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Guildford County School hopes that you will be successful in your examinations.  So that all 
examinations can run as smoothly as possible, there are a number of rules and regulations that 
you must be aware of. 
 

The following information is important.  It is essential that you read this notice carefully.   

 
Please abide by any ‘Silence’ and ‘Examination in Progress’ signs on doors during the 
examination period.  
 

Absence from Examinations: 
You must attend all examinations to which you are allocated on your Individual Candidate 
Timetable, whether written, aural of oral. Misreading the timetable will not be accepted as a 
satisfactory explanation for absence.  Candidates will be invoiced for failing to attend an 
examination that has been paid for by the School unless medical evidence can be provided for 
absence. Please note that the fee charged varies for each exam but in all instances will be no less 
than £25.00 per examination. 

If you are absent from an examination due to illness, the School must be notified as soon as 
possible on (01483 504089) and a medical certificate must be produced to the Examinations 
Office within three days of the examination. 

 
Candidate Number: 

Your candidate number is a four-digit number – there will be a card on your desk with your name, 
Examination Centre number and your candidate number. This will indicate that desk as yours 
although you will normally be lined up in numerical or set order. 
 

Cheating: 
Candidates caught cheating in examinations, including being in possession of a mobile telephone, 
using unauthorised aids, copying from and communicating with other candidates, will be reported 
to the awarding bodies.  Penalties include disqualification from all examinations for up to five 
years.   
 

Clashes: 
You may have an examination clash involving different subjects. If so, this would have already 
been identified to you and will be reflected on your Individual Candidate Timetable.    
 

Conduct in the Examination Room: 
You must be silent in the examination room, including the times when you come in and go out.  
Once you have entered an examination room, you are not allowed to leave unescorted until the 
end of the examination, and only then when you are given permission to do so.  Should you require 
any assistance, please raise your hand clearly and wait for an invigilator to come to you. If you 
think there may be an error on the exam paper, please raise your hand and bring this to the 
attention of the invigilator immediately. Please do not write on your examination desk:  this 
constitutes vandalism and you will be charged for the removal of any graffiti. 
 

End of the Examination: 
You may not take any examination materials (additional paper, answer booklets, question papers, 
etc.) from any examination room.  Upon dismissal, absolute silence must be maintained until you are 
outside the building – remember that other examinations may be continuing as you leave. 
 

Equipment: 
You must provide all your own equipment; borrowing from other candidates is not allowed. 

You should use black ball point pen for all papers, since this reproduces well:  remember that 
some awarding bodies scan all scripts so that they can be marked on-line, and that all offer 
photocopies of scripts to candidates after the marking has taken place.  For diagrams, use an HB 
pencil and a ruler.  It is also advisable to bring spares. If you are allowed the use of a calculator, 
please ensure this is wiped of any saved formulas before the exam; this exam will be subject to 
random checks of this during the exam.          

 
Handwriting: 
 All students are reminded to ensure their handwriting is legible. 



 
 
 
 
Mobile Telephones, Mp3 Players/IPods and Electronic Organisers: 

Mobile telephones, Mp3’s, iPods, i-watches and i-rings or any other electronic means of 
communication or electronic organisers are not allowed in any examination. The school and 
awarding bodies’ regulations forbid you to bring in any of these devices into any examination 
room, so you are strongly advised not to bring such devices with you on examination days.  
 

If a mobile telephone or any of the afore mentioned electronic devices above are found in your 
possession in an examination, the device – even if it is turned off – will be taken from you and a 
report made automatically to the appropriate awarding body.  The awarding bodies now operate a 
no-tolerance policy on all candidates discovered to be in infringement of the regulations and have 
advised the school that students discovered to have a communications device with them during 

an examination face disqualification from the subject concerned.   

 
 
Prohibited Material: 

The following items must not be brought into any examination room: 
bags,  
books (unless set texts for specific examinations), notes, letters, diaries or other printed 
material; 
lids for calculators or calculator instruction books; 
mobile telephones, or other communication devices; 
non clear pencil cases (use a transparent plastic bag  or clear pencil case as a substitute); 
iPods/ Mp3’s/i-Ring/i-Watch 
Any type of watch (digital or analogue) 
Water bottle – Only clear water bottles with no label will be permitted into the exam. 

 
Registration: 

GCSE candidates will need to arrive at 8.20am to give time to register You should be registered 
and ready to enter the examination room at least 20 minutes before the start of an examination.   
 

Times: 
Unless otherwise stated, all examinations at this school commence at 8.45 a.m. (morning papers) 
and 2.10 p.m. (afternoon papers).   
 

Timetables: 
Please check your personal timetable carefully.  If there are any errors (e.g. name, date of birth,  
examination entry), please notify Mrs Roberts in the Examinations Office at Guildford County 
School immediately.  Dates are given on the timetable(s) issued to you.  Check carefully to see if 
the examination is in the morning or the afternoon – extra time will not be permitted if you misread 
the timetable.   

 
Word of Advice 

Especially on hot days in the past, some students have become dehydrated and have been unable 
to complete their papers.  To avoid this problem, clear bottles of water are permitted to be taken 
into the Examination Room. 
  

Emergency Procedures 
If there is the need for an emergency evacuation of the exam room during an examination please 
apply the following: 

 When the alarm sounds please put your pen down and await further instruction from the 
invigilator. 

