


 

 

Application for a Timetable Deviation and Notification of Additional 
Timetable Session(s) 
 
Please read the instructions overleaf before proceeding with the completion of the form. 
 

Centre Number          Syllabus/Component       

 
      Scheduled  

date and time 
for 
component 

 
D 

 
D 

 
M 

 
M 

 
Y 

 
Y 

am/pm Proposed revised 
date and time for 
component       

D 
 
D 

 
M 

 
M 

 
Y 

 
Y 

am/pm 

Duration of 
Examination 

 

Please list other examinations to be taken on the 
same day and details of the examination board 
involved. 

  Examination Examination 
Board  

Duration of examination 

    
    

 
Please tick the appropriate box  
Clash with another CIE Examinations   
Restraints on space and/or equipment (request for split session)  
Examinations equate to more than 3 hours in one session  
Candidate is representing his/her country at an international event  
Hospital/medical appointment  
Court attendance as a witness  
Bus/transport difficulties  
Other (please specify below)  
  

 
Candidate(s) 
Number(s) 

Please give details of the suggestions for intended security arrangements. 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
Name 
(Head of Centre 

Signature Date 

  
 

For CIE Use Only  
 
Outcome of application for Timetable Deviation 

  
          APPROVED / NOT APPROVED 

Name of authorising officer  
Date  

 
Please send this form to:           INT/E24 
University of Cambridge International Examinations, 1 Hills Road, Cambridge, CB1 2EU, United Kingdom 
Fax: +44 (1223) 553558   Email: international@cie.org.u 

k  
 FORM 9 



 

 

Instructions for the Completion and Return of Form 9 INT/E24 
 
• Reference should be made to the appropriate section in the CIE Handbook for Centres. 
 
• A separate form must be used for each application by syllabus and component or notification of additional 

session(s). 
 
• If all candidates entered by a Centre are to take the examination at the revised time, ‘ALL’ may be stated 

in the appropriate boxes.  Otherwise, the candidate numbers of those involved in the deviation must be 
listed.   

 
• The Head of Centre should ensure that the total duration of the examinations to be taken in one session 

does not exceed 3 hours in duration.  If the examinations total 3 hours or less, an application should not 
be made and the examinations should be taken in the scheduled session with a supervised break in 
between. 

 
• When completing the Reasons for the Deviation, make sure that all the details of the clash are included to 

assist in the processing of the application.   
 
 
• All the security arrangements for the candidates and question papers must be included or CIE may not 

grant permission for the timetable deviation. 
 
• This form must be signed by the Head of Centre or by a senior teacher authorised to do so by the Head of 

Centre. 
 
• Please photocopy this form as required.  Additional copies of this form are available, on request, from 

CIE. 
 
• Applications should reach CIE by 17 April for May/June examinations, 9 September for October 

examinations and 11 October for November examinations for timetable deviations and notification of 
an additional session. 

 
• When a decision has been made, CIE will communicate in writing to the Centre its decision about 

applications for timetable deviations as quickly as possible. 
 
• No timetable deviation should be applied until formal permission has been given by CIE. 
 
• All communications should be sent to University of Cambridge International Examinations, 1 Hills Road, 

Cambridge CB1 2EU, United Kingdom, or faxed to +44 (1223) 553558. 
 
 
N.B.  Unless there are specific local arrangements in place, Centres are permitted to start an examination at 
any time within the ‘window’ of the session, but must ensure that the finish will be within the times specified.  
For example, a three hour written examination may begin at anytime between 08.00a.m. and 10.00a.m. to be 
completed at 1.00 p.m., but may not start at a later time than 10.00 a.m.  Under these circumstances, it is not 
necessary to submit an application for a timetable deviation.  



 

 

APPLICATION FOR ACCESS ARRANGEMENTS  
 

Please read Part 6 of the Handbook for Centres Access Arrangements and Special Consideration before 
completing Form 10.  
 

Year  Session(s)  

 

Centre Number  Centre name  

 

Candidate Number  Candidate name  

 

Syllabus title Syllabus entry 
Number Component(s) 

   

   

   

   

   

   

   

   

Modified papers 
 
Braille  

 
Grade 1                     Grade 2 

 
Enlarged 

 

If the candidate has previously been granted access arrangements please specify 
 
 

Declaration 
I unreservedly support this application and am satisfied that the information on this form is correct. 
 

Head of centre 
Date  

Name (Please print) 
 

Signature 
 

 
 
Please send this form to:         FORM AA (PHC) 

          
University of Cambridge International Examinations, 1 Hills Road, Cambridge, CB1 2EU, United Kingdom 
Fax: +44 (1223) 553558   Email: international@cie.org.uk 

 
 
 
 
 

FORM 10



 

  

 
SECTION A TEMPORARY/PERMANENT DISABILITY  

Details/Circumstances 

 

 

 

 

 

Is supporting Evidence Attached? Yes/No 

Have Access Arrangements been previously awarded to this candidate by CIE? Yes/No 

If Yes please confirm the examination session(s) the Arrangements were granted for 

 

SECTION B LEARNING DIFFICULTIES 

 

History of Need 

Does the candidate have a history of difficulties with the acquisition and development of literacy skills? 
Please give brief details mentioning school records, reports, previous psychological assessments and 
results of screening tests. 
 

History of Provision 

Have any of the following been made available to the candidate: learning support /a differentiated 
curriculum/ special assessment arrangements? Please give details, including dates and indicate which 
arrangements represent the candidate’s normal way of working. 
Does the candidate’s level of attainment suggest that he/she should be able to cope with the content of 
the examination entered? 

 
 
 
 
 
 
 

Arrangements Requested 

This section should be completed by the centre, after the candidate has been assessed.  On the basis 
of this assessment, the following access arrangements for examinations are requested (Please be 
specific). 

 

 
 
 
 
 



 

  

SECTION C  
 
This section should be completed by a qualified specialist (i.e. an educational 
psychologist/specialist assessor). The specialist is not required to recommend access 
arrangements but to assess the candidate and discuss appropriate arrangements with the 
centre. 
 
Please complete those sections necessary to support the application, i.e. sections on reading for 
reader applications. It is not permitted under any circumstances to delete sections or amend the 
wording on the form. Please insert n/a in sections not completed. 
 
Reading Skills 
 
1.       Reading Accuracy  
 

Is the candidate’s untimed (single word) reading accuracy in the below average range for his/her 
age (i.e. at least 1 standard deviation below the mean on a nationally standardised test, that is 
with a standardised score of less than 85?) 
 
YES    NO  
 
Please give the candidate’s result on a Single Word Reading test as a standardised score. 
 

Name of test  

Test ceiling  

Date of administration  

Standardised score   
 
2.       Reading Speed and Comprehension 

 
Does the candidate read and/or comprehend continuous text at a speed/level which is below 
average for his/her age (i.e. at least 1 standard deviation below the mean on a nationally 
standardised test, which is with a standardised score of less than 85?) 
 
YES  NO  
 
Give the candidate’s results on timed assessments of reading text with comprehension. 
 

Name of test  

Test ceiling  

Date of administration  

Reading speed wpm  

Reading speed Standardised score, if 
available  

Comprehension Standardised Score  

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

  

Writing Skills 
 
3. Accuracy & Legibility 

 
Is the candidate’s spelling accuracy in the below average range?  
YES    NO   
 
Does the candidate’s spelling and/or handwriting render his or her free writing largely illegible to 
someone who is not familiar with it?   
YES    NO  
 
Is the candidate’s free writing incomprehensible to someone who is not familiar with it? 
YES   NO  
 
A word processor will be permitted only if the candidate is proficient in its use and there 
is evidence of impairment or their writing is produced at a below average speed. 
 
Is the candidate proficient in the use of a word processor?            
YES    NO  
 
Please give the results of a spelling assessment, stating how many errors were unrecognisable 
as the target word. 

 

Name of test  

Test ceiling  

Date of administration  

Spelling Standardised Score  
Errors unrecognisable as target word, 
expressed as a percentage of the whole 
assessment 

 

 
4. Does the candidate express him/herself in written form, more slowly than is average for 

his/her age? YES   NO  
Name of test  

Free writing speed (wpm)  

Percentage of indecipherable words  

Free writing speed (wpm) when dictated to 
scribe/word-processed  

Quality of language - please comment  

 
Other relevant information:- 
Any other relevant information should be included here, but this section must be completed if the candidate 
does not meet the strict normative criteria for access arrangements (i.e. generally with standard scores that 
fall below the 85 threshold).  In those cases use this section to present your evidence as to why access 
arrangements should be awarded.  A full diagnostic report is not required but if one is available it should be 
appended. 
 
Please see Part 6 of the Handbook for Centres, Access Arrangements and Special Consideration.    
 
 
 
 
 
 
 
 
 
 
 

 



 

  

Name of the author of this report  
 
__________________________________________________ 
(Please print) 
 
Are you: 

a Qualified psychologist?  

YES    NO   

a Full/Affiliated Member of the Association of Educational Psychologists?  

YES    NO  

a specialist assessor with relevant accredited qualification approved by Head of Centre  

YES    NO  
 
Institution where currently employed as a teacher contracted to carry out assessments 
 
……………………………..…………………………………………………………………………..… 

 
Specialist qualification 
held………………………………………………………….…………………………………………… 

 

Evidence attached YES    NO  
 
I certify that the above information is accurate and that I carried out all the assessments in Section C. 
 
