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Introduction

All candidates must read this booklet and the JCQ notices which are at the end of this booklet.

Understanding the examination processis important for families and candidates in order to alleviate any
anxiety. It is important that all those involved are as well informed as possible about examination rules and
regulations. These rules and regulations are designed to ensure fairness andto minimise disturbance. Itis
in the interest of all th at the exams run smoothly.

Stratford Gir | snakesEreaymfforto enSucehatachndidates receive the best possible
preparation for their exam, that the administrative arrangements run smoothly and that the exams are
conducted in a way that will cause as little stress as possible. This helps candidates to achieve their best.

Trial exams are also run to the same standards, in order that candidates are familiar with the process
before they experience it for oOreal 0.

This guide is intended to inform you about all exams procedures, and to answer some of the most
frequently asked questions about exams and to support candidates and parents through the exam process.
It also contains the form al notices that we are required by awarding bodies and the regulatory authorities
to issue to candidates.

If you would like further clarification, please contact the Exams Officer, Mrs Robbinson:

Telephone: 01789 293759 Ext 246

Email: robbins.al@sggs.org.uk

ON EXAM DAYS PLEASE CONTACT THE MAIN SCHOOL OFFICE ON 01789 293759 AND LEAVE A
MESSAGE, AS THE MAIN PRIORITY FOR EXAMS OFFICE STAFF WILL BE TO START THE EXAM
SESSION ON TIME .
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Who is responsible for public exams?

Mrs Robbinsis responsible for administering all public exam arrangements and for the oversight of
candidates during exams, under the direct control of the Headteacher, who is known as the Head of Centre
by the Awarding Bodies (exam boards).

The Awarding Bodies set down strict criteria for the conduct of all exams and the school is
req uired to follow them precisely.

Can dates of exams be altered, at
holidays or other commitments?

The dates of public exams are fixed by the exams boards and are during May and June and can only be
altered by a school because of an exam clash or because ofac a n d i dntertnatidnal sporting
commitments, and then only within strict criteria and wi th the prior permission of the exam b oards.

No alteration can be made because acandidate is away on holiday for example. Parents should refer to the
school 6s policy with r egrholidaydudng ¢échokltimeg chi |l dren away

Provisional exam dates, as soon as they are available, will be communicated via the school website, moodle
and statement of entries.

Language oral exams and Art practical exams usually take place during April and May. The subject teacher
will communicate the actual dates to candidates once they have been set.

Trial Exams

Year 11 Trial Examsi December 2019
Year 13 Trial Examsi January 2020
Year 12 Interim Exams 1 April 2020

Starting times for trial exams are slightly different to the public exams. The morning session will start at
9.10am and the afternoon session at 1.25pm. But please check your individual timetable for confirmation.

What arrangements are made for study leave?

The arrangements for study leave depend on the examination session being taken and these arrangements
will be communicated to parents and girls.
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Contingency Dae i 24" June 2020

A contingency date is set by The Joint Council for Qualifications (JCQ) and isa day specifically set aside,
should sustained national or local disruption arise during the June 2019 examination series. If disruption
happens, the GCSE and/or A Level examinations would be taken any time up to and including the 24" June
2020. Therefore, candidates are requested to make sure they are available up to and including 24" June
and not to plan holidays until after this date. This does not apply if you have completed all of your exams
before this date.

What information will candidates receive about their exam entries?

i Afterthesummerexam entries are processed pocandidategrecaiveh o ol ¢
a Statement of Entry detailing the subjects/ units for which they have been entered.

1 These statements should be carefully checked for anomalies and the Exams Officer should be

informed of any problems immediately.

The Statement of Entry also gives candidates initial details of their exam timetable.

If an exam is detailed on a Statement of Entry, the Exams Officeris expecting the candidate to sit

the exam. If a candidate does not attend an exam detailed on the Statement of Entry, they will be

charged a withdrawal fee.

