies from 0% (consideration given but addition of marks considered inappropriate) to 5% (reserved for exceptional cases). No feedback is provided by the Examining Board. Candidates will only be eligible for Special Consideration if they have been fully prepared and covered the whole course but performance in the examination or in the production of coursework is affected by adverse circumstances beyond their control. Examples of such circumstances may be illness, accident or injury, bereavement, domestic crisis. The Examination Officer must be informed immediately, so that the necessary paperwork can be completed (within 7 days of the last exam session for each subject) and the candidate will be required to provide evidence to support such an application

Contingency session - Summer 2026
JCQ timetables a session on the 24June 2026. You must be available at these times. This session would be used in the unlikely event that an exam had to be moved nationally because it could not take place when planned. This session cannot be used to reschedule an exam that you have missed. If an exam must be moved to this session, your school will tell you. 
[bookmark: _Toc463797250][bookmark: _Toc219796615]
On-screen tests
• All candidates will receive an examination timetable
• You must arrive on time for your on-screen test(s). If you are late your work may not be accepted.
• The invigilator will issue with an exam logon and password for the computer.
[bookmark: _Toc463797275]• You must not take any unauthorised items into the exam room You must read the Information for Candidates for on-screen tests 







AFTER THE EXAMINATIONS

Notification of results

GCSE results will be available for collection from School on the following date: -

Thursday 20th August 2026

· Candidates not intending to collect in person but who wish their results to be posted, should leave a stamped addressed envelope (also bearing their candidate number), with the school office.
· If you wish any other person (including family members) to collect your results on your behalf, they must bring with them your written authorisation to do so together with some identification
· Any results not collected from the school on results day will be held until start of the new academic year when they will be posted to the address held on the school’s system (leavers)

Post results services

Once you have received your results you may need to discuss these further with the Head Teacher or Deputy Head Teacher if you have not achieved the grades you expected to.
The Head Teacher and Deputy Head teacher will be here to advise you on Post Results Services and tell you what the next step is. Review of Results should not be applied for without first speaking to the Head Teacher or senior member of staff, because remarks can result in grades going down as well as up.

· The post-results services available to you include “Review of Results” and Access to Scripts (in other words you may request a copy of your exam script if you wish to)
· All requests for post-results services must be made through school – the exam boards will not deal directly with candidates
· We can only apply for a remark if you give us written permission

Certificates
· Exam certificates will arrive at school in the Autumn term
· A telephone call home will be made to let pupils know their certificates have arrived
· Certificates will be available to collect from the Exams Officer and must be signed for.
· It is important that all certificates are collected as they are destroyed after 12 months from the date of issue. Examining Boards will not issue replacements.

Internal appeals policy

Internal assessment of work for external qualifications

Chadwick High School is committed to ensuring that whenever its staff assesses students’ work for external qualifications, this is done fairly, consistently and in accordance with the specification for the qualification concerned. Assessments are conducted by staff who have appropriate knowledge, understanding and skills and who have been trained in this activity. The centre is committed to ensuring that assessment evidence provided by candidates is produced and authenticated according to the requirements of the relevant specifications for each subject.

The consistency of the internal assessment is secured through internal standardisation, as necessary. If a student feels that this may not have happened in relation to his/her work, s/he may make use of this appeals procedure.

Written appeals procedure

Each awarding body publishes its arrangements for appeals against its decisions. In addition, an appeal can be made to the school concerning internal assessment:

• the appeal applies only to the procedures used in arriving at internal assessment decisions and does not apply to the judgement themselves; you cannot appeal against the mark or grade only the procedures used
• the student’s parent or guardian must make the appeal in writing to the Head teacher as early as possible and at least two weeks before the end of the last externally assessed paper in the examination series (e.g., the last GCSE written paper in the June GCSE exam series)
• the enquiry into the internal process will normally be led by the Examinations Officer and the Deputy Head teacher provided that neither has played any part in the original internal assessment process
• the teacher making the assessment will be able to respond to the appeal in writing, and a copy will be sent to the appellant
• the enquiry will consider whether the procedures used for the internal assessment conformed to the published requirements of the Awarding Body and the DfE examinations ‘Code of Practice’
• the appellant will be informed in writing of the outcome of the appeal, including any relevant correspondence with the Awarding Body
• the outcome of the appeal will be made known to the Head and will be logged as a complaint. A written record will be kept and made available to the Awarding Body on request
• should the appeal bring any significant irregularity to light, the Awarding Body will be informed.