 
Signature ………………………………………………………… Date…………………….  

Candidate Name:  Centre Number: 



 

  

Notes on the Completion of the Access Arrangement Form 10 
 
Before completing this form, Part 6 of the current edition of the CIE Handbook for Centres must be read to confirm that 
the candidate in question is eligible for Access Arrangements 
 
Form 10 should only be used when making an application for Access Arrangements in advance for candidates who are 
permanently disabled e.g. visually impaired, hearing impaired, dyslexic, or candidates who have a temporary disability that will 
affect their access to the examination e.g. a broken arm which means they are unable to write, or will take longer to write.  If the 
candidate is disadvantaged due to a temporary illness e.g. measles, an application for Special Consideration should be made 
using a Form 15. Any application for a shortfall in coursework should be made using a Form 11.  Applications for Special 
Consideration are made after an examination has taken place. 
 
Deadlines must be adhered to and are listed in the Handbook for Centres Part 6. 
 
FRONT PAGE:  
All the relevant Centre and Candidate details need to be recorded, along with any syllabus details, an indication of any modified 
papers required should also be made.  Ensure that the page is signed by the Head of Centre. 
 
SECTION A: 
List all the details relating to the candidates condition/circumstances and indicate if evidence is attached and if access 
arrangements have previously been awarded. 
 
SECTION B: 
Give details of the candidates history of provision e.g. are they used to working with a reader, writer or word processor.  Also 
give details of which access arrangements are being requested. 
 
SECTION C: 
This section should be completed by a qualified specialist.  The specialist is not required to recommend access arrangements 
but to assess the candidate and discuss the appropriate arrangements with the centre. Ensure that the person assessing the 
candidate has signed and dated the form and listed their qualification.  If the qualification is one that is accepted by other 
Awarding Bodies in the UK then CIE will honour this. 
 
If the centre already has a report this can be attached to the Front Page and Sections A and B without section C being 
completed. 
 
All communications should be sent to:  
 
Regulations 
University of Cambridge International Examinations, 
1 Hills Road, 
Cambridge CB1 2EU,  
United Kingdom, or faxed to +44 (1223) 553558. 
 



 

  

Application for Special Consideration for Candidates with a Shortfall in 
Coursework 
 
Please read the notes overleaf before completing this form. 
 
Section A Candidate Details 
 

Examination Title & Level (If any)  
 

Year  Session  
 

Centre Name  Centre Number      
 

Candidate Name  Candidate Number     
 
Section B Reason for Application 
 

Shortfall in Coursework – Details/Circumstances 
 
 
 
 
 
 
Is Supporting Evidence Attached?  Yes / No 

 
Section C Details Relating to % of Coursework Completed 
 

 
 
 
 
 
 
 
Date candidate commenced Coursework and date the shortfall/change in content occurred: 

 
Section D Subjects for which Application is Made 
 

Syllabus Title Syllabus Number Component(s) 
   
   
   
   
   
   

 
Section E Declaration 
 

 

I unreservedly support this application and am satisfied that the information on this form is correct. 
 

Name (Head of Centre): 
 
Signed:         Date: 
 

 
FORM SC (SIC) 

 

FORM 11



 

  

Application for Special Consideration – Notes on Completion of Form  
SC (SIC) 
 
Before completing this form, Part 6 of the current edition of the CIE Handbook for Centres must be read to 
confirm that the candidate in question is eligible for Special Consideration. 
 
This Form SC (SIC) should be used only when making applications for Special Consideration in advance for 
candidates who have a reduced volume of Coursework.  For the award of a grade where a candidate has a shortfall 
in coursework, the candidate must have completed a minimum of 50% of the total coursework requirement. 
 
Applications in respect of deficient quantities of Coursework must be made as soon as possible but no later than the 
following deadlines: 
 

21 February for the June examination session 
12 June for the September/October examination session 
16 August for the November examination session. 

 
SECTION A: Enter the Centre Name, the Centre Number and the Candidate Name and Number.  If the 
candidate number is known, it is essential that all candidate numbers are entered correctly as this number alone will 
identify a candidate at the award stage.  If the application is made in respect of several candidates affected by 
identical circumstances, e.g. accidental destruction of a batch of Coursework, a separate statement should be 
attached specifying the candidates involved.  Enter the Examination Title and Level either in full or by its acronym, 
e.g. GCE OL, GCE AL, GCE AS, IGCSE, HIGCSE, AICE Half-credit, etc. 
 
SECTION B: If a candidate is unable to satisfy the full Coursework requirements of a syllabus, the 
circumstances/details must be supplied, e.g. reasons for the shortfall in quantity of Coursework. 
   
Where appropriate, the application should be supported either by a certificate from a qualified medical practitioner 
or by a statement, signed by the Head of Centre or Examinations Officer. 
 
Shortfall in Coursework will not be granted to allow for the teaching arrangements of individual Centres. 
 
SECTION C: Details regarding the percentage of Coursework completed by the candidate(s) should be specified.  
A supplementary sheet should be used if necessary. 
 
SECTION D: Details of all the Syllabuses in respect of which this application is made should be specified.  The 
component number or component title should be entered in the appropriate column where applicable. 
 
SECTION E: No application will be considered unless it has the unreserved support of the Head of Centre or 
Examinations Officer of the Centre. 
 
 
It is most important that the completed forms should be address to: Regulations, CIE at the address below. 
 
University of Cambridge International Examinations 
1 Hills Road 
Cambridge CB1 2EU 
United Kingdom 
 
Fax: +44 (1223) 553558 
 
 
Centres are welcome to reproduce this form locally with the ‘NOTES’ side omitted. 
 
 
 

FORM SC (SIC) 

 
 



 

  

Special Consideration – Notification of Lost Coursework 
 
Candidate Name  Candidate Number     
       

Centre Name  Centre Number      
 

Syllabus Title  Syllabus Code     
       

Component Title  Component Code   
 

Work Lost 
 
 
 

Assessment Objectives Covered 

 
Please read the notes overleaf and complete Section A, B, C or D. 
 
Section A  
 

Was the work marked before it was lost and therefore the mark can be  
submitted in the normal manner?  Yes / No  (delete as applicable) 

If this form is being submitted after the submission of the Centre’s Coursework marks, the mark which should 
have been submitted is: 

  marks, out of   
 

 
Section B  
 
The work was not marked before it was lost and the estimated mark is: 

  marks, out of   
 

 
Section C  
 

Some of the work was marked and the mark submitted for this work only was: 

  marks, out of   
 

 
Section D  
 

All of the work of the Centre in this syllabus was lost or destroyed and estimates have either been: 
 
(i) submitted in the normal manner, or; (ii) are attached on a separate sheet (please delete as applicable). 

 
Section E Declaration 
 

 

I unreservedly support this application and can confirm that the candidates’ work was lost as detailed above. 
 

Name (Head of Centre): 
 

Signed:         Date: 
 

 
FORM SC (NLC) 

 

FORM 12



 

  

Application for Special Consideration – Notes on Completion of Form  
SC (NLC) 
 
Before completing this form, please read Part 6 of the current edition of the CIE Handbook for Centres. 
 
This Form SC (NLC) should be used only when making an application for Special Consideration concerning lost or 
damaged Coursework.  Applications for candidates with a Shortfall in Coursework should be made on Form SC 
(SIC). 
 
1. In the case of the loss of part or all of a candidate’s Coursework, CIE may make an assessment without penalty 

provided that: 
 

(a) the loss is inadvertent; 
 
(b) the Centre supports the case and confirms that the work has been completed; 

 
(c) sufficient evidence of attainment in each of the Assessment Objectives is available from one of the 

following: 
 

(i) Other work completed by the candidate; 
(ii) The teacher’s record of marks for the missing work; 
(iii) A combination of (i) and (ii) above. 

 
 
2. The candidate should produce as much work as possible before the deadline for the submission of marks. 
 
 
3. If the Coursework was marked before it was lost, the mark should be submitted in the normal manner. 

(Complete Section A.) 
 
 
4. If the Coursework was not marked before it was lost, Form SC (NLC) should be submitted as soon as possible.  

An estimated mark for the lost work should be entered on the form.  The Centre must include details of the work 
lost and the Assessment Objectives covered. (Complete Section B.) 

 
 
5. If part of the work is lost, marks should be credited as in points 3 and 4 above, according to whether the work 

was marked or not. (Complete Section C.) 
 
 
6. Only in those cases where the whole of a Centre’s work has been destroyed by fire or other disaster may the 

Centre submit an estimated mark for each candidate. (Complete Section D.) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

FORM SC (NLC) 



 

  

Scribe/Writer Cover Sheet 
 
For guidance on how to complete this form, please see overleaf. 
 
Candidate Name  Candidate Number     
       

Centre Name  Centre Number      
 

Syllabus Title  Syllabus Code     
       

Components   
 
Comments (if appropriate) 
 
 
 
 
 
 
 
 
 
 
 
 

 
The attached copy of the above named candidate’s script was prepared by a writer/scribe during the examination in accordance 
with the Regulations Governing the Use of a Scribe/Writer in Part 6 of the current edition of the CIE Handbook for Centres. 
 