1 Once all seating has been dong clashes resolvedand exam rooms booked, candidates and
parents/carers will be issued with their final exam timetable via the school app. This will also
include venue information. Your timetable is available to see on the school EduLink One app which
you can also access on a PC or laptophttps://www.edulinkone. com/#!/login

E

ltisthe ¢ andi despensilslity to ensure that they ar e entered for the correct exams and
their personal details are correct.

What happens if a candidate is late for the start of an exam?

9 If a candidate is going to be late for a start of an exam, they or their parents should telephone the
main school number, 01789 293759, immediately and ask for an urgent message to be
passed to the Exams Officer, Mrs Robbins Note, emails will not be picked up until later in the
school day so please do not email.

1 Depending on how long the exam has been in progress when the candidate arrives at school, it may

be possible for them to be admitted to the exam room.

We are, however, bound by exam board regulations on this matter as mentioned previously.

The exam board published starting time for a morning exam is 9am and for the afternoon 1.30pm.

SGGS official exam start time for a morning exam is 9.15am and the afternoon is 1.30pm

1 Normally candidates with a genuine reason for being late will be admitted into the exam room if
they arrive by 10am for a morning exam and 2.30pm for an afternoon exam. They will have the full
exam time.

1 A candidate who is later than 10am and 2.30pm will be allowed to enter the exam hall and sit the
paper, however delays of this length have to be reported to the exam boards and it will be at the ir
discretion whether they accept the paper for marking. Note, if a candidate is late for a listening
exam the candidate will have to go into supervised isolation. The Exams Officer will then make
arrangements for the exam to take place asap on that day.

E
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1 One of the key responsibilities of the invigilators is to check attendance of all candidates before an
exam commences. If a candidate is missing, Mrs Robbinsis informed as a matter of urgency. We
will then endeavour to get in contact with the missing candidate or their parents/carers, so we can
try to get the candidate to the exam within the prescribed time limits. It is vital that the school has
up to date contact telephone numbers on record to assist this process.

What should candidates bring to the exams?

1 Writing equipment in a transparent  plastic bag or pencil case with no writing or designs . Nothing
other than writing equipment should be in your pencil case.

1 Pensshould ideally be biro types and black ink only . Many exam papers are electronically scanned
for marking purposes, so using black ink improves the quality of reproduction . Please do not use gel
pens or fountain pens as the ink can come off in transit to the examiner as the exam papers are
tightly packed in envelopes.

1 Candidateswill be asked to place calculators on the floor if the paper they are sitting does not
require a calculator. Calculator coversmust not be brought into the exam room.

I Some subject papers will require the use of set texts and candidates will be advised by their subject
teacher about this.

Candidates are responsible for ensuring that they bring everything they need to the exam

Medication

Medication will be allowed in the exam room but will need to be checked by the exams staff. Medication

must be put in a named clear bag which is to be | eft
or diabetic equipment/medication/food this needs to be in a clear bag and labelled withthecan di dat e d s
name. Only EpiPens and diabetic equipment/mediation/food will be allowed to stay with the candidate but

must be placed on the floor next to their desk. Cough/throat sweets will only be allowed if permission is

sought from the Exams Officer and there is a genuine need for them. Cough/throat sweets should be

removed from all packaging and kept in a labelled clear bag and checked by the invigilation staff. Please

make the Exams Officer aware of any medical conditions before your exams start.

What should candidates NOT bring with them?

Some items are strictly banned from exam rooms and should not be brought into the exam under any
circumstances. Infringement of these rules will always be reported the exam board.

1 Mobile Phones i these should be left at school reception or in lockers/bags well away from the
exam room.

1 Any electrical equipment T unless permitted for individual language or music exams.

1 The use of correction fluid , correcting tape  or correction pens is not permitted. Candidates
should cross through work they do not wish to be marked , neatly, with one line .

9 Use of highlighters is also strictly controlled and can only be used to highlight a question and
they are not to be used on your answers.

1 Notes, papers and text books etc are only allowed in certain exams and candidates will be informed
by the subject teachers if this is the case. Rough paper is not allowed or issued.
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1 Candidatesshould not bring lucky mascots, food, sweets or chewing gum into the exam room.
Cough'throat sweets may be allowed for genuine reasons but please seek permissionfrom a
member of the Exams Officer.