If the appellant is unhappy about the response in writing, he/she can ask for a personal hearing, where the panel will consist of two persons not previously involved, normally the Head and a member of the Governing body.

Note:

Each Awarding Body specifies detailed criteria for the internal assessment of work. In addition, the Awarding Body must moderate the assessment to ensure consistency between centres. Such moderation may change the marks awarded for internally assessed work. That is outside the control of Chadwick High School and is not covered by this procedure. The final judgement on marks awarded is that of the Awarding Body. The Subject Leader (only) can request an appeal against the moderation of the work of a whole group of candidates if it is felt that unfair decisions have been made. Individual candidates have no right of appeal except to make their wishes known to the Subject Leader who may wish to act on behalf of all the candidates.









Supporting Your Child During Exam Time

How can I help my child?
Exams are a stressful time for any young person. Mood swings and outbursts are more likely to occur during this period. Look out for other signs that your child may be struggling, including poor sleep patterns or a change in appetite or behaviour. It’s worth preparing ways of supporting your child during exam weeks and thinking about how you will react and respond on the day if they don’t get the result that they, or you, are hoping for. 
These are things that can really make a difference: 
· Work with your child to find what revision style works for them.
· Encourage your child to take revision breaks and find a balance between studying and doing things they find enjoyable and relaxing.
· Make sure they are eating and drinking at regular intervals.
· Encourage them to take some time after revising to wind down. 
· Reassure them – reinforce that you are and will be proud of them no matter what happens.
· Remain positive and hopeful!
· Plan a treat or an activity together to mark the end of the exams.
· Set aside one to one time so that they can talk to you about any worries.
· Let them know their feelings are valid and normal, but also offer support and solutions where possible.
· Anxiety is often worst at night and this means it is useful to encourage good bedtime routine
· Work with them to develop relaxation techniques.
· If anxiety and stress start impacting their day-to-day life seek help from your GP.
How can the school help? 
· Speak to your child's teacher(s) to find out what revision techniques they recommend.
· If your child is struggling with a specific subject, talk to the relevant teacher and explore whether they can provide additional help.
· Speak to your child keyworker, they can help with practical steps including revision timetables. 
· If your child has additional learning or developmental needs, speak to the school SENCO and establish what specialist provision they can put in place.




Where to get help
The Mix 
www.themix.org.uk
· Provides a confidential helpline, email, webchat and telephone counselling service for young people under 25. Advice and information on support services for young people including counselling.
· Freephone: 0808 808 4994 (daily 13:00-23:00)

BBC Bitesize: The Mind Set
www.bbc.com/bitesize/articles/z3hpgdm
· Results: how to cope on the day

Student Minds
https://www.studentminds.org.uk/
· Supporting students to look after their mental health.
· Peer support programmes
· Email: info@studentminds.org.uk

MindEd
mindedforfamilies.org.uk
· MindEd for families is a website where you can hear about other parents’ experiences and find clear, helpful guidance on children and young people’s mental health and wellbeing


Career Pilot
https://www.careerpilot.org.uk/
Blackpool Sixth Form
https://www.blackpoolsixth.ac.uk
01253 394911
Apprenticeships
https://www.gov.uk/apply-apprenticeship
Blackpool and the Fylde College
https://www.blackpool.ac.uk
 01253 352352
Cardinal Newman
https://www.cardinalnewman.ac.uk/
01772 460181
Preston College
https://www.preston.ac.uk/
01772 22 50 00
Myerscough College
https://www.myerscough.ac.uk 
01995 642222
Kendal College
https://kendal.ac.uk/
01539 814700
Lancaster and Morecambe College
https://www.lmc.ac.uk/
 01524 66215

