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Personal Data: 

In order to be able to provide examinations and assessments, the awarding body needs to collect and use 

information about you. For more detail see each awarding body’s full Privacy Notice:  

AQA https://www.aqa.org.uk/about-us/privacy-notice  

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/home/privacy-policy/ 

 Each awarding body is a separate organisation. You have received 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: https://www.jcq.org.uk/contact-our-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. 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 (e.g. 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.  

Your rights  

The law gives you a number of rights in relation to the information about you that the awarding bodies hold. Those 

rights are:  

• 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 

 

 

https://www.aqa.org.uk/about-us/privacy-notice
https://www.ocr.org.uk/about/our-policies/website-policies/privacy-policy/
https://qualifications.pearson.com/en/about-us/qualification-brands/gdpr.html
https://www.wjec.co.uk/home/privacy-policy/
https://www.jcq.org.uk/contact-our-members/


 

 

 

 

 

 

 

 

 

Coursework assessments / NEA (Non-Examined Assessments): Information for Candidates 

 

This section of the Handbook tells you about some things that you must and must not do when you are completing 

coursework / Non-Examined Assessment. Coursework / NEA components assess candidates’ skills, knowledge and 

understanding that may not readily be assessed by timed written papers. Coursework will take many different forms. 

 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. 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, encyclopaedias, 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’ and ‘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, p29). 

 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 2023.  

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. 

Good practice when preparing your coursework: 

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. 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 or 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 someone can find it or share it 

with anyone, including posting it on social media. 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. Don’t be tempted to use pre-prepared online 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. 

 

 

 



 

 

 

 

 

 

 

 

 

Coursework / NEA assessments information for candidates continued… 

 

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 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 

 

Informing candidates of their internal marks for NEA / Coursework: 

All students should be informed of their marks for any NEA / coursework which they complete. If students want to 

appeal any of their marks, they must follow the schools’ Internal Appeals process. A copy of this policy can be found 

in Appendix 1 at the back of this Handbook. Please remember marks are subject to change as a result of the 

Awarding Body’s external moderation process. 

Complaints: 

If a candidate would like to make a complaint, the school’s Complaints Policy can be found on the website at the 

following address: Policies & Statutory Information – Ringwood School 

 

The exams: Information for Candidates 

The timing of your exams: 

Unless told otherwise, morning exams will start at 8:40am and afternoon exams will start at 1:00pm. This is the time 

students will be admitted into exam rooms. It is students’ responsibility to be outside of their exam rooms before this 

time. 

 

Bag rooms: 

Exams will take place in The Barn will have bag rooms assigned to them so students can leave their bags before 

making their way to the exam room. The Bag Room information will be emailed to all students before exams; it will 

also be available at Student Reception and will be displayed outside the Exams Office. 

 

Room and Seat number information: 

It is candidates’ responsibility to check the venue and the seat number they have been assigned for each exam. This 

information will also be displayed on the notice board outside the Exams Office on the day of the exam. 

 

https://www.ringwood.hants.sch.uk/policies/


 

 

 

 

 

 

 

 

 

Information for Candidates continued… 

 

What equipment you must bring to the exams: 

A minimum of 2 black ball point pens / biros (blue is not permissible in public exams) 

HB pencil 

Ruler and eraser 

Plus all equipment essential for maths / science exams 

 

Which equipment you may bring to exams: 

Pencil sharpener 

Highlighters / gel pens (only for use on questions NOT as part of your answer) 

Water in clear water bottles with no labelling or writing 

Calculators  

Protractors / compasses 

Coloured pencils 

 

Which equipment you must not bring to exams: 

Any drink (other than water) or food (unless agreed for medical reasons) 

Mobile phones 

Watches of any type 

iPod 

Any unauthorised written materials including notes 

Correction pens / correction fluids 

 

Identification of candidates during exams: 

All candidates must bring photo identification to all exams to enable invigilators to check the identification of all 

candidates. For students in year 12 and year 13, this must be your school lanyard which should be placed on your 

exam desk. For students in Year 10 and year 11, you will be provided with a Photo ID card. If you forget this or mis-

place it, a spare card can be collected from Student Reception. Any further replacements will be at a cost to the 

student.  It is your responsibility to bring your ID to every exam and to place it face up on the exam desk. 

