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This policy is reviewed and updated annually to ensure that procedures to verify the identity of all candidates that are entered for examinations or assessments at Old Buckenham High School are managed in accordance with current requirements and regulations.
References in this procedure to GR and ICE refer to the JCQ documents General Regulations for Approved Centres and Instructions for Conducting Non-Examination Assessments 2025-2026.


Purpose of the policy
Purpose of the procedure
The purpose of this policy is to confirm that Old Buckenham High School:
· verifies the identity of all students that it enters for examinations or assessments (GR 5.6)
· has processes in place to be satisfied that all candidate identities have been checked (GR 5.6)
· has written procedures in place to verify the identity of all candidates at the time of the examination or assessment (GR 5.9)
Process to check candidate identity
The identity of students on roll at Old Buckenham High School is checked as part of the initial registration process. (GR 5.6)
· Parents and carers of all students on roll are required to complete an admissions form which gathers all legally required information pertaining to the student such as but not limited to; legal name, place & date of birth, address, nationality, parent/carer contact details and details of those with legal parental responsibility and previous education etc.
· All students have their photograph taken in school in Year 7 and again in Year 10, this is stored on the school’s MIS. Students that join the school in-year have their photograph taken either at the next possible date when the photographer is on-site or by the Exams Officer if in year 10 or above to ensure a candidate identification card complete with photograph can be created ahead of their first series of mock examinations.
· Students who have been subject to a legal name change must provide appropriate documentation (birth certificate, deed poll) to support this
Process to identify all candidates sitting examinations
Invigilators are able to establish the identity of all candidates sitting examinations in accordance with this procedure and by following the arrangements in place for them to carry out adequate checks. (ICE 16).
Internal Candidates
The process at Old Buckenham High School is:
· Candidates register with their form tutor prior to AM session examinations and are therefore identified for attendance and candidate identification purposes.
· Old Buckenham High School is a secure gated site with Salto locking systems. Candidates that arrive after the register has been taken will need to report to Main Reception where a member of staff will allow them access to the site, thus preventing access to unauthorised persons.
· Seating plans are displayed in candidates form rooms, displaying their full legal name, candidate number and the examination they have been entered for, assisting form tutors to further identify the correct candidates for the examination.
· Candidates, after registration, assemble outside of the Gym, in seating plan order, where another seating plan is also displayed to support supervising staff to identify candidates. This area is sectioned off to prevent other students within the school occupying the area to ensure that only candidates who are to sit the examination are present.
· Candidates receive a 5-minute briefing in relation to the examination they are due to sit by the Subject Lead. This briefing is supported by a member of the Senior Leadership Team, where they will visually identify all candidates.
· Candidates then enter the exam room in seating plan order, one row at a time, and the member of Senior Leadership supporting completes a final visual identification of candidates as they enter.
· Candidates sit in their assigned seat as specified by the seating plan. On their desk is their candidate identification card which displays their legal name, candidate number, centre number and their photograph. Candidates with approved examination access arrangements (EAA) will also have an exam access arrangement card on their desk, identifying their approved EAA.
· The invigilation team have a copy of all candidate Identification cards, approved EAAs and seating plans. Once all candidates are seated, invigilators complete an examination attendance register which is in seating plan order. A copy is taken to Student Reception for attendance purposes, and another copy remains in the exam room for the duration of the exam.
External Candidates
Old Buckenham High School does not currently accept external/private candidates.
Roles and responsibilities
The role of the Examinations Officer
· Through training, ensure invigilators are aware of the procedure for confirming the identity of all candidates sitting examinations (ICE 16.1)
· Where applicable, prior to the examination, inform a private or external candidate or a transferred candidate who is not known to the centre that they must show photographic documentary evidence to prove that they are the same person who entered or registered for the examination or assessment, e.g. passport or photographic driving licence. (ICE 16.5)
· Where applicable, inform candidates prior to their first examination that where it is impossible to identify a candidate due to the wearing of religious clothing, such as a veil, the candidate will be approached by a member of staff of the same gender and taken to a private room where they will be politely asked to remove the religious clothing for identification purposes and that once identification has been established, the candidate should replace, for example, their veil and proceed as normal to sit the examination (ICE 16.6-7)
· Prior to the beginning of the examination, brief invigilators on those candidates with access arrangements and make them aware of the access arrangement(s) awarded (ICE 16.8)
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