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Infroduction

This booklet is to provide you and your parents with some information and to
hopefully any answer questions that you may have about the examination
regulations and procedures.

You will have experience of sitting mock examinations, and it is hoped that this
will have enabled you to familiarise yourself with the examination regulations
and procedures.

The Awarding Bodies (or Examination Boards) under the guidance of the JCQ
(Joint Council for Qualifications), set down strict criteria that must be followed
for the conduct of your forthcoming exams to be sat at Weston Secondary
School.

Notices to Candidates issued jointly by the Examination Boards are at the back
of this booklet. You should read these carefully. Please note that to break any
of the examination rules or regulations could lead to disqualification from all
subjects. The school must report any breach of the regulations to the Awarding
Body.

If there is anything within this booklet you do not understand, or you still have
questions once you have read this booklet, please ask either your tutor or
subject teacher or come to the see the Exams Officer in the main school office.

Finally, all the staff and | would like to wish you the best of luck with your
examinations and for the future.

Exams Officer

Contact details:

Miss C Harlow

02380 447820
charlow@westonsecondary.co.uk



BEFORE THE EXAMS BEGIN

Revision & Exam Entries
What will make the biggest difference to a pupil’s resultse

. Create a revision timetable.

J Attendance and concentration in all lessons.

J Engage with the revision resources available in the library and provided by your
teachers

. Ask teachers for help.

What are good methods of revision2

Working through past exam papers

Using resources such as revision guides, notes and extra questions provided
Key words

Spider diagrams

Mind maps

Flow charts

Revision cards

BBC Bitesize

Recommendations from teachers

When will the exams take place?

Written exams begin on 5th May 2026
Practical exams such as Drama, Dance & Food and Nutrition will take place prior
to May half term.

o MFL speaking exams will also begin during April 2026

Whose responsibility is it that pupils are attend the correct exam?

It is the individual pupil’s responsibility

All details on your individual fimetable must be thoroughly checked, including
the spelling of names, date of birth as this will determine the information shown
on the GCSE certificates.

You will receive a copy of the GCSE timetable and your individual timetable showing
your own specific examinations. Your individual timetable will provide you with the
date, time, and duration of the exams. IT IS IMPORTANT THAT YOU CHECK YOUR
TIMETABLE CAREFULLY. If you think that something is wrong or incorrect, or you have
two or more exams scheduled at the same fime please go to the main office and ask
for the Exams Officer.

Please make sure you read your timetable carefully and ensure that you arrive at
school on the correct day and on time. (8:30 AM and 12:30 PM)

If you lose your exam timetable, please visit the main office to obtain another copy.



Your Candidate Details

All entries for your exams will use your legal name. When you are instructed to
complete the front of the exam paper, please ensure you write your full legal surname
and first name. You will also need to sign the front of the exam paper where it says
candidate signature.

A unigue, four-digit candidate number will be allocated to you, this is one your exam
candidate card and will be on your desk for all exams. Please write this number in the
allocated are on the front of each exam paper that you sit.

Equipment

All pupils should be fully aware of what equipment they require, they must only bring
in the essential equipment for the exams, this will include:

Calculator
Ruler
Black pens
Pencils
Protractors
Compass

Stationery should be in a clear pencil case or plastic bag. Please bring your own
natural display calculator and clear anything stored in the memory. Calculator cases
or covers must not be taken into the exam room. You will be supplied with an exam
calculator in the exam room which you may use.

Pens should only be black ink (biro) and not gel pens. You are not permitted to use
correcting pens, tippex, tape or erasable pens. Highlighters must not be used in your
answers, however, can be used on your question paper.

You must not borrow anything from another candidate during an exam. If you find
that you are missing any equipment required for your exam, please raise your hand
and speak to an invigilator.