Signed  
(Scribe/Writer) 

  

       

Name  
(Block Capitals Please) 

 Date  

       
Signed  
(Head of Centre) 

  

       

Name 
(Block Capitals Please) 

 Date  

 
To be completed by the Examiner: 
 

Comments (if appropriate) 
 
 
 
 
 
 
 
 

   
Signed  
 

  

       

Name 
(Block Capitals Please) 

 Date  

FORM AA (AMA) 
 
 
 

FORM 13A



 

  

Notes for the Centre 
 
• The form must be completed and securely attached to the FRONT of the script, which must be despatched to 

CIE in the normal way.  A copy of CIE’s letter of agreement to the use of a scribe/writer should also be attached 
to the script. 

 
• The script must be prepared in accordance with the Regulations Governing the Use of a Scribe/Writer in Part 6 

of the current edition of the CIE Handbook for Centres. 
 
• It is essential that the information requested in the boxes at the top of the form is completed in full. 
 
• In the box marked ‘Comments’, indicate whether any problems have been experienced with the production of 

the script which you consider should be drawn to the attention of the Examiner and/or CIE.  The reason why the 
use of a scribe/writer was necessary must not be given. 

 
• The form must be signed by the teacher producing the script and countersigned by or on behalf of the Head of 

Centre for the script to be accepted. 
 
 
 
Notes for the Examiner 
 
• In the box marked ‘Comments’, indicate any information which you consider should be drawn to the attention of 

staff in CIE.   
 
• The form must be signed by the Examiner to indicate that the transcript and letter of agreement to the use of a 

scribe/writer have been read. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

FORM AA (AMA) 



 

  

Word Processor Cover Sheet 
 
For guidance on how to complete this form, please see overleaf. 
 
Candidate Name  Candidate Number     
       

Centre Name  Centre Number      
 

Syllabus Title  Syllabus Code     
       

Components   
 
Comments (if appropriate) 
 
 
 
 
 
 
 
 
 
 
 
 

 
The attached copy of the above named candidate’s script was prepared in accordance with the Regulations Governing the Use 
of a Word Processor in Part 6 of the current edition of the CIE Handbook for Centres. 
 
       
Signed  
(Head of Centre) 

  

       

Name 
(Block Capitals Please) 

 Date  

 
To be completed by the Examiner: 
 

Comments (if appropriate) 
 
 
 
 
 
 
 
 

   
Signed  
 

  

       

Name 
(Block Capitals Please) 

 Date  

FORM AA (WP) 
 
 
 

FORM 13B



 

  

Notes for the Centre 
 
• The form must be completed and securely attached to the FRONT of the script, which must be despatched to 

CIE in the normal way.  A copy of CIE’s letter of agreement to the use of a word processor should also be 
attached to the script. 

 
• The script must be prepared in accordance with the Regulations Governing the Use of a word processor in Part 

6 of the current edition of the CIE Handbook for Centres. 
 
• It is essential that the information requested in the boxes at the top of the form is completed in full. 
 
• In the box marked ‘Comments’, indicate whether any problems have been experienced with the production of 

the script which you consider should be drawn to the attention of the Examiner and/or CIE.  The reason why the 
use of a word processor was necessary must not be given. 

 
• The form must be signed by the teacher producing the script and countersigned by or on behalf of the Head of 

Centre for the script to be accepted. 
 
 
 
Notes for the Examiner 
 
• In the box marked ‘Comments’, indicate any information which you consider should be drawn to the attention of 

staff in CIE.   
 
The form must be signed by the Examiner to indicate that the transcript and letter of agreement to the use of a word 
processor have been read 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

FORM AA (AMA) 



 

  

Transcription Cover Sheet 
 
Please read the notes overleaf before completing this form. 
 
Candidate Name  Candidate Number     
       

Centre Name  Centre Number      
 

Syllabus Title  Syllabus Code     
       

Components   
 
Comments (if appropriate) 
 
 
 
 
 
 
 
 
 
 
 
 

 
The attached copy of the above named candidate’s script was prepared by a transcriber after the examination in accordance 
with the Regulations Governing the Production of a Transcript in Part 6 of the current edition of the CIE Handbook for Centres. 
 
Signed  
(Transcriber) 

  

       

Name  
(Block Capitals Please) 

 Date  

       
Signed  
(Head of Centre/ 
Ministry Official) 

  

       

Name 
(Block Capitals Please) 

 Date  

 
To be completed by the Examiner: 
 

Comments (if appropriate) 
 
 
 
 
 
 
 
 

   
Signed  
 

  

       

Name 
(Block Capitals Please) 

 Date  

FORM AA (TRA) 
 
 
 

FORM 14



 

  

Notes for the Centre / Ministry 
 
• The form must be completed and securely attached to the FRONT of the transcript and attached to the BACK of 

the candidate’s script, and despatched to CIE in the normal way.  A copy of CIE’s letter of agreement to the 
transcription should also be attached to the transcript. 

 
• The transcript must be prepared in accordance with the Regulations Governing the Production of a Transcript in 

Part 6 of the current edition of the CIE Handbook for Centres. 
 
• It is essential that the information requested in the boxes at the top of the form is completed in full. 
 
• In the box marked ‘Comments’, indicate whether any interpretation has been shown on the verbatim transcript 

and any other information which you consider should be drawn to the attention of the Examiner and/or CIE.  
The reason why the transcript was necessary must not be given. 

 
• The form must be signed by the teacher producing the transcript and countersigned by or on behalf of the Head 

of Centre for the transcript to be accepted. 
 
 
 
Notes for the Examiner 
 
• In the box marked ‘Comments’, indicate any information which you consider should be drawn to the attention of 

staff in CIE.   
 
• The form must be signed by the Examiner to indicate that the transcript and letter of agreement to the 

transcription have been read. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

FORM AA (TRA) 



 

  

APPLICATION FOR SPECIAL CONSIDERATION  
      

  Year  Session  

Centre No  Centre name  

Candidate No  Candidate name  

Examinations for which application is made 

Syllabus Title Syllabus 
code 

Comp 
code(s) 

Date of 
exam 

DID NOT SIT 
COMPONENT 

SAT COMPONENT 
but disadvantaged 

      

  
    

    
Date problem began 
 
 
------------------- 

Is problem 
continuing? 
 
 Yes/No 

 

    

Summarise adverse circumstances affecting examination performance or coursework. 
(N.B. “See attached” will NOT suffice.) 
 

Current medical/psychological evidence is attached Yes/No 

Please List the two candidates immediately above and the two immediately below in the order of merit within the 
teaching group. 

Candidate Number Candidate Name Class Order of Merit Forecast Grade 

    

    

    

 

 

Declaration:  I unreservedly support this application and am satisfied that the information on this form is correct 
 
Head of Centre/Examinations Officer Date  
 
Name (Please print) Signature 
For office use only 

 
 

FORM SC  
 

 
 

FORM 15



 

  

Notes on the Completion of the Special Consideration Form 
 
1. A separate Form 15 should normally be completed for each candidate, for each syllabus, listing all 

components affected in the same syllabus.  However, in cases where a group of candidates has been 
disadvantaged by a particular event (e.g. fire alarm) a single Form 15 should be submitted.  A list of 
candidates affected should be firmly attached to the form. 
 
Please submit Form 15 within 7 days of the last examination in the syllabus. 

 
2. Please fill in the details at the top of the form, specifying the year and series concerned e.g.  June, November 

etc. 
 
3. Please fill in the details required in the box 'EXAMINATIONS FOR WHICH APPLICATION IS MADE' 

specifying the examination component(s) affected e.g. Paper 1 and ticking the appropriate box to indicate 
whether the candidate was absent or present but disadvantaged.   

 
4. Please state on the form the precise nature of the adverse circumstances affecting the candidate, including, 

in the appropriate boxes, the date when the circumstances first began to affect the candidate and whether the 
candidate is still affected by them during the examination. 

 
5. In cases where medical/psychological evidence is required, please ensure that this is securely attached to the 

form.  
 
7. Please complete the declaration.  The Head of Centre must unreservedly support an application for it to be 

accepted. 
 
8. You may, if you wish, photocopy copy this form with the ‘NOTES’ side omitted.. 
 
9. This form MUST be sent to: 
 
  Regulations 
 University of Cambridge International Examinations 
  1 Hills Road 
  Cambridge CB1 2EU 
  United Kingdom  Fax: +44 (1223) 553558 
 

10. After the publication of results, late applications may only be accepted in the most exceptional 
circumstances and only before the deadline for enquiries about results for the respective examination 
series. 



 

  

 
NOTICE TO CANDIDATES 
This notice is intended to help you.  Please read it carefully and do what you are asked. 
If there is anything you do not understand, especially which calculator you may use, ask your teacher before the date of your examination. 
WARNING 
• If you cheat, try to use any unfair practice, or break the rules in any way, you may be disqualified from all your subjects.  
 
