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	External Assessment 2012
	

	Centre Details

	Centre No
	
	Centre Name
	


	Candidate Details

	Name
	

	Date of Birth
	

	Scottish Candidate No
	


	Entry Details

	Course Code
	Course Name
	Level
	Date of Exam

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Please indicate if assessment arrangements are required.

	Yes
	
	No
	

	Required arrangements:


	Alternative Venue and Invigilator Details

	Name of Alternative Venue
	

	Address
	

	Contact Name at Alternative Venue
	Tel No
	E-mail Address

	Name of Invigilator
	

	Invigilator’s Home Address
	

	Please indicate which provision of assessment materials you require.

	SQA to send assessment materials direct to the appointed invigilator.
	

	Invigilator will collect assessment materials and stationery from centre on morning of exam and return completed assessment materials back to centre for dispatch to SQA.
	

	Reasons for request to use this alternative venue.



	

	

	


I can confirm that the above information is accurate and I fully support the application including accountability/responsibility for all incurred costs. I am satisfied that the proposed alternative venue will accommodate and meet the requirements of an examination based environment. 

*Signature:
Designation:






Date:

External Assessment – Alternative Venue

Notes on the completion and submission of the form

This form is to be used to seek approval for a candidate to sit examinations at an alternative venue.  All requests must be submitted to SQA no later than 16 March 2012. 
Note: Requests are to be made by the presenting centre only. Requests received by anyone other than the presenting centre cannot be processed. 

Centre Details

Please complete both Centre No and Name of the presenting centre.

Candidate Details

Please complete the details for the candidate who is being accommodated at the alternative venue.  A separate form must be completed for each candidate. 

Entry Details

List the relevant 4 digit codes for the course(s) eg X059 French, and Level(s) eg Intermediate 2 and the exam dates concerned.  

Note: Any changes to the entry – eg change of level, withdrawal etc – must, in addition to following the normal procedure, also be intimated separately to the Assessment Arrangements Section in Dalkeith (see address below). 

Assessment Arrangements required

Please ensure all Assessment Arrangements are requested through the AAR System in the normal way.  If your candidate requires adapted papers - please type ‘Alternative Venue candidate’ in the ‘Additional Comments‘ box. 

Alternative Venue and Invigilator Details
This is the venue accommodating the candidate for the examination(s). 
 If the invigilator’s details are not available when this form is submitted they should be sent to the Assessment Arrangements team as soon as possible. 

Note: Without the Invigilator’s details, we are unable to progress the request. 

Provision of assessment materials

You must only select one option.
Note: If the requested venue is outwith Scotland the assessment materials will be sent directly to the nominated invigilator at the venue address.

Reasons for request to use this alternative venue

Venues within Scotland are usually special educational units or non-presenting centres where a candidate cannot for various reasons sit his/her examinations in their presenting centre.
Candidates may also need to sit their examinations:

· in hospital

· in a secure environment e.g. residential school or prison

· at another campus of a college

· in their own home (if educated at home, have additional support needs or have a temporary disability) 

· in suitable accommodation when representing their country in a sporting event

Requests to use a venue outwith Scotland are normally only made if the candidate:

· has undertaken the course and has moved to live abroad 

· is taking part in a school exchange visit 

· is on an educational trip 

· is representing his/her country in a sporting event. 

Please indicate the reasons in the space provided on the form.
*If you are submitting a request form electronically we will accept a typed name as confirmation.  Please attach request form to an e-mail and send to alternative.venues@sqa.org.uk 
If you are submitting your request form in a hard copy the completed form must be signed, dated and sent to the address below (unsigned forms will be returned for signature).  
A written response will be sent to the SQA Co-ordinator and appointed invigilator in due course. 

Scottish Qualifications Authority

Assessment Arrangements
Lowden
24 Wester Shawfair,
DALKEITH,

Midlothian,
EH22 1FD




Telephone: 0131 561 6890







Email:alternative.venues@sqa.org.uk
