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INTRODUCTION 
 

Following the impact of the Covid-19 pandemic, the UK government decided that the Summer 
2021 examination series will not go ahead as planned. Instead, teachers will determine grades, 
based upon a range of evidence verified by the school or college. These results will then be 
reviewed by the exam boards who designed each course, before awarding the final grades 
which reflect performance on content you have been taught, and allow you to confidently 
progress to the next stage of your education or into employment.  

 

This handbook provides an overview of the most important information that you and your 
parents need to know about how grades will be awarded this summer.  

 

 

The school examination webpages are updated regularly and include examination guidance, 
performance, results, timetables and copies of relevant school policy documents. Parents and 

candidates are encouraged to use the website to keep themselves well informed. An electronic 
copy of this handbook is also available online 

https://www.calday.co.uk/page/?title=Examination+Policies&pid=255 

 

This document should be read in in conjunction with the school’s Examination and Assessment 
Policy and for 2021, the Centre Policy and JCQ Guidance to students and parents which are 

available on the school website. 

The Examinations Office 

Email: examsinbox@calday.co.uk  

https://www.calday.co.uk/page/?title=Examination+Policies&pid=255
mailto:examsinbox@calday.co.uk
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WHO IS RESPONSIBLE FOR THE EXAMINATIONS? 
 

The school’s Examinations Officer and the Director of Achievement are responsible for 
administering all public examination arrangements and for oversight of candidates during 
examinations, under direct responsibility from the Head of Centre, the Head Teacher. 

There is a team of adult invigilators who will be present during the examinations at all times and 
who are supervised by the Examinations Officer. 

The Awarding Bodies or Examination Boards set down strict criteria which must be followed for 
the conduct of examinations, and the school is required to follow them precisely. 

 

WHO IS ENTERED FOR PUBLIC EXAMINATIONS? 
 

It is school policy to enter every student who is being taught a subject, for the most appropriate 
level of Examination. Only by exception after consultation with parents, and with the written 
consent of the Senior Leadership Team, will students not be entered. 

 

COURSEWORK / NON-EXAMINATION ASSESSMENTS  
 

Some subjects have an element of coursework or non-examination assessment included in them. 
Such work may be used towards the range of evidence in determining your centre assessed 
grade, even if this has not been fully completed. 

Students must read the relevant JCQ Notices to Candidates (coursework, non-examination 
assessments), which are included in the appendices of this handbook, along with A Student’s 
Guide to Malpractice. 

 

WHAT INFORMATION WILL STUDENTS RECEIVE ABOUT THEIR EXAMINATION 

ENTRIES? 
 

Examination entries must be made in a candidate’s legal name, which must also be the name 
written on all examination scripts and assessments. This is so that the name can be verified by 
suitable identification, such as birth certificate, passport etc. When the entries have been made 
on the schools computer system, students will be given a Statement of Entry, normally in 
January, detailing the subjects and tiers for which they have been entered. It also shows the 
personal details we have on the computer system. Students are responsible for checking all 
details on this document, both personal e.g. spelling of name, date of birth etc. and details 
relating to examination entries. If there are any errors you must inform the Examination Office 
immediately so that any amendments can be made before sending to the Examination Boards.  

The Statement of Entry serves three purposes: 

1. To check all entries that have been made are correct. 

2. To check all personal details are correct. 

3. To inform parents that they undertake to pay the entry fees should their son/daughter 
fail to take the examination without good reason. 

Statements of Entry should be kept safely by the candidate, as they are evidence that an entry 
has been made. They should retained by the candidate as an additional check on papers entered, 
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tiers of entry, candidate number etc. but not written on. Sometimes candidates will receive 
updated statements if entries made for them change. 

Examination entries can also be viewed on Edulink, in the examinations section. 