1 No badges on uniform, you will be asked to take these off.

1 Sixth form lanyards are to be taken off and placed on the floor.

1 No digital/smartwatches/electronic devices.

Can candidates bring a drink?

Candidatesmay bring a drink with them into the exam room in a clear bottle with no writing or designs and
it must only contain water and have a sports top.

All labels must be removed from bottles, if the label cannot  be taken off , the bottle will be
taken away from you

Going to the toilet during an exam

If a candidate needs the toilet during the exam they will be allowed to go but will have to be escorted by an
invigilator as they will be under exam conditions. Their exam time will not stop and they will not be
entitled to more time because of going to the toilet. Candidates will not be allowed to go to the toilet
during the last 10 minutes of their exam and only one candidate will be allowed to go at any one time. If a
candidate has a diagnosed medical condition that means they need frequent toilet breaks, please discuss
this with the Exams Officer.

Watches

Absolutely no smartwatches/digital /electronic watches will be permitted in the exam room . You may bring
an analogue watch into the exam room but it must be taken off your wrist and placed on your desk . This
is a JCQ regulationthat must be adhered to or you will be reported for malpractic e and you may be
disqualified from all your exams.

What happensifa candidated o es n 6t attend an exsé
they have been entered?

A candidate who absents herself from any examinaton must provi de a satisfactory
might be requested.

Parents should be aware that the s chool will s eek to recove r any examination fees incurred
from candidates who fail to attend  exams without good reason.

What should candidates wear for exams?

1 Exams are a school activity and girls must adhere to the school uniform/sixth form dress code as
stipulated in the school policy.
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Candidatesdressed inappropriately will be reported to their Head of House.

Candidates should not bring coats and bags into the exam room.

We would ask that candidates wear soft soled shoes when sitting exams as this limits the noise

when they enter and leave the exam venue.

1 Items of jewellery such as bracelets should not be worn as they make a noise on desks and can
cause disruption for other candidates. If a candidate comes into the exam room wearing a bracelet
they must take it off.

T Watches must be removed and placed on the exam desk, see above.

E

What do | do if my child is unwell at the time of one of the exams?

1 If a candidate feels unwell before the start of an exam they must communicate this to the Exams
Officer or an invigilator. We will do our best to seat someon e who is unwell near the door. If they
start to feel unwell during an exam they must raise their hand and let the invigilator know.

1 As a parent, please email the Exams Officer and Pastoral Office/Sixth Form Office stating the reason
your daughter is unwell so we have evidence on file as in some cases we might be able to apply for
special consideration to the exam board. Please be aware that we will not know if this will be
accepted and if any adjustment is made to results.

1 For more serious illness you might be requested to obtain a letter from your doctor, but please be
aware that you may be charged for this.

1 In some cases,the Head of House/Head of Sixth Form can also write a letter which needs to be
addressed to the Exams Officer. All correspondence is to be addressed to the Exams Officer not the

exam board.
1 If your child is too unwell to attend an exam due to illness or other serious issues, please
telephone the school as soon as possible to advise us tha t your daughter will be absent

from an exam

Ramadan

If Ramadan falls during an exam session, exams cannot be changed. Candidates who are fasting need to be
aware of the impact on their bodies at this important time and to please make sure plenty of food and

water is consumed before fasting begins to sustain you throughout the day. If you feel unwell during an
exam please notify an invigilator. Unfortunately, special consideration cannot be given for Ramadan only
for illness. Please also note decorating of hands such as Henna tattoos during exams is forbiddenduring
the exam period. Any candidate who has decorated their hand will need to show the Exams Officer and
they will be asked to cover up their hand by either using a glove or bandage which could impact on writing .