Calculators

For Mathematics and Science exams, it is the candidates’ responsibility for making
sure that their calculators meet the awarding bodies’ regulations. If in doubt, check
with your teacher. The regulations about using calculators are set out in the table
below: -

Calculators must be: Calculators must not be:

of a size suitable for use on the desk | be designed or adapted to offer any of

either battery or solar power these facilities:

free of lids, cases and covers which | e language translators

have printed instructions or formulas e symbolic algebra manipulation

e symbolic differentiation or integration

e communication with any other
machines or the internet




e be borrowed from another
candidate during an examination for
any reason

e haveretrievable information stored in
them - this includes:

e databanks

e dictionaries

¢ mathematical formulas
e fext

The candidate is responsible for the following:

° the calculators power supply
o the calculators working condition
o clearing anything stored in the calculator

Food and Drink

You may take a transparent water bottle with the label removed into the exam. It
should not have any tint of colour or contain any branding or writing. Bofttles should
ONLY contain WATER.

You cannot bring food into the exam room. Food and non-water drinks will only be
permitted if there is a documented medical condition.

Arriving for Your Exam

You should wear FULL School Uniform when sitting an examination.

Examinations will begin at 08.50 am and 1.00 pm unless you told otherwise. Please be
aware that there may be occasions where the PM exams will run past the end of the
school day.

You must arrive 30 minutes prior to the start of the examination. You will be required
to place bags and belongings in the designated exam bag store and line up on the
hard courts in seating plan order. Seat numbers will be shown on your exam timetable.
Exam line up will be overseen by a member of school senior management.

All pupils with access arrangements will be advised of any alternative rooming
arrangements in advance of their examinations.

Once you have been requested to do so, enter the exam room in silence. Candidates
are under exam conditions from the moment they enter the room unfil they are
dismissed and outside the exam room.

You must listen to and follow the instructions of the invigilators and MUST NOT
communicate in any way with other candidates. Candidates must put their hand up
should they require anything. Failure to follow these rules will be reported to the exam
boards and may result in students having penalties applied to their results.



NO bags, coats, or personal belongings, including mobile phones, iPods, watches
(including analogue watches), Bluetooth earphones (earpods etc) and any notes
must not be taken into an exam room. All personal belongings must be left in the bag
store. This will be locked during the exam and access will be given to student once
the exam has finished.

PLEASE NOTE: - Possession of unauthorised items, such as a mobile phone or watch, is
a serious offence and could result in disqualification from your examination and
overall qualifications. To assist with the prevention of this handheld metal detectors
will be used prior to the start of all exams.

Writing of any description on yourself such as your hand/arm/leg or equipment is also
forbidden.

Seating Plan

Seating plans for all exam venues will be held by the member of Senior Management
who is lining you up ready to enter the exam room. A copy will also be available in
the venue. You will be informed what your seat number will be i.e. A4, B6 etc. You
will find your candidate card displaying your photograph, candidate number and the
school's centre number on your desk. (This must remain on your desk face up.)

An invigilator will guide you to your seat should you require assistance. There may be
more than one exam taking place at the same time therefore it is important that you
check that you have the correct exam paper. Please ensure you check the paper for
the subject, paper, and tier of entry. If you are not sure, please put your hand up to
check.

During the Exam

A member of Senior Management or the Lead Invigilator will read out instructions at
the start of an exam. You should listen carefully in case there are any notices you need
to know.

It is important that you do not start writing until you are instructed to do so. Please do
not complete the front of your exam paper until you are advised to do this.

You should read the instructions on the front of the paper and number your answers
clearly. If you require assistance, please put your hand up and an invigilator will come
to you as soon as they can.

In the event of an emergency, all candidates must follow the instructions of the Lead
Invigilator who will follow the School's Emergency Evacuation procedures. You must
stop writing and close their exam booklet. If the Lead Invigilator tells you to leave the
examroom, please follow instructions and meet at the designated meeting point, you
must leave in silence and not communicate with any other candidate in any way
whilst the evacuation takes place. Candidates will always remain under exam
condifions. Question papers and answer booklets will remain on the desks, and the
room will be locked.



At the end of an exam

At the end of the exam, an invigilator will collect your exam paper. Please remember
to check that you have correctly completed your personal details. Check your name,
candidate number, the centre number and where applicable, the exam paper or
unit number. If you have used any additional stationery please ensure your details are
on each page used.

