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The General Information Bulletin presents directives of the Minister of
Education, under the authority of the Alberta Regulation 177/2003, Student
Evaluation Regulation, pursuant to the School Act.

In this bulletin,

a. “Executive Director” means the Executive Director, Assessment Sector, Alberta Education,
b. “Student” means a student as defined in the School Act, and

c. “Director” means the Director, Examination Administration, Assessment Sector, Alberta
Education.

This bulletin reflects a compilation of several documents produced by Alberta Education and is
intended to provide diploma examination information to the education community.

The attempt is to provide easy access for superintendents, principals/chief presiding examiners,
teachers, and others requiring information about all aspects of diploma examination
administration.






Contents

Introduction & Revisions

Introduction to the Diploma EXamination Program ............cccccveveieeresiiesieesesseseese e saennens 1
PUIPOSE. .. 1
Eligibility to Write Diploma EXamiNationS...........ccccevveieiiiesieenesee e seesie e 1
AUGUSE ADMINISTIATIONS ...ttt sb e e nre e e 1
November and April AMINISTrAtiONS.........cccovviieiiiie e 2
Rewriting Diploma EXamiNations...........cooiiiiiiiiiiie e 3
ACCESSING FOMMIS ..ottt et e st e st e re e s reeteeneesteeaeeneenres 4
Duplicate REGISTIALION ........cceiiiiieiieie e ettt 4
MALUIE STURINTS ...ttt bbbttt bbbt beeneas 4
COUISE ChalIENGES ... ettt b e sneenrs 5
COUISE LEVEL TrANSTEIS ....cviiiieiieieiee ettt bbbt 5
French Translations of Diploma EXaminations ............ccoeeierieenininneeiesie e
=T o IS (0o T o PRSP

Diploma Examination Fees for Foreign Students

Writing Diploma Examinations on Computers

Return of Diploma Examination Materials

*NEW Diploma Examinations in Mathematics 30-1 and Mathematics 30-2 ............cccecvevvvrnnnee. 7
*NEW Diploma Examination Paper Reduction INItHatiVe ..........ccooeeviiiiniiiine e 7
*NEW  Special-format PraCtiCe TESES ......ccueiuieieiieiieeie e sieesieseesie e e ssee e eeesnee e eee e saaeneesneennas 8
WWITEING CBNIIES ...ttt b et b e be e e beenbeeneenreenteenee e 8
Writing Centres for August AdMINISTIAtION .........c.ccoveiieieiieie e 9
Summary of Revisions for 2012—2013 SChoOl Year ........ccccceviiiriiiienieiiee e 10
Schedules & Significant Dates
*NEW Diploma Examinations Schedule: November 2012.........ccccooiiieiiiiiiienie e 1
Significant Dates: November 2012 AdMINIStration...........cccovveviieiieieriie e 1
*NEW Diploma Examinations Schedule: January 2013 .........cccooiiiiiinieninsienesee e 2
Significant Dates: January 2013 AdmMINIStration ...........ccevverieriieneeiesee e 3
Diploma Examinations Schedule: April 2013 .........cooooiiiiiiiiiieeeee s 5
Significant Dates: April 2013 AdMINISrAtION .......cccvcieiieiieccee e 5
*NEW Diploma Examinations Schedule: Jung 2013 ........c.ooiiiiiiiiie e s 6
Significant Dates: June 2013 AdMINISTFAtiION ........cccveieiieiiee e 7
*NEW Diploma Examinations Schedule: AuguSt 2013 ..........ooiiiiiiiiieieeree s 9
Significant Dates: August 2013 AdMINISTIALION .........ccccviieeiieere e 10
*NEW Diploma Examinations Schedule: November 2013 — DRAFT ......coooiiiiiiiie e 12
*NEW Diploma Examinations Schedule: January 2014 — DRAFT .....ccooviiieie i 13
Diploma Examinations Schedule: April 2014 — DRAFT ......oooiiiiiiieieeeee e 14
*NEW Diploma Examinations Schedule: June 2014 — DRAFT .....ocvoieiieveeeseere e 15
*NEW Diploma Examinations Schedule: August 2014 — DRAFT ..o 16
*NEW Diploma Examinations Schedule: November 2014 — DRAFT .......ccooiiiieiieie e 17
*NEW Diploma Examinations Schedule: January 2015 — DRAFT .....ccooiiiiinieiee e 18
*NEW Diploma Examinations Schedule: April 2015 — DRAFT .....ccooiiiiiiieeseeeee e 19
*NEW Diploma Examinations Schedule: June 2015 — DRAFT .....ccviiiiiiineieeee e 20
*NEW Diploma Examinations Schedule: August 2015 — DRAFT .....ccccoiiieiesiiese e 21

\



Security & Examination Rules
Security of Diploma Examination MaterialsS ...........c.ccceviveieeieiiieiicie e
Security of Examination MaterialsS ...........cooeeiiiieiiiiiiie s
Security Status of 2012-2013 Examinations After Administration .............cc.ccoeevevivveenee.
FNEW TeaCher PeruSal COPIES. ......coiuiiiiiieieiie ettt sttt sttt sttt sreenaesneesbe e e
FNEW TeaCher-Generated ANSWETS .......cc.oiiieiiriiiieieieieie et sttt sse e sbe st b s ssesnens
*NEW Quick Reference: Secured Examinations in 2012—2013 ...........ccoeviieviieviieevie s
Diploma EXamination RUIES ..........ccuiiieiiic et
. Authorization to Administer November and April Diploma Examinations..................
. Eligibility to Write in November and April SESSIONS ........ccccovvierviiieiiere e
. Examination Registration for November and April SESSIONS..........cccovvvevviiiiiencnenne.
. Examination Administration SUPEIVISION ........c.cccveiveieiieresie e see e e se e
. Admittance to the EXamination ROOM..........ccooiiiiiiiiniiene e
- Alberta STUAENt NUMDEL ..o
. StUAENt TAENTITICALION.........eivieiece e e
. Identification 0N EXamiNAtiONS ...........coceiiiiiininieiesese e
cLAEE ATTIVAIS ..t
10 WIING TIME...ctieieee ettt e e e s re e te e st e s saesaeeneesraenseeneeaneeneas
11. DiSCUSSION @NA SNAINQ ... .ciiiiiiiitiiieiie et eseesbee e
12, ANSWET SNEEES......ecuiieieite ittt ettt ettt st b et r s
13. Materials Allowed in the Examination ROOM .........cccooiiiiiiinienieicee e
14. Materials Not Allowed in the Examination ROOM ............cccocviiiiiiiienenc e
15. Unauthorized Materials in the Examination ROOM ..........cccooiriiiiinniinin e
16. Materials Not to be Removed from the Examination ROOM .........ccccoceveiiieninnninnne.
Breaches of Security and Violations of Diploma Examination Rules............ccccovviiniiinnne.
*NEW Managing Breaches of Security and Violations of Diploma Examination Rules..............
*NEW  ApPpPealing @n EVICHION. .......ccoiiiiiiieiiee ettt ns
*NEW Appealing an Examination INValidation ............ccccccveviiiinienie s

Protocol for Superintendents Investigating Allegations of Inappropriate Examination/Test

Administration and/or Alleged Contravention of the Examination/Test Rules.................

OCoO~NO U WDN P

Administration Directives, Guidelines, & Procedures
Diploma Examination Administration DIFCLIVES ...........cccevvereeiieiieeieere e esee e
Directives for Superintendents of Schools and Principals of Private Schools.........................
Examination Administration Preparation ............cccoceviveresiiesieesesie e see s esee e
Examination Administration SUPEIVISION..........ccoiiiiriiereiie e
Examination Administration Completion..........cccccveveiieii s
Directives for Principals of Schools and Designated Writing CentresS..........cccoeevviveriernnne.
Examination Administration Preparation ............cccoceviveresiesieenesie e e esie e see e
Examination Administration SUPEIVISION..........coiiiiiiieienie e
Examination Administration Completion..........cccccvevviieii s
Directives for EXamination SUPEIVISOIS ........cueieriiieeniieiesieesiesiesieesie e siee e ssee e eesseeses
Examination Administration Preparation ............ccccceiveresiiesieenesieseese e e e e e
Examination Administration SUPEIVISION..........ccoiiiiiiieneiie e
Examination Administration Completion..........cccccveie e
Directives for Teachers of Students Writing Diploma Examinations ............ccocceuveviveienenne.

Vi



Examination Administration Preparation ............ccoceveereieieene s 7

Examination AdMINISrAtION .........c.oieiiieiireiiieeie e e 7
Examination Administration Completion ..o 7
Directives for Students/Examinees Writing Diploma Examinations............cccceceeveriverennene. 8
Examination Writing Preparation .............coceoueiieriiin et 8
EXAMINATION WIITING....cviiieecie ettt et esna e e nneenneenee e 8
Examination Writing COmMPIEtioN..........ccooiiiiiiiiiiie e 9
Directives for November and APril SESSIONS........cviiveiiiieiiiereeieseese e e see e nes 9
Superintendents of Schools and Principals of Private SChools.............cccocevininiiinninne. 9
PIINCIPAIS. ...ttt e e s te et e st e e te e aeene e ra e reeneenneenae s 9
Teachers of Students Writing November or April Diploma Examinations....................... 9
EXAMINAtiON SUPEIVISOIS ....c.vveiiiiieiteeieeiesieesteseesteeste e steesee e sraesaesseesraetesneesnneaesneenns 10
Students Writing November or April Diploma EXaminations.............cccocevvveveneninnnnn 10
Examination Administration GUIAEIINES..........cccviiiiiiiieiee e 10
Preparing STUAENTS .......coueiieiieieeie ettt et b e be et sre e sbe e 10
Preparing EXamination SUPEIVISOIS. .......cueiueiureieieesieeieseeseeeesiee e essessaesseessesseessesssenns 10
Selecting and Setting Up Examination Writing Facilities ............ccooevvnininiinnicnnn, 11
Setting Up and Communicating Examination Schedules..............cccoovvvvvieieeneiicseennn, 11
Creating an Exam Administration Plan and Roster of DUtIes ...........ccccovevieiiiiniennnene 11
ACHIVE SUPEIVISION .....eivieiiieie ettt ettt et e e et este et essa e teessessaesaeeneesreesseaneesneeneean 14
Ordering EXamination MaterialsS...........ccoiiiiiiiiiiiii et 15
Registering Students/Examinees to Write Diploma Examinations ............ccccceeevervenenne. 15
Receiving and Inspecting Examination MaterialS ... 16
Receiving Examination MaterialS...........ccooveiiiieiieiiie e 16
SNIPMENT CONLENTS ... ettt sre e sre e e 17
Inspecting Examination MaterialS ...........cccoiviieieeie i 17
Packaging and Returning Examination Materials............ccccooiriiiiienienieiice e 18
Dates for Returning Examination MaterialS ..........cccccvevveiveieiiinniese e 18
Preparing Materials for RETUIN .........ooiiiiiiiee e 18
Return SNIPMENT LOCALION ......ccveiieiieecie ettt nns 19
Using Couriers for the Return of Examination MaterialS............ccccoovvieieninniniciinne. 19
School Authority Procedures for the Return of Examination Materials.............c........... 20

Using Calculators & Computers

*NEW  Writing Diploma Examinations Using Calculators ............ccocceevvvieviiieseece e 1
(@ T VT RS PRTPPP 1
DIFBCLIVES ...ttt bbbttt bbb bbb et e b et st e bt bbb e ene s 2
Calculator USE RUIES.........coueiie e et 3
Calculator Clearing and Checking ProCeAUIES ..........cccvvieieeriesiiesiee e 4

Writing Part(ie) A Diploma Examinations Using COMPULEIS .........c.cccevieriereninieeniesieseenias 7
2 2103 (0 €011 4o PSP 7
GUIING PIINCIPIES ..t ettt nrs 7
COMPULET USE DITECLIVES ... .eeveeeiiitieiie e ste et e e sraeste e e sneenaeeneenneenns 7
RUIES ANT PIOCEAUIES ... .cveiitieieeie sttt sttt ettt sbe e nnee e 10
GUIABTINES .. b e bbbttt ettt bbbt b e eneas 11
Use of Personally OWNed DEVICES..........c.ciiiiiiieiieieeie et e 12

Vii



Special Cases & Accommodations

Exemptions and Partial EXEMPLIONS .........cccveiveieiiiiieeie et saeeae e ns 1
OVBIVIBW ...tttk ettt b bt s e bt e ke e st e bt e bt e n e e ebe e st e e ne e e bt e nbeenbenneenrs 1
EXEMPLION RUIES ... .coiiiie ettt et esae e e sneeneeenee e 1

EXEMPLION REQUESES. .....eiiiieitieieeiie sttt nes 1
Writing a Diploma Examination After Exemption or Partial Exemption.................... 2
EXEMPLION PrOCEAUIES ...ttt sttt 3
Submission of Exemption Request AppliCation .........ccccceviveveiiiesicie e 3

SPECIAL WITING CRNIIES ...ttt sb et be e b e sreenne e e e 3
OVBIVIBW ...ttt ettt b e bt s e bt e b e e st e bt e b e e n e e ebe e st e e neeebeenbeenbeeneenrs 3
Special Writing Centre DIFECHIVES .......ccvviieieeiecee et nns 4

PIINCIPAIS. ...ttt nre et e 4
STUAENES/PAIENTS ...ttt bbb bbb sreenes 4
APPLICation ProCesS MaNAJET ........ccueiiiiiieieiie ettt st nes 5
Teachers of Students Writing Diploma Examinations at a Special Writing Centre....5
Special Writing Centre SUPEIVISOL .......c.couiiieieiieiieiee e e sie e siee et ssee e e 6
Special Writing Centre RUIES..........ocviieiieieee et nns 6
Examination Administration Requirements and Consequences of Non-Compliance . 6
Submission of Special Writing Centre Request Application...........cccccceveveveiieiiennns 9

Separate (Split) Writings of Diploma Examination Parts...........cccceveienineninnisie e 9
HUmManitieS EXamMINATIONS .........cvoiiiiiiiesisesee e e 9

Unpredictable and EMErgency EVENTS .........cooiiiiiiiiiiie e 10
OVBIVIBW ...ttt bbbttt b b bbbt bt b e bt et e b et bbb e bt e neene s 10
Unpredictable and Emergency EVent DIr€CtIVES ..........ccovveveiieiieninie e 10

School Principal and Chief Presiding Examiner Responsibilities...........ccc.ccecvennee. 10

Special Cases COMMUTLER. ........oiiiiiiie ettt sttt sb et sre e ste e e re e b 11
Special Cases COMMUILEE. ........ciiueiieiesiere e e e e ste e sreesaeenee e 11

F N g 0[] v 11 [0 LSRR 11
ANNOTATIONS ...ttt bbbttt b e bbb e b s 11

Diploma Examination ACCOMMOUAIIONS ......c..eiiiiieiiiiieiieeie et 12
OVBIVIBW ...ttt bbb bbb kbbbt bt e st et e bbb benbe bt e neene s 12
ACCOMMOAALION DIFECLIVES ......eeivieiieiie ettt 12

ReqUESES aNd APPIOVAIS.........ceiviiieiieie et sreesae e snaenee s 12
Examination Administration Using AcCOMMOAtioNS .........ccccveveererierieenienieseeniens 14
ACCOMMOUALION RUIBS.......cuiiiiiiieieeee e 16
Requests for ACCOMMOUALIONS .........coiuiiiiiieieeie e e 16
Examination Administration Using AcCOmMmMOdations ..........ccccecvvevvereviveresieeseennnns 16
Medical or Psychometric ASSeSSMENt REPOIS .......eeiviiiriieriiiie e 16
EXIra WITING THME ..cviiiicie ettt ettt e e e neeneesnaenne s 17
Franklin Language MaSTE .........couiiieiiie et 17
TeXt-10-SPEECh SOTtWAIE .......cveiieeee e 17
USE OF @ SCIIDE ... e et 17
USE OF 8 REAUET ...t bbb 18
Sign Language INtEIPIELEr........covi it et 19
USE OF CD FOMMAL.......eiiiiiiiiieieieee sttt 20
RECOIIEA RESPONSE ...ttt sttt sttt sttt et e sbe et neesne e b 20
Guidelines for Granting ACCOMMOUALIONS ........ccvveieieereeieee e 20

viii



Students Registered with a Special Education Student Code...........cccevvveveeiiieeninns 20

Students Not Registered with a Special Education Student Code...........cccccvevvvenennee. 21
English as a Second Language (ESL) and Francisation ............ccccoveveveieeneniveseenncns 21
USE OF A RBAUET ...ttt bbb 22
Sign Language INtEIPIELEr........oovi ettt s 22
Franklin Language MaSTE .........ccveiieiieie ettt e e e 22
TeXt-10-SPEECh SOTIWAIE ......ooeiiiiieee e 23
LT (I T N D 1= YOS 23
Chronic Medical CONGITIONS .........ccooiiiiiiiie e s 24
Course Level Transfers and Accommodation REQUESES ..........ccvevevvereeiieseerieseeen 24
Guidelines for Using ACCOMMOUALIONS.........ccuiiuiiiiiieiesie e 24
CD FOIMAL ...t r e e neesnneene e 24
RECOIIEA RESPONSE ...ttt sttt sttt sbe et sne e b 25
SCIIDE OF REAAET ......cuiiiiiiieiieee e 25
ACCOMMOAALION PrOCEAUIES ......oiuiiiiiiieiiie ettt es 25
INQUITIES AN CONCEINS ...ttt e et ste et esreenaesreesreanee e 25
ApPPLication ProCess MaNAJET ........ccueuiiirriieiesie ettt sre e 26
Submission of Accommodation Request Applications..........c.cccveveviveveniienieereciene 26
Return of Examination MaterialS............ccovieiiiiiniiiicie e 26

Marks, Results, & Appeals

Marks, ResUlts, and APPEAIS ......c.ooiiiiiiee s 1
Submitting SChool-Awarded Marks ...........ccovoiiiiiiie s 1
Processing Final Marks for Results Statements, Transcripts, and Diplomas .................... 1
ROUNAING OF IMIAIKS ...ttt e e nne e e 4
REPOIING 10 STUABNTS. ... .o ettt b e nee e 4
Transcripts and DIPIOMAS ........cooveiiiieiiee e ns 4
Reporting to Schools and SChool AULNOIILIES...........coiviiiiii e 5
Maintaining Consistent Standards Over Time on Diploma Examinations........................ 5
INStructional GroUP REPOIS. ... .covi i 6
Reporting t0 the PUDTIC .......ccvoieeec e 6
Planning and ReSUItS REPOIING........couiiiiiiiie e e 6
YO T o To] £ PSP 7
Appeal of SChool-AWArded MarK...........ccociiiiiiiie e 7
Concern About a Diploma Examination Mark ............cccccevveieiiiiiiiie e 7
ReSCOring an EXamMINALION .........ccviiiiiiiieieeie ettt 8
Rewriting an EXamiNation .........cccoiiiiiiiiece e 8
REPEALING 8 COUISE ...ttt sttt sttt b ettt e et e sbeesbeentenreeneeenee e 8

Field Testing

=] [0 B =TS ] T TSP 1
Description of the Field TeSting Program..........cccccveieiiieieiiesieese e see s ses e 1
Participation REQUITEMENTS.........iiiiiiiiesie et st nae s 2
Field Test Security and Administration RUIES............cccvevviiiiieeie e 2
=] [0 B S Yol 1o T P SRPR PP 3
Field Test Request and Administration DAteS ..........cccccvevviiieriiereciie e 4
Participation Approval and REQUESE PIOCESS ........ccuiiiiiriiiie et 5



SIGNITICANT DALES......eeeeiiiie ettt sttt e b e s e be e nbeesbesbeesbe e e e nbeenbeenee e

Resources & Web Documents

Resources—Printed and Web DOCUMENLS .......ccoiiiiieiiiiieiieieeie e s
Diploma Examination Administration FOrMS...........cccciveiiiiiiieeie e
Information for Students Planning to Write Diploma Examinations.............cc.cccceeveennene
Information for Parents About Writing Diploma EXaminations............c.cccceveveveveeinennnn
Subject INformation BUIELINS ..........coiiiiiiiee e
Data BOOKIELS. ..ottt bbb
ASSESSMENt HIGhTIGNTS.....eeee e
Released and Unsecured Diploma Examination Materials.............ccccocevviieiiicinsiesnennnn,
Released Items and Diploma EXaminations ............cccovveienienienenin e

Essential Information for Students and Teachers in Reference to Mathematics and
Science Diploma EXamMINAtiONS .........couiiiiiiiieiie it
GUIAES TOF STUABNTS ...ttt bbbt bbb
Examples of the Standards for Students” WIting.........cccocevrieeiininiieiese e
ON-1ine SEervices FOr STUUBNTS .......ccveiviiieiiiirieee e bbb

Examination Administration Forms
Examination and Field Test AdMINIStration FOMMS..........occoviiininiiininieie e
Nature and Purpose of Examination and Field Test Administration Forms......................
Diploma Examination Form Types and NamES..........cccevvrierieereeiiesieesiesie s esee e e
Field Test FOrm TyYPes and NAMES .......ccvoiiiieiieii e
FOrM AVAIHADITITY ..o
Sample Diploma EXamination FOIMS.........cccuiiiiiiiiiieiieieeie e
OVBIVIBW ...ttt bbbttt bbbt bbbt et e bbb et b et e b enes
Diploma Examination RegiStration FOIM ..........cooiiiiiiniiieneecce e
Diploma Examination REWrite FEE FOIM ......c.cciveiviie e
Diploma Examination Rescore Application FOrm.........cccoooviiiiiiin i
Application for Accommaodations for Students with Special Diploma Examination
WWIIEING INBBUS ...ttt sbe e ne e e
ESL/Francisation Request for Extra Time to Write a Diploma Examination ...................
Physician Confirmation of Acute Medical Condition or lliness Affecting the
Writing of a Diploma EXamination...........ccccevueiieiiiiieieeie e sie e see e
Accommodation Request Transter FOMM ...
Request Tor Separate WIITING.......c.ooveieiieieere et nns 10
Application to Establish a Diploma Examination Special Writing Centre...................... 11
Application to Serve as a Special Writing Centre SUPErvisor.........ccccovcveveriveriesreesieennens 12
Registration to Write a Diploma Examination at a Special Writing Centre................... 13
Teacher Confirmation of Student Readiness to Write a Diploma Examination at a
SpeCial WIITING CONMIE.......oueiiiieieiieie ettt et 14
Application to Establish a Pre-Approved Distance Learning Special Writing Centre..... 15
Application to Serve as a Distance Learning Special Writing Centre Supervisor........... 16
Registration to Write a Diploma Examination at a Distance Learning
SpeCial WITING CONMIE.......oviiiiieieiieie ettt e 17
Teacher Confirmation of Student Readiness to Write a Diploma Examination at a
Distance Learning Special Writing CeNtre ........cooveiiiiiiieneeie e 18



Request for Exemption from Writing Diploma EXaminations ...........cccccceveeveniencnnnee. 19

*NEW Examinee Appeal Form: Eviction from a Diploma Examination............c.cccceecvvvvereennenn. 20

*NEW Examinee Appeal Form: Invalidation of a Diploma Examination .............cccccceeeerennnene. 21

Request for Supplemental Shipment FOrM ..........ccoovviiiieie e 22

Statement of Scribe, Reader, and/or Interpreter and Presiding Examiner ....................... 23

PrinCIpal’™s STALEIMENT .......ecieiiee et e e nreeseeenee e 24

LISE OF STUABNTS ... ettt bbb nne e e 25

SamPple FIeld TESE FOIMS ....vviiiiieecie et ae e sre e reeneesnaeee s 26

Field Test Participation CONSENT FOIM ........coiuiiiiiieieie e 26

Paper Format Field Test ReQUESE FOIM ........ccoviiiiieie e 27

Digital Format Field Test ReqUESt FOIM .........cociiiiiiiiiiieesee s 28
Contacts

(O0] 01 r=Tox 1T TP T PO U PR UPUPPTUPROTRTPR 1

Xi



Xii



General Information Bulletin

Introduction to the Diploma Examinations Program

Purpose

Eligibility to
Write Diploma
Examinations

August
Administrations

The Grade 12 Diploma Examinations Program, established in 1984, has three
main purposes:
* to certify the level of individual student achievement in selected Grade 12
courses

* to ensure that province-wide standards of achievement are maintained
* to report individual and group results

The program provides examinations in selected Grade 12 courses: English
Language Arts 30-1, English Language Arts 30-2, Francais 30-1, French
Language Arts 30-1, Social Studies 30-1, Social Studies 30-2, Pure
Mathematics 30, Applied Mathematics 30, Mathematics 30-1,
Mathematics 30-2, Biology 30, Chemistry 30, Physics 30, and Science 30.

To receive a high school diploma, students are required to write at least two
diploma examinations, either English Language Arts 30-1 or English
Language Arts 30-2 and one of the social studies diploma exams (Social
Studies 30-1 or Social Studies 30-2). Students in Francophone programs
may take Francais 30-1, which is a diploma examination course, or Francgais
30-2, which is not, to meet their language arts diploma requirement.
However, they must also take English Language Arts 30-1 or English
Language Arts 30-2. Please refer to the Guide to Education, ECS to Grade
12, for information pertaining to students who entered Grade 10 prior to the
1995-96 school year.

A student who is formally registered to receive instruction in a diploma
examination course in an Alberta high school is eligible to write the diploma
examination at that school. Before course credit can be awarded, a student
must write the diploma examination. A student who has a previously
awarded school mark for the course may write the diploma examination. A
mature student may write the diploma examination without having a
previously awarded school mark in that course.

The school providing instruction in diploma examination courses must
register students for the diploma examinations in which they are enrolled.
Students who intend to write a diploma examination without receiving
instruction (for example, a mature student challenging the examination or a
student who rewrites a diploma examination without retaking the course)
must submit a Diploma Examination Registration Form to Alberta Education
to register for the examination, by the dates specified.

Summer-school teachers offering diploma examination courses must register
their students to write diploma examinations by the date specified in this
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November and
April
Administrations

document. Students writing a diploma examination in August without taking
the course must register on the day the examination is administered at one of
the writing centres listed at the end of this section. All students should arrive
at the writing centre at least 30 minutes before the established examination
start time in order to complete registration forms.

The Minister of Education has approved the administration of diploma
examinations in November and April for those schools whose unique
instructional delivery format permits students to complete their course work
and receive final school awarded marks by the administration dates scheduled
for the November and April diploma examination sessions.

Only some diploma examinations are administered in the November and
April sessions. In November, diploma examinations are administered for the
following courses: English Language Arts 30-2, Pure Mathematics 30,
Mathematics 30-1, Chemistry 30, and Physics 30. In April, diploma
examinations are administered for the following courses: English Language
Arts 30-1, Biology 30, Social Studies 30-1, and Social Studies 30-2.

To be approved to administer November and April diploma examinations, a
school must submit a formal request, in writing, to the Director, Exam
Administration (see Contacts section). This request must include a
description of the alternate delivery program for which permission to
administer November and April diploma examinations is being sought.

November and April diploma examinations may only be written by students
who are receiving alternate delivery instruction in a course from a school that
has been approved by the Minister to administer those diploma examinations.

Only students who are currently receiving instruction and who will be
receiving a final course mark in a diploma examination course within a
November or April session may write the corresponding November or April
diploma examination. Consequently, students may not rewrite a diploma
examination at a November or April session unless they are currently
retaking the course. Similarly, mature students who wish to challenge a
diploma examination may not write in November or April.

To be eligible to write a November diploma examination in 2012, students
who are receiving instruction in a November session diploma examination
course must receive their final course mark by November 9, 2012. To be
eligible to write an April diploma examination in 2013, students who are
receiving instruction in an April session diploma examination course must
receive their final course mark by April 12, 2013. Students who write a
November or April diploma examination without receiving a school awarded
mark for the corresponding course in that session will have their diploma
examination mark invalidated.
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Rewriting
Diploma
Examinations

All students who intend to write a November or April session diploma
examination must be registered to write their diploma examinations by the
school providing instruction. The deadlines for schools to submit
November 2012 and April 2013 diploma examination registrations are
October 1 and February 27, respectively.

Students may rewrite diploma examinations in January, June, or August
sessions without retaking the course (some examinations administered in
November and April may not be rewritten in August—see the Schedules &
Significant Dates section for further information). Students may not rewrite a
diploma examination at a November or April session unless they have retaken
the course in that session. Students re-writing humanities diploma
examinations must re-write both parts of those examinations.

Students who are retaking a course will be registered to rewrite the diploma
examination by the school providing instruction. Students who intend to
rewrite a diploma examination without retaking the course must register for
the examination by submitting a Diploma Examination Registration Form to
Alberta Education by the deadline date. If accommodations are required, they
must also submit the request to Alberta Education directly.

All students and mature students who intend to rewrite a diploma examination
must pay a rewrite fee of $26.25 (includes GST) per examination, whether or
not they are retaking the course. The rewrite fee for foreign/exchange
students— students from outside Alberta—is $50.00 (includes GST) per
examination. A student is considered to be rewriting a diploma examination
if he or she has previously written that diploma examination any time in the
current or two previous school years (since September 1, 2010).

All students who intend to rewrite a diploma examination must submit a
Diploma Examination Rewrite Fee Form and the rewrite fee to the following
address:

Alberta Education

PASI and Student Records

2" floor, 44 Capital Boulevard
10044 — 108 Street

Edmonton AB T5J 5E6

Rewrite fee payment may be made by cheque, money order, or credit card.
Do NOT send cash. Students rewriting a diploma examination in August
should not submit their fee payment at the time of writing. Rather, they
should send their fee payment to the address provided above a day or two
after the administration.

Principals should ensure that information about rewriting diploma
examinations, the Diploma Examination Registration Form, and the Diploma
Examination Rewrite Fee Form are available to students, but they should not
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Mature Students

collect and submit rewrite fees for the students.

Students who have unpaid rewrite fees from a prior examination session will
have their current payment credited toward the outstanding debt. If a student
rewrites a diploma examination but has not paid the fee, results of the
examination will not appear on the Results Statement, the Statement of
Courses and Marks, or the official Transcript until the rewrite fee is paid. A
student who writes the French translation of a diploma examination and then
later rewrites the examination in English must pay a rewrite fee.

If a student is unable to rewrite a diploma examination because of illness,
accident, inclement weather, or bereavement (supporting documentation from
the school is required) and receives approval from the Special Cases and
Accommodations team of Exam Administration, the student is eligible to
rewrite the diploma examination at the next scheduled session or to have the
rewrite fee refunded.

If a student is unable to rewrite a diploma examination for a reason other than
iliness, accident, inclement weather, or bereavement, a refund (minus a
$10.50 processing fee) will be given.

Deadlines for receiving forms and fees at Alberta Education are listed in the
Schedules & Significant Dates section.

The Diploma Examination Registration form and the Diploma Examination
Rewrite Fee form are available on the Alberta Education website at
http://education.alberta.ca/admin/testing/forms.aspx.

In any one semester, only one school mark per course will be accepted and
added to a student’s record. Students are asked to withdraw duplicate
registrations (i.e., registration in the same course in two different schools in
the same semester) before the end of the term. For procedures governing how
marks are calculated in relation to student registration, see Marks, Results, &
Appeals section.

A mature student* may write any diploma examination in January, June, or
August without taking formal instruction in the course. The diploma
examination mark will constitute 100% of the final mark.

*A mature student, for Alberta High School Diploma purposes, is one who, as of
September 1 of the current school year, is 19 years of age or older or is the holder of
a previously awarded high school diploma from the Province of Alberta or an
equivalent high school diploma from a jurisdiction acceptable to the Minister.

If a mature student enrolls in a diploma examination course at an accredited
Alberta high school, the final course mark will be a blended one only if the
school-awarded mark is higher than the diploma examination mark. If the
examination mark is higher than the school-awarded mark, then the
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examination mark becomes the final mark. A student who is uncertain about
his/her eligibility as a mature student should contact the Client Services Help
Desk at (780) 427-5318.

A student must apply for a course challenge through the principal of the high
school he or she is attending. Course challenge is a provision that allows
senior high school students to challenge the expectations for a course by
participating in a formal assessment process, rather than taking the course.
Course challenge is for students who believe that they already possess the
expected knowledge, skills, and attitudes as defined by the Program of
Studies for a given course.