The Equality Act 2010

The Equality Act 2010 requires a school to make reasonable adjustments where a candidate, who is
disabled within the meaning of the Equality Act 2010, would be at a substantial disadv antage in
comparison to someone who is not disabled. A schoolis required to take reasonable steps to overcome that
disadvantage. An example would be a Braille paper which would be a reasonable adjustment for a visually
impaired candidate who could read Braille.
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7




If there are any concerns that are particularly relevantto a candidate6s abi |l ity t o examscess

please ensure that these are communicated to the SENCO andhe Exams Office at the earliest opportunity.
We can then discuss what reasmable adjustments can be made to overcome these difficulties, without
compromising exams regulations

What happens if the exam room has to be evacuated?

Ensure you listen to and follow all the invigilator & instructions.

You will be asked to stop the exam and the invigilators will note the exact time this occurs .

All examination materials, answer papers, writing equipment etc. should be placed on your exam

desk.

1 You will be asked to calmly leave the exam room, leaving all equipment and papers behind. You will
be asked to exit from the nearest fire exit on instructions from the invigilator.

T You will remain under exam conditions at all times while exiting the building and assembling outside

the building. You cannot talk to anyone throughout the whole peri od of evacuation. A breach of this

regulation will be reported to the relevant exam board and may result in your disqualification .

The invigilators will conduct a roll call using the exam attendance sheets.

You will remain in silence at all times.

When the invigilators are given clearance to re-enter the exam room, you should follow their

instructions. Once in the exam room you should find your seat and wait further instructions .

1 The invigilators will formally announce the restart of the exams and a revised finish time will be
written on the exam board or a card which is given to candidates who have extra time.

1 The Exams Officerwill apply for special consideration for all candidates who are disrupted by an

evacuation of an exam room.

E

E

Malpractice

The school will notify an awarding body immediately by completing the appropriate documentation of any
alleged, suspected or actual incidents of malpractice. Notification must be made to an awarding whether
involving a candidate during examinations or following the authentication of controlled assessment,
coursework, non-examination assessment or verification of other assessed qualifications. Not adhering to
JCQ regulations is malpractice.

When and how are exam results distributed?

A Level Results Day 2019 Thursday , 13" August 20 20 7 Year 13 7 time tbc
GCSE Results Da 'y 2019 Thursday , 20" August 20 20 7 Year 11 7 time tbc

Exact timings for girls to collect their results will be communicated to candidates and parents/carers via
email and the school website, as soon as they have been confirmed.

Candidatesin Years7, 8, 9 and 10 who sat GCSEs will have their resultsposted to home on 20" August and
we politely request that all candidates other than Year 11 do not attend _ school or phone for their results,
as Year 11 results must take priority. If a candidate in Year 12 takes an exam they will be able to collect
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their results at the same time as Year 11 and Year 13. External candidates may also collect their results at
the same time as Year 11 and Year 13

1 Results collection s usually from the main school hall.

91 If you are unable to collect your results in person, you can nominate another person to collect on
your behalf, but please try and attend results day as it is a very important day and you could mi ss
vital information and support.

1 Pleaseemail Mrs Robbins (robbins.al@sqggs.org.uk stating the name of this person by 8" July. The
nominated person will be asked for identification before results are released to them.

i Ifyouarein Year 11, 12 or 13 you can have your results emailed to your school email address.
Again, please email the Exams Officer by 8" July to request this service. Any requests received after
the 8™ July might not be granted due to time constraints.

1

No results will be issued over the phone and no results will be issued to any other person
without written permission from the candidate.

During results weeks the Exams Office will be open:

Tuesday, 11" Augusti 9.30am to 2.30pm
Wednesday, 12" Augusti 10.00am to 2.30pm
Thursday, 13" Augusti 9.30am to 3.00pm
Friday, 14" Augusti 9.30am to 11.30am

Tuesday, 18" Augusti 9.30am to 2.30pm
Wednesday, 19° Augusti 10am to 2.30pm
Thursday, 20" Augusti 10am to 3.00pm
Friday, 21% Augusti 9.30am to 11.30am

Post results support and information

All post results information will be included in your results envelope, please read this carefully and note
deadline dates. A post results service can only be requested by a candidate, nat a parent/carer or teacher,
unless the candidate has given permission in writing that a parent/carer or teacher can request a post
results service on their behalf.

