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INTRODUCTION

Our student essential guide is given to students to support
them during their examinations.

We know that the exams can be stressful and students will be
worried about doing their best. This guide helps students in
understanding the exams process from start to finish. In this
guide students will receive guidance on what they will receive
before their exams, as well as important information about the
exam rules and conditions themselves.

At Pudsey Grammar School we host exams for the exam boards
and the rules for examinations are set externally. It is important
that students know what these rules are, and the guide
provides that information. We use our trial examinations in
school to help students to prepare for these expectations and
we are always happy to answer any questions or discuss the
rules with students to ensure that they get it right.

We please ask that students read this guide in its entirety and
keep a copy at home to show parents/carers throughout the
exam season.

Mr Bassett

Assistant Headteacher Student Achievement



BEFORE EXAMINATIONS

Statement Of Entry

Before you sit your exams, entries will be submitted to the exam
boards and you will receive a Statement of Entry showing the
exams you have been entered for.

It is your responsibility to check your Statement of Entry
carefully.

If you have any questions or concerns about your exam entries
or if any of the personal information is incorrect, you must speak
to you to your subject teacher and the Exams Officer
immediately.

Examination Boards

Pudsey Grammar School uses the following exam boards:

e AQA

e Pearson Edexcel
e OCR

e WIEC

Candidate Number

Each student has a four digit candidate number. This is the
number you will write on all your examination papers.

This number does not change, it remains the same whilst you
are at school. '

You are expected to know your candidate number.

Exam Timetables

You will be provided with exam timetables prior to your exams.

" You need to familiarise yourself with the dates, times and
location of your exams.



DURING EXAMINATIONS

Examination Reagulations

A copy of the important notices issued by JCQ for the exam
boards are included within this booklet:

e JCQ Onyourexam day

e Information For Candidates using social media and
examinations/assessments

e JCQ Al and Assessments quick guide

¢ Warning to candidates

e No Mobile phones/watches

e Information for Candidates Written examinations

e Information for Candidates Coursework assessments

e Information for Candidates Non-examination assessments

e Information for Candidates On Screen tests

e [Information for Candidates — Information about you and
how we use it

You must read these carefully and familiarise yourself with the
notices.

As a school, we must report any breaches in these regulations to
the exam board.

ATTENDANCE AT EXAMINATIONS

You are responsible for checking your own timetable and

arriving at school on the correct day and time, properly dressed
in school uniform (unless in Sixth Form).

All morning exams start promptly at 9am, You must arrive in
plenty of time to be seated and ready to start the exam.

All afternoon exams start promptly at 1om, you must arrive in
plenty of time to be seated and ready to start the exam.

Pre-exam sessions will be available and you will be made aware
of these separately.

No watch of any kind can be worn in the exam room.



Once you have finished your exam paper you cannot |leave the
room early and must stay for the full duration of the exam and
remain in exam conditions.

This time is an opportunity for you to check your work.

You will be asked to check your name and candidate hnumber
are on your exam papers ahead of the invigilators collecting
these in at the end of the exam.

During this time, you will remain under exam conditions.

Once dismissed from the room, you must leave in silence.

There may still be people with extra time working in the room,
so you need to be considerate of this when outside the
examination room and to move away from the area.

Fire Alarm

If the fire alarm sounds, you must remain in silence, leave your
paper on the desk and follow the instructions of the invigilator.

You will be dismissed row by row in silence and taken to a
designated assembly point.

You Must NOT attempt to communicate with anyone else
during the fire evacuation.

When it is safe to re-enter the building, you will be given the full
time remaining on your examination.

Invigilators

We have a team of invigilators employed by school who ensure
examinations are conducted following the strict rules as
regulations set out by JCQ awarding bodies. '

Invigilators are there to help you with any issues that may arise
in the exam room and are there to facilitate any agreed access
arrangements.



The following pages within this booklet have full information for

candidates regarding policies, unauthorised items and general
information.

Please read the following information and familiarise yourself
with it prior to exams taking place.



| }CQ_

- Onyour exam day

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.

What you cannot take into your exams:

any type of phone

revision notes

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

smart devices (e.g. Airbuds, smart
glasses or tablets)

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 exarns

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.jcg.org.uk/exams-office/information-for-candidates-documents
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[&®] Al and Assessments
3 A quick guide for students

i 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
9 Yourenot allov,vec.l to use Al you must reference them clearly assessment, you have to sign a
toilswinen; you re i an exam declaration. Anything without a

’ : Name the Al tool you used
o Your teachers will tell you if you're © v reference must be all your own

allowed to use Al tools when o 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
o 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!

© 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



Warning to candidates JCQ
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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 hot 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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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 poster must be displaved in a prominent place outside each examination room,
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B. Information - Make sure you attend your exams and

bring what you need

1 Know the dates and times of all your exams. Arrive at least ten
minutes before the start of each exam.

2 If you arrive late for an exam, report to the invigilator running
the exam.

3 If you arrive more than one hour after the published starting time
- for the exam, you may not be allowed to take it.

4 Only take into the exam room the pens, pencils, erasers and any
other permitted equipment needed for the exam.

5 You must write clearly and in black ink. Coloured pencils or
inks may be used only for diagrams, maps, charts, etc, unless
the instructions printed on the front of the question paper
state otherwise.



D. Instructions during the exam

Always listen to the invigilator. Always follow their instructions.
Tell the invigilator at once if:

(a) you 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).

Read carefully and follow the instructions printed on the question
paper and/or on the answer booklet.

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

Remember to write your answers within the designated sections of
the answer booklet.

Do your rough work on the proper exam stationery. Cross it
through and hand it in with your answers.