For diploma examination courses, this policy applies only to the school-
awarded mark component (refer to the Guide to Education, ECS to Grade
12). A high school student who successfully completes a course challenge of
the school-awarded component of a course must still write the diploma
examination in order to be eligible for a final course mark and credit in that
course.

Only individuals with mature student status may challenge a diploma
examination course by writing the diploma examination without taking
formal instruction in the course or successfully completing a course
challenge. Individuals who do not have mature student status and who write
the diploma examination at a January, June, or August session without having
completed a course challenge for the school-awarded component will receive
an “incomplete” as the final mark in the diploma examination course. If such
students write a diploma examination at a November or April session, they
will have their diploma examination mark invalidated.

Students who transfer their course level registration in diploma examination
courses (e.g.: transfer from ELA30-1 to ELA 30-2), must receive a final
school-awarded mark that is based on the knowledge, skills, and attitudes of
the course into which they transfer. The process of evaluation of a student’s
achievement in this situation should be very similar to that used to evaluate a
student’s achievement through the course challenge procedure.

Students taking instruction in diploma examination courses must be registered
to write their diploma examinations by the dates specified by Alberta
Education (see Schedule & Significant Dates section). Consequently, all
course level transfers for diploma examination courses must also be
completed by the deadlines specified by Alberta Education (see Schedule &
Significant Dates section). If a student transfers courses after the published
deadline, that student will not be registered to receive a diploma examination
in the transferred course. No exemptions will be granted for students who
write the wrong diploma examination because of late course transfers (see
Special Cases & Accommodations section). Schools that permit students to
change course levels after the deadline for registering for diploma
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examinations may need to submit a Request for Supplemental Shipment form
(see Examination Administration Forms section) to order appropriate
examination materials for those students.

French translations of the Social Studies 30-1, Social Studies 30-2, Pure
Mathematics 30, Applied Mathematics 30, Mathematics 30-1, Mathematics
30-2, Biology 30, Chemistry 30, and Physics 30 diploma examinations are
available upon request. Students who wish to write the French translation of
a diploma examination must inform their principals before the deadline
established for each examination registration (see Schedules & Significant
Dates section). The principal must note this request on the registration
checklist. Individuals with mature student status who are not receiving
instruction in the course in a school but who wish to write the French
translation of a diploma examination must indicate this preference on the
Diploma Examination Registration Form.

Students writing French translations of social studies diploma examinations
must write both Part A and Part B in French. Marks cannot be calculated for
students who write one part of an examination in French and one part in
English.

Students who choose to write the French translation of a diploma examination
are not permitted additional writing time beyond what is scheduled; nor are
they allowed an English version of the examination or data booklet while
writing. Students writing the French translation of the Social Studies 30-1 or
Social Studies 30-2 diploma examinations may use an approved bilingual
print dictionary, a thesaurus, and an approved writer’s handbook when
writing Part A: Written Response.

Foreign (visiting) students are those who are not eligible to receive funding in
Alberta and who have an enrolment type of 415 or 416. Foreign students
seeking Alberta high school credits for official transcript purposes must write
a diploma examination on the same terms as any Alberta student.

Foreign students are required to pay $50 (includes GST) per diploma
examination that they write or rewrite. Schools should collect these fees
from their foreign students who are taking diploma examination courses.
Schools or school authorities will be invoiced in the fall of each year for
every diploma examination that was written or re-written in the prior year by
a foreign/exchange student who was registered at that school in that year.

Alberta Education permits students to compose the written-response parts of
English Language Arts 30-1, English Language Arts 30-2, Francais 30-1,

Computers French Language Arts 30-1, Social Studies 30-1, and Social Studies 30-2
diploma examinations on the school’s computers. Only students in schools or
designated writing centres that have the facilities, equipment, and support
services to consistently and appropriately provide this mode of examination
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delivery, may complete the written-response parts of these diploma
examinations on the school’s computers. The principal of a school or
designated writing centre will decide whether or not to provide the
opportunity for students to write their diploma examinations using the
school’s computers. This decision is based on the principal’s certainty that
the school or designated writing centre can comply with the directives, rules,
and procedures outlined in this Bulletin and on consideration of fairness to
students and students’ needs (see Using Calculators & Computers section).

Diploma examination materials must be returned to Alberta Education
according to the dates specified in the Schedules & Significant Dates section
of this Bulletin.

In accordance with section 4 of the Student Evaluation Regulation, Alberta
Regulation 177/2003, a late return charge of $20 per examination will be
charged to schools for diploma examination materials returned to Exam
Administration after a marking session is complete.

New diploma examinations in Mathematics 30-1 and Mathematics 30-2 are
being implemented in 2012-2013. These diploma examinations are based on
learning outcomes from the revised Mathematics programs of study that are
being provincially implemented in 2012-2013. All students who are
receiving instruction that is based on these revised programs of study, and all
mature students who are writing a Mathematics diploma examination for the
first time, are expected to write these new diploma examinations. Further
information about these tests is provided in the Subject Information Bulletins
for these courses (see Resources & Web Documents section).

Mathematics diploma examinations that are based on the learning outcomes
from the 2002 Pure Mathematics 30 and Applied Mathematics 30 programs
of study will continue to be administered in 2012-2013 and 2013-2014.
Only those students who are currently receiving instruction that is based on
those learning outcomes, or students who are re-writing diploma
examinations that were first written prior to September 2012, are eligible to
write these diploma examinations.

Beginning in the 2012-2013 school year, in an effort to save over one million
sheets of unused paper per year, lined pages will no longer be included in the
Part(ie) A written response examination booklets for the humanities diploma
examinations listed below:

English Language Arts 30-1

English Language Arts 30-2

Francais 30

French Language Arts 30

Social Studies 30-1 (French and English)
Social Studies 30-2 (French and English)
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The newly designed Part(ie) A examination booklets will contain designated
pages on which all students are to staple their written responses, whether
handwritten or word-processed. Students who handwrite their responses will
do so using loose lined pages that will be distributed to them along with their
exam booklets. Students who write their responses using computers will
continue to print their responses on white paper.

To ease the transition in the first school year of the initiative (2012-2013),
schools and writing centres will be provided the loose lined pages to
distribute to students who handwrite their diploma examination responses.
Surplus lined pages should be secured and stored for use in future
examination administrations.

A template master of the lined pages is available on the Alberta Education
website at http://www.education.alberta.ca/admin/testing/forms.aspx. A
PowerPoint presentation that explains the environmental benefits of the Paper
Reduction Initiative and outlines its implementation is also available on the
website at
http://www.education.alberta.ca/admin/testing/diplomaexams/diplomabulletin

.aSpX

For further information, please contact Tim Coates, Director, Diploma
Examination Program, by email at Tim.Coates@gov.ab.ca or by phone at
780-422-5160. For a toll-free connections, dial (780) 310-0000.

To provide students an opportunity to practice diploma examination-style
questions and content in Braille, audio, large print, or coloured print versions,
Alberta Education will make special-format practice tests available through
the Learning Resources Centre. All tests can be purchased on a cost-recovery
basis with the exception of Braille tests, which will be available for
borrowing upon receipt of a refundable deposit. Braille tests are available
only in English; French Braille tests are available by request. For more
information, contact 780-427-0010.

January and June diploma examinations are administered in all accredited
Alberta high schools that offer Grade 12 diploma examination courses.
August diploma examinations are administered in the writing centres listed on
the following page. Most summer school students write their August diploma
examinations at their summer schools.
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School
Code
2601

2316
2950
6718
9996
4504
5725
1223
1564
1141
1715
2011
2702
6466
6844
1511
4433
3610
3909

Writing Centres for the August Administration

Town/City School Name

Athabasca Edwin Parr Composite Community School

Barrhead Vista Outreach, 4923 — 50 Ave

Bonnyville Bonnyville Centralized High School

Brooks Brooks Sunrise School

Calgary SAIT -Symposium Room in the Campus Centre Building
Camrose PACE QOutreach School

Drumheller Drumheller Composite High School

Edmonton Financial Building, 10621 — 100 Avenue (8th Floor)
Fort McMurray Holy Trinity High School

Grande Prairie Grande Prairie Composite High School

High Level High Level Learning Store

Hinton Harry Collinge High School

Lac La Biche J.A. Williams High School

Lethbridge Winston Churchill High School

Medicine Hat Crescent Heights High School

Peace River Peace River High School

Red Deer Hunting Hills High School

Vegreville Vegreville Composite High School

Wainwright Wainwright High School

Notes: To request the use of a computer to write the Part(ie) A portion of a humanities diploma
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examination contact the writing centre at which you plan to write prior to the date of
administration. Please note that some writing centres may not be able to accommodate your
request.

Writing centres in the Northwest Territories will be designated as needed. Please contact
Northwest Territories Education at (867) 920-6235.

Writing centres in Nunavut will be designated as needed. Please contact Nunavut Department of
Education at (867) 975-5658.
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Summary of Revisions for the 2012-2013 School Year

The following major revisions and/or additions to Diploma Examination Program dates,
directives, rules, and/or processes have been made in the General Information Bulletin for 2012-
2013. All major changes for the 2012—-2013 school year are indicated by *NEW. Other minor
changes and updates have been made throughout this bulletin but are not noted here. All of these
changes have important implications for administrators, teachers, and students/examinees, so it is
important that they carefully review this bulletin as they prepare for the administration of
diploma examinations in the 2012-2013 School Year.

Topic: Changes made: Section:

Mathematics 30-1 and New diploma examinations Introduction & Revisions,
Mathematics 30-2 page 7

Part(ie) A Written Response Booklet design change Introduction & Revisions,
Booklets page 7

Special-format Practice Tests

Special-format practice test
availability

Introduction & Revisions,
page 8

Exam Schedule

Math 30-1 and Math 30-2
examination time allocation

Schedules & Significant
Dates, pages 1, 2, 6, 9, 12, 13,
15, 16

Exam Schedule

June 2014 Schedule change

Schedules & Significant
Dates, page 15

Teacher Perusal Copies

Additional information
regarding note taking and
cloning of exam items

Security & Examination
Rules, page 1

Teacher-Generated Answers

Additional information
regarding modification of
exam items or posting of exam
item solutions

Security & Examination
Rules, page 1

Managing Breaches of
Security and Violations of
Examination Rules

Student should sign the
statement of the incident

Security & Examination
Rules, page 7

Appealing an Eviction

Amount of time and to whom
to appeal an eviction from the
exam.

Security & Examination
Rules, page 7

Appealing an Exam
Invalidation

Amount of time and to whom
to appeal an Exam
invalidation

Security & Examination
Rules, page 7

Calculator Use

New calculator information
for the Math 30-1 and
Math 30-2 Exams

Using Calculators &
Computers, pages 1-6
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Diploma Examinations Schedule: November 2012

This is a restricted examination administration session (see Eligibility to Write in November
and April Sessions in the Security & Examination Rules section).

Diploma examinations must be administered according to the scheduled dates and times.¥

All examinations remain secured after administration.

Monday, November 5
Tuesday, November 6
Wednesday, November 7

Thursday, November 8
Friday, November 9

9:00 - 11:30 a.m.  English Language Arts 30-2 Part A
9:00 - 11:30 A.Mm. English Language Arts 30-2 Part B

9:00 - 11:30 A.Mm. Mathematics 30-1
9:00 - 11:00 A.m. Pure Mathematics 30

9:00- 11:00 AM.  Chemistry 30
9:00 - 11:00 A.Mm. Physics 30

T Students are permitted an additional one-half hour beyond the officially scheduled time to complete their exams.

Note: Students who write English Language Arts 30-2 in November 2011 cannot re-write that examination in

August 2012.

Significant Dates: November 2012 Administration

October 1, 2012

Deadline for receipt of all November accommodation requests for
students with special diploma examination writing needs

Deadline for all November registrations and course transfers

October 15, 2012

Exam Administration ships diploma examination materials to
schools approved as writing centres

October 22, 2012

Principals should contact Exam Administration if they have not yet
received their diploma examination materials or if there are errors or
omissions in a shipment

November 5 -9, 2012

Schools administer diploma examinations according to the schedule

November 9, 2012

School-awarded marks for students who have received instruction in
diploma examination courses and who are registered to write the
November diploma examinations must be postmarked or transmitted
to PASI and Student Records

Principals should have a method in place for informing students
about their school-awarded marks that were submitted to PASI and
Student Records

Principals must return to Exam Administration, all examination
materials

November 23, 2012

Results Statements for the November administration are distributed
to students; transcripts are available to students

December 3, 2012

Deadline for receiving rescore requests from the November session

December 10, 2012

November rescore results are distributed to students
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Diploma Examinations Schedule: January 2013

Diploma examinations must be administered according to the scheduled dates and times.t

All examinations, except those that are asterisked, remain secured after administration.

Monday, January 14
Tuesday, January 15
Wednesday, January 16
Monday, January 21
Tuesday, January 22
Wednesday, January 23

Thursday, January 24
Friday, January 25

Monday, January 28
Tuesday, January 29
Wednesday, January 30

9:00 - 11:30 A.M.

9:00 —11:30 A.M.
9:00 — 11:00 A.Mm.

9:00 - 11:30 A.M.

9:00 —11:30 A.M.

9:00 - 11:00 A.m.

9:00 — 11:00 A.Mm.
9:00 — 11:30 A.Mm.

9:00 - 11:00 A.M.
9:00 - 11:30 A.M.

9:00 - 11:00 A.m.

9:00 — 11:00 A.Mm.
9:00 —11:00 A.Mm.
9:00 —11:00 A.Mm.

English Language Arts 30-1 Part A*
English Language Arts 30-2 Part A*

Social Studies 30-1 Part(ie) A*
Social Studies 30-2 Part(ie) A*

Francais 30-1 Partie A
French Language Arts 30-1 Part A*

English Language Arts 30-1 Part B
English Language Arts 30-2 Part B

Social Studies 30-1 Part(ie) B
Social Studies 30-2 Part(ie) B

Francais 30-1 Partie B
French Language Arts 30-1 Part B

Biology 30

Mathematics 30-1
Mathematics 30-2

Pure Mathematics 30
Applied Mathematics 30

Physics 30
Chemistry 30
Science 30

t Students are permitted an additional one-half hour beyond the officially scheduled time to complete their exams.

SCHEDULES & SIGNIFICANT DATES
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Significant Dates: January 2013 Administration

November 1, 2012 » Deadline for all course transfers for diploma examination courses
November 1, 2012 » Deadline for all January registrations and payment of fees, if applicable
November 5, 2012 * Deadline for receipt of all January accommodation requests for students

with special diploma examination writing needs

* Deadline to submit January Diploma Examination Accommodation
Request Transfer Form

December 5—7,2012 « Exam Administration ships Shipment 1 (humanities Part(ie) A and B)
diploma examination materials to school authorities and schools

December 12, 2012 » Schools should contact their authority office or Exam Administration if
they have not yet received their Shipment 1 diploma examination
materials or if there are errors or omissions in a shipment

January 7 -9, 2013 » Exam Administration ships Shipment 2 (mathematics and science)
diploma examination materials to school authorities and schools

January 14 — 16, 2013  « Schools administer humanities Part(ie) A diploma examinations
according to the schedule

January 14, 2013* * Superintendents/Principals must return, to Exam Administration, only
written/used Part A examination materials for English Language
Arts 30-1 and English Language Arts 30-2; unused/extra Part A
materials may be kept at the schools after the administration

January 14, 2013 * Schools should contact their authority office or Exam Administration if
they have not yet received their Shipment 2 diploma examination
materials or if there are errors or omissions in a shipment

January 15, 2013* * Superintendents/Principals must return only written/used Part(ie) A
examination materials for Social Studies 30-1 and Social Studies 30—
2; unused/extra Part(ie) A materials may be kept at the schools after the
administration.

January 16, 2013* * Superintendents/Principals must return, to Exam Administration, only
written/used Partie A examination materials for
French Language Arts 30-1; unused/extra Partie A materials may be
kept at the schools after the administration

* Superintendents/Principals must return, to Exam Administration, all
Partie A examination materials, used and unused, for Frangais 30-1

*Return shipment dates are dependent upon courier schedules.
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January 21 - 30, 2013 « Schools administer humanities Part(ie) B, mathematics, and sciences
diploma examinations according to the schedule

January 21, 2013* * Superintendents/Principals must return, to Exam Administration, all
Part B examination materials, used and unused, for English
Language Arts 30-1 and English Language Arts 30-2

January 22, 2013* * Superintendents/Principals must return, to Exam Administration, all
Part(ie) B examination materials, used and unused, for Social
Studies 30-1 and Social Studies 30-2

January 24, 2013* * Superintendents/Principals must return, to Exam Administration, all
examination materials, used and unused, for French Language Arts
30-1 Part B, Francais 30-1 Partie B, and Biology 30

January 25, 2013 * School-awarded marks for students who have received instruction in
diploma examination courses and who are registered to write the
January diploma examinations must be postmarked or transmitted to
PASI and Student Records

* Principals should have a method in place for informing students of
their school-awarded marks that were submitted to PASI and Student
Records

January 28, 2013* * Superintendents/Principals must return, to Exam Administration, all
examination materials, used and unused, for Applied Mathematics
30, Pure Mathematics 30, Mathematics 30-1, Mathematics 30-2, and

Physics 30

January 30, 2013* * Superintendents/Principals must return, to Exam Administration, all
examination materials, used and unused, for Chemistry 30 and
Science 30

February 22, 2013 * Results Statements for the January administration are distributed to

students; transcripts are available to students; and Lists of Students’
Results are distributed to schools and jurisdictions

March 4, 2013** » Deadline for receiving rescore requests from the January session

March 13, 2013 » January school and school authority detailed reports are available on
the extranet

March 22, 2013 » January rescore results are distributed to students

*Return shipment dates are dependent upon courier schedules.
**Requests for rescoring received after the deadline will be denied.

Note: In accordance with section 4 of the Student Evaluation Regulation, Alberta Regulation 177/2003, a late

return charge of $20 per late examination will be charged to schools for evaluation materials returned to
Exam Administration after a marking session is complete.
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Diploma Examinations Schedule: April 2013

This is a restricted examination administration session (see Eligibility to Write in November and
April Sessions in the Security & Examination Rules section).

Diploma examinations must be administered according to the scheduled dates and times.¥

All examinations remain secured after administration.

Monday, April 8
Tuesday, April 9
Wednesday, April 10

Thursday, April 11

Friday, April 12

9:00-11:30 A.M.  English Language Arts 30-1 Part A
9:00-11:30 A.M.  English Language Arts 30-1 Part B

9:00-11:30 A.M.  Social Studies 30-1 Part(ie) A
9:00-11:00 A.mMm. Social Studies 30-2 Part(ie) A

9:00-11:00 A.m.  Social Studies 30-1 Part(ie) B
Social Studies 30-2 Part(ie) B

9:00-11:00 A.m. Biology 30

t Students are permitted an additional one-half hour beyond the officially scheduled time to complete their exams.

Significant Dates: April 2013 Administration

February 27, 2013 .

Deadline for receipt of all April accommodation requests for
students with special diploma examination writing needs
Deadline for all April registrations and course transfers

March 13 - 15, 2013 .

Exam Administration ships diploma examination materials to
schools approved as writing centres

March 20, 2013 .

Principals should contact the Exam Administration if they have not
yet received their diploma examination materials or if there are
errors or omissions in a shipment

April 8 - 12, 2013 .

Schools administer diploma examinations according to the schedule

April 12, 2013 .

School-awarded marks for students who have received instruction in
diploma examination courses and who are registered to write the
April diploma examinations must be postmarked or transmitted to
PASI and Student Records

Principals should have a method in place for informing students
about their school-awarded marks that were submitted to PASI and
Student Records

April 12, 2013 .

Principals must return to Exam Administration, all examination
materials

April 29, 2013 .

Results Statements for the April administration are distributed to
students; transcripts are available to students

May 10, 2013 .

Deadline for receiving rescore requests from the April session

May 27, 2013 .

April rescore results are distributed to students
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Diploma Examinations Schedule: June 2013

Diploma examinations must be administered according to the scheduled dates and times.t

All examinations, except those that are asterisked, remain secured after administration.

Wednesday, June 12
Thursday, June 13
Friday, June 14
Monday, June 17
Tuesday, June 18
Wednesday, June 19

Thursday, June 20
Friday, June 21
Monday, June 24
Tuesday, June 25

Wednesday, June 26
Thursday, June 27

9:00 - 11:30 A.M.

9:00 —11:30 A.M.
9:00 — 11:00 A.Mm.

9:00 - 11:30 A.M.

9:00 —11:30 A.M.

9:00 - 11:00 A.m.

9:00 — 11:00 A.Mm.
9:00 — 11:30 A.Mm.

9:00 - 11:00 A.Mm.
ABORIGINAL DAY
9:00 - 11:00 A.Mm.
9:00 — 11:30 A.Mm.

9:00 - 11:00 A.m.

9:00 —11:00 A.Mm.
9:00 — 11:00 A.Mm.

English Language Arts 30-1 Part A*
English Language Arts 30-2 Part A*

Social Studies 30-1 Part(ie) A*
Social Studies 30-2 Part(ie) A*

Francais 30-1 Partie A
French Language Arts 30-1 Part A*

English Language Arts 30-1 Part B
English Language Arts 30-2 Part B

Social Studies 30-1 Part(ie) B
Social Studies 30-2 Part(ie) B

Francais 30-1 Partie B
French Language Arts 30-1 Part B

Biology 30
No exams scheduled
Chemistry 30

Mathematics 30-1
Mathematics 30-2

Pure Mathematics 30
Applied Mathematics 30
Physics 30

Science 30

T Students are permitted an additional one-half hour beyond the officially scheduled time to complete their exams.
Notes: Friday, June 21 is Aboriginal Day—no examinations are scheduled

SCHEDULES & SIGNIFICANT DATES
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Significant Dates: June 2013 Administration

April 12, 2013 » Deadline for all course transfers for diploma examination courses
April 12, 2013 * Deadline for all June registrations and payment of fees, if applicable
April 12, 2013 * Deadline for receipt of all June accommodations requests for students

with special diploma examination writing needs

* Deadline to submit June Diploma Examination Accommodation
Request Transfer Form

May 21 - 23, 2013 * Exam Administration ships Shipment 1 (humanities Part(ie) A and
B) diploma examination materials to school authorities and schools
May 30, 2013 * Schools should contact their authority office or Exam Administration

if they have not yet received their Shipment 1 diploma examination
materials or if there are errors or omissions in a shipment

June 3 -4, 2013 » Exam Administration ships Shipment 2 (mathematics and science)
diploma examination materials to school authorities and schools
June 10, 2013 * Schools should contact their authority office or Exam Administration

if they have not yet received their Shipment 2 diploma examination
materials or if there are errors or omissions in a shipment

June 12 - 14, 2013 * Schools administer humanities Part(ie) A diploma examinations
according to the schedule
June 12, 2013* * Superintendents/Principals must return, to Exam Administration,

only written/used Part A examination materials for English
Language Arts 30-1 and English Language Arts 30-2; unused/extra
Part A materials may be kept at the schools after the administration

June 13, 2013* * Superintendents/Principals must return only written/used Part(ie) A
examination materials for Social Studies 30-1 and Social Studies
30-2; unused/extra Part(ie) A materials may be kept at the schools
after the administration.

June 14, 2013* * Superintendents/Principals must return, to Exam Administration,
only written/used Partie A examination materials for
French Language Arts 30-1; unused/extra Partie A materials may be
kept at the schools after the administration

* Superintendents/Principals must return, to Exam Administration, all
Partie A examination materials, used and unused, for Francgais 30-1

June 17 - 27, 2013* « Schools administer the humanities Part(ie) B, mathematics, and
sciences diploma examinations according to the schedule
June 17, 2013* * Superintendents/Principals must return, to Exam Administration, all

Part B examination materials, used and unused, for English
Language Arts 30—1 and English Language Arts 30-2

June 18, 2013* * Superintendents/Principals must return, to Exam Administration, all
Part(ie) B examination materials, used and unused, for Social
Studies 30-1 and Social Studies 30-2

SCHEDULES & SIGNIFICANT DATES August 2012
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June 20, 2013* * Superintendents/Principals must return, to Exam Administration, all
examination materials, used and unused, for Partie B Francais 30-1
and French Language Arts 301, and Biology 30

June 21, 2013  School-awarded marks for students who have received instruction in
diploma examination courses and who are registered to write the June
diploma examinations must be postmarked or transmitted to PASI
and Student Records

* Principals should have a method in place for informing students
about their school-awarded marks that were submitted to PASI and
Student Records

June 25, 2013* » Superintendents/Principals must return, to Exam Administration, all
examination materials, used and unused, for Chemistry 30, Pure
Mathematics 30, Applied Mathematics 30, Mathematics 30-1, and
Mathematics 30-2

June 27, 2013* » Superintendents/Principals must return, to Exam Administration, all
examination materials, used and unused, for Physics 30 and
Science 30

July 22, 2013 * Results Statements for the June administration are distributed to

students; transcripts are available to students; and Lists of Students’
Results are distributed to schools and jurisdictions

August 2, 2013** » Deadline for receiving rescore requests from the June session

August 27, 2013 * June school and school authority detailed reports are available on the
extranet

August 27, 2013 * June rescore results are distributed to students

*Return shipment dates are dependent upon courier schedules.
**Requests for rescoring received after the deadline will be denied.

Note: In accordance with section 4 of the Student Evaluation Regulation, Alberta Regulation 177/2003, a late

return charge of $20 per late examination will be charged to schools for evaluation materials returned to
Exam Administration after a marking session is complete.

SCHEDULES & SIGNIFICANT DATES August 2012



Diploma Examinations Schedule: August 2013

Diploma examinations must be administered according to the scheduled dates and times..T

All examinations remain secured after administration.

Friday, August 2 9:00 - 11:30 A.M.
Tuesday, August 6 9:00 - 11:30 A.M.
Wednesday, August 7 9:00 - 11:30 A.M.
9:00 - 11:00 A.M.
Thursday, August 8 9:00 - 11:00 A.M.
Friday, August 9 9:00 - 11:30 A.M.
9:00 — 11:00 A.Mm.
Monday, August 12 9:00 - 11:00 A.M.
1:00 - 3:00 P.m.
Tuesday, August 13 9:00 - 11:00 A.Mm.
1:00 - 3:00 p.m.
Wednesday, August 14 9:00 - 11:30 A.M.
Thursday, August 15 9:00 - 11:00 A.Mm.
9:00 - 11:30 A.M.

English Language Arts 30-1 Part A
English Language Arts 30-2 Part A
English Language Arts 30-1 Part B
English Language Arts 30-2 Part B
Social Studies 30-1 Part(ie) A
Social Studies 30-2 Part(ie) A
Social Studies 30-1 Part(ie) B
Social Studies 30-2 Part(ie) B
Mathematics 30-1

Mathematics 30-2

Pure Mathematics 30

Applied Mathematics 30

Biology 30

Physics 30

Chemistry 30

Science 30

Francais 30-1 Partie A

French Language Arts 30-1 Partie A

Francais 30-1 Partie B
French Language Arts 30-1 Part B

t Students are permitted an additional one-half hour beyond the officially scheduled time to complete their exams.

SCHEDULES & SIGNIFICANT DATES
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Significant Dates: August 2013 Administration

July 4, 2013 * Deadline for receipt from Summer Schools of all August registrations
and course transfers
July 16, 2013 * Deadline for receipt from Summer Schools of all August

accommodation requests for students with special diploma
examination writing needs (Early notification of accommodation
requests for the August administration is appreciated.)

July 18 - 19, 2013

Exam Administration ships diploma examination materials to the
designated writing centres

July 25, 2013

Chief Presiding Examiners should contact Exam Administration if
they have not yet received their diploma examination materials or if
there are errors or omissions in a shipment (see Contacts section)

August 2 — 15, 2013

Summer schools and August writing centres administer the diploma
examinations according to the schedule

August 6, 2013*

All examination materials for English Language Arts 30-1 and
English Language Arts 30-2 must be returned to Exam
Administration

August 8, 2013*

All examination materials for Social Studies 30-1 and Social
Studies 30-2 must be returned to Exam Administration

August 9, 2012*

All examination materials for Applied Mathematics 30, Pure
Mathematics 30, Mathematics 30-1, and Mathematics 30—2 must be
returned to Exam Administration

August 12, 2013*

All examination materials for Biology 30 and Physics 30must be
returned to Exam Administration

August 13, 2013*

All examination materials for Chemistry 30 and Science 30 must be
returned to Exam Administration

August 15, 2013*

All examination materials for Francais 30—1 and French Language
Arts 30-1 must be returned to Exam Administration

August 15, 2013

School-awarded marks for students who have received instruction in
diploma examination courses and who are registered to write the
August diploma examinations must be postmarked or transmitted to
PASI and Student Records

Principals should have a method in place for informing students of
their school-awarded marks that were submitted to PASI and Student
Records

August 27, 2013

Results Statements for the August administration are distributed to
students; transcripts are available to students

SCHEDULES & SIGNIFICANT DATES

August 2012
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September 6, 2013** < Deadline for receiving rescoring requests for August examinations

September 13, 2013 » August rescoring results are distributed to students

*Return shipment dates are dependent upon courier schedules.
**Requests for rescoring received after the deadline will be denied.

Note: In accordance with section 4 of the Student Evaluation Regulation, Alberta Regulation 177/2003, a late
return charge of $20 per late examination will be charged to schools for evaluation materials returned to
Exam Administration after a marking session is complete.

SCHEDULES & SIGNIFICANT DATES August 2012
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Diploma Examinations Schedule: November 2013

This is a restricted examination administration session (see Eligibility to Write in November
and April Sessions in the Security & Examination Rules section).

Diploma examinations must be administered according to the scheduled dates and times.¥

All examinations remain secured after administration.

Monday, November 4 9:00 - 11:30 A.m.  English Language Arts 30-2 Part A
Tuesday, November 5 9:00 - 11:30 A.Mm. English Language Arts 30-2 Part B
Wednesday, November 6 ~ 9:00 - 11:30 A.Mm. Mathematics 30-1

Thursday, November 7 9:00- 11:00 AM.  Chemistry 30

Friday, November 8 9:00 - 11:00 A.mM.  Physics 30

t Students are permitted an additional one-half hour beyond the officially scheduled time to complete their exams.

Note: The Diploma Examination schedules for 2013—2014 are to be considered draft until confirmed in
the November 2012 update. They may, however, be used as a planning tool when preparing the
2013-2014 school year calendar.

SCHEDULES & SIGNIFICANT DATES August 2012
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Diploma Examinations Schedule: January 2014

Diploma examinations must be administered according to the scheduled dates and times.t

All examinations, except those that are asterisked, remain secured after administration.

Monday, January 13
Tuesday, January 14
Wednesday, January 15
Monday, January 20
Tuesday, January 21
Wednesday, January 22

Thursday, January 23
Friday, January 24

Monday, January 27
Tuesday, January 28
Wednesday, January 29

9:00 - 11:30 A.M.

9:00 —11:30 A.M.
9:00 — 11:00 A.Mm.

9:00 - 11:30 A.M.

9:00 —11:30 A.M.

9:00 - 11:00 A.m.

9:00 — 11:00 A.Mm.
9:00 — 11:30 A.Mm.

9:00 - 11:00 A.M.
9:00 - 11:30 A.Mm.

9:00 - 11:00 A.m.

9:00 — 11:00 A.Mm.
9:00 —11:00 A.Mm.
9:00 —11:00 A.Mm.

English Language Arts 30-1 Part A*
English Language Arts 30-2 Part A*

Social Studies 30-1 Part(ie) A*
Social Studies 30-2 Part(ie) A*

Francais 30-1 Partie A
French Language Arts 30-1 Part A*

English Language Arts 30-1 Part B
English Language Arts 30-2 Part B

Social Studies 30-1 Part(ie) B
Social Studies 30-2 Part(ie) B

Francais 30-1 Partie B
French Language Arts 30-1 Part B

Biology 30

Mathematics 30-1
Mathematics 30-2

Pure Mathematics 30
Applied Mathematics 30

Physics 30
Chemistry 30
Science 30

t Students are permitted an additional one-half hour beyond the officially scheduled time to complete their exams.