[bookmark: _Toc219796620]APPENDIX 1
[bookmark: _Toc463797278][bookmark: _Toc219796621]JCQ Information for candidates - coursework
You must read this information if you are undertaking qualifications that contain elements of coursework assessment.
[bookmark: _Toc219796622][bookmark: _Toc463797279]This document tells you about some things that you must and must not do when you are completing coursework. 
[bookmark: _Toc219796623]When you submit your work for marking, you will be asked to sign an authentication statement confirming that you have read and followed these regulations. 
[bookmark: _Toc219796624]If there is anything that you do not understand, you must ask your teacher. 
[bookmark: _Toc219796625]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. 
[bookmark: _Toc219796626]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 AI. 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. 
[bookmark: _Toc219796627]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’. 
[bookmark: _Toc219796628]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, p29). 
[bookmark: _Toc219796629]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/ onthisday/hi/dates/stories/october/28/newsid_2621000/2621915.stm, downloaded 5 February 2026. 
[bookmark: _Toc219796630]Where computer-generated content has been used (such as an AI chatbot), your reference must show the name of the AI tool used and should show the date the content was generated. For example: ChatGPT 3.5 (https://openai.com/blog/chatgpt/), 25/01/2026. 3 You should also reference the sources used by the AI tool in generating the content. 
[bookmark: _Toc219796631]You must retain a copy of the question(s) and computer-generated content for reference and authentication purposes in a non-editable format (such as a screenshot) and provide a brief explanation of how you used it. This must be submitted with your work for final assessment so that your teacher can review the work, the AI-generated content and how it has been used. 
[bookmark: _Toc219796632]You may be required to produce a bibliography at the end of your work. This must list the full details of publications you have used in your research, even where these are not directly referred to. For example: Curran, J. Mass Media and Society (Hodder Arnold, 2005). 
[bookmark: _Toc219796633]If 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. 

[bookmark: _Toc219796634]Preparing your coursework – good practice
[bookmark: _Toc219796635] If 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. 
[bookmark: _Toc219796636]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. 
[bookmark: _Toc219796637]If you worked as part of a group on an assignment, you must each write up your own account of the assignment. Even if the information you have is the same, the description of how that information was obtained and the conclusions you draw from it should be in your own words. 
[bookmark: _Toc219796638]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. 
[bookmark: _Toc219796639]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. 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. 
[bookmark: _Toc219796640]Don’t be tempted to use any 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. 
[bookmark: _Toc219796641]You must not write inappropriate, offensive or obscene material. 

[bookmark: _Toc219796642]Plagiarism 
[bookmark: _Toc219796643]Plagiarism involves taking someone else’s words, thoughts, ideas or outputs and trying to pass them off as your own. It could also include AI-produced material. Plagiarism is a form of cheating which is taken very seriously. 
[bookmark: _Toc219796644]Don’t think you won’t be caught; there are many ways to detect plagiarism. 
[bookmark: _Toc219796645]• Markers can spot changes in the style of writing and use of language. 
[bookmark: _Toc219796646]• Markers are highly experienced subject specialists who will be 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. 
[bookmark: _Toc219796647]• Internet 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. 5 If it is discovered that you have broken the rules, one of the following sanctions will be applied: 
[bookmark: _Toc219796648]• you will be awarded zero marks for your work; • you will be disqualified from that unit for that examination series;
[bookmark: _Toc219796649] • you will be disqualified from the whole subject for that examination series; 
[bookmark: _Toc219796650]• you will be disqualified from all subjects and barred from entering again for a period of time. The awarding body will decide which sanction is appropriate. REMEMBER – IT’S YOUR QUALIFICATION SO IT NEEDS TO BE YOUR OWN WORK


