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APPLICANT'S GUIDE – Revised July 2009
INTRODUCTION

When you enter for public examinations with a GCE/GCSE Awarding Body the data which you supply (your name, date of birth, subjects entered etc.), is stored in a computer (data processing system).  Subsequently more data is entered into your personal record as marks and grades are awarded.  After approximately 10 years this data is archived. Such data is subject to the Data Protection Act and you are given certain rights and safeguards under the Act.  This document gives you information about those rights and tells you how to exercise them if you so wish.  For further information refer to the Guidelines available free of charge from the Information Commissioner.

As a person about who data is held you are the 'data subject'.  Provided that you apply in the proper manner (see below) and pay the appropriate fee you are entitled to be provided with a copy of all personal data held about you.

You should note that the Data Protection Act does not affect the normal post-result services of Awarding Bodies and your grades will not be changed as a result of an application under the Act.  If you require information about your marks it may be appropriate to use the Act, but if you wish your scripts to be checked and grades to be reviewed you should use the alternative procedures offered by the relevant Board or Group.

HOW TO APPLY

Forms on which to apply for a copy of your personal data can be obtained direct from the Awarding Body.

You are not obliged to use the application form, but you are strongly advised to do so to avoid delay.  If you apply by letter you must provide all the information necessary for your identity to be confirmed and your data to be traced.

Applications by telephone cannot be considered.

Since security of data is a requirement of the Act (and thus for your protection) you must give convincing evidence of your identity.  This is most easily done by enclosing with your application a photocopy (not the original) of one of the following:

(i)
the result statement by which you were first informed of your grades;

(ii)
the certificate issued to you in confirmation of your result.

Failing this you should provide other convincing evidence of your identity; this must include the name or number of the centre through which you entered for the examination, your candidate number and your date of birth.  In all cases your application must be countersigned by an independent person who can vouch for your identity.  The Head or a senior member of the centre at which sat the examination may be the most convenient person to do this.

You may have taken examinations in different years, or at different sessions within the same year, Advanced Subsidiary, GCSE etc.).  Please ensure that full details of all examinations taken are inserted on the application form.

Your application must be accompanied by the fee.

WHEN YOU WILL RECEIVE YOUR DATA

The Awarding Body is obliged to respond to your application when it has received all such information as it may reasonably require in order to identify you and to locate your personal data, together with the required fee.

In normal circumstances the Board or Group is then obliged by the Act to supply you with a copy of your personal data within 40 days.

However, the Act permits Awarding Bodies to delay the release of current examination data.  (Under this concession examination results will not be released to any applicant before the official date for publication to all candidates.  If an awarding body finds that response to an application would involve the early release of a result it may defer its reply until 5 months after receipt of the application or until 40 days after the publication of results, whichever is the earlier.

WHAT YOU WILL RECEIVE

If the Awarding Body replies to your application within 40 days of receipt you will receive a full copy of all the data held about you by the Awarding Body at the time the request was received, although the Board or group may take account of any amendment or deletion made between that time and the time when the information is supplied.

In the case of the current examinations, if the Awarding Body exercises its right to delay the reply for up to 5 months (see above) you will receive a copy of the data held about you at the time of your application and of the data held about you at the time of reply, plus a record of any changes made to your data in the interim.

Between your entering for the examination and its start the Awarding Body will hold only the data about you which you yourself have supplied (your name, date of birth, etc.) and will probably have sent you a statement of confirmation of your entry.

After the examination has started the Awarding Body will begin to add marks to your record frequently, perhaps daily, but when sufficient information is recorded to show or to imply your grade the Awarding Body will exercise its right to delay a reply to your application until after the publication of results.

After the results have been published, a disclosure of your data will confirm your published grades and provide detailed information of your marks.

Most examinations consist of several components, e.g. Paper 1, Paper 2, each with its own mark scheme.  The marks awarded when the script is first marked may be adjusted for a variety of reasons, and these marks are ultimately combined to produce a final grade.  

ALTERNATIVES

An application under the Data Protection Act is not a request for a review of your result.  You will simply obtain information.  You may discover how you obtained your grades but there will be no review of the marking of your work.

If you would like your scripts to be checked or remarked, or if you require a report on your work, you should apply under the normal procedures of the Awarding Body.  The Head or Principal of your centre will have information about these procedures, so, if you are a private candidate, you may apply directly to the Awarding Body.  You should note however that a review of results is not possible after 20 September (following a summer examination) or 11 April (following a winter examination).

FURTHER INFORMATION

This guide necessarily provides only a brief survey of your position as an examination candidate.  If you require further information about the Data Protection Act, or if you wish to check the regulations made by Awarding Bodies, you should contact your local library authority, which will be able to tell you which library in your area holds the complete register of Data Users, or contact the Information Commissioner, Wycliffe House, Water Lane, Wilmslow, Cheshire. SK9 5AF.
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