Note: The Diploma Examination schedules for 2013-2014 are to be considered draft until confirmed in
the November 2012 update. They may, however, be used as a planning tool when preparing the
2013-2014 school year calendar.

SCHEDULES & SIGNIFICANT DATES
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Diploma Examinations Schedule: April 2014

This is a restricted examination administration session (see Eligibility to Write in November and
April Sessions in the Security & Examination Rules section).

Diploma examinations must be administered according to the scheduled dates and times.¥

All examinations remain secured after administration.

Tuesday, April 8 9:00-11:30
Wednesday, April 9 9:00-11:30
Thursday, April 10 9:00 - 11:30

9:00 - 11:00
Friday, April 11 9:00 - 11:00
Monday, April 14 9:00 - 11:00

A.M.
A.M.

A.M.
A.M.

A.M.

A.M.

English Language Arts 30-1 Part A
English Language Arts 30-1 Part B

Social Studies 30-1 Part(ie) A
Social Studies 30-2 Part(ie) A

Social Studies 30-1 Part(ie) B
Social Studies 30-2 Part(ie) B

Biology 30

T Students are permitted an additional one-half hour beyond the officially scheduled time to complete their exams.

Note: The Diploma Examination schedules for 2013-2014 are to be considered draft until confirmed in
the November 2012 update. They may, however, be used as a planning tool when preparing the

2013-2014 school year calendar.

SCHEDULES & SIGNIFICANT DATES
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*NEW Diploma Examinations Schedule: June 2014

Diploma examinations must be administered according to the scheduled dates and times.t

All examinations, except those that are asterisked, remain secured after administration.

Thursday, June 12 9:00 - 11:30 A.M. English Language Arts 30-1 Part A*
English Language Arts 30-2 Part A*
Friday, June 13 9:00 - 11:30 A.M. Social Studies 30-1 Part(ie) A*
9:00 - 11:00 A.Mm. Social Studies 30-2 Part(ie) A*
Monday, June 16 9:00 - 11:30 A.M. Francais 30-1 Partie A
French Language Arts 30-1 Part A*
Tuesday, June 17 9:00 - 11:30 A.M. English Language Arts 30-1 Part B
English Language Arts 30-2 Part B
Wednesday, June 18 9:00 — 11:00 A.Mm. Social Studies 30-1 Part(ie) B
Social Studies 30-2 Part(ie) B
Thursday, June 19 9:00 — 11:00 A.M. Francais 30-1 Partie B
9:00 - 11:30 A.M. French Language Arts 30-1 Part B
Friday, June 20 9:00 — 11:00 A.Mm. Biology 30
Monday, June 23 9:00 - 11:00 A.Mm. Chemistry 30
Tuesday, June 24 9:00 - 11:30 A.M. Mathematics 30-1
Mathematics 30-2
9:00 — 11:00 A.Mm. Pure Mathematics 30
Applied Mathematics 30
Wednesday, June 25 9:00 — 11:00 A.Mm. Physics 30
Thursday, June 26 9:00 — 11:00 A.Mm. Science 30

T Students are permitted an additional one-half hour beyond the officially scheduled time to complete their exams.

Notes: The Diploma Examination schedules for 2013-2014 are to be considered draft until confirmed in
the November 2012 update. They may, however, be used as a planning tool when preparing the

2013-2014 school year calendar.

SCHEDULES & SIGNIFICANT DATES August 2012
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Diploma Examinations Schedule: August 2014

Diploma examinations must be administered according to the scheduled dates and times..T

All examinations remain secured after administration.

Friday, August 1 9:00 - 11:30 A.M.
Tuesday, August 5 9:00 - 11:30 A.M.
Wednesday, August 6 9:00 - 11:30 A.M.
9:00 - 11:00 A.M.
Thursday, August 7 9:00 - 11:00 A.M.
Friday, August 8 9:00 - 11:30 A.Mm.
9:00 — 11:00 A.Mm.
Monday, August 11 9:00 - 11:00 A.M.
1:00 - 3:00 pP.m.
Tuesday, August 12 9:00 - 11:00 A.Mm.
1:00 - 3:00 p.m.
Wednesday, August 13 9:00 - 11:30 A.M.
Thursday, August 14 9:00 - 11:00 A.Mm.
9:00 - 11:30 A.M.

English Language Arts 30-1 Part A
English Language Arts 30-2 Part A
English Language Arts 30-1 Part B
English Language Arts 30-2 Part B
Social Studies 30-1 Part(ie) A
Social Studies 30-2 Part(ie) A
Social Studies 30-1 Part(ie) B
Social Studies 30-2 Part(ie) B
Mathematics 30-1

Mathematics 30-2

Pure Mathematics 30

Applied Mathematics 30

Biology 30

Physics 30

Chemistry 30

Science 30

Francais 30-1 Partie A

French Language Arts 30-1 Partie A

Francais 30-1 Partie B
French Language Arts 30-1 Part B

t Students are permitted an additional one-half hour beyond the officially scheduled time to complete their exams.

Note: The Diploma Examination schedules for 2013-2014 are to be considered draft until confirmed in
the November 2012 update. They may, however, be used as a planning tool when preparing the

2013-2014 school year calendar.

SCHEDULES & SIGNIFICANT DATES
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*NEW Diploma Examinations Schedule: November 2014

This is a restricted examination administration session (see Eligibility to Write in November
and April Sessions in the Security & Examination Rules section).

Diploma examinations must be administered according to the scheduled dates and times.¥

All examinations remain secured after administration.

Monday, November 3 9:00 - 11:30 A.m.  English Language Arts 30-2 Part A
Tuesday, November 4 9:00 - 11:30 A.Mm. English Language Arts 30-2 Part B
Wednesday, November 5 9:00 — 11:30 A.Mm. Mathematics 30-1

Thursday, November 6 9:00- 11:00 AM.  Chemistry 30

Friday, November 7 9:00 - 11:00 A.mM.  Physics 30

t Students are permitted an additional one-half hour beyond the officially scheduled time to complete their exams.

Note: The Diploma Examination schedules for 2014—2015 are to be considered draft until confirmed in
the November 2013 update. They may, however, be used as a planning tool when preparing the
2014-2015 school year calendar.

SCHEDULES & SIGNIFICANT DATES August 2012
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*NEW Diploma Examinations Schedule: January 2015

Diploma examinations must be administered according to the scheduled dates and times.t

All examinations, except those that are asterisked, remain secured after administration.

Tuesday, January 13 9:00 - 11:30 A.M. English Language Arts 30-1 Part A*
English Language Arts 30-2 Part A*
Wednesday, January 14 9:00 - 11:30 A.M. Social Studies 30-1 Part(ie) A*
9:00 - 11:00 A.Mm. Social Studies 30-2 Part(ie) A*
Thursday, January 15 9:00 - 11:30 A.M. Francais 30-1 Partie A
French Language Arts 30-1 Part A*
Tuesday, January 20 9:00 - 11:30 A.M. English Language Arts 30-1 Part B
English Language Arts 30-2 Part B
Wednesday, January 21 9:00 —11:00 A.Mm. Social Studies 30-1 Part(ie) B
Social Studies 30-2 Part(ie) B
Thursday, January 22 9:00 - 11:00 A.M. Francais 30-1 Partie B
9:00 - 11:30 A.Mm. French Language Arts 30-1 Part B
Friday, January 23 9:00 — 11:00 A.Mm. Biology 30
Monday, January 26 9:00 - 11:30 A.M. Mathematics 30-1
Mathematics 30-2
Tuesday, January 27 9:00 - 11:00 A.M. Physics 30
Wednesday, January 28 9:00 — 11:00 A.Mm. Chemistry 30
Thursday, January 29 9:00 — 11:00 A.Mm. Science 30

t Students are permitted an additional one-half hour beyond the officially scheduled time to complete their exams.

Note: The Diploma Examination schedules for 2014—2015 are to be considered draft until confirmed in
the November 2013 update. They may, however, be used as a planning tool when preparing the
2014-2015 school year calendar.

SCHEDULES & SIGNIFICANT DATES August 2012
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*NEW Diploma Examinations Schedule: April 2015

This is a restricted examination administration session (see Eligibility to Write in November and
April Sessions in the Security & Examination Rules section).

Diploma examinations must be administered according to the scheduled dates and times.¥

All examinations remain secured after administration.

Wednesday, April 8 9:00-11:30
Thursday, April 9 9:00-11:30
Friday, April 10 9:00 - 11:30

9:00 - 11:00
Monday, April 13 9:00 - 11:00
Tuesday, April 14 9:00 - 11:00

A.M.
A.M.

A.M.
A.M.

A.M.

A.M.

English Language Arts 30-1 Part A
English Language Arts 30-1 Part B

Social Studies 30-1 Part(ie) A
Social Studies 30-2 Part(ie) A

Social Studies 30-1 Part(ie) B
Social Studies 30-2 Part(ie) B

Biology 30

T Students are permitted an additional one-half hour beyond the officially scheduled time to complete their exams.

Note: The Diploma Examination schedules for 2014—-2015 are to be considered draft until confirmed in
the November 2013 update. They may, however, be used as a planning tool when preparing the

2014-2015 school year calendar.

SCHEDULES & SIGNIFICANT DATES
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*NEW Diploma Examinations Schedule: June 2015

Diploma examinations must be administered according to the scheduled dates and times.t

All examinations, except those that are asterisked, remain secured after administration.

Friday, June 12 9:00 - 11:30 A.M. English Language Arts 30-1 Part A*
English Language Arts 30-2 Part A*
Monday, June 15 9:00 - 11:30 A.M. Social Studies 30-1 Part(ie) A*
9:00 - 11:00 A.Mm. Social Studies 30-2 Part(ie) A*
Tuesday, June 16 9:00 - 11:30 A.M. Francais 30-1 Partie A
French Language Arts 30-1 Part A*
Wednesday, June 17 9:00 —11:30 A.M. English Language Arts 30-1 Part B
English Language Arts 30-2 Part B
Thursday, June 18 9:00 — 11:00 A.Mm. Social Studies 30-1 Part(ie) B
Social Studies 30-2 Part(ie) B
Friday, June 19 9:00 — 11:00 A.Mm. Francais 30-1 Partie B
9:00 - 11:30 A.M. French Language Arts 30-1 Part B
Monday, June 22 9:00 — 11:00 A.Mm. Biology 30
Tuesday, June 23 9:00 - 11:00 A.Mm. Chemistry 30
Wednesday, June 24 9:00 - 11:30 A.M. Mathematics 30-1
Mathematics 30-2
Thursday, June 25 9:00 — 11:00 A.Mm. Physics 30
Friday, June 26 9:00 — 11:00 A.Mm. Science 30

T Students are permitted an additional one-half hour beyond the officially scheduled time to complete their exams.

Notes: The Diploma Examination schedules for 2014-2015 are to be considered draft until confirmed in
the November 2013 update. They may, however, be used as a planning tool when preparing the
2014-2015 school year calendar.

SCHEDULES & SIGNIFICANT DATES August 2012
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*NEW Diploma Examinations Schedule: August 2015

Diploma examinations must be administered according to the scheduled dates and times..T

All examinations remain secured after administration.

Tuesay, August 4 9:00 - 11:30 A.M.
Wednesday, August 5 9:00 - 11:30 A.M.
Thursday, August 6 9:00 - 11:30 A.M.
9:00 - 11:00 A.M.
Friday, August 7 9:00 — 11:00 A.Mm.
Monday, August 10 9:00 - 11:30 A.M.
Tuesday, August 11 9:00 - 11:00 A.M.
1:00 - 3:00 P.m.
Wednesday, August 12 9:00 — 11:00 A.Mm.
1:00 - 3:00 p.m.
Thursday, August 13 9:00 - 11:30 A.M.
Friday, August 14 9:00 - 11:00 A.Mm.
9:00 - 11:30 A.M.

English Language Arts 30-1 Part A
English Language Arts 30-2 Part A

English Language Arts 30-1 Part B
English Language Arts 30-2 Part B

Social Studies 30-1 Part(ie) A
Social Studies 30-2 Part(ie) A
Social Studies 30-1 Part(ie) B
Social Studies 30-2 Part(ie) B
Mathematics 30-1
Mathematics 30-2

Biology 30
Physics 30

Chemistry 30

Science 30

Francais 30-1 Partie A

French Language Arts 30-1 Partie A

Francais 30-1 Partie B
French Language Arts 30-1 Part B

t Students are permitted an additional one-half hour beyond the officially scheduled time to complete their exams.

Note: The Diploma Examination schedules for 2014—2015 are to be considered draft until confirmed in
the November 2013 update. They may, however, be used as a planning tool when preparing the

2014-2015 school year calendar.

SCHEDULES & SIGNIFICANT DATES
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Security of Diploma Examination Materials

Security of
Examination
Materials

Security Status of
2012-2013
Examinations After
Administration

Teacher Perusal
Copies *NEW

Teacher-Generated

Unless otherwise designated, all examinations and other examination
materials are secured before, during, and after an examination
administration and must be handled accordingly.

No secured examination or other secured examination material may
be kept at a school or school authority office following exam
administration. Copying of any secured examination or examination
material in whole or in part is prohibited. To do so is a breach of security.

A principal must sign the declaration that is part of the Principal’s
Statement attesting that these security requirements have been met (see
Examination Administration Forms section).

In January and June 2013, all Part(ie) A humanities diploma examinations,
except Frangais 30-1, will be released following administration. All
mathematics, science, and Part(ie) B humanities diploma examinations
remain secured after their administration.

For the November, April, and August sessions, all examination materials,
except data booklets, remain secured after their administration.

Data booklets for Chemistry 30 and Science 30 may remain in the school
after those examinations have been administered.

Under the supervision of the principal or a designate, Grade 12 teachers
whose students are writing diploma examinations in January or June may
have viewing access to a Teacher Perusal Copy beginning one hour after
the start of the examination and up to 1:00 p.m. on the day of
administration. No notes about or copies of examination items may be
made during or after the viewing of a secured diploma examination. Itis a
breach of security to create, use, or distribute examination items that
imitate or closely resemble secured diploma examination questions in
appearance, content, or style.

All Teacher Perusal Copies must be returned to Alberta Education.

No teacher-generated answers to actual diploma examination questions or

Answers *NEW modified versions of those questions may be posted or discussed with
students.
SECURITY & EXAMINATION RULES August 2012



Quick Reference:
Secured
Examinations in
2012-2013

NEW
NEW

NEW
NEW

January 2013
Examination Written Response Machine Scored
Applied Math 30 N/A Secured
Biology 30 N/A Secured
Chemistry 30 N/A Secured
ELA 30-1 Released after administration Secured
ELA 30-2 Released after administration Secured
FLA 30-1 Released after administration Secured
Francais 30-1 Secured Secured
Mathematics 30-1 N/A Secured
Mathematics 30-2 N/A Secured
Physics 30 N/A Secured
Pure Math 30 N/A Secured
Science 30 N/A Secured
Social 30-1 Released after administration Secured
Social 30-2 Released after administration Secured
June 2013
Examination Written Response Machine Scored
Applied Math 30 N/A Secured
Biology 30 N/A Secured
Chemistry 30 N/A Secured
ELA 30-1 Released after administration Secured
ELA 30-2 Released after administration Secured
FLA 30-1 Released after administration Secured
Francais 30-1 Secured Secured
Mathematics 30-1 N/A Secured
Mathematics 30-2 N/A Secured
Physics 30 N/A Secured
Pure Math 30 N/A Secured
Science 30 N/A Secured
Social 30-1 Released after administration Secured
Social 30-2 Released after administration Secured

SECURITY & EXAMINATION RULES

Chemistry and Science data booklets may be retained at the school after
the administration of the examination
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Diploma Examination Rules

1. Authorization to Administer November and April Diploma Examinations

Schools must be authorized by the Minister to administer diploma examinations in
November and April.

2. Eligibility to Write in November and April Sessions

To be eligible to write a diploma examination in November or April, a student must have
received instruction in, and a school awarded mark for, the corresponding course within that
session. The school mark must be awarded by a school that is authorized by the Minister to
administer diploma examinations in November and April. Ineligible students who write
diploma examinations in November or April will have their examination marks
invalidated.

3. Examination Registration For November and April Sessions

All students who write diploma examinations in November and April must be registered to
write those examinations, by the school of instruction, on or before the registration deadline
date. Unregistered students are not permitted to write diploma examinations at a November
or April session.

4. Examination Administration Supervision
Teachers may not supervise the administration of diploma examinations for any courses for
which they have provided instruction.

5. Admittance to the Examination Room
Students may not enter or leave the examination room without the consent of the
Examination Supervisor.

6. Alberta Student Number
All students, including mature students, must have and use a valid Alberta Student Number
when writing diploma examinations.

7. Student Identification

Students who may be unknown or unfamiliar to an Examination Supervisor will be asked to
present identification that includes their signature and photograph at the time of writing a
diploma examination. Consequently, all students MUST have picture identification with
them when they arrive to write a diploma examination. Any of the following identification
documents may be acceptable: driver’s licence, passport, or student identification card. An
unknown student who cannot produce appropriate picture ID will not be allowed to write the
diploma examination.

SECURITY & EXAMINATION RULES August 2012



8. Ildentification on Examinations

Students must not write their names or the name of their school anywhere in or on an
examination booklet, except in the designated space provided on the back cover.

9. Late Arrivals

Students who arrive more than one hour after a diploma examination has started (10:00 for
morning examinations) will not be allowed to write the examination. Students who arrive
late but within the first hour of administration may be allowed to write at the discretion of the
principal or chief presiding examiner. In this case, the principal or chief presiding examiner
may allow the student additional time—corresponding to the amount by which the student
was late—to complete the examination. The names of late students must be recorded on the
Principal’s Statement, Chief Presiding Examiner’s Statement, or the Special Writing Centre
Supervisor’s Statement.

10. Writing Time

Students must write a diploma examination within the specified time and may not hand in a
paper until at least one hour of the examination time has elapsed. An additional one-half
hour of writing time is available to every student for each diploma examination. Additional
writing time as an accommodation will only apply if a student requires more than the one-
half hour of additional time provided for all students.

11. Discussion and Sharing

Students may not discuss the diploma examination with the supervising examiner unless the
examination booklet is incomplete or illegible. Students may not talk, whisper, or exchange
information or examination writing tools and materials, including calculators, with another
student.

Note: Alberta Education uses computer technology to compare student response patterns to ensure
that students have not fraudulently represented their performance.
12. Answer Sheets
Students must use an HB pencil to record their answers on the machine-scorable answer
sheets.
13. Materials Allowed In the Examination Room

Students who bring authorized materials into the examination room are responsible for
ensuring that they are completely free of notes or other prohibited material.

The following materials may be used during the administration of a diploma examination:

Applied Mathematics 30, Pure Mathematics 30, Mathematics 30-1, Mathematics 30-2,
Biology 30, Physics 30, Chemistry 30, Science 30

Approved calculators (see Using Calculators & Computers section), rulers, and protractors
are allowed in the examination room.
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Francais 30-1, French Language Arts 30-1
For Partie A only, all students may use a print dictionary (French and/or French-English
bilingual), a French thesaurus, and/or a book of verb forms/tenses. Two additional resources
are authorized by Learner Assessment for use during the administration of Partie A:

* Avec brio : Guide pratique de communication (Gladys Jean)

« Référentiel pour la révision de textes (Editions L’artichaut)

English Language Arts 30-1, English Language Arts 30-2
For Part A only, all students may use a print dictionary (English and/or bilingual), a
thesaurus, and an authorized writing handbook. The following seven writing handbooks are
authorized by Learner Assessment to be used for this purpose. With the exception of A
Canadian Writer’s Guide, any edition of these texts is acceptable for use:

» A Canadian Writer’s Guide (J. Finnbogason and A. Valleau), second edition (only)

» A Canadian Writer’s Reference (D. Hacker)

» Checkmate: A Writing Reference for Canadians (J. Buckley)

 English Language Arts Handbook for Secondary Students (Alberta Education)

* Fitto Print: The Canadian Student’s Guide to Essay Writing (J. Buckley)

* The St. Martin’s Handbook for Canadians (Andrea Lunsford, Robert Connors, and

Judy Z. Segal)
» The Writing Process (Quentin L. Gehle and Duncan J. Rollo)

Social Studies 30-1 and Social Studies 30-2
For Part(ie) A only, all students may use a print dictionary (single language or bilingual), a
thesaurus, and an authorized writing handbook. In addition, students writing in French may
use a book of verb forms/tenses. Any dictionary, thesaurus, writing handbook, or book of
verb forms/tenses used must not contain appendices that include Social Studies content (e.g.,
historical time-lines, structure of the Government of Canada, Canada’s court system, structure
of international organizations such as the UN or NATO, etc). The list of writing handbooks
authorized for student use while completing Part A of the English Language Arts 30-1 and
English Language Arts 30-2 examinations meet these conditions and may be used when
writing a Social Studies diploma exam, with two exceptions. Students writing Part(ie) A of
the Social Studies 30-1 and Social Studies 30—-2 examinations may not use A Canadian
Writer’s Guide (J. Finnbogason and A. Valleau) or the first edition of A Canadian Writer’s
Reference (D. Hacker). The following dictionaries are also appropriate for use when writing
Part(ie) A of all Social Studies diploma examinations:

* Collins Paperback English Dictionary

* Collins-Robert Paperback French Dictionary

» Gage Canadian Dictionary

» Harper-Collins French Dictionary (French-English)

* Le Petit Robert 1

* Merriam-Webster’s School Dictionary

» The Canadian Oxford High School Dictionary

» The Concise Oxford Dictionary

» The Houghton Mifflin Canadian Dictionary of the English Language

» The Oxford Dictionary of Current English
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14. Materials Not Allowed In the Examination Room

The following materials are not allowed in the examination room:

Print Materials
Students may not bring any papers, notes of any kind, or books other than those allowed (see
above) into the examination room.

No reference materials and dictionaries (bilingual, English, and/or French) are allowed in the
examination room for Applied Mathematics 30, Pure Mathematics 30, Mathematics 30-1,
Mathematics 30-2, Biology 30, Chemistry 30, Physics 30, or Science 30 examinations.

No reference materials and dictionaries (bilingual, English, and/or French) are allowed in
the examination room for any Part(ie) B English Language Arts 30-1, English Language
Arts 30-2, Francais 30-1, French Language Arts 30-1, Social Studies 30-1 or Social
Studies 30-2 examination.

Electronic Devices, Tools, and Materials

Students may not bring any headsets, digital audio players, cell phones, pagers, or other
electronic devices into the examination room. No hand-held electronic dictionaries and no
electronic or paper templates and/or graphic organizers are allowed. Students may not bring
prohibited calculator materials into the examination room (see Using Calculators &
Computers section).

15. Unauthorized Materials In the Examination Room
Any student in possession of materials not allowed in an examination room will have his/her
mark invalidated.

16. Materials Not to be Removed from the Examination Room

Students may not remove any examinations or other examination materials from the
examination room. This includes any tear-out pages from the examination booklets and any
rough draft materials produced by students writing their Part(ie) A diploma examinations
using a computer.
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Breaches of Security and Violations of Diploma Examination Rules

Managing
Breaches of
Security and
Violation of
Diploma
Examination Rules

*NEW

Students are expected to comply with the Diploma Examination Rules.
Students who violate examination rules, interfere with the security of
examinations, falsify examination results, disrupt other students, or commit
any other act that may enable them to inaccurately represent their
achievement may:
* be evicted from the examination room
« have their diploma examination(s) invalidated
* be barred from writing any other Alberta Education diploma
examination for a period not exceeding one year
« have their official transcripts withheld for a period not exceeding one
year
« have their official transcripts annotated

If a breach of security or violation of examination rules occurs or is
suspected, the school principal must immediately report the breach to the
superintendent and to the Director, Examination Administration (see
Contacts section). The superintendent shall make recommendations to
Alberta Education regarding the validity of the students’ results (see
Protocol in this section).

Immediately following the administration of a diploma examination, the
principal or chief presiding examiner must also report, on the Principal’s
Statement or Chief Presiding Examiner’s Statement, any circumstances that
may affect the validity of the results of any student or group of students.

If the violation of the examination rules may result in a negative
consequence for one or more student(s), the statement should include an
account of the incident signed by the student(s).

Appealing an A student who is evicted from a diploma examination under the Student

Eviction Evaluation Regulation AR 177/2003 must be notified by the principal or

*NEW chief presiding examiner that he/she may object, in writing, to the
Executive Director, Assessment Sector, Alberta Education, within seven
days of the written notice of eviction. A sample appeal form (Examinee
Appeal Form: Eviction from a Diploma Examination) has been provided in
the Examination Administration Forms section.

Appealing an A student who has had a diploma examination invalidated under the

Examination Student Evaluation Regulation AR 177/2003 must be notified by the

Invalidation principal or chief presiding examiner that he/she may object, in writing, to

*NEW the Assistant Deputy Minister, Education Program Standards and
Assessment, Alberta Education, within thirty days of the written notice of
invalidation. A sample appeal form (Examinee Appeal Form: Invalidation
of a Diploma Examination) has been provided in the Examination
Administration Forms section.
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Mberton

COLLEGE OF ALBERTA SCHOOL SUPERINTENDENTS

and

ASSESSMENT SECTOR, ALBERTA EDUCATION

Protocol for Superintendents Investigating
Allegations of Inappropriate Examination/Test Administration
And/Or
Alleged Contravention of the Examination/Test Rules

Introduction

The following guidelines for investigating examination/test administration or student behaviour
during testing are provided to assist Superintendents of Schools and the staff of Assessment
Sector in ensuring

e security of the diploma examinations and achievement tests,
e consistency and fairness in the examination/test administration processes, and
e validity of the results.

Time is of the essence in any investigation, especially concerning diploma examinations, as
students’ entrance to post-secondary studies or the workforce depends on resolution.

The Student Evaluation Regulation 177/2003 is the basis of authority for directives about
examination/test administration.

Identifying a Problem

In the event of any inappropriate circumstance or inappropriate student behaviour during the
administration of a diploma examination or achievement test

e the school principal submits written notification to the Superintendent of Schools and to the
Director, Examination Administration;

e the Director ensures that the results for the school, or the individual student(s), are withheld
until the Superintendent of Schools determines the results validity and conveys this in writing
to the Director, Examination Administration.

CASS AE Protocol 2012-13 Page |
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Investigating Inappropriate Examination/Test Administration or Allegations of a
Contravention of the Examination/Test Rules

The superintendent will use the following procedures for an investigation requested by the
Director, Examination Administration:

e Start the investigation as quickly as possible because the validity of results may be in
question.

e Contact the Executive Director, Assessment Sector or the Director, Examination
Administration, Assessment Sector at any time throughout an investigation for advice or
clarification.

e Conduct an investigation independent of the school.

e Ask the College of Alberta School Superintendents (CASS) to appoint a superintendent from
a neighbouring school authority to investigate on your behalf in any awkward and/or conflict

of interest cases.

e Consider the Freedom of Information and Protection of Privacy Act (FOIP Act) when
discussing the situation with others.

e Collect facts from as many sources as possible and keep a written record of all pertinent
details and dates.

e Obtain corroboration from as many sources as possible.

e Collect any physical evidence that might support the case—for example, study notes that
include secured material.

e Ifacharge of unprofessional conduct appears to be appropriate, contact the Alberta
Teachers® Association (ATA) and provide the relevant information.

e After the investigation is complete, make a recommendation about the validity of the results.
e As soon as the validity of examination/test results is determined, send a written summary and

recommendation to the Director, Examination Administration, Assessment Sector. Include
documentary evidence and any confiscated student materials.

CASS AE Protocol 2012-13 Page 2
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Assessment Sector Follow-up

On the basis of the superintendent’s recommendation, the Executive Director of Assessment
Sector will use the following procedures to conclude the investigation:

e If the school results, or an individual student’s results, are determined to be valid, the
Executive Director of Assessment Sector ensures that the results are released and the
outcome of the investigation communicated to the superintendent, the principal, and the
student where necessary. If the data files for the school and school authority reports have not
yet been closed, the student’s results are included in the reports. If a student’s achievement
test is involved, a revised Individual Student Profile is included with the principal’s letter. In
the case of an individual student’s diploma examination, a revised results statement is sent to
the student.

e [fthe school results are found to be invalid, the school report and the school authority report
are prepared accordingly if the data files for the reports have not been closed yet. Invalid
student scores are not included in the calculations of school and school authority results.
However, the students may be included in the participation rates calculations.

e If a student’s results on a diploma examination are determined to be invalid, the Executive
Director, Assessment Sector sends a letter notifying the student that the results of the
examination have been declared invalid and informing him or her about any penalty. The
letter also informs the student about the right to appeal to the Assistant Deputy Minister.

The penalty for the student will vary. A maximum penalty would have the student wait one
calendar year before rewriting the examination. There is also a provision for the student’s
record to be annotated to state that a contravention of the Examination Rules has occurred.

ME[CHUM ) 50 Rlygsen ﬁM‘—_-'

"Executive Director Q Acting Executive Director
College of Alberta School Superintendents Assessment Sector

M 9 | A0\ Whoy 29, 2002

Date 0 | Date 7
CASS AE Protocol 2012-13 Page 3
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Diploma Examination Administration Directives

Diploma examination directives identify requirements and expectations related to the
administration of diploma examinations. These directives are issued by the Minister of
Education under the authority of the Student Evaluation Regulation, Alberta Regulation
177/2003 pursuant to the School Act.

The following directives outline general expectations about what should occur to prepare for,
supervise, and complete the administration of all diploma examinations. These directives apply
to all superintendents of schools, principals of private schools, principals of schools and writing
centres, examination supervisors, teachers, and/or students/examinees who will be writing
diploma examinations. Additional directives related to the administration of diploma
examinations, including those that pertain to the use of computers, calculators, and/or writing
accommodations, may be found throughout this bulletin.

Directives for Superintendents of Schools and Principals
of Private Schools

Examination Prior to each diploma examination session, the superintendent of schools or
Administration principal of a private school shall:
Preparation
1. Review this bulletin and update or modify diploma examination-related
processes, procedures, and schedules within the school authority or
private school to ensure that they conform to current expectations and
requirements.

2. Establish, review with principals, and implement appropriate procedures
and schedules within the school authority or private school to:

a. Maintain strict security of all examination materials while they are
in the custody and control of the school authority or private school

b. Immediately upon their receipt, inspect received examination
materials for errors or deficiencies (see Receiving and Inspecting
Examination Materials below)

c. Implement timely and appropriate remedies to correct examination
shipment errors or deficiencies (see Receiving and Inspecting
Examination Materials below).

3. Establish and review with principals appropriate procedures within the
school authority or private school to:

a. Distribute and manage secured diploma examination materials
before, during, and after an official scheduled examination
administration

b. Prepare, package, and return secured examination materials to
Alberta Education (see Packaging and Returning Examination
Materials below).

ADMINISTRATION DIRECTIVES, GUIDELINES, & PROCEDURES August 2012
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Examination
Administration
Supervision

Examination
Administration
Completion

4. Establish, and review with principals, appropriate procedures within the

school authority or private school to investigate and report:
a. Examination administration anomalies (see Security &
Examination Rules section)
b. Suspected security breaches (see Security & Examination Rules
section).

Establish, and review with principals, exam administration
contingency plans that may be implemented, as required, to address
unexpected issues or problems that arise while examinations are being
written.

Immediately prior to and during each diploma examination administration,
the superintendent of schools or principal of a private school shall:

1. Ensure that diploma examinations are administered:

a. According to the dates and times published in this bulletin (see
Schedules & Significant Dates section)

b. Inaccordance with the policies, directives, rules, and procedures
outlined in this bulletin

c. Inaccordance with specific examination-related processes and
procedures established within the school authority or private
school.

Implement appropriate procedures, as required, to investigate and
report:
a. Examination administration anomalies (see Security &
Examination Rules section)
b. Suspected security breaches (see Security & Examination Rules
section).

Implement an exam administration contingency plan, as required, to
address unexpected issues or problems that arise while an examination
is being written.

Following each diploma examination session, the superintendent of schools
or principal of a private school shall:

1. Notify the Director, Examination Administration, of any violations of

examination rules (see Security & Examination Rules section) that
occurred, and report in writing any circumstances that may affect the
validity of the results of any student or group of students who wrote a
diploma examination.

