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[bookmark: _Toc463797247][bookmark: _Toc209615573][bookmark: _Toc443593739][bookmark: _Toc466921640][bookmark: _Toc490083867]Introduction
Fir Vale Academy 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.
[bookmark: _Toc463797248]
[bookmark: _Toc209615574]Purpose of this handbook
	Overtype here the purpose of this handbook in your centre. 
Examples
· To support/complement candidate briefings/assemblies
· To inform candidates about malpractice in examinations/assessments
· To inform candidates about the use of their personal data and copyright 
· To ensure candidates 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 candidates documents and exam room posters are provided in advance of any exams/assessments being taken
· To answer questions candidates may have etc.
· To inform candidates of/signpost candidates (and where relevant parents/carers) to any exams-related policies/procedures they need to be made aware of


[bookmark: _Toc209615575][bookmark: _Toc463797251][bookmark: _Toc463797249]Malpractice
	The (JCQ) are the body responsible for the rules and regulations for examinations and assessments.
JCQ in order to maintain security and integrity have put in place strict regulations and these must be maintained at all times.
Malpractice means any act or practice which is a breach of the rules and regulations that apply to the exam or assessment being taken.
Any alleged, suspected or actual incidents of malpractice will be investigated and reported to the relevant awarding body/bodies
JCQ provides information regarding what malpractice is:
· Introduction of unauthorised material into the examination room
· Breaches of examination conditions
· Exchanging, obtaining, receiving, or passing on information which could be examination related (or the attempt to)
· Offences relating to the content of candidates’ work
· Undermining the integrity of examinations/assessments

Other forms of malpractice are listed below but can also be found in the JCQ information for Candidates booklets. Website links for these booklets can be found in the Appendices at the back of this handbook.
Candidates should know that the following would be classed as malpractice: 
• Copying or allowing work to be copied – e.g. posting written work on social networking sites prior to an examination/assessment; 
• Collusion: allowing others to help produce your work or helping others with theirs; 
• Asking others about what questions your exam will include (even if no one tells you); 
• Having or sharing details about exam questions before the exam - whether you think these are real or fake; or 
• Not telling exam boards or your school/college about exam information being shared. 

Things not to do on social media: 
• Buy/ask for/share exam content 
• Pass on rumours of what’s in exams 
• Share your work 
• Work with others so that your coursework is not your own independent work. This also includes Non- Examination Assessments.

Research and using references
Where computer-generated content has been used (such as an AI Chatbot), your reference must show the name of the AI tool used and should show the date the content was generated. For example: ChatGPT 3.5 (https://openai.com/blog/chatgpt/), 25/01/2026. 
          You should also reference the sources used by the AI tool in generating the content.
You must retain a copy of the question(s) and computer-generated content for reference and authentication purposes in a non-editable format (such as a screenshot) and provide a brief explanation of how you used it. This must be submitted with your work for final assessment so that your teacher can review the work, the AI-generated content and how it has been used. 
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 
Plagiarism involves taking someone else’s words, thoughts, ideas or outputs and trying to pass them off as your own. It could also include AI-produced material. Plagiarism is a form of cheating which is taken very seriously.



[bookmark: _Toc209615576]Personal data
	In order to register candidates for examinations, awarding bodies must be provided with a certain amount of personal information in order to identify each candidate for each specific exam. 
How this information is collected and used by the awarding body can be found in the JCQ Information for candidates- Privacy Notice.

Examples of when Personal Data and information are provided to and used by the awarding body:
· 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, 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 programs 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. 



[bookmark: _Toc209615577]Copyright
	Copyright is a set of rules that protect the things people create. It gives the creator control who can use their work and how it can be used.
Any form of work that is created by a candidate that is submitted to an awarding body for assessment (also known as Assessment Materials) belongs to the candidate.
By submitting work, a candidate is granting the awarding body authority to use their assessment materials (Assessment Licence)
If a candidate wishes to terminate the awarding body’s rights for anything other than assessing the candidates work, the awarding body must be notified by the centre (Fir Vale Academy) and it is at the discretion of the awarding body whether or not to terminate such rights.