 

 

KEY DATES IN THE 2021 ASSESSMENT CALENDAR 
 
 

January Announcement of cancellation of examinations 
School closed 

February Examination entries made 
Ofqual consultation & outcome 
School closed 

March School return - Statements of Entry issued 
JCQ guidance published for schools and students 
School assessment timeline published 

April In class assessments & examinations take place 

May In class assessments & examinations take place 

June Centre assessed grades are determined 
Internal & external quality assurance takes place 

July School holidays commence 

August Results released 
10th August A Level 
12th August GCSEs 
Appeals 

September Appeals 

October  

November  

December Issue of certificates 
 

CENTRE ASSESSED GRADES 2021 – KEY INFORMATION 
 
Students and parents must read the following key document from the JCQ: 
 
 ‘Guidance for students, parents and guardians: GCSEs and AS/A Levels in England, Summer 
2021’ 
 
You will be asked to complete an online form, confirming that you have read and understood 
this information, this form also gives you an opportunity to ask any further questions about 
the process. 
 
In addition, the following school policies for Summer 2021 are available on the school webpage, 
and should also be read in conjunction with the above JCQ guidance. 
 

 School’s ‘Centre Policy’ for awarding GCSE and A Level Grades Summer 2021 

 ‘Examinations and Assessment Policy’ which continues to apply where relevant 
 
Note that in some information from JCQ or Ofqual, Centre Assessed Grades may be referred to 
as Teacher Assessed Grades. 

https://www.jcq.org.uk/wp-content/uploads/2021/03/JCQ-Guidance-for-Students-and-Parents-on-Summer-2021.pdf
https://www.jcq.org.uk/wp-content/uploads/2021/03/JCQ-Guidance-for-Students-and-Parents-on-Summer-2021.pdf
https://forms.gle/ccMbyKsBKaHgs9Ej7
https://www.calday.co.uk/page/?title=Examination+Policies&pid=255
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CENTRE ASSESSED GRADES 2021 – FAQS 
 

This advice, taken from a range of sources, has been put together to assist students and parents 
with understanding the CAG process this year, some of which you received in March 2021. 
 
As a school we have issued an assessment framework which contains a dated timeline of the 
various assessments that are planned in each GCSE or A’ Level subject between now and the 
end of the first half of the summer term on 28th May 2021. This document contains some basic 
subject topic information and students will receive more precise detail from their subject 
teachers in class regarding these assessments and exam papers.  
 
The School Assessment Timeline and the Examination Timetable are available on the school 
website, and contain the arrangements such as times and venues, and arrangements for those 
with access arrangements: https://www.calday.co.uk/examtimetables  
 

HOW WILL GRADES BE AWARDED THIS SUMMER? 
 

Grades for GCSEs, A levels, will be based on a process involving teacher assessment against 
national standards, internal quality assurance, and external quality assurance by the exam 
boards. 
 
The national process defined by the Department for Education and the exams’ regulator, Ofqual 
is as follows: 

1. Teachers will assess students against a national standard, which will be defined by the 
exam boards before the Easter break. 

2. Departments will submit grades which will be quality assured by the school. This 
internal quality assurance process will have to be signed off by the exam board to 
ensure it is rigorous and in line with national standards. 

3. Our school results will be quality assured externally by the exam boards, which may 
include random sampling of our school’s evidence. 

4. If the exam boards are confident in our submitted results, then the exam boards will 
award students their final grades. 

5. If students do not think their results are accurate, they will have the right to appeal. 
 

SO, DO TEACHERS AWARD THE GRADE? 
 

Simply: no.  
 
The grade students achieve will start with their teacher’s assessment of their performance 
across a range of evidence. This is against a nationally-defined standard, not the teacher’s own 
opinion. This assessment is then subject to both internal and external quality assurance before 
the final grade is awarded by the exam body as usual. 
 

DOES THIS MEAN GRADES ARE DECIDED BY AN ALGORITHM? 
 

No, unlike last year, students’ grades will not be changed by a formula. The internal and 
external quality assurance measures will all be done by humans, not an algorithm. There is no 
limit on the achievement of students, providing they have evidence that they are working at 
that grade. 

https://www.calday.co.uk/examtimetables
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WHAT ABOUT LOSS OF LEARNING / IMPACT OF COVID? 
 