Ensure that all secured examination materials and associated forms are
accounted for, appropriately prepared for shipment, and returned to
Alberta Education.
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Directives for Principals of Schools and
Designated Writing Centres

Examination Prior to each diploma examination session, the principal of a school or
Administration designated writing centre shall:
Preparation
1. Review this bulletin and update or modify diploma examination-related
processes, procedures, and schedules within the school to ensure that
they conform to current expectations and requirements.

2. Communicate to students and teachers their roles, responsibilities, and
deadline-related information pertaining to the administration of diploma
examinations (see Examination Administration Guidelines below).

3. Establish and implement appropriate procedures and schedules within
the school to:
a. Register students to write or rewrite diploma examinations
b. Enable students to access required writing accommodations
c. Submit school-awarded marks and changes to school-awarded
marks.

4. Establish and implement appropriate procedures and schedules in the
school to:

a. Maintain strict security of all examination materials while they are
in the custody and control of the school

b. Immediately upon their receipt, inspect received examination
materials for errors or deficiencies

c. Implement timely and appropriate remedies to correct exam
shipment errors or deficiencies (see Receiving and Inspecting
Examination Materials below).

5. Establish appropriate procedures within the school to:

a. Distribute and manage secured diploma examination materials
before, during, and after an official scheduled examination
administration

b. Prepare, package, and return examination materials to Alberta
Education (see Packaging and Returning Examination Materials
below).

6. Establish appropriate procedures within the school to investigate and
report:
a. Examination administration anomalies (see Security &
Examination Rules section)
b. Suspected security breaches (see Security & Examination Rules
section).
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7. Establish an exam administration contingency plan that can be
implemented, as required, to address unexpected issues or problems that
arise while examinations are being written.

8. Designate teachers to act as examination administration supervisors and
ensure that they are appropriately prepared for that role (see
Examination Administration Guidelines below).

9. Designate and schedule the facilities to be used as examination rooms
when administering diploma examinations (see Examination
Administration Guidelines below).

Examination Immediately prior to and during each diploma examination administration,
Administration the principal of a school or designated writing centre shall:
Supervision

1. Ensure that diploma examinations are administered:
a. According to the dates and times published in this bulletin (see
Schedules & Significant Dates section)
b. Inaccordance with the policies, directives, rules, and procedures
outlined in this bulletin
c. Inaccordance with the specific examination-related processes and
procedures established at that school.

2. Ensure that all facilities and materials that have been set up for
examination writing purposes are secured and remain secured until after
the examination writing session and follow-up administrative
procedures are completed.

3. Implement appropriate procedures to ensure that all students writing
diploma examinations have and use valid Alberta Student Numbers.

4. Implement appropriate procedures to enable teachers whose students are
writing a diploma examination to view a perusal copy of that
examination (see Security & Examination Rules section).

5. Ensure that appropriate procedures for the administration of writing
accommaodations are being followed, including the completion of
necessary forms and documents (see Special Cases & Accommodations
section).

6. Implement appropriate procedures, as required, to investigate and
report:
a. Examination administration anomalies (see Security &
Examination Rules section)
b. Suspected security breaches (see Security & Examination Rules
section).
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7.

Implement an exam administration contingency plan, as required, to
address unexpected issues or problems that arise while an examination
IS being written.

Examination Following each diploma examination session, the principal of a school or
Administration designated writing centre shall:

Completion

1.

Notify the Superintendent and the Director, Examination
Administration, of any violations of the Diploma Examination Rules
(see Security & Examination Rules section) that occurred, and report in
writing any circumstances that may affect the validity of the results of
any student or group of students who wrote a diploma examination.

Complete the List of Students and complete and sign the Principal’s
Statement (see Examination Administration Forms section).

Ensure that all secured examination materials and associated documents
and forms are accounted for, appropriately prepared for return shipment,
and shipped to Alberta Education (see Packaging and Returning
Examination Materials below).

Ensure that if computers and/or other digital devices were used for exam
administration purposes, all diploma examination information, including
student responses, have been removed from those devices.

Following June and August examination administration sessions,
provide a summer contact name and phone number (not the school
phone number).

Directives for Examination Supervisors

Examination Prior to each diploma examination session, examination supervisors shall:

Administration

Preparation 1

Collaborate with the principal and other examination supervisors to
review and update existing or establish new examination administration
supervision procedures and processes, to ensure that they conform to
current Alberta Education and school system expectations and
requirements.

Collaborate with the principal and other examination supervisors to
review and update the school’s exam administration contingency plan
that may be implemented, as required, to address unexpected issues or
problems that arise while examinations are being written.

Review and, where applicable, be able to implement the directives,
rules, processes, and procedures that relate to the administration of
diploma examinations using:
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Computers (see Using Calculators & Computers section)
Calculators (see Using Calculators & Computers section)

c. Writing accommodations (see Special Cases & Accommodations
section).

oo

4. If the supervision duties of an upcoming scheduled diploma
examination administration are to be shared with other supervisors,
collaborate to develop a roster of duties for each supervisor, to ensure
that all required exam administration processes and procedures will be
implemented as planned (see Examination Administration Guidelines
below).

Examination Immediately prior to and during each scheduled diploma examination
Administration administration, the examination supervisor shall:
Supervision
1. Ensure that the examination room is appropriately set up and free of
materials or distractions that could affect the outcomes of the
examination (see Examination Administration Guidelines below).

2. Ensure that all required examination materials, equipment, and forms
are in the examination room and are kept secured before, during, and
after the scheduled diploma examination session.

3. Verify the identity of each student and record their location in the
examination room.

4. Verify that each student has and uses a valid Alberta Student Number.

5. Ensure that students are aware of and understand the rules and
procedures for writing a diploma examination and their responsibilities
for implementing them, prior to the commencement of the official
scheduled examination administration.

6. Implement procedures to ensure that:

a. Authorized materials only are brought into and used by students in
the examination room (see Security & Examination Rules section)

b. Appropriate materials are distributed to and returned by students
before and after the official scheduled writing time

c. Students understand and comply with all requirements related to
the use of all documents, forms, and examination materials that
are distributed to them while they are in the examination room.

7. Ensure that examinations are administered during the official scheduled
writing time (see Schedules & Significant Dates section).

8. Actively observe and supervise all students who are in the examination
room before, during, and after the official scheduled writing time, to

ADMINISTRATION DIRECTIVES, GUIDELINES, & PROCEDURES August 2012
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ensure that they are complying with all examination rules (see
Examination Administration Guidelines below).

Examination Immediately following each scheduled diploma examination administration,
Administration the examination supervisor shall:
Completion

1. Document any unusual circumstances or violations of rules and/or
directives that occurred during the examination administration and
forward this information to the principal (see Security & Examination
Rules section).

2. Document the use or non-use of writing accommodations available to
students during the examination and forward this information to the
principal.

3. Complete and sign all required examination administration forms.

4. Collate and appropriately prepare all used and unused examination
materials, and other related equipment, forms, and documents, and
return them to the principal (see Packaging and Returning Examination
Materials below).

5. Remove all diploma examination information, including student
responses, from all computers or other digital devices that were used for
examination administration purposes.

Directives for Teachers of Students Writing Diploma Examinations

Examination Prior to each diploma examination session, teachers of students writing
Administration diploma examinations shall:

Preparation
1. Ensure that students are aware of and understand the rules and

procedures related to writing a diploma examination and their
responsibilities for complying with and/or implementing them (see
Examination Administration Guidelines below).

Examination During each scheduled diploma examination administration, teachers of
Administration students writing diploma examinations shall:

1. Follow the procedures established by the principal if they wish to view a
Teacher Perusal Copy of a diploma examination (see Security &
Examination Rules section).

Examination Following each scheduled diploma examination administration, teachers of
Administration students writing diploma examinations shall:

Completion
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1.

Review options and procedures with students who may need to:
a. Apply to rewrite a diploma examination
b. Apply for a diploma examination rescore
c. Explore avenues of appeal.

Directives for Students/Examinees Writing Diploma Examinations

Examination Prior to a diploma examination session, students/examinees who intend to
Writing write a diploma examination shall:

Preparation

1.

Ensure that they are aware of and understand the rules, procedures,
requirements, and deadlines related to writing a diploma examination
and of their responsibilities for complying with and/or implementing
them (see Examination Administration Guidelines below).

Ensure that they have communicated their intention to and are registered
to write specific diploma examinations.

Ensure that they have and use a valid Alberta Student Number.

Discuss with school personnel their needs and intentions with respect to
the use of writing accommodations and/or special writing circumstances
(see Special Cases & Accommodations section).

Discuss with school personnel their intentions with respect to the use of
a computer to write Part(ie) A humanities diploma examinations (see
Using Calculators & Computers section).

Complete and submit all required diploma examination-related forms,
documents, and/or fees (see Examination Administration Guidelines
below).

Examination Immediately prior to and during each scheduled diploma examination
Writing administration, students writing diploma examinations shall:

1. Write his/her Grade 12 diploma examination(s) at an accredited Alberta

high school or provincially designated writing centre.

Complete both parts of a humanities diploma examination to obtain
credit for the course.

Comply with all directives, rules, and procedures related to the writing
of diploma examinations (see Examination Administration Guidelines
below).
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Examination Following a diploma examination session, students/examinees who wrote a

Writing diploma examination shall:

Completion

1. Ensure that they are aware of and understand the rules, procedures,

requirements, and deadlines related to diploma examination rewrites,
rescores, and/or appeals and their responsibilities for complying with
and/or implementing them (see Examination Administration Guidelines
below).

2. If intending to make an appeal related to a diploma examination course
or administration, explore all other avenues of appeal at the local school
authority level before appealing to the Special Cases Committee of
Alberta Education.

Directives for November and April Administration Sessions

In addition to the directives provided above and throughout this Bulletin, the following directives
apply to the administration of November and April diploma examination administration sessions.

Superintendents of 1. The superintendent of schools or principal of a private school shall
Schools and ensure that:
Principals of

Private Schools a. Only those schools that are authorized to administer diploma

examinations in November and April do so.

b. All November and April diploma examinations are administered in
accordance with the directives and rules that follow.

Principals 1. Principals of schools authorized to administer diploma examinations in
November and April shall:

a. Communicate to students and teachers their roles, responsibilities,
and deadline-related information pertaining to the administration
of November and April diploma examinations.

b. Ensure that all students who intend to write a diploma examination
at a November or April administration are registered by the
school to write that examination.

c. Ensure that only students who are currently receiving instruction
for a course in a November or April session, and who will be
receiving their final school awarded marks for that course in
that session, are registered to write the corresponding diploma

examination.
Teachers of 1. Teachers of students who intend to write diploma examinations shall
Students Writing ensure that students are aware of and understand the rules and
November or procedures related to writing a November or April diploma examination
April Diploma and their responsibilities for complying with them.
ADMINISTRATION DIRECTIVES, GUIDELINES, & PROCEDURES August 2012

9



Examinations

Examination
Supervisors

Students Writing
November or
April Diploma
Examinations

Preparing
Students

Preparing
Examination
Supervisors

Prior to the registration deadline for a November or April diploma
examination, and in consultation with a student who intends to write the
examination at that session, the teacher shall confirm with the principal
that the student intends to complete the coursework and receive a school
awarded mark in the corresponding course by the end of the session.

Prior to the commencement of a November or April diploma
examination, the Examination Supervisor shall confirm that students
preparing to write the examination are eligible to do so.

Prior to the registration deadline for a November or April diploma
examination, a student who intends to write an examination at that
session shall confirm with the teacher that he or she intends to complete
the coursework and receive a school awarded mark in the corresponding
course by the end of the session.

Students shall only write a diploma examination at a November or April
administration session if they have received instruction in and a school
awarded mark for the corresponding course within that session.

Examination Administration Guidelines

To prepare students to write diploma examinations, schools should
communicate to students their roles and responsibilities, and deadline
related information, pertaining to:

arODE

S

8.
9.

Examination schedules.

Diploma examination directives and rules.

Using calculators or computers when writing diploma examinations.
Accessing and using writing accommodations.

Applying to write or rewrite diploma examinations or to set up a special
writing centre.

Applying for a diploma examination rescore.

Requesting a separate (split) writing or an exemption from writing a
diploma examination.

Transferring course levels.

Appealing school-awarded and diploma examination marks.

Appropriate preparation to serve as an examination administration
supervisor includes being aware of and able to implement:

1.
2.

3.
4.

Diploma examination directives and rules.

Diploma examination schedules and examination administration
instructions.

Use of calculator and computer rules and procedures.
Contingency plans and emergency procedures.
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5.

Procedures to:

a. confirm student identification and track seating arrangements

b. maintain the security of examination materials, including knowing
which materials to secure after examination administration

c. actively observe and supervise examinee behaviour before, during,
and after the officially scheduled examination administration

d. identify and document examination administration anomalies

e. administer diploma examinations using writing accommodations
and alternate format materials.

Selecting and Examination writing facilities must ensure the security of all examination

Setting up materials before, during, and after their administration and must be free of

Examination materials and/or distractions that could affect the outcome of an

Writing Facilities  examination. When selecting and preparing examination rooms it is
important to ensure that they enable:

1.

2.

The removal or covering of any instructional materials in the room that
may be of direct assistance to students writing an examination.

Active observation and supervision of examinee behaviour before,
during, and after the officially scheduled examination administration.
The appropriate use of writing accommodations and special format
materials without distraction to other examinees.

Quiet and secure printing of examinee work, during and after the
official scheduled examination administration, if examinees are writing
Part(ie) A examinations using computers.

The seating of examinees in the room in a manner that protects their
examination answers, whether on paper or in electronic form, from
unauthorized observation during and after the official scheduled
examination administration.

Secure custody and control of all examination materials before, during,
and after the officially scheduled examination administration.

Setting Up and Examination schedules should be communicated to teachers and
Communicating students/examinees well in advance of the official scheduled dates of
Examination administration and should be published in a form that clearly indicates:

Schedules

1.

That students/examinees are required to be in the examination room at a
set time prior to the official scheduled examination start time, to enable
proper completion of all of the required pre-examination administration
procedures.

The official scheduled examination start and completion times and
notice that examinees may take up to one-half hour of extra time after
the official completion times, if required, to complete their examination.

Creating an Exam  An examination administration plan should be prepared prior to each
Administration examination administration session. This plan should define all of the steps
Plan and Roster of and procedures required to prepare for, supervise, and complete the
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Duties administration of a diploma examination. Roles and responsibilities related
to these steps and procedures should be defined and assigned in advance of
each examination administration session.

A typical roster of duties to initiate and prepare for a diploma
examination administration session might include the following:

1. Publish the examination schedule (see above).

2. Register students to write diploma examinations.

3. Inform students and school personnel of their diploma examination
related roles and responsibilities.

4. Prepare and assign rosters of duties (see below) and ensure that

personnel know how to perform those duties.

Identify special writing needs and request writing accommodations.

Identify and schedule examination room(s) and any required equipment.

7. Establish and implement procedures to maintain and supervise the
secure storage of all examination materials while they are in the custody
and control of the school.

8. Receive, inspect, and distribute examination materials prior to their
administration.

o o

A typical roster of duties to set up examination administration facilities,
materials, and equipment prior to the administration of a diploma
examination might include the following:

1. Prepare a checklist of materials and equipment required for the
examination administration.

2. Arrange furniture and equipment in the room so as to ensure the security
and fairness of the examination administration.

3. Prepare a seating assignment plan that will ensure the security and
fairness of the examination administration.

4. Remove or cover any instructional materials in the examination room
that may be of direct assistance to examinees.

5. Configure all computers, word processing applications, printers, and
other electronic equipment, as required, and check their functionality.

6. Pick up unsecured materials required for the examination administration
(e.q., forms, pencils, blank paper, calculators) and prepare them for
distribution.

7. Pick up secure examination materials from the secure lock-up area and
prepare them for distribution.

8. Secure the examination room and all materials and equipment in it until
the scheduled examination administration.

A typical roster of duties to receive students into the examination room
and prepare them to write a diploma examination might include the
following:

1. Receive students/examinees, assign seating, and update seating plan.
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2. Confirm student/examinee identity, ensure that all students/examinees
have valid Alberta Student Numbers, and request that they complete a
Diploma Examination Rewrite Fee Form, if required.

3. Review the following information with students/examinees:

a. diploma examination directives and rules, examinees’
responsibilities related to them, and the consequences for not
following them

b. procedures to be followed in the event of an emergency or
interruption while the examination is being administered

c. procedures for completing and returning examination materials to
the examination supervisor at the end of the examination period

d. specific other procedures related to expected conduct before,
during, and after the official scheduled examination period (e.g.,
procedures to follow if using computers and printers for
examination writing purposes).

4. Check that no prohibited materials have been brought into the
examination room (see Security & Examination Rules section)

5. If calculators are permitted, check that students/examinees have cleared
them, as required.

6. If computers and printers are being used to write a Part(ie) A
examination, check that they are set up and functioning as required.

7. Distribute secured and unsecured examination materials and have
students/examinees prepare them for the administration:

a. add labels in the appropriate locations

b. enter required information in the appropriate locations on
examination booklets and answer sheets (e.g., names)

c. have students read and sign the declaration on the back page of
their examination booklets

d. remove all tear-out materials (e.g., answer sheets, data sheets,
rough work sheets)

e. review the exam materials for errors or deficiencies (e.g.,
misprints, missing pages)

f. if approved writing accommodations are being used, ensure that
they are distributed and set up as required.

8. Review the examination administration instructions provided in the
examination booklet(s).

9. If areader, scribe, or sign language interpreter is assisting a
student/examinee, review the examination administration instructions
that are pertinent to that form of examination administration assistance.

10. Review time limits and the process that will be used to inform students
about the time remaining in the examination session.

A typical roster of duties for supervising the official scheduled
examination administration might include the following:

1. Commence and begin timing the examination.
2. Actively observe and supervise the behaviour of all examinees in the
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7.
8.

room (see Active Supervision below).

Supervise scribes, readers, and/or sign language interpreters to ensure
that they are complying with the procedures established for that form of
examination administration assistance.

Supervise students/examinees who must leave and return to the
examination room while the examination is being administered.
Receive students who arrive late and prepare them to write the
examination.

Document any unusual circumstances or any violations of rules and/or
directives.

Document the use and non-use of all approved writing accommodations.
Provide ongoing information about examination time remaining.

A typical roster of duties for collecting materials and completing an
examination administration might include the following:

1.
2.

Conclude the official scheduled examination administration.

Actively supervise examinees while they collect and return their
examinations and other distributed examination materials or equipment,
and ensure that students have cleared their calculators, as required.

If scribes, readers, and/or sign language interpreters have provided
assistance, ensure that they have completed and submitted all
appropriate forms.

Sort and bundle all secured and unsecured examination materials, forms,
and other examination administration materials, as required.

If computers or other digital devices were used for examination
administration purposes, remove all diploma examination information,
including student responses, from those devices.

Return all secured examinations, examination materials, and forms to
the secure lock-up area.

Provide documentation about unusual circumstances, violations of rules
and/or directives, and the use or non-use of approved writing
accommodations to the principal or chief presiding examiner.

Active Supervision Active supervision refers to specific actions taken by supervisors to ensure
that diploma examination directives and rules are appropriately enforced
and that all students have a fair and equitable opportunity to write their
diploma examinations. Individuals who are active supervisors have a clear
understanding of diploma examination directives and rules. They use that
knowledge, along with forethought and planning, to predict the types of
behaviours that would enable a directive or rule to be contravened. Then, to
reduce the opportunity for these contravening actions to occur, they
implement deliberate and proactive strategies to control examinee
behaviour, before, during, and after the examination session.

Examination directives and rules are generally contravened through three
types of behaviours:
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Giving, taking, or receiving information from someone inside or outside
of the examination room.

Using prohibited material during the examination period.

Taking advantage of people and processes before, during, or after the
examination period.

Some specific strategies that can be employed to mitigate the opportunity to
contravene examination directives and rules include:

1.

Randomizing and assigning seating so examinees cannot choose or
know in advance where they will be sitting, and documenting where
each examinee is seated.
Ensuring that all desks in the examination room are empty before,
during, and after the examination.
Creating, communicating, and enforcing clear rules of conduct for
examinees that allow supervisors to be aware of and able to control their
movements at all times while they have access to secured examination
materials.
Making and maintaining frequent eye contact with anyone whose
behaviour appears to be suspicious.
Setting up the room and positioning examination supervisors so that
examinees and their behaviours can be viewed from all directions and so
that examinees are aware that they are being observed.
Establishing and implementing specific strategies to check that no
a. prohibited materials have been brought into the examination room
b. secure materials are removed from the examination room
c. examination materials have been deliberately destroyed or “lost”
rather than handed in by the examinee at the end of the
examination period.

Ordering Examination Materials

Registering Diploma examination materials are ordered by registering students/
Students/ examinees to write diploma examinations. Students/examinees are
Examinees to registered to write a diploma examination in one of two ways, depending on
Write Diploma whether or not they are currently receiving instruction in the course for
Examinations which they intend to write a diploma examination:

1. Schools electronically submit diploma examination registrations for all

students who are currently receiving instruction in a course for which
they intend to write a diploma examination. These registrations are
submitted to Alberta Education as a Diploma Examination Registration
(DER) file prior to each administration session. For further information
about this process, schools should contact the Client Services Help Desk
(see Contacts section). Schools must submit their DER file to Alberta
Education by the registration deadline established for that examination
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registration session (see Schedules & Significant Dates section).

2. Individuals who wish to write or rewrite a diploma examination in
January, June, and/or August without currently taking the diploma
examination course, must register for that examination by submitting a
Diploma Examination Registration Form (see Examination
Administration Forms section). Individuals must submit their Diploma
Examination Registration Form to Alberta Education by the registration
deadline established for that examination registration session (see
Schedules & Significant Dates section).

Receiving and Inspecting Examination Materials

Receiving Formal procedures for handling examination materials when they are
Examination delivered to the school by the courier should be established, to ensure that
Materials they are available when needed and are kept secured at all times while in the

custody and control of the school. In setting up these procedures, the
following points should be kept in mind:

1. All queries and concerns about the receipt of examination materials
should be directed to Exam Administration. These queries should be
made via email to exam.admin@gov.ab.ca. The following subject line
should be used for all queries about diploma examination shipments:
DE Shipment - your school name and school code (e.g., DE
Shipment — Ben Hur High School, 9999). Please include your name
and phone number in the email message, so that we may speak with you
directly, if required.

2. A specific individual should be tasked with the responsibility of
receiving all examination materials when they are delivered by the
courier. This person should know when those materials are expected to
arrive (see Schedules & Significant Dates section) and should contact
Exam Administration if:

a. no one will be at the school when the examination materials are
scheduled to be delivered

b. the examination shipment has not been received within two or
three days of when it was expected to arrive.

3. When examination materials are delivered by a courier, the shipment
should immediately be visually inspected to determine if it:

a. is complete (if more than one box was included in the shipment
from Exam Administration, the boxes will have been identified as
a set by numbering them as such, for example, 1/3, 2/3, 3/3). If
there are boxes in the shipment that have not yet been delivered,
discuss with the courier when they are expected to arrive.

b. has been damaged or tampered with in any way. Damage or

ADMINISTRATION DIRECTIVES, GUIDELINES, & PROCEDURES August 2012
16


mailto:exam.admin@gov.ab.ca

tampering may indicate that the security of the examination
materials has been compromised. Consequently, before signing
for and accepting receipt of the shipment, the damage or
tampering should be discussed with the courier to determine how
and when it occurred. This anomaly should be noted on the
Principal’s Statement. Dependent on the circumstances, it may
also be prudent to immediately contact Exam Administration to
discuss this potential threat to security.

4. After formally receiving a shipment of examination materials, the
box(es) should immediately be moved to a secure location where they
can be opened and inspected.

Shipment Depending on which examinations are being written at a school or writing
Contents centre, the following materials are included in a shipment:
1. Packing slip(s).
2. Principal’s kit
a. Return envelope(s)
b. Coloured return address/identification label(s)
c. Return waybills

3. Principal’s Statement(s)

4. List of Students form(s)

5. Labels

6. Examinations and other examination materials (e.g., data booklets).

7. Instruction sheets for diploma examination label application and return
packaging procedures.

Note: Approved special format materials (if requested) are shipped to

schools separately from print materials.

Inspecting All examination material shipment boxes should be opened and inspected

Examination immediately upon their receipt, without opening the shrink-wrapped

Materials exam packages. The purpose of this inspection is to determine if there are
any errors or deficiencies in the shipment that need to be addressed prior to
the scheduled administration dates for those examinations.

Formal procedures for inspecting examination materials should be

established. In setting up these procedures, the following points should be

kept in mind:

1. Before inspecting an examination shipment, an updated list of
examination material requirements, by course and including any special
format materials that have been approved for that session, should be
prepared and validated.

2. Examination shipments should be checked against this updated list of
examination material requirements to determine if:
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Dates for
Returning
Examination
Materials

Preparing
Materials for
Return

a. all required types and quantities of examination materials were
ordered

b. the required quantity of each type of examination material has
been shipped (examination booklets must be counted without
opening the shrink wrap)

c. the quantity of materials shipped matches what is indicated on the
enclosed packing slips (these packing slips should be set aside for
safekeeping as they need to be returned with the examination
material when it is sent back to Exam Administration).

Any identified errors or deficiencies in a shipment should be addressed
immediately by submitting a Request For Supplemental Shipment form
(see Examination Administration Forms section) to Exam
Administration. This form should be forwarded, by email, to
exam.admin@gov.ab.ca using the subject line: DE Supplemental
Shipment—your school name and school code (e.g., DE
Supplemental Shipment — Ben Hur High School, 9999). Please
include your name and phone number in the email message, so that we
may speak with you directly, if required.

Packaging and Returning Examination Materials

All secured examination materials, Principal’s Statements, Lists of
Students, and other administration related forms and documents must
be returned to Alberta Education according to the dates specified in the
Schedules & Significant Dates section of this bulletin.

Formal procedures for preparing and packaging examination materials for
return to Alberta Education should be established. In setting up these
procedures, the following points should be kept in mind:

1. All queries and concerns about the packaging and return of examination
materials should be directed to Exam Administration, by email, at
exam.admin@gov.ab.ca. The subject line: DE Return Shipment—
your school name and school code (e.g., DE Return Shipment—Ben
Hur High School, 9999) should be used. Please include your name and
phone number in the email message, so that we may speak with you
directly, if required.

2. A specific individual should be tasked with the responsibility of
preparing and packaging all examination materials for return to Exam
Administration. This person should know what materials must be
returned and how those materials should be packaged and prepared.

3. Return envelopes and coloured return address/identification labels
were included in each shipment of diploma examination materials sent
to schools. These return envelopes and coloured address/identification
labels MUST be used when packaging and returning examination
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materials back to Exam Administration.

4. Materials to be returned should be prepared as follows:

a. examination materials for registered and unregistered students
should be bundled separately; all forms completed by a student
should be returned along with his or her examination materials

b. used materials that require marking or machine scoring should
be bundled separately from other secured materials (e.g., unused
examinations) that are being returned

c. each bundle of examination booklets and answer sheets being
returned MUST be sorted alphabetically, by student name

d. all forms and answer sheets should be returned in the envelopes
that were provided for that purpose.

5. If examination materials will be shipped to Exam Administration in
boxes that have been previously used, all previous address
information on those boxes should be covered or removed to ensure
that the boxes are not shipped to the wrong address.

6. If more than one box will be shipped to Exam Administration, those
boxes should be identified as a set by numbering them as such, for
example, 1/3, 2/3, 3/3. Each box should be firmly sealed and a coloured
return address/identification label should be affixed to it in a prominent
location.

Return Shipment  All examination materials should be returned to:
Location

Exam Administration

Alberta Education

Financial Building

10621 - 100 Avenue

Edmonton AB T5J 0B3

Using Couriers for The following courier services may be used to return examination materials
the Return of to Alberta Education:
Examination
Materials Loomis
Dispatch Telephone Number: 1-800-225-5345

Purolator
Dispatch Telephone Number: 1-800-387-3027

Schools or school authorities located within Edmonton, St. Albert, or
Sherwood Park should return examination materials via:

Mr. Courier
Dispatch Telephone Number: (780) 464-5719
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School Authority  School authorities may choose to have schools return their examination
Procedures for the materials directly to Exam Administration or to have these materials

Return of returned to Exam Administration through their central office. Prior to the
Examination dates of administration, schools should confirm with their central office
Materials what approach to the return of examination materials is being implemented

within their school authority.

Unless given specific alternative directions by a school authority, all
materials being returned to the Financial Building should be shipped
“collect” using one of the aforementioned couriers. If a school or school
authority returns materials by mail or bus, the school/school authority will
be responsible for all costs incurred.

Receiving hours at the Financial Building are Monday to Friday, 8:00 A.m.
to 4:00 .M. Specific arrangements must be made with the Marking Centre
Manager (see Contacts section) for the receipt of shipments outside of these
hours.
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*NEW Writing Diploma Examinations Using Calculators

OVERVIEW

Calculators are required to be used when writing mathematics and science diploma examinations. To
ensure fairness and equity, only calculators that have been approved by Alberta Education may be
used when writing mathematics and science diploma examinations.

At minimum, a scientific calculator, with no prohibited properties, (see Calculator Use Rules) is
required when writing a science diploma examination; both scientific and approved graphing
calculators are permitted to be used for this purpose. An approved graphing calculator is
required when writing mathematics diploma examinations. To be approved by Alberta
Education for diploma examination writing purposes, a graphing calculator must be a hand-held
device designed primarily to perform mathematical computations, including logarithmic,
trigonometric, and graphing functions. At minimum, a graphing calculator must have the
following properties:

« Function graphing and display capabilities, including displaying more than one function at
a time and tracing a function

. Standard scientific calculator operations, e.g., sine, cosine, tangent, inverse functions,
logarithms, power (x")

« Regression modeling functions

Note: Students who use calculators that do not meet the minimum properties will be disadvantaged when
writing mathematics diploma examinations.

Alberta Education has approved the use of the following graphing calculators when writing
diploma examinations in 2012—-2013 (this list is updated annually):

Casio

« X 9750 G Plus

« i 9750 GlI

Sharp

« EL-9900

« EL-9600 (no longer manufactured)

« EL-9600C (no longer manufactured)

Texas Instruments

« TI-nspire (with Touchpad or Clickpad)

« TI-nspire CX Handheld

« TI1-83 Plus, T1-84 Plus, TI1-84 Plus Silver, or TI-84 Plus Pocket SE
« TI1-83 (no longer manufactured), T1-83 Plus Silver (no longer manufactured)

This list of approved calculators does not apply to students writing Applied Mathematics 30 or
Pure Mathematics 30 diploma examinations. For the approved list of graphing calculators for
those examinations, and other calculator related information, please refer to the Applied
Mathematics 30 or Pure Mathematics 30 Information Bulletins, which are available on the
Alberta Education website at
http://www.education.alberta.ca/admin/testing/diplomaexams/exambulletins.aspx.
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DIRECTIVES

The following directives apply to the use of calculators when mathematics and science diploma
examinations are being administered and written.

Principals 1. Principals shall ensure that, at the beginning of any mathematics or
science diploma examination course, teachers and students are advised
of the types of calculators that are currently approved for use when
writing a diploma examination.

2. Prior to each diploma examination administration session, the principal
of a school or designated writing centre shall:

2.1. communicate to students and teachers the expectations and
requirements related to the use of calculators when writing diploma
examinations

2.2. ensure that students are provided the opportunity to learn to clear
and reset their own calculators

2.3. ensure that teachers who are designated to supervise the
administration of mathematics and science diploma examinations
are appropriately prepared for that role.

3. Prior to each diploma examination administration session, the principal
of a school or designated writing centre shall establish appropriate
procedures to ensure that:

3.1. only approved calculators are brought into the examination room

3.2. calculators used to write diploma examinations are appropriately
cleared and configured to safeguard test security and fairness and to
minimize distraction to students (see Calculator Clearing and
Checking Procedures).

Examination 1. Examination supervisors who supervise mathematics and science
Supervisors diploma examination administrations shall:

1.1. understand and implement the directives, rules, and procedures
related to that role

1.2. develop and implement procedures to ensure that only approved
calculators are brought into the examination room and that they
have been appropriately cleared and configured before and after
the official scheduled examination administration period.