[bookmark: _Toc209615578]Coursework assessments/non-examination assessments
	Coursework assessments/ non examination assessments (NEA) are forms of assessment that are done without the use of written exams and are completed over a series of weeks or months.
Information relating to the rules and regulations around coursework assessments/ non-examination assessments can be found in various documents that are listed in the appendices at the back of this booklet. These documents include the following JCQ Information for Candidates; coursework, non-examination assessments, on screen tests, privacy notice, social media and written assessments. These documents can also be found at the following website www.jcq.org.uk/exams-office/information-for-candidates-documents/. It is important that the candidate takes time to read these documents.
Candidates will be informed by their subject teacher when and how these assessments will take place during the academic year.
Deadlines for these types of assessments are set by the awarding bodies and the deadlines must be met. Failure to meet these deadlines can result in that assessment not being marked and graded which would affect the overall grade for the candidate.
For these types of assessments, they are usually first marked by the subject teacher and the marking is then checked by a moderator appointed by the awarding body. The moderator will check carefully how the work has been marked and will adjust any marks or grades accordingly as required.
After the teacher has marked the candidate’s work, it is important that the candidate is made aware of the marks given by the teacher for the assessment. This must be done before the marks are submitted to the awarding body. If the candidate feels their work has been marked incorrectly, they have the right to appeal the mark internally within the school. The internal appeals procedure can be found on the school website.
It is important that candidates are aware of the use of AI in assessments. Candidates should be aware of the poster that is on Appendix 9 at the back of this booklet. 
 


[bookmark: _Toc209615579]Written timetabled exams
	Before sitting any written exams, candidates will be provided with a personal statement of entry. This shows which examinations the candidate will be sitting along with when the exams will take place. It is important that candidates check all information on this sheet is correct. This includes personal information and the exam entries. If any information is incorrect on this sheet, candidates should speak with their subject teacher or the examinations manager.
Candidates will also be provided with a general exam timetable. This will be placed on the exam board (near the T junction) and will show all the examinations that will be taking place in the summer. Candidates will also be provided with an individual timetable, which will show specific examinations for that candidate and the rooms that these exams will take place in.
Seating plans will be available outside each room, which is being used for written examinations. These will show exactly where each candidate must sit for each examination. If candidates do not sit in the correct seat shown on the seating plans, it may result in loss of marks or disqualification.
Further information including the rules and regulations for examinations please use the links on Appendix 4 and 5. JCQ Information for Candidates- Written exam & JCQ Information for Candidates- Social Media.

The 2 JCQ exam room posters will also be at the entrance to each exam room used by the centre. Students must be aware of the information included on both these posters on entering the exam room. Examples of the exam room posters can be found in Appendix 7 and 8. Failure to follow the rules listed in these posters will result in malpractice.


[bookmark: _Toc209615580]Contingency session - Summer 2026
	Each examination series will include a contingency session(s). These are either morning, afternoons or full days where no examinations are scheduled to take place. If a national emergency is to take place during the examination series that prevents exams from being undertaken by candidates on the scheduled date, the examination will be moved to the contingency session. 
For summer 2026 examination series, there is one contingency session:
24th June 2025- Full day
All students must be available up to and including the 24th June 2025.