[bookmark: _Toc219796652]APPENDIX 2
[bookmark: _Toc463797280][bookmark: _Toc219796653]JCQ Information for candidates – non-examination assessments
You must read this information if you are undertaking qualifications that contain components of non-examination assessment. 
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. 
If there is something that you do not understand, you must ask your teacher. 
[bookmark: _Toc219796654]Preparing your coursework – good practice
If 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. 
If 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 information you have is the same, you must describe in your own words how that information 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. 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 any 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. 
Research and using references
In some subjects you will have an opportunity to do some independent research into a topic.
The research you do may involve looking for information in published sources, such as textbooks, encyclopedias, journals, TV, radio and on the internet. 
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 AI. 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 author, the year of publication and the page number. For example: Morrison, 2000, p29
For material taken from the internet, your reference should show the date when the material was downloaded and must show the precise web page, not the search engine used to locate it. This can be copied from the address line. For example: https://www.bbc.co.uk/news downloaded 5 February 2026.
Where computer-generated content has been used (such as an AI chatbot), your reference must show the name of the AI tool used and should show the date the content was generated. For example: ChatGPT 3.5 (https://openai.com/blog/chatgpt/), 25/01/2026. You should also reference the sources used by the AI tool in generating the content.
You must retain a copy of the question(s) and computer-generated content for reference and authentication purposes in a non-editable format (such as a screenshot) and provide a brief explanation of how you used it. This must be submitted with your work for final assessment so that your teacher can review the work, the AI-generated content and how it has been used.
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, 2005).
If 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.
Plagiarism
Plagiarism involves taking someone else’s words, thoughts, ideas or outputs and trying to pass them off as your own. It could also include AI-produced material. Plagiarism is a form of cheating which is taken very seriously.
Don’t think you won’t be caught; there are many ways to detect plagiarism. 
• Markers can spot changes in the style of writing and use of language. 
• Markers are highly experienced subject specialists who will be 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. 
• 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.
Sanctions for breaking the regulations
If it is discovered that you have broken the regulations, one of the following sanctions will be applied: 
• you will be awarded zero marks for your work; 
• you will be disqualified from that component for the examination series in question; 
• you will be disqualified from the whole subject for that examination series; 
• you will be disqualified from all subjects and barred from entering again for a period of time. 
The awarding body will decide which sanction is appropriate. 
REMEMBER – IT’S YOUR QUALIFICATION SO IT NEEDS TO BE YOUR OWN WORK.

[bookmark: _Toc463797281][bookmark: _Toc219796655][bookmark: _Toc463797282]APPENDIX 3
[bookmark: _Toc219796656]JCQ Information for candidates – on-screen tests
You must read this information if you will be taking any externally assessed on-screen tests as part of your qualification(s).
[bookmark: _Toc463797283]This document has been written to help you. Read it carefully and follow the instructions. 
If there is anything you do not understand ask your teacher.
A. Regulations – Make sure you understand the rules
1 Be on time for your on-screen test(s). If you are late, your work might not be accepted. 
2 Do not become involved in any unfair or dishonest practice during the on-screen test. 
3 If you try to cheat or break the rules in any way, you could be disqualified from all your exams. 
4 Only take into the exam room the materials and equipment which are allowed for that exam. 
5 You must not take into the exam room any unauthorised material including: 
(a) notes; 
(b) earphones or earbuds (e.g. AirPods), mobile phones, MP3/4 players or similar devices, smart glasses, tablets (e.g. iPads or iPods); 
(c) a watch. Unless you are told otherwise, you must not have access to: 
(d) AI tools, email, graphics packages or computer aided design software, portable storage media, e.g. floppy disks, CDs, memory sticks, social media sites, spreadsheets or the internet; 
(e) prepared templates. 
Bringing unauthorised material into the exam room is breaking the rules, whether you intend to use it or not. You will be subject to sanctions and possible disqualification. 
6 Do not talk to, try to communicate with or disturb other candidates once you have entered the exam room. 
7 If you leave the exam room unaccompanied by an invigilator before the on-screen test has finished, you will not be allowed to return. 
8 Do not borrow anything from another candidate during the on-screen test.
B. Information – Make sure you attend your on-screen test and bring what you need
1 Know the date and time of your on-screen test(s). Arrive at least ten minutes before the start of your on-screen test. 
2 If you arrive late for an on-screen test, report to the invigilator running the test. 
3 If you arrive more than one hour after the 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.
C. Calculators, dictionaries and computer spellcheckers
1 You may use a calculator unless you are told otherwise. 
2 If you use a calculator: 
(a) make sure it works properly; check that the batteries are working properly; 
(b) clear anything stored in its memory; 
(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 spellchecker unless you are told otherwise.
D. Instructions during the on-screen test
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 IT issues; 
(d) your access to the on-screen test has not been set up correctly; 
(e) adjustments to the on-screen test have not been made for you, e.g. additional time has not been added, computer reading software or speech recognition software has not been uploaded. 
3 You may be given a question paper or the instructions may be on screen. In either case, read carefully and follow the instructions. Do not open the question paper until you are told that the exam has begun.
E. Advice and assistance
1 If, on the day of the on-screen test, you feel that your work may be affected by ill health or any other reason, tell the invigilator. 
2 Put 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.
F. At the end of the on-screen test
1 Ensure that the software closes at the end of the on-screen test. 
2 If you are required to print off work outside the time allowed for the on-screen test, ensure that you collect your own work. You must not share your work with other candidates. Make sure that another candidate does not collect your 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.

