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Exams Handbook for Year 11 Students
Seahaven Academy 2020 - 21

Year 11 is one of the most exciting as well as the most
complicated years at school. Itis the “stepping stone” onto
college, and the beginning of the next step in your future
leading on to your choice of employment or Higher
Education course. Itis primarily the year to become
organised and aware of what you need to do at each stage.
This guide is to help you plan your time in relation to the
GCSE exams and other formal exams you will be taking in
May and June.

When are my exams?

2020 has provided additional challenges to you with the Covid-19
global pandemic leading to school closures. Because of the disruption,
the exam timetables have been delayed.

The GCSE Summer 2021 series dates and timetables are to be
confirmed. Before the delay, it was expected to start on Friday 14"
May and run for 7 weeks through to the first week in July (not including
the half term holiday) but this is currently subject to change.

When we have the provisional timetables we will update this
handbook. In the spring term you will receive an entry statement which
will show all the exams and assessments you have been entered for.

When you receive your entry statement it is important that you check
it carefully since the statement shows your personal data such as full
name and date of birth which will be printed on your certificates. The
names used should be those as on your passport and/or birth
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certificate. If there are any mistakes in the personal data on your
statement of entry, please notify the exam office as soon as possible so
that this can be corrected.

Where are my exams held and where do | sit?

We anticipate that after the Easter holiday you will be given your
individual timetable, which shows each room for your exams and which
seat number you have been allocated. Desks will be labelled so that
you can check you are in the correct seat, which you will use
throughout the exam series (wherever possible). The labels will show
your name and candidate number.

Please make space by keeping your distance when entering and
exiting the exam room. Hand sanitiser will be available and some
invigilators may choose to wear face masks.

What do | bring with me to my exams?

Please bring your own stationery — black biros (including a spare one),
pencil, eraser, ruler and any maths or specialist equipment required in
a clear pencil case or transparent bag. If a calculator is allowed you
may bring this, but no calculator lids containing formulae. You will not
share equipment so please bring a spare pen(s).

You may bring a small bottle of water. The bottle must be clear and
have labels must be been removed. No food is allowed in an exam.

You MUST NOT talk or communicate with other candidates once you
are in the exam room.

You MUST NOT have a mobile phone, smart watch or MP3/4 players.
No potential technological/web enabled sources of information can be
on your person or in the exam room. If you have a mobile or any
potential technological/web enabled devise it must be turned off and
in your bag. Failure to observe this may result in DISQUALIFICATION
for your examination and your overall qualification.
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Clocks will be placed in the room and you should be able to see the
time during the exam. The start and end times will be shown on the
white board in the room. The Exam Invigilators are not allowed to tell
you what the time is, how much time has elapsed from the start of the
exam or the time remaining. It is up to you to organise and plan your
time efficiently.

What do we do at the end of an exam?

You remain in your seat until instructed when and how to hand in your
exam paper (script) and then leave the room. Exam conditions apply
until you have left the room and you should not communicate or talk
with anyone until you are completely clear of the exam room. Please
make space by keeping your distance.

Who is in charge of my exams?

Mrs Pringle, as the Head of this Exam Centre, has the final
responsibility for your exams, some of which is devolved to teaching
staff, the Exams Officer and the team of invigilators. In each exam you
will find some senior staff present at the start to ensure good
behaviour, and resolve any problems however caused. During the
course of the exam the room will contain a number of invigilators
whose job is to ensure that the exam is carried out following the rules
and regulations. Most importantly they may assist you with anything
they are permitted to do, so if you need assistance you should raise
your hand and wait for someone. They can supply additional paper,
stationery, or if you need to leave the room temporarily they will
escort you and return with you.

You MUST NOT leave the room unaccompanied during an exam,
otherwise you will not be permitted to return to finish the paper. If
you have a problem or a question about something please ask an
invigilator, but do remember that they are not permitted to give you
advice or answers about the exam paper.
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Results

For the main GCSE series in May and June, results are due to be
published on Thursday 25 August 2021 but maybe subject to change.
You will have the opportunity to collect your results in the morning, but
further details with the time of collection will follow nearer the time
due to the current Covid-19 pandemic.

If you are unable to attend yourself you may send a close family
member to collect them on your behalf, with a note agreeing to this
signed by yourself. Any uncollected results will be posted home to the
last known address, so please ensure we have your correct address.

GCSE and other certificates will be sent to the school in November,
and we organise a collection event of which details will follow.

The certificates are very costly to replace (at about £45 per awarding
body) so we prefer to hand them over in person, and advise you to
keep them safe as you may need to produce them when applying for a
course at University or for employment.