[bookmark: _Toc463797253][bookmark: _Toc209615582]What to do if you identify you have two or more exam papers timetabled at the same time (a timetable clash)
	A timetable clash is the when two or more examinations are due to be taken at the same time and on the same date. 
If candidates do have any timetable clashes, letters will be sent out to students and parents informing them that they have timetable clashes. Candidates will be made aware of their timetable clashes when they are given their individual timetables. Candidates who have any questions about their timetable clashes should speak to the examinations team.
In order to resolve timetable clashes, candidates may be required to sit examinations back-to-back. Candidates will be allowed a maximum of a 20-minute break within the exam room between examinations but they must remain under exam conditions.
Candidates who have 2 or more examinations in one session and the examinations total length is longer than 3 hours can ask to move one of the examination papers to an earlier or later session. If the candidate wishes to do this, they must remain under centre supervision by a member of staff with no access to electronic devices or other candidates until all exams have been completed by the student on that day. Centre staff will not be able to coach students during this period.
In order to resolve timetable clashes that involve candidates who are undertaking 2 or more exams in an afternoon session or the total exam time for the day exceeds 5 and half hours may require one of the examinations to be completed the following morning (including Saturdays). Students and parents will be invited in for a meeting with centre staff to discuss the resolution of this clash. At all times the integrity of the exams is key. Candidates will not be allowed access to any electronic devices including mobile phones, televisions, and computers and will not be allowed to interact with any other candidates until the completion exam.



[bookmark: _Toc463797254][bookmark: _Toc209615583]Where you will take your exams
	For the majority of candidates at the centre the written examinations will take place in either the sports hall or the enterprise centre. When needed, other offices or classrooms will be used around the centre as and when required.
Candidates will be made aware of the rooms they will be taking their examinations in through their individual timetables. If candidates are still unsure as of the room they will be taking their examinations in, please contact the examination team.


[bookmark: _Toc463797255][bookmark: _Toc209615584]What time your exams will start and finish
	During the examination season there are two sessions throughout the day when exams will take place; the morning and afternoon.
Morning exams will begin at 9.00am.
Afternoon exams will begin at 1.30pm
Candidates must remain under centre supervision until 1 hour after the published start time or until the publish end time. 
E.g. if the examination only lasts 30 minutes in a morning session, the candidates must remain under centre supervision until 9.30am.
If candidates leave the room before the published end time or before one hour after the published start time and are not under centre supervision, the candidate will face malpractice proceeding which can result in loss of mark. disqualified from the examination and disqualification from any future examinations.


[bookmark: _Toc463797256][bookmark: _Toc209615585]Supervision during your exams
	Supervision of candidates during examinations will be done by a team of invigilators who have undertaken training and assessment in order to supervise candidates during their examinations. 
The majority of the team of invigilators will have been present during one or more of the trial examinations that have taken place during the academic year.
Invigilators must follow a strict set of rules and regulations that are created by JCQ and the awarding bodies in order to keep the security and integrity of each examination.
Subject teachers may not be present in the hall during the duration of the exam.
SLT may only be present in the exam hall at the start of the exam to identify candidates and instil discipline, check the correct question paper has been issued and commence the exam.
SLT may only re-enter the examination room if there are any issue which cannot be resolved by an invigilator e.g. disruption by a candidate.
The SLT member who enters the examination hall will be appointed by the Head of Centre.


[bookmark: _Toc463797257][bookmark: _Toc209615586]Exam room conditions
	There will be a booster session before each exam. From there candidates will be directed to their exam room.
JCQ exam posters will be displayed on the door as the candidates enter the exam room. Examples of these posters can be found at the back of this booklet in Appendix 7 and Appendix 8 with links to where they can be found online.
Candidates will be greeted at the door by an invigilator or a member of SLT, who will inform them that they are now under exam conditions as they walk through the door. Candidates as they enter the room will be asked to turn off all electrical equipment and remove all paper from their pockets. Candidates will be informed that there is now no communicating or disturbing of other candidates until they exit the exam room. Any candidates who attempt to communicate or disturb any candidates once they have entered the exam room must be reported to the relevant awarding body.
As the candidates begin to be seated, they will be informed they must not open the exam paper until they are told to do so. They will be informed they can complete the front cover with information it requires. Candidates must not open the exam paper until the examination begins, if they do they must be reported the relevant awarding body.
The projector at the front of the hall will show the date, subject title, awarding body, start and finishing times of each exam taking place at that time.
Before the start of the examination the Examinations Manager/ Invigilator will make the exam announcement stating the rules of the exam and explaining what is required of each student.
It is important that candidates do not open the question paper until they are instructed to do so. If the paper is opened before the instruction is given, it may result in loss of marks of disqualification.
It is important to note that candidates must be aware that any instructions given by the invigilator must be followed immediately. Failure to do so may result in loss of marks or disqualification.
Candidates may only leave their seat when instructed to do so. When leaving the examination room candidates must do so quietly without disturbing any candidates who may be still be sitting their examinations. Candidates must remain in silence until they leave the examination room and are clearly away from the exam room entrance. Any attempted communication while in the exam room will be reported to the exam board.



