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Warning to Candidates

1. You 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
exam/qualification.

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

4. You must follow the instructions of the invigilator.

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

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

7. If you are confused about anything, only speak to an invigilator.

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

©JCQ 2021 - Effective from 1 September 2021
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NO MOBILE PHONES

WATCHES

MP3/4 PLAYERS

NO POTENTIAL TECHNOLOGICAL/WEB
ENABLED SOURCES OF INFORMATION

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

DISQUALIFICATION

from your examination and your overall qualification.

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

©JCQ-- 2021 - Effective from 1 September 2021



IC?C On your exam day

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

What you cannot take into exams:

D any type of phone

D revision notes

D any type of watch (this includes
analogue, digital and smart watches)

What you will need:
a clear pencil case

at least two black ink pens -
blue pens are not acceptable

an approved calculator
for relevant exams

appropriate apparatus such as a ruler
or protractor for relevant exams

a clear water bottle if
you wish to take one in -
it must not have a label

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

You can also find useful information about preparing for exams at
www.jcq.org.uk/exams-office/information-for-candidates-documents

EFFECTIVE FROM 1 SEPTEMBER 2023
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Q Al and Assessments
38 A quick guide for students

in assessments?
Al stands for artificial

intelligence and using it is like
having a computer that thinks

Al tools like ChatGPT or
Snapchat My Al can write
text, make art and create
music by learning from
data from the internet,
but watch out —they can
also make things up and
be biased

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

THIS IS
CHEATING!

How do | make sure

I don’t misuse Al?

Know the rules Reference reference reference! Declare it's all your own
, If you're allowed to use Al tools, work - When you hand in your

o Youl re 'I:'-"t aIIov'vegI to use Al you must reference them clearly assessment, you have to sign a

tools when you're In an exam T p— declaration. Anything without a
o Your teachers will tell you if you're reference must be all your own

allowed to use Al tools when 0 Add the date you generated work. If you've used an Al tool,

doing your coursework —the rules the content don't sign the declaration until

will depend on your qualification . : you're sure you've added all

o0 Explain how you used it the references

o Even if you're allowed to use Al
tools, you can't get marks for
content just produced by Al -
your marks come from showing
your own understanding and
producing your own work

What happens if | misuse Al?

If you've misused Al, you
could lose your marks

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

DON'T RISK IT! 9

0 Save a screenshot of the
questions you asked and
the answers you got

REMEMBER

Misusing Al is cheating!
Know the rules

Talk to your teachers

Reference clearly




TEOMAS idorooks pa o
SCH OO t: 020 8856 0115

f: 020 83313004
www.thomastallisschool.com

Head: Carolyn Roberts
e: headteacher@thomastallis.org.uk

ENQUIRIES ABOUT RESULTS

A statement about the centre’s appeals process relating to Enquiries about Results

After the release of examination results, a candidate has the right to apply to the awarding
body, through the centre, for a review of their result if they consider the grade to be too low.
This can take the form of a clerical check or a full review of an examination paper or papers.
This review is termed an “Enquiry About Results” (EAR) and is applied for by the centre on
behalf of the candidate. This procedure has a short deadline and therefore any requests must
be carried out quickly with the strict deadlines adhered too.

The Centre advises any candidate who has concerns about a grade awarded for a subject to talk
their concerns through with their subject teacher, who in turn will — if agreed — talk to the
Examinations Officer within one week of the issue of results. (Unless it is an A Level result in
which case the appeal must be made the day after the issue of the results in the summer).

The Centre will then apply for a review, via the Examinations Officer, if the subject teacher
agrees with the student and feels the paper(s) should be reviewed. We would expect to
support most students in most cases. If, however, the centre does not consider a review
appropriate the candidate will be informed of this decision the following day. If the candidate
still wishes to proceed with a request for a review, the following procedure will apply:

e The candidate should appeal against the decision within two days

e The centre will then arrange a meeting within three days with the candidate and their
parent/carer, the subject teacher, and a member from the senior staff

e The candidate and their parent/carer will be able to present their reasons for asking for
the review at this meeting

e The senior staff member will make a final decision on whether the appeal should go
ahead and will inform the candidate

e If the final decision is to proceed with the request for a review, the examinations officer
will put in the request

e Parents/carers/students should NOT approach an exam board directly as the exam
board will not take any action unless a request is made via a centre

Candidates should be aware that this process may result in a lowering of the grade awarded.
If you have any questions, or require any further information, please do not hesitate to contact
the exams officer.