Make sure you know the rules.  All points contained in this Notice are rules and you must follow them 
• You are not permitted to enter for the same syllabus code at two Centres in the same examination session. 
• Your centre will advise you of your examination times; and also of any times at which you will be required to attend periods of supervision at the centre before or 

after your examinations. 
• You must be on time for all examinations and periods of required supervision.  If you are late for an examination or for a period of required supervision, CIE will 

not normally accept your work.  
• You may take into the examination room only the materials and equipment which are allowed.  You must not take into the examination room calculator cases or 

instruction leaflets, bags, non-transparent pencil cases, personal TVs or computers, electronic or radio communication and/or recording devices including mobile 
telephones and their cameras, portable music players, or any other material or equipment.  Anyone found in possession of any unauthorised material, even if it is 
switched off and they are not intending to use it, will automatically be disqualified from the subject being taken. 

• When held for a period of centre supervision before or after an examination you are not allowed access to any electronic means of communication such as a 
mobile phone or the internet or any unsupervised contact with persons who have had access to such means of communication.  Anyone found in possession of 
any unauthorised material, even if it is switched off and they are not intending to use it, will automatically be disqualified from the subject being taken. 

• You must not take part in any unfair practice either when preparing Coursework, or when taking the examination. 
• You must not use correcting fluid, correcting pens, highlighter pens or any similar items. 
• You must not talk, communicate in any way with, seek assistance from, give assistance to, or disturb other candidates once the examination has started. 
• Smoking is not allowed in the examination room. 
Make sure you attend 
• Know the dates and times of your examinations and of any periods of centre supervision which you are required to attend. 
• Arrive at least 10 minutes before the start of each examination or for any period of required centre supervision. 
• If you arrive late for an examination, report to the invigilator running the examination.  If you arrive after the examination has ended, you will not 
     normally be allowed to take it. If you miss, or are late for, a period of required centre supervision then CIE will not normally accept your work for the related 

examinations. 
• If you miss an examination without good reason, you will not normally be given a grade in the subject. 
Provide what you need 
• Leave outside the examination room or with the invigilator, anything that you do not need or which is not allowed. 
• Take into the examination room the pens, pencils, rulers and any instruments that you need for the examination. 
• You must write in blue or black ink except for multiple-choice papers which you must be complete in pencil (B or HB). You may only use coloured pencils or inks 

for diagrams, maps, charts etc. You must never use correcting fluid during an examination and you must not use highlighter pens or glue unless they are 
specifically permitted by the syllabus. 

• You must not borrow anything from another candidate during the examination. 
Calculators, dictionaries and spell-checkers 
• You may use a calculator, unless you are told that you may not do so, but you must not use a graphical calculator or the calculator function of another device, 

such as a mobile phone. 
• If you use a calculator  - make sure it works properly 
   - make sure the battery is working properly 
   - clear anything stored in it prior to the examination 
   - do not bring into the examination room any operating instructions or prepared programs 
• You must not use a dictionary or computer spell-checker, unless you have been informed before the examinations that you may do so. 
Examination instructions 
• Listen to the invigilator and do what you are asked to do. 
• Tell the invigilator at once 
  - if you think you have not been given the right question paper or all the materials listed on the front of the paper. 
  - if the question paper is incomplete or badly printed. 
• Read carefully the instructions printed on the question paper and/or on the answer book or answer paper. Do what they ask you to do. 
• Fill in the details required on the front of your question paper and/or answer book or answer paper before the start of the examination. 
• Do any rough work on the examination stationery provided. Cross it through and leave it on your desk when you leave. 
Advice and assistance 
• If on the day of the examination you feel that your work may be affected by ill health or any other reason, tell the invigilator. 
• If during the examination you have a problem and are in doubt about what you should do, put up your hand up to attract attention. The invigilator 
     will come and assist you. 
• You must not ask for, and will not be given, any explanation of the examination questions. 
Leaving the examination room 
• You must not leave the examination room until the invigilator tells you to do so. CIE Regulations may require that you attend a period of centre supervision after 

an examination. Failure to attend a period of required centre supervision will mean that CIE will not accept your work for the related examinations. 
• If you have used more than one answer book and/or loose sheets of answer paper, you must place them in the correct order. Fasten them 

together before you leave. 
• When you leave the examination room you must leave behind the question paper, your answer book or answer paper, rough work and any  other 
 (used or unused) materials provided for the examination. You must not attempt to remove or copy the content of the examination question paper or 
 answer scripts in any form or media whatsoever. 
 
YOU MUST NOT DISCUSS OR DISCLOSE BY ANY MEANS THE CONTENTS OF THE PAPER WITH ANY PERSON WHO HAS NOT TAKEN THE 
EXAMINATION FOR 24 HOURS AFTER TAKING THE EXAMINATION.  IF YOU DO SO YOU WILL AUTOMATICALLY BE DISQUALIFIED FROM THE 
SUBJECT BEING TAKEN 
 
A copy of this notice must be displayed inside and outside the examination room 
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Checklist for Invigilators 
 
This checklist summarises the most essential actions for the invigilation of examinations.  Invigilators must be familiar with the 
current edition of the CIE Handbook for Centres and specifically with Part 3: Conduct of the Examinations – General 
Qualifications and Professional Question Paper Modules, which should be referred to for detailed instructions and guidance. 
 

A Arrangements for the Assessment Room 
 
1 Check that any charts, diagrams, etc. have been cleared from 
 the walls. 
 
2 Check that you have on display the following: 
 (a) Notice to Candidates; 
 (b) a clock clearly visible to all candidates; 
 (c) a board showing: 
  (i)   Centre number; 
  (ii)  starting time and finishing time of the  
   assessment. 
 
3 Check that you have: 
 (a) a copy of the current CIE Handbook for Centres; 
 (b) any subject-specific instructions; 
 (c) a seating plan of the assessment. 
 
B Identification of Candidates 
 
1 Satisfy yourself as to the identity of every candidate in  the 
 assessment room. 
 
2 Check documentary evidence presented by private 
 candidates that they are the same persons who made entry for 
 the assessment. 
 
C Before the Assessment 
 
1 Refer to the front of the question paper for the precise 
 requirements in respect of authorised materials, 
 particularly dictionaries and calculators (see F below). 
 
2 Inform candidates that they are now subject to the 
 regulations of the assessment and draw their attention  to the 
 Notice to Candidates. 
 
3 Warn candidates that any unauthorised materials must 
 be handed to you. 
 
4 Open the question paper packet in the assessment room. 
 
5 Instruct candidates to complete the details on the front  of the 
 answer paper/booklet and any supplementary sheets.   Draw 
 attention to the Instructions on the front of the question paper. 
 
6 Ensure that details of any erratum notice are brought to 
 the notice of candidates. 
 
7 Remind candidates to write in blue or black ink. 
 
8 Tell candidates when they may begin and how much time 
 they have. 
 
D During the Assessment 
 
1 Complete the Attendance Register. 

 
2 Refer to the CIE Handbook for Centres Part 3, if a 
 candidate arrives late. 

3 Be vigilant.  Supervise the candidates at all times to 
 prevent cheating and distractions. 
 
4 Do not give any information to candidates about: 
  (a)  suspected errors in the question paper,  
   unless an erratum notice has been  
   issued; 
  (b)  any question on the paper or the  
   requirements for answering   
   particular questions. 
 
5 Ensure that no candidate leaves the examination room 
 until at least one hour after the starting time. 
 
6 Ensure that no question paper is removed from the 
 examination room. 
 
7 Ensure that a member of staff is available to accompany 
 any candidate who needs to leave the room temporarily. 
 
8 Refer to the CIE Handbook for Centres in the event of 
 an emergency. 
 
9 Inform candidates when they have five minutes 
 remaining. 
 
10 Instruct candidates to stop writing at the end of the 
 examination. 
 
E After the Assessment 
 
1 Check and sign the Attendance Register. 
 
2 Instruct candidates to check that: 
  (a) all the required information has been  
   entered on their scripts, including  
   supplementary sheets; 
  (b) their answers are correctly numbered; 
  (c) they have fastened any supplementary  
   sheets in accordance with the   
   instructions on the question paper or  
   answer book if appropriate. 
 
3 Collect all scripts and all unused stationery before 
 candidates leave the examination room. 
 
4 Arrange scripts in Attendance Register order. 
 
5 Ensure that scripts are kept in a secure place prior 
 to despatch. 
 
F Use of Calculators and Dictionaries 
 
1 Candidates are permitted to use calculators unless their 
 use is prohibited in the syllabus for the subject. 
 
2 Candidates are not allowed to use dictionaries in the 

 examination except as specified in the syllabus.  Simple 
 translation dictionaries are for some examinations in 
accordance with the Regulations in the current version of 
the Handbook for Centres. 

 
 

FORM 17



 

  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

  

A Brief Guide to Invigilating Practical Examinations 
 
Practical examinations are not as easy to invigilate as most written examinations because they are held in laboratories.  
Candidates often have more items on the desk and may need to move around.  This can make malpractice harder to spot and 
therefore CIE has produced the following guidelines to help you prepare as an invigilator. 
 
1. Familiarise yourself with the Checklist for Invigilators, which applies to Invigilators of both written and practical examinations.  

Also, ensure you have access to a copy of the Confidential Instructions for that particular examination and are familiar with it 
– even if you are not a subject specialist it may have special instructions dealing with the general administration of the 
examination and other details that are relevant. 