[bookmark: _Toc463797258][bookmark: _Toc209615587]Where you will sit in the exam room
	The exam room will be set out in rows and columns. The rows will be listed 1 to 17 and the columns A to M. The letter and numbers of each row and column will be clearly visible on the walls, adjacent to each row and column.
All desks will be facing towards the projector/screen or whiteboard. Seats and exam tables must not be moved unless instructed to do so by the invigilator.
For the majority of examinations, candidates will be allocated a seat for the duration of the examination season. It is very important that candidates check the seating plans for each exam as candidates must sit in the seat they have listed on the seating plan.
Seating plans can be found on exam board (T-junction), sports hall walland on the entrance to the exam room.
Each desk will also have a sticker on which lists the name of the candidate, exam number, form group and centre number.
Candidates must sit in their allocated seat. If candidates do not sit in their allocated seat, this will be classed as malpractice and reported to the exam board. A candidate may only move seats if instructed to do so by an invigilator.



[bookmark: _Toc463797259][bookmark: _Toc209615588]How your identity is confirmed in the exam room
	Each student will be allocated a desk and this will have the personal details of the candidate. This includes name of the candidate, exam number, form group and centre number.
Before each exam a member of SLT or head of year will be present on entry to check the candidates that are entering the exam room are correct.
Invigilators will also be provided with photos all students who should be present in the exam room.


[bookmark: _Toc463797260][bookmark: _Toc209615589]What equipment you need to bring to your exams
	Candidates will be asked to bring a black pen to their examinations. Equipment will be provided by the invigilators at the start of each exam according to what is listed on the front of the question paper.
Any equipment brought in by students will be checked by invigilators and can be replaced if the invigilator feels as though it is necessary (any instructions given by the invigilator must be followed immediately).


[bookmark: _Toc209615590]Using calculators
	For examinations a calculator is defined as any electronic device whose primary purpose to carry out mathematical calculations.
Each exam paper will state whether or not a calculator can be used for that exam.
Calculators will be supplied by the school.
It is the responsibility of each candidate to ensure the calculator is working correctly. If the candidate feels the calculator is not functioning a replacement can be provided by the invigilator.


[bookmark: _Toc463797261][bookmark: _Toc209615591]What you must not bring into the exam room
	Prior to the exams beginning candidates will be informed in an assembly what they can and cannot bring in to the examination room. During this assembly candidates will be made aware of the consequences if they bring any unauthorised material into their assessment/ examination.
The JCQ unauthorised item poster will be shown to students prior to the examinations beginning. This poster will also be displayed on the door of each examination room.
As part of the exam announcement candidates will be reminded of the items that they are permitted to have in the examination room.
If a candidate brings in to the exam room any unauthorised material it will be reported to the exam board as malpractice. This can result in a warning, loss of marks, disqualification from the paper and in the most severe cases disqualification from the any exams the exam board is running in that series.


[bookmark: _Toc463797262][bookmark: _Toc209615592]Food and drink in exam rooms
	Candidates will be allowed to bring a small bottle of water to their desk. The bottle of water must comply with JCQ rules and regulations. The bottle must be clear plastic with all labels removed and must only contain water.
Any bottles that do not comply with JCQ regulations will be removed by the invigilators.
Food will not be allowed in the exam hall. If a candidate requires food due to a medical issue; the medical note must be clearly visible to the invigilator on the desk.