[bookmark: _Toc219796657]APPENDIX 4
[bookmark: _Toc463797284][bookmark: _Toc219796658]JCQ Information for candidates – written exams
You must read this information before you take any externally assessed written exams. 
This document has been written to help you. Read it carefully and follow the instructions. 
If there is anything you do not understand, especially which calculator you may use, ask your teacher.
A. Regulations – Make sure you understand the rules
1 Be on time for all your exams. If you are late, your work might not be accepted. 
2 Do not become involved in any unfair or dishonest practice during the exam. 
3 If 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 any unauthorised material, including: 
(a) notes; 
(b) earphones or earbuds (e.g. AirPods), mobile phones, MP3/4 players or similar devices, smart glasses, tablets (e.g. iPads or iPods); 
(c) watches. 
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 sanctions and possible disqualification. 
5 Do not use correcting pens, fluid or tape, erasable pens, highlighters or gel pens in your answers. 
6 Do not talk to or try to communicate with or disturb other candidates once you have entered the exam room. 
7 You must not write inappropriate, obscene or offensive material. 
8 If you leave the exam room unaccompanied by an invigilator before the exam has finished, you will not be allowed to return. 
9 Do not borrow anything from another candidate during the exam.
B. Information – Make sure you attend your exams and bring what you need
1 Know the dates and times of all your exams. Arrive at least ten minutes before the start of each exam. 
2 If you arrive late for an exam, report to the invigilator running the exam. 
3 If 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 permitted equipment needed for the exam. 
5 You must write clearly and in black ink. Coloured pencils or inks may be used only for diagrams, maps, charts, etc, unless the instructions printed on the front of the question paper state otherwise.


1
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[bookmark: _Toc463797285][bookmark: _Toc219796659]APPENDIX 5
[bookmark: _Toc463797288][bookmark: _Toc219796660]JCQ Information for candidates – social media
You must read this information to help you stay within examination/assessment regulations when using social media. Information for candidates
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, sharing certain
information (see information
on the right) can break the rules
and could affect your results
• If you’re not sure what you can
and can’t discuss online, check
with your teacher
• If you receive exam content
on social media, you must
tell your teacher
• Don’t be caught out by
scammers selling fake
exam papers
Please
take the time to 
familiarise yourself
with the JCQ rules: 
jcq.org.uk/exams-office/
information-for-candi
dates-documents
If you do any of the above 
activities, you may: 
•
Receive a written warning
• 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
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
Things to do on social media:
•
Have fun
•
Be responsible
• Report any exam 
or assessment 
content you see to
your teacher
!
!
!
!

[bookmark: _Toc219796661]APPENDIX 6
[bookmark: _Toc219796662]JCQ Information for candidates - AI (Artificial Intelligence and assessments) 
You must read this information to help you stay within examination/assessment regulations when using artificial intelligence. This information explains: What is AI? What is an AI tool? When can I use AI? When can I not use an AI tool? If I’m allowed to use AI, how is this breaking the rules? How to make sure you don’t misuse AI. 



[bookmark: _Toc463797289][bookmark: _Toc219796663]
APPENDIX 7
[bookmark: _Toc463797290][bookmark: _Toc219796664]JCQ Unauthorised items poster
This poster will be displayed outside each exam room. You must note that “Possession of unauthorised items, such as a mobile phone or any watch, is a serious offence and could result in DISQUALIFICATION from your examination and your overall qualification.”





[bookmark: _Toc463797291][bookmark: _Toc219796665]APPENDIX 8
[bookmark: _Toc463797292][bookmark: _Toc219796666]JCQ Warning to candidates poster
This poster will be displayed outside each exam room. You must note all the warnings.





[bookmark: _Toc219796667]APPENDIX 9
[bookmark: _Toc219796668]JCQ AI poster for students

This poster is a quick guide to help you to better understand the rules for use of AI in assessments.  

[bookmark: _Toc219796669]
CANDIDATE CONFIRMATION

To confirm you have received, read and understood the contents of this handbook, please sign and date the tear-off slip below and return to Mrs Cragg 

If there is anything you do not understand, you should ask Mrs Cragg for clarification.







