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Key staff involved in absent/ late candidates 

Role Name(s) 

Exams officer Ms Claire Murray 

SLT member(s) Mr Simon White/ Mr Dean Anderson 

Attendance Officer Ms Lorraine Appleby/ Mrs Julie Collins 

Invigilators Relevant to exam 

 

Candidates are registered as soon as they enter the examination room so 
absent candidates are noted immediately. 

A register is handed to the attendance officer to call home and chase. 

If a candidate is absent, a doctors note is requested. 

If a candidate is running late, all means to get them to the exam in a speedy 
and secure manner is taken. Times are noted in case of needing to complete 
the JCQ very late form 

If a candidate arrives late but in time for a normal entrance to the exam, they 
are held at reception until a member of staff, preferably the Exams Officer can 
collect them and escort them to the exam. 

The invigilator meets them outside the exam room to run through the 
instructions and check for mobile phones etc. 

The candidate is walked to their seat and given the additional time at the end 
of the exam if lateness was for a genuine reason. 

Calls are made home by SLT to discuss the late arrival/ absence. 

“Advice: it is good practice for a centre to have a policy for late and absent 
candidates.  

Invigilators must be made aware of this policy.”                                                                                       
[ICE14] 

 
Invigilators 

• Are informed of the policy/process for dealing with absent candidates through 
training 

• Ensure that confirmed absent candidates are clearly marked as such on the 
attendance register and seating plan 

Candidates 
• Are re-charged relevant entry fees for unauthorised absence from exams 

http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
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