
CERTIFICATE COLLECTION INFORMATION FOR CANDIDATES

Dear [Student Name],

We are pleased to inform you that we have received your GCSE certificates for the summer 2024
examinations. We invite you to come and collect them at the times given below. Please note that the school is
only required to keep your certificates for one year, so it's important to collect them promptly.

Important Information: Please read carefully

● Please do not come in outside of these slots as we cannot provide you with your certificate on any
other days and times without a prior appointment.

● You must bring your ID with you. This must either be a valid passport or a provisional licence. We
cannot issue any certificates without confirming your identity.

● Upon collection, you will be asked to sign and date a document to confirm receipt of your certificates.
● Certificates cannot be given to anyone other than the person named on the certificate unless the

person named has provided written authorisation for a responsible adult to collect on their behalf.
● If you are unable to collect certificates, please complete and return the form over.

Certificates are available for collection from Reception, as follows:

Surnames beginning: A to G Monday 18th November 8:30-10:00 am or 3:30-5:00 pm

Surnames beginning: H to L Wednesday 20th November 8:30-10:00 am

Surnames beginning:M to Z Thursday 21st November 8:30-10:00 am or 3:30-5:00 pm

All students: A to Z Thursday 28th November 8:30-10:00 am & 3:30-5:00 pm

All students: A to Z Thursday 5th December 8:30-10:00 am & 3:30-5:00 pm

Checking certificates

On collection, you should carefully check that your personal details (name, date of birth, etc.) are correct and
that the correct final grade(s) issued to you is/are shown. You will be required to sign that you have collected
your certificates and confirm that all details are correct.

Uncollected certificates

Old certificates will usually be kept on site for a minimum of 3 years from date of receipt. To arrange collection
please check first with the exams team if the certificate is still on site and arrange an appointment to collect.
Please see the school website for further information.

In case of query, please contact Mrs Newlyn, Examinations Officer.
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CERTIFICATE COLLECTION INFORMATION FOR CANDIDATES

If you are unable to collect your certificates yourself, please nominate a member of your family to collect on
your behalf.

However, you must:

● Complete the form below and give it to your nominated adult to bring during your time slot or send an
email from your own email address to examoffice12665@heartlands.haringey.sch.uk informing us of
your full name, date of birth and candidate number AND the collector’s full name, and await
confirmation that your certificate is ready for collection.

● Your email must be from your own inbox.
● The individual collecting on your behalf must bring their own ID AND your own ID too. We cannot issue

your certificate to anyone that we are unable to identify.

✂-------------------------------------------------------------------------------------------------------------------------------

CANDIDATE PERMISSION FORM: Certificate Collection

Candidate Full Name*

Date of Birth*
Candidate

Number

I give permission for my representative: insert full name of representative here* to collect certificates on

my behalf. I confirm that my representative will provide photographic ID for both themselves and me upon

collection. They will also sign to confirm that my personal details and grades are correct. They are able to

attend (circle date) 28/11/24 - 05/12/24*

Candidate signature* Date*

The individual collecting on your behalf must bring their own ID AND your own ID too. We cannot issue your
certificate to anyone that we are unable to identify.

*Required Information. Completed forms should be returned to the Exams Office by Tuesday 3rd December

Certificates under any circumstances will not be sent by post. Completed and signed certificate collection

form should be handed in to the reception when the certificate is being collected by candidate’s

representative or emailed at least 24 hours before the stated collection slot.
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