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Alternative Examination Arrangements Form

 Academic Year 2011/12
This form should be used to request any changes to examination arrangements.  The request may include the use of computers or other special equipment during examinations as well as application for extra time and special accommodation requirements. The form should be submitted to the Head of School for your programme of study after you have completed Part A.  You will be given a copy of the form.  Please note the final deadline dates for submission of the form shown at the foot of the page.  

Student to complete PART A 

PART A

Name…………………………………………………………           University ID ......................

Programme of study……................................................
Year of study ............................

School…………………………
Faculty...............................................





University email ...................................................................................................................

Please indicate below the nature of any disability indicated in the supporting evidence, (e.g. dyslexia) and whether you are in receipt of Disabled Students Allowance (DSA).  (This will be recorded in the University student record system).  If your request for alternative arrangements is because of unforeseen circumstances you MUST talk to your School Disability Representative who will advise you of the course of action you should take.


I am/am not in receipt of Student Disability Allowance

Please explain the alternative arrangements that you require.   Suitable evidence in support of your request must be submitted with this form.  Submission of the request is not a guarantee that your alternative arrangements will be accommodated


Signed ………………………………………………………..….                 Date………..……………
DEADLINES for submission

18 November 2011 for exams taken up to the 4 May 2012
27 January 2012 for exams taken from 5 May 2012 onwards

Please note that if your application is received after the dates outlined above the requested alternative arrangements may not be approved
PART B:  Approval Process (Staff)

Authorised by Head of School
Signed………………………………………………………..Head of School or Nominee





Print Name ………………………………………...Date  ……………………………………

NB Sections 1 and 2 below must be completed prior to submission to Faculty.  Failure to complete these sections will result in the form being returned to the school/department

Section 1

 The student will sit examinations in:

Central Room*

 School/Department*

*Please delete whichever is not applicable
Section 2

I confirm that the approved alternative arrangements for examinations applies:

To the current academic year only *

For the duration of study on the student’s current programme *

*Please delete whichever is not applicable
This form MUST be signed by the Head of School or their nominee before being submitted to the relevant Faculty Office for approval  

Authorised by Dean   

Signed……………………………………………..
Dean of Faculty or Nominee





Print Name ………………………………………...Date  ……………………………………

NOTES FOR GUIDANCE  

The school/department should approve the alternative arrangements and determine whether the approval applies to the current year only or for the duration of study. You may need to check with your school examinations officer that the requested arrangement can be accommodated.  Following authorisation by the Head of School, the school/department must send the form, together with any attachments (inc. supporting evidence), to the Faculty Office for approval by the Dean.  

Following approval, the Faculty Office will input the information onto the SITS Student Records database by 25 November 2011 for exams taken up to the 4 May 2012 and the 3 February 2012 for exams taken from the 5 May 2012. The original form and evidence should be returned to the home school.  The student’s home school MUST provide a copy of the approved form to the student 

Where the student is taking exams outside the home school a copy of the form MUST also be provided to the other schools involved.
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