2. Prior to the commencement of the examination administration,
examination supervisors shall review with students the diploma
examination calculator use directives, rules, and procedures, and
students’ responsibilities for implementing them.
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Students 1. Students who write mathematics and/or science diploma examinations

shall:

1.1. understand all diploma examination calculator use directives, rules,
and procedures, and their responsibilities for implementing them

1.2. bring an approved and appropriately configured calculator to the
examination room for their exclusive use

1.3. demonstrate that their calculators are appropriately configured by
clearing and resetting them prior to the commencement of and
following the examination

CALCULATOR USE RULES

1. Permitted Calculator Materials
Students may bring the following materials into the examination room, for their exclusive
use, when writing a mathematics or science diploma examination:
. scientific calculators that are appropriately configured
. approved graphing calculators that are appropriately configured
. extra batteries
2. Prohibited Calculator Materials and Properties for Scientific and Graphing Calculators
The following calculator properties and materials are not permitted on any scientific or
graphing calculator used in the examination room:
« programmed memory content
« symbolic manipulation capabilities
. ability to provide trigonometric calculation exact values
. ability to simplify radicals and rationalize denominators
. wireless communication capabilities
« built-in notes, libraries, or formulae (e.g. definitions or explanations in alpha notation)
« downloaded programs
. external (peripheral) devices and other support materials such as manuals, printed or
electronic cards, printers, memory expansion chips or cards, external keyboards
« calculator cases
3. Calculator Configurations
Prior to the commencement of a diploma examination and before leaving the examination
room, students must clear their calculators of all information that is stored in programmable
or parametric memory and properly configure their calculators. Calculators must be set to
operate in silent mode (see Calculator Clearing and Checking Procedures).
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CALCULATOR CLEARING AND CHECKING PROCEDURES

The instructions required to clear the memories of approved graphing calculators and
appropriately configure them are presented in the table below. To verify that nothing remains in
programmed or parametric memory, after students have cleared them, a calculator’s remaining
memory value should be checked to ensure that it reflects its factory setting. The factory set
memory values of approved graphing calculators are presented in the table below. The value of
a calculator’s remaining memory after clearing and resetting is dependent on the calculator’s
operating system. Because some calculator manufacturers use various operating systems for the
same calculator model, their memory values upon reset may vary slightly from those shown in
the table. If, after clearing, the memory values in a calculator are not reasonably close to the
values presented in the table, then the calculators should be turned off and reset a second time. If
the values fail to change, the calculators should not be used when writing the examination.

To prepare Texas Instruments calculators (T1-nspire and nspire CX models) for diploma
examination writing purposes, the Press-to-Test feature must be used. For more information on
this refer to http://education.ti.com/educationportal/sites/US/location/westerncanada.html?bid=7
If this link is broken, please refer to the Texas Instruments web site or contact the Texas
Instrument representative in your area

To prepare Texas Instruments calculators (T1-83 and 84 series models) for diploma examination
writing purposes, it is recommended that the APPS program TestGuard 1y 2.0 or the Press-to-
Test feature in operating system 2.40 or higher be used. TestGuard ty 2.0 overrides shells or
emulators that students may have installed on their Texas Instruments calculators. Many of these
shells or emulators mimic the screens that should appear when the memory of a calculator is
clear, even if it hasn’t been cleared. If TestGuard ty 2.0 is not used to clear students’
calculators, then the instructions in the table below for fully quitting a shell or emulator on the TI
83 and T1 84 series of calculators should be followed. For more information, refer to
http://education.ti.com/educationportal/sites/US/location/westerncanada.html?bid=6 . If this link
is broken, please refer to the Texas Instruments web site or contact the Texas Instrument
representative in your area.

Mode settings may be altered when calculator memories are cleared. Students should check the
mode settings on their calculators before proceeding to write their diploma examination.

For further information about clearing calculators contact the Director, Diploma Testing Program
(see Contacts section).

Keystrokes to Clear, Configure, and Check Approved Graphing Calculators

Casio
Calculator Keystrokes to Clear Keystrokes to View Remaining
Model Memory Remaining Memory Memory Display

fx-9750G Plus Go to Menu Go to Menu Memory Usage
Cursor to MEM Cursor to MEM (28628 Bytes Free)
EXE Reset EXE
EXE
F1 yes-reset
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Fx-9750 GlI Go to Menu Go to Menu Memory Usage
Cursor to SYSTEM Cursor to MEM (61904 Bytes Free)
EXE F5: Reset EXE
F2: Main Memories
F1 yes EXIT
Sharp
Calculator Keystrokes to Clear Keystrokes to View Remaining
Model Memory Remaining Memory Memory Display
EL-9600 2" X@TN (Option) 2" XOTN 18562
EL 9600 C Log (Reset) U
2 (All memory)
CL (Clear all data)
Note:

o There is also a reset switch on the back of the calculator; press switch using tip of pen, then press CL

EL-9900 2"+ - (Option) 2"+ - (Option) 47447
Ln (Reset) Cos (MEMCHK)
2 (All Memory)
CL (Clear all data)
Texas Instruments
Calculator Keystrokes to Clear Keystrokes to View Remaining
Model Memory Remaining Memory Memory Display

TI-nspire (with
Clickpad)

Turn handheld off

Hold down “esc” “home”

and “on” key until Press-To-

Test screen is displayed

Select only the following

restrictions

o Limit geometry functions

« Disable function grab and
move

« Disable vector functions

o Disable “is Prime”
function

« Disable differential
equation graphing

o Disable inequality
graphing

o Limit trigonometric
functions

¢ Disable Polynomial Root
Finder and Simultaneous
Equation Solver

o Select “Enter Press-to-
Test”

The handheld will reboot

Remaining memory may vary
depending on the documents that are
locked on the handheld.

These documents are inaccessible
while in Press-to-Test mode

Notes:

» Be sure to check that the calculator is in Press-to-Test mode by watching for the flashing “green-green” LED on the top of the

handheld unit

o To exit Press to test, the calculator must be physically connected to another TI-Nspire. Use the following keystrokes

=]
docyy

9 Press-to-Test
1 Exit Press-to-Test
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TI-nspire (with Turn handheld off Remaining memory may vary

Touchpad) depending on the documents that are
Tl-nspire CX Hold dqwn “esc” and “on” locked on the handhel_d. _
key until Press-To-Test These documents are inaccessible
screen is displayed while in Press-to-Test mode

Select only the following

restrictions

o Limit geometry functions

¢ Disable function grab and
move

« Disable vector functions

« Disable “isPrime” function

o Disable differential
equation graphing

o Disable inequality
graphing

o Limit trigonometric
functions

¢ Disable Polynomial Root
Finder and Simultaneous
Equation Solve

o Select “Enter Press-to-
Test”

The handheld will reboot

Notes:

o Be sure to check that the calculator is in Press-to-Test mode by watching for the flashing “green-green” LED on the top of the
handheld unit

o To exit Press to test, the calculator must be physically connected to another TI-Nspire. Use the following keystrokes

doc
9 Press-to-Test

1 Exit Press-to-Test

TI-83 2"+ (MEM) 2 41 RAM 27118
5 (Reset)
1 (All memory)
2 (Reset)
« Notes: If the screen is blank after clearing, the contrast needs to be reset by pressing the 2™ and 1! keys repeatedly.
TI-83 Plus 2+ (MEM) (TI-83 Plus or TI-84)
T1-83 Plus Silver 7 (Reset) nd 4 RAM 24317
TI-84 >> (All) 2 ARC 163840
TI1-84 Plus Enter
T1-84 Plus Silver 2 (Reset) (T1-84 Plus)
T1-84 Plus Pocket SE M 4 RAM 24317
2 ARC 491520
(T1-83 Plus Silver or T1-84
Plus Silver)
ond 4 RAM 24317
2 ARC 1540K

Notes:

e The “>»>» (All)” step is very important: if not followed, the memory may not be properly cleared.

o The application “Finance” is the only one that remains after following the clearing instructions.

o If, on clearing, the screen is blank, the contrast needs to be reset. To do this, use both 2" and M repeatedly.
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Writing Part(ie) A
Diploma Examinations Using Computers

BACKGROUND

Examinees are permitted to use computers when writing some diploma examinations. The
principles, directives, and procedures presented below address the writing of diploma
examinations using computers.

GUIDING PRINCIPLES

Computers and word processing applications may be used when administering the Part(ie) A
portions of humanities diploma examinations (English Language Arts 30-1, English Language
Arts 30-2, Francais 30-1, French Language Arts 30-1, Social Studies 30-1, and Social Studies
30-2). The use of computers for this purpose must not compromise the security of the
examinations or fairness of their administration.

A school principal may allow a student who normally produces extended written work on a
computer, and who is proficient at using that school’s or writing centre’s computers and word
processing application, to use them when writing any of the aforementioned diploma
examinations.

Students who choose to use computers and word-processing applications when writing a diploma
examination are responsible for ensuring that they understand and follow all of the directives,
rules, and procedures established for writing diploma examinations in this manner.

COMPUTER USE DIRECTIVES
Principal

1. The principal of a school or designated writing centre shall decide whether to provide the
opportunity for students to write humanities Part(ie) A diploma examinations using the
school’s computers. This decision shall be based on the principal’s certainty that the school
or designated writing centre can comply with all diploma examination writing and
administration rules, and with the directives, rules, and procedures that follow.

2. The principal of a summer school or designated writing centre shall notify Exam
Administration that he or she will be able to provide this opportunity to students writing
diploma examinations.

3. The principal shall communicate to students and teachers the availability of and requirements
related to the use of computers and word processing applications when writing the Part(ie) A
portion of humanities diploma examinations.

4. The principal shall ensure that only those students who understand and are able to follow all
of the directives, rules, and procedures established for writing Part(ie) A diploma
examinations using a computer are permitted to do.
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10.

11.

12.

If a school or designated writing centre has more students who request this option than it has
computers, students who have documented learning needs which specify the use of a
computer shall be given priority when assigning access for diploma exam writing purposes.

If a school or designated writing centre has more students who request this option than it has
computers, and it wishes to address that shortage through alternative exam administration
scheduling, the principal shall submit a specific written proposal to the Director of
Examination Administration for approval.

The principal shall ensure that only school-owned computers, that have no internet or
external network access, are used for examination writing purposes.

The principal shall ensure that all computer equipment, applications, and printers used for
diploma examination administration purposes are appropriately configured to safeguard test
security and fairness and to minimize distraction to students.

The principal shall ensure that all facilities and computer equipment that have been set up for
examination writing purposes are secured and remain secured until after the examination
writing session and follow-up administrative procedures are completed.

Before implementing the use of computers for writing diploma examinations, the principal
shall establish technical and examination administration contingency plans and emergency
procedures to address unexpected issues and problems that may arise.

The principal shall ensure that teachers who are designated to supervise the administration of
diploma examinations that are being written using computers are appropriately prepared for
that role, including being aware of and able to implement contingency plans and emergency
procedures, should the need arise.

The principal shall ensure that no student responses, including rough work, remain on
computers or network drives once students have stapled their printed copies into their
examination booklets.

Technical Personnel

1.

Technical personnel shall configure all computers, word processing applications, and printers
S0 as to ensure the security and fairness of the examination administration (see Rules and
Procedures below).

Technical personnel shall develop and implement a system testing plan prior to each
examination administration session to ensure that all equipment and processes function as
required (see Rules and Procedures below).

In co-operation with the principal and examination supervisors, technical personnel shall
develop a technical contingency plan that can be implemented, as required, to address
unexpected network, computer, or printer problems.

Technical personnel shall ensure that the facility and all designated and configured
computers are secured until the time the scheduled examination is written and, following the
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examination writing, until all printed work is correctly stapled into the appropriate
examination booklets and all computers are cleared of all student work.

Examination Supervisors

1.

Teachers who are designated to supervise the administration of diploma examinations that
are being written using computers shall be familiar with and able to implement the guiding
principles, directives, rules, and procedures related to the administration of diploma
examinations using computers.

Examination supervisors shall develop and implement procedures for the pick-up and
distribution of printing during and after the official scheduled examination administration
period. These procedures shall safeguard test security and fairness and minimize distraction
to students.

In co-operation with the principal and technical personnel, examination supervisors shall
develop an exam administration contingency plan that can be implemented, as required, to
address unexpected issues or problems that arise while examinations are being written using
computers.

Examination supervisors shall ensure that students are aware of and understand the rules and
procedures for writing a diploma examination using a computer, and their responsibilities for
implementing them, prior to the commencement of the official scheduled examination
administration.

Examination supervisors shall ensure that no student accesses the internet or other prohibited
online or electronic resources while writing a diploma examination using a computer.

Examination supervisors shall ensure that no student responses, including rough work,
remain anywhere in the school’s computer system or in the school once students have stapled
their printed copies into their examination booklets.

Students

1.

If a principal allows computers to be used when writing Part(ie) A diploma examinations, the
decision to participate shall be the individual student’s.

Students who choose to write diploma examinations using school or writing centre computers
shall be proficient at using those computers and word-processing applications as a normal
means of producing written work.

Students who choose to write diploma examinations using school or writing centre computers
shall be familiar with and are responsible for implementing all of required rules and
procedures for writing a diploma examination using a computer (see Rules and Procedures
below).
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RULES AND PROCEDURES

Technical and Administrative Set-up

1. Prior to the commencement of the official scheduled examination administration, all
computers to be used for examination writing purposes must be networked and configured to:

. enable secure and ready access to designated printers only, during and after the official
scheduled examination administration

. enable the saving of each student’s written work in a manner and/or to a network
location that ensures its security during, and permits school personnel to readily access
and remove those documents following the official scheduled examination
administration

. disable access to the internet and other online or electronic resources that are not
permitted

2. Prior to the commencement of the official scheduled examination administration, all word-
processing applications to be used for examination writing purposes should be configured to
enable

. automatic insertion of footers that include the student’s index number on each page of
written work
Note: The index number (test booklet number) is the six-digit number that appears in
the bottom right corner of the student’s label. Unregistered students will not
have an index number, so they must create a six-digit number and place that
number on the back of their test booklet.
. automatic and frequent saving of word documents to a designated location only
« access to routine tools, such as a spell-checker, that are integrated into the software
Note: The “auto correct” feature of these tools must be disabled.

3. Prior to the commencement of the official scheduled examination administration, all
computers, printers, and word-processing applications must be online and ready for use.

Examination Administration

1. Students writing diploma examinations on computer must be given a paper form of the
examination prior to the commencement of the official scheduled examination administration
and must staple a hard copy of their word-processed written work to that booklet at the end
of the examination session.

2. Students writing diploma examinations on computer may access all of the examination
materials that are available to students who write paper forms of the examination (e.g., print
references such as an English dictionary or authorized writing handbook).

3. Students may revert to writing with pen or pencil at any time during the examination
administration.

4. Students may do rough work or planning in whatever manner they choose (i.e., either in the
examination booklet or on the computer).
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Students may print interim hard copies of their written work at any time during the
examination administration.

Students may compose and edit their written work until the end of the official scheduled
administration time.

Student may not access the internet or other prohibited online or electronic resources while
writing a diploma examination using a computer. To do so is a breach of security.

Preparation and Submission of Written Work

1.

It is the students’ responsibility to print and staple their final written response(s) to their
examination booklets. This includes verifying that the final printed hard copy of their
writing is accurately and completely printed and attached to their booklet in proper page
order. This step may occur after the officially scheduled time limit; however, this
verification step does not allow any revision to finished work.

Note: A mark of zero will be assigned to any examination question or assignment that has
no written response, or the wrong written response, attached to it, for whatever
reason, at the time of marking.

Students writing Part(ie) A diploma examinations on computer must clearly label each page
of their finished work according to its assignment title or question number and must staple
the work into the appropriate place(s) in the examination booklet.

Each student must include his or her six-digit index number on every page of the finished
work stapled into the examination booklet.

Students writing Part(ie) A diploma examinations on computer must indicate in the space
provided on the back cover of the examination that they have attached word-processed pages
to the exam booklet.

Students writing Part(ie) A diploma examinations must submit their final written work
double-spaced and in an easy-to-read 12-point font. (See the instruction page in the specific
examination for details.)

Each student writing Part(ie) A diploma examinations must clearly label all word-processed
rough work or early drafts as “rough” and must staple these documents into the examination
booklets on pages designated “Planning.”

Final printing and stapling of written responses may occur after the officially scheduled time
for examination writing, but no editing may be done after the scheduled time.

GUIDELINES

1.

Principals of schools or designated writing centres should consider allowing students to write

Part(ie) A diploma examination on computer only if:

* the participating students normally compose extended written work on computer

* each participating student knows how to use the school’s or designated writing centre’s
computer
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» technical expertise is available before, during, and after examination writing to ensure
smooth and secure system functioning
* security, fairness, and confidentiality will in no way be compromised.

2. Students should be given sufficient time to log on to the computer system and review the
rules and procedures for writing Part(ie) A diploma examination on computer in advance of
the time scheduled to begin the examination. (It is recommended that students be instructed
to arrive at least 20 minutes early.)

3. Inthe event of an emergency or disruption, contact the Director, Examination
Administration, immediately by telephone at (780) 427-0010; for a toll-free connection,
dial (780) 310-0000.

USE OF PERSONALLY OWNED DEVICES

Currently, schools are not permitted to allow students to use personally owned computers (PC or
Mac OS) when writing diploma examinations, unless specifically authorized by Examination
Administration to do so. To be authorized to do so, schools must participate in a pilot project
that involves the use of Alberta Education’s Quest A+ exam administration application. When
used for examination writing purposes, Quest A+ and its associated locked browser temporarily
block access to hard drives, network drives, and the internet, but enable access to specified
printers. For more information about this pilot project, contact Dan Karas, Senior Manager,
Digital Systems and Services, by telephone at 780-415-0666 or by email at
dan.karas@gov.ab.ca.
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Exemptions and Partial Exemptions
OVERVIEW

To ensure fairness and equity for all students, diploma examination exemptions and partial
exemptions may be granted to students who are unable to complete an examination for one of the
following reasons:

 Acute medical illness

» Bereavement

* Inclement weather

* Subpoena to attend court

* School or community emergency or crisis
* Administrative error

Exemptions and partial exemptions may also be granted to students who have written diploma
examinations, but those examinations, or components of them, cannot be scored or the scores
must be invalidated due to an administrative error.

When exemptions or partial exemptions are granted, the school awarded mark is usually
substituted for the exempted examination or portion of the examination.

On receipt of a request for an exemption or partial exemption, Special Cases and
Accommodations may approve:

1. Anexemption for the complete diploma examination, i.e., any mathematics or science
examination, or both Part(ie) A and Part(ie) B of a humanities examination, with the
transcript annotated Exemption Granted.

2. A partial exemption for the missed part of a diploma examination, i.e., a component of a
mathematics or science examination, or Part(ie) A or Part(ie) B, or a component of either of
those parts, of a humanities examination, with the transcript annotated Partial Exemption
Granted.

3. In place of exemption or partial exemption, an incomplete diploma examination mark, with
the provision to rewrite the following at the next examination administration session without
a rewrite fee:

3.1. the missing or invalid part(s) of a humanities diploma examination

3.2. a mathematics or science diploma examination
4. An appropriate course of action based on individual student circumstances.

EXEMPTION RULES

Exemption 1. All requests for exemptions and partial exemptions must be made using
Requests the Request for Exemption from Writing a Grade 12 Diploma
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Writing a Diploma 1.
Examination After
Exemption or

Partial Exemption

Examination form (see Examination Administration Forms section), and
should be forwarded to Special Cases and Accommodations in a timely
manner.

All Request for Exemption forms must be completed by the student and
the school and requires the signature of the parent/guardian if a student
IS under the age of 18.

Exemptions for examinations not written will only be granted when
documented and legitimate circumstances prevent the student from
being present for the diploma examination on the scheduled day and
time of administration.

Exemptions from diploma examinations will not be granted for long-
term or chronic medical conditions. Students with chronic medical
conditions are expected to write diploma examinations with the support
of the accommodations routinely provided to them, by the school, for
examination writing and assignment completion purposes. Use of such
accommodations for diploma examination writing purposes must be pre-
approved by the Special Cases and Accommodations team.

Exemptions from diploma examinations will not be granted because
students have chronic medical conditions or disabilities that render them
unlikely to pass those examinations, or to achieve scores on them that
are comparable to their school-awarded marks for those courses.

If the reason for requesting an exemption is acute medical illness, a
Physician Confirmation of Acute Medical Condition or IlIness Affecting
the Writing of a Diploma Examination form must be submitted with the
Request for Exemption form.

Note: Students, or their parents if the student is under 18 years of age, must authorize
the release of medical information to Alberta Education by signing the
declaration on the Physician Confirmation of Acute Medical Condition or
IlIness Affecting the Writing of a Diploma Examination form (see Examination
Administration Forms section).

No exemptions or partial exemptions will be granted for students who
write the wrong diploma examination as a result of a late course
transfer.

If a student should choose to write an examination at a future
administration, after a full exemption for that examination has been
granted, the entire mathematics or science examination, or both Part(ie)
A and Part(ie) B of a humanities examination, must be written, but no
rewrite fee is required to be paid.

If a student should choose to write an examination at a future
administration, after a partial exemption has been granted, the entire
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mathematics or science examination, or both Part(ie) A and Part(ie) B of
a humanities examination, must be written at that time and a rewrite fee
must be paid.

EXEMPTION PROCEDURES

Submission of All requests for exemptions must be made using the appropriate application
Exemption form (see Examination Administration Forms section). These request
Request forms, and all supporting documentation, should be submitted to Special
Applications Cases and Accommodations, on a student’s behalf, by the principal or

counsellor. Mature students must apply directly to Alberta Education,
following the same procedure.

Special Writing Centres

OVERVIEW

To ensure fair and equitable access to diploma examinations, a Special Writing Centre may be
established for students who are outside of Alberta when a diploma examination is scheduled to
be administered. A Special Writing Centre is a site outside of Alberta that is temporarily
approved to serve as a diploma examination writing centre. Special Writing Centres may be
established for any diploma examination administration session.

Permission to establish a Special Writing Centre for the purpose of writing a diploma
examination may be granted to students, by Alberta Education, for one of the following reasons:

e They live outside Alberta and have completed a diploma examination course delivered
through an Alberta Education approved distance learning program

e They are participating in a scheduled activity such as a national or international competition
in athletics or music

Note: Students who are outside of Alberta on vacation, to attend a wedding or family event, on an organized
tour, or other similar activity are not permitted to establish a Special Writing Centre.

e They have a right of access to education in Alberta under section 8 of the School Act and
after completing instruction at an accredited high school they have moved from the province
permanently and are unable to return to write the examination.

Note: International students studying a diploma examination course in Alberta are expected to remain in the
province until the completion of their instructional program, which includes the writing of the diploma
examination. Consequently, international students are not permitted to establish a Special Writing
Centre if they return home early.

The following directives and rules outline specific expectations associated with the establishment
of and administration of diploma examinations at Special Writing Centres.
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SPECIAL WRITING CENTRE DIRECTIVES

Principals

Students/Parents

1.

=

When recommending to a student that application should be made to
establish a Special Writing Centre, a principal shall:

1.1. provide access to and explain to the student and his/her parents, all
of the directives, rules, guidelines, and procedures associated with
the handling and administration of diploma examinations at a
Special Writing Centre

1.2. review and sign all forms submitted in application of a request to
establish a Special Writing Centre

Prior to accepting an out-of-province student’s registration for a
diploma examination course, the principal of a distance learning
program shall ensure that a Special Writing Centre site and the services
of a Special Writing Centre Supervisor, approved by Special Cases and
Accommodations, are available for that student.

If a student is eligible to apply for approval to establish a Special
Writing Centre, the principal shall designate an individual at the school
to serve in the role of an application process manager for the purpose of
supervising and supporting the application process.

Before a student applies to establish a Special Writing Centre, his/her
parent(s), in consultation with the student’s school principal, shall
identify an individual who is eligible to be a Special Writing Centre
Supervisor and willing to serve in that capacity, if approved to do so by
Special Cases and Accommaodations.

To have a Special Writing Centre established on his/her behalf, a
student residing and studying in Alberta, and his/her parents, are
responsible for ensuring the accurate completion and timely submission
of the following forms:

2.1. Application to Establish a Diploma Examination Special Writing
Centre

2.2. Application to Serve as a Special Writing Centre Supervisor

2.3. Registration to Write a Diploma Examination at a Special Writing
Centre

2.4. Teacher Confirmation of Student Readiness to Write a Diploma
Examination at a Special Writing Centre

To have a Special Writing Centre established on his/her behalf, a
student residing and studying through a distance learning program
outside Alberta, and his/her parents, are responsible for ensuring the
accurate completion and timely submission of the following forms:
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Application
Process Manager

Teachers of
Students Writing
Diploma

3.1. Application to Establish a Pre-Approved Distance Learning Special
Writing Centre

3.2. Application to Serve as a Distance Learning Special Writing Centre
Supervisor

3.3. Registration to Write a Diploma Examination at a Distance
Learning Special Writing Centre

3.4. Teacher Confirmation of Student Readiness to Write a Diploma
Examination at a Distance Learning Special Writing Centre

A student who is approved to write a diploma examination at a Special
Writing Centre, and his/her parents, shall assume responsibility for all
costs:

4.1. payable to a Special Writing Centre Supervisor for procuring an
examination writing site and supervising the handling and
administration of the diploma examination

4.2. incurred for the secure, timely, and prepaid shipment of all diploma
examination materials, by a bonded courier service, to and from the
Special Writing Centre

A student who is approved to write a diploma examination at a Special
Writing Centre shall comply with all of the directives, rules, guidelines,
and procedures associated with the establishment of a Special Writing
Centre and the writing of a diploma examination.

On behalf of a student requesting permission to establish a Special

Writing Centre, the person designated to serve as the application process

manager shall:

1.1. verify and confirm the accuracy and completeness of all
information provided in support of that application

1.2. coordinate and manage the application completion and submission
process

1.3. provide access to and explain to the student and his/her parents all
of the directives, rules, guidelines, and procedures associated with
the handling and administration of diploma examinations at a
Special Writing Centre

1.4. provide access to and explain to the proposed Special Writing
Centre Supervisor all of the directives, rules, guidelines, and
procedures associated with the handling and administration of
diploma examinations at a Special Writing Centre

Teachers of students registering to write a diploma examination at a
Special Writing Centre shall provide a statement about the student’s
readiness to write that exam at the examination administration session
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Examinations at a
Special Writing
Centre

Special Writing
Centre Supervisor

1.

proposed by the student.

Prior to submitting an application form, a person applying to serve as a
Special Writing Centre Supervisor shall:

1.1. review the directives, rules, guidelines, and procedures associated
with the handling and administration of diploma examinations at a
Special Writing Centre

1.2. identify and tentatively procure an appropriate site for the secure
storage and administration of diploma examinations

A person approved to serve as a Special Writing Centre Supervisor
shall:

2.1. assume responsibility for, and collaborate with Exam
Administration to ensure, the secure and timely shipment and
receipt of examination materials to and from the Special Writing
Centre

2.2. maintain the security of the diploma examination materials while
they are under his/her custody and control

2.3. administer the examination(s) in accordance with the diploma
examination schedules, directives, rules, guidelines, and procedures
specified in this bulletin

SPECIAL WRITING CENTRE RULES

Examination
Administration
Requirements and
Consequences of
Non-Compliance

1.

Because Alberta diploma examinations are administered at writing
centres throughout Northwest Territories and Nunavut, Special Writing
Centres are not permitted to be established there. Students who intend
to write diploma examinations in these locations must contact the
appropriate Ministry of Education to be directed to the nearest writing
centre.

Students who will be in Alberta but away from their school or usual
writing centre during the writing of diploma examinations are not
permitted to establish a Special Writing Centre. In lieu of a Special
Writing Centre, students in this circumstance must contact the principal
of the closest high school or writing centre to arrange to write their
diploma examination(s) at that site.

To be approved to establish a Special Writing Centre, a student must
have a final school awarded mark for the course for which the
examination will be written, or be eligible to receive one by the date
when the school is required to submit that mark. Students who write
diploma examinations at Special Writing Centres in courses for which
they have no school awarded mark will have those examinations
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invalidated.

4. Students are only permitted to rewrite a diploma examination at a
Special Writing Centre if they are currently retaking the course and will
receive a school awarded mark in the current session, or if the
examination was previously written at the most recent prior writing
session.

5. To be approved as a Special Writing Centre, a proposed site must meet
the conditions required to ensure the secure and appropriate storage and
administration of all diploma examination materials, and written proof
that the site has been procured for that purpose must be provided.

6. To be approved as a Special Writing Centre Supervisor, a person must
be employed in a position of authority commensurate with that of a
school principal, teacher, member of the clergy, police officer, or
military officer, and must provide written proof of that employment.

7. To be approved as a Special Writing Centre Supervisor, a person must
be fluent at reading and speaking English or French, depending on the
language of the examination(s) to be administered.

8. A Special Writing Centre Supervisor may not be a relative or friend,
past or present teacher, or a past or present coach of the student.

9. All diploma examinations written at a Special Writing Centre must be
administered on the officially scheduled day and time, and in
accordance with the deadlines, directives, rules, guidelines, and
procedures specified in this bulletin.

10. Diploma examinations administered at a Special Writing Centre are not
permitted to be written using a computer or an accommaodation.

11. All diploma examination materials shipped to a Special Writing Centre
must be returned to Alberta Education using a prepaid, secure, and
bonded courier service, whether or not the student writes.

12. While the student is responsible for all costs related to the shipping of
diploma examination materials to and from a Special Writing Centre, it
is the Special Writing Centre Supervisor who must arrange and
supervise the receipt of and prepaid return shipment of those materials
by a bonded courier service.

13. A student approved to establish a Special Writing Centre must not
access or have a diploma examination(s) in his/her possession at any
time, other than when completing it on the officially scheduled date and
time of administration.
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14. A student who is unable or chooses not to write a diploma examination
at a Special Writing Centre, after being approved to do so, must notify
Special Cases and Accommaodations (see Contacts section) and the
Special Writing Centre Supervisor, as soon as possible.

15. A Special Writing Centre Supervisor who is notified in advance of a
scheduled examination administration session that the student will not
be writing must return all examination materials to Alberta Education as
soon as possible after the notification.

16. If a Special Writing Centre Supervisor fails to comply with the Diploma
Examination directives and rules specified in this bulletin, any future
request to serve in that capacity will be denied.

17. If a student who is approved to establish a Special Writing Centre fails
to comply with all of the directives, rules, guidelines, and procedures
associated with that approval, all examinations written at that Centre
may be invalidated and any further requests to establish a Special
Writing Centre by that student will be denied.

18. If a student approved to establish a Special Writing Centre has unpaid
shipping costs associated with that approval, no diploma examination
results for the course(s) in question, from that or subsequent
administration sessions, will appear on his/her Results Statement,
Statement of Courses and Marks, or official Transcript, until those
shipping costs are paid in full, whether or not the scheduled diploma
examination(s) was written.

19. If diploma examination materials shipped to a Special Writing Centre
on behalf of a student are unreturned, no diploma examination results
for the course(s) in question, from that or subsequent administration
sessions, will appear on the student’s Results Statement, Statement of
Courses and Marks, or official Transcript, until those materials are
returned to Alberta Education, whether or not the scheduled diploma
examination(s) was written.

20. No exemption or partial exemption will be approved for a student who
was unable to write a diploma examination because his or her request to
establish a Special Writing Centre was denied.

21. No exemptions or partial exemptions will be approved for a student who
was unable to write a diploma examination at a Special Writing Centre,
if the reason for that inability to write was that the examination
materials were not available because the Special Writing Centre
Supervisor:

21.1. provided an incorrect address or other shipping information to
Alberta Education, or
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Submission of
Special Writing
Centre Request
Applications

21.2. failed to meet the obligations required to receive and securely store
the shipped examination materials.

All requests to establish a Special Writing Centre must be made using the
appropriate application forms (see Examination Administration Forms
section). All Special Writing Centre enquiries should be forwarded to Pam
Klebanov at (780) 422-2915 or Ellen Powter at 780-422-3336 or by email
at special.cases@gov.ab.ca.

