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Frequently asked quesƟons 

Can I request that my child’s examinaƟon(s) is(are) moved to another day due to a family commitment?  

No - ExaminaƟon dates are set naƟonally by the awarding bodies and cannot be altered to accommodate 
individual circumstances such as holidays, family events, or other commitments.  Students must be available 
to sit all examinaƟons on the dates and Ɵmes published, including the conƟngency day; Wednesday 23rd 
June 2027. 

What happens if my child is absent for an examinaƟon?  

Unfortunately, the exam cannot be rescheduled. You need to contact the exams office as soon as possible 
and the outcome will depend on the circumstances. 

Key ConsideraƟons for a Missed Exam: 

 Valid Reasons: Illness, injury, or emergency circumstances at the Ɵme of the exam. 

 DocumentaƟon: A self-cerƟficaƟon form (Form 14) must be completed by the parent/guardian, 
and the student must complete their secƟon. 

 Minimum Requirements: The candidate must have completed at least 15% of the total 
assessment for the qualificaƟon. 

 Calculated Mark: If approved, a mark is calculated for the missed unit. 

 Consequences: If no valid reason is given, the candidate will receive zero marks for that 
component.  

It is important to contact the school or college immediately to submit the necessary paperwork. 

Will my child be expected to aƩend school once the summer exams start?  

Yes, we do.  We create an adapted Ɵmetable for structured revision sessions, this will be emailed nearer 
to the summer exams. 

Is my child permiƩed to sit their exams in a smaller room, if they are nervous about siƫng an examinaƟon?  

We have several students who have require different access arrangements.  This request needs to be 
discussed with the exams officer / SENDCo as soon as possible.  We will require medical evidence to 
support the request.   

Will my child be permiƩed to leave the examinaƟon room temporarily to visit the toilet?  

Yes, your child will generally be permiƩed to leave the exam room temporarily to use the toilet, but they 
will be escorted by an invigilator. They must raise their hand to request permission, and the Ɵme taken is 
logged.  Toilet breaks will not be permiƩed where the exam is 1 hour and 45 minutes or less, unless in 
possession of a toilet card.   
 
It is important for your child to know they should not simply walk out, but rather inform an invigilator for 
permission.  

Will my child be permiƩed to leave before the exam has finished?  

No. Students are not permiƩed to leave an examinaƟon early. Exam regulaƟons require all students to 
remain in the exam room unƟl the official finishing Ɵme, even if they have completed their paper. This 
helps ensure fairness and exam security for all candidates. 
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What happens if my child is late for an examinaƟon?  

You need to contact the exams office as soon as possible and the outcome will depend on the 
circumstances.   

If a child is late for an exam, they may sƟll be allowed to sit it if they arrive within one hour of the start 
Ɵme . If permiƩed, they usually receive the full alloƩed Ɵme, but they may be marked as "very late," 
requiring a report to the exam board, which could result in a grade penalty or the paper not being 
marked.  

Key Procedures and Consequences: 

 Arrival within 1 hour: Candidates are typically allowed to enter. Schools oŌen require them to be 
escorted, and they must be allowed the full Ɵme for the paper. 

 "Very Late" (Over 1 hour): If arriving aŌer 10:00 am (morning) or 2:30 pm (aŌernoon) for a 1+ hour exam, 
the exam board must be noƟfied via a report. The exam board is unlikely to accept the paper, puƫng the 
result at risk. 

 Contact School Immediately: If your child is going to be late, contact the school/college immediately so 
they can plan to supervise the student and prepare to submit a report. 

 Charges: Some schools may charge parents for exam entry fees if a student misses the exam enƟrely 
without a valid reason. 

 Special ConsideraƟon: If there was a valid, emergency reason for the lateness (e.g., car accident, medical 
emergency), the school may submit a report for special consideraƟon.  

Note: For exams shorter than one hour, being late by more than 30 minutes is considered very late. 

What if my child has two exams at the same Ɵme (an exam clash)? 

If a student has an exam clash, the school will make arrangements in line with exam regulaƟons. Students 
affected will receive an email confirming their exam Ɵmings and explaining what they need to do. 

What is malpracƟce and what happens if my child is suspected of, or engages in malpracƟce?  

