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Tras docurment teils you about some things that you must and must
not do when you are completng coursework

When you sabmit any coursewark for mariang, you will be asked to
<ign an suthenticatian statement confirmeng that you have read and
followed these regulations

If there & anything that you do not understand, you must ask
your teacher

In some subjects you will have an cpportunity to do some
Independent research into & tapic. The research yau do may awvolve
lookeg for mformation in publahed sources such as texthooks,
encyclopedias, joumals, TV, radio and on the internet

Using information from published sources (including the internest)

A% the bhass for your coursework % a good way to demaonstrate your
kKnowledge and undesstanding of a subject. You must take care how
You use thes material though - you cannot copry It and claim it a5 your
own work

IT you wee the same warding 4s &8 published source, you must place
auotation marks around the passage and state where it came from,
Thus |3 called reféerencng’. You must make sure thal you give detailed
references for everything i your work wihich 1S not in your own words
A reference from a printed book of journal should show tha name of
the author, the year of publication and the page number, for example:
(Marrisen, 2000, p29)

For matersal taken from the intemel, your reference should shaw

the date when the materal was downlcaded and must show the
precise wab page, not the search engine used Lo locate it This can
b copad fraem the address ling. For example htta: /oews. bbe couk/
onthisdey/hi/dates/stories /october/28/newsid_2621000/2621915 stm,
dawnloaded S February 2023

You may be regquired Lo produce & bibbhograpty &t the end of your
work. This must fist the full details of pubbcatons you have used

N your ressarch, even where these are not directly referred to, for
example. Curran, J Mass Madis and Socrely (Hodder Amoid. 2008).

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



Preparing your coursework - good practice

ur coursework with you wver, Lhey must not Qive

! & groupanana Inment, you must eac)
must meet ! . 1 a4 ol Lthat & Ir 1esig oIV . [Semember

rk ANd Keep it sx2fe. Don't wave it

i must always keep your coursewor
e re and conficdenst f you &re prepaning f, do not

Don't be tempted to use pre-prepared onfine solutions - this is
cheating Electr * 10 sed By swar .

must not write ppropnate, offensve or abace

Plagiarism

et Ly ey Dass Lhern P as your owine It ks & form of cheating
which is taken very seriously.
Don't think you won't be caugl

w11~ 14



Penalties for breaking the regulations

If your work is submitted and it is discovered that you have broken

the regulations, one of the following penalties will be applied
- the piece of work will be awarded zero marks;

- you will be disqualified from that unit for that
examination series;

- you will be disqualified from the whole subject for that
examination series,

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

The awarding body will decide which penalty is appropriate.

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

JCQ Joint Council for
ae Qualifications«<«

Information for candidates
Non-examination assessments

Effective from | September 2022



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 s anything that you do not understand, you must ask

your teacher

Preparing your work — good practice

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

If you worked as part of a group on an assignment, for exampie
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 vour 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 or share it with anyone, including
posting it on social media. You must always keep your work secure
and confidential whilst you are preparing it do not shara it with

your classmates. If it is stored on the computer network, keep your
password secure. Collect all copies from the printer and destroy those
you do not need

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

You must not write inappropriate, offensive or obscene matenal



In some subjacts you will have an apportunity to do some
Independent research into a lopic.

The reseanch you SO may involve loocking for information i published
sources such as 1eaxtbooks, encyclopedaas, journals, TV, radio and on
the intermed

Using infarmation from publishad sources (ncluding the internet)

as the basy for your assignment (S a goad way 10 demonstrate your
knowledge and understanding of a subject. You must take care Hhow
you usé this material though - you cannot copy (L and claim it a8 your
own work

When producing & piece af work If you use tha Same warding as

a published source you must place quotabon marks around the
passage and state whees it came from. This is called 'referencing’. You
must make sure that you give detailed references for everything in
your week which 15 not in your own words. A reference from 2 printed
pook ar urnal should show the name aff the authdr, the year of
publeation and the page number, for example: Morrisan, 2000, 229

For materisl taken from the intermet, your refisencs should show

the dale when the matenal was dawnloaded and must show the
precae web page, not the search engine used to locale it This can
be coped fram the address line. For examgle: hitp:/news bbe couk/
onthisday/hi/dates/stories/october/28/mewsid_2629000/26 21915 5tm,
downloaded 5 Feberuary 2023

You may be reguired to include & bittfiogranhy at the end of

your piece of written work. Your teacher will Lell you whether &
bibBograptyy 1o necessery Whese réequired, your abliogranhy must |ist
the full details of pubhcations you have used in your research, even
where these ara not directly referred to, for example: Curran, J, Mass
Medis and Socwety (Hodder Amold, 2005)

If you copy the words or ideas of others and do not show your
sources in references and a bibliography, this will be considered
a4 cheating.



arism

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.

