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This information leaflet gives you all the published exam instruc-
tions from the Joint Council for Qualifications (JCQ). Please famil-
iarise yourself with all the documents as you risk either losing
marks or being disqualified from the exam/s
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Warning to Candidates

/.

You must be on time for all your examinations.

You must not become involved in any unfair or dishonest practice
in any part of the examination.

You must not:
¢ sit an examination in the name of another candidate;

¢ have in your possession any unauthorised material or
equipment which might give you an unfair advantage.

Possession of a mobile phone or other unauthorised material is
breaking the rules, even if you do not intend to use it, and you
will be subject to penalty and possible disqualification.

You must not talk to, attempt to communicate with or disturb
other candidates once you have entered the examination room.

You must follow the instructions of the invigilator.

If you are in any doubt speak to the invigilator.

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

Effective from 1 Septembser 2014
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NO iPODs, MOBILE PHONES
MP3/4 PLAYERS
SMARTWATCHES

NO POTENTIAL TECHNOLOGICAL/WEB
ENABLED SOURCES OF INFORMATION

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

DISQUALIFICATION

from your examination and your overall
qualification.

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

E2017 — Effective from 1 September 2017
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Information for Candidates
Information About You and How We Use It

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

CCEA http://ccea.org.ukflegal/privacy _policy

City & Guilds  https://www.cityandguilds.com/help/help-for-leamers/leamer-palicy

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

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

WIEC hitps:/ fwww.wiec.co.uk/about-us/data-protection/ WIEC%e2 0Privacy e 20Notice. pdf

Who we are and how to contact us

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

Information about you and from where it is obtained

Each awarding body whose qualifications you enter will need to use a variety of information about
you. This indudes obvious identification details such as your name, address, date of birth and your
school or examination centre. It also indudes information about your gender, race and health, where
appropriate. This information is provided by you or your parents/guardians andfor 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 Motice (see links
above) or by contacting the awarding body (see above).
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Information for candidates
For written examinations — effective from 1 September 2019

This documient has been written to help you. Read it carefully and follow the instructions.

If there is anything you do not understand, especially which caloculator you may use, ask your teacher.

Requlations — Make sure you understand the rules

B on time Tor all your exams. IF you are late, your work might not be accepted,

Do mot become imvohed in any unfeir or dishonest pracice during the edam.

IF vou try to cheat, or break the rules in any way, you could be disqualfied from all yowr subjedts.

o8y (o] N1 P Y

You must not take into the exam room:

al notes;
b} potential technolegical/web enabled sources of information such as an iPed, a mobile phone,

a MP3/4 player or similar device, a smartwatch or a wrist watch which has a data storage device,
Any pencil cases taken into the exam rosm must be see-through.

Remember: possession of unauthorised material is breaking the rules, even if you do not intend 1o use ity and you will be
subject to penalty and possible disqualification,

TF you wear a wrist watch the invigilztor will ask you to remave it and place it on your desk,

Do not use cormecting pens, Thuid or tape, erasable pens, highlighters or gel pens in your answers,

Do mot talk to or oy to communicate with, or disturt other candidates once the exam has started,

Yiou must not wiite inappropriate, obscens or offensive material,

IF vou leave the exam room unsccomianied by an invigilator before the exam hes finished, you will not be allowed to retum.

Do mot borrow anything from another candidate during the exam,

Information — Make sure you attend your exams and bring wwhat you need

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

IF you amive |ate for an exam, report to the invigilator unning the exam.

TF vou arrive more than one howr atter the published starting time for the exam, you may not e allowed to take it

Only take into the exam room the pens, pendils, erasers and any other eguipment which you need for the exam,

U'I-PI-UJN'—‘DEEWW"\-JET\IU'I

Yiou must wiite clearly and in Black ink.
Coloured pencils or inks may only be used for disgrams, maps, charts, etc, unless the instructions printed on the front of the
guEesTion paper sEte ofherwise.

Calicu Dictionaries and Computer ll-checkers

Yiou may use a calculstor unless vou are told otherwise.

Pt [ )5

IF you use a calculator:

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

b} dear anything stored in it

Ci remove any pats such as cases, lids or covers which have printed instructions or formulas;
d} do not bring into the exam room any operating instructions of prepared DIOGEMS,

Do mot use a dictonary or computer spall chedker unless you are told otherwise,

Instructions during the exam

Abways listen to the invigilator, Follow their instructions at all times,

[ =1 [

Tell the imvigilator 2t once it
a)l you think you have not been given the right question paper or all of the materids listed on the front of the paper;
b} the gquestion paper is incomplete or badly printed.

Read caretully and follow the instructions printed on the question paper and)'or on the answer booklet,

| bt

When the invigilator tellz you, fill in all the detils required on the ronk of the question paper and/or the answer booket
before vou start the exam. Make sure you fill these details in on any additional answer sheets that you use,

Rememiber to wiite your answers within the designated sections of the answer bookdet,

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

Advice and assistance

I on the day of the exam you fesl that your work may be affected by ill health or any oter reason, well the invigilaror,

Put up your hand during the exam i

a) vyou have a problem and are in doubt about what you should do;
B}  you do not fesd well;

ci you need More paper,

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

At the end of the exam

|

IF vou have used more than one answer booklet and/or any supplementary answer sheets, place them in the comect order,
Place any boose additional answer sheets inside your answer booklet.,
Make sure you add your candidate details to any additional answer sheets that you us=.

Do mok keave the exam room until told to do so by the inviglator,

| Bt

Do mok take from the exam room any stationery. This incluses the question paper, answer booklets used o unusad, rough
work or any other materials provided for the exam.

€ 00 2019 — Effective from 1 September 2019
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This notice has been produced on behalf of:
AQA, OCR, Pearson and WIEC

Information for candidates: non-examination assessments

This document tells you about some things that you must and must not do when you are
completing your work.

When you submit your work for marking, the awarding body will normally require you to
sign an authentication statement confirming that you have read and followed these
regulations.

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

Preparing your work — good practice

If you receive help and guidance from someone other than your teacher, yvou must tell your teacher
wha 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 ressarch, 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 meset 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 lyving around where your dassmates can find
it. You must always keep your work secure and confidential whilst you are preparing it; do not share it
with your dassmates. If it is stored on the computer netwaork, keep your password secure.  Collect all
copies from the printer and destroy those you do not need.

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

You must not write inappropriate, offensive or obscene material.



