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Introduction

Bourne Community College 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.

Purpose of this handbook

To inform students about malpractice in examinations/assessments.

To ensure students are provided with all relevant information about their exams and
assessments in advance of any exams/assessments being taken.

To ensure copies of relevant JCQ information for candidate’s documents and exam room
posters are provided in advance of any exams/assessments being taken.

To inform students of/signpost candidates, (and where relevant parents/carers), to any
exams-related policies/procedures they need to be made aware of.

Malpractice

To maintain the integrity of qualifications, strict Regulations are in place.
Malpractice means any act or practice which is in breach of the Regulations.

Any alleged, suspected or actual incidents of malpractice will be investigated and reported to

the relevant awarding body/bodies.
JCQ provides information regarding what constitutes malpractice:
o Introduction of unauthorised material into the examination room.
o Breaches of examination conditions.
o Exchanging, obtaining, receiving, or passing on information which could be
examination related, (or the attempt to).
o Offences relating to the content of candidates’ work.
o Undermining the integrity of examinations/assessments.

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.

Work with others so that your assessment is not your own independent work and/or non-
examination assessments and coursework.

Research and using references

o Where computer-generated content has been used, (such as an AI Chatbot), your
reference must show the name of the Al bot used and should show the date the
content was generated. For example: ChatGPT 3.5
(https://openai.com/blog/chatgpt/), 25/01/2025. You must submit a copy of the
computer-generated content with your work for reference and authentication
purposes.

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

Plagiarism

o Plagiarism involves taking someone else’s words, thoughts, ideas or outputs and
trying to pass them off as your own. It is a form of cheating which is taken very
seriously and can lead to disqualification from a particular paper, a whole subject or




an entire exam boards worth of exams for that academic year. Plagiarism also
includes using Al generated work without proper referencing and is strictly forbidden.

Personal data

Any person involved in completing examinations/assessments where malpractice is
suspected, or alleged, personal data about them will be provided to the awarding body, (or
bodies), whose examinations/assessments are involved. Personal data about them may also
be shared with other awarding bodies, the qualifications regulator or professional bodies.
The centre will provide relevant personal data including name, date of birth and gender to
the awarding bodies for the purpose of examining and awarding qualifications.

Materials which are submitted by candidates for assessment may include any form of written
work, audio and visual materials, computer programmes and data, (“Student Materials”).
Awarding bodies may use the Student Materials to evaluate candidates’ performance in the
relevant assessment. They may also use the Student Materials for other purposes as outlined
in their privacy policies and in accordance with their terms. Candidates should be directed to
the relevant awarding body’s privacy notice if they require further information about how
their Student Materials may be used by the awarding body.

Copyright

The copyright of any form of work created by a candidate that is submitted to an awarding
body for assessment, (referred to as Assessment Materials), belongs to the candidate.

By submitting this work, a candidate is granting the awarding body a non-exclusive, royalty-
free licence to use their assessment materials, (referred to as Assessment Licence).

If a candidate wishes to terminate the awarding body’s rights for anything other than
assessing his/her work, the awarding body must be notified by the centre and it is at the
discretion of the awarding body whether or not to terminate such rights.

Coursework assessments/non-examination assessments

NEAs and Coursework assessments take place at different times of the year for each subject.
Not all subjects have an NEA or coursework element.

Candidates are informed of their tasks by their teachers.

Internal deadlines are set by the school.

Work is assessed internally and a sample will be externally moderated.

Teachers will check for evidence of malpractice such as the un-referenced used of Al
created content using the plagiarism checking tool Turnitin.

Candidates are informed of their centre assessed marks by their teacher or school report
and have 5 days to appeal their mark before being sent to the exam board.

Written timetabled exams

e Prior to the external exam season students will receive a statement of
entry to check that personal details and exam entries are correct.

e Students must notify the Exams Officer if anything is incorrect on their
statement of entry.

e The general exam timetable for each season will be available on the school
website.

e The JCQ ‘Information for Candidates’ documents including the Written
Examinations and Social Media documents must be read before the exam
season begins, (links at the end of this booklet).




e Specific Exam Room posters including Warning to Candidates and
Unauthorised Items posters will be on display outside each examination
room.

