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	PLEASE COMPLETE IN BLACK INK OR TYPESCRIPT



	SECTION ONE — CENTRE DETAILS

	Centre name
	
	Centre No
	
	
	
	
	
	
	

	Contact name
	
	Telephone No
	

	SECTION TWO — DECLARATION

	· I confirm that the centre wishes to offer a national course including external assessment

· I confirm the information on this form is correct



	Authorised signatory
	
	Position held
	

	Name
	
	Date
	

	SECTION THREE — ARRANGEMENTS FOR EXTERNAL ASSESSMENTS 


(Please select option 1 or option 2)

	OPTION 1 — External Assessment will be conducted at the following accommodation:



	Location of examination

(eg name of school, college)
	

	Address
	

	

	

	

	Postcode
	
	Telephone No
	

	Contact name
	

	Designation
	

	NB — SQA will send the candidate attendance register to the contact person named above.

Declaration:
I confirm that I have written confirmation that candidates entered by my centre will undertake the external assessment at the above address



	Signature (by authorised signatory) 
	

	Name (printed) 
	
	Date
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	OPTION 2 — External Assessment will be conducted at centres premises:

	
Resource evaluation

Systems:

The centre will:
· disseminate, to all relevant parties and store, information on examination procedures and timetables
· nominate invigilators

· submit accurate entry details and estimates of performance for each candidate

· ensure that candidates understand the assessment criteria and form of assessment by which they will be assessed

· ensure access for disabled candidates to both the centre and the examination room
· respond to request for feedback

· submit assessment appeals where supported by coursework evidence

Invigilators are:

· not connected with the centre

· not a parent, partner or child of a candidate

· not an employee of the centre 

· trustworthy

· not deaf or shortsighted

· able to supply locked storage for question paper prior to examination and scripts after examination

Accommodation:

Please state the maximum number of candidates you can accommodate for an examination:
· has level floor

· is without galleries

· will have no pictures, teaching aids, maps or diagrams on its walls at the time of the examination

· there are sufficient single desks or tables and chairs for the number of candidates stated

· seats/desks will be consecutively numbered (a record must be kept of this arrangement of numbers and retained for six months)

· where practicable, a minimum distance of 1.25m should be maintained between one row of candidates and another

· there will be suitably equipped rooms for all candidates taking practical tests

· there is a means provided to allow the invigilator to summon assistance

· there is secure storage for papers and scripts

· there is a working clock, clearly visible to all candidates

· there are toilet facilities for both male and female and for disabled candidates


	Declaration:  I confirm that the centre meets the criteria listed above.

	Signature
	

	Name (printed)
	
	Date
	