Appeals

The school is responsible for putting formal procedures in place for dealing with concerns from candidates
and their parents/carers, about internal assessment procedures and enquiries about results.

NEA (Non-Examined Assessmen}

Non-Examined Assessmentsmeasure subject-specific knowledge and skills that cannot be tested by timed
written papers. In the old specifications they were known as coursework, but nowadays they cover
assessed work that may be completed in school and which count for a public exam. This includes the EPQ.

This handbook is for the use of SGGS candidates, parents/carers and staff only and must not be shared beyond use in Centre 31295
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The school has a NEA policy which ¢ available through Mrs Robbins which is the definitive document
relating to NEAs T this handbook is for information for candidates.

The school has a duty to inform candidates of their internally assessed marks which a candidate can appeal
A candidate has 5 working days after receiving the mark to make an appeal. You can request a copy of

your work and the mark scheme to help you to decide if you wish to request a review of marking, although
the original 5 working day deadline from receipt of marks still applies. Often the receipt of marks will
coincide with the candidate signing the declaration (eg the Log Book in the EPQ). This deadline is necessary
to ensure that the review can be completed before marks are submitted to the examination board, which
means it is necessary to limit the amount of time available to request a review of marking.

The grounds for an appeal are very clear: it needs to specifically relate to how you believe the mark
scheme has not been applied correctly to your work . Your appeal cannot simply because you feel
you deserve a higher mark, or your view of the quality of teaching.

There is a £75 cost attached to making this type of appeal to cover the administrative and teacher costs.
This payment must be made ahead of the 5 day deadline from receipt of marks or with the submission of
an Appeal Form

An NEAAppeal Form must be completed, which can be obtained from the Exams Officer. Please note that
the completed form and payment must be handed in to the Exams Officer within 5 days from the receipt of
marks. A decision will then be taken by the Head of Centre as to whether or not there are grounds for an
appeal. If there are grounds for an appeal, t he School will allow 5 working days in which to carry out a
review (so school holidays could affect the timeframe).

If there are grounds for a review, it will be conducted by somebody who has appropriate competence but

who is not connected with the original assessment of the work, and has had no previous involvement in the
assessment of that candidate. They must also have no personal interest in the review, ie no personal

connection through family or friendship. This could mean, in certain subjects, that this review has to be

conducted by someone external to the school. The school will make the decision as to the best person to

conduct the review. Candidates should be aware that external moderation by the exam board can result in
changes to the cohortés marks (see below) regardl ess

The outcome of t he r ekingwive made kndwe to tBecchndidate arel thendead of

Centre and will be recorded. Candidates must be aware that, as a result of a review, marks could

go down, stay the same or go up. If there is a change of mark, the Head of Centre will take a view as

to whether or not it is within tolerance for the Centre. A written record will be kept and made available to

the awarding body upon request. Should the review of
procedures to light, the awarding body will be informed immediately.

Followingc a n d i d at hadng beenanteknally assessed, it is moderated by the awarding body to ensure
consistency in marking between centres. The moderation process may lead to mark changes, either up or

down. Thisprocessisout si de the control of Stratford Girlsé Gr
procedure.

Post results

If you are not happy about the outcome of a n enquiry about results (review of marking), you can request
an appeal. The grounds for an appeal must be because you believe there has been an error in the review
of marking. An6 Il nt er nal Appeal s f or m ad@mnastbesdampldted and canlbec o me o f
obtained from the Exams Officerwho will in turn pass this to the Headteacher who will decide if a n appeal
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to the exam board should be made. Appeals should be made to the exam board within 30 calendar days of
the outcome of a review of marking . A fee will be charged at the time of the reques t.

Appeals and enquiries about results can only be requested by candidates not parents/carers.

How do candidates apply to re-sit an examination?

Pleasespeak to Mrs Robbinsin the first instance.

How should fees be paid?

All fees should be paid on Parentpay. The Exams Office can accept cheques made payable to AStratford
G/ r |l sé Gr aofronaextersat caralidate or those who do not have a Parentpay account. Cash will
be accepted if it is the exact amount as no change is available.