Contingency sessions - Summer 2027

There are two planned contingency sessions for Summer 2027, these are put in place in case there

is a requirement for an entire exam to be moved across the country. These contingency sessions
are:

23rd June AM
23rd June PM
It is advisable that students are available on this date but if students have completed their exams

before the final contingency day, they do not have to be available.

What to do if you identify you have two or more exam papers timetabled at the same time
(a timetable clash)

» A timetable clash occurs when a student has two or more exams scheduled for the same session.
Both papers will usually be taken in the same session with a short, supervised break in between.
Students must be kept under formal exam conditions throughout.

e In some instances, both exams cannot be carried out in the same session, therefore the
students will do one exam during the morning and one during the afternoon session with

supervision in-between, (no access to phones, laptops or other candidates allowed).

Where you will take your exams

Exams will take place mainly in the Main Hall and Gym but can take place in a variety of rooms, such
as M20 and M21, around the school depending on the type of exam and individual student need.
Students will be informed of their exam rooms on their individual timetables and via seating plans
displayed on the fire doors on entry to the Main Hall, Gym, M20 and M21 on the day of the exams.

What time your exams will start and finish

* All external exams, (May/June), are scheduled to start at 09:00 or 13:00 or 13:15
* Mock exams start at 08:45 for the morning session and afternoon sessions
start at 12:30 — students should refer to their individual timetables.

Supervision during your exams

e Exams are supervised by a team of external invigilators but also Learning Support Assistants
and the Exams Officer.

¢ Invigilators must follow strict rules and regulations when conducting exams as directed by
the JCQ and Exam Boards and will report any malpractice or misconduct to the Exams
Officer.

Exam room conditions

e Candidates are under formal examination conditions from the moment they enter the room in
which they will be taking their examination(s) until the point at which they are permitted to
leave.




e Candidates must not talk to, attempt to communicate with or disturb other candidates once
they have entered the examination room. If they do, this must be reported to the relevant
awarding body.

e Candidates must not open the question paper until the examination begins. If they do, this
must be reported to the relevant awarding body.

e How your identity is confirmed in the exam room

e SLT staff will be outside the exam rooms to identify all students.
e Student labels with photo identification will be printed on every used desk in the exam room
for invigilators to confirm and register all students for the exam being taken.

e What equipment you need to bring to your exams

e Only materials that are required for the exam may be taken into the exam room — this always
includes a black pen, (as a minimum).

e Alimited supply of spare equipment is available in all exam rooms but will be distributed on a

first come first served basis.

e Using calculators

e Calculators are NOT permitted in certain exams although this will be stated clearly on the
exam paper.

e Where calculators are permitted, they must have a clean memory, be in ‘exam mode’, (where
appropriate), and the lid/ cover must be removed and left outside the exam room.

¢ What you must not bring into the exam room

Mobile phones, watches of any sort, mp3 players, Air-pods or other earphones of any sort.
¢ Non-transparent pencil cases or water bottles with labels.

Any food, (unless for medical reasons — please see your Year Leader if you think this might

affect you).

e Food and drink in exam rooms

e Plain water only in a clear plastic bottle, no writing or labels.
e Food is only permitted if medically necessary e.g. for diabetes management.

¢ What you should wear for your exams

e Full school uniform is required, coats and jackets should be left outside the exam room.

Where your personal belongings will be stored during your exam

e Bags and other personal belongings should be stored outside the exam venues.
It is advised that valuable items that are not allowed in the exam room such as watches,
earphones and mobile phones should be left at home but will be collected at the exam room
doors and stored safely until the end of the exam.

What to do if you arrive late for your exam

o If a student is going to be late for an exam, the student’s parent/carer must alert the school as
soon as possible but certainly before 08:30 for morning exams or 12:30 for afternoon exams. Failure
to do so will lead to a call home.




e Students are strictly speaking permitted to start the external exams up to 1 hour after the
published start time. Any later than this and the exam board will have to be notified, (as a very late
start), and the paper may be disqualified. This is completely at the discretion of the Exam Board

What to do if you are unwell on the day of your exam

e If a student is so unwell that they are unable to attend an exam, their parent/ carer should
contact the school immediately — the student will be marked as absent but a request for
Special Consideration will be sent to the exam board, (medical or other appropriate evidence
will be required).

e If a student is unwell but manages to attend the exam, special consideration can be
requested and the student can have additional rest breaks if required.

e If a student becomes unwell during an exam, they should alert the invigilator as soon as
possible to take a break or seek medical attention if appropriate, (from the school first aid
team initially). Any time taken to seek treatment will be added at the end.

e Itis always advisable that a student attends an exam even if they do not feel 100% as
special consideration usually only awards 1-3% of marks in addition to what is achieved by
the student.