 
2. Before the arrival of the candidates and the start of the examination, look carefully around the room and ensure all posters, 

diagrams and other items that might aid or distract candidates are removed from the walls. 
 

3. When the candidates arrive, ensure all unauthorised materials have been handed in.  Calculators are permitted but should 
not be in a case, correcting fluid should not be used and mobile phones should be switched off and handed in (for a full list 
of exclusions, see the current edition of the Handbook for Centres).  Remind candidates that they should write in black or 
blue ink or ballpoint pen – pencil should only be used for graphs and diagrams. 
 

4. Throughout the examination, a subject specialist should be available to help you deal with any technical difficulties or safety 
issues that may arise.  This will usually be the Supervisor who has been responsible for setting up the examination. 
 

5. During the examination, it is recognised that some movement by candidates and spoken instructions may be necessary – 
but please ensure these are essential to the examination and do not compromise the security of the examination.  All 
equipment and chemicals should be arranged to limit the need for any movement as much as possible.  Do not let 
candidates talk to each other. 

 
6. Be constantly vigilant and observant. 
 
7. Move around the laboratory.  If you see any unauthorised material, remove it (without disturbing the surrounding 

candidates).  In the unlikely event there is a serious breach of examination security (e.g. pre-prepared notes are discovered 
or obvious collusion between candidates), the Head of Centre should be informed.  CIE must be informed immediately of 
any such incident and the incident detailed on the Supervisor’s Report.   

 
8. Invigilators and subject specialists should not comment on any aspect of the candidates’ work, and should not communicate 

with candidates except for administrative or safety reasons.  Any communication, apart from/for administrative or safety 
reasons, given to a candidate must be noted on the Supervisor’s Report and the candidate may be penalised.  No 
assistance must ever be given with analysis of data or the answers to questions. 
 

9. If a candidate is experiencing difficulties in the examination, communication should be with that candidate only. If there is a 
general problem that affects all candidates, an announcement may be made, providing the security of the examination is not 
compromised.  A note must be made in the Supervisor’s Report, detailing any such announcement and reasons for the 
announcement. 

 
10. If a candidate appears to be having problems with faulty equipment, inform the subject specialist who will determine if the 

problem lies with the equipment or the candidate.  In the case of faulty equipment it should be replaced or repaired without 
delay.  A note must be made on the Supervisor’s Report of any such problems and included with the scripts for despatch to 
CIE. 

 
11. In preparing materials, the bulk quantity for each substance should have been increased by 25% so spare material should 

be available to cover accidental loss.  More material may be supplied if requested by candidates, without penalty.  Any 
problems with the supply of material to the candidates should be reported on the Supervisor’s Report. 

 
Finally, a competent subject specialist should complete and sign a copy of the Supervisor’s Report including any results required 
in the Confidential Instructions.  A copy must be included in every packet of scripts sent to CIE.  A separate Report should be 
produced for each session and venue. 
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Instructions to Invigilators of Multiple-Choice Papers 
 
Multiple-choice answer sheets (OMR MS4) are supplied pre-printed with the syllabus, component, centre number, 
and index number of the candidate. 
 
Supplementary answer sheets (OMR MS4 SUP) are also supplied.  These are personalised to syllabus, 
component, and Centre level only and should be used for any additional candidates for whom fully personalised 
answer sheets have not been received. 
 
Only in cases where very late entry or entry amendments have been made for which Centres did not previously 
have any candidates should a copy of the Multiple Choice Form in the Administrative Guide for Centres be used. 
 
BEFORE THE EXAMINATION 
 
Answer sheets should be distributed before the start of the examination.  Candidates should be asked to check the 
pre-printed details and to sign in the space provided if the information is correct.  Additional candidates should be 
asked to enter their details on the supplementary answer sheets, writing their names in BLOCK CAPITALS. 
 
IT IS THE RESPONSIBILITY OF THE INVIGILATOR TO ENSURE THAT EACH CANDIDATE USES THE 
CORRECT ANSWER SHEET. 
 
Candidates should then be reminded of the correct method of answering (see instructions on the answer sheet). 
 
ADDITIONAL CANDIDATES 
 
The names and numbers of all candidates issued with Supplementary answer sheets must be added to the 
Attendance Register.  
 
AN ENTRY FORM SHOULD BE SUBMITTED FOR EACH CANDIDATE FOR WHOM AN ENTRY HAS NOT BEEN 
MADE.  IT SHOULD BE RETURNED SEPARATELY TO THE ‘ENTRY SECTION’ OF THE UNIVERSITY OF 
CAMBRIDGE INTERNATIONAL EXAMINATIONS, AND NOT INCLUDED WITH THE COMPLETED ANSWER 
SHEETS. 
 
ABSENT CANDIDATES 
 
For each absent candidate, the appropriate lozenge must be filled in using a pencil on the answer sheet. 
 
TRANSFERRED CANDIDATES 
 
The new Centre will receive an answer sheet for each transferred candidate. 
 
AFTER THE EXAMINATION 
 
ORDER OF ANSWER SHEETS 
 
All answer sheets (including those for absent candidates) should be arranged in candidate number order. 
 
RETURN OF ANSWER SHEETS 
 
Where possible ALL completed answer sheets must be despatched on the DAY OF THE EXAMINATION by the 
most expedient method to the University of Cambridge International Examinations, using the multiple-choice 
envelope provided.  The total number of completed answer sheets in the envelope MUST be written on the outside 
of the multiple-choice envelope and the script return envelope.  It is not necessary to return unused supplementary 
sheets.  DO NOT RETURN THE QUESTION PAPERS. 
 
ANSWER SHEETS MUST BE KEPT FLAT AND NOT STAPLED OR FOLDED IN ANY WAY. 
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Supplementary Attendance Register 
 
 

Exam Level  
e.g. IGCSE, A Level Syllabus & Component Title Syllabus & Component 

Code 

   
Session  
e.g. June/Oct/Nov Centre Name Centre Number 

       

Date of Component   
 

Attendance 
Candidate Number Candidate Name 

Present Absent 

    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    

 
1. This form should be completed for any candidates who do not appear on your original computer generated A1 Attendance Register. 
 
2. Record in the ATTENDANCE column one of the following:   in present box for every candidate who is present. 

         in absent box for every candidate who is absent or withdrawn. 
 

3. One copy is to be despatched with candidates’ answers. One copy is to be kept for Centre records. 
 

Signature of Invigilator  Date  
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Supplementary Multiple Choice Answer Sheet 
 

Candidate Name   Syllabus/Component /
 

Examination Title   Centre Number 
 

Supervisor   Candidate Number 
 

If the candidate is ABSENT or has WITHDRAWN shade here                       Session  (June/Oct/Nov)  2 0 1  
 
            

A B C D E A B C D E 41 A B C D E  1  21 
A B C D E A B C D E 42 A B C D E  2  22 
A B C D E A B C D E 43 A B C D E  3  23 
A B C D E A B C D E 44 A B C D E  4  24 
A B C D E A B C D E 45 A B C D E  5  25 
A B C D E A B C D E 46 A B C D E  6  26 
A B C D E A B C D E 47 A B C D E  7  27 
A B C D E A B C D E 48 A B C D E  8  28 
A B C D E A B C D E 49 A B C D E  9  29 
A B C D E A B C D E 50 A B C D E  10  30 
A B C D E A B C D E 51 A B C D E  11  31 
A B C D E A B C D E 52 A B C D E  12  32 
A B C D E A B C D E A B C D E  13  33 

 

53 
 A B C D E A B C D E A B C D E  14 34  54 

A B C D E A B C D E A B C D E  15  35 55 
A B C D E A B C D E A B C D E  16  36 56 
A B C D E A B C D E A B C D E  17    37 57 
A B C D E A B C D E A B C D E  18  38 58 
A B C D E A B C D E A B C D E  19  39 59 
A B C D E A B C D E A B C D E  20  40 

 

60 
 
 

 
Example 

 
For question 1, 

if you think B is the right answer, 
fill in your answer sheet like this: 

 

A B C D E 1  

 
Instructions 

 
 

Shade ONE letter only for each question. 
Make sure you put your answer in line with the 

correct question number. 
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Malpractice Report Form 
 
Candidate Name  Candidate 

Number 
    

  

Centre Number      
 

Date of Exam D D M M Y Y AM/PM  
  

Syllabus Code     
  

Component Code   
 
Candidate Statement attached 

Yes     □      No □ 
Invigilators Statement attached 

Yes     □      No □ 
Head of Centre’s statement  

Yes     □      No □ 
 
Please tick the appropriate box:  

Copying□    Collusion□    Plagiarism□    Unauthorised material□     
Disruptive behaviour□    Mobile Phone□    Offensive Language□         Other□ 

 
Comments (if appropriate) 

 
       
Signed  
(Head of Centre) 

  

       

Name 
(Block Capitals Please) 

 Date  

 
 

 

Please send this form to:           
        

University of Cambridge International Examinations, 1 Hills Road, Cambridge, CB1 2EU, United Kingdom 
Fax: +44 (1223) 553558   Email: international@cie.org.uk 
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THIS LABEL MAY ONLY BE USED FOR THE DESPATCH OF EXAMINATION MATERIAL BY AIR FREIGHT 
 
This parcel contains only written examination answers and is urgently required at Cambridge, England.  