This is not limited to cheaƟng alone – and includes:  

• Possession of a mobile phone or unauthorized electronic device (smartwatch, tracker) inside an exam 
room is strict malpracƟce, even if turned off or unused. It results in severe penalƟes, including 
potenƟal disqualificaƟon from specific papers, all exams for that subject, or all subjects taken that 
year. Collusion: working collaboraƟvely with other candidates, beyond what is permiƩed  

• Copying from another candidate (including the use of technology to aid the copying)  
• Allowing work to be copied, e.g. posƟng work on social networking sites prior to an 

examinaƟon/assessment  
• DisrupƟve behaviour in the examinaƟon room or during an assessment session (including the use of 

offensive language)  
• Exchanging, obtaining, receiving, passing on informaƟon (or the aƩempt to) which could be 

assessment related by means of talking, electronic, wriƩen or non-verbal communicaƟon  
• Bringing into the examinaƟon room notes in the wrong format (where notes are permiƩed in 

examinaƟons) or inappropriately annotated texts (in open book examinaƟons)  
• The inclusion of offensive comments, obsceniƟes or drawings; discriminatory language, remarks or 

drawings directed at an individual or group in scripts, controlled assessments, coursework, non-
examinaƟon assessments or porƞolios  
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• Plagiarism: unacknowledged copying from or reproducƟon of third party sources (including the 
internet and AI tools); incomplete referencing  

• Use of social media for the exchange and circulaƟon of real or fake assessment material 

There is more informaƟon on our website - HERE 

The Exams Officer is required to immediately report to the awarding body. A formal invesƟgaƟon must be 
conducted, evidence secured, and affected individuals noƟfied. The process involves establishing facts, 
prevenƟng adverse effects on learners, and taking proporƟonate disciplinary acƟon.  

Key Stages for Managing MalpracƟce (EducaƟon/QualificaƟons) 

 Immediate NoƟficaƟon: The Head of Centre must immediately report any alleged, suspected, or actual 
incidents of malpracƟce to the relevant awarding body using official forms. 

 IniƟal InvesƟgaƟon: The centre must invesƟgate the allegaƟons promptly and independently, oŌen 
requiring the delegaƟon of tasks to a senior member of staff not connected to the case. 

 Evidence Gathering: Detailed records must be kept, including signed and dated interview notes. Evidence 
must be handled securely. 

 CommunicaƟon: Parents/carers of affected candidates (if children or vulnerable adults) must be kept 
informed. 

 AcƟon & MiƟgaƟon: Awarding bodies invesƟgate to determine the full facts, scale, and persons involved. 
They will take steps to miƟgate any negaƟve impact on learners and the integrity of the qualificaƟon. 

 Decision: The awarding body will noƟfy the centre of their decision, which may include sancƟons against 
candidates or staff 

SancƟons against candidates 

What are special consideraƟons and when do they apply?  

Special consideraƟons for exams are post-examinaƟon adjustments or concessions, such as small mark 
enhancements, applied when a candidate is disadvantaged by temporary illness, injury, bereavement, or 
unforeseen circumstances immediately before or during an assessment. These address circumstances 
beyond the student's control, separate from long-term access arrangements.  

Key Examples of Special ConsideraƟon Circumstances 

 Medical Issues: Temporary illness, infecƟon, or injury occurring immediately before or during the 
exam. 

 Personal Trauma: Recent bereavement or severe domesƟc crisis. 

 Exam DisrupƟon: Serious disturbances during the exam, such as noise, fire alarms, or being given the 
wrong paper. 

 LogisƟcal Failures: Failure of equipment (e.g., computer failure) or materials not arriving on Ɵme. 

 Unforeseen Incidents: Accidents or events that severely disrupt the candidate's performance 

Only the Exams Officer can apply to the awarding body and the outcome may only involve a small mark 
adjustment of 1 to 5%. 
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As a parent/carer, can I collect my child’s examinaƟons results?  

We cannot share results data unƟl candidates themselves have received their results. This means parents 
cannot request or view their child’s results before they have been issued to candidates. Results should 
only be collected by another person (such as a parent, carer or grandparent) if the candidate has provided 
wriƩen or email consent.  So Parents / Carers can collect your child’s exam results if they are unable to do 
so, BUT we require a signed leƩer of authorizaƟon from the student and idenƟficaƟon from you to act as a 
proxy. Many parents accompany their children for support. 

Key Points for CollecƟng Results: 

 AuthorizaƟon Required: If you are collecƟng them without your child, you will need a signed 
leƩer from them allowing you to do so. 

 IdenƟficaƟon: Bring photo ID with you to the school. 

 AlternaƟve Methods: Results can also be mailed to the student's home or accessed online. 

 Support: If you accompany your child, they may prefer to open the envelope themselves to 
process the news.  

How do we get the exam results, as we are on holiday?  

If you are away on results day, exam results can be issued by email. Students will be emailed their results 
to their school email address once results have been officially released. 

InformaƟon about accessing results electronically will be shared with students in advance. Please note 
that results cannot be released early and will only be sent on the official results day. 

If you experience any difficulƟes accessing results by email, you may contact the school aŌer results have 
been released for further advice. 

Who do we contact if we have quesƟons about exams? 

If you have any queries, please contact the school’s exams office, who will be happy to help. 

Exams Officer contact informaƟon 

Mrs H Morris – Exams Officer 

Mrs A Brockway – Assistant Exams Officer 

Direct Line – 0208 501 9438 

Email – exams@highamsparkschool.co.uk 

 

 

 