Separate (Split) Writings of Diploma Examination Parts

All humanities diploma examinations have two parts. To obtain credit for a humanities diploma
examination course, a student must complete both parts of the examination.

Humanities
Examinations

Students are expected to complete both parts of a humanities (language arts
or social studies) diploma examination within the same administration
period. Should circumstances prevent a student from completing both parts
within the same session, the following options are available:

1.

2.

The student may write both Part(ie) A and Part(ie) B of the diploma
examination at the next administration. For this option, the student
must register for the examination by submitting a Diploma Examination
Registration Form (see Examination Administration Forms section) but
is not required to pay a rewrite fee.

Within one year of writing the first part of the examination, the student
may write the part that was missed. To exercise this option, the student
must submit two forms concurrently to Exam Administration prior to
the examination administration at which the student intends to write the
missing portion:

2.1. Request for Separate Writing form: The student must indicate on
the form which part of the examination he/she has written, which
part he/she intends to write, and in which administration the
missing part will be written.

2.2. Diploma Examination Registration Form:

Note: If a student writes the missed part of the examination but fails to submit a
Request for Separate Writing form, the results for the examination will not
appear on the Results Statement, the Statement of Courses and Marks, or the
official transcript until the request form is submitted. If the student does not
write the missing part of the examination at the examination administration
session indicated on the two forms, both forms must be re-submitted, prior to
the next session at which the student intends to write.

Regardless of which option a student chooses, once both parts of the
examination have been completed, the marks will be combined to calculate
a total diploma examination mark.
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Unpredictable and Emergency Events
OVERVIEW

Alberta Education is responsible to ensure that diploma examinations are administered fairly and
equitably to all students, under all circumstances, including unpredictable events and school
emergencies. In relation to the administration of diploma examinations, unpredictable events or
emergencies refer to events that in some way interfere with school operation immediately before,
during, or after the administration of a diploma examination. Such events might include buses
not running, inclement weather, fires, bomb threats, floods, hazardous chemical leaks, or other
events that might necessitate school closures or the unexpected dismissal of students from the
school or examination writing area.

To ensure that students writing diploma examinations are treated fairly, equitably, and with due
regard to their health and safety, Alberta Education has developed the following set of directives
and guidelines to provide a consistent framework for responding to unpredictable events or
emergencies.

UNPREDICTABLE AND EMERGENCY EVENT DIRECTIVES

School Principal 1. When faced with an unpredictable event or emergency that interferes

and Chief with the administration of a diploma examination, schools shall always
Presiding act and make decisions:
Examiner

e 1.1. first, in the interest of the health and safety of staff and students
Responsibilities

1.2. second, with due regard for the security and integrity of diploma
examination materials and the processes of administering them

2. If aschool or school authority is required to enact special measures to
address an unpredictable event or emergency that may impact the
administration of a diploma examination, the school principal or chief
presiding examiner of a writing centre shall:

2.1. Ensure that if the school or designated writing centre remains open
during inclement weather or other emergency conditions, students
who arrive (late or on time) to write their diploma examinations are
permitted to do so. Students in these situations must be allowed the
full time allotted for the examination.

2.2. Under certain circumstances, and only upon the approval of the
Director of Exam Administration (see Contacts section), allow an
examination to be administered to individual students on the
scheduled day of administration but at times other than the
scheduled time.

2.3. Ensure that students, including mature students, who are unable to
write or to complete a diploma examination because of an
emergency have the opportunity to review their options, including
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Special Cases
Committee

Annotations

appeal and rescore provisions, with the support of school
administration.

2.4. On review of a student’s options, recommend in writing to Special
Cases and Accommodations, one of the following options:

a. an exemption from writing the diploma examination or the
missed part of a diploma examination

b. for humanities examinations only, an incomplete diploma
examination mark now, and a request that the student write the
missed portion of the examination during the next scheduled
administration

c. for mathematics and sciences examinations, an incomplete
diploma examination mark now, and a request that the student
write the examination during the next scheduled session

d. arecommendation based on individual student circumstances

2.5. Include in the Principal’s Statement or Chief Presiding Examiner’s
Statement a description of the emergency situation and how the
measures taken resulted in departure from normal administration
procedures.

Special Cases Committee

The Special Cases Committee of Alberta Education deals with all matters
that require interpretation and application of policy relative to an individual
student’s program. The committee consists of Alberta Education directors
and is the final level in the appeal process, other than the Minister of
Education. Students must have explored all other avenues of appeal at the
local school authority level before appealing to this provincial body.
Further information about the operations of the Special Cases Committee is
in the Guide to Education, ECS to Grade 12. The Special Cases Committee
can be contacted by e-mail at special.cases@gov.ab.ca.

Annotations

Results Statements and official transcripts are not annotated with respect to
the use of any accommodations granted for students who have special
diploma examination writing needs. Annotations will only appear on
official transcripts for those students who were granted an exemption or
partial exemption from writing a diploma examination by the Special Cases
team.
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Diploma Examination Accommodations
OVERVIEW

Alberta Education is committed to accommodating the needs of all Alberta students so that they
have fair and equitable access to educational opportunities, including the writing of diploma
examinations. To ensure equitable access to diploma examinations and fair and consistent
application of diploma examination standards, Alberta Education may approve the use of writing
accommodations for students with special diploma examination writing needs. Students with
special diploma examination writing needs are individuals for whom the writing of a diploma
examination would be inequitable, without a specific accommodation.

The goal of accommodation is not to optimize performance but to level the playing field by

removing obstacles to performance that are inequitable. Consequently, accommodations are

neither intended nor permitted to:

. alter the nature of the construct being assessed by an exam

« provide unfair advantage to students with disabilities or medical conditions over students
taking examinations under regular standardized conditions, or

. compensate for knowledge or skill that the student has not attained

Alberta Education may permit diploma examinations to be administered using one or more of the
following accommodations:

Accommodation 1:  CD version (for visual impairment)

Accommodation 2: CD version (for learning or physical disabilities)

Accommodation 3: Extra writing time

Accommodation 4: Not currently assigned

Accommodation 5: Scribe

Accommodation 6: Large-print version

Accommodation 7: Braille version

Accommodation 8: Reader

Accommodation 9:  Sign language interpreter

Accommodation 10:  Recorded response

Accommodation 11:  Franklin Language Master

Accommodation 16:  Miscellaneous (please specify on Principal’s/Chief Presiding
Examiner’s Statement)

The directives, rules, guidelines, and procedures presented below address the writing of diploma
examinations using accommodations.

ACCOMMODATION DIRECTIVES

The following directives outline general requirements and expectations related to the processes
of requesting and administering diploma examinations with accommodations.

Requests and 1. Prior to each exam administration session, the principal shall
Approvals communicate to students and teachers the availability of and
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requirements related to the use of diploma examination writing
accommodations.

2. Except under special circumstances, schools shall only request diploma
examination writing accommaodations that are similar to those routinely
provided to and used by a student for examination writing purposes.

3. Based on the accommodations that a student routinely uses for
examination writing purposes, a teacher or counsellor shall recommend
to a principal that comparable diploma examination writing
accommodations be requested for a student making application.

4. On behalf of students who require accommodations when writing
diploma examinations, the school principal shall:

4.1. Submit applications, with supporting documentation, to Alberta
Education in accordance with the rules, procedures, and deadlines
specified in this Bulletin (See Accommodation Rules and
Accommodation Procedures below, and Schedules & Significant
Dates section).

4.2. Ensure that requested accommodations closely parallel those
routinely provided to and regularly used by a student for
examination writing purposes.

4.3. Ensure that requests for accommodations for diploma examination
writing are made with the consent of the student and his or her
parent(s)/guardian(s), or, in the case of an adult student, with the
student’s consent.

5. Mature students who require accommodations when writing diploma
examinations shall apply directly to Alberta Education, by submitting
applications with appropriate supporting documentation in accordance
with the rules, procedures, and deadlines specified in this bulletin (See
Accommodation Rules and Accommodation Procedures below, and
Schedules & Significant Dates section).

6. All requests for accommodations shall be accompanied by documented
evidence that demonstrates the need for and regular use of specific
accommodations for examination writing purposes. This documented
evidence shall include:

6.1. Results of a formal medical or psychometric (e.g. academic,
intellectual) assessment or a statement indicating that the student
has been registered with Alberta Education as a student with
special needs. Formal medical or psychometric assessments must
be current (usually no older than three years) and administered by
an individual who is qualified and/or licensed to interpret and
report the results of such assessments (see Accommodation Rules
below).
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Examination
Administration
Using
Accommodations

6.2. A description and record of accommodations normally provided by
the school and regularly and consistently used by the student for
examination writing purposes.

Notes: A valid and current Individualized Program Plan (IPP) may be
submitted as supporting documentation but must include (6.1) and
(6.2). An IPP means a plan designed to address the student’s special

needs. It is based on professionally obtained and documented
diagnostic assessment information.

Detailed supporting documentation is only required for subsequent
applications within the same school year if a student’s examination
writing needs have changed significantly from the original application
or if requested by Alberta Education.

On receipt of an application and appropriate and complete supporting
documentation, Alberta Education shall:

7.1. Review the application and may grant individual students diploma
examination writing accommodations.

7.2. Ensure confidentiality of the information required for approval of
accommodations according to the Freedom of Information and
Protection of Privacy Act.

All diploma examinations administered with the support of an approved
accommodation shall be conducted in accordance with the directives,
rules and procedures specified throughout this bulletin, including those
that are presented in this section (see Administration Directives,
Guidelines & Procedures section and Using Calculators & Computers
section).

The principal shall ensure that only those students who are approved by
Alberta Education to use a writing accommodation are permitted to do
SO.

The principal shall ensure that all facilities and equipment (e.qg.,
recording devices, earphones, microphones, computers) approved to be
used as diploma examination accommodations are available and
appropriately configured to safeguard test security and fairness and to
minimize distraction to students.

The principal shall ensure that all facilities and equipment that have
been set up for examination writing purposes are secured and remain
secured until after the examination writing session and follow-up
administrative procedures are completed.

The school jurisdiction is responsible for the appointment of scribes,
readers, and sign language interpreters and for all expenses incurred in
appointing these individuals on behalf of their students.
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6. Mature students are responsible for all expenses incurred for the
appointment of scribes, readers, and sign language interpreters whose
appointment on their behalf has been approved by Alberta Education.

7. ltis aschool’s responsibility to supply all sound recording equipment
and materials that are required when administering examinations with
the support of a scribe or reader.

8. The principal shall ensure that all digitally recorded conversations and
responses related to the administration of diploma examinations are
immediately deleted once they have been saved to a storage device for
shipment to Alberta Education.

9. Individuals appointed to serve as a scribe, reader, or sign language
interpreter shall not be a relative, friend, or a past or present teacher of
the student.

10. Scribes, readers, and sign language interpreters who are approved to
assist a student during the administration of an examination shall
understand and implement all directives, rules, and procedures related
to the administration of diploma examinations using accommodations.

11. All diploma examinations administered with the assistance of a scribe,
reader, or sign language interpreter shall be supervised at all times by
an Examination Supervisor (See Administration Directives, Guidelines,
and Procedures section).

12. The principal shall ensure that Examination Supervisors who are
designated to supervise the administration of diploma examinations that
are being written using approved accommodations are appropriately
prepared for that role.

13. Students and mature students who write diploma examinations using
one or more approved accommaodations shall be familiar with and
follow all directives, rules, and procedures related to the administration
of diploma examinations using accommodations.

14. Scribes, readers, and sign language interpreters who assist a student
during the administration of a diploma examination, and Examination
Supervisors who supervise such administrations, shall complete and
sign a Statement of Scribe, Reader, and/or Interpreter and Examination
Supervisor form at the end of the examination writing session (see
Examination Administration Forms section).

15. The principal shall record the use of all examination writing
accommaodations on the Principal’s Statement and shall attach all
completed Statement of Scribe, Reader, and/or Interpreter and
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Examination Supervisor forms to it.

ACCOMMODATION RULES

Requests for
Accommodations

Examination
Administration
Using
Accommodations

Medical or
Psychometric
Assessment
Reports

1.

All requests for accommodations must be made using one of the
following application forms (see Examination Administration Forms
section).

1.1. Application for Accommodations for Students With Special
Diploma Examination Writing Needs

1.2. ESL Application for Accommodations for Students With Special
Diploma Examination Writing Needs

All application forms and documentation submitted in support of a
request for diploma examination accommodations must be accurate,
complete, and signed, where required, before submission to Alberta
Education. Special Cases and Accommodations will not approve
applications that fail to meet these criteria.

No exemptions or partial exemptions will be approved for a student
because his/her request for accommodations was denied.

All rules and procedures related to the use of a specific accommodation
must be explained and discussed with a student prior to the
commencement of the officially scheduled examination period.

To ensure that facilities and equipment are available and appropriately
configured, students and mature students who are approved to use an
accommodation when writing a diploma examination must
communicate their intention to do so to the principal or writing centre
supervisor, well in advance of the scheduled date of administration.

To maintain fairness and security, any student writing a diploma
examination with an accommodation that requires the vocalization of
answers and responses must do so in isolation from other examination
writers.

Unless specifically stated otherwise, all formal medical or psychometric
(e.g. academic, intellectual) assessment reports submitted in support of
a request for accommodations must include:

1.1. a summary, interpretation, and analysis of scores or other results

1.2. a clearly defined diagnosis or condition, and the implications of
that diagnosis or condition with respect to examination writing
behaviours and abilities

1.3. a clear statement of the academic and/or examination
accommodations that are recommended or prescribed as a result of
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Extra Writing
Time

Franklin
Language Master

Text-to-Speech
Software

Use of a Scribe

the diagnosis or condition

Note: When accommodations are being requested for medical reasons, a
treatment plan must be submitted by a physician

All students must complete an examination within the allotted time
unless approval for extra writing time has been granted. The allotted
time includes the time officially scheduled for the examination and the
additional half hour that all students are permitted.

Students granted extra writing time as an accommodation may be given
up to twice the amount of time officially scheduled for the
examination. The additional half hour that all students are permitted
may be added at the end of this period, if needed.

When using a Franklin Language Master as an approved
accommodation, all “My Word List” and note fields must be cleared
and no removable cards other than the dictionary/thesaurus card may be
used or brought into the diploma examination writing room.

If approved as a writing accommodation, students may use text-to-
speech software to read back their own responses when composing
written response answers using a computer. No other use of this
software is permitted.

When using text-to-speech software as an approved accommodation,
features such as word prediction, word wizard, fact folder/finder, and
scientific calculator must be disabled.

No secured examination material may be scanned to enable the use of
text-to-speech software.

An examination that is administered with the support of a scribe must
take place in an isolated writing area.

Once an examination administration session has commenced, a
continuous recording of all conversation that occurs between a scribe
and student must be made. This recording must be of sufficient sound
quality to permit clear understanding of the conversation between the
scribe and student.

Note: If a reader has also been approved and is being used to support the same
student writing a diploma examination, one recording may be used to capture
the readings completed by the reader and the conversation between the
scribe/reader and the student. In this situation, the Examination Supervisor
must ensure that all reading and conversations between the scribe/reader and
student can be clearly heard and understood.

To ensure anonymity during marking, the identity of a student must not
be revealed during the recording of a scribing conversation.
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4. A copy of the recorded conversation between a scribe and a student
must be submitted to Exam Administration on a standard size cassette
or CD at the end of the examination period along with the completed
examination (see Accommodation Procedures section below).

5. All recorded conversations between a student and a scribe must be
immediately deleted from the recording device once they have been
saved to a storage device for shipment to Alberta Education.

6. A scribe may record a student’s response in handwriting or using a
computer.

7. A scribe must record a student’s response verbatim; that is, exactly as
the student dictates. A scribe may not improve the student’s response
by rewording, correcting grammar, adding punctuation, indicating
paragraphs, or otherwise changing a student’s answer.

8. A scribe may confirm a student’s responses by reading the responses
back for clarification.

9. A scribe may not ask leading questions or provide suggestions or
interpretations of any kind.

10. A scribe must ask for the spelling of commonly misspelled words and
similar sounding words such as “to,” “two,” and “too,” “there,”
“they’re,” and “their.” If the student uses a word that the scribe is not
familiar with or does not know how to spell, the scribe should ask the
student to spell it.

11. The student must spell any technical or subject matter terms or concepts
associated with a topic, such as chemical terms, geographic locations, or
people’s names.

Use of a Reader 1. An examination that is administered with the support of a reader must
take place in a separate writing area so that other students who are
writing the examination are not disturbed.

2. Once an examination administration session has commenced a
continuous recording of the reading and conversations that occur
between the reader and student must be made. This recording must be
of sufficient sound quality to permit clear understanding of what is
being read and said.

Note: If a scribe has also been approved and is being used to support the same
student writing a diploma examination, one recording may be used to capture
the readings completed by the reader and the conversations between the
scribe/reader and the student. In this situation, the Examination Supervisor
must ensure that all reading and conversations between the scribe/reader and
student can be clearly heard and understood.
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Sign Language
Interpreter

To ensure anonymity during marking, the identity of a student must not
be revealed during the recording of an examination administration
session that is supported by a reader.

A copy of the recorded exam administration session must be submitted
to Exam Administration on a standard size cassette or CD at the end of
the examination period along with the completed examination (see
Accommodation Procedures below).

All recorded exam administration sessions must be immediately deleted
from the recording device once they have been saved to a storage device
for shipment to Alberta Education.

A reader must read the examination verbatim; that is, exactly as it
appears in the examination booklet. A reader may not add emphasis,
inflection, or read in such a way as to prompt or guide the student. A
reader may not ask leading questions or provide suggestions,
interpretations, or word definitions of any kind.

A reader may repeat readings as often as necessary and must read
consistently each time.

A reader must read in such a way that the student understands the
beginning and end of each sentence and paragraph. Without leading the
student, the reader must be aware of and obey all punctuation and must
read in such a way that the student understands the use and purpose of
the punctuation.

To be appointed to support a student writing a diploma examination, a
sign language interpreter must be a neutral person who interprets a
spoken message into American Sign Language or into one of the
Manually Coded English Systems for a student with hearing loss.

For purposes of interpreting for a diploma examination, a sign language
interpreter may:

2.1. voice what is signed by a student

2.2. interpret all words spoken during the examination period that are
intended for all students

2.3. repeat interpretations as often as necessary, interpreting
consistently each time

A sign language interpreter must not record a student’s responses. This
is the role of a scribe and is a support that must be approved by Alberta
Education as a separate accommodation.

A sign language interpreter must render any message to be interpreted
faithfully, always conveying the content and spirit of the spoken word
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Use of CD Format

Recorded
Response

using the signed language most readily understood by the student. The
interpreter must not provide definitions or interpret beyond conveying
the spoken message.

A sign language interpreter must not counsel, advise, interject personal
opinions or ask leading questions, provide suggestions, or provide word
definitions of any kind.

During the administration of a diploma examination, all questions or
queries raised by the student must be directed to the Examination
Supervisor. In this case, the interpreter must interpret spoken and
signed messages between the student and the Examination Supervisor.

Students may use their personal portable CD players when writing a
diploma examination in CD format.

If a student uses a personal CD player when writing a CD format
examination, the Examination Supervisor must ensure that no prohibited
material is brought into the examination room or used in that CD player
before or during the scheduled examination period.

A student using the recorded response accommodation must have an
isolated space in which to work.

All student work dictated during an examination administration under a
Recorded Response accommodation must be transcribed. Students
using this accommodation must be able to read the transcribed version
of their recorded exam response(s) during the allotted examination
writing time, to verify that the transcription accurately reflects what was
vocalized. Consequently, a staff member at the school must transcribe
the recorded response within the allotted examination writing time.

All recorded responses must be immediately deleted from the recording
device once they have been saved to a storage device for shipment to
Alberta Education.

GUIDELINES FOR GRANTING ACCOMMODATIONS

The Special Cases and Accommodations team uses the following guidelines to grant diploma
examination accommodations for students:

Students
Registered with a
Special Education

Students who are currently registered with a Special Education Student
Code may be granted one or more accommodations if the requested
accommodations are routinely used for examination writing purposes for

Student Code the course for which the request is being made (see Accommodation
Directives and Accommodation Rules, above).
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Students Not
Registered with a
Special Education
Student Code

English as a
Second Language
(ESL) and
Francisation

Students with Special Education Student Code 80 are only eligible for
accommodations if they have a dual diagnosis of Gifted and Learning
Disability. Requests for accommodations for students meeting these
criteria must include an updated copy of their psychological assessments
(see Accommodation Directives and Accommodation Rules, above).

Students who are not currently registered with a Special Education Student
Code may be granted one or more accommodations if the request for such
accommodations includes a current assessment that identifies the need for
such support, and if the requested accommodation(s) are routinely used for
examination writing purposes for the course for which the request is being
made (see Accommodation Directives and Accommodation Rules, above).

Under certain circumstances, English as a Second Language (ESL) and
Francisation students writing diploma examinations where the language of
testing is English and French, respectively, may be granted an
accommodation of extra writing time. ESL students come from a home in
which the primary spoken language is not English and have a first language
spoken that is other than English. Francisation students attend Francophone
schools, come from a home in which the primary spoken language is not
French, and have a first language spoken that is other than French.

Where the use of dictionaries are permitted for all students (see Security &
Examination Rules section), ESL and Francisation students are permitted to
use paper format bilingual dictionaries.

ESL and Francisation students may be granted extra writing time as an
accommodation when writing diploma examinations. Additional writing
time is a condition that has the potential to improve the scores of all test
takers, regardless of their capabilities or special needs. Consequently,
because accommodations are intended to remove obstacles to performance
that are inequitable, and not to alter the nature of the construct being
assessed, to provide unfair advantage, or to compensate for knowledge or
skill not yet attained, the granting of this condition as a diploma
examination accommodation must be handled judiciously. When granted
as an accommodation to ESL or Francisation students, the intent of
additional writing time is to compensate for significantly slower second
language processing skills. It is not intended to compensate for limited
English/French language proficiency and/or subject matter knowledge and
skill that are not yet attained. This point is particularly salient with respect
to requests for extra time for English and French language arts diploma
examinations, since language proficiency is a central component of the
subject matter knowledge and skill being assessed by those diploma
examinations.

ESL and Francisation students may be granted extra writing time as an
accommodation if the request includes a current assessment (within the
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Use of a Reader

Sign Language
Interpreter

Franklin
Language Master

current school year) that identifies the need for such support, and if the
requested accommodation is routinely used throughout the year for
examination writing purposes in the diploma course for which the request is
being made (see Accommodation Directives and Accommodation Rules,
above).

Notes: ESL students receiving funding should have an annual assessment on file in the
school which indicates that their language proficiency is insufficient for them
to be successful in their regular coursework without interventions (please see
Funding Manual for reference).

Until recommendations are made by Alberta Education on which tests of
language proficiency are most acceptable, Special Cases and Accommodations
will accept the following commonly used tests of ESL language proficiency:

« Canadian Test of Basic Skills (CTBS)

« Gates-MacGinitie Reading Tests, Canadian

o SLEP - Secondary Level English Proficiency

« Vocabulary Levels Test (VLT) 2000 words

« Woodcock-Munoz Language Survey Revised (WML-R)

If the initial assessment does not accurately reflect the student’s deficits, for
example in written expression, the school is urged to reassess the student with
an inventory which addresses or specifies the area of deficit.

ESL or Francisation students who may require accommodations other than
or in addition to extra writing time must request those accommodations
following the regular procedures. The requirements and criteria for
granting these other accommodations are the same as those applied to all
other students (see Accommodation Directives and Accommodation Rules,
above).

The use of a reader to assist a student during the administration of a
diploma examination is approved under exceptional circumstances only.
The CD version of diploma examinations is expected to be used rather than
a reader.

Under the following conditions, a sign language interpreter may use sign
language to interpret diploma examinations for a student who is deaf or
hard of hearing:

1. the student has a specific impairment that greatly limits his or her ability
to decode text, even after varied and repeated attempts to teach the
student to do so

2. the student is only able to access printed material with the support of a
reader or sign language interpreter, or is provided with text on tape or in
another electronic format for routine instruction

In certain circumstances, the use of a Franklin Language Master may be
approved as an accommodation for students writing Part(ie) A of the
following diploma examinations:

SPECIAL CASES & ACCOMMODATIONS August 2012

22



Text-to-Speech
Software

Severe Test
Anxiety

« English 30-1 and English 30-2

« Francais 30-1 and FLA 30-1

. Social Studies 30-1, Social Studies 30-2, Etudes sociales 30-1, and
Etudes sociales 30-2

Only the following models of Franklin Language Master will be approved
for use as an accommodation:

- LM 6000

- LM 6000 B
- LM 6000 SE
- MWS 1840
« LM 4200

The use of text-to-speech software may be approved as an accommodation
for students writing Part(ie) A of the following diploma examinations using
a computer:

« English 30-1 and English 30-2

« Francais 30-1 and FLA 30-1

. Social Studies 30-1, Social Studies 30-2, Etudes sociales 30-1, and
Etudes sociales 30-2

Most students experience some form of anxiety before, during, and/or after
writing diploma examinations. However, some students experience a
severe level of test anxiety that may lead to poor performance or prevent
them from fully demonstrating their knowledge. Students who experience
such severe test anxiety should speak with their school administrators
and/or counsellors to seek help developing coping strategies.

Exemption(s) from diploma examination(s) will not be granted because of
severe test anxiety. Students suffering from severe test anxiety may apply
for the accommodation of extra writing time. Applications must include the
following:

. aspecialized assessment from a registered psychologist or psychiatrist
. aprior history of receiving extra time for severe test anxiety

1
2
3. IPP documents, including corresponding strategies
4

. evidence of significant impairment in test-taking situations related to the
administration of achievement tests, diploma examinations, and/or
school-based tests and examinations (evidenced, for example, by a
consistent and significant discrepancy between a student’s assignment-
based scores and his or her test-based scores, relative to that of other
students).

Isolation is a strategy that schools are encouraged to provide for students
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Chronic Medical
Conditions

Course Level
Transfers and
Accommodation
Requests

with severe test anxiety and it is not an accommodation for which schools
need to apply to Alberta Education.

Students with diagnosed chronic medical conditions such as diabetes, eating
disorders, obsessive compulsive disorder, manic-depression, depression,
anxiety/panic disorder, epilepsy, etc., are expected to write diploma
examinations with the support of the accommodations routinely provided to
them, by their school, for examination writing purposes. Use of such
accommodations for diploma examination writing purposes must be
approved by Special Cases and Accommodations. Students with chronic
medical conditions that impact their ability to concentrate may be granted
the accommodation of extra writing time. The school is also encouraged to
provide an isolated space where that student may write. Isolation is not an
accommaodation for which schools need to apply to Alberta Education.

If a student with a chronic medical condition experiences a medical crisis
related to that condition immediately before or while a particular diploma
examination is being administered, he or she may apply for an exemption or
partial exemption from that examination on the basis of an acute medical
illness (see Exemptions and Partial Exemptions above).

If a student transfers courses or course levels after having requested and/or
been approved to write a special format form of the diploma examination in
the original course (i.e., a Braille, large print, CD, or coloured paper form)
an Accommodation Request Transfer form (see Examination Administration
Forms section) must be submitted to the Special Cases and Accommodation
team. Submission of this form will ensure that the requested special format
form of the diploma exam is sent for the correct course.

GUIDELINES FOR USING ACCOMMODATIONS

CD Format The Examination Supervisor may modify the examination setting by
administering the examination:
. ina small group setting
« in a private room (isolation)
« to the student individually (using routine administration procedures)
« with the student wearing noise buffers (after directions have been given
using routine administration procedures)
It is important to emphasize that students should use the printed and CD
examinations in a manner that best suits them; for example, students
should be made aware that they may listen to part or all of the CD more
than once.
If a student appears confused about the examination process, the examiner
should explain the process to the student until satisfied that the student
understands the process.
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Recorded
Response

Scribe or Reader

Students who are dictating their responses should be encouraged to do
some rough work in the examination booklet. Rough work will not be
marked but serves to guide the student as he or she dictates a response.

For written-response questions, students should be advised to indicate
verbally when they have finished one assignment and are beginning the
next one by saying, “I am now finished assignment one, and | am ready to
begin assignment two.”

Student responses may be recorded using audiotape or as digital audio files
in WAV or MP3 format.

All storage devices containing a student’s recorded responses must be
clearly labelled with:

« Name of Student

. Alberta Student Number

« Index Number

. Course Name

« School Code

. Storage Device Number (i.e., 1/3, 2/3, etc.)

« The words “Recorded Response”

Scribe or Reader conversations with a student may be recorded using audio
tape or as digital audio files in WAV or MP3 format.

All storage devices containing the conversation between a scribe and a
student or a reader and a student must be returned to Exam Administration
with the regular return shipment of other diploma examination materials
from the school.

All storage devices containing Scribe or Reader conversations with a
student must be clearly labelled with:

« Name of Student

« Alberta Student Number

« Index Number

« Course Name

« School Code

« Device Number (i.e., 1/3, 2/3, etc.)

« The word “Scribed” or “Reader”

ACCOMMODATION PROCEDURES

Inquiries and All inquires and concerns regarding the processes of submitting requests for

Concerns or administering diploma examinations with accommodations should be
directed to Special Cases and Accommaodations by phone at (780) 427-
0010, by fax at (780) 422-4889, or by e-mail at special.cases@gov.ab.ca.
For a toll-free connection, dial (780) 310-0000.
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To facilitate a smooth accommodation request process, a principal or
his/her designate at the school must manage the application process on
behalf of a student. In addition to coordinating and managing the
application completion and submission process, the application process
manager is expected to verify and confirm the accuracy and completeness
of the information provided in support of that application and to serve as the
official school contact for that student with respect to that accommodation
request.

All requests for accommodations must be made using the appropriate
application form (see Accommodation Rules above and Examination
Administration Forms section). These request forms, and all supporting
documentation, should be submitted to the Special Cases and
Accommodations team (see above), on a student’s behalf, by the
application process manager. Mature students who require
accommodations when writing diploma examinations must apply directly to
Alberta Education, following the same procedure. All requests for
accommodations must be submitted to Alberta Education by the deadlines
posted in this document (see Schedules & Significant Dates section).

If a student requires accommodations for more than one diploma
examination writing session, a separate submission of the application form
is required for each writing session. However, supporting documentation is
required on a subsequent submission within a school year only if the
student’s examination writing needs have significantly changed from a
previous application.

Accommodation request forms are distributed to the Special Cases and
Accommodations team by the first letter of the student’s last name.

1. All special format diploma examination materials, including those in
CD, large print, and Braille format, must be returned to Exam
Administration along with the regular return shipment of other
examination materials from the school.

2. If a student writes a diploma examination using a large print version of
the examination, both the large print examination and the answer sheet
must be returned with the other examination materials.

SPECIAL CASES & ACCOMMODATIONS August 2012

26



Submitting
School-Awarded
Marks

Processing Final
Marks for Results
Statements,
Transcripts, and
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Marks, Results, and Appeals

The school where a student is formally registered and has completed the
course instruction or a challenge assessment must submit a school-awarded
mark to Alberta Education for that student.

School-awarded marks for all diploma examination administrations must
be postmarked or transmitted to PASI and Student Records by the dates
specified in the Schedules & Significant Dates section.

Principals must inform all students about their school-awarded marks prior
to the writing of the Part(ie) B humanities, and the mathematics and
science, diploma examinations. School-awarded marks should be
expressed as a percentage and rounded to the nearest whole number.

Further directives about reporting student achievement in high school
courses are published in the Guide to Education, ECS to Grade 12,
available on the website at
http://education.alberta.ca/admin/resources/quidetoed.aspx.

Marks shown on Results Statements may or may not correspond to marks
shown on the official transcript. The Results Statement for all diploma
examination administrations reports the most recent diploma examination
mark and the most recent school-awarded mark. The transcript reports the
highest school-awarded mark, the highest diploma examination mark, and
the highest final mark within a three-year period. Any difference will
apply only to those students who have either a previous school-awarded
mark or a previous examination mark for a specific course.

The manner in which final marks are calculated is dependent upon a
number of variables. Students are categorized into three broad groups.

1. Students Registered for Classroom Instruction

Most students who write diploma examinations are registered at either
an accredited Alberta high school or at the Alberta Distance Learning
Centre. The school-awarded mark that is forwarded by the school is
used in the blending process, subject to the following distinctions:

a. Regular Students

For regular students in diploma examination courses, the school
mark* (SM) and the examination mark** (EM) are combined on
a 50/50 basis to obtain the final mark.

