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Procedure For Candidate Absence

Purpose of the plan

This plan outlines procedures put in place for candidates that are absent from exams at
Oxted School.

When a student is identified by invigilators as absent from an exam, the exams officer or
assistant contacts the relevant pastoral team, who attempt to contact the parent or
candidate (Year 12 and 13 only). If the candidate can arrive before the cut off point of being
late for an exam, they proceed to their venue upon arrival and sit their exam as normal.

If a candidate will be classes as very late, the candidate is made aware that they must be
under supervision, to protect the integrity of the exam.

The Exam Officer will contact the relevant exam board, to inform them of the very late
candidate, and complete any paperwork relating to this.

If a student arrives very late, they are met by a member of staff upon arrival, all prohibited
items removed and escorted to their exam venue.

If a candidate is absent with valid reason, the Exams Officer will decide if an application of
special consideration is to be applied and will communicate with parents/carers regarding
evidence and submit this accordingly.

Absence is recorded on the internal system, which is then reflected on the schools MIS,
SIMS. This is then noted on the exam board registers, which are submitted to the board with
exam papers.