[bookmark: _Toc463797263][bookmark: _Toc209615593]What you should wear for your exams
	The school dress code must be followed during the examination period.
Coats and baggy clothing are not permitted to be worn during examinations due to the potential for malpractice.


[bookmark: _Toc463797264][bookmark: _Toc209615594]Where your personal belongings will be stored during your exam
	Coats and bags are to be stored at the back of the exam room. If any electrical equipment is left in the bags or coats at the back of the room, it is the responsibility of the candidate to ensure it is turned off.
On each desk there will also be a clear envelope with the desk number on. Personal belongings can be placed in the bag and collected by the invigilator before the beginning of each exam and will be returned once questions papers have been collected. It is the responsibility of the candidate to ensure that any electronic devices handed in are switched off correctly.


[bookmark: _Toc463797265][bookmark: _Toc209615595]What to do if you arrive late for your exam
	If candidates are late for an exam, the candidates must first check the seating plan on the wall to ensure they are entering the correct examination room.
When entering the exam room, the candidates must enter in silence and remain in silence until they leave the room. Candidates will be reminded by an invigilator of the rules of the exam and what they can and cannot have on them while in the exam hall.
The new exam start time and end time will also be added to the candidate’s desk using a yellow sticker.
If students arrive late the exam, it will be reported to the exam board and could result in a loss of marks for the exam paper or disqualification from the exam.


[bookmark: _Toc463797266][bookmark: _Toc209615596]What to do if you are unwell on the day of your exam
	If a candidate feels unwell on the day of the exam it is important that the parent/carer report it to the school as soon as possible.
If a candidate attends the exam or begins to feel unwell, they must report this to an invigilator and the exam team. This may result in a change in exam seat or a change in exam room.
If an illness is reported for a candidate, the examinations manager can complete a special considerations form to the exam boards for this candidate. If a special considerations form is completed for a candidate, the candidate will be required to produce evidence of illness e.g a doctor’s note. The candidate may also be required to complete a statement as part of the application process.
Special considerations will be considered on a case by case basis by each awarding body.



[bookmark: _Toc463797267][bookmark: _Toc209615597]What happens if you have an unauthorised absence from your exam
	If the candidate has an unauthorised absence from the exam. This may result in the centre charging the candidate or parent/carer the entry fee for the cost of the examination.


[bookmark: _Toc463797268][bookmark: _Toc209615598]What happens in the event of an emergency in the exam room
	Candidates will be made aware of the emergency procedure for exams during an assembly prior to the exams and it will be included as part of the exam announcement.
If there is an emergency. Students must remain in their seats. Once an emergency event has been confirmed by the invigilators and SLT, candidates will be asked to close their papers and candidates will be asked to leave room through the fire exit at the front of the hall row by row leaving belongings in the hall.
Candidates will gather on the tennis court away from other students within the centre. Students will be asked to remain in their rows while gathered on the tennis court. Candidates will be reminded that they are still under exam conditions. Any breach of exam conditions will be reported to the exam board.
Once students are able to return to the exam room, they be reminded of the rules of the exam hall using the exam announcement and the start and end time will be amended.
Any emergencies that take place during an examination will be reported to the relevant awarding body.


[bookmark: _Toc463797269][bookmark: _Toc209615599]Candidates with access arrangements/reasonable adjustments
	Candidates with access arrangements will be in regular discussions with the SENCO before the start of the examination season. The SENCO will explain to them which access arrangements they will be allowed during the exam season. The SENCO will then inform the candidates and the examinations team of any access arrangements.
The needs of the candidate will determine where their examinations will take place. Some students will be placed into column A in the main hall. Other students with access arrangements will be seated in the Enterprise centre. Other rooms within the centre will be selected for candidates who require 1 to 1 access arrangements. 
Candidates with access arrangements will be identified on a seating plan which will be given to the invigilators at the beginning of each exam.