Arrangements have been made for immediate clearance by HM Customs and with DHL GLOBAL FORWARDING 

for onwards transmission to Cambridge by the fastest possible means. 

 

DHL GLOBAL FORWARDING 
(ACCOUNT: UNIVERSITY OF CAMBRIDGE LOCAL EXAMINATIONS SYNDICATE) 

 

LONDON AIRPORT 
 

Please complete prior to despatch 
 
 FROM .......................................................................CENTRE 
 
 CONSIGNMENT NOTE/WAYBILL NO: ........................................ 

CIE/IFL/2/99/PP/010981 

 
 
 
 
 

 
 

THIS LABEL MAY ONLY BE USED FOR THE DESPATCH OF EXAMINATION MATERIAL BY AIR FREIGHT 
 
This parcel contains only written examination answers and is urgently required at Cambridge, England.  

Arrangements have been made for immediate clearance by HM Customs and with DHL GLOBAL FORWARDING 

for onwards transmission to Cambridge by the fastest possible means. 

 

DHL GLOBAL FORWARDING 
(ACCOUNT: UNIVERSITY OF CAMBRIDGE LOCAL EXAMINATIONS SYNDICATE) 

 

LONDON AIRPORT 
 

Please complete prior to despatch 
 
 FROM .......................................................................CENTRE 
 
 CONSIGNMENT NOTE/WAYBILL NO: ........................................ 

CIE/IFL/2/99/PP/010981 
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This parcel contains only written examination answers and is urgently required at Cambridge, England.  

Arrangements have been made for immediate clearance by HM Customs and for onwards transmission 

to Cambridge. 
 

University of Cambridge International Examinations 
Cambridge Assessment DC10 
Hill Farm Road 
Whittlesford 
Cambridge CB22 4FZ 
England 

IMMEDIATE 
 
 

FROM .......................................................................CENTRE 
 
 

  
CIE/IPP/2/99/PP/010981 

 
 

 

 
This parcel contains only written examination answers and is urgently required at Cambridge, England.  

Arrangements have been made for immediate clearance by HM Customs and for onwards transmission 

to Cambridge. 
 

University of Cambridge International Examinations 
Cambridge Assessment DC10 
Hill Farm Road 
Whittlesford 
Cambridge CB22 4FZ 
England 

IMMEDIATE 
  

FROM .......................................................................CENTRE 

   CIE/IPP/2/99/PP/010981 
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Comments on the Examination 
 
CIE is interested in Teachers’ comments on all aspects of the examination, including written papers, school based assessments, 
practicals, orals, etc. 
 
Please use a separate form for comments on the administration of the examination (internal assessment arrangements, 
moderation, syllabus content, timetable, etc.) and for each CIE Syllabus on which you wish to comment. 
 
Please return this form to CIE as soon as possible after the examination and not later than five days after the end of the 
examination period.  All comments will be taken into account, but CIE will not acknowledge or respond to comments individually. 
 
Syllabus Title  Syllabus Code     
       

Examination Session June/Oct/Nov 2 0 1  Component Code   

 
Comments 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Continue overleaf if necessary 
 

Name  Position  
        

Centre Name  Centre Number      
  

Centre Address  
  

  
    

  Date  
 
Please return this form to: 
 
University of Cambridge International Examinations 
1 Hills Road 
Cambridge CB1 2EU 
United Kingdom 

ECF001 
 

FORM 25



 

 

 
 
 



 

 

Request for the Return of IGCSE and/or HIGCSE Art and Design Work 
 
 
Please refer to CIE Direct for instructions about requesting the return of IGCSE and/or HIGCSE Art and Design 
Coursework for 2010. 
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Enquiries About Examination Results – 2010 Examinations 
 
• This form should be used for submitting enquiries about examination results of the University of 

Cambridge International Examinations (CIE) suites of syllabuses only. 
• Please read the notes below and on the reverse before completion. 

 
• There are two options available when submitting enquiries about results; Enquiry by Syllabus or  

Enquiry by Component 
 

• Enquiry by syllabus will be a review of all externally assessed components. Components do not need to be 
specified for this service.  You are only able to submit one enquiry per candidate per syllabus. Note: Enquiry by 
Syllabus is not available for a service 5 enquiry. 

• Enquiry by component will be a review of externally assessed components as specified by the Centre. *Please 
ensure all components to be reviewed are listed in the boxes below as CIE are unable to accept additional 
component enquiries for the same candidate/syllabus at a later date.  Please also note that all components 
selected for the same candidate/syllabus must be for the same service.  

 
Centre Number      Centre Name  
          

Contact Name  
          

Fax Number  Telephone Number  

 
Candidate 
Number Candidate Name Syllabus 

Title 
Syllabus 

Code 
By 

Syllabus 
(Tick) 

By 
Component 

(Tick) 

Components to be 
reviewed*  

Service 
1-8 

X or Q 
 
 

             

              

              

              

              

              

              

              

              

              

              

              

              

              

              

 
PLEASE DO NOT SEND CHEQUES OR BANKDRAFTS WITH THE COMPLETED INT FORM E WHEN SUBMITTING 
REQUESTS FOR ENQUIRIES ABOUT EXAMINATION RESULTS.  CIE WILL INVOICE THE MINISTRY, BRITISH 
COUNCIL OR INDIVIDUAL CENTRE (IF NOT ATTACHED TO A MINISTRY OR BRITISH COUNCIL) AT THE END OF THE 
SESSION FOR ALL CANDIDATES WHERE AN ENQUIRY ABOUT EXAMINATION RESULTS HAS BEEN SUBMITTED. 
 

Signature of Head of Centre  
 Date   

 
Please send or fax this form to CIE, 1 Hills Road, Cambridge CB1 2EU, United Kingdom.  Fax: +44 (1223) 553558 
Please retain the bottom copy of this form for your records. 
 

INT FORM E 
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Notes on the Submission of Enquiries About Examination Results 
 

1. Centres wishing to enquire about examination results of candidates must complete the form overleaf and forward the top copy to CIE.  All 
enquiries must be made by the Head of Centre and must be received in Cambridge by 30 September for the June examination and 26 
February for the November examination.  Enquiries cannot be accepted either by telephone or directly from individual candidates. 

2. Component fee is for any single component. 
3. The following services are available: 

 

Service 
Number Description GCE O/SC 

 
IGCSE  

HIGCSE 
GCE AS & A Level/ 

HSC/AICE 

  Syllabus 
Fee 

Component 
Fee 

Syllabus 
Fee 

Componen
t Fee 

Syllabus 
Fee 

Component 
Fee 

1 A full clerical re-check for an individual candidate 
 £16.00 £10.00 £21.00 £10.00 £26.50 £10.00 

2 A review of the marking of externally-assessed components 
(excluding multiple-choice question papers) including a full clerical 
re-check for an individual candidate £32.00 £18.00 £42.00 £25.00 £52.50 £30.00 

3 A review of the marking of externally-assessed components 
(excluding multiple-choice question papers) including a full clerical 
re-check and a detailed report on an individual candidate’s 
performance £80.00 £45.00 £100.00 £60.00 £126.00 £75.00 

4 A review of the marking of externally-assessed components 
(excluding multiple-choice question papers) of a group of no fewer 
than 5 and no more than 15 candidates for a particular examination 
including a full clerical re-check and a general report on the work of 
the group 
 
Note: All candidates in the group must have taken the same 
combination of components 

For the first 5 candidates 
Each additional candidate up to a maximum of 15 

£210.00 
£30.00 

£125.00 
£18.00 

£265.00 
£30.00 

£160.00 
£20.00 

£295.00 
£41.50 

£175.00 
£25.00 

5 A re-moderation of the Centre’s coursework marks for a 
component, together with a report on the assessment of the 
coursework of the candidates N/A £145.00 N/A £145.00 N/A £168.00 

6 Recalculation of AICE Diploma  
Fee (Non-refundable) £26 

7 A review of the marking of externally-assessed components 
(excluding multiple-choice question papers) including a full clerical 
re-check and a detailed report on an individual candidate’s 
performance.  A copy of the candidate’s marked script will be 
returned to the Centre with the report 
 
Note: this service is not available to Centres that make their entries 
via Ministries 

    £90.00 £55.00 
 
£110.00 £65.00  £137.00 £80.00 

8 A review of the marking of externally-assessed components 
(excluding multiple-choice question papers) of a group of no fewer 
than 5 and no more than 15 candidates for a given examination 
including a full clerical re-check and a general report on the work of 
the group.  A copy of the marked script of each candidate in the 
group will be returned to the Centre with the report 
 
Note: All the candidates in the group must have taken the same 
combination of components.  This service is not available to 
Centres that make their entries via Ministries 

For the first 5 candidates 
Each additional candidate up to a maximum of 15 

 £230.00 
   £31.00 

£135.00 
£18.50 

 
£285.00 

£31.00 
£170.00 

£18.50 

 
 

£315.00   
£42.50 

£185.00 
£25.00 

 
4. When a candidate, who is the subject of a service 3, 4, 7 and 8 request, has taken a multiple choice component, CIE will include, with the 

report, a photocopy of the candidate’s MS4 answer sheet and a statement of the correct answers for the paper. 
5. CIE will provide an explanation of any report of ‘No Result’ (X) or a ‘Pending’ grade (Q), without charge.  Please indicate ‘X’ or ‘Q’ in the 

‘Service’ column overleaf. 
6. All enquiries will be acknowledged and will be dealt with by CIE strictly in the order in which they are received. If you have not received 

an acknowledgement within 2 weeks you must contact CIE as the INT Form E may not have been received.   
7. Please DO NOT SEND cheques or bank drafts with the completed INT Form E when submitting enquiries about examination results.  