 

 

 

 

If you use a calculator: (a) make sure it works properly; 

check that the batteries are working properly; (b) clear 

anything stored in it; (c) remove any parts such as cases, 

lids or covers which have printed instructions or 

formulae; (d) do not bring into the exam room any 

operating instructions or prepared programs.  



 

 

 

  

At the beginning / during the exam: 

Enter the exam room in silence. From the moment you are inside an exam room, you must communicate only with the 

invigilators / staff 

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 question paper or all of the materials 

listed on the front of the paper; (b) the question paper is incomplete or badly printed.  

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 before you start the exam. 

Write your legal name on any answer booklets.  

Do not open the question paper until you are instructed 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 

If you drop anything on the floor, do not pick it up. Raise your hand and an invigilator will come and help you. 

 

Advice and help during the exam: 

If on the day of the exam you feel that your work may be affected by ill health or any other reason, tell the invigilator.  

Put up your hand during the exam if: (a) you have a problem and are in doubt about what you should do; (b) you do not 

feel well; (c) you need more paper.  

You must not ask for, and will not be given, any explanation of the questions. 

 

At the end of the exam: 

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.  

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

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. 

Wait for the invigilators to tell you that you may leave the exam room. 

Leave the exam room in silence; you are in exam conditions until you are outside of the exam room. 

 

Please remember that unless you have a toilet pass, you will not be permitted to leave the exam to go to the toilet, 

in order to avoid disrupting other candidates. 

 



 

 

 

 

 

 

 

 

  

Lateness / absence: 

A candidate who arrives after the start of the examination may be allowed to enter the examination room and sit 

the examination. This is entirely at the discretion of the centre. A candidate who arrives late and is permitted by 

the centre to sit the examination, must be allowed the full time for the examination.  

A candidate will be considered very late if he/she arrives: a) more than one hour after the awarding body’s 

published starting time for an examination which lasts one hour or more, i.e. after 10.00am for a morning 

examination or after 2.30pm for an afternoon examination; b) after the awarding body’s published finishing time 

for an examination that lasts less than one hour 

What to do if you think you will be late: 

Phone school, giving your name, the exam you are due to sit, the reason for lateness and an anticipated time of 

arrival. If you arrive before the exam has started, go straight to the exam room. If you arrive after the exam has 

started, go straight to Main Reception where a member of staff will come and meet you. 

 

What do to if you may be absent from an exam due to illness: 

Phone the school to let us know. Make sure you get a doctor’s note, covering the time / day of the exam. This may 

enable the school to apply for Special Consideration. If you just feel under the weather, it is always better to sit 

the exam. You could provide a Doctor’s Note in this circumstance, as again it may mean the school can apply to 

the Awarding Body for Special Consideration to be applied to the exam paper. The school cannot decide whether 

you are well enough to come in and sit an exam; the candidate / parents and carers must decide what the best 

course of action is. 

In the event of an emergency evacuation 

The invigilators will: 

Instruct candidates to stop writing, put down their pens, note the time 

Evacuate the examination room in line with the instructions given by the appropriate authority 

Advise candidates to leave question papers, scripts and all belongings in the examination room. Candidates must 

close their answer booklet 

Candidates to leave the room in silence under supervision; there should be no discussion about the examination 

Proceed to the established evacuation point, on the field where additional staff will be available to help supervise 

the candidates.  

On receiving the “all clear” the supervised candidates will return to the examination room. The exam will continue 

and re start, when all candidates are ready. 

