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CONDUCT OF EXAMINATIONS FORM
For use for ALL ifs Financial Capability Examinations
Please report all breaches of procedures or any circumstances that may affect the learners’ performance in the examination.   

Examination Centre                                                ADMN Number                 .
Exam Details: 

	Qualification:

     
	Subject: 

     
	Exam Date:

     
	Session Code:

     


Late Entry
	Please provide details as follows of any learners who entered the examination after the start time.

	Learner No
	Name
	Minutes Late
	Reason
	Time Allowed

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


Unauthorised Persons

	Please provide details of any non learners who entered the examination room, including name, job title and relationship to ifs Financial capability examinations:

     



Inappropriate Behaviour

	Please provide details as follows of any learners who behaved in an inappropriate manner,  mobile phone use, misuse of language dictionaries etc.

	Learner No
	Name
	Details
	Signature of learner
	Date Signed

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


Complaints

	Please provide details as follows of any learners who made a complaint.

	Learner No
	Name
	Details
	Signature of learner
	Date Signed

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


Continued overleaf/….

Problems / Disturbances / Interruptions

	Please provide details as follows of any event or situation that may have affected the learners’ performance in the exam.

	Event
	Duration
	Learners affected

	     
	     
	     

	     
	     
	     

	     
	     
	     


Papers not returned

	Please provide details as follows:

	Why were the papers NOT returned:

     


	Where were papers held until late return:
     



Other:

	Please provide details:

     



Examinations Officer’s signature                                                     Date                               .
Print Name                                                                                        .
Invigilator’s signature                                                                       Date                               .
Print Name                                                                                        .
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