*“school mark” refers to a school-awarded mark.
**“examination mark” refers to a diploma examination mark.
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b. Students with Mature Student Status

For mature students, the school mark is used in the 50/50 blending
process only if it is higher than the examination mark. If the school
mark is lower than the examination mark, the school mark is
disregarded and the examination mark becomes the final mark. In
both cases, all three marks will appear on the Results Statement.

School Exam Final

Mark Mark Mark
Student A (Regular) 70 60 65
Student B (Mature) 80 70 75
Student C (Mature) (65) 70 70

2. Students Not Registered for Classroom Instruction But Writing
a Diploma Examination

Students rewriting an examination or mature students who are
challenging a diploma examination belong in this group. If a school
mark has been assigned in the current or previous two school years,
that mark, or if more than one is found the most recent mark, is brought
forward and used in the blending process, subject to the following
distinctions:

a. Regular Students

For regular students, the school mark is brought forward and
combined with the examination mark on a 50/50 basis to obtain the
final mark.

b. Students with Mature Student Status

For mature students, the school mark is brought forward only if it is
higher than the examination mark. It is then combined with the
examination mark on a 50/50 basis to obtain the final mark. If the
examination mark is higher than the school mark, the school mark is
disregarded and the examination mark becomes the final mark.

School Exam Final

Mark Mark Mark
Student A (Regular) 70* 60 65
Student B (Mature) 80* 70 75
Student C (Mature) (65)** 70 70

*School mark brought forward
**School mark not brought forward
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If a student has written a diploma examination and no school mark
exists for the current or previous two school years, the final mark is
determined as follows:

a. Regular Students

For regular students, an “NSM” (no school mark) is recorded and
an “INC” (incomplete) is assigned as the final mark.

b. Students with Mature Student Status
For mature students, the examination mark is assigned as the final

mark.
School Exam Final
Mark Mark Mark
Student A (Regular) NSM 70 INC
Student B (Mature) NA* 60 60

*Not applicable

3. Students Registered for Classroom Instruction But Not Writing
the Diploma Examination

If a student has been issued a school mark and does not have a current
examination mark, the achievement record is reviewed to determine if
an examination mark had been issued in the current or previous two
school years. If an examination mark is found, that mark, or if more
than one is found, the most recent mark, is brought forward and
combined with the school mark on a 50/50 basis, regardless of whether
or not the student has mature status. Mature student status is only a
factor when a diploma examination is written. If no eligible
examination mark is found, the final mark is assigned as “INC”
(incomplete).

School Exam Final

Mark Mark Mark
Student A (Regular) 70 60* 65
Student B (Mature) 50 60* 55
Student C (Mature) 80 70* 75
Student D (Mature) 65 NW** INC

*Examination mark brought forward
**Not written
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Alberta Education does not award final marks of 48% or 49% for diploma

examination courses. Students may receive a school mark or examination

mark of 48% or 49%, but in the blending process, a final mark of 48% or

49% is raised to 50%.

Note: If the school mark and diploma examination mark result in a blended final
mark of 47.5% this mark is rounded to 48% and then raised to a final
mark of 50%.

Students who write diploma examinations receive their results from
Alberta Education in the form of a Results Statement approximately three
and one-half weeks after writing (see Schedules & Significant Dates
section). The Results Statement is not an official transcript of marks.

The Results Statement for all diploma examination administrations has
been redesigned to show three important marks:

« the most recent school-awarded mark(s)
« the most recent diploma examination mark(s)
* the most recent final blended mark(s)

The Results Statement also shows the Part(ie) A Written Response mark
for humanities examinations to help those students who may be
considering a rescore request for the Part(ie) A.

The official High School Transcript of Achievement reports only the
highest school-awarded mark, the highest diploma examination mark, and
the highest final mark achieved within the current school year or the
previous two school years.

Therefore, marks shown on the Results Statement may differ from those
shown on the official transcript.

Results Statements are printed and distributed only once after each
administration of diploma examinations. Should students require a second
copy of their marks, they may obtain a Statement of Courses and Marks
from PASI and Student Records at no cost. The request form is available
on line at
http://www.education.alberta.ca/students/transcripts/requests.aspx. The
Statement of Courses and Marks reports all courses that have been taken
by a student, and marks awarded, from Grade 10 to Grade 12. It does not,
however, report the breakdown of humanities diploma examination marks
(i.e., written-response and machine-scored raw scores).

A student can submit a written request to Alberta Education, or apply on

line at http://www.education.alberta.ca/students/transcripts/requests.aspx.

This document is a record of achievement and shows the following

information:

« for each course reported: the course name, language of instruction, year
completed, school code, credits earned, and the highest final mark
achieved

« for each diploma examination course: the three highest individual
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Reporting to
Schools and School
Authorities

Maintaining
Consistent
Standards Over
Time on Diploma
Examinations

marks (school, examination, and final), the language of instruction, and
the language of examination

Transcripts reporting the above information will constitute a complete
record for most students. However, the following exceptions should be
noted:

« transcripts will show only one mark for courses completed before
September 1, 1984, that are now diploma examination courses

« results in diploma examination courses will be recorded on the transcript
only if a final mark has been calculated (i.e., no record containing an
“INC” will be shown)

If a student repeats any course or rewrites a diploma examination, the
transcript reports only the highest school mark, the highest examination
mark, and the highest final mark achieved within the current school year
or the previous two school years.

To obtain an official transcript or to have a transcript forwarded to a
post-secondary institution or a prospective employer, a student must
submit a written request with the correct fee per transcript to PASI and
Student Records. Transcript Request forms are available from any high
school or post-secondary institution, or from the Alberta Education
website at
http://www.education.alberta.ca/students/transcripts/requests.aspx.

Once students have completed the prescribed courses and have
accumulated the required minimum of 100 credits, Alberta Education
issues the appropriate high school diploma. Alberta high school diplomas
are issued at the end of each semester (April and September) and again in
November. Refer to the Guide to Education, ECS to Grade 12, for a
description of the Alberta High School Diploma requirements.

Alberta Education provides multiyear reports on student achievement and
participation on diploma examinations by school and school authority
electronically on the Alberta Education extranet site. Alberta Education
also provides detailed reports for the January and June administrations of
the diploma examinations. These detailed reports are useful for identifying
areas of strength and weakness in instructional programs.

The Grade 12 Diploma Examinations Program is intended to develop and
maintain excellence in educational standards by certifying academic
achievement of individual students and by providing information to
educators and the public about the effectiveness of the educational system.

A goal of Alberta Education is to make diploma examination results
directly comparable from session to session, thereby enhancing fairness to
students across administrations. To achieve this goal a number of
questions, called anchor items, remain the same from one examination to
another. Anchor items are used to find out if the student population
writing in one administration is different in achievement from the student
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population writing in another administration. Anchor items are also used
to find out if the unique items (questions that are different on each
examination) are different in difficulty from the unique items on the
baseline examination (the first examination to use anchor items). A
statistical process, called equating, adjusts for differences in examination
form difficulty. The resulting equated examination scores ensure that no
matter when a student writes, the standard applied to the examination
remains consistent.

Examination marks may be adjusted slightly upward or downward
depending on the difficulty of the examination written, relative to the
baseline examination. These equated marks will be reported to students.
As a result of equating to the baseline examination, students” marks will
accurately reflect their levels of achievement regardless of the
examination administration session in which the student wrote.

When a diploma examination is redesigned in response to a change to the
Program of Study for that course, the equating process may be temporarily
suspended. In such a case, the equating process for that examination is re-
introduced following the initial administration cycles for that examination
and the reestablishment of a stable baseline.

Note: Detailed information on Maintaining Consistent Standards Over Time is
available on the Alberta Education website at
http://www.education.alberta.ca/admin/testing/diplomaexams/standards-.aspx.

School authorities have the option of having diploma examination results
reported by instructional group; i.e., at the class level. This service is
available to all superintendents for their schools for the January and June
administrations only. The instructional group identifier is an optional data
field on Diploma Examination School Mark transmissions. If you wish to
have instructional group reports, this data field should be filled out.

The instructional group reports are only available if the Class ID has been
provided. Please refer to the Client Services Help Desk
(cshelpdesk@gov.ab.ca) if you require more specific information about
submitting a unique Class ID for each class.

Provincial results for the previous school year are released every fall by
the Minister of Education. Prior to this release, an annual summary report
containing combined provincial results for all diploma examination
administrations is provided to schools. Summary results for the school
year are also published in Alberta Education’s annual Results Report,
which forms part of the department’s Annual Report.

Planning and reporting by school authorities and schools throughout
Alberta is carried out within the government’s Accountability Framework,
which depicts an ongoing cycle intended to enable continuous
improvement and critical reflection. Via the Accountability Framework,
school authorities and schools

* measure progress, set priorities, and use results to improve education for
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Awarded Mark

Concern About a

students on an ongoing basis
* incorporate provincial direction and community input into their plans

» communicate school authority and school directions and results with
stakeholders (provincial government, staff, parents, and the public)

School authorities plan and implement three-year education plans aligned
with ministry directions, allocate resources to schools and programs,
monitor progress, report annually to stakeholders, and use results to plan
improvements. Schools plan and implement three-year education plans
aligned with school board directions, monitor progress, report annually to
stakeholders, and use results to plan improvements that will support
student learning. School authorities and schools report results on all
performance measures in their education plans, including the following
required provincial measure: the percentage of students writing Grade 12
diploma examinations who achieved the acceptable standard and the
percentage who achieved the standard of excellence.

For more information on planning and reporting, including target setting,
see the Guide for Education Planning and Results Reporting on the
Alberta Education website at
http://www.education.alberta.ca/admin/resources/planning.aspx. School
administrators can also access the Guidelines for Interpreting Diploma
Examination Results on the Alberta Education extranet site.

Multi-year reports of diploma examination results, which include results
for 2011-2012, will be available on the extranet in September 2012.

A student who is concerned with a school-awarded mark may:

« appeal to his/her principal under the appeal policy set by the local
school board, or

* repeat the course

* appeal to Special Cases Committee

Changes to school-awarded marks for diploma examination courses must
be reported to PASI and Student Records before the official release date
of the Results Statements (see Schedules & Significant Dates section).

A student who is concerned with a diploma examination mark may:

Diploma * request a rescore by forwarding a completed Diploma Examination
Examination Rescore Application Form
Mark * rewrite the examination at a later administration
* repeat the course and not rewrite the examination
* repeat the course and rewrite the examination, or
* appeal to Special Cases Committee
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A student who decides to have a diploma examination rescored must
ensure that the application is received before the deadline specified on the
Results Statement (see Schedules & Significant Dates section). Students
must pay a fee of $26.25 for rescoring each examination. If a diploma
examination mark is increased by 5% or more as a result of rescoring, the
fee is fully refunded. The rescore mark is considered the final mark for
that particular examination whether the mark is lowered, increases, or
remains the same.

For all diploma examination administrations, the most recent school-
awarded mark achieved in the current school year or in the previous two
school years is reported with the rescored examination mark on a new
Results Statement. School officials are sent copies of the Results
Statements that show their students’ rescore marks.

A student who wants to raise a diploma examination mark may rewrite
that examination at a January, June, or August session, whether or not
he/she is retaking a course. Some restrictions about when a student may
rewrite a particular examination may apply, as a result of Alberta
Education’s initiative to maintain standards on diploma examinations over
time. Details about these restrictions are published on the November,
April, and August examination schedules (see Schedules & Significant
Dates section) and on the Rewrite Fee Form.

A student who rewrites a diploma examination that was previously written
in the current or two previous school years is required to pay a rewrite fee
of $26.25 per re-written examination. The rewrite fee for
foreign/exchange students (students from outside Alberta) is $50.00 per
re-written examination.

Further information about rewriting diploma examinations is available in
the Information for Students Planning to Write Diploma Examinations
brochure, which is available on the Alberta Education website at:
http://education.alberta.ca/students/exams.aspx.

Students may repeat a course to obtain a new school-awarded mark.
Students are not required to rewrite the diploma examination. In such
cases, the most recent examination mark will be reported with the new
school-awarded mark on a new Results Statement.
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FIELD TESTING

Field Testing

Alberta Education prepares and administers field tests prior to the January
and June diploma examination administration sessions. Field testing is
essentially a process of “testing a test” — test questions are administered to
determine their difficulty level and their appropriateness for use on a
diploma examination. As well, teachers are able to provide comments about
potential test questions, thereby contributing to the development of fair,
valid, and reliable provincial examinations. Teachers are asked to consider
the following points when commenting on specific questions and the overall
test:

 appropriateness of the questions
 adequacy of writing time limits

* test length

* text readability

* artwork/graphics clarity and appropriateness
* question difficulty

Field tests may be composed of multiple-choice and/or numerical-response
questions, depending on the course and type of field test being
administered. Generally, field tests, like diploma examinations, are
designed to assess outcomes from entire programs of study. However,
some field tests that Alberta Education administers are “unit” tests that
assess learning outcomes from only portions or sections of those programs
of study.

Diploma examination field tests are available in paper or digital formats.
They are not available in Braille or audio format and no writing
accommodations (e.g., readers, scribes, extra time) are permitted to be used.
Teachers are expected to provide alternate programming for any student
who is unable to write a field test without writing accommodations.

All field tests are secure before, during, and after administration. Paper
format field tests are delivered to a school and administered to students by
an assigned Alberta Education field test supervisor. Digital format field
tests are delivered and administered to students using school computers
under the supervision of the teachers who requested them. Field tests of this
format must be administered to students using Alberta Education’s

Quest A+ locked browser application, which is available for download at
https://questaplus.alberta.ca/help.

Paper format field tests are administered to students in Francophone schools
by field test supervisors who speak French. Every effort is made to
schedule French speaking field test supervisors to administer paper format
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FIELD TESTING

field tests to students in French Immersion programs. However, it is not
always possible to do so.

To ensure the reliability and validity of the field test administration scores
and feedback, all field tests are administered to a prescribed number of
students in classes that are selected to ensure a representative sample from
across the province. Consequently, not all requests for field tests may be
met.

For a class of students to be selected to have a field test administered at their
school, the following conditions must be met:

1. Alberta Education must receive superintendent authorization to invite
that authority’s schools to participate in the Field Testing Program.

2. The principal must approve the administration of paper format and/or
digital format field tests in that school.

3. A teacher must submit a request for a field test by the deadline.

4. A field test placement of the type specified by a teacher on a field test
request application must be available for scheduling.

For field test results to be valid and reliable, field tests must be administered
under conditions that are similar to the administration of diploma
examinations. Consequently, all of the directives and rules that are
specified in this bulletin for the administration of diploma examinations
apply to the administration of field tests.

In addition to the directives and rules that are specified elsewhere in this
bulletin, the following rules must be adhered to when field tests are
administered in a school:

1. The security of all field test materials must be maintained before,
during, and after their administration.

2. Paper format field tests must be administered by and remain in the
custody and control of Alberta Education personnel at all times.

3. Digital format field tests must be administered by, and at all times
remain under the custody and control of, the teacher whose students are
writing them.

4. Immediately following a field test administration session, teachers who
administer digital format field tests must submit a declaration to Alberta
Education concerning the security of the testing material and its
administration.

August 2012



Field Test Scoring

FIELD TESTING

10.

11.

12.

Teachers whose students are writing paper format field tests must be
present in the examination room to verify the answer key and to review
and validate test questions.

Prior to reviewing and validating a paper format field test, a teacher
must review and sign a declaration concerning the security of the field
test materials.

Only teachers whose students are writing a particular field test may
examine its contents.

Validation of a field test must occur in the examination room where the
field test is being administered.

No field test question or answer key may be copied, either by hand or
mechanically, for any purpose.

Discussion of field test questions after their administration must be
limited to a review of the concepts being assessed rather than to details
of specific questions.

Students must be made aware of the purpose and importance of a field
test prior to its administration.

Students who arrive late are not permitted to write a field test if there is
insufficient time for them to complete it within the scheduled
administration time.

The machine scorable questions on paper format field tests will be marked
by the field test supervisor; student scores will be tabulated and provided to
the participating teacher before the supervisor leaves the school. Alberta
Education will provide no other field test marks.

The machine scorable sections of a digital format field test will be
electronically marked by Alberta Education; student scores will be emailed
to the teacher who supervised its administration, once the teacher has
submitted the required security declaration form to Alberta Education.

To promote an atmosphere in which students are motivated to perform well,
teachers are encouraged to use the results from field tests in their assessment
of individual students.
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Field Test Request In 2012-2013, Alberta Education will be administering paper and digital

and format field tests for diploma examination courses within the following
Administration timeframes:
Dates

Paper Format Field Test Administration Sessions
Session 1 Session 2

Unit Tests: |« October 9-December 19 « March 1-June 11
. January 7-11

Year End |« December 10-19 « May 21-June 11
Field Tests: |, January 7-11

Digital Format Field Test Administration Sessions
Session 1 Session 2

Unit Tests: |« September 24—December 19 |« February 1-June 11
. January 7-11

Year End |. December 10-19 « May 21-June 11
Field Tests: |, January 7-11

Note: Requests for paper format unit field tests must be submitted to Alberta
Education by September 21 for Session 1 administrations and by
February 8 for Session 2 administrations.

Requests for paper format year end field tests must be submitted to
Alberta Education by October 5 for Session 1 administrations and by
February 22 for Session 2 administrations.

Requests for digital format unit field tests must be submitted two weeks
prior to the preferred field test administration date.

Requests for digital format year end field tests must be submitted to

Alberta Education by November 26 for Session 1 administrations and by
May 27 for Session 2 administrations.

No unit or year end field tests will be scheduled or administered on
statutory holidays.
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FIELD TESTING

A formal and deadline-sensitive process is used by Alberta Education to
schedule and administer field test sessions in Alberta schools. That process,
and school and school authority responsibilities related to it, are as follows.

1. Alberta Education seeks and receives superintendent authorization to
approach schools:

1.1.

1.2.

In late June, a letter is sent to every superintendent, by the Director,
Exam Administration, requesting authorization to invite their
schools to participate in the Field Testing Program in the upcoming
school year.

Superintendents indicate their authorization by replying to that
letter.

2. Alberta Education seeks and receives principal approval to field test in
their schools:

2.1.

2.2.

2.3.

In late July, a letter is sent by the Coordinator, GED & Field
Testing, to every principal whose superintendent has authorized
field testing in that school authority. This letter invites principals to
consent to having their schools participate in the Field Testing
Program in the upcoming school year.

Principals express their willingness to have their schools participate
in the Field Testing Program by submitting a Field Test
Participation Consent form (see Examination Administration
Forms section). Through this expression of consent to participate, a
principal authorizes Alberta Education to accept field test requests
from that school and, if classes from that school are subsequently
selected to write paper format field tests, to enter the school to
administer them. On this form, principals are also given the option
to approve the administration of digital format field tests using
school computers.

Principals who have approved the participation of their schools in
the Field Testing Program are expected to communicate that
decision to their staff and to designate an individual whose
responsibility it will be to work with Alberta Education to
coordinate that process within the school. Contact information for
the individual who is designated to coordinate field testing in that
school is provided to Alberta Education on the returned Field Test
Participation Consent form.

3. Schools submit field test requests:

3.1.

Field test administrations are set up and scheduled based on
information gathered from school personnel about students’
availability to write field tests. This information is collected from
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FIELD TESTING

3.2.

3.3.

3.4.

schools using the Paper Format Field Test Request Form and/or the
Digital Format Field Test Request Form (see Examination
Administration Forms section). These forms must be completed
using a current Field Test Request Guide. All of these documents
are available on Alberta Education’s website at
http://education.alberta.ca/admin/testing/forms.aspx.

Two field test sessions are run within each school year,
October/January (Session 1) and March/June (Session 2). Schools
must submit separate Field Test Request Forms for each of these
field test sessions. Only schools whose students will be writing a
diploma examination in a given session are eligible to apply for
field tests during that session.

To request digital format field tests, the teacher whose students will
be writing the field tests must submit a Digital Format Field Test
Request Form, by email, to Alberta Education.

Requests for paper format field tests must be submitted to Alberta
Education, by email, using the Paper Format Field Test Request
Form. Alberta Education prefers to receive one paper format field
test request submission per school within a given term or semester
i.e., all teacher requests for field tests should be submitted on one
request form.

NOTE: Only field test request forms that are fully and accurately
completed and received by the submission deadline, will be
processed by Alberta Education (see Significant Dates below).

4. Alberta Education schedules field test placements:

4.1.

4.2.

4.3.

Submitted field test request forms are reviewed to ensure that they
are from schools where field test participation has been approved.

The individual field test requests included on a request form are
reviewed to determine if they match the requirements of any
available field test administrations; where a match is found, a field
test placement is scheduled.

If Alberta Education receives more requests for field tests than it
has placements, future requests from those schools or classes that
were not selected to participate in the current session will be
selected first in the next field test session.

5. Alberta Education communicates and confirms field test placements:

5.1.

Once the scheduling of paper format field test placements is
complete, Alberta Education sends a follow-up letter to designated
school contacts who submitted paper format field test requests on
behalf of the teachers at their school. This letter communicates the
status of all field test requests from that school, including details of

August 2012
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June 29, 2012

July 9, 2012

August 13, 2012

August 1, 2012-
February 22, 2013

August 31, 2012

September 21, 2012

October 5, 2012

FIELD TESTING

all field test administrations that are scheduled to take place. Also
included in the letter is a packet of information to be distributed to
teachers whose students have been selected to write field tests in
that session.

5.2. When a digital format field test placement is complete, Alberta
Education sends a follow-up email to the teacher who placed the
request and who will be supervising its administration. This email
communicates the information the teacher requires to access and
administer the digital format field test.

5.3. Prior to each scheduled paper format field test administration, a
field test supervisor from Alberta Education will contact the teacher
whose students will be writing to confirm administrative details
(e.g., date, time, and location of the test administration; number of
students being tested).

Significant Dates

Alberta Education sends a letter to superintendents requesting authorization
to invite their schools to participate in the Field Testing Program in 2012—
2013.

Alberta Education sends a letter to principals inviting them to consent to
having their schools participate in the Field Testing Program in 2012-2013.

Deadline for superintendents to provide approval for Alberta Education to
invite their schools to participate in the Field Testing Program

Time period during which principals may submit a Field Test Participation
Consent form.

Note: Field test request forms submitted by a school will only be processed
by Alberta Education if the principal has approved that school’s
participation.

First day participating schools may submit Session 1 Paper Format and
Digital Format field test request forms.

Note: Requests for digital format unit and year end tests must be submitted
two weeks prior to the preferred field test administration date.

Last day for participating schools to submit Session 1 Paper Format Field
Test Request Forms for unit field tests.

Note: Session 1 Paper Format Field Test Request Forms received after
September 21 will not be processed.

Last day for participating schools to submit Session 1 Paper Format Field

Test Request Forms for year end field tests.
August 2012
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August 31, 2012

February 8, 2013

February 22, 2013

June 28, 2013

July 31, 2013

August 16, 2013

FIELD TESTING

Note: Session 1 Paper Format Field Test Request Forms received after
October 5 will not be processed.

First day participating schools may submit Session 2 Paper Format Field
Test Request Forms.

Note: Requests for digital format unit and year end tests must be submitted
two weeks prior to the preferred field test administration date.

Last day for participating schools to submit Session 2 Paper Format Field
Test Request Forms for unit field tests.

Note: Session 2 Field Test Request Forms received after February 8 will not
be processed.

Last day for participating schools to submit Session 2 Paper Format Field
Test Request Forms for year end field tests.

Note: Session 2 Field Test Request Forms received after February 22 will
not be processed.

Alberta Education sends a letter to superintendents requesting authorization
to invite their schools to participate in the Field Testing Program in 2013—
2014,

Alberta Education sends a letter to principals inviting them to consent to
having their schools participate in the Field Testing Program in 2013-2014.

Deadline for superintendents to provide approval for Alberta Education to
invite their schools to participate in the Field Testing Program.
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Diploma
Examination
Administration
Forms

Information
for Students
Planning to
Write Diploma
Examinations

Information for
Parents About
Writing Diploma
Examinations

Subject
Information
Bulletins

Data Booklets

Assessment
Highlights

RESOURCES & WEB DOCUMENTS

Resources—Printed and Web Documents

All forms related to the administration of diploma examinations and field tests
in 2012-2013 (see Examination Administration Forms section) are available
from the Alberta Education website at
http://www.education.alberta.ca/admin/testing/forms.aspx

The Information for Students Planning to Write Diploma Examinations
brochure answers general questions and addresses concerns that students may
have about the Diploma Examinations Program. Copies are available on the
Alberta Education website at
http://education.alberta.ca/students/resources/exams.aspx

The Information for Parents About Writing Diploma Examinations brochure is
a document that answers general questions and addresses concerns that parents
may have about Diploma Examination Program. Copies are available on the
Alberta Education website at
http://education.alberta.ca/parents/resources/exams.aspx

Diploma examinations are based on the provincially prescribed Programs of
Study. At the start of each school year, Alberta Education makes available
subject information bulletins. The bulletins provide detailed descriptions of
the examinations, as well as test blueprints, sample assignments, and scoring
criteria or sample responses. The bulletins also include other information of
particular relevance in the current school year. Subject information bulletins
are available on the Alberta Education website at
http://www.education.alberta.ca/admin/testing/diplomaexams/exambulletins.aspx
School administrators should ensure that students and teachers have access to
the information in these bulletins.

Data booklets are provided for Chemistry 30 and Science 30 diploma
examinations. The Data Booklets may be retained at the school after the
administration of both parts of the examination.

A report entitled Assessment Highlights for each diploma examination course
is posted annually in the fall on the Alberta Education website at
http://www.education.alberta.ca/admin/testing/diplomaexams/highlights.aspx.

Each Assessment Highlights report contains the examination manager’s
comments about student performance on each part of the January and June
examinations administered in the previous school year. This information is
important for teachers who may wish to modify their instructional approaches
based on patterns of student responses on diploma examinations.
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Released and
Unsecured
Diploma
Examination
Materials

Released Items
and Diploma
Examinations

Essential
Information for
Students and
Teachers in
Reference to
Mathematics and
Science Diploma
Examinations

Guides for
Students

Examples of the
Standards for
Students’ Writing

RESOURCES & WEB DOCUMENTS

The written-response part of some humanities diploma examinations, i.e.,
Part(ie) A, are released immediately following their administration in the
January and June sessions (see Security & Examination Rules section for
further details).

Unused copies of released Part(ie) A diploma examinations, and other non-
secure examination materials such as data booklets, may be kept in the schools
following administration. Additional copies of data booklets are also available
for purchase from the Learning Resources Centre of Alberta Education. The
Learning Resources Centre’s website is
http://www.Irc.education.gov.ab.ca/pro/default.html.

Occasionally, entire diploma examinations or selected items from previously
secured diploma examinations are released. Because of third-party copyright
issues, all released humanities item sets or examinations are distributed to
schools in a paper format document. Released mathematics and science
diploma examinations or item sets are posted to the Alberta Education website
at http://education.alberta.ca/admin/testing/diplomaexams.aspx.

Information of importance to teachers and students writing mathematics and
diploma examinations is available on the Alberta Education website

at http://www.education.alberta.ca/admin/testing/diplomaexams/exambulletins.aspx
(see Essential Information for Students and Teachers in Reference to
Mathematics and Science Diploma Examinations). This information
addresses issues and concerns specific to mathematics and science diploma
examinations such as:

* approved graphing calculators and the requirements to clear them
significant digits

* manipulation of data

* rounding of numbers

mathematics/science directing words

Guides for Students are available to provide students with information that will
increase the likelihood of their success when writing English Language

Arts 30-1, English Language Arts 30-2, Social Studies 30-1, Social Studies
30-2, Francais 30-1, French Language Arts 30-1, and Biology 30 diploma
examinations. These documents are available on the Alberta Education
website at http://education.alberta.ca/students/exams/quides.aspx.

Occasionally, examples of student responses to written response questions on
Part(ie) A portions of humanities diploma examinations are released in
documents entitled Examples of the Standards for Students’ Writing. The
written responses in these documents are examples of actual student work on
previous diploma examinations that received scores of Satisfactory (S),
Proficient (Pf), or Excellent (E). The purpose of the example responses is to
illustrate the standards that governed the marking of that Part(ie) A written
response question after it was administered, and that anchored similar example

August 2012
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responses selected for subsequent marking sessions. The example student
responses, and the commentaries that accompany them, were used to train
markers to apply the scoring criteria consistently and to justify their decisions
about the scores they awarded. These example responses represent a very small
sample of how students successfully approached the examination assignments.

On-line Services Alberta students can save time by accessing on-line student services at
for Students http://alis.alberta.ca/. These on-line services include:

* looking up an Alberta Student Number

* requesting a Statement of Courses and Marks

* requesting an official high school transcript

* paying an outstanding diploma examination rewrite fee
* applying for post-secondary admission

* applying for Alberta student financial assistance

RESOURCES & WEB DOCUMENTS August 2012
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Examination and Field Test Administration Forms

Nature and
Purpose of
Examination and
Field Test
Administration
Forms

Diploma
Examination Form
Types and Names

School administrators, examination supervisors, and students/examinees
are required to complete and submit a variety of forms before, during,
and/or after each diploma examination administration session. The
purpose of completing and submitting these forms is to initiate an
examination administration related process and/or to enable one to occur.
For example, if a student has special writing needs, a school administrator
must submit the Application for Accommodations for Students with Special
Diploma Examination Writing Needs form to initiate the approval process
that will ultimately enable the required accommodation or special format
material to be available when required by the student. School
administrators and teachers are also required to complete and submit forms
if they wish to participate in the Field Testing Program (see Field Testing
section).

All diploma examination administration and field-testing forms are
deadline sensitive because their submission has consequences related to
the production, scheduling, and delivery of examination materials, their
administration, marking, or scoring, and/or the reporting of marks and
results. Consequently, to ensure that students/examinees are able to meet
their diploma examination-related needs and requirements, they and their
school administrators and teachers need to be aware of and understand the
nature and purpose of these forms, any deadlines associated with their use,
and their responsibilities related to their submission.

Diploma examination forms can be grouped into three types. Those types,
and the generic names of the forms in each type, include:

1. Forms commonly completed and submitted by students/examinees
a. Diploma Examination Registration Form
b. Diploma Examination Rewrite Fee Form
c. Diploma Examination Rescore Application Form

2. Forms that relate to special cases and circumstances

a. Application for Accommodations for Students with Special
Diploma Examination Writing Needs

b. ESL/Francisation Request for Extra Time to Write a Diploma
Examination

c. Physician Confirmation of Acute Medical Condition or IlIness
Affecting the Writing of a Diploma Examination

d. Accommodation Request Transfer Form

e. Request for Separate Writing

f. Application to Establish a Diploma Examination Special Writing
Centre

g. Application to Serve as a Special Writing Centre Supervisor

h. Registration to Write a Diploma Examination at a Special
Writing Centre

i. Teacher Confirmation of Student Readiness to Write a Diploma
Examination at a Special Writing Centre

EXAMINATION ADMINISTRATION FORMS August 2012
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Field Test Form
Types and Names

Form Availability

Overview

j. Application to Establish a Pre-Approved Distance Learning
Special Writing Centre

k. Application to Serve as a Distance Learning Special Writing
Centre Supervisor

I. Registration to Write a Diploma Examination at a Distance
Learning Special Writing Centre

m. Teacher Confirmation of Student Readiness to Write a Diploma
Examination at a Distance Learning Special Writing Centre

n. Request for Exemption from Writing Diploma Examinations

0. Examinee Appeal Form: Eviction from a Diploma Examination

p. Examinee Appeal Form: Invalidation of a Diploma Examination

3. Forms commonly completed by administrators, examination
supervisors, and other personnel before or after a diploma examination
administration

Request for Supplemental Shipment Form

Statement of Scribe, Reader, and/or Interpreter and Examination

Supervisor

Principal’s Statement

List of Students

o

oo

The following forms are used in relation to the administration of field tests:

1. Field Test Participation Consent Form
2. Paper Format Field Test Request Form
3. Digital Format Field Test Request Form

All forms related to the administration of diploma examinations and field
tests in 2012-2013 are available from the Alberta Education website at
http://www.education.alberta.ca/admin/testing/forms.aspx.