[bookmark: _Toc463797271][bookmark: _Toc209615600]Results
	Provisional examination results will be released to candidates on the 20th August 2026. These results may change if a review of marking is requested by the centre.
Candidates can collect their results between 10.00am and 12.00pm on the 20th August 2026.
Members of SLT will be available for candidates to speak with immediately after the release of their results.
Prior to collecting their results, candidates will be given an Examination Results Collection form. This form is to be completed by candidates who will not be collecting their results in person on results day. On this form they can request that their results are sent to them by email or they can name a parent/carer who will be collecting their results. The nominated parent/carer must bring with them proof of identification e.g. driving licence.
If results are not collected on results day, the results will be posted out to the home address listed on the school system.
Exam results are kept on the school system for a minimum of 9 years. After that point the candidates can be removed. Some candidates may have their exam results for a longer period of time.



[bookmark: _Toc463797272][bookmark: _Toc209615601]Post-results services
	After candidates have collected their results there are several services available to them including access to scripts, review of markings and appeals procedure. Requests for these services are made through the centre. Reviews of marking and appeals can only be requested by the centre.
After collection of the results, candidates will be given the opportunity to complete 2 forms known as review of marking and access to scripts. Candidate must complete these forms if they wish for the centre to access either of these services. Without this document being signed the centre will be unable to proceed with any of these post-results services.
The appeals procedure can be found on the school website if a candidate wishes to appeal against their results.


[bookmark: _Toc463797273][bookmark: _Toc209615602]Certificates
	All certificates of candidates’ results are usually delivered to the centre by the middle of November; once reviews of markings and appeals have been completed by the awarding bodies.
Letters will be sent out to each candidate’s home address that is listed on the centre’s system stating when and how they will be able to collect their certificates. As part of this letter, there will be a section where the candidate can nominate a person who can collect the certificates on their behalf. The nominated individual must bring photo identification along with the letter naming the individuals who is collecting on the candidate’s behalf.
Where possible candidates should collect their certificates in person.
Any unclaimed certificates will be kept at the centre for one year after the date listed on the certificate collection letter. After this date, certificates will be securely destroyed. The centre will keep a record of results and the exam board used but will no longer be able to obtain copies of certificates. Awarding bodies will need to be contacted by the candidate if they require copies of their certificates. There will be at a cost depending on the awarding bodies’ prices.


[bookmark: _Toc463797274][bookmark: _Toc209615603]Internal appeals procedure
	The centres internal appeal procedure can be found on the school website. This document states the steps candidates can take if they wish to dispute their results they have achieved.


[bookmark: _Toc209615604]Complaints policy
	The centres complaints procedure can be found on the school website. This document states the steps candidates can take if they wish to make a complaint to the centre.


[bookmark: _Toc463797275]


[bookmark: _Toc209615605]APPENDIX 1
[bookmark: _Toc463797278][bookmark: _Toc209615606]JCQ Information for candidates - coursework
You must read this information if you are undertaking qualifications that contain elements of coursework assessment.
Please use the following link to view all JCQ Information for candidates documents including the JCQ Information for candidates- written exams https://www.jcq.org.uk/exams-office/information-for-candidates-documents/
[image: ]




[bookmark: _Toc463797279][bookmark: _Toc209615607]APPENDIX 2
[bookmark: _Toc463797280][bookmark: _Toc209615608]JCQ Information for candidates – non-examination assessments
You must read this information if you are undertaking qualifications that contain components of non-examination assessment. 
Please use the following link to view all JCQ Information for candidates documents including the JCQ Information for candidates- written exams https://www.jcq.org.uk/exams-office/information-for-candidates-documents/
[image: ]

