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Northstowe Learning Community 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.

This pack should be read and understood fully. Non-compliance with the rules and regulations

outlined in this handbook, may result in malpractice and disqualification.



This documant has been written to help you
Read it carefully and follow the Instructions.
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This docement tells you about some things that you must and must
mat o whan pou ane Coma Eting pouwr Work
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I yous worked a5 part of a growp on an assignment, for exsmpis
undertaleng Seld research, you MUt write up your o accounk of
thaa aaal grerast, Dyen if 158 infdarmation you have & e 1ema, you
iast dodcribd in your awn Words o [hat indarmation was cbitamaa
Woul must dra your own conclusions from the data
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Take care ol your wirk and kéep f safe. Do nol lesee it eg sound
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wou must nol wita inappropeate offansiea o obacens mabensl

In some sulbbjects you will have an opporiunity bo do some
imdependent ressarch into a topsc

Th research you do may invalve looking for information in published
SouUrces, such as textbooks, encyclopedias, ppurnals, TV radic and on
the internet.

You can demonsirate your knowledge and understanding of a subject
by using imfarmation from sowrces, or generated from sowces, wihich
may includa the internet and &l Remember, though, infarmation from
thesa sources may be incorrect or biasad. You must take care how
you wse this matarial - you cannot copy it and claim it as your awn
wark.

Liging information from published sources (including the intarnat)

as the basis for your assignment is a good way 10 demonsirale your
kmaowledge and understanding of a subpect You Must take care how
yioud wise this material though - you canmet copy it and clain it as your
ST WOk,

When producing a piece of wiork. if you use the same wording as

a published source, you must place quotation marks around the
passage and state where 1T came fram. This is known as referencing
¥ou must make sura that you give detaled references for everything
in your work which is not in your own words. A reference from a
printed boak or journal should show the name of the authos, tha year
af publication and the page number. For example Marrison, 2000,
o9

For material taken frorm the internat. youwr reference showld show

the date when the material was downloaded and must show the
precise web page. not the search engine used o kbcate it This can
be copsed from the address line. For example: httpydnews bbe.co.uk/
onthisdayhi/datesstories/october/ 28 /mawsid _2621000/2621915.stm,
downloaded 5 Febroary 2026,

Whers computar-generated content has bean used (such as an Al
chatbot), your refarence must show the namse of the Al tool used
and should shaw the date the content was genarated. For exampla:
ChatGPT 3.5 (htpsdopenaicom/bleg/chatgpt), 25/01/2026. You
should also reference the sources used Dy the Al ool in genarating
the content.
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If you copy the words, ideas or outputs of others and do not
show your sources in references and a biblogrophy, this will be
considered as cheating



Information for candidates
Coursework assessments

Effective from 1 September 2025
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JCQ

EIC

AQA City & Guilds CCEA MCFE OCR Pearson WJIEC

NO MOBILE PHONES
NO WATCHES

NO TECHNOLOGICAL OR WEB-ENABLED
POTENTIAL SOURCES OF INFORMATION

Possession of unauthorised items, such as a mobile phone
or any watch, Is a serlous offence and could result In

DISQUALIFICATION

from your examination and your overall qualification.

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

EICEE % - Effmtitha from 1 Septamioer 1035



Warning to candidates 1O
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AQA Sy & CCEA NCFE OCR  Pearson  WIEC

1
¥ou 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 gqualification.

]
You must not talk to, attempt to commmunicate 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 outslde each
examination room. This may be a hard copy A3 paper verslon or an Image of the poster
projected onto a wall or screen for all candidates to see.



Appoadix A

ACA

Modern Foreign Languages
Speaking Tests

Warning to candidates notice

Yol must not:

« hecome involved in any unfair or dishonest practice in any part of this
assessment
« discuss this assessment with anyone who has not yet taken the

assessment
« share information about this assessment in any way, including on the
internet/zocial media.

Sharing information about Speaking tests can create an unfair assessment
and could impact on your grades in this exam. Failing to report to your
teacher any assessment-related information being shared may also lead to a
malpractice investigation which could resultin:

+ 2 loss of marks for this component
» adisqualification from this compenent or the entire gualification
= a ban from sitting exams for a set period of time.

AQA monitors social media and student websites for evidence of
malpractice.

Remember: treat the Speaking tests as confidential.
Keep things fair for everyone.
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(@@) Al and Assessments
33 A quick guide for students

What is How can Al be misused

in assessments?

A stands for artificial
intelligence and using it s like
havirg a computer that thinks
Al tools like ChatGPT or

Snapchat My Al can write
text, make art and create

{éﬁ music by learning from

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

THIS IS
CHEATING!