Exam conditions apply until you have left the exam room, you must leave in silence
and remain silent until you are outside of the exam room. Other candidates may sfill
be sitting their exam. Please be respectful to them.

GENERAL INFORMATION

Late Arrivals

Pupils will not be allowed entry fo an exam if they are more than 30 minutes late for
the cenftre start time of an exam. If pupils are persistently late for exams, then the
school has the right to withdraw students from all exams in the sitting and exam fees
will be requested from the parents.

Late arrivals will still be entitled to the full exam time if there is adequate supervision
available. If you are likely to be late, please phone the school reception and let them
know. Upon arrival, please go directly to the main reception area and ask for the
exams officer.

Absence from Examinations

You must make every effort to ensure that you attend every exam. If, however, you
are unwell or experience other personal difficulties of a serious nature, either you or
your parent should inform the school by telephoning 02380 447820 at the earliest
opportunity on the day of the exam. Depending on the circumstances the school
may be able to submit an application for Special Consideration however evidence
of what has caused a student to miss an exam must be provided. Please be aware
that if a claim is successful then any additional marks awarded would be minimal e.qg.
5-10 marks on a paper potentially worth 100 marks.

You may need to obtain medical evidence to support a claim for special
considerations, if this is required you will be informed.

If you feel unwell during an exam, you should put your hand up and inform an
invigilator.

Should you fail to attend an examination without good reason, a charge will be made
to cover the payment of the entry fee. Misreading a fimetable is not accepted as a
satisfactory explanation of albsence. Please make sure you check your timetable. If
you mislay your tfimetable, please go to the main school office where a new copy can
be given.



Contingency Planning

In the highly unlikely event that there is national disruption to a day of examinations in
summer 2026, as a last resort the affected examinations would be rescheduled. Every
effort would be taken to keep the impact to a minimum, it is also possible that there
could be more than one timetabled date affected following the disruption, up to and
including the contingency day of 24" June 2026.

Candidates must remain available until Wednesday 24% June 2026 should an
awarding board need to invoke its contingency plan.

Examination Clashes

Should you identify that you have two or more exams timetabled at the same time,
you must see the Exams Officer. Arrangements will be put in place to ensure that JCQ
exam regulations are followed. The most likely result will be that you are required to
sit your exams one after the other on the same day. In these circumstances, it will be
necessary for you to be under supervision from the end of the first exam unftil the
beginning of the next exam. You will, therefore, need to bring a packed lunch and
anything you may wish to read. In the event of a late finishing time, arrangements will
need to be made for you to get home by you/your family.

On rare occasions there can be exams that clash and are over the total time of 5
hours 30 minutes where you may be required to stay later than the school day.
overnight supervision is only to be used as a last resort.

Access Arrangements

Any candidates who require specific arrangements will be aware of what is in place
for them and where the exams will take place prior to the examinations. The amount
of extra time for each exam will be written on the board along with the start and finish
time of the exam.

Results

Student GCSE Results will be available from the school on Thursday 20th August 2026.
Exact times will be communicated with students and parents closer to the time. All
results will need to be collected in person by the student. If the student is not available,
then they can nominate a named person to collect on their behalf. This request must
be made in writing to the exams officer.

Details of post results services will also be made available to students within their results
pack.

Collection of certificates - please note these will not be available until November 2026
at the earliest. The exams officer will communicate via email to parents, the
arrangements for collection of the certificates.



Things to remember in your exam

If you feel you have forgotten everything, it may be just nerves. Take deep breaths to
help you stay calm.

Read the instructions — Make sure you know what is expected.

Take your time — Read the questions carefully. If you cannot answer a question, move
on to the next question and return to it later. Make sure you check the back of the
paper in case there is a question printed on it.

Write in black ink (biro) within the designated spaces. Exam papers are electronically
scanned they are marked by exam boards this way, so it is important that you do not
write outside of the lines. You can put your hand up if you require additional answer
booklets.

Use the allocated marks to help you know how much time to spend on a question.
Remember to cross through any work you do not want marked with a single line.