[bookmark: _Toc463797281][bookmark: _Toc209615609]APPENDIX 3
[bookmark: _Toc463797282][bookmark: _Toc209615610]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).
[bookmark: _Toc463797283]Please use the following link to view all JCQ Information for candidates documents including the JCQ Information for candidates- written exams https://www.jcq.org.uk/exams-office/information-for-candidates-documents/
[image: ]

[bookmark: _Toc209615611]APPENDIX 4
[bookmark: _Toc463797284][bookmark: _Toc209615612]JCQ Information for candidates – written exams
You must read this information before you take any externally assessed written exams. 
Please use the following link to view all JCQ Information for candidates documents including the JCQ Information for candidates- written exams https://www.jcq.org.uk/exams-office/information-for-candidates-documents/
[image: ]


 


[bookmark: _Toc463797285][bookmark: _Toc209615613]APPENDIX 5
[bookmark: _Toc463797288][bookmark: _Toc209615614]JCQ Information for candidates – social media
You must read this information to help you stay within examination/assessment regulations when using social media. Please use the following link to view all JCQ Information for candidates documents https://www.jcq.org.uk/exams-office/information-for-candidates-documents/ 
[image: ]


[bookmark: _Toc209615615]APPENDIX 6
[bookmark: _Toc209615616]JCQ Information for candidates - AI (Artificial Intelligence and assessments) 
You must read this information to help you stay within examination/assessment regulations when using artificial intelligence. This information explains: What is AI? What is an AI tool? When can I use AI? When can I not use an AI tool? If I’m allowed to use AI, how is this breaking the rules? How to make sure you don’t misuse AI. The document can be found online using the following link: https://www.jcq.org.uk/exams-office/malpractice/ You will need to scroll down the page to view the document below.
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[bookmark: _Toc463797289][bookmark: _Toc209615617]APPENDIX 7
[bookmark: _Toc463797290][bookmark: _Toc209615618]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.”
The unauthorised items poster can be used online using the following link: https://www.jcq.org.uk/exams-office/exam-room-posters/
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[bookmark: _Toc463797292][bookmark: _Toc209615620]JCQ Warning to candidates poster
This poster will be displayed outside each exam room. You must note all the warnings. If you wish to view this poster online, please use the following link: https://www.jcq.org.uk/exams-office/exam-room-posters/
[image: ]

[bookmark: _Toc209615621]APPENDIX 9
[bookmark: _Toc209615622]JCQ AI poster for students
This poster is a quick guide to help you to better understand the rules for use of AI in assessments. An example poster below. The poster can also be viewed online using the following link:  https://www.jcq.org.uk/wp-content/uploads/2024/02/JCQ-AI-poster-for-students-2.pdf
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[bookmark: _Hlk9276988][bookmark: _Hlk14270877]This template is provided for members of The Exams Office only and must not be shared beyond use in your centre 
CANDIDATE EXAM HANDBOOK TEMPLATE (2025/26)
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Information for candidates

While we like to share our
experiences online, when it
comes to exams and other
assessments, we have to be
careful.

- Sharing ideas online can be
helpful when you're studying
or revising

- However, sharing certain
information (see information
on the right) can break the rules
and could affect your results

- Ifyoure not sure what you can
and can't discuss online, check
with your teacher

-+ If you receive exam content
on social media, you must
tell your teacher

- Don't be caught out by
scammers selling fake.
exam papers

g
- Havetun

- Be responsivle
- Report any exam or assessment content you see to

g

Using social media and examinations/assessments

Things to do on social media:

your teacher

"2’ Things not to do on soctal 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 ks not your

Please
take the time to
familiarise yourself
with the ICQ rules:
jcq.org.uk/exams-office/
information-for-candi
dates-documents

Gwnindependent work

1£you do any of the above
activies, you may:

Recelve a written waring
Lose marks
B disqualifed from a part ofor allof your qualfications

Bo banned from taking exams and assessments or a
Rumbar ofyears
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When can | use AI?

