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National Qualifications 2012
Request for Change of Timetable
1
To enable the Scottish Qualifications Authority to approve an adjustment of the official timetable necessitated by shortage of equipment in practical examinations, proposed arrangements should be detailed overleaf in respect of groups of candidates in the paper(s) concerned.


In making these proposals examination centres should note that candidates taking examinations outwith the official times must be kept isolated to ensure that they neither give nor receive advance information about the contents of the question paper(s):  this requirement must be met not only in relation to possible contact within the candidates' own examination centre, but also with regard to candidates from other examination centres.  The supervision of such isolated candidates is not the responsibility of the Invigilator.  To allow any necessary checking of equipment and/or any necessary preparations by candidates at least twenty minutes should normally be allowed between sessions.

2
Normally, candidates involved in an approved earlier session must be held under supervised isolation until half an hour after the official starting time and candidates in later sessions must be under supervised isolation from that time until the start of their examination when they will come under the supervision of the Invigilator.

3
The following is an example of an acceptable rescheduling of the timetable.

	Official Time 

of Examination

From          To
	Candidate

Groups
	Proposed Arrangements

	9.00 am - 10.00 am
	Group  I 

Group II 
	9.00 am - 10.00 am (as official timetable)

10.30 am - 11.30 am (under supervision from 9.30 am)




4
This form may be submitted to Assessment Arrangements at Dalkeith as soon as the need to rearrange the official timetable has been identified.


NB   Centres are reminded that they are free to adjust the starting times of examinations by up to 30 minutes either way without seeking approval.  This should prove helpful to those centres who normally adjust examination times by a few minutes because of school transport problems. 


Requests to move the start of examinations by more than 30 minutes must be made to us in writing by the Head of Centre clearly stating the reasons for the proposal.  Only in quite exceptional circumstances would such a request be granted. 

Request for Change of Timetable
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Head of Centre ____________________________________________________ Date ___________________________
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