------------------------------------------------------------------------------------------------------------------------------------
CANDIDATE EXAM HANDBOOK

NAME:   Overwrite your name here			Date I received the handbook:   DD / MM / YYYY

I have read the contents
I understand (Tick all of the boxes that apply)
· What constitutes malpractice (and what AI misuse is) in examinations/assessments and the consequences of committing malpractice
· What my personal data is used for by awarding bodies
· Copyright
I have read and understand the current JCQ information for candidates’ documents as they relate to the qualifications I am taking (Tick all of the boxes that apply)
· Coursework
· Non-examination assessments
· On-screen tests
· Social media
· Written exams

By signing here, I am confirming all of the above

[bookmark: _Hlk219797191]Candidate Signature: 		Overwrite your signature here

Date of signature:   		DD / MM / YYYY
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Day Date Start Length  Board Component Title

Thursday 7th May 09:001HR 45 Min AQA Psychology Paper 1

Monday 11th May09:00 2 HR  WJECEnglish Literature -Component 1

Monday 11th May13:301HR 45 Min AQA Business Paper 1

Tuesday 12th May13:301 HR 15 Min AQA Combined Science - Trilogy - Biology Paper 1

Wednesday 13th May09:001 HR 30 Min AQA Geography - Paper 1 

Thursday 14th May09:001 HR 30 Min AQA Maths - Paper 1 - Non Calculator

Thursday 14th May13:301HR 45 Min AQA Psychology Paper 2

Friday 15th May09:00 2 HR  AQA History Paper 1

Monday 18th May09:001 HR 15 Min AQA Combined Science -Trilogy - Chemistry - Paper 1

Tuesday 19th May09:002HR 30 Min WJECEnglish Literature - Component 2

Thursday 21st May09:001 HR 45 Min WJECEnglish Language - Component 1

Thursday 21st May13:301HR 45 Min AQA Business Paper 2

Tuesday 2nd June09:001 HR 15 Min AQA Combined Science - Trilogy - Physics- Paper 1

Wednesday 3rd June 09:001 HR 30 Min AQA Maths - Paper 2 - Calculator

Thursday 4th June 09:001HR 45 Min AQA History Paper 2

Friday 5th June 09:00 2 HR  WJECEnglish Language - Component 2

Monday 8th June 09:001 HR 15 Min AQA Combined Science - Trilogy - Biology Paper 2

Wednesday10th June09:001 HR 30 Min AQA Maths - Paper 3 - Calculator

Friday 12th June09:001 HR 15 Min AQA Combined Science - Trilogy - Chemistry - Paper 2

Monday 15th June09:001 HR 15 Min AQA Combined Science - Trilogy - Physics- Paper 2
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Information for candidates
AI (Artificial Intelligence and assessments)


*The list of certain suppliers of AI-related products is for information purposes only and does not constitute an endorsement by JCQ and 
awarding bodies. It is each centre’s responsibility to investigate and verify any suppliers they use, including any terms and conditions which 
govern the sale or use of the supplier’s products. The list provided is not exhaustive.


What is AI?


AI stands for artificial intelligence and can
be used to create text, images, videos, music
and artwork based on instructions given to an AI tool.


What is an AI tool?


AI tools are applications, such as
ChatGPT, Snapchat My AI, Google
and Google translate. There are many more!*


When can I not use an AI tool?


• AI tools cannot be used in an exam
or any other assessment where exam 
rules apply.


• This is what exam boards call AI misuse and
is a form of cheating.


When can I use AI?


• Your teachers may use it in class when
teaching the course, but remember
teaching in the classroom is not an exam!


• There are some assessments where you can use 
AI – your teachers will tell you if you can or 
cannot use an AI tool.


• Remember, the rules are different for different 
assessments and subjects, so always check with 
your teachers first!


• When an AI tool is allowed, you must
acknowledge** the AI tools and the material 
produced by the AI tool that you have used in 
your work. If you do not acknowledge AI use, it 
will be considered as cheating.


**Acknowledgment – 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, for example, ChatGPT 
3.5 (https://openai.com/blog/chatgpt/), 25/01/2025.