Allow time to check your answers.

Do your best!

JCQ

On the following pages, you will see information from JCQ.

The mobile phone poster and Warning to Candidate poster is displayed outside the
exam room.

There is also candidate information which you should read covering written exams,
social media, coursework and JCQ privacy notice.



JCQ

cic

AQA City & Guilds CCEA NCFE 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 serious offence and could result in

DISQUALIFICATION

from your examination and your overall qualification.
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Warning to candidates 1CQ

L

11111 [ = L Lo

AQGA i == OCR @rearson et

AQA ELt d&s 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 qualification.

3
¥You must not talk to, attempt to communicate with or disturb other
candidates once you have entered the examination room.

iy
You must follow the instructions of the invigilator.

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

[
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 condidates must be displayed in a prominent place outside esch
examination room. This may be a hard copy A% paper verglon or an image of the poster
projected anto a wall or sereen for all candidates to see,

11



cQ On your exam day

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

What you cannot take into your exams:

I:l any type of phone

revision notes

any type of watch [this includes
analogue, digital and srmart watches)

smart devices |e.g. Airbuds, srmart
glasses or tablets)

What you will need:
D a chear pencil case @ I
at least twa black ink pens — b

pens are not acceptable

an approved caleulator
for relevant exams

appropriate apparatus, such as & ruler
of pratractor, for relevant exams

a clear water botthe if
you wish te take ane in.
It rust not have a label

If you have amy questions
about your exams, please ask
your teacher or exams officer. @

You can alzo find uteful inforrmation about preparing for exams at

orgukfexams-office/information-fer-candidates-documents

12



SR JO JAqQUUNU B 10} SIULSSISS e Bu Rl WOy pauueqag |
SUCNED| JEND INO K JO e 4O JO Jied B wos) peenbsipeg |
SR a0 |}

Bunsean UDL UM EDNRODY |

‘Sjudwnoop-sajep Kew nok ‘sepanoe o
1pued-loj-uoijeunojul anoqe aw Jo Aue op nok j)
/31330-swexapn-Bio bof
S9N DOC2YI YIm
JlesinoA asuelwey RIOM, WU HRUBABP U UMO JNOK 10U &
o) aw] ayl el WIOMPE NGO 1NOK 1641 OF SIIO I MO, +
ases|d o noleseys -

SWRXS VIS I8UM JO SINCWINS UO S5
W00 wWexe aeyyio) seNng -

2PN (L1205 U0 Op 0} Jou sBuwy ) oot

12601 N0 K 01 295 NO K WHINCO WeXd AUk 11000y -«
dpsuodsuog
UNJasey -

H s -
€1PO W 1208 Lo op 03 sBuyL ot

T —

sieded wexe
;e Bules siswweds
g ne wenes aq ueq -

BUYSEe3] INOA ||9)
1SNW NOA ‘BIPaiU |B1D0S U

JUSIUCD WEXS SA1808) NOA | -

BYyoeal inok yum
W22 BUIUC SSNISIP JMED pUR

UED NOK 1BYM 31Ns JouU 3L nok y| -

5 Nsa) INCA 122 pINeD pue
sa|nJ ayleaiq ued (ybu sy uo
UOIIBWIIC)U 885) UOIIBuUIO|

uIepa2 Buleys JaA3MO ¢

Buisiaal 1o
BuiApms a1 nod uaym [nydiay

8Q UEed auuo seapl Buleys -

13

1ngaied aq
03} aAey oM ‘swexa 0} S92

3 UayMm ‘auyuo sasuauadxa
ANO AIBYS 03 a)l] am IIyM

mvCWEmmwmmm\mCO_umC_mew puUe eipaw |eidos mC_mD E

S91EpPIPUED 10} UOIIBULIOJU|




Joint Council for
Qualifications <«

Prodiscad on bahalf of:

AOA ¥ GZD mm OCR  Qroem it

OFNTE M |

B0 302

14



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

If there is anything vou do not understand, especially
which calculator you may use, ask yvour teacher.