 

Ofqual (the Exams Regulator) has produced a guide aimed at students called ‘Coping with Exams Pressure’.  You 

can find the guide here: https://www.gov.uk/government/publications/coping-with-exam-pressure-a-guide-for-

students/coping-with-exam-pressure-a-guide-for-students  

 

 

https://www.gov.uk/government/publications/coping-with-exam-pressure-a-guide-for-students/coping-with-exam-pressure-a-guide-for-students
https://www.gov.uk/government/publications/coping-with-exam-pressure-a-guide-for-students/coping-with-exam-pressure-a-guide-for-students


 

 

 

Malpractice: 

 

Attempted or actual malpractice will not be tolerated. The following are examples of malpractice by candidates with 

regards to portfolio-based qualifications. This list is not exhaustive: 

• Plagiarism: the copying and passing off as the candidate’s own work, the whole or part of another person’s work 

• Collusion: working collaboratively with other learners to produce work that is submitted as the candidate’s only 

• Failing to abide by the instructions of an assessor – This may refer to the use of resources which the candidate has 

been specifically told not to use 

• The alteration of any results document 

If a teacher suspects a candidate of malpractice, the candidate will be informed and the allegations will be explained. The 

candidate will have the opportunity to give their account of events/actions before any final decision is made. If the 

candidate accepts that malpractice has occurred, he/she may be given the opportunity to repeat the assignment. If 

malpractice is confirmed following an investigation, the teacher may decide to re-mark previous assignments and these 

could also be rejected if similar concerns are identified. 

The following are examples of malpractice by candidates with regards to examinations. This list is not exhaustive: 

• Talking during an examination 

• Taking a mobile phone into an examination 

• Taking any item other than those accepted by the Awarding Body into the examination, such as a book or notes 

• Leaving the examination room without permission 

• Passing notes or papers or accepting notes to, or accepting notes or papers from another candidate 

 



 

 

 



 

 

 

 

 

 

 

 

Results Days: 

On the published Results Days in August, school will be open between 9am and 11 am for you to come and collect 

your results. If you need to nominate someone to collect your results on your behalf, you must complete the form at 

the back of this Handbook – Appendix 2 and hand it or email to the Exams Office at 

examadmin@ringwood.hants.sch.uk prior to Results Days in the summer. Any nominated person will need to bring 

a form of photo identification with them. Without this, results will not be released. Alternatively, please provide the 

school with an A4 Stamped Addressed Envelope and we will post results to you on Results Days. Results will not be 

emailed. 

 

Post Results services: 

Details of the services available will be available on the school website, including access to scripts; reviews of 

results and appeals procedures. There will also be paper copies of this information included in the results envelope. 

Here you will be informed about the deadlines and fees for the services. Outcomes of the post-results services will 

be emailed to the student, so it is essential that a correct forwarding email is provided if you are no longer a student 

at Ringwood School. 

 

Collection of exam certificates: 

Information will be put on the school website regarding when certificates are available to collect; this is usually 

around mid / end of November. Only in exceptional circumstances and by arrangement will certificates be posted. It 

is the responsibility of the candidates to check when their certificates are available and to make arrangements to 

collect them from the main school reception. Certificates will be kept for 12 months after first being available for 

collection. After this, certificates may not be retained. Please contact the exams office in the first instance who will 

advise whether the school still has the relevant certificate or whether the candidate will need to contact the 

Awarding Body to arrange for a replacement certificate. This will be at the candidate’s expense. 

mailto:examadmin@ringwood.hants.sch.uk


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The purpose of this policy is to set out clear procedures for a candidate to appeal against and request a 

review of the centre’s marking. 

 

Ringwood School is committed to ensuring that whenever its staff mark candidates’ work this is done fairly, 

consistently and in accordance with the awarding body’s specification and subject-specific associated 

documents. 
 