Know the rules Reference reference referencal Declare it's all WOUF oW
If you're allowed to use Al tools, wark - Wihen you hand in your
you must reference them clearly assessment, you hiave 1o sign a

declaration. Anything without a

data from the internet,
but watch out - they can
also make things up and
be biased

How de | make sure

| don"t misuse AI?

© ‘You're not allowed 1o use A

tools wihen you're In an exam

8 Vour teachers will tell you if youre  © Torme the Altoalyou used reference must be all your own
allowed to use Al tools when o Add the date you generated work. If you've used an Al toal,
deing your coursawork - the rules the content don't sign the declaration until
will depend an your qualification you're sure you've added all
will depernd on your gus atior o Explain vou used it 'rl'emre-en;es

0 Even if you're allowed to use Al

- o creenshot of the

tools, you Can't get marks for
Content just produced by Al - i N
your marks come from chowing the answers you got
understanding and

YU AT VDT

What happens if | misuse AI?

f you've misused Al you
could lose your marks

for the assessment - you
could even be disqualified
from the subject.

DON'T RISK IT!

lons you asked and

REMEMBER
Misusing Al is cheating!
Know the rules
Talk to your teachers
Reference clearly



]CQ Information for candidates

pd  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

xe Things to do on social media:
- Have fun
- Be responsible

- Report any exam or assessment content you see to
your teacher

IcQ 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 i Please

- Work with others so that your assessment is not your take the time to
ewn independan work familiarise yourself
with the JCQ rules:
cacrg .
{64 you do any of the above lnfmmltbn-w,
activities, you may: dates-documents

- Receive a written waming
- 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



Cuford Cambeidge and RSA

PREPARING
FOR EXAMS

A guide for students




Most of you willl be sitting an exam for the first time, for others you might not have sat one for a while,
Exams can be an anxious time but a great way to cope with them i to plan and prepare in advance.

PREPARING FOR YOUR EXAMS

Understanding exam rules

Abways follow the instructions and guidance issued by your school/college and the invigilator
(tipr. irnigikators are the people in exam roams responsible for conducting examinations in the presence of candidates).

Read the Joint Council for Qualifications (JCQ) ca

as this contains information to help you prepare for exam day

If you're in any doubt or have any questions about what you can or can’t take into the exam hall,

speak to your teacher or your exams officer.

Here are our fop tips:

1

. Understand your exam timetable

Make a note of the impaortant dates, whether your
exams taking place in the moming or the afternoon
and your seat number. Highlighting all the exams
you're expecting to sit can help. if you're missing any

or think something is incormect, speak to your teacher.

Don't forget to keep your timetable somewhere
safe.Screenshot it or pop it in your locker.

Create an action plan
a.k.a. a revision schedule

Use your timetable as s guide.

Be realistic and plan for breaks to avoid stress
or burn-out.

Check out our handy guide on'How 1o manage
your time’

There are lots of online planners that you can
download for free.

3.

Start revising

Find a revision style that works for you. It might
be different from what your friends are doing, and
that's ok. We'w.- got lots of advice on our Lips for

sion webpage, but here are some
|deas to ge( you started:

Mind maps - a useful way of visualising lots of
information.

Flash cards - ideal for testing yourself,
Quizzes - great to test topic areas.

Teach-talk - teaching and talking it through with
someone else can be an effective way to learn.
Complete some past papers to practise answering
the questions.

Don't worry, pmaasﬁnwon can happen . heres
our tips on'How i " 3

Look after yourself

It's ok to ask for help - if you feel overwhelmed,
speak to a friend, family member or teacher. Here

are some tips about managing exam stress




EXAM DAY - YOU'VE GOT THIS

Before the exam starts

-

Pack everything you need the night before (this might include black
pens, pencils, erasers) and try to get a good night's rest.

Fuel up with breakfast, including a drink. R bes to check in
advance with your school or college if you're allowed to take a
water bottle in with you.

Aim to arrive at least ten minutes before it starts. If you're going to
be delsyed, be sure to phone your school or college immediately.

Exam guidelines

. MmdedemmmmwmmmMsm
ies) must not be taken into the exam room. They must be left at home

evinyomb:lm.

+  You may use a calculstor unless you're told otherwise.

+  Oniy take into the exam room the equipment which you'll need for the exam,
in a clear pencil case.

+  You must write clearly and in black ink. Coloured pencils or inks may only be
used for diagrams, maps, charts, etc. unless the instructions printed on the
front of the question paper state otherwise.

+  For more information, be sure to read the JCQ' candidate information for

During the exam

Abways listen to the invigilator and follow their instructions.

You must not talk in the exam room. If you have a question, raise your hand and wait for the invigilator to
come to you.

When you're given your exam paper make sure to check it's the correct tithe, subject and level.
The invigilator will tell you when you can start writing.

