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1.  Introduction  
This policy outlines the procedures for identifying students during examinations to ensure the integrity and 
security of the examination process. It complies with the guidelines set out by the Joint Council for 
Qualifications (JCQ) and is designed to prevent any misidentification or fraudulent behavior in the examination 
environment.  
 
2.  Purpose  
The purpose of this policy is to:  
 

• Ensure that all students are properly identified during examinations.  

• Prevent any instances of impersonation or incorrect student identification.  

• Comply with JCQ regulations, ensuring that all students are fairly and accurately identified.  
 
3.  Student Identification Requirements  
In order to ensure the correct identification of students, the following procedures will be implemented:  
 
3.1  Identity Verification Before Entering the Examination Room  
 

• Internal Year 11 students wear their CHSG school uniform to the exam.  

• All students are met by their Head of Year and Pastoral team (consisting of Assistant Head of Year, 
Pastoral Support Officer and tutors) to confirm identity.  

• All students must sign in at the student entrance (Y11) or ‘tap in’ in the 6th Form common room.  Calls go 
home to any student who has not arrived fifteen minutes before an exam.  

• Senior Leaders and the subject Heads of Department meet all students before they enter the exam to 
wish them luck.  

 
3.2  Checking ID in the Examination room  
 

• A seating plan is created, and all students sit in the same seat for every exam.  A copy of the seating plan 
is held on Exams Assist with the Exams Manager and a printed copy is put in the exam room.    

• Candidate ID cards are placed on each desk, which include the centre number, student photo, candidate 
name and candidate number.  

• Invigilators check each student against their candidate card.  

• Students are asked to ensure candidate cards are visible on the examination desk to be checked by the 
invigilators.  

• The student’s name will be cross-checked with the examination seating plan and the register before the 
exam commences.  

 
3.3  Seating Arrangements  
Seating Plans: each student will be assigned a specific seat for the examination. Seating arrangements are 
based on the student’s personal information as recorded in the examination register.  
 
The seating plan will include the student’s name and an assigned candidate card for easy identification. This 
helps invigilators ensure that students are seated in their correct place.  
 
3.4  External Candidates (Private/Transferred Students)  
External candidates are required to present one form of valid photographic ID (e.g. passport, driving licence, 
national ID card) before each examination.  
 
A copy of the candidate’s photo ID is retained securely by the Exams Manager for audit purposes.  
 
The Exams Manager or a designated member of staff verifies the identity of external candidates in person on 
each exam day.  
 
4.  Procedures for Handling Identity Issues  
4.1 Mismatch in Identification:  
If there are concerns about a student not matching the information on the seating plan candidate card, the 
student will be asked to verify their details with the Examination Manager. In case of unresolved discrepancies, 
the student may be prevented from starting the exam until the Head of Year, a member of the pastoral team 
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or Senior Leader has confirmed identity.  Should identification not be confirmed then the student will be 
prevented from taking the examination and the matter will be referred to the relevant examination boards.  
 
4.2 Lost or Forgotten ID:  
If an external student loses their ID or forgets to bring it on the day of the examination, the student must 
immediately inform the Examination Manager. The Examination Manager will make arrangements for identity 
verification, possibly by referring to the student’s previous records and any other identification available. 
Students without proper identification may be barred from sitting the exam until the issue is resolved.  
 
5.  Access to the Examination Room  
5.1 Admission Procedure:  
Students enter the examination room in a calm and controlled system of row by row entry.  This also allows 
the Head of Year and Senior Leaders to look at all students entering the exam.  Students sit at the correct 
location where their candidate card is placed.  
 
5.2 Security Checks:  
All students will be subject to security checks as required by JCQ, including the storing of bags and personal 
items in our S17 and our green container to ensure no prohibited materials are brought into the examination 
room. We run spot checks using the wand to safeguard against any forgotten or hidden items of technology 
and ensure there is no writing on any hands or legs.  
 
6.  Student Privacy and Data Protection  
6.1 Confidentiality:  
All student information, including identification details, will be handled in strict compliance with the General 
Data Protection Regulation (GDPR) and the Data Protection Act 2018.  
 
6.2 Limited Disclosure:  
Identification information will only be disclosed to the necessary personnel (i.e., invigilators, Examination 
Manager) in relation to the examination.  
 
7.  Invigilator Training  
All invigilators will receive training on the identification procedures outlined in this policy and will be fully aware 
of the steps to take if a student cannot be identified or there is an issue with their identification.  
 
8.  Compliance and Monitoring  
The implementation of this policy will be monitored by the Exams Manager and reviewed regularly to ensure 
continued compliance with JCQ regulations. Any changes to the policy will be communicated to all relevant 
stakeholders, including students, invigilators, and examination staff.  
 
9.  Conclusion  
This policy ensures that all students are properly identified and seated according to JCQ regulations, 
maintaining the integrity of the examination process. It ensures fairness and accuracy in the identification 
process, preventing any potential issues that could undermine the validity of the examination.  
  
  
 