CIE will invoice the Ministry, British Council or individual Centre (if not attached to a Ministry or British Council) at the end of the session 
for all candidates where an enquiry about examination results has been submitted.  

8. Where an enquiry leads to a change in syllabus grade, no enquiry fee will be charged.  
 

PLEASE KEEP THIS PART OF THE FORM FOR YOUR RECORDS 



 

 

ENQUIRIES ABOUT RESULTS 
 
Candidate Consent Form 
 
Information for candidates 
 
The following information explains what may happen following an enquiry about the result of an 
examination. 
 
 
If your examination centre makes an enquiry about the result of one of your examinations after your 
subject grade has been issued, there are three possible outcomes: 
 
• Your original mark is lowered, so your final grade may be lower than the original grade you received. 
• Your original mark is confirmed as correct, and there is no change to your grade. 
• Your original mark is raised, so your final grade may be higher than the original grade you received. 
 
 
In order to proceed with the enquiry about results, you must sign the form below. This tells the head of 
your centre that you have understood what the outcome might be, and that you give your consent to 
the enquiry about results being made. 
 
 
Candidate consent form 
 

Centre Number 
  

Candidate Number 
  

Candidate Name 
  

Syllabus/Component Number 
  

Enquiry Details 
  

 
 
 
 
 
I give my consent to the head of my examination centre to make an enquiry about the 
result of the examination(s) listed above. In giving consent I understand that the final 
subject grade awarded to me may be lower than, higher than, or the same as the grade 
which was originally awarded for this subject. 
 
 
 
 
 
Signed: …………………………………………………………………………………………….  
 
Date: ………………………………………………

 FORM 28
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Certifying Statement Application Form 
 
To be used by ALL applicants requiring a Certifying Statement of Results or authentication by a Notary Public.  
Please complete this form in the spaces provided.  If you have any queries, contact GQ-EDM Group on fax 
number +44 (1223) 553558 or email address international@cie.org.uk.  
 

For security reasons, we cannot communicate results by Fax or Telephone. 
 
1 Current full name (including Mr, Mrs, Miss, Ms)  
  

2 Full name at the time of the examination  
  

3 Date of birth  
  

4 Current address (including postcode)  
  
  
  
  

5 Daytime telephone number  
  

 Fax number  
  

 Email address  
 
For 6-12 below, there is space to give details of up to three examination sessions (a session comprises one or 
more subjects taken at one or more Levels during a given period in a given year, e.g. May/June or 
November/December).  If you require Certifying Statements for more than three sessions, please supply details 
on a separate sheet and attach it to the application form. 
 

 Session 1 Session 2 Session 3 
    

6 Examination Level taken (e.g. A Level, IGCSE, 
O Level, ADIP, ICE) 

   

    

7 Year of the examination    
    

8 Month of the examination (if known)    
    

9 Centre number    
    

10 Index or candidate number    
    

11 Number of copies required    
    

12 Name of school or Centre  
 (Please give full postal address) 
 
 

   

 
13 Address(es) to which copies are to be sent  

 
(1)

 
Tel.  

  

 
 

(2)

 

  
 Please note that we must have the 
 addressee’s telephone number if delivery 
 using DHL is required (see Section 15 
 overleaf for further details) 

Tel.  
 
This application will not be accepted by CIE if the highlighted items are not completed (items 2, 3, 7 and 12). 
 
14 Signature of Applicant   Date  

 
PLEASE TURN OVER 

FORM 29



 

 

15 Proof of your identity must be provided at all times.  You should provide ONE of the following (please 
tick as appropriate): 

  

 (i) A photocopy of your birth certificate  
  

 (ii) A photocopy of the appropriate pages of your passport  
  

 (iii) A photocopy of your driving license  
 

It is CIE policy not to alter a candidate’s name on the permanent record of results.  A Certifying Statement 
may be used in conjunction with a change of name deed. 
 

16 Please provide below any additional information for sections 6-12 that may assist us with our 
 search.  Please list the subjects taken and indicate the examination board, if known. 
 

 
 
 
 
 
 
 
 
 

 
17 FEES – are required for each Certifying Statement, or authentication by a Notary Public, to cover 
 administration, searching and postage.  A separate statement will be produced for each 
 examination session and a fee is required for each one. 
 

 Price Quantity Total 
 (i)  Certifying Statement £28.00 x  
    

 (ii)  For each extra copy of a Statement   £6.00 x  
    

 Despatch by DHL for each overseas address 
 (CIE recommend the use of this service should 
 you require a traceable despatch method) 

£25.00 x  

    

 Despatch by Special Delivery for each UK address   £6.50 x  
    

    
 
18 Should you require authentication by a Notary Public and the Foreign and Commonwealth Office, as 
 laid down in the Hague Agreement, please specify the quantity of statements for each session below. 

    

 Price Quantity Total 
 Cost of authentication per statement £100.00 x   
  
19 Please add to total above when submitting payment.  Payment must accompany the form and be 
 made by credit card (we do not accept American Express™) or cheque, postal order or international 
 money order for the correct amount in pounds sterling drawn on a British bank.  These must be 
 crossed and made payable to ‘University of Cambridge Local Examinations Syndicate’. 
   

 I enclose payment of £ 
    

 Method of payment (e.g. cheque, postal order)  
    

 Cheque/money order reference number  
    

 Credit card number                 
    

 CVC Number (last 3 digits on reverse of card 
near signature) 

   

  

   Card expiry date     

 
   20 Regrettably, in cases where a result cannot be found for services (i) and (ii) above, the fee will not 
 be refunded.  Therefore, applicants are strongly advised to ensure that their examinations were 
 conducted by UCLES/CIE. 



 

 

    21 Requests for Certifying Statements, results verification and authentication of results will be dealt with 
 within six weeks of receipt of correctly completed applications.  
 
   22 IMPORTANT – before sending this form to CIE, please ensure that you have: 
 

 (i)  Completed items 1-19 on this application form; 
 (ii)  Enclosed some proof of identity in accordance with item 15 on this application form; 
 (iii)  Calculated the fee required in accordance with items 17 and 18 on this application form; 
 (iv)  Enclosed payment for the correct amount in accordance with item 19 on this application form. 
 
   23 Please return this application form to: GQ-EDM Group, University of Cambridge International 
 Examinations, 1 Hills Road, Cambridge CB1 2EU, United Kingdom.  This form cannot be submitted by fax 
 or email, unless paying by credit card, as it must be accompanied by payment and proof of identity if 
 applicable. 
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Early Information Application Form 
 
To be used by applicants requiring a Certifying Statement of the live session of examination results.  Please 
complete this form in the spaces provided.  If you have any queries, contact GQ-EDM Group on fax number  
+44 (1223) 553558 or email address international@cie.org.uk.  
 

For security reasons, we cannot communicate results by Fax or Telephone. 
 
1 Current full name (including Mr, Mrs, Miss, Ms)  
  

2 Full name at the time of the examination  
  

3 Date of birth  
  

4 Current address (including postcode)  
  
  
  
  

5 Daytime telephone number  
  

 Fax number  
  

 Email address  
 
6 Examination Level taken (e.g. A Level, IGCSE, 

O Level, ADIP, ICE) 
 

    

7 Year of the examination  
    

8 Month of the examination  
    

9 Centre number  
    

10 Index or candidate number  
    

11 Number of copies required  
    

12 Name of school or Centre  
 (Please give full postal address) 
 
 

 

 
13 A secure contact name, postal address, email and fax details must be provided to CIE for each 
 recipient of the candidate’s results (e.g. university).  Candidates will receive personal notification of their 
 results from their registered Centre in the usual way.  If a candidate requires a Certifying Statement to be 
 sent to their home address, they must supply written authorisation from the Centre where they are 
 registered for the examinations with their application form. 
 

 Name of recipient  
    

 Postal address of recipient  
 
 
 

    

 Email address of recipient  
    

 Fax details of recipient  
    

 Telephone details of recipient  
 
This application will not be accepted by CIE if the highlighted items are not completed (items 2, 3, 7 and 12). 
 
14 Signature of Applicant   Date  

 
PLEASE TURN OVER 

 

FORM 30



 

 

15 For UK university applications, all results are sent to the Universities and Colleges Admissions Service 
 (UCAS) in time to meet any required university deadlines.  Therefore, there is no need to request early 
 information if a candidate is applying to a UK university. 
 

16 Proof of your identity must be provided at all times.  You should provide ONE of the following (please 
tick as appropriate): 

  

 (i) A photocopy of your birth certificate  
  

 (ii) A photocopy of the appropriate pages of your passport  
  

 (iii) A photocopy of your driving license  
 

Results are published initially as provisional results and are confirmed at a later date by the issue of 
certificates. 

