
 
Procedures to verify identity of all candidates at the time of the 
examination or assessment 

 
This procedure confirms Greenhead College’s compliance with JCQ’s General Regulations 2025-2026 (section 5.6) 
which stipulates that the College: 

• Has in place written procedures to verify the identity of all candidates at the time of the examination or 
assessment 
 

Current students 
All current students are expected to wear their student lanyards (complete with student cards) at all times whilst 
attending College. This expectation also extends to when they take examinations or assessments. 
 
If a student has not brought their lanyard, the Front Office team will print them a temporary ID sticker, showing 
their photograph and their details. The details of those without their lanyard are recorded on each occasion; after 
three times without their lanyard, the student is spoken to by one of our College Leadership Team. 
 
As a last resort, other forms of photographic ID, such as a provisional driving licence, will be accepted in place of 
the student card. The photographs and details of all students can also be accessed via Cedar by every member of 
support & teaching staff, if required. 
 

External candidates 
We do not currently accept external candidates.  
 
The photographs and details of all recent leavers can be accessed via Cedar by every member of support & teaching 
staff, if required. 
 

The role of the invigilator 
• As students enter the exam room, the invigilator reminds them to have their student cards visible 

• As part of the invigilator announcements at the start of the examination, students are requested to place 
their student card on the corner of their desk, allowing invigilators to check ID easily 

• The ID check is recorded on the seating plan, also ensuring students are seated in their assigned seats 

• A copy of current student photographs is also provided with the invigilation pack in each of the large exam 
venues, to assist with identification 

• If any queries remain over student identification, the invigilator will contact a member of the Exams Office 
for assistance. Any anomalies are recorded on the incident log 

 

Religious clothing 
Where it is impossible to identify a student due to the wearing of religious clothing, such as a veil, the College will 
follow the guidance in the JCQ Instructions for Conducting Examinations 2025-2026 document (section 16.6): 

• The student will be approached by a member of staff of the same gender and taken to a private room where 
they should be politely asked to remove the religious clothing for identification purposes 

• Once identification has been established, the student should replace the religious clothing and proceed as 
normal to sit their examination 

• Students will be made aware of this procedure prior to taking their first examination 
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