The Head of Centre 

Ensures any irregularities relating to the production of work by candidates are investigated and dealt with 

internally if discovered prior to a candidate signing the authentication statement (where required) or 

reported to the awarding body if a candidate has signed the authentication statement. 

 

Subject leaders 

Ensure teaching staff have the necessary and appropriate knowledge, understanding, skills, and training to 

set tasks, conduct task taking, and to assess, mark and authenticate candidates’ work (including where 

relevant, private candidates) 

Ensure appropriate internal moderation, standardisation and verification processes are in place 

Policy name  
Appeals against Internal Assessments 
 

Status  
 

Strategic objective  
To ensure that the planning and management of the 
assessments are conducted efficiently and in the best 
interests of the students 
 

Policy owner  
Assistant Headteacher – Data and Outcomes 
 

Authorised by Headteacher 
 

Authorisation date April 2018 
 

Review date November 2024 
 

Statutory, regulatory and/or 
contractual considerations 

Requirement of exam boards 

Equality assessment Positive 
 

Appendix 1 



 

 

Ensure teaching staff delivering AQA Applied General qualifications, OCR Cambridge Nationals, Entry 

Level Certificate or Project qualifications (and CCEA GCE unitised AS and A-level qualifications and all 

other qualifications) follow JCQ Instructions for conducting coursework and the specification provided by 

the awarding body  

Ensure teaching staff delivering GCE & GCSE specifications (which include components of non-

examination assessment) follow JCQ Instructions for Conducting NEA and the specification provided by the 

awarding body 

 

Ensure that work produced by candidates is authenticated in line with the requirements of the awarding 

body.   

 

 
 

Teaching staff 

 

Ensure appropriate instructions for conducting internal assessment are followed 

Ensure candidates are aware of JCQ and awarding body information for candidates on producing work that 

is internally assessed (coursework, non-examination assessments, social media) prior to assessments taking 

place 

 

Exams officer 

 

Identifies relevant key dates and administrative processes that need to be followed in relation to internal 

assessment 

Signposts teaching staff to relevant JCQ Information for candidates documents that are annually updated 
 

 

Candidates requesting a review of their centre assessed marks: 
 

• The school will ensure candidates are informed of their centre assessed marks as a candidate may 

request a review of the centre’s marking before marks are submitted to the awarding body 
 

• The school will inform candidates that they may request copies of materials to assist them in considering 

whether to request a review of the centre’s marking of the assessment. 

 
• The school will ensure that, having received a request for copies of materials, promptly make them available 

to the candidate. 

 
• The school will provide candidates with sufficient time in order to allow them to review copies of materials 

and reach a decision. 

 
• Ringwood School will provide a clear deadline for candidates to submit a request for a review of the centre’s 

marking.  Requests will not be accepted after this deadline. Requests must be made in writing. 

 
• Ringwood School will allow sufficient time for the review to be carried out, to make any necessary changes 

to marks and to inform the candidate of the outcome, all before the awarding body’s deadline. 

 

http://www.jcq.org.uk/exams-office/coursework
https://www.jcq.org.uk/exams-office/information-for-candidates-documents/


 

 

• Ringwood School will ensure that the review of marking is carried out by an assessor who has appropriate 

competence, has had no previous involvement in the assessment of that candidate and has no personal 

interest in the review.  

 
• Ringwood School will instruct the reviewer to ensure that the candidate’s mark is consistent with the 

standard set by the centre. 

 

• Ringwood School will inform the candidate in writing of the outcome of the review of the centre’s marking. 

 

• The outcome of the review of the centre’s marking will be made known to the head of centre.  A written 

record of the review will be kept and made available to the awarding body upon request. 

 

 

The moderation process carried out by the awarding bodies may result in a mark change, either upwards or 

downwards, even after an internal review.  The internal review process is in place to ensure consistency of marking 

within the centre, whereas moderation by the awarding body ensures that centre marking is line with national 

standards.  The mark submitted to the awarding body is subject to change and should therefore be considered 

provisional. 
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