Don’t think you won't be caught; there are many ways to detect

plagiarism
- Markers can spot changes in the style of writing and use
of language.

- Markers are highly experienced subject specialists who are
very familiar with work on the topic concerned — they may

have read the source you are using, or even marked the work

you have copied from!

- Internet search engines and specialised computer software

L'

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 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;
disqualified from all subjects and barred from
gain 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
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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

3 If you try to cheat, or break the rules in any way, you coulda be

gisgualiineg Trom ail Your subecss

4 Only 1ake into the exam raom the matenals and equipment which
are allowed

5 You must not take into the exam raom

=5

(a) note

(b) an 1Fod, a mobile phone, a MP3/4 player or similae

Jevice ar a watch
niess you are 1oid otherwise, you must not have access 10

ta stored on the hard anve, of

3
portable storage media such as floppy aisks, CDs ana

o

(4} pre-praparagd fempiates

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

6 If you have a watch, the inviguator will ask you to hand it 1o them

Do not talk 1o or try to communicate with or asturb other

candidates once the on-screen test

Nnas stariec

B If you leave the exam room unaccamganed by an invigllatar before

n test has finishad, you will not be sllowed to retun

the on-scres

9 Do not borraw anvthing from another candidate during the

r

-3

on-sCreen e



B. Information - Make sure you attend your on-screen test

and bring what you need

N
(

o
[

5

C. Calculators, dictionaries and computer spell-checkers

—_

2
r‘_.. f
8,
L [ O I
[ o | f 1} ha
do not br f T
3 Donotus=sa 0 f f } = 1 af
D. Instructions during the on-screen test
1 I 3
2 9 3
b I na
£ ] ry ]
3 You L en 3 5 [ =
r | ' .. Do
not | =Tal: 4 3 3

C
E. Advice and assistance

—

3 You must not ask for, and will not be gy



F. At the end of the on-screen test

1 Ensure that the softwara closes at the end of the on-screen test
2 |f you are raguired to print off work outsige the time allowed f¢

he on-screen test, ensura that you collect yo : C
must not share your work with other candidates Make sure that

anather candidate does not collect your printout(s)

3 Do not leave the exam room until told to do so

4 Do not take any stationery from the ax

JCQ Joint Council for
ae Qualifications««

Information for candidates
Written examinations

With effect from | September 2022



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

e

accepted

o

2 Do not become involved in any unfair or dishonest practice during
ne exam,

3 If you try 1o cheat, or break the rules in any way, you could be

4 You must not take into the exam roon
(a) notes,

(b) an iPod, a mobile phone, a MP3/4 player or similar

device, of a walch
Any pencit cases taken into the exam room must be see-through

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

w

If vou have a watch, the invigidator will ask you to hand it to them.

o

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

highlighters or gel pens In your answers

~

Do not talk 1o or try 1o communicate with, or disturb other

candidales ance the exam has started

You must not write inappropriate, ohecene or offens:ve material

9 If you leave the exam room unaccompanied by an invigilator before

the exam has finished, you will not be allowed to return

10 Do not borrow anything from another candidate dunng the exam



B. Information - Make sure you attend your exams and
bring what you need

ninules patora the startl of each axary
2 If you arrive late for an exarm, repoert to the invigilator running
e exam

or the exam, you may not be allowad o take it

4 On take Inlo the exam room the pens, penclls, erasers and any

other equipment which you need for the exam

S You must write clearly and in black ink. Coloured pencils or

Nnks may only be used for diagrams, maps, charts, etc unless
the instructions printeg on the front of the quastion paper

(D ear anvinirg stored o |
(c) 3 parts su AS ( ove which have
! .: JC "na ‘.lo ' y( -1'.>

(d) do not bring Into the exam room any operating Instructio

or prepared programs

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

told otherwise
D. Instructions during the exam
1 Always listen to the invigilator. Alwa ollow their instr ns

(a ou thunk al jiver ng
r all of the mat |« (=Y \ froor
(0) the guestion paper 1S INcc SMpiele or Daadly nted
orinted on tr ( )

e exam. Do not o

hat the exam has begun

in the designated sect:ons of

talione ros
sto adaitior




E. Advice and assistance

1 If on the day of the exam you feel that your work may be affected

oy (Il health or any other reason, Lell Ihe invigilator.