This year, teachers will only assess students on content they have been taught (remotely or in 
class) – because of the continued disruption of the pandemic. This means students will not be 
disadvantaged if they individually, their whole class or whole year group have been unable to 
complete their full course. However, grades can only be submitted on the basis of the evidence 
we have of students’ performance, even if that evidence covers less of the course than usual. 
Students who would usually have extra time in the exams will benefit from the same 
arrangements in teacher assessment. 
 

WILL GRADES BE DIFFERENT BETWEEN DIFFERENT SCHOOLS AND 

COLLEGES? 
 

No, the standard against which teachers will be assessing students is set nationally by the exam 
boards. This is the standard that will be used during external quality assurance and appeals to 
ensure consistency and fairness across the system. 
 

WHAT EVIDENCE WILL BE USED? 
 

Teachers are able to draw on a range of assessment evidence from across a student’s study of 
the course, up until 28th May. This can include homework tasks, mock exams, and papers set 
by the exam boards. This can include evidence from before the second lockdown, as well as 
evidence from March – June 2021. The exam boards are producing assessment materials that 
will be sent to us before Easter. Different departments may use different sources of evidence, 
and there is no requirement for any one type of assessment to be used – it’s about a 
performance across a range of evidence. 
 

THE EXAM BOARDS ARE ONLY GIVING OUT PAST PAPERS, HOW IS THIS FAIR? 
 

Most of the assessments provided by the exam boards will be drawn from past papers, 
although there will be new questions as well. There is significant research that even if students 
have seen assessment questions before, it does not reduce the validity of the assessment. 
Furthermore, exam board questions are only one of the many pieces of evidence we will use to 
assess students this summer. 
 

CAN STUDENTS AND PARENTS MAKE THE CASE FOR WHY A STUDENT SHOULD 

GET A HIGHER GRADE? 
 

Our teachers are already using their professional expertise to assess students on the content 
they have been taught. Teachers are unable to submit higher grades for students unless they 
have the evidence that they are consistently working at this level. If teachers submit higher 
grades without evidence they are committing exam malpractice. 
 
If students or parents are found to be putting teachers or leaders under undue pressure to 
increase grades, then this matter will be referred to the exam boards and an investigation into 
malpractice may ensue. This may result in the student’s certificate being removed entirely if 
malpractice is deemed to have taken place.  
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CAN STUDENTS DISCUSS THEIR GRADES WITH THEIR TEACHERS? 
Teachers will be able to discuss which evidence they are using to inform their judgement with 
students, including marked or graded pieces of work. 
 
However, we are not allowed to disclose their final submitted grade we give to the exam 
board. Any attempt by a student or parent to obtain such information, to pressure teachers to 
reveal the grades they are submitting or to increase grades, will be considered malpractice.  
 
Students should not attempt to second-guess the grade submitted, as teachers will be using a 
range of evidence to inform their final judgement 
 

WHAT SHOULD STUDENTS DO TO IMPROVE THEIR GRADE? 
 

The best thing students can do is to continue to attend classes, learn, act on feedback from 
their teachers, revise, and read around their subject. Their grade will be based on their 
performance, and so their outcomes are ultimately in their hands. 
 

MALPRACTICE 
 

All candidates must read the information to candidates produced by the JCQ which are in the 
appendices. All details must be observed. The school have also provided a ‘Students Guide to 
Malpractice’. 

The School and Examination Boards regard breaches of examination regulations very seriously. 
Parents should please impress on your son/daughter the importance of good behaviour in an 
examination or ICA, as any activities that may disturb or upset other candidates will not be 
tolerated. The Head of Centre and the Examinations Officer have the power to remove disruptive 
candidates. 

Candidates are asked to wait quietly outside the assessment venue, and to enter and leave in 
silence. This avoids disturbance to other candidates and does help to maintain a calm 
atmosphere for those candidates who are nervous about their assessment. 