 IF YOU USE AN AI TOOL, YOU CANNOT GET
MARKS FOR WHAT THE AI TOOL HAS


PRODUCED, AS IT IS NOT YOUR OWN WORK


How to make sure you don’t misuse AI


DECLARE


• Remember to sign your declaration form when 
handing in your work for final assessment.


• Your signature on the declaration form tells your 
teacher and the exam board that you are saying 
all the work you’re handing in is your own.


• If you have used an AI tool, you must declare***
that you have used it before signing the
declaration form!


ACKNOWLEDGE


If you are allowed to use an AI tool in your
assessment (remember to check!), you must
do the following:


• reference the AI tool you have used


• give the date of when the AI tool generated the 
content


• give details of how you used it.


• save screenshots of what you have asked or 
instructed the AI tool to do and what answer
the AI gave you, and include this with the
work submitted.


***Declare – this means that 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.


LAST
CHECKS


Know
the rules


Check with
your teachers


ACKNOWLEDGE
and DECLARE


EFFECTIVE FROM 1 SEPTEMBER 2025


If I’m allowed to use AI, how is this breaking the rules?


• AI misuse is when you use an AI tool in an exam or assessment where you are not allowed to; and/or
• Where you use an AI tool to create work and then say it’s your own.
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NO MOBILE PHONES
NO WATCHES


DISQUALIFICATION
Possession of unauthorised items, such as a mobile phone 


AQA City & Guilds CCEA OCR Pearson WJEC


from your examination and your overall qualification.


This poster must be displayed in a prominent place outside each examination room.


NO UNAUTHORISED ITEMS


NCFE


©JCQCIC


NO TECHNOLOGICAL OR WEB-ENABLED
POTENTIAL SOURCES OF INFORMATION
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Warning to candidates


AQA City & 
Guilds CCEA NCFE OCR Pearson WJEC


1
You must be on time for all your examinations.


2
Possession of a mobile phone or other unauthorised material  
is not allowed even if you do not intend to use it. You will be  


subject to penalty and possible disqualification from the  
examination or qualification.


3
You must not talk to, attempt to communicate with or disturb other 


candidates once you have entered the examination room.


4
You must follow the instructions of the invigilator.


5
You must not sit an examination in the name of another candidate.


6
You must not become involved in any unfair or dishonest practice in 


any part of the examination.


7
If you are confused about anything, only speak to an invigilator.


The Warning to candidates must be displayed in a prominent place outside 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.


Produced on behalf of:


©JCQCIC 2020


Instructions for conducting examinations


1 September 2020 to 31 August 2021


For the attention of heads of centre, senior leaders 
within schools and colleges and examination officers



https://www.jcq.org.uk/
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••	� AI stands for artificial 
intelligence and using it is like 
having a computer that thinks 


••	� AI tools like ChatGPT or 
Snapchat My AI can write 
text, make art and create 
music by learning from 
data from the internet, 
but watch out – they can 
also make things up and 
be biased


••	� Know the rules


o	� You’re not allowed to use AI 
tools when you’re in an exam


o	� Your teachers will tell you if you’re 
allowed to use AI tools when 
doing your coursework – the rules 
will depend on your qualification


o	� Even if you’re allowed to use AI 
tools, you can’t get marks for 
content just produced by AI – 
your marks come from showing 
your own understanding and 
producing your own work


••	� Reference reference reference! 
If you’re allowed to use AI tools, 
you must reference them clearly


o	 Name the AI tool you used


o	� Add the date you generated  
the content


o	� Explain how you used it


o	� Save a screenshot of the 
questions you asked and 
the answers you got 


••	� Declare it’s all your own 
work – When you hand in your 
assessment, you have to sign a 
declaration. Anything without a 
reference must be all your own 
work. If you’ve used an AI tool, 
don’t sign the declaration until 
you’re sure you’ve added all  
the references


��AI misuse is when you take 
something made using AI 
and say it’s your own work. 


THIS IS 
CHEATING!


If you’ve misused AI, you 
could lose your marks 
for the assessment – you 
could even be disqualified 
from the subject. 


DON’T RISK IT!


AI and Assessments
A quick guide for students


What is AI? How can AI be misused 
in assessments?


How do I make sure 
I don’t misuse AI?


What happens if I misuse AI? 


REMEMBER
Misusing AI is cheating!


Know the rules
Talk to your teachers


Reference clearly


1 2 3


1
2 3