Thank you

inquisitive « collaborative  persistent « disciplined « imaginative



EXTREME WEATHER POLICY FOR
EXAMINATIONS

Thomas Tallis

In the event of severe weather problems, Thomas Tallis will endeavour
to run all scheduled public examinations, as long as the examinations
team has access to the premises.

During the January examination period our students don't, in the main,
make a final claim for an overall grade, so if a student cannot attend their
examination because of a problem beyond their control, they can do that
exam in the June series.

If on the odd occasion, it is the case that the student will be claiming for a
final grade, we will apply for Special Consideration, as advised by the
JCQ.

Students are advised to check in regularly with the school website in
order to ascertain as to whether the school is open for exams, even if the
school is closed to the rest of students and staff. This will have to be
clearly stated on the website.

If school is open for examinations, students who have an exam should:

% Arrive on time for the examination, or as soon as they possibly can
given the circumstances.

% Two of our members of the examination team live within walking
distance of the school so will therefore, circumstances permitting,
be in to administer the examinations as usual, and several of our
long term invigilators also live within walking distance.

% Exam start times may be delayed for a short time (up to about half
an hour of the published start time) in order to allow students to
arrive, so that the majority of students start at the same time.
Students who arrive on time, but are delayed by the attendance
of others, will be allowed to use the time to study for the exam.

If the school is closed to everyone then we will follow JCQ instructions of

either re-entering students in June or applying for Special Consideration,
depending on the circumstances of the final grade situation.

September 2021
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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-level, 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 what happens to that information. For more detail see each awarding body’s
full Privacy Notice:

AQA https://www.aga.org.uk/about-us/privacy-notice

CCEA https://ccea.org.uk/legai/privacy-notice

City & Guilds https://www.cityandguilds.com/help/help-for-learners/learner-policy

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

OCR https://www.ocr.org.uk/about/our-policies/website-policies/privacy-policy/
Pearson https://qualifications.pearson.com/en/about-us/qualification-brands/gdpr.html
WIEC https://www.wijec.co.uk/home/privacy-policy/

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
receive 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:  https://www.jcg.org.uk/contact-our-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 in the awarding bodies’ full Privacy Notice (see links
above) or by contacting the awarding body (see above).



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 variety of arrangements for you to sit the
examinations or assessments, marking, providing you and your school or centre with results and
certificates. The awarding bodies 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 official bodies such as the
Department for Education and the examinations regulators (e.g. Ofqual 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 the awarding bodies do with information about
you, why and the legal basis in the awarding bodies’ full Privacy Notice, 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 hold. Those rights are:

e Access — you are entitled to ask each awarding body about the information it holds about
you.

e Rectification — you are entitled to ask each awarding body to correct any errors in the
information that it holds about you.

e FErasure — in certain circumstances you are entitled to ask each awarding body to erase the
information about you that it holds.

e 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.

e 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 Notice, 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 is needed only during the period in which you are undertaking the examination or
assessment and is 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 policies by contacting each
awarding body (see above).



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 and 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:
https://www.jcg.org.uk/contact-our-members/.

Please note

It is important to note that this notice concerns only how the awarding bodies use information about
you (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 assessments themselves, including the rules about assessments, can be found on
the JCQ Exams Office pages (www.jcq.org.uk/exams-office). The awarding bodies are regulated by
Ofqual (https://www.gov.uk/government/organisations/ofqual) in England; Qualifications Wales
(www.qualificationswales.org) in Wales, and the Council for the Curriculum, Examinations and
Assessment (http://ccea.org.uk/regulation) in Northern Ireland.