Candidates who try to communicate with other candidates inside the venue, or who create a 
disturbance in the room will be asked to leave, and in the circumstances will be reported to the 
Examination Board. This may result in the candidate not receiving a grade for the whole of that 
examination. 

The writing of obscene, offensive or inappropriate material (including doodling) on assessment 
materials, may also disqualify a candidate from an assessment.   

For summer 2021: 

 All work completed in an ICA, examination, coursework, or any other assessment being 
used as part of the evidence for a grade, must be the student’s own work. Any plagiarism, 
or attempts to cheat or collude will be considered malpractice. 

 Teachers are not allowed to discuss the final submitted grade with students or 
parents. Any attempt to obtain such information, to pressure teachers to reveal the 
grades they are submitting or to increase grades, will be considered malpractice  
 

Any cases of suspected malpractice will be dealt with as per the School’s Assessment Policy, 
and JCQ Suspected Malpractice Procedures and reported to the awarding body. 

https://www.jcq.org.uk/exams-office/malpractice/
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In cases where it is deemed that a candidate has failed to adhere to these rules, the school may 
seek to recover the examination cost of that paper and reserves the right to refuse entry into 
future examinations. 

 

WHAT DO I NEED TO DO IF A STUDENT HAS PROBLEMS THAT MAY AFFECT 

EXAMINATION OR ICA PERFORMANCE? 
 

Access Arrangements 
 

Some candidates are eligible for extra time or special examination arrangements. These are 
normally long term issues identified by the school in advance of the exam period and appropriate 
applications made are supported by appropriate evidence.  

Any candidate who feels that they may need access arrangements must liaise with Mrs Holmes 
or the Examinations Office prior to the internal examinations for the year in which external 
examinations are taken (November for Year 11, January for Year 12/13). This is to allow time for 
evidence to be gathered and the student tested prior to submitting an application by the exam 
board deadline in February. 

The Examination Boards are able to grant extra time or similar arrangements, but only given the 
correct evidence and within the regulations. All relevant medical evidence etc. must be given to 
the Examination Office before February application deadline. The Learning Development 
Department will make arrangements for providing any special assistance and will inform the 
candidates. 

Whereby there is an emergency temporary access arrangement requirement, such as a broken 
hand requiring a word processor or scribe, the Examinations Office must be notified immediately 
to be able to offer any support. 

JCQ guidance on access arrangements: http://www.jcq.org.uk/exams-office/access-
arrangements-and-special-consideration/regulations-and-guidance  

 

For summer 2021 

 Where students have approved access arrangements or reasonable adjustments (for 
example a reader or scribe) we will make every effort to ensure that these 
arrangements are in place when assessments are being taken. 

 Where an assessment has taken place without an agreed reasonable adjustment or 
access arrangement, we will remove that assessment from the basket of evidence and 
alternative evidence obtained if possible. This will be recorded in the quality assurance 
process. 

 

 

 

 

 

 

http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
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Special Consideration 
 

Special consideration is a post-assessment adjustment to a candidate’s mark or grade where 
appropriate. This is to reflect temporary illness, temporary injury or some other event outside of 
the candidate’s control at the time of the assessment. It is applied when the issue or event has 
had, or is reasonably likely to have had, a material effect on a candidate’s ability to demonstrate 
his or her normal level of attainment in an assessment. 

 

For summer 2021: 

 Where illness or other personal circumstances might have affected performance in 
assessments used in determining a student’s standard of performance, we will take 
account of this when making judgements. The school will record any necessary variations 
as part of the quality assurance process.  

 Should an application be submitted and approved by the school, when assigning an 
overall subject grade, teaching staff see that special consideration is to be taken into 
account and will base their holistic judgement on the evidence available. They will assign 
a grade which they believe broadly reflects the level of performance the student has 
demonstrated through the majority of the assessment evidence. 