Whole School Timetable for GCSEs and other Public exams in 2021
Timetables are to be confirmed by the Awarding Bodies.

This will be updated when we have further information.
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Please take time to look at and understand
the important exam notices in the booklet.

They outline the rules and regulations that
you must adhere to throughout the exam
process. This is the Information for
Candidates as provided by the Joint
Qualifications Council; JCQ

https://www.jcg.org.uk/exams-
office/information-for-candidates-documents/
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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.

E0C0) 2020 — Efective from 1 Seplember 2020
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NO MOBILE PHONES
SMARTWATCHES

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.



JCQ

CIC
AQA City & Guilds CCEA OCR Pearson WIEC
Information for candidates for written examinations —
effective from 1 September 2020

This document has been written to help you. Read it carefully and follow the instructions.
If there is anything you do not understand, espedally which caloulator you may use, ask your teadcher.

A Regulations — Make sure yvou understand the rules
1 Be on tme for all your exams. TF vou are [ate, vour work might not be acceptad,
2 Do not become imvolved in any unfair or dishonest practice during the exam.
3 T you try 1o cheat, or break the rules in any way, you could be disqualiiied from all your subjeds.
4 Yoou must not take into the exam rooms
a riotes;
I:l% potential technological 'web enabled sounces of information such as an iPod, a mobile phone, 2 MP3/4 player or similar
device, a smarbwatch or a wrist watch which has a dats storage device.
Any pencil cases taken into the axam room must be see-through,
Remember: possession of unauthorised material is braal:mg the rules, even if you do not intend to use it and
you will be subject to penalty and possible disqualification.
5 If you wear a wrist watch the invigilator will ask you to remove it and place it on your gesk.
[ Dk ot LS comecting pens, fuid or tape, erasable pens, highbghters or gel pens in your answers.
7 Do not: talk o or try to communicate with, o disturb other candidates once the exam has started.
[ Yior Mist nat Wiite inappropiiate, obscene of oifensive material,
E] T you leave the exam room Unaccompanied by an invigilator before the exam has hinished, you will nat be allowed to retum.
i0 Dk not bormow anmythiing From another candidate during the exam.
B Information — Make sure you attend your exams and bring what you need
1 Kriow the dates and times of all vour exams. Arrive at lesst ten minutes before the stat of sach sxam.
2 If vou arrive lte for an exam, report to the invigilstor running the exam.
3 If wou arrive more then one hour after the published starting time for the: sxam, you may not be allowed to take it.
4 Oy take intD the ex=m room the pens, pendils, erasers and any other equipment which you need for the exam,
L Yo must wiite clearly and in Black ink. Colowred pendls or inks may only be used for diagrams, maps, charts, et unless the
instrucons printed on the front of the question paper state otherwise,
[H Calculators, dictionaries and computer spell-checkers
1 Yo may wse a caloulator unless are told othenwise,
2 T you use a caloulaton
u% miake sure it works properly; check that the batteries are working property;
b) dear amything stored in it
c} remove any parts such as cases, ids or covers which have printed instructions or formules:
d{ll do nat bring into the exam room any operating instuctions or prepared programs.
3 Dio ik Use & dichonary o computer spell checker unless you are told otherwise,
1] Instructicns during the exam
i Always listen to the invigilstor.  Always Follow their instmucbons.
2 Tell the invigilator at once if:
u% wou think you have not been given the right guestion paper or all of the materials listed on the front of the papar;
b) the question paper is incomplete or badly printed.
3 Read carehuly and follow the instrudions primted on the guestion paper and/or on the answer booklet.
4 When the invigilator =I5 you, Tl in all the details required on the front of the queston paper and/or the answer booklet
before vou start the exam. Make sure you fill thess details in on any sdditional answer sheets that you use,
5 Remember to write your answers within the designated sections of the answer bookdet.
[ Do your h weork on the proper exam stationery, Cross it through and hand it in with your answers,
r"ldk?;!a;l.meﬂ:l?:i.l add your Ed'fj;ﬁ dietails to any :D-:Ii'lj:-"ul dns::gshaels that you uss meF':Ju.gh ok,
E Advice and assistance
1 If on the day of the exam you fes that vour work may be afected by ill health or any other reason, tell the imigilstor,
2 Put up wour hand during the exam i
a) wou have a problem and are in doubt sbout what you should do;
b]  you do not fed well;
cl  wou meed more paper,
3 ¥ious st ruot ask for, and will not be given, any explanation of the questions.
F At the end of the exam
i T you have used more than one answer booldet andfor any supplementany answer sheets, place them in the CoMmect onder.
Place any loose additional answer sheets inside your answer bookdet,
Make sure you add your candidate details to any additional answer sheats that you use,
2 Do ot feave the exam room unil wld to do so by the invigileor,
3 Do miot takes from the exam room any stabonery,  This includes the question paper, answer bodcslets used or unused, rough

work or any other materials orovided for the exam.