A. Regulations = Make sure you understand the rules

1 Be on time for all your exams. If you are labe, your work might not
be accepted.

2 Do not become imvalved in any unfair or dishonest practice during
the exam

I Iif you try to cheat or break the rules in any way, you could be
disgualified from all your exams

4 You must not take into the exam room any unauthorised materia
ncluding:

(a3 nobes;

(&) earphones or earbuds (e.g. AirPods), mobile phones, HMP3/4
players ar similar devices, smart glasses, tablets {e.g. iPads
or iPods);

(C} watches
Any pencll cases taken inbo the exam room must be see-throuwgh.

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

5 Do mot use correcting pens, fluid or tape, erasable pens, highlighters
arF gel pens i wouUr 3MswWers.

& Do not talk to or bry to communicabe with or disturD other
candidates ance you have entersed the exam room

7 You must not write inappropriate, cbscene or offensive maternal.

8 If you leave the exam room wnacocompanied by an invigilator before
the exam has finished, wou will not be allowed to reburn

& Do not borrow anything from another candidate during the exam

15



B. Information - Make sure you attend your exams and
bring what you need
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C. Calculators, dictionaries anc

e

1 You may use a calculator unless you are tald otherase

2 If you use a calculator
(a) make sure it works properly; check that the batteries are
working properly

(b} clear amything stored in its memory;
()} remowve any parts such as cases, lids or covers which have

o imbed iInsbructions or formulas
(d)y do mot br ng inbo the exam room any sperating iInstructons
ar prepansdl programs

O COMPUTEr SpEllCNeCHKer Unilgss you are

3 Do not use a dictionary or ©

told otherwise.

17



1 Aldways listen to the invigiiator. Abways follow their instructions

2 Tell the invigilator at once if:

(a) wou think you have not been given the right guestion paper
or all of the materials listed on the front of the paper

(b} the guestion paper is incomplete or badly printed

(c} you think you have not been given the expected access
arrangement{s .

3 Read carefully and follow the instructicons printed an the question

paper andfar on the answer booklet.

4 Do not start writing anything until the invigilator tells wou to fll in
all the details required on the front of the question paper and/or
the answer booklet. Do not open the guestion paper until you
are told that the exam has begun

5 Remember to write your answers within the designated sections of
the answer boaoklet

& Do your rough work on the proger exam stationery. Cross it
throwgh and hand it in with your answers,

Make sure ywou add your candidate details to any additional answer
sheets that you use, incleding those used for rough work

18
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1

f you have used more than one answer b

OOkl andyor any

supplementary answer sheets, place them in the correct orger

Flace any loose additional answer sheets

nooklet. Make sure wou add your Candidat

NSI0e WwoUr answer

& getalls to any aodition
=

- - - [ = - - i~ - I - - - o e —
ainswer snNeels that Ywou use. Far CCEA examinations, any loos

additional answer sheets should be placed behind wour script.

Do not leave the exam room until told to do so by the iny Jilator

Do not take any stationery from the exam
question paper, answer booklets (used or

rocm. This includes the

unused), rnough wWork ar

any other materials provided for the exam

20
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This document tells you about some things that you must and must

not do when you are completing your wor

When you submit your work for marking, the awarding body w

ming

normally reguire you to sign an authenbcation statement canfl

-~
5

1at you have read and followed the regulations

If there is something that you do not understand, you must ask your

If you receive help and guaance from someone other than your

il then record the

W

If you worked as part of a group on an assignment, for example
undertaking field research, you must write up your own account of
the assignment. Even if the information you have is the same, you
must describe in your own words how that information was obtained
You must draw your own conclusions from the data

You must meet the deadlines that your teacher gives you. Re

- your teachers are there to -_3_1 de you. Although they cannot give you

. they can help you to sort ocut any problems before it

I
w
wn
i
e
ul
lu'

= your work and keep it safe. Do not leave it lying around
where your classmates can find it. Do not share it with anyone,
inclucing posting it on sccial media. You must always keep your work

secure and confidential. If it is stored an the computer network, keep

rd secure. Collect all copies from the printer and dastroy

Do not be tempted to use any prepared or generated online
solutions and try to pass them off as your own work - this is
cheating. Electronic tools used by awarding bodies can detect this

sort of copying

You must not write inappropriate, offensive or obscene material

22



In same subjects you will hawe an opportunity to do sorme
independent research into a topic.