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



F. At the end of the exam

1 If you have used more than one answer booklet and/or any
supplementary answer sheets, place them in the correct order.

Place any loose additional answer sheets inside your answer
booklet. Make sure you add your candidate details to any additional
answer sheets that you use. For CCEA examinations, any loose
additional answer sheets should be placed behind your script.

2 Do not leave the exam room until told to do so by the invigilator.

3 Do not take any stationery from the exam room. This includes the
question paper, answer booklets (used or unused), rough work or
any other materials provided for the exam.

© JCQ 2025 - Effective from 1 September 2025
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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 question(s) and computer-generated
content for reference and authentication purboses 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
Al-generated content and how it has been used.

You may be required to produce a bibliography at the end of your
work. This must list the full details of publications you have used

in your research, even where these are not directly referred to. For
example: Curran, J. Mass Media and Society (Hodder Arnold, 2005).

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

Al-produced material. Plagiarism is a form of cheating which is taken
very seriously.

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

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

» Markers are highly experienced subject specialists who will be
familiar with work on the topic concerned. They may

have read the source you are using or even marked the work
you have copied from.

* Internet search engines and specialised computer software
can be used to match phrases or pieces of text with original
sources. They can detect changes in the grammar and style of
writing or punctuation.
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Research and using references

In some subjects you will have an opportunity to do some
independent research into a topic.

The research you do may involve looking for information in published
sources, such as textbooks, encyclopedias, journals, TV, radio and on
the internet.

You can demonstrate your knowledge and understanding of a subject
by using information from sources, or generated from sources, which
may include the internet and Al. Remember, though, information from
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
work.

Using information from published sources (including.the internet)

as the basis for your assignment is a good way to demonstrate your
knowledge and understanding of a subject. You must take care how
you use this material though - you cannot copy it and claim it as your
own work. '

Th@ fegul.eaatiﬁns state that:

"the Wo*rk Whi{‘:h y‘m‘u submi‘t for assessment must be your own’;
yc:u mrust not copy from someone else or allow aﬂother o
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When producing a piece of work, if you use the same wording as

a published source, you must place quotation marks around the
passage and state where it came from. This is known as referencing.
You must make sure that you give detailed references for everything
in your work which is not in your own words. A reference from a
printed book or journal should show the name of the author, the year
of publication and the page number. For example: Morrison, 2000,
pP29.

For material taken from the internet, your reference should show

the date when the material was downloaded and must show the
precise web page, not the search engine used to locate it. This can
be copied from the address line. For example: http:/news.bbc.co.uk/
onthisday/hi/dates/stories/october/28/newsid_2621000/2621915.stm,
downloaded 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 3.5 (https://openai.com/blog/chatgpt/), 25/01/2026. You
should also reference the sources used by the Al tool in generating
the content.



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

Al-produced material. Plagiarism is a form of cheating which is taken .
very seriously.

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

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

e Markers are highly experienced subject specialists who will be
very familiar with work on the topic concerned. They may

have read the source you are using or even marked the work
you have copied from.

* Internet search engines and specialised computer software
can be used to match phrases or pieces of text with original
sources and to detect changes in the grammar and style of
writing or punctuation. '
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B. Information - Make sure you attend your on-screen test

and bring what you need

1 Know the date and time of your on-screen test(s). Arrive at least
ten minutes before the start of your on-screen test.

2 If you arrive late for an on-screen test, report to the invigilator
running the test.

3 If you arrive more than one hour after the published starting time
for the on-screen test, you may not be allowed to take it.

4 Your centre will inform you of any equipment which you may need
for the on-screen test.



D. Instructions during the on-screen test

1 Always listen to the invigilator. Always follow their instructions.
2 Tell the invigilator at once if:
(a) you have been entered for the wrong on-screen test;
(b) the on-screen test is in another candidate’s name;
(©) you experience system delays or any other IT issues;

(d) your access to the on-screen test has not been set
up correctly;

(e) adjustments to the on-screen test have not been made for
you, e.g. additional time has not been added, computer

reading software or speech recognition software has not
been uploaded.

3 You may be given a question paper or the instructions may be on
screen. In either case, read carefully and follow the instructions. Do

not open the guestion paper until you are told that the exam
has begun.



F. At the end of the on-screen test

1 Ensure that the software closes at the end of the on-screen test.

2 If you are required to print off work outside the time allowed for
the on-screen test, ensure that you collect your own work. You
must not share your work with other candidates. Make sure that
another candidate does not collect your printout(s).

3 Do not leave the exam room until told to do so by the invigilator.

4 Do not take any stationery from the exam room. This includes
rough work, printouts or any other materials provided for the
on-screen test.

©® JCQ 2025 - Effective from 1 September 2025
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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 of 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 http://ccea.org.uk/legal/privacy policy

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

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

OCR hitps://www.ocr.org.uk/about/our-policies/website-policies/ privacy-policy/

Pearson - hitps://qualifications.pearson.com/en/about-us/qualification-brands/gdpr.html
WIEC https://www.wiec.co.uk/about-us/data-protection/WIEC%20Privacy % 20Notice. pdf

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:  www.jcq.org.uk/contact-us/contact-details-for-jcg-and-members.

Information about you and from where it is obtained

Each awarding body whose qualifications you enter will need to use a variety of information about
you. This includes obvious identification details such as your name, address, date of birth and your
school or examination centre. It also includes information about your gender, race and health, where
appropriate. This information is provided by you or your parents/guardians and/or by your school or
examination centre.

Each awarding body will create certain information about you such as a candidate number,
examination results and certificates.

You will find further information about this in the awarding bodies’ full Privacy Notice (see links
above) or by contacting the 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 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:
www.jcg.org.uk/contact-us/contact-details-for-jcg-and-membetrs.

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 assessment themselves, including the rules about assessments, can be found on
the JCQ Exams Office pages (www.jcg.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.