When do candidates receive certificates?

School will receive official certificates from exam boards in November and once checked and sorted will be
available for collection mid December. Details of collection will be sent via email to candidates,
parents/carers. if you have left SGGSplease make surethe school has a current email address for you so
you can be contacted.

Important Note: The school is instructed by the exam boards to keep these certificates for a maximum
of 12 months, after this time we are instructed to destroy certificates or send them back to the exam board,
so please collect them promptly. Please note exam boards might not be able to supply a replacement
certificate but will issue a certifying statement of results which will cost you money!
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This notice has been produced on behalf of:
AQA, DCR, Pearson and WJEC

Information for candidates: non-examination assessments

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

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 recalve help and guidance from someons other than your teacher, you must tell your teacher
who will then record the nature of the assistance givem to you.

If you worked as part of a group on an assignment, for example undartaking field research, you must
each write up your own account of the assignment. Ewven if the data you have Is the same, you must
describe in your own words how that data was obtained and you must independently draw your

own conclusions from the data.

You must meet the deadlines that your teacher gives you. Remamber - your teachers are there to
guide you. Although they cannot give you direct assistance, they can help you to sori out any
problems before It s too late.

Take care of your work and keep it safe. Do not leave it lying around where your classmates can find
it. ¥ou must always keep your work secure and confidentlal whilst you are preparing it; do not share it
with your classmates. If it is stored on the computer network, keep your password secure.  Collect all
coples from the printer and destroy those you do not meed.

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 matarial.
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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 internat.

Using information from published sources (including the internet) as the basis for your assignment is a
good way o demonstrate your knowledge and understanding of a subject. You must take care how
you use this material though - you cannot copy it and claim it as your own work.

The regulations state that:
the work which you submit for assessment must be your own;

you must not copy from someone else or allow another candidate to copy from you.

When producing a piece of work, if you use the same wording as a published source you must place
quotation marks around the passage and state where it came from. This is called “referencing”.

You must make sure that you give detailed references for everything in your work which is not in your
awn words., A reference from a printed book or journal should show the name of the author, the year
of publication and the page number, for example: Morrison, 2000, pg.29.

For material taken from the internet, your reference should show the date when the material was
downloaded and must show the precise web page, not the search engine used to locate it. This can be

copied from the address line. For example: hltp/dweww geocases? oo uk/rurall.bhim downloaded 5
February 2020.

You may be required to include a bibliography at the end of your piece of written work. Your teacher
will tell you whether a bibliography is necessary. Where required, your bibliography must list the full
details of publications you have used in your research, even where these are not directly referred to,
for example: Curran, J. Mass Media and Sociefy (Hodder Arnold, 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 as cheating.

Plagiarism

Plagiarism involves taking someone else's words, thoughts or ideas and trying to pass them off as your
own. It is a form of cheating which is taken very seriously.

Do not think you will not be caught; there are many ways to detect plagiarism.

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

*  Markers are highly experienced subject specialists who are very familiar with work on the topic
concerned — they may have read or seen the source you are using, or even marked the work you
have copied from!

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

To find out mone about the information about you that the awarding bodies collect and wse, Including
what happens to that information 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:
i jog org. uk/contact-us/contact-details-for-jog -and -members.

Please note

It is important to note that this notice concerns only how the awarding bodies use information about
wou (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 assessment themselves, including the rules about assessments, can be found on
the JCO Exams Office pages (o |og.org. ukfexams-office). The awarding bodies are regulated by
Ofgqual  (https:/fwaw gov. ukfgovernment/forganisationsfofgual) im England: OQualifications Wales

(aswy qualificationswales org) In Wales, and the Councll for the Curriculum, Examinations and
Assessment (hitp-ffccea orguk/reguiation) in Morthern Ireland.
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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-lewvel, 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
is required by law to give you about of what happens to that information. For more detail see each
awarding body's full Privacy Notice:

AQA hittps-/fwww aga org uk/about-us/privacy-notice

CCEA hittp-ffceea org. ukdeqal/privacy_policy

City & Guilds  hittps:/fwww. cityandguilds. com/help/help-for-learners/learner- policy

NCFE hittps: /Mt nofe orgukfegal-information

OCcR hittps-Sfessns. ocr org ukSabout Sour -palliclies/website-policles/privacy - pollcy
Pearson hittps-Sfessns. pearson. comd corporate/privacy-notice. hitml

WIEC

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
recelve 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: www.jog.org. ukfcontact-us/contact-details-for-jocg-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 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 is 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 im the awarding bodies” full Privacy Motice (see links
above) or by contacting the awarding body (see above).

This handbook is for the use of SGGS candidates, parents/carers and staff only and must not be shared beyond use in Centre 31295
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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 wvariety of arrangements for you to sit the
examinations or assessments, marking, providing you and your school or centre with results and
certificates. The awarding bodles 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 officlal bodies such as the
Department for Education and the examinations regulators {eg Ofgual 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 to the awarding bodies do with information
about you, why and the legal basis in the awarding bodies’ full Privacy Motice, which can be accessed
here (see links on page one) or by contacting the awarding body (see above).

Your rights

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

s Access - you are entitled to ask each awarding body about the information it holds about
au.

. gH:qan::tlﬂc:atl::m - you are entitied to ask each awarding body to comect any emors in the
information that it holds about you.

» Erasure - in certain circumstances you are entitlted 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 relation to information about you in the awarding
bodies’ full Privacy Motice, 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 s needed only during the period in which you are undertaking the examination or
assessment and |s 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 policles by contacting each
awarding body (see above).

This handbook is for the use of SGGS candidates, parents/carers and staff only and must not be shared beyond use in Centre 31295

16



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 why, you can review the awarding bodies® full Privacy Notice, which
can be accessed here (See links on page ome) or contact the awarding body. You will find links to
each awarding body's website and information on how to contact  them  here:
MW o0 ong. ukScontact-usSoontact -daetails-for- joq-and-rmembars.

Please note

It is important to note that this notice concerns only how the awarding bodies use information about
wou (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 assessment themselves, including the rules about assessments, can be found on
the JCO Exams Office pages (awww jog.org. ukiexams-office). The awarding bodies are regulated by
Ofqual (https:/faaww gow. uk‘government/organisationsfofguall in England: Qualifications Wales

Coraeey qualificationswales orgd In Wales, and the Council for the Curriculum, Examinations and
Assessment (hitp-/fcoes org.ukfreguiation) in Northern Ireland.

This handbook is for the use of SGGS candidates, parents/carers and staff only and must not be shared beyond use in Centre 31295
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This notice has been produced on behalf of:
AQA, City & Guilds, CCEA, OCR, Pearson and WJEC
Information for candidates
GCE, ELC and Project qualifications - coursework assessments

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

When you submit any coursework for marking, you will be asked to sign an authentication
statement confirming that you have read and followed these regulations.

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

Coursework provides you with an opportunity to do some independent research into a topic.
The research you do will involve looking for information in published sources such as textbooks,
encyclopedias, journals, TV, radio and on the internet.

Using information from published sources (including the internet) as the basis for your coursework 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”.

If you use the same wording as a published source, you must place quotation marks around the
passage and state where it came from. This is called “referencing”. You must make sure that you give
detailed references for everything in your work which is not in your own words. A reference from a
printed book or journal should show the name of the author, the year of publication and the page
number, for example: (Morrison, 2000, pg.29).

For material taken from the internet, your reference should show the date when the material was
downloaded and must show the precise web page, not the search engine used to locate it. This can be
copied from the address line. For example:
(http://www.bbc.co.uk/schools/16/sosteacher/history/49766.shtml), downloaded 5 February 2019.

You must also include 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: Morrison, A. (2000) “Mary, Queen of Scots”, London: Weston Press.

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

This handbook is for the use of SGGS candidates, parents/carers and staff only and must not be shared beyond use in Centre 31295
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