 

To apply: 

Any requests will require evidence and will be reviewed and approved by Senior Leadership in 
line with JCQ and awarding bodies regulation. Therefore requests must meet the conditions 
outlined in the JCQ guide. Please read this document carefully before submitting a request. 

https://www.jcq.org.uk/wp-
content/uploads/2020/09/Guide_to_spec_con_process_2021_FINAL.pdf  

All requests will remain confidential and details of the request will only be seen by Senior 
Leadership / Pastoral / Exams Office staff as appropriate in order to approve the request. 
Teaching staff will not be told about the details of the special consideration, only that a request 
has been approved. Teaching staff are also not able to discuss with you how a request has been 
applied to a grade, and can only confirm that it has been taken into account. 

 

Online form to submit a special consideration request: https://forms.gle/r9LDEJ4njZJbPAkW7  

DEADLINE TO SUBMIT ALL REQUESTS AND EVIDENCE: TUESDAY 8TH JUNE 2021 

Any issues or queries, please contact examsinbox@calday.co.uk 

A copy of the submitted form will be sent to the email address supplied on the online form 

 

ADMISSIONS TESTS 
 

The school is a registered centre for admissions tests such as STEP and BMAT and is happy to 
support candidates wishing to sit these additional examinations. All entry fees must be paid for 
by the candidate, and additional fees may incur to cover the cost of any invigilation. For further 

https://www.jcq.org.uk/wp-content/uploads/2020/09/Guide_to_spec_con_process_2021_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/2020/09/Guide_to_spec_con_process_2021_FINAL.pdf
https://forms.gle/r9LDEJ4njZJbPAkW7
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information on the tests offered by the Admissions Testing Service, along with deadlines to apply 
and fees, visit their website: http://www.admissionstestingservice.org/  

Please bring the required fee information along with your UCAS Personal ID to the examinations 
office to apply. It is the student’s responsibility to check if the course they are applying to requires 
a pre-admissions test and to ensure that they apply before the specified deadline as these may 
vary between tests. The deadline is normally end of September or mid-October for many tests. 

 

HOW CAN PARENT’S BEST HELP THEIR SON/DAUGHTER DURING THE 

ASSESSMENT PERIOD? 
 

Assessments are inevitably a stressful time for some candidates and support from both school 
and parents can be helpful.  

The school will provide advice about revision programmes and examination techniques, and if 
this is followed it should not be necessary for any student to work abnormally long hours during 
the revision period. It is probably helpful to discuss with your son/daughter how he/she intends 
to organise revision and to talk through any anxieties about particular techniques or subject 
matter. Testing knowledge of factual material can benefit the student if such help is requested, 
but often all that is needed is a quiet place to work and lots of encouragement. Students should 
get plenty of sleep and some opportunities for relaxation. 

 

WHAT HAPPENS ABOUT THE RETURN OF SCHOOL BOOKS AND EQUIPMENT AT 

THE END OF THE ASSESSMENT PERIOD? 
 

Students will be informed before the start of examinations the arrangements for the return of 
books etc. Please ensure that all textbooks and equipment are returned promptly to school. 

 

WHEN AND HOW ARE RESULTS DISTRIBUTED? 
 

GCE results are issued on Tuesday 10th August 2021 and GCSE results on Thursday 12th August 
2021. Results will be available on Edulink from 8.00.a.m for students and parents. Please ensure 
that you have your log in details available in advance. Any technical issues with logging in should 
be directed to ithelpdesk@calday.co.uk .  

Students may be invited in to school to collect results in person, however this will be dependent 
upon social distancing measures, and a decision will be made and communicated to students and 
parents about this prior to the end of term. 

Members of SLT and exams office staff will be available on site on results days, normally Heads 
of Year and Heads of Faculty are also available/contactable at this time. 

Details of how to contact SLT and school staff on results days will be made available on the school 
website, in the results section. 

https://www.calday.co.uk/examinations/results  

 

 

 

 

http://www.admissionstestingservice.org/
mailto:ithelpdesk@calday.co.uk
https://www.calday.co.uk/examinations/results
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WHAT CAN I DO IF RESULTS ARE SUBSTANTIALLY DIFFERENT FROM WHAT IS 

ANTICIPATED?  
 