+Yourteachers may use it n class when
teaching the course, but remermber

teaching in the classroom is not an exam!
+There are some assessments where you can use
Al-your teachers will tell you ifyou can or
cannot use an Al tool,

-Remenmber, the rules are different for different
assessments and subjects so always checkwith
yourteachers first!

~When an Al tool is allowed, you must
acknowledge* the Al took and the material

produced by the Al too that you have sed in
yourwork.IFyou do not acknowledge Al use, it
will be considered as cheating.

Information for candidates
Al (Artificial Intelligence and assessments)

What Is an Al tool?

Altook are applications, such as
ChatGPT, Snapchat My Al,Google.
and Google translate. There are many moret*

When can | not use an Al tool?
- Al took cannot be used in an exam
orany other assessment where exam

rules apply.

~This is what exam boards call Al misuse and
Isaform of cheating.

Acknowecgment -\When producing s iece fwor fou

use the same wording 253 published source, you must lace

quotaton marie around the passsge and sacs where i

‘o from T & known ssraferenting.You st make.

Sirathat you give et referances for everyhing nyour

Workwhichs ot inyour oa werds for example, ChotGRT

35 itpsopenaicom/bloglehatgpy) 2502025,

IF YOU USE AN AI TOOL, YOU CANNOT GET
MARKS FOR WHAT THE Al TOOL HAS.
PRODUCED, AS IT IS NOT YOUR OWN WORK

How to make sure you don’t misuse Al

DECLARE

-Remenmber tosign your declaration form when
handing in your work for final assessment.

~Your signature on the declaration form tells your
teacherand the exam board that you are saying
allthe workyou're handing in isyour own.

+Ifyou have used an Al tool,you must declare***
that you have used it before signing the
declaration form!

*Daclare -this means that when you subrmi your werk for
marking the awsrding body il normaly equie you o s

S authéntiaton statéemant confirming thatyou have ead
2 llowed the reguistons.

ACKNOWLEDGE

Ifyou are allowed to use an Al tool in your
assessment (remember to checkl), you must
dothe following:

reference the Al tool you have used

-give the date of when the Al tool generated the
content

-give details of how you used .

- save screenshots of what you have acked or
instructed the Al tool to do and what answer
the Al gave you, and include this with the
work submitted,

Check with
your teachers

ACKNOWLEDGE
and DECLARE
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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.

This postar must ba displayed in 2 prominant place outside each examination room.
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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
examination or 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.
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Q Al and Assessments

B3 A quick guide for students

How can Al be misused
in assessments?

Al stands for artificial
intelligance and using it s ik

having a computer that thinks Al misuse is when you take

something made using Al

also make things up and

ba biased

How do I mal
I don’t

Know the rules.

© Yourenot allowed to usa Al
to0ls when you're in an exam

© Yourteacherswil tailyou Fyoure
allowed to Use Al tools when
doing your coursework —the rules
willdepend on your qualification

o Evenifyoure allowed 1o use Al
to0ls you can't gt marks for
contant just produced by Al
your marks come from showing
Your own understanding and
producing your own work

se Al

What happens

Ifyou've misused Al, you
could lose your marks
for the assassment —you
could even ba disqualified
from tha subject.

DON'T RISK IT!

Altools lika ChatGPT or
Snapchat My Al can writs.
toxt, make art and create
music by learning from
data from the intamet,
but watch out - they can

Reference reforence reforoncel
Ifyou'ro allowed to uso Al tools,
You must reference thom clearly

© Name the Al tool you usad

‘Add the dateyou generated
the contant

o Explain how you ussd it

Sav screanshot of the.
questions you asked and
the answersyou got

REMEMBER

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

and say it's your own work.

THIS IS
CHEATING!

Declara s all your own
‘work - When you hand in your
assessment,you have tosign a
deckration. Anything without a
reforenca must ba allyour own
work If youve used an Al tool,
don'tsign the declaration unti
You's sure youve added all
The reforances