Thisz information must be made available to all candidates in advance of their examination|s) for each sefies,

It may be provided electronically to candidates or in hard copy paper format.
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Information for candidates for on-screen tests —
effective from 1 September 2020

This document has bean written to help you. Read it carefully and follow the instructons.
If there is anything you do not understand, ask your teacher.

Regulations — Make sure you understand the mules

Be on time for your on-screen tests). IF you ane ke, your work might not be accepred.

Dio niot Become invalved in any unfair or dishonest practice during the on-screen test.

T wou 1y 1o cheat, or bregk the rules in any way, you could be disqualitied from all your subjects.

Only take into the exam room the materiak and equipmernt which are allowsd.

| | et Pt 2| 2

iou mst not take into the exam room:

a riohes;

b) potertial technological fweb enabled sounces of information such & an iPod, a mobile phone, & MP3/4 player or similar
devics, a smartaatch or a wrist watch which has a data storage devicz,

Unless you are told otherwiss, you must not have access to:

a) the intemet, e-mail, data stored on the hard drive, or portable storage media such as Aoppy disks, C0s and memory sticks;

b) pre-prepared templates,

Remember: possession of unauthorised material is breaking the rules, even if you do not intend to use it, and you

wiill be subject to penalty and possible disqualification.

I vou wear a wrist watch the invigilator will ask vou to remove it and place & on your desk,

Dio ot talke £0 or try to communicate with or disturb other candidates once the on-screen test has started,

I you leave the exam room unaccompanied by an invigilator before the on-sowen test has finished, you will not be allowed o
retum.

i ot bormow anvthing from another candidate during the on-screen test.

[nformation — Make sure you attend your on-soreen test and bring what vou nead

Kniow the date and time of your on-screen test(s). Amive & least ten minutes before the start of your on-screen test,

I vou arive late for an on-screen test, report to the invigilator unning the test.

I wou arrive more than one hour after the published starting time for the on-screen test, you may not be allowed to take it
¥our centre will INFONM you of any equIpMENt Whidh youU may need for the on-screen test,

Calculators, dictionaries and computer spell-chedkers

You May use a caculetor urless you are told otherwise,

[ o | 0 (N () (2 - V=1 = B 5

I you use a caloulator:

2) make sure it works propedy; check that the batteries are working propery;

I:I_? clear anything stored in ity

£} remove any parts such as cases, lids or covers which have printed instrudions or formulas;
dﬁ do not bring into the examination rosm any operating instrudions or prepared prograims.

[Cio niot Lse a dictionary or computer spell checker unless vou are told otherwisa,

[nstructions during the on-screen test

Always listen to the invigilator. Always Follow their instrudions.

= [=]

Tell the invigilator at once =

a) you have been entered for the wiong on-soeen test

b] the on-soreen test is in another candidate’s name;

£}  wou expenience system delays or any other IT imegularities.

You may be given a question paper or the instructions may be on-screen, In efther case, read carefully and Tollow the
instrudions.

Advice and assistance

If on the day of the on-screen test vou feel that your work may be affected by ill health or any other reason, tell the invigilator.

Putt up your hand during the on-soreen test 2
a) you have a problem with your computer and are in doubt about what you should do;
b} wyou do not feel wall.

¥ st not ask for, and will Not be given, any explanaion of he questons.

At the end of the on-screen test

Ensure that the software coses &t the end of the on-screen test,

fd| 2| = s

If wou are required to print off work outside the tme allowed for the on-screen test, ensure that vou collect your own work,
Yiors must niot shaine yoaur work with other candidates, Make sure that another candidate does not collect vour printout(s).

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

£ )

Do not take from the exam room any StEtonery.

This includes rough work, printouts or any other materials provided for the on-screen test,

This information must be made available to all candidates in advance of their on-screen test(s) for eadh series.
It may be provided electronically to candidates or in hard copy paper format.
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This notice has been produced on behalf of:
AQA, OCR, Pearson and WIEC

Information for candidates: non-examination assessments

This document tells you about some things that you must and must not do when you are
completing your work.