The research ywou do may involve looking for information in published
sources, such as textbooks, encyclopedias, journals, TW, radio and an
the internet.

You can demonstrate your knowledge and understanding of a subject
by using information fram souwrces, or generated from sources, which
sy include the internet and Al Remember, thoaugh, information from
these sources may be incorrect or biased. You must take care hows
you use this material - you cannot copy it and claim it as your own
Wb

Using information from published sources (including the intermet)

as the basis for your assignment is a good way o demonsirate your
knowledge and understanding of 2 subject. You must take care how
you use this material though - you canmeat copy it and claim it as youwr
T Wark,

When producing a piece of worke, if wou use the same wording as

a published souwrce, wou must place guotation marks arownd the
passage and state where it came from. This is known as referencing.
ou must make sure that you give detailed references for everything
in wour work which is not in your own words. & reference from a
printed boaok or journal should show the name of the author, the year
of publication and the page number. For example: Morrison, 2000,
p2a

For material taken from the internet, yvour reference should shiow

the date when the matenal was downloaded and must show the
precise web page, not the search engine used to locate it This can
be copied fram the address line. For example: httpdnews bbe couk’
onthisdsy hifdates/stories/octoben 28/ newsid_ 2621000, 2621915 strn,
dowrnloaded 5 February 2026,

Where computer-generated content has been used (such as an Al
chatbot]), your reference must show the name of the Al tool used
and should show the date the content was generated. For example;
ChatGPT 2.5 (https.fopenai.comyblogichatgpt/), 25/01,2026. You
should also reference the sources used by the Al tool in generating
the contant.



You must retain a copy of the guestion{s} and computer-generated
content for reference and authentication purposes ina non-editable
format (such as a screenshot) and provide a brief explanation of
heoww wou wsed it. This must be submitted with wour work for final
assessment so that your teacher can review the work, the
Al-generated content and how it has been usedl

You may e reguired to include a bibliography at the end of your
piece of written work. Your teacher will tell vou whether this is
necessary. Where required, your biblicgraphy must list the full details
of publications you hawve used in your research, even where these
are not directly referred to. For example: Curran, 1 Mass Madis sno
Lociely (Hodder Armold, 2005).

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

24



Plagiarism

Plagiarism involves taking someone else's words, thoughts, ideas or
outputs and trying to pass them off as youwr own. It could also include
Al-produced materal. Plagiarism is a form of cheating which is taken
wvary seriously.

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

arkers can spot Changes in the style

= 2y

. of writing and use
of language.

Markers are nighly experienced subject

Ll

i

aClalists who will be
very familiar with work on the topic concerned. They may
hawve read the source you are using or ewen marked the wiork

5 EE
wou Nawe copied fram

Intermet search engines and specialised compuier software
can e used o mabch phrases or pieces or ext with ongina
sources and to getect changes in the grammar and style of

WRITING OF punctuation

25



nctions for breaking the regulations

If it is discowered that ywou hawve broken the regulations, one of the
following sanctions will be applied

« woul will be awarded zero marks for your wor

wou will be

« wou will be disqualified from that compaonent for the
examination series in question;

« woul will be disqualified from the whaole subject for that
examination serias

« wou will be disqualified from all subjects and barred from

ENiering again ror & gendd ar Time

The awardi ng oy will decide which sanction Is agpropriate.

REMEMBER = IT"S ¥YOUR QUALIFICATION S0 IT MEEDS TO BE YOUR
OV WOREL

26
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This document tells you about some things that wou must and must
ot do when you are completing coursewaork.

When you submit your worlk for marking, you will be asked to sign an
authentication statermeant confirming that you have read and followed
these regulations.

