
 

  
 
 

5 November 2014 
 
Dear Parent/Guardian 
 

SQA QUALIFICATIONS 
 

This letter is sent to all parents/guardians with pupils in the Senior Phase to provide important information about 
procedures relating to SQA qualifications. 
 

CHANGES OF LEVEL AND WITHDRAWALS  
All pupils will be entered for courses at the level thought appropriate in the professional judgement of the 
teachers involved.  This level will show on reports to parents/guardians and takes into account the previous 
attainment of your daughter/son as well as analysis of pathways of pupils in previous years.  During the course of 
the school session we may make recommendations regarding pupil levels within a course.  For example, we may 
recommend a change of level.  In some cases, where success seems unlikely in the light of experience, we may 
even recommend withdrawal from a course. 
 

We will keep you informed about your daughter’s/son’s progress and will also involve you in any decisions about 
changes of level or withdrawals.  We will always seek your consent for any decision like this, and we will always 
be happy to discuss your daughter’s/son’s courses of study. 
 

SCHOOL PROCEDURES FOR NATIONAL COURSE UNIT ASSESSMENTS 
Throughout the school year, pupils sit a series of unit assessments which are key parts of the course.  In the old 
Higher and Advanced Higher courses these are called NABs whilst Nationals and New Highers simply call them 
Unit Assessments.  To be able to complete a course, pupils must pass all unit assessments. 
 

From session 2014-15, a Highland-wide policy on re-assessment opportunities that maximises pupil opportunity, 
while maintaining the integrity of the national courses, has been implemented.  In the past there could be 
different interpretations by schools on some aspects, for instance SQA’s guidance on re-assessment is that 
normally there should be one or, in “exceptional circumstances”, two re-assessment opportunities.  This new 
authority wide policy is to remove any inequality across Highland.  A list of what would constitute exceptional 
circumstances is provided overleaf. 
 

Ordinarily, the school would have issued this letter at the start of the session but the policy was only recently 
finalised. 

 Pupils will be aware of assessment timescales at the start of the school year – these will be shared via 

departments and the school website. 

 If a pupil fails a first assessment parents/guardians will be informed; pupils will receive feedback about 

specific actions needed in terms of preparation for the re-assessment; re-assessment will take place no 

earlier than two weeks after the failed assessment to allow time for the pupil to address the feedback 

received after the failed first assessment. 

 All assessment judgements made by teachers are subject to verification.  More information about this 

process can be obtained from the school. 

 Where a pupil fails the re-assessment, a further re-assessment is allowed only if the school is satisfied 

that the circumstances were “exceptional”.   

 There is an appeals process in place for situations where a pupil has been refused a third assessment 

and a parent/guardian feels that the procedures have not been followed. 

Whilst we may have chosen a different style, the letters of communication between the school and home 
regarding the above follow Highland Council’s procedures and wording to ensure a standardised approach 
across the Authority. 
 

Yours faithfully 
 
 
 
 
Mrs Irene Carson 
Head Teacher 

THE HIGHLAND COUNCIL 
COMHAIRLE NA GAIDHEALTACHD 

 

 

Grantown Grammar School  
 
Cromdale Road, Grantown-on-Spey  PH26 3HU 
Tel: (01479) 872649   
E-Mail: grantown.grammar@highland.gov.uk 
Web Site:  www.ggschool.com 
 
Mrs Irene Carson, Head Teacher  



 
 
 
 
 
HIGHLAND COUNCIL “EXCEPTIONAL CIRCUMSTANCES” DEFINITIONS 
 
Where a pupil fails the re-assessment an exceptional re-assessment is allowed only in the circumstances 
outlined in the table below 

Circumstance Evidence Comment 

Unexpected illness on the day 
of the assessment (or 
worsening of an existing 
medical condition) 

Doctor’s line or letter or other 
communication from home to be 
held on record 

Schools cannot insist on a 
doctor’s line if the surgery 
charges for this service. Minor 
illness (mild sore head/cold etc) 
is not acceptable as 
exceptional circumstance. 

Bereavement or serious illness 
of a family member or person 
close to the pupil 

Letter or other communication 
from home to be held on record 

In such circumstances it may be 
better for the pupil not to sit the 
assessment at all. 

Domestic Circumstance Letter or other communication 
from home to be held on record, 
or written record of discussion 
with Guidance Teacher, SMT or 
similar 

In such circumstances it may be 
better for the pupil not to sit the 
assessment at all. 

Extended absence or disrupted 
attendance was a contributory 
factor in the failing of the first 
assessment or the  
re-assessment 

A Pastoral Note from 
Guidance/Support Teacher 
confirming absence (letter or 
other communication from 
home could be supplementary 
evidence) 

The Pastoral Note would 
acknowledge the unavoidable 
nature of the absence.  Simple 
non-attendance without some 
significant underlying reason 
would not count. 

Alternative Assessment 
arrangements (e.g. if a pupil 
entitled to Alternative 
Assessment Arrangements did 
not receive these 
arrangements) 

Teacher record of the 
circumstances to be held on 
record 

Review of Alternative 
Assessment Arrangements 
procedures after such an 
incident to ensure there is no 
repeat 

Assessment disruption (for 
example, fire alarm goes off 
during the assessment) 

Teacher record of the 
circumstances to be held on 
record 

 

Where there has been a 
procedural error in the school 
(for example, where the 
parents/guardians of a pupil 
who fail an assessment are not 
informed of a failed first 
assessment or a  
re-assessment). 

Meeting involving staff, Principal 
Teacher/Faculty Head and SMT 
to discuss the issue. 

Review of communication 
procedures after such an 
incident to ensure there is no 
repeat. 

Where there has been 
significant disruption to staffing 
during a session 

Record of meeting to discuss 
the issue with SMT and 
Principal Teacher 

This is only likely to be used if 
there is extended 
absence/disruption, since short-
term absence/disruption would 
be better dealt with by adjusting 
dates of assessments. 

Where the school deems that 
an assessment has been 
carried out for a pupil or group 
of pupils at an inappropriate 
time. 

This decision might be made at 
department/faculty/SMT level 
but should always be approved 
by SMT. 

Important this circumstance is 
followed up in terms of rectifying 
assessment 
approaches/classroom practice. 

 
 
 