What happens if you have an unauthorised absence from your exam

e If a student is absent from an exam without any viable reason they will be marked as absent
and receive zero marks for that paper.

What happens in the event of an emergency in the exam room

e In the event of an emergency, (such as the fire alarm sounding), during an exam, the exam
clock with be stopped and students will be asked to remain seated and await specific
instructions from the invigilators/ Exams Officer/ Senior member of staff.

Results

¢ A hard copy of student provisional exam results will be made available on results day from
10:00 — 11:30 on 19* August 2027.

e Senior members of centre staff will be available immediately after the publication of results.

e A form can be completed to arrange for someone else to collect your results, (ID will be
required for pick-up).

¢ Uncollected results will be posted to the address held on school records to arrive as soon as
possible after issue.

Post-results services

e Post results services are those offered by Exam Boards if you wish to check your results; these
include: Access to Scripts, Clerical Checks and Reviews of Marking.

» Requests for post-results services must be made through the centre by the student, (not the
parent), and paid for before the exams officer can proceed.

« Students will be informed of deadlines, fees and charges for these services on results days.

Certificates

e Certificates usually arrive in school in November.
e Leavers GCSE certificates are made available for collection from Reception.
e Unclaimed certificates are kept in secure storage for 1 year, then destroyed.




APPENDIX : INPORTANT DOCUMENTS TO VIEW

JCQ Information for candidates - coursework
You must read this information if you are undertaking qualifications that contain elements of
coursework assessment.

Information for candidates - Coursework 2024-2025
http://www.jcq.org.uk/exams-office/information-for-candidates-documents

JCQ Information for candidates — non-examination assessments

You must read this information if you are undertaking qualifications that contain components of non-
examination assessment.

Information for candidates — non-examination assessments 2024-2025
http://www.jcq.org.uk/exams-office/information-for-candidates-documents

JCQ Information for candidates — on-screen tests

You must read this information if you will be taking any externally assessed on-screen tests as part of
your qualification(s).

Information for candidates — on-screen 2024-2025
http://www.jcq.org.uk/exams-office/information-for-candidates-documents

JCQ Information for candidates — written exams

You must read this information before you take any externally assessed written exams.

Information for candidates — written exams 2024-2025
http://www.jcg.org.uk/exams-office/information-for-candidates-documents

JCQ Information for candidates — Privacy Notice

You must read this notice as it contains “Information About You and How We Use It"
Information for candidates — Privacy Notice

http.//www.jcq.org. uk/exams-office/information-for-candidates-documents

JCQ Information for candidates — social media

You must read this information to help you stay within examination/assessment regulations when
using social media.

Information for candidates — social media 2025
http://www.jcqg.org.uk/exams-office/information-for-candidates-documents


http://www.jcq.org.uk/exams-office/information-for-candidates-documents
http://www.jcq.org.uk/exams-office/information-for-candidates-documents
http://www.jcq.org.uk/exams-office/information-for-candidates-documents
http://www.jcq.org.uk/exams-office/information-for-candidates-documents
http://www.jcq.org.uk/exams-office/information-for-candidates-documents

JCQ Preparing to sit your exams

This 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.

On your exam day — Preparing to sit your exams
https://www.jcg.org.uk/wp-content/uploads/2024/08/Preparing-to-sit-your-exams-2024_25.pdf

JCQ Unauthorised items poster

This poster will be displayed outside each exam room. You must note that "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.”

Unauthorised items poster http://www.jcq.org.uk/exams-office/exam-room-posters

JCQ Warning to candidates poster

This poster will be displayed outside each exam room. You must note all the warnings.

Warning to candidates poster http://www.jcg.org.uk/exams-office/exam-room-posters

JCQ AI poster for students

This poster is a quick guide to help you to better understand the rules for use of Al in assessments.
Al and Assessments: A quick guide for student’s poster

https://www.jcq.org.uk/exams-office/malpractice/


http://www.jcq.org.uk/exams-office/exam-room-posters
http://www.jcq.org.uk/exams-office/exam-room-posters
https://www.jcq.org.uk/exams-office/malpractice/