If candidates do not think that their results are accurate after results have been received, there 
will be an appeals system as a safety net to fix any genuine errors that were not identified earlier 
in the determination of grades process. 

You can find full information about the appeals process on page 6 of the JCQ Guidance for 
Students and Parents Summer 2021 

 

Please read this carefully. Prior to results day, the school will provide details of the two stage 
appeals process and necessary forms required to request an appeal. These will be available on 
the results section of the school website: 

https://www.calday.co.uk/examinations/results  

 

 

WHEN DO STUDENTS RECEIVE CERTIFICATES? 
 

The examining boards issue certificates well after the examinations have taken place.  

Certificates for the summer series of examinations are normally received by the school in 
November. 

Students are required to collect certificates in person. A friend or family member may collect 
certificates but only bearing a letter of request signed by the candidate and a form of ID. Any 
certificates not collected by the end of January will be posted to your home address on the 
School’s records.  

If you are likely to be changing address it is important that you inform the school as uncollected 
certificates will be posted to the address that we have on our system.  

 

CAN I REPLACE A LOST CERTIFICATE? 
 

If you lose your certificates they can only be replaced by direct application to the Boards (AQA, 
OCR, EDEXCEL, WJEC) by the candidate and will require proof of identity such as original birth 
certificate and a substantial fee per certificate. 

 

 

APPENDICES 
Joint Council for Qualifications (JCQ) Information for Candidates documents can be found on the 
webpages, and copies of the formal notices are included below: http://www.jcq.org.uk/exams-
office/information-for-candidates-documents 

 

 

 

 

 

https://www.jcq.org.uk/wp-content/uploads/2021/03/JCQ-Guidance-for-Students-and-Parents-on-Summer-2021.pdf
https://www.jcq.org.uk/wp-content/uploads/2021/03/JCQ-Guidance-for-Students-and-Parents-on-Summer-2021.pdf
https://www.calday.co.uk/examinations/results
http://www.jcq.org.uk/exams-office/information-for-candidates-documents
http://www.jcq.org.uk/exams-office/information-for-candidates-documents
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Information for Candidates – Non examination assessments  
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Information for Candidates – Coursework Assessments 

 



19 
 

 



20 
 

 



21 
 

 

 

 

 

 

 

 

 

 

 



22 
 

Information for Candidates – Onscreen Tests 
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A Student’s Guide to Malpractice 
 

Some of your courses include school-assessed work that contributes towards your 
external examination marks e.g. course work, assignments, portfolios, essays, ICAs, 
internal examinations etc . There are rules and regulations in place which ensure that no 
student gains an unfair advantage through plagiarism, cheating or collusion. These are 
forms of malpractice. This document provides you with an overview of the action the school 
will take in suspected cases. 

This handbook includes full information for candidates about written examinations, 
Non-Examination Assessments (NEA’s) and coursework. You should read through these 
carefully. 

Examples of malpractice, including student and staff malpractice, maladministration and full 
details of the processes and procedures for reporting and investigating malpractice can be 
found in section 4 of the school’s Examinations and Assessment Policy.  

 

What is Assessment Malpractice? 

▪ Taking someone else's work, images or ideas and passing it off as your own e.g. using 
the Internet to cut and paste material from a website, or by taking another student's 
work that has been emailed to you. This is called plagiarism; 

▪ Cheating, this is, acting unfairly or dishonestly to gain an advantage; 
▪ Agreeing with others to cheat or deceive e.g. by allowing other students to copy your 

work. This is known as collusion; 
▪ Failing to follow the warnings and instructions given by staff conducting examinations 

and Non-Examination Assessments; 

If you are discovered or suspected of doing any of the things shown in the list above, the 
school will investigate and may take disciplinary action against you which will normally 
include notifying the awarding body of the incident. 

