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Name of Policy: Student Guide to Examinations 
 

  Yes/No Comments 

1 Does the policy/guidance affect one 
group less or more favourably than 
another on the basis of: 

  

 Race or ethnicity No  

 Disability Yes  

 Gender No  
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SUFFOLK NEW COLLEGE 
 

Student Guide to Examinations 

 

1. Examination Entries 
 

Tutors and the Student Data Team are responsible for entering students 
for examinations. It is your responsibility to ensure that all personal 
information is up to date and that you carefully check examination entry 
statements. 

 
When amendments to entry or personal details are needed, this must be 
made by direct contact with the Student Data Team before the date of any 
exam. 

 

1.1 GCE, Applied GCE and GCSE students 
 

If you are studying these qualifications you will be asked to bring in your 
previous results slips or certificates so that we can collect evidence of your 
studies and record your Unique Candidate Number (UCI). 

 
This number transfers with you to College to ensure that your previous 
results are added to any examinations which you take in College. 

 
 

2. Access Arrangements 
 

2.1 Access arrangements 
 

You may consider applying for access arrangements if you have been 
receiving help in the classroom because you have learning support needs, 
a disability or a medical condition. 

 
Access arrangements need to be applied for and approved before the 
examinations periods start. 

 

You may apply for access arrangements if you have: 

o a permanent or long term disability or learning difficulty; 
o a temporary disability, illness or indisposition; 
o English is a second or additional language. 

A previous statement of special educational need does not necessarily 
mean that you qualify for access arrangements. 

 
A range of access arrangements can be granted. The common ones are 
as follows: 

o up to 25% additional time to complete examinations; 

o supervised rest breaks; 
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o modified papers –
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If you need a new assessment, talk to your Student Support who will 
arrange an appropriate time/time for the assessment/screening to take 
place. 

 
Ensure that your tutor knows what arrangements are being put in place so 
that you get classroom support. 

 
Complete and sign an exam concession form with the Specific Needs 
Advisor requesting special examination arrangements so that the Student 
Data Team can action your request. This form gives the College 
permission to act on your behalf and to issue confidential information to a 
third party. 

 
If you need coloured paper or screen backgrounds, you need to ask your 
Student Support to refer you to the Specific Needs Advisor who will help 
you chose the appropriate colour and will then inform the Student Data 
Team. 

 
 

3 Special Considerations 
 

If something happens to you around the immediate time of your 
examination, such as having an accident, breaking a bone or having a 
personal crisis, you need to inform the Student Data Team as soon as 
possible. 

 
You will need to bring written evidence with you such as a doctor’s note 
Tj
-389F�H.  
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6 Failure to attend an exam 
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The College will not normally allow more than one resit of an examination 
or assessment unless there are exceptional circumstances when a further 
attempt may be agreed by the College’s Associate Principal. 

 
The College reserve the right to charge for exams and re-sits where: 

 
 The student does not turn up for an exam for which the 

College has paid, without prior agreement or a good cause; 

 The student is retaking an exam having failed more than 
once 