When you submit your work for marking, the awarding body will normally require you to
sign an authentication statement confirming that you have read and followed the
regulations.

1f there is anything that you do not understand, you must ask your teacher,

Preparing your work — good practice

If you receive help and guidance from someone other than your teacher, you must tell your teacher
whao will then record the nature of the assistance given Lo yoLu.

1f you worked as part of a group on an assignment, for example undertaking field reseanch, youw must
each write up your own account of the assignment. Even if the data you have is the same, you must
describe in your own words how that data was obtained and you must independently draw your
own conclusions from the data.

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

Take care of your work and keep it safe. Do not leave it ing around where your clasemates can find it
or share It with anyone, including posting it on social media. You must always keep your work secure
and confidential whilst you are preparing ity do not share it with your dassmates. If it is stored on the
computer network, keep your password secure, Collect all copies fram the printer and destroy those
wou do not nesd.

Do not be tempted to use pre-prepared on-ling solutions — this is cheating.  Electronic tools used by
awarding bodies can detect this sort of copying.

You must not write Inappropriate, offensive or obscane material.



Research and using references

In some subjects you will have an opportunity to do some independent ressarch into a topic.,
The research you do may invalve looking for information in published sources such as textbooks,
encyclopedias, journals, TV, radio and on the internet.

Using information from published sources (induding the internet) as the basis for your assignment is a
good way bo demonstrate your knowledge and understanding of a subject. You must take care how
you use this material though - you cannot copy it and daim it 25 your own work.

The regulations state that:
“the work which you submit for assessment must be your own';
“you must not copy from someonea alse or allow another candidate to copy from you'.

When producing a piece of work, if you use the same wording as a published source you must place
quotation marks arcund the passage and state where & came from. This is called “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 prinbed book or journal should show the name of the author, the year
of publication and the page number, for example: Morrison, 2000, p29.

For material taken from the intemet, your reference should show the date when the material was
downloaded and must show the precise web page, not the search engine usad to locate it. This can be
copied from the address line. For example: qtp:/Swew.geocases 2 oo, uk/rural L htm downboaded 5
February 2021,

You may be required to include a bibliography at the end of your piece of written work. Your teacher
will tell you whether a bibliography 5 necessary. Where required, your bibliography must list the full
details of publications you have used in your research, even where these are not directly referred ko,
for example: Curran, 1. Mass Magis and Sociely (Hodder Arnold, 2005).

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

Plagiarism

Plagiarisrn imvolves taking someone else’s words, thoughts or ideas and trying to pass them off as your
own. It is a form of cheating which is taken very seriously.

Do mot think you will not be cawght; 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 are very familiar with work on the topic
concerned — they may have read or spen 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 orginal sources and to detect changes in the grammar and style of writing or
punctuation.



Penalties for breaking the regulations

If it is discovered that you have broken the regulations, ane of the following penalties will be applied:

=  the piece of work will be awarded 2ero marks;

=  you will be disqualified from that component for the examination series in question;

=  wou will be disqualified from the whole subject for that examination series;

= wou will be disgualified from all subjects and barred from entering again for a period of time.

The awarding body will decide which penalty is appropriate.

REMEMBER — IT'S YOUR QUALIFICATION SO IT NEEDS TO BE YOUR OWN WORK

EIC0) 2030 — Efective from 1 Seplemiber 2000
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Information for candidates
Using social media and examinations/assessments
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This document has been written to help you stay
within examination regulations.

Please read it carefully.

We all like to share our experiences when taking examinations. However, it
is important to consider what you say and to think about what information is
being shared.

Sharing ideas with others online could be helpful when you're studying or revising.

However, there are limits to the amount of information you can share and you need
to be careful not to break the rules. We'd like to ask you to act responsibly when
discussing online. If you're in doubt about what you can and can't discuss online
regarding your exams, it's always best to check with your teacher.

If you receive what is or what looks to be assessment related information through
social media, or any other means, you must tell your teacher or another member
of staff. You must show them what you have received (if available). They will then
report the matter to the awarding body and it will be investigated.

Where candidates breach the rules for examinations, controlled assessments,
coursework or non-examination assessments, awarding bodies have an obligation to
investigate and may apply penalties.
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You need to know that the following would be 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 schoolf/college about exam information being
shared.

Penalties that awarding bodies apply include:

a written warning;

the loss of marks for a section, component or unit;
disqualification from a unit, all units or gualifications; or

a ban from taking assessments or exams for a set period of time.

Please take the time to familiarise yourself with the JCQ rules:
http://www_jco.org.uk/exams-officefinformation-for-candidates-documents
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