 

This is what is expected of you whilst you are at Calday Grange Grammar School: 

▪ You will follow the warnings and instructions given by staff supervising assessments 
and written examinations, and will not: 
o Bring unauthorised material or items into the examination room; 
o Communicate with anyone other than the member of staff conducting the 

assessment or examination; 
▪ Any work you submit for assessment will be your own work; you will never present 

someone else's work as your own or use material from another student given to you 
by email or on a pen drive as if it were your own work; 

▪ You will never let other students use or copy from your work and pass it off as if they 
had done it themselves. If you are approached by another student to do this, or 
witness it happening, you should inform your teacher/tutor immediately; 

▪ You will always acknowledge and reference any sources you use in your assessed 
work (see below). 

 

Referencing sources: 
A source is any resource that you use to collect information for your coursework including 
text books, encyclopaedias, journals, TV and radio programmes, the internet and other 
people. You should list (acknowledge) any sources you use so that someone else can find 
it, along with an indication in your coursework of which information came from that source. 
 

By referencing the sources of the information you use, either directly in quotations or 
indirectly to inform your own words you will gain the following benefits: 

https://www.calday.co.uk/page/?title=Examination+Policies&pid=255
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▪ You cannot be accused of plagiarism or copying; 
▪  Referencing justifies and aids the construction of your argument or point you are 

making; 
▪  Referencing enables you to include main ideas from key writers or authors; 
▪  Referencing is good academic practice and shows your teacher/tutor that you have 

read widely 

The information for candidates documents on pages 18 to 33 of your yellow Public 
Examinations Handbook provide useful guidance on referencing and how to prepare your 
work. If in any doubt how to reference your work, ask your teacher for advice. 

 

What will happen if you are suspected of malpractice? 

▪ The member of staff or examination board will inform the Head teacher of the 
suspected malpractice; you and your parents will be informed of the allegation that 
has been made; 

▪ An investigation will be carried out to consider the evidence and establish the facts; 
▪ You will be called to a meeting with the Head teacher or his designated member of 

staff;   
▪ In all cases where there is clear evidence of deliberate malpractice the relevant 

awarding body for the qualification will be informed in accordance with the 
regulations. The school will also take internal disciplinary action in line with the 
seriousness of the malpractice. 

 

What happens if you suspect malpractice? 

If you suspect another student of malpractice you should inform your teacher 
immediately. It is important to remember that any allegations will be taken seriously and you 
will be asked to put these in writing. 

If you suspect a teacher or other member of staff of malpractice - which results in a student 
or students being given an unfair advantage - you should report this to the Head teacher.  It 
may be helpful to refer to section 4.2 of the Examinations and Assessment Policy on the 
school website which explains what is meant by staff malpractice. The school will take any 
allegations made very seriously and you will be asked to put any allegations in writing. 

The school will not tolerate any misuse of this process for reporting unfounded allegations 
of student or staff malpractice with malicious intent and will deal with any instances using 
school student management procedures. 

 

What are the penalties or sanctions for malpractice? 

In cases where it is believed that there is clear evidence of malpractice, actions will 
be taken by the school and/or the examination board. These actions will depend on the 
seriousness of the malpractice. Actions taken by the examination board are beyond the 
control of the school. 

Actions may include the following: 

▪ Your mark or assessment grade may be reduced or awarded zero for that 
assignment; 

▪ You may not be allowed to take the unit/exam/test again; 
▪ You may have to redo the work under supervised conditions in accordance with an 

agreed action plan drawn up by the Course Leader; 
▪ You may be given a different assignment to do on the same section of the 

specification; 
▪ You may be disqualified from your course; 
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▪ You may be excluded from the school; 
▪ You may be disqualified from all of your examinations or barred from entering for 

examinations for a set period of time. 

In all cases, a record will be made in your file of the allegation, the outcome and any penalty 
you are given. This information may be used by the school when it is asked to provide a 
reference for you. Students and the Head of Centre have a right to appeal against any 
decisions made. Further details regarding the appeal process are available in section 5 of 
the Examinations and Assessments Policy. 
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