
 
 

The Littlehampton Academy 

Candidates who arrive late 

  
Inspire Growth; Reap Success 

 
The Academy follows the guidelines outlined in the Instructions for examinations (ICE) for candidates 
who arrive late for an examination.  
 

We will make every effort to ensure that all candidates arrive in time for the start of their 
examinations. Chapter staff and tutors will support this through making phone calls home and 
ensuring the safe arrival of the candidate.  
 

Not all candidates are deliberately late and may be very distressed on arrival.  Invigilators will take 
a few moments to help the candidate to calm down and remind them to switch off and remove any 
mobile phones.  The invigilator will ensure that the candidate is taken through the statutory 
regulations. 
 
Late Arrivals:  

1. A candidate who arrives after the start of the examination will be allowed to enter the 
examination room and sit the examination if they arrive within an hour of the start time.  
 

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

 
‘Very Late’ Arrivals: 
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 the Examinations Officer will follow 
the instructions detailed in the ICE booklet. 
 
If any candidate arrives after the scheduled finishing time, the candidate will be marked as ‘absent’ 
and should not be allowed to take the exam. 
 
Reviewing the Policy 
The Academy Council will review this policy annually and assess its implementation and 
effectiveness. The policy will be promoted and implemented throughout the Academy.  
 
Policy written and agreed by Mrs K Ridgway, Vice Principal & the Examination Officer, Data & Exams 
Manager 
 
Signed off by the Academy Council Standards & Safeguarding Committee on 8 November 2021 and 
ratified in the full Academy Council meeting on 6 December 2021. 
 
To be reviewed by the Principal and the Academy Council in October 2022  