 Please leave your paper and remain in silence if it is necessary to be escorted from the 
exam room. You will still be under exam conditions and may not attempt to communicate 
with fellow students. 

 Once it is safe to return you will be escorted back to your desk to complete your paper. 
The duration time of the evacuation will be added to the remaining length of your exam. 

 

 



 
   

AQA  City & Guilds  CCEA  OCR  Pearson  WJEC  
  

 

 NO iPODs, MOBILE PHONES     

MP3/4 PLAYERS  

SMARTWATCHES 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.  
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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.aqa.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  https://www.ocr.org.uk/about/our-policies/website-policies/privacy-policy/   

Pearson    https://qualifications.pearson.com/en/about-us/qualification-brands/gdpr.html  
  
WJEC  https://www.wjec.co.uk/about-us/data-protection/WJEC%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-jcq-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).  

  

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 (eg 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 to 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 holds. Those 

rights are:  
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• Access – you are entitled to ask each awarding body about the information it holds about you.  

• Rectification – you are entitled to ask each awarding body to correct any errors in the information that it 

holds about you.  

• Erasure – in certain circumstances you are entitled to ask each awarding body to erase the information about 

you that it holds.  

• 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.  

• 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 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.jcq.org.uk/contact-us/contact-details-for-jcq-and-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 assessment 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.  
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This notice has been produced on behalf of:  
  

AQA, City & Guilds, CCEA, OCR, Pearson and WJEC  
  

Information for candidates – coursework assessments  
  

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

  

When you submit any coursework for marking, you will be asked to sign an authentication statement 

confirming that you have read and followed these regulations.  
  

If there is anything that you do not understand, you must ask your teacher.  

  

Coursework provides you with an opportunity to do some independent research into a topic.  The research you do 

will involve looking for information in published sources such as textbooks, encyclopedias, journals, TV, radio and 

on the internet.  

  

Using information from published sources (including the internet) as the basis for your coursework 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.  

  

The regulations state that:  

“the work which you submit for assessment must be your own”;  

“you must not copy from someone else or allow another candidate to copy from you”.  

  

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 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  

printed book or journal should show the name of the author, the year of publication and the page number, for 

example: (Morrison, 2000, pg.29).  

  

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://www.bbc.co.uk/schools/16/sosteacher/history/49766.shtml), downloaded 5 February 2019.  

  

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 or ideas of others and do not show your sources in references and a 

bibliography, this will be considered as cheating.  

  1  

  

Preparing your coursework – good practice  

  

If you receive help and guidance from someone other than your teacher, you must tell your teacher who will then 

record the nature of the assistance given to you.  
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Your parent/carer may provide you with access to resource materials and discuss your coursework with you.  

However, they must not give you direct advice on what should and should not be included.  

  

If you worked as part of a group on an assignment, you must each write up your own account of the assignment.  

Even if the data you have is the same, the description of how that data was obtained and the conclusions you draw 

from it should be in your own words.  

  

You must 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.  Don’t leave it lying around where your classmates can find it.  You must 

always keep your coursework secure and confidential whilst you are preparing it; do not share it with your 

classmates.  If it is stored on the computer network, keep your password secure. Collect all copies from the printer 

and destroy those you do not need.  

  

Don’t be tempted to use pre-prepared on-line solutions — this is cheating.  Electronic tools used by awarding bodies 

can detect this sort of copying.  

You must not write inappropriate, offensive or obscene material.  

  

Plagiarism  

  

Plagiarism involves 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.  

  

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 are very familiar with work on the topic concerned — 

they may have read the source you are using (or even marked the essay 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.  

  

Penalties for breaking the regulations  

  

If your work is submitted and it is discovered that you have broken the regulations, one of the following penalties 

will be applied:  

 the piece of work will be awarded zero marks;  

 you will be disqualified from that unit for that examination series;  

 you will be disqualified from the whole subject for that examination series;  you will be disqualified 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  
  
©2019 – Effective from 1 September 2019  



 



 
 
 
 

Dear /Student/Parent/Carer, 
 
  
Summer 2020 Exam Contingency Day- Wednesday 24th June 
 
 
During this spring term, students will receive their Individual Examination 
Timetable, which will highlight when their final exam will take place. The 
summer written exam period will run from Monday 13 May to Tuesday 24 
June 2020.  
 
For the Summer 2020 exam series however, a “contingency” exam day 
has been arranged by the examination awarding bodies which all 
students need to be aware of. This contingency day for GCSE and/or A 
Level (or equivalent) examinations has been put in place “in the event of 
widespread, sustained national or local disruption to examinations during 
the June 2020 examination series.”  
 
The decision comes following recent tragic events, namely the 
Manchester attacks and the Grenfell Tower fire. The Joint Council for 
Qualifications have decided that they need the option to postpone an 
exam in the event of an incident and rearrange for a later date to allow all 
students a fair and equal chance. 
 
The date that has been set aside as the contingency day is Wednesday 
24th June 2020. This means that all exam candidates must be 
available to sit exams from the date of their first exam until 
Wednesday 24th June 2020.  
 
This decision is not a school decision, and does apply to all candidates in 
all schools.  
 
Please can all students/parents/carers make a note of the new 
contingency exam date in the event that an awarding body needs to 
invoke its contingency plan. 
 
 
Yours faithfully, 
 
 
 
Mrs S D Roberts 
Examinations and Data Officer 

 