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

in some subjects you will have an opportunity to do some
independent research into a topic. The research you do may invole
looking for informaticn in published sources, such as textbooks,
encyclopedias, jownals, TV, radic and on the internet.

You can demonstrate your knowledge and understanding of a subject
by using information from sowrces, or generated from sources, which
may include the internet and Al. Remember, though, information firom
these sources may be incorrect or biased. You must take care how
you use this material - you cannot copy it and claim it as your own
wark.

If wou use the same wording as a published source, wou must place
guotation marks around the passage and state where it came from.
This is called ‘referencing’. You must make sure that you give detailed
referanceas 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, p2an.

Far 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 fraom the address line. For example: httpnews bbocouky’
onthisdayhi/dates/stories/october 28/ newsid _ 3621000/ 26 21915 5tm,
downloaded 5 February 2026,

Where computer-generated content has been used (such as an Al
chatbat), your reference must show the name of the Al tool used
and should show the date the content was generated. For example:
ChatGPT 2.5 (https:fopenai.com/blag/chatgpt), 25/01/2026.
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You should also reference the sources used by the Al tool in
generating the content.

You must retain a copy of the guestionds) and computer-generated
content for reference and authentication purposes ina non-editable
format (such as a screenshot) and provide a brief explanation of
Fevww wou used it. This must be submitted with wour work for final
assessment so that your teacher can review the work, the
Al-generated content and how it has been used.

“ou may e reguired to produce a bibliography at the end of your
veork. This must list the full details of publications you hawve used

in your research, even where these are not directly referred to. For
example: Curran, A Mass Medis and Sociely (Hodder Armold, 2005).

if you copy the words, ideas or cutputs of others and do mot
show your sources in references and a bibliography, this will be
considered as cheating.
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If wou receive help and guidance from someone other than your
teacher, you must tell your teacher. They will then record the nature of
the assistance given o you.

Your parent/carer may provide you with access to resource materials
and SISCUSS Your Coursework with you, Howewer, they must not gise
you direct adwice on what shauld or should not be Included.

If woiu weorked as part of a group on an assignment, you must each
wirite up your own account of the assignment. Even if the information
you have is the same, the description of how that information was
obtained and the conclusions you draw from it should be in your
cosT wiords.

You must meet the deadlines that wour teacher gives you. Remember
- wour teachers are there to guide youw. Although they cannot give you
direct assistance, they can help you to sort out any problems before it
is too labe

Take care of your work and keep it safe. Don't leave it lying anound
where your classmates can find it. Dan't share it with amone,
including posting it on social media. You must always keep your work
secure and confidential. If it is stored on the computer nebwork, keep
wour password secure. Collect all copies from the printer and destroy
those you do not need.

Don't be tempted to use any prepared or generated online solutions
amd try to pass them off as your own waork = this is cheating.
Electronic tools used by awarding bodies can detect this sort of

Copying.

You must not write inapprogriate, offensive or obscens material

30



Plagiarism imvolves taking someons else's waords, thoughts, ideas or
outputs and trying to pass them off as youwr own. It could also include
Al-produced materizl. Plagiarism is a form of cheating which is taken
wvary seriously.

Don't think you won't be caugmht; there are mary ways o detect

plagiarism

1}

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

« Markers are highly experienced subject specialists who will b=
familiar with worlk on the topic concerned. They may
nave read the source you are using or even marked the work
wiall have copied from

« Internet search engines and specialised computer software
can be used to match phrases or pieces of text with origina
sources. They can detect changes in the grammar and style of

WIILIND OF PUNCTWatEn
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Sanctions for breaking the regulations

f it is discovered that wou have broken the rules, one of the following
sanctions will be applied
= wou will be awarded zero marks for your work
= wou will be disgualified from that unit for that
= wou will be disgualified from the whole subject for that

Examination Series;

= wou will be disgualified from all subjects and barred from
n far

entering aga a period of time
The awarding body will decide which sanction is appropriate.

REMEMBER - IT'S YOUR QUALIFICATION 50 IT NEEDS TO BE YOUR
OWHM WORKK.
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