When told to start, breathe and take your time to read and understand the instructions on the question
paper and/or the answer booklet.
Take your time to read each questi fully before

y o

Look out for d words - for | Iy pare, describe,

P

-lhmwﬂlhdpyuumemnmwhnubengahd

Use the allocated marks as a rough guidedine for how much time to spend on
each answer.

If you can’t answer a question, move onto the next and come back to it later.
Allow time to check your work before the end.
The invigilator will tell you when the exam i finished.




AFTER EXAMS

Hooray! You've finished and hopefully you'll feel
a sense of relief. Talk to your teacher if you have a
concern about something in your exam but do try
to take some time out to relax. We've answered
some of your most popular post-exam queries.
There are also options after you get your results.

2025 results days

14 August - A Levels, Cambridge Technicals
and other Level 3 qualifications

21 August - GCSEs, Cambridge Nationals
and other Level 2 qualifications




OCR

Oxford Cambridge and RSA
Think about hew you spend your time at the Divide your week inte hour-long slots and Group tasks according te how urgent and
moment to see how you are using (and wasting!) it. eolour-code them according to what you do, e.g. important they are. You might find a priority
+ Watch a four-minute video from Wellcast - Sleeping matrix helpful for this.
+ Free online tool: Toggl - Eating + Here's a good explanation of
+ Free iPad app: ATracker + Commuting
- Free Android app: alimelogger - Lectures - Free iPad app: Focus Matrix
- Socialising 2 . R
« Hobbies £
Highlight the remaining slots for study. It is a good § E |E
idea to have extra slots that you can use to catch up ¥
if you fall behind or if something affects your regular 5; E E
study schedule. -
Break tasks into smaller chunks. Allocate time for Try the pomodoro method. This involves you Be realistic - check how much independent study
each task and work out what order you need to working for 25 minutes then taking a 5 minute you are supposed to be doing on your course. And
do them in. It helps to werk backwards from your break. You can work out how many ‘Pomodoros’a make sure you allow time for relaxation, exercise
deadline to see when you should start and finish study task will take to help you stay on track. and sleep.
each chunk. S—
+ FreeiPad app: Focus Keeper &
+ Try the free goal trainer tool is a simple pomodoro timer
+ For help with managing the E — + Free Android app: Goodtime -
stages of written assignments, & — K pomadaro timer
try the ASK assignment calculator

Effective time management is all about being realistic about how much time you have and how long jobs will take.

You'll also need to prioritise your tasks and break more complex ones down into simpler stages.

LA 4 OCR

PROCRASTINATION et Cambidge snd 58
HOW TO BEATIT BENEFITS 03 /ﬁﬁ
il

PEACE OF MIND

BOOSTS SELF ESTEEM
p 01 INTRODUCTION FEELING IN CONTROL OF YOUR LIFE
)

BETTER WORK, BETTER MARKS
DEFINITION
Putting off a task until later ENJOY YOUR FREE TIME WITHOUT GUILT
CHARACTERISTICS
‘We all do it - but some more than others
Wait until the deadline is very close
Then panic and work like mad
F HOW TO BEATIT 04
REIMFORCEMENT

If you get a decent mark you'll keep doing this

[
@ SELF AWARENESS
Realise you are procrastinating
Try to work out reasons why
Can you challenge these reasons?
Think what maotivates you and what puts you off

@ PRACTICAL STEPS
Break tasks into manageable chunks — use pomodoro method

02 warweoorr ey e i

Set deadlines

PERFECTIONISM Tick off tasks as you go

P Reward yourself

Fear of not doing it well enough Get people on your side to encourage you
T Start in the middle if it hel
FEELING OVERWHELMED ps
: . If you can't face a blank screen or piece of paper, just make yourself
By the time and effort involved virite anything for 20 minutss
DON'T KNOW WHERE TO BEGIN Try to find a warkspace where you won't get interrupted or distracted
DON'T HAVE REQUIRED SKILLS OR KNOWLEDGE @ FINALLY
Don't have the fun/reward before the work
FEELING RESENTFUL ABOUT HAVING TO DO THE TASK D't beat yourself up if it doesn't gu perfectly

Keep chipping away atit
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JCQ INFORMATION FOR CANDIDATES PRIVACY NOTICE

INFORMATION ABOUT YOU AND HOW EXAM BOARDS USE IT

Each Exam board issues guidance with regards to the information that they collect about you and
how they use it

Full details can be found on the Exam Board websites

AQAH

www.aga_org.uk/about-us/priva ice

@ Pearson

https://gualifications. pearson.com/content/dam/pdf/Support/Centreds2 Dadministration/inf
ormation-for-candidates-privacy-notice. pdf

OCR

Cixlord Cambridge and RS54
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