2 Hul up your nang juring the exan

(D) you do not feel well
(C) vou need more pape!

3 You must not ask for, and will not be given

thes ye' b
LS GUEOLND

F. At the end of the exam

supplementary answer sheels, place them in the corred! oraer
lace any l0ose additional answer sheels insde your answer
A
DO0KIet, Make sure yvou ada your candigale details to any acditiona
) ¥ . f
nswer sheels that vou use,

nN
o
o
3
o
L

e exam raom until toig Lo 4o so by the invigilator

room. This includes the

rUNUsSec, rough work or




J CQ On your exam day

This checklist will help you to be as prepared as possible for your
exams, so that on the day itself you can focus on doing your best.

What you cannot take into exams:

any type of phone

revision notes

any type of watch (this includes
analogue, digital and smart watches)

What you will need:
a clear pencil case é -
A !

at least two black Ink pens -
blue pens are not acceptable

an approved calculator
for relevant exams |.. . |

appropriate apparatus such as a ruler
or protractor for relevant exams

a clear water bottle if
you wish to take one In -
It must not have a label

about the format on
the day, please ask your
teacher or exams officer.

If you have any questions ’

You can also find useful Information about preparing for exams at
www.jcq.orguk/exams-office/information-for-candidates-documents

EFFECTIVE FROM 1SEPTEMBER 2022
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Information for Candidates
Information About You and How We Use It

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

CCEA hitps://ccean |/privacy-notice

Gity & Guiids https://www.cityandauilds.com/help/help-for-leamers/learner-policy

NCFE https:/fwvew.ncfe org.uk/iegal-information

OCR hitps://www.ocr. about/ our-policies/website- policies/priv

Pearson hitps://qualifications.pearson. com/en/about-us/qualification-brands/qdpr. htmi

WIEC hitps:/fwwe wiec co uk/home/privacy-poicy/
Who we are and how to contact us

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

Information about you and from where it is obtained

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

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

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



What happens to the information about you

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

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

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

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

Your rights

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

» Access - you are entitied to ask each awarding body about the information it holds about
you.

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

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

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

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

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

How long the information about you is held

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

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



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

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

Please note

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

JCQ

ciIc
Information for candidates
Using social media and examinations/assessments

You need to know that the following would be malpractice:

* copying or allowing work to be copled - e.g. posting written work on soclal
networking sites prior to an examination/assessment;

« collusion: allowing others to help produce your work or helping others with theirs;

« asking others about what questions your exam will indude (even If no one
tells you);

» having or sharing detals about exam questions before the exam - whether you
think these are real or fake; or

» not telling exam boards or your school/coliege about exam information beng

This document has been written to help you stay
within exam regulations.

Please read it carefully. shared.

We all bike to share our experiences when taking exams and sharing ideas with others
online can be helfpful when you're studying or revising.

However, it Is important to consider what you say and to think about what
Infarmation Is being shared as there are Imits to what you can share and you need to
be careful not to break the rules. The rues are in place to ensure that exams are fair
to everyone, students don't bacome worried about false rumours and any real issues
can be sorted out quickly by the right pzople.

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 bast to
check with your teacher.

If you recelve 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 recelved (If available). They will then
report the matter to the awarding body and it will be investigated.

Where candidates breach the rules for
o k or

Investigate and may apply penaities.

ing bodies have an obligation to

Penalties that awarding bodies apply include:

* 2 written waming;

« the loss of marks for a section, component or unit;

« disqualification from a unit, 2l units or qualfications; of

« @ ban from taking assessments or exams for a set period of time.

Please take the time to familiarise yourself with the JCQ rules:

ww.jcq.org.uk/exams-office/information-for-candidates-documents
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NO MOBILE PHONES
NO WATCHES

NO POTENTIAL TECHNOLOGICAL/WEB
ENABLED SOURCES OF INFORMATION

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.

Hsaiayea
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Warning to Candidates

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
exam/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 2 prominent place ocutside each examination roam.

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.

OXD 2001 -~ Sftive fum 1 Septersbee 2001




