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Our ref: THM/AWH 
 
January 2021 
 
Dear Candidate 
 
Exam/Certificate 
 
Your certificates are valuable documents and it is extremely important that you arrange to collect 
them from the school at the earliest possible opportunity.  
 
Candidates who took examinations during the summer can collect certificates from the school at 
the end of the term. 
 
Candidates who took examinations in prior years should contact the Examinations Office to 
check whether their certificates are still held by the school prior to arranging collection.  The 
Examinations Office can be contacted on 01329 843127 or via enquiries@henrycort.org. 
 
The school is not obliged to keep certificates for longer than twelve months and may destroy any 
unclaimed certificates by a secure method (for example by shredding or incineration) after 
holding them for a period of 12 months from the date of issue.  A record of all certificates 
destroyed by an exams centre should be kept for a further period of four years from the date of 
their destruction. 
 
If you lose your certificates you can contact the relevant exam board directly to get a 
replacement exam certificate or certified statement of results.  Please be aware that fees may 
apply.  However, you cannot get a replacement certificate for an O level, CSE, GCSE or A level - 
your exam board will send you a certified statement of results instead. You can use this in place 
of your exam certificate, for example when completing a university application. 
 
If you require this service you should contact the awarding bodies are as follows: 
 

 AQA - https://www.aqa.org.uk/contact-us/past-results-and-lost-certificates 

 OCR - https://www.ocr.org.uk/students/replacement-certificates 

 Pearson (Edexcel) - https://qualifications.pearson.com/en/support/Services/certificate-
services.html 

 WJEC - https://www.wjec.co.uk/home/student-support/replacement-exam-certificates 
 
Can’t remember your exam board or it isn’t listed above - https://www.gov.uk/replacement-exam-
certificate 
 
Yours sincerely 

 
Mr T Mitchell 
Assistant Principal – Curriculum and Assessment 
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