 
17 FEES – are required for each certifying statement to cover administration, searching and postage.   
 

 Price Quantity Total 
 (i)  Certifying Statement £28.00 x  
    

 (ii)  For each extra copy of a Statement   £6.00 x  
    

 Despatch by DHL for each overseas address 
 (CIE recommend the use of this service should 
 you require a traceable despatch method) 

£25.00 x  

    
 
18 Please add to total above when submitting payment.  Payment must accompany the form and be 
 made by credit card (we do not accept American Express) or cheque, postal order or international 
 money order for the correct amount in pounds sterling drawn on a British bank.  These must be 
 crossed and made payable to ‘University of Cambridge Local Examinations Syndicate’. 
   

 I enclose payment of £ 
    

 Method of payment (e.g. cheque, postal order)  
    

 Cheque/money order reference number  
    

 Credit card number                 
    

 CVC Number (last 3 digits on reverse of card 
near signature) 

   

  

 Card expiry date   
     

 
   19 IMPORTANT – before sending this form to CIE, please ensure that you have: 
 

 (i)  completed items 1-18 on this application form; 
 (ii)  enclosed some proof of identity in accordance with item 16 on this application form; 
 (iii)  calculated the fee required in accordance with items 17 and 18 on this application form; 
 (iv)  enclosed payment for the correct amount in accordance with item 18 on this application form. 
 
   20 Please return this application form to: GQ-EDM Group, University of Cambridge International 
 Examinations, 1 Hills Road, Cambridge CB1 2EU, United Kingdom.  This form cannot be submitted by fax 
 or email, unless paying by credit card, as it must be accompanied by payment and proof of identity if 
 applicable. 
 
   21 All applications for early information must be received by CIE by 24 July for the May/June 
 examination session, and 13 December for the October/November session. 
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Results Verification Application Form 
 
To be used by ALL applicants requiring a verification of result.  Please complete this form in the spaces provided.   
If you have any queries, contact GQ-EDM on: 
 

Fax +44 (1223) 553558 or 
Email international@cie.org.uk. 

 

1 Candidate Name  
  

 Date of Birth  
  

 Current Address 
 

 

 

  

 Daytime Telephone Number  
 
2 Address to which outcome is to be sent 
 

 

 

  

 Fax number to which outcome is to be sent  
 
3 The fee for verification is £12.00 per Certificate per candidate. 
 
4 Payment must accompany the form and be made by credit card (we do not accept American Express™) or 
 cheque, postal order, or international money order for the correct amount in pounds sterling drawn on a 
 British bank.  These must be crossed and made payable to ‘University of Cambridge Local Examinations 
 Syndicate’. 
 

 I enclose payment of £ 
    

 Method of payment (e.g. cheque, postal order)  
    

 Cheque/money order reference number  
    

 Credit card number                 
    

 CVC Number (last 3 digits on reverse of card 
near signature) 

   

  

 Card expiry date   

 
 IMPORTANT – before sending this form to CIE, please ensure that you have completed all questions and 
 have enclosed the relevant fee and photocopies of relevant Certificates.  This form cannot be submitted  
 by fax or email unless paying by credit card. 
 

5 Signature of Applicant   Date  
 
Please return this application form to: 
 
GQ-EDM Group 
University of Cambridge International Examinations 
1 Hills Road 
Cambridge CB1 2EU 
United Kingdom 

FORM 31



 

 



1 Hills Road  Cambridge  CB1 2EU  United Kingdom 
Tel +44 1223 553554  Fax +44 1223 553558 

international@cie.org.uk  www.cie.org.uk 
 

 

 

Centre Contact Details Form 
 
Please complete the following details and return by either fax or email to CIE Customer Services. 
 
 
Centre Number: 
 

 
 
 
 

 
Centre Name: 
 

 
 
 
 

 
Postal Address: 
 
 

 
 
 
 

 
Secure Address: 
(if different) 
 

 
 
 
 

 
Telephone Number: 
 

 
 
 
 

 
Fax Number: 
 

 
 
 
 

 
Secure Email: 
 

 
 
 
 

 
Alternate Email: 
 

 
 
 
 

Principal: 
 
 

 
 
 
 

Examinations Officer: 
 
 

 
 
 
 

IT Coordinator: 
 
 

 
 
 
 

Teacher Support Centre 
Coordinator: 
 

 
 
 
 

 
Many thanks for your assistance in this matter. 
 
Customer Services 
University of Cambridge International Examinations 
 
Email: international@cie.org.uk 
 
Fax: +44 1223 553558 

FORM 32



 
 

 



UNIVERSITY OF CAMBRIDGE INTERNATIONAL EXAMINATIONS 

Request for Change of  
Qualification/Syllabus Eligibility Form 

 

 
  FORM 33

1  Your details 
 

�CIE Centre number and Centre name 
 

 
 

�Address 
 

 
 

 
 

Town/City  
 

Post/Zip Code  
 

Country  
 

�Phone number (including international dialling code) 
F 

00 
 

�Fax number (including international dialling code) 
F 

00 
F 

�Email Address 
F 

 
F 

�Website Address 
F 

 

 
F 

 

 3  Declaration 
 

�I confirm that I am authorised to submit this form on behalf 
of the centre. 

�Your title (Mr, Mrs, etc) and name in BLOCK CAPITALS
 

 

�Your position or job title 

 
 

�Signature 
 

 
 

�Date 
 

 

 
 

 4  What to do next 
 

�Make a copy of this form for your own records. 

�Please return this form to 
University of Cambridge International Examinations, 
Customer Services, 1 Hills Road, Cambridge, CB1 
2EU, United Kingdom.  Fax: +44 1223 553558 

�This form, once completed and approved by CIE, shall 
form part of the Agreement between your centre and 
CIE. 

 
2  Complete the section below to request a change, by placing a ‘ ’ to add a subject/syllabus or an ‘x’ to 

remove a subject/syllabus from your current product eligibility 
 

     Only complete when adding to eligibility
 Add/   Exam session Year of first Estimated 
 remove Assessment Syllabus code and title e.g. June/Nov examination annual entries 

  e.g.    A/AS   9700  Biology   June   2010     30 

  e.g. x   O   6010  Art   Nov  2010    99 

             

             

             

             

             

             

             

             

 



 

 
 



 

 
 

FORM 34

              
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
IGCSE Modern Languages Speaking Test        June/November  2 0 1  

 Syllabus Title  Syllabus Code  

First 

Second 
 
Component 
Number 
 Foreign } 

delete as applicable 

Centre number      Centre name  

Candidate number     Candidate name  

Candidate number     Candidate name  

Candidate number     Candidate name  

Candidate number     Candidate name  

 
IGCSE Modern Languages Speaking Test        June/November  2 0 1  
 Syllabus Title  Syllabus Code  

First 

Second 
 
Component 
Number 
 Foreign } delete as applicable 

Centre number      Centre name  

Candidate number     Candidate name  

Candidate number     Candidate name  

Candidate number     Candidate name  

Candidate number     Candidate name  

 
IGCSE Modern Languages  Speaking Test       June/November  2 0 1  

 Syllabus Title  Syllabus Code  

First 

Second 
 
Component 
Number 
 Foreign } 

delete as applicable 

Centre number      Centre name  

Candidate number     Candidate name  

Candidate number     Candidate name  

Candidate number     Candidate name  

Candidate number     Candidate name  

 

 
IGCSE Modern Languages  Speaking Test       June/November  2 0 1  

 Syllabus Title  Syllabus Code  

First 

Second 
 
Component 
Number 
 Foreign } 

delete as applicable 

Centre number      Centre name  

Candidate number     Candidate name  

Candidate number     Candidate name  

Candidate number     Candidate name  

Candidate number     Candidate name  

 

 
IGCSE Modern Languages  Speaking Test       June/November  2 0 1  

 Syllabus Title  Syllabus Code  

First 

Second 
 
Component 
Number 
 Foreign } 

delete as applicable 

Centre number      Centre name  

Candidate number     Candidate name  

Candidate number     Candidate name  

Candidate number     Candidate name  

Candidate number     Candidate name  

 
IGCSE Modern Languages  Speaking Test       June/November  2 0 1  

 Syllabus Title  Syllabus Code  

First 

Second 
 
Component 
Number 
 Foreign } 

delete as applicable 

Centre number      Centre name  

Candidate number     Candidate name  

Candidate number     Candidate name  

Candidate number     Candidate name  

Candidate number     Candidate name  

 
IGCSE Modern Languages  Speaking Test       June/November  2 0 1  

 Syllabus Title  Syllabus Code  

First 

Second 
 
Component 
Number 
 Foreign } 

delete as applicable 

Centre number      Centre name  

Candidate number     Candidate name  

Candidate number     Candidate name  

Candidate number     Candidate name  

Candidate number     Candidate name  

 
IGCSE Modern Languages  Speaking Test       June/November  2 0 1  

 Syllabus Title  Syllabus Code  

First 

Second 
 
Component 
Number 
 Foreign } 

delete as applicable 

Centre number      Centre name  

Candidate number     Candidate name  

Candidate number     Candidate name  

Candidate number     Candidate name  

Candidate number     Candidate name  




