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Candidates who arrive late 

  
A candidate who arrives after the start of the examination may be allowed to enter the 
examination room and sit the examination at the discretion of the Centre Manager. 
 

 Invigilators are be made aware of this policy. 
 

 A candidate who arrives after the start of the examination is allowed the full time for the 
examination, depending on the centre’s organisational arrangements and provided that 
adequate supervision arrangements are in place. 

 
 
A candidate will be considered very late if they arrive: 
 

 more than one hour after the published starting time for an examination which lasts one hour 
or more, i.e. after 10.00am for a morning examination or after 2.30pm for an 
afternoon examination. 

 
For examinations that last less than one hour, a candidate will be considered very late if 
they arrive: 
 

 after the awarding body’s published finishing time for the examination. 
 
Where a candidate arrives very late for an examination we will: 
 

 send the script to the awarding body/examiner in the normal way; 
 

 complete Form JCQ/VLA-Report on candidate admitted very late to examination room 
within seven days of the examination having taken place. (SEE ATTACHED) 

  
Form JCQ/VLA may be downloaded from the JCQ website: 
http://www.jcq.org.uk/examsoffice/forms/very-late-arrival-form 
 

We will provide the following information: 
 

 the reason the candidate arrived late, including any details of special arrangements made 
for the candidate to reach the centre; 
 

 the actual starting and finishing times of the examination; 
 

 the time the candidate started the examination; 
 

 the time the candidate finished the examination; 
 

 a statement on whether security may have been broken due to the candidate arriving 
late, including information about the extent to which the candidate was under supervision 
from the actual starting time of the examination; 
 

 warn the candidate that the awarding body may not accept their work. 
 

 Form JCQ/VLA must not be sent to an examiner. 
 

 
Candidates Who Persistently Arrive Late for Exams… 
 
The exams manager will liaise with the Centre Manager to discuss this. 

 
 



Advice From Awarding Bodies… 
 
When deciding whether to accept any of the work done by a candidate who arrives very 
late, the awarding body will pay particular attention to how far it can be sure that the security of 
the examination has been maintained. 
 
Given that candidates may have left the examination room one hour after the awarding body’s 
published starting time, the awarding body is unlikely to be able to accept the work of very late 
candidates unless they have been supervised. 
 
Where a candidate is identified as being absent at the start of an exam by centre personnel, the 
centre may wish to make contact with the candidate’s parent/carer. 
 
The parent/carer should be advised to keep the candidate under supervision at all times until the 
candidate is handed over to a member of centre staff. In such circumstances the parent/carer and 
the candidate should sign an appropriate statement to confirm the supervision arrangements which 
were put in place. 
 
The awarding body will consider each case individually in light of statements from the parent/carer, 
the candidate and the centre. 
 
If a candidate arrives in the afternoon for a paper that had been re-arranged for a morning session, 
the candidate may be allowed to take the paper at the published time as long as he or she has not 
had any contact with candidates who sat the paper earlier. 
 
The awarding body will then decide whether or not to accept the script. 
 
Centres should note that there is no requirement to complete any paperwork for those 
candidates who arrive within one hour of the published starting time for an examination 
which lasts an hour or more, i.e. candidates arriving between 9.00am and 10.00am for a 
morning examination or between 1.30pm and 2.30pm for an afternoon examination. 
 
 
 
 

Absent Candidates… 
 

 If a Candidate hasn’t arrived 30 minutes prior to the start time of the exam the Parent/Carer 
will be telephoned to establish the Candidate’s whereabouts 

 

 Should the Candidate not arrive we will ensure confirmed absences are clearly recorded as 
such on the attendance register which is sent to the examiner/marker.  

 

 We will note candidate absence on the seating plan by crossing through the candidate  
 
 