Sample Diploma Examination Forms

Provided below is a brief description and sample illustration of each type
of form that students/examinees and/or school personnel may need to
access in relation to the administration of diploma examinations and field
tests in 2012-2013.

Many of the forms illustrated below are, in fact, double sided and/or
consist of multiple pages. However, only the first or front side of each
form is illustrated below. Similarly, some of these forms are
administration-session specific, but only one version of that form is
illustrated. Actual versions of these forms can be viewed and are available
on the Alberta Education website at
http://www.education.alberta.ca/admin/testing/forms.aspx.

EXAMINATION ADMINISTRATION FORMS August 2012
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Diploma The Diploma Examination Registration Form is deadline sensitive and to

Examination be used by students/examinees who intend to:

Registration Form « Rewrite a diploma examination

« Write a diploma examination for the first time in a course for which they

are not currently receiving instruction (students who are currently
taking a diploma examination course will be registered to write their
diploma examination by the school; those registrations are electronically
submitted to Alberta Education through Edulink).
Note: All persons writing a diploma examination must have and provide
a valid Alberta Student Number

Adberbon

Diploma Examination Registration Form 2012-2013 Eiinoafion
NOTE: If you are rewriting the examination(s) for which you are registering, you must also submit a Diploma Examination
Rewrite Fee Form and the rewrite fee,
All persons writing a diploma examination must have and provide a valid Alberta Student Number.

who write English Language Arts 30-2 in

MNovember 2012 cannot rewrite those exams in

August 2013, Students who write Social Studies

| 30-1, or Social Studies 30-2 in April 2013 cannot
rewrite those exams in August 2013,

ALBERTA STUDENT
NUMBER

SURNAME

LEGAL FIRST AND
MIDDLE NAMES

OTHER NAME(S)
ENOWN BY

-ale —— .
BIRTH DATE | SEX | Ffeme  TELEPHONE |

(e.g, 95 Jul 200
Bowkoule

PERMANENT
ADDRESS

i

| Tear | anih | Day

Frovnce | [ Fosal Cose

Diploma Examination(s) To Be Written Administration Session

English | French January June August

English Language Arts 30-1
Social Studies 30-1

Pure Mathematics 30
Biology 30

English Language Arts 30-2
Frangais 30-1 (]
Science 30

Social Studies 30-2
Applied Math ics 30
French Language Arts 30-1
Chemistry 30

Physics 30

Math ics 30-1
Mathematics 30-2 || | || || |
Notes: To request the use of a computer to write diploma examinations, you must contact the principal of the school at which you intend to write well in

advance of the writing date. Some schools may not be able to accommodate your request. If you require accommodations for the writing of a diploma
examination you must complete the Application for Accommedations form by the deadline date.

Are you currently receiving course instruction for the diploma examination(s) you will be writing/rewriting?
Yes[ No[O If yes, name of the school |I|

FOR OFFICE
USE ONLY

Diploma examination registration deadline, by session:

January 2013 session: November 1, 2012 June 2013 session: April 12, 2013 August 2013 session: July 4, 2013

The personal information collected on this form is being collected under the authority of section 33(c) of the Freedom af In ion and Protection of Privacy
Act, and will be used to administer and process the writing and/or rewriting of diploma examination{s). It will be treated in accordance with the privacy protection

provision of Part 2 of the Freedom af Information and Frotection af Privacy Acr. 1f you have any quedions about the collection of this information, contact the
Director, Exam Administration, at 780-427-0010 (to be connected toll-free within Alberta, first dial 780-310-0000).

Writing centre where vou intend to write the examination(s):
Writing Centre Name: Writing Centre Code:

Writing Centre Principal’s Signature (if applicable)

This form must be submitted to:

Alberta Education

PASI and Student Records

2™ Floor, 44 Capital Blvd, Phone: (780) 427-5732 To be connected toll-free within
10044 — 108 Street Fax:  (TB0) 422-2137 Alberta, dial 310-0000
Edmonton AB T5J 5E6

Alberta Education — Registration Form for School Year 2012-2013 August 2012
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Diploma

Examination
Rewrite Fee Form

The Diploma Examination Rewrite Fee Form is deadline sensitive. This

September 1, 2010.

fee payment form is to be used by students/examinees who intend to
rewrite a diploma examination that was previously written any time since

Adberton

Diploma Examination Rewrite Fee Form 2012-2013 eoenton
NOTE: This form s for the payment of rewrite fees only. [f you have not been registered to rewrite the diploma examination by vour school,

you must submit a Dipl Es Reg ion Form to register for the examination(s) you intend to rewrite,

The personal information collected on this form is being collected under the authority of section 33(c) of the Freedom of Inf ion and Protection af
Privacy Act. and will be used to administer and process the writing and/or iting of diploma ination{s). It will be treated in accordance with
the privacy protection provision of Part 2 of the Freedow of Information and Proteciion of Privacy Aci. If you have any questions about the collection
of this information, contact the Director, Exam Administration, at 780-427-0010 (to be comected toll-free within Alberta, first dial 780-310-0000).

ALBERTA RIRTH | '™ | M= Dl gp TELEFHONE
STUDENT DATE (M/F)
SURNAME

| For Office Use Only

OTHER NAME(S) | |

LEGAL FIRST AND

MIDDLE NAMES
KNOWN BY
PERMANENT [T T
ADDRESS
Vilhge Tomitey T | | Forml Code |
NOTE: A student who writes English Language Arts 30-2in 2012 cannot rewrite those exams in August 2013, A student

who writes Social Studies 30-1 or Social Stuches 30-2 in April 2013 cannot rewrite those exams in August 2013,

E: imati ) and inati ion for which rewrite fees are being paid:
[ English Language Arts 30-1 [ English Language Arts 30-2 [ Applied Mathematics 30 [ Mathematics 30-1
[ Social Studies 30-1 [ Frangais 30-1 [ French Language Arts 30-1 [ Mathematics 30-2
[ Pure Mathermatics 30 [ Science 30 [ Chenstry 30
[ Biology 30 [ Social Studies 30-2 [ Physics 30
O November 2012 [ January 2013 O April 2013 O June 2013 O August 2013
I am submitting payment for the rewriting of diploma examination(s) at $26.25 (350.00 for foreign students) per

examination (includes G3T), for a total of: $ 2

I am rewriting the exam at:

Method of Payment
O Cheque/Money Order (made payable O Visa [ Master Card
to the Minister of Finance) Cardholder’s name as printed on credit card (please print):
[ Cash O Debit Card
[ Credit Card
Cardholder’s Signature:
Do not send cash by mail or postdate
cheques or money orders Card Number:
Expiry Date:

Notes: Rewnte fees are only required to be paid when rewriting examinations that were previously written on or after September 1, 2010,
If you have an unpaid rewrite fee from a prior examination session, your current payment will be credited toward the outstanding
debt. Youmust clear any outstanding debt before current examination marks will appear on your high school record.

If vou register to rewrite an exarmination(s) and cancel or do not write it after submitting a rewnte fee payiment, a $10.50
processing fee will be charged for each examination that 1s not written. Only the remaining rewrite fee momes will be refunded
upon request.

Submit this form and the rewrite fee(s) in person at or by fax or mail to:
Alberta Education

PASI and Student Records
2™ Floor, 44 Capital Blvd. Phone: (780) 427-5732 To be connected toll-free within
10044 — 108 Street Fax:  (780) 422-2137 Alberta, dial 310-0000

Edmonton AB T5J SE6

Alberta Education — Rewrite Fee Form for School Year 2012-2013 August 2012
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Diploma
Examination
Rescore
Application Form

The Diploma Examination Rescore Application Form is deadline sensitive
and to be used by students/examinees who want to have one or more
diploma examinations rescored.

2012-2013

Diploma Examination Rescore Application Form

Abertan

Education

Rescore Application Deadlines:

ALBERTA STUDENT
NUMBER

November 2012 rescore-December 3, 2012
January 2013 rescore-March 4, 2013

SURNAME

April 2013 rescore-May 10, 2013
June 2013 rescore-August 2, 2013

LEGAL FIRST AND
MIDDLE NAMES

Augud 2013 rescore-September 6, 2013

OTHER NAME(S)
ENOWN BY

BIRTH DATE

PERMANENT
ADDRESS

ApURTCEAY

e i T
9 s M-Bale
I N e I

2., 95 Jul 20
e

TELEFHONE |

| VillagaTowsdCity

| Frovamee

Pomal Gode

Check the examination(s) you want rescored and

Diploma E:

E

Nov

ation in which you wrote,

Apnl

Jun

Applied Mathematics 30

Biology 30

]

Chemistry 30

0

ELA 30-1

O

ELA 30-2

Frangais 30-1

French Language Arts 30-1

Physics 30

Pure Mathematics 30

oo

Science 30

Social Studies 30-1

Social Studies 30-2

Mathematics 30-1

Mathematics 30-2

O0OO0oOoOoOoOooOoo

I:I|I:I‘EII:II:IEII:IEIEIDEIEIDD

EI|EI‘EI O D|EI‘EJ‘D‘EI O D|EI‘EJ‘EJ £

Method of Payment

O Cash
[[] Debit Card
O Credit Card

cheques or money orders.

in person at:

2nd Floor, 44 Capital Boulevard
10044 — 108 Street
Edmonton

[ ChequeMoney Order (made
payable to the Minister of Finance)

Do not send cash by mail or postdate

Submit this form and the rescore fee(s)

Alberta Education, PASI and Student Records

O visa [ Master Card

Important
Exam Administration must receive this rescore request
by the deadline date specified above and on the Results
Statement.
Rescore requests will be denied if the examinee fails to:
* submit payment
* sign the Declaration

1 am requesting the rescoring of diploma

(manber)
examination(s). at $26.25 (includes GST) each, for a
total of § .

Declaration: [ acknowledge that a rescore mark will be
the final mark for that particular examination whether
the mark is raised. lowered, or remains the same.

Signature of Student (Required)

Dale

Cardholder’s name as printed on credit card (please print):

nature of Parent/Guardian (if student is under 18 yrs of age)

Cardholder’s Signature:

Card Number:

Expiry Date:

by mail, email, or fax to:
Exam Administration Branch

The personal information collected on this form is being collected under the autharity of section 33(c) of the Freedom of Information and Protection of Privacy
Aer, and will be used to administer and process the writing andlor rewriting of diploma examination(s). It will be treated in accordance with the privacy protection
provision of Part 2 of the Freedonm of Informarion and Protection of Privacy Act. If you have any questions about the collection of this information, contact the

Director, Exam Adminisiration, at 780-427-0010 {to be connected toll-free within Alberta, first dial 780-310-0000).

Teo be conneeted toll-free within
Alberta, first cial 780-310-0000

6th Floor, 44 Capital Boulevard
10044 — 108 Street, Edmonton, T5J SE6
Enmil: exam.admin@gov.ab.ca

Phone: 780-422-4859

Fax: T80-422-7025

Alberta Education — Rescore Application for 2012-21013 School Year
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Application for
Accommodations
for Students with
Special Diploma
Examination
Writing Needs

The Application for Accommodations for Students with Special Diploma
Examination Writing Needs form is deadline sensitive and to be used by
school administrators, on behalf of a student, or by a mature
student/examinee, on his or her own behalf, to apply for approval to use
one or more writing accommaodations (see Special Cases &
Accommodations section).

NUMBER

SURNAME

MIDDLE NAMES

BIRTH DATE

PERMANENT
ADDRESS

1. E PR

Application for Accommodations for Students with Special Diploma
Examination Writing Needs 2012-2013

ALBERTA STUDENT

LEGAL FIRST AND

Abertan

Education

Tay
SEX

TELEPHONE |

(e, 95 Jul 20)
ApUAreaAw?. 0. Baoods |

Vilksgs Town/City |

Provance [ Fortal Code

| Ve l Tenm

[ November 2012; dzadline for application: October 1, 2012
[ January 2013; deadline for application: November S, 2012
O April 2013; deadline for application: Febmary 27, 2013

. R ted accom

ition session for which this request applies (use a separate application form for each session)

[ June 2013; deadline for application: April 12, 2013
[ August 2013; deadline for application: July 16, 2013

q

For each exam or exam part to be written, indicate the language of the exam and identify the specific accommodation(s)
being requested, by number, as indicated in the list and example below. Use the full exam name e.g., English Language
Arts 30-1: Seience 30. If requesting different accommodations for the part(ie) A and part(ie) B sections of a language arts
or social studies examination, specify the accommeodations for each part in a separate column e.g. Social 30-1 Fart A.
Social 30-1 Part B.

No. 1 CD for Visually Impaired Students

No. 2 CD for Students with Leaming or Physical Disability
No. 3 Extra Time

No. 4 Not currently assigned

No.5 Scribe

MNo. 6 Large print

(s) by exam (or exam part) and language

Braille

Reader

No. 7
No. 8
Mo. 9
No. 10
No. 11
No. 16

Sign Language Interpreter
Recorded Response

Franklin Language Master
Miscellaneous (specify)

#2CD

OEnglish ClFrench

Exam Exam Exam Exam Exam
OEnglish OFrench OEnglish CFrench OlEnglish OFrench OlEnglish OFrench OlEnglish CFrench

e

#3-Extra Time

#Hé-Large PI"I&

«  Writing centre where the examination(s) will be written.
Writing Centre Name
+  School where the course(s) are or were taken

School Name

School Code:

School Code:

Page I of 3
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ESL/Francisation
Request for Extra
Time to Write a
Diploma
Examination

The ESL/Francisation Request for Extra Time to Write a Diploma
Examination form is deadline sensitive and to be used by school
administrators, on behalf of a student, or by a mature student/examinee, on
his or her own behalf, to apply for approval to have extra writing time (see
Special Cases & Accommodations section).

NUMBER

SURNAME

ESL/Francisation Request for Extra Time to Write a Diploma
Examination 2012-2013

ALBERTA STUDENT |

LEGAL FIRST AND
MIDDLE NAMES

Nberton

Education

¢, 95 Tul 20)
PERMANENT [T T ) T T
ADDRESS
Teager T owss ity |
| Promne Postal Code |
1. E inistration session for which this request applies (use a separate application form for each session)
O November 2012; deadline for application: October 1, 2012 O June 2013; deadline for application: April 12, 2013
[ January 2013; deadline for application: November 5, 2012 [ August 2013; deadline for application: July 16, 2013

O April 2013; deadline for application: February 27, 2013

2. Diploma examinations for which the accommodation of extra time is being requested
| Biology 30 1
: Exam : Exam Exam Exam Exam Exam
i OEnglish OFrench ; [English OFrench OEnglish CFrench OEnglish OFrench OEnglish OFrench OJEnglish CFrench
H Extra Ti :
HE .l 1

3. Language Proficiency Test Scores:

Language Proficiency Test #1:

Date test was administered: Dhuration of assessment (he/min);

(Harre and best foem used)

Administrator (name and title)

Test results and analysis:

Section:
Section:

Section:

Raw Score: Grade equivalency
Raw Score: Grade equivalency
Raw Score: Grade equivalency

Language Proficiency Test #2 [If applicable|:

Date test was administered: Duration of assessment (hr/min):

(Harre and test form used)

Administrator (name and title)

Test results and analysis:

Section: Raw Score: Grade equivalency
Section: Raw Score: Grade equivalency
Section: Raw Score: Grade equivalency
Page 1 of 3
Alberta Education - ESL/Francisation Request for Extra Time to Write a Diploma Examination 2012-2013 August 2012
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Physician

Confirmation of
Acute Medical
Condition or

Diploma

The Physician Confirmation of Acute Medical Condition or IIness

Affecting the Writing of A Diploma Examination form is to be used when a
student/examinee is requesting an accommodation or exemption on the

basis of an acute illness or medical condition (see Special Cases &
IlIness Affecting Accommodations section).
the Writing of A

Examination

Student/Patient’s Alberta Student Number {ASN})

Parent { Guardian) First and Last Name

oo

Physician Confirmation of Acute Medical Condition or Iliness
Affecting the Writing of a Diploma Examination

To Be Completed by the Student/Patient

Student/Patient’s First and Last Name

Mbertan

Education

Student/Patient’s School Name and School Code

s PG
oo

personal medical information.

Iwe authorize the release of personal medical information to support my request for exemption or accommodations. I'we
acknowledge that the request for exemption or accommodation will be denied if I'we refuse to authorize the release of relevant

I understand that the personal information collected on this form is being collected under the authority of section 33(c) of the
Freedom of Information and Protection of Privacy Act, and will be used to administer and process the writing and/or rewriting of
diploma examination{s). It will be treated in accordance with the privacy protection provision of Part 2 of the Freedom of
Information and Protection of Privacy Act. 1f you have any questions about the collection of this information, contact the Director,
Exam Administration, at 780-427-0010 (to be connected toll-free within Alberta, first dial 780-310-0000).

The information provided to the physician to enable the accurate completion of this confirmation form is true and complete.

ra

Sigrature of Stodetd Tate ‘Signature of Farent or Cuardan (1 fudent = under 18 years of age)
To Be Completed by the Physician

Part 1: Symptoms, Diagnosis, Treatment, Prognosis

Date and time of the medical appointment

Major symptoms reported by the patient and reported date of onset of those symptoms

Major symptoms clinically observed

Diagnosis

Treatment plan (e.g. medications) and prognosis relative to the Diploma Examination administration schedule

Diploma examination schedules for the 2012-2013 school year can be found in the Schedules & Significant Dates section of the Diploma
Examination Program General Information Bulletin. This document is available on the Alberta Educaion website at:
hitt

[feducation.alberta ca/admin/testing/diplomaexams/diplomabulletin aspx.

Page 1 of 2
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Accommodation
Request Transfer
Form

The Accommodation Request Transfer Form is deadline sensitive and to be
used when a student has transferred courses after an Application for
Accommodations for Students with Special Diploma Examination Writing
Needs form or an ESL/Francisation Request for Extra Time to Write a
Diploma Examination form has been submitted for the course in which

he/she was originally registered.

Adbertan

Accommodation Request Transfer Form 2012-2013

Education
ALBERTA STUDENT
NUMBER
SURNAME | |
LEGAL FIRST AND
MIDDLE NAMES
BIRTH DATE

o Tay
TELEPHONE

(&2, 95 Jul 20)

—_ M-bue
SEX I:lr:—.:h'r

PERMANENT FrUrelAve? O Baotots

ADDRESS
| VillagsTown'City |
| Frovnce | | Voral Code

E-mail ADDRESS | |

Note: This form should only be submitted when a student has transferred courses after an Application for Accommaodations for
Students with Special Diploma Examination Writing Needs form was submitted for the course in which he/she was
originally registered. Submission of this form will ensure that the student receives the special format materials, which
were requested earlier, for the correct diploma examination.

Session for which the accommodation(s) have been requested and the deadlines for submitting this form:

] August 2013 Administration
July 16, 2013

[ 1une 2013 Administration
April 12, 2013

D January 2013 Administration
Nov. 5, 2012

Student was originally registered in [please check & |:

[ Social Studies 30-1 [ Social Studies 30-2

O Applied Mathematics 30 O Pure Mathematics 30

[0 English Language Arts 30-1 [J English Language Arts 30-2
O Mathematics 30-1 O Mathematics 30-2

O Other (Specify):

Student has transferred to [please check B |

[ Social Studies 30-1 [ Social Studies 30-2

O Applied Mathematics 30 O Pure Mathematics 30

[ English Language Arts 30-1 [J English Language Arts 30-2
[0 Mathematics 30-1 O Mathematics 30-2

O Other (Specify):

The following material(s) were requested in the original dation

ion submission [please check E):
[ CD for students with visual impairment [ Accommodation 1]

[ CD for students with learning or physical disability [Accommodation 2]

[ Large Print

[ Braille

O Coloured Paper
O Other, Specify:

School Name: School Code: Date:

Writing Centre Name: School Code:

Student’s Signature

Principal’s Signature

The personal information collected on this form is being collected under the authority of section 33(c) of the Freedom of Infe ion and Py of Privacy

Act, and will be used to administer and process the writing and/or rewriting of diploma examination(s). It will be treated in accordance with the privacy protection
provision of Part 2 of the Freedom of Information and Protection of Privacy Act. If you have any questions about the collection of this information, contact the
Director, Exam Administration, at 780-427-0010 (to be connected toll-free within Alberta, first dial 780-310-0000),

This form must be submitted by the specified deadline dates to:
Alberta Education, Special Cases and Accommodations

44 Capital Blvd.
10044 — 108 Street
Edmonton AB T3] 5E6

E-mail: special cases@eov.ab.ca
Phone: {780) 427-0010 Fax: (780) 422-4880
To be connected toll-free within Alberta, dial 310-0000

Alberta Education — Accommodation Request Transfer Form 20012-2013
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Request for The Request for Separate Writing form is deadline sensitive and to be used

Separate Writing  when a student/examinee needs to request permission to write the Part(ie)
A and B portions of a humanities (i.e., English, Francais, or French
language arts, or social studies) diploma examination in different
administration sessions (see Special Cases & Accommodations section).

Request for Separate Writing -/4'(%::
For Part A/B of the Humanities Diploma Examinations )

ALBERTA STUDENT
NUMBER

SURNAME

MIDDLE NAMES

LEGAL FIRST AND | |
| Towr Meath

o SEX N s, TELEPHONE
BIRTH DATE . FFemale

€.z, 95 Jul 20]
PERMANENT APUBrEeiAvSF O Bouimee
ADDRESS
Village Town/Ciy ‘

Promnce | | Postal Code
School:
(Name) (School Code) (City/Town)
I request permission to write the following examination parts at different administrations as follows: (please indicate both Part A and Part B)
o -, Administration .

‘ Course Name Examination Part ( check) Year
A O January O june O August
B O January O June O August

Reason for separate writing (Please be specific):

Note: The missing part of a diploma examination must be written within one year of the writing of the first part. If vour request for separate
wriling is nof approved, you will be required to write both parts of the examination at a future administration.

Student Declaration: All students must sign and date the following below:

I understand that the personal information collected on this form is being collected under the authority of section 33(c) of the Freedom of
Iniformation and Protection of Privacy Aet, and will be used to administer and process the writing and/or rewriting of diploma examination(s). It
will be treated in accordance with the privacy protection provision of Part 2 of the Freedom of Information and Frotection of Privacy Aet. 1f
you have any questions about the collection of this information, contact the Director, Exam Administration, at 780-427-0010 (to be connacted
toll-free within Alberta, first dial 780-310-0000).

I have accurately provided information on this request form.

Signature of Student Date

Email address

I Note: A Diploma Examination Registration Form must be submitted, prior to writing the missed part of an examination. I

This form must be submitted to:

Alberta Education, Special Cases and Accommodations

44 Capital Blvd. E-mail: special cases(@gov.ab.ca
10044 — 108 Street Phone: (780)427-0010 Fax: (780) 422-4889
Edmonton AB T5J 5E6 Tao be connected toll-free within Alberta, dial 310-0000
Alberta Education - Request for Separate WritingFor Part A/B of the Humanities Diploma Examinations August 2012

EXAMINATION ADMINISTRATION FORMS August 2012
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Application to
Establish a
Diploma
Examination
Special Writing
Centre

The Application to Establish a Diploma Examination Special Writing
Centre form is deadline sensitive and to be used when a student/examinee
who is receiving instruction for a course within Alberta wants to request
permission to write a diploma examination outside of the province (see
Special Cases & Accommodations section). This form must be submitted
with the Application to Serve as a Special Writing Centre Supervisor;
Registration to Write a Diploma Examination at a Special Writing Centre;
and Teacher Confirmation of Student Readiness to Write A Diploma
Examination at a Special Writing Centre forms.

Application to Establish a Diploma Examination Special Writing Centre

Aperton

Education

2012-2013
1. Student Personal Information
ALBERTA STUDENT PRIMARY | SECONDARY | |
NUMBER TELEPHONE TELEPHONE
SURNAME BIRTH [Vmr] Mt Doy | SEX
DATE MF)
LEGAL FIRST AND
MIDDLE NAMES
PERMANENT [ BoxHoe For Oifice Use Only
ADDRESS | |
» Approved O Denied O
|~‘||:a"n"|u |
|F'ra. ..... | | Tl Tk | Signature
SWCE#
SWCSH
STUDENT E-mail
ADDRESS | |
PARENT e-mail
ADDRESS
2. Examination administration session for which this request applies and application deadlines
O November 2012 (application deadline: October 1, 2012) [ June 2013 {application deadline; April 12, 2013)
O January 2013 (application deadline: November 5, 2012) O August 2013 (application deadline: July 4, 2013)
[ April 2013 (application deadline: February 27, 2013)
3. Diploma examination(s) to be written at the proposed Special Writing Centre
Examination E E
O ELA30-1 [0  Social Studies 30-1 | ] Physics 30
O ELA30-2 O  Social Studies 30-2 [0  Pure Math 30
O FLA3D-L O Biology 30 O Applied Math 30
O Frangais 30-1 0 Chemistry 30 O Matt tics 30-1
O Science 30 O  Mathematics 30-2
4. Course and school information
For which of the diploma examinations indicated above are vou currently completing the diploma exam course and through which
school are you taking that course?
Diploma Exam Course School Where You are Currently Taking The Course
5 R for Pp 1to ish a Special Writing Centre
[ 1 have a right of access to education in Alberta: after completing instruetion in a diploma examination course at an aceredited Alberta high
school I (will) have moved from the province permanently; I cannot retum to Alberta to write the nation (p d to Section 6)
O 1 will be participating in an activity or event outside Alberta during the diploma examination administration (proceed to Section 7)
6.  Permanent move from Alberta

Date of the move (Attach supporting documentation})

Reason for the move

{Attach supporting documentation)

If you are currently enrolled in the course(s) for which you have requested to write diploma exarminations at a Special Writing Centre, how,
when, and where will you be writing the final school exams for those courses?

{Attach supporting documentation)

Alberta Education—Application to Establizh 3 Diploma Examination Specisl Writing Centre 2012-2013

August 2012

EXAMINATION ADMINISTRATION FORMS
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Application to

Serve as a Special
Writing Centre

Supervisor

The Application to Serve as a Special Writing Centre Supervisor form is

deadline sensitive and to be used when an applicant wants to request

permission to supervise the writing of a diploma examination outside of the
province on behalf of a student who is receiving instruction for a course
within Alberta (see Special Cases & Accommodations section). This form

must be submitted with the Application to Establish a Diploma

Examination Special Writing Centre; Registration to Write a Diploma
Examination at a Special Writing Centre; and Teacher Confirmation of
Student Readiness to Write A Diploma Examination at a Special Writing

Centre forms.

Application to Serve as a Special Writing Centre Supervisor A{h&rbﬁ_ﬂ
Education
2012-2013
Faor Office Use Cmly
1. Student Information RegecaiiCl iness O
. SWCH
STUDENT'S ALBERTA En_m;.mg-
STUDENTNUMBER SWCEN SWCSH
STUDENT'S FIRST
NAME AND SURNAME
2. Applicant’s Name and Contact Information at the Proposed Special Writing Centre
First Hame Last Name Tt ok nthe ¢ rganization
Farme of Instibution or Organimtion Where Employed Type of huztiulion or Crganmation
Builng Hamre (f appleable) O e/Rcorn Mirnber Straet Narne andler Hurber
Town/City ProvireelState Country Postal or Tip Code

Telephone Huarber Eirnil Address

Aletter from my employer, on official business letterhead, confirming my employment status and authorization to serve as a Special
Writing Centre Supervisor, if approved by Alberta Education, is attached

Confirmation of Ability to Serve as a Special Writing Centre Supervisor
O 1 flusntly read and write the of the ination(s) to be admini d (English and'or French, depending cn the examination)

O | have read and understand the directives, rules, and procedures associated with the establishment and writing of a diploma
examination at a Special Wniting Centre

I have reviewed the diploma examination schedule for the session in which the student is proposed to write, and will be available to:

O receive all diploma examination matenals in the two week peniod prior to the scheduled diplorma examination date
O  admini the dzsi; d i i s) on the officially scheduled dav(s) and time(s)
O package and return all diploma aration materials to Alberta Education, as per the published deadlines for those returns

FProposed Special Writing Centre Site Information

O Space appropriate for the secure and appropriate storage and administration of diplomsa examinations is available at my place of
employment, which has been identified above

Deetailed desenption of the proposed secure storage site (include room or office number):

O Phetographis) of the propossd secure storage site are attached

Detailed description of the room where the ination{s) would be Iy and appropriately administered (include room or office
number):
D Photographds) of the proposed secure ination writing room arc attached.

[ Aletter from my empleyer, on official business letterhead, authorizing the use of the proposed spaces for Special Writing Centre
purposes, and confirming their tantative procurement for the dates and times required for that use, is attached

First Wirne mnd Bumame of Perser Autbrerized 1o Approve the Use of The Space Tak/Role ithe Orgaiztien
Teiephors Hurher Ermail Address
Alberta Education - Application to Supervisc a SWC for School Year 2012-2013 August 2012

EXAMINATION ADMINISTRATION FORMS
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Registration to
Write a Diploma
Examination at a
Special Writing

Centre

The Registration to Write a Diploma Examination at a Special Writing
Centre form is deadline sensitive and to be used by a student who is
receiving instruction for a course within Alberta but is requesting to
write his/her diploma examination at a Special Writing Centre (see Special
Cases & Accommodations section). This form must be submitted with the
Application to Establish a Diploma Examination Special Writing Centre;
Application to Serve as a Special Writing Centre Supervisor; and Teacher
Confirmation of Student Readiness to Write A Diploma Examination at a
Special Writing Centre forms.

Registration to Write a Diploma Examination at Special Writing Centre

2012-2013

This section to be completed by the student:

1. Student’s Personal Information

ALBERTA STUDENT PRIMARY SECONDARY
NUMBER TELEPHONE TELEFHONE

SURNAME | | BIRTH 'rml Mocth |m SEX
DATE M)
LEGAL FIRST AND | |
MIDDLE NAMES
PERMANENT 5 TaFnde For Office Use Only
ADDRESS | | SWCES
Vil Toamoty SWCSH
| | SWCE
Provnce Postal Code
| | Approved All ) pastiol O]
STUDENT Denied )
E-mail ADDRESS | |
PARET e-mail Signatur
ADDRESS
2.  Examination administration session for which this registration applies and application deadlines
[0 November 2012 {application deadline: October 1, 2012) O June 2013 (application deadline: April 12, 2013)
[ January 2013 (application deadline: November 1, 2012) [ August 2013 (apphcation deadline: July 4, 2013)

[J April 2013 (application deadline: February 27, 2013)

3. Examination(s) to be written (language of the exam and exam name/part) at the proposed Special Writing Centre in this session:

Mperton

Education

Exam

Frangais 30-1 Pt. A
Frangais 30-1 Pt. B

O ELA30-1Pt A O O Social Stadies 30-1 Pt A O 0O Eiology30

O ELA30-1PtB O [O Social Studies 30-1 PL B O O Chemistry30
O ELA30-2Pt A O O Social Studies 30-2 Pt. A O [ Physics30

O ELA30-2PtB O [O Social Studies 30-2 Pt B O O Science30

O FLA30-1Pt A O O Pure Math30
O FLA30-1PLB O O Applied Math 30
(m] o oa

[m] O 0

Name/Part Exam Language and Exam Name/Part
T

Exam Language and Exam Name
. ; %

F*

*

Mathematics 30-1
Math 1, a0-2

4. Course completion information for examination(s) being written for the first time

* E=Enghsh, F =French

Course Teacher Name School Name Final School

Exam Date
Day Month

[] A Feacher Confirmation of Student Readiness to Write a Diploma Examination form is attached for each course listed above

5.  Course completion information for $) being re-written; course ¢ Iy being retaken
51
Courze Harne Sechool Harme
Hame Course Enrolment Date (month & year) Scheduled Date of Final School Exam (day & month)

Final school mark(s) previously received for this course; month/year awardad

Diploma exam mark(s) previously received for this course; month/vear awarded

Page lof3

Alberta Education - Registration to Write at a SWC Form for School Year 2012-2013 August 2012
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Teacher

Confirmation of
Student Readiness

to Write a
Diploma

Examination at a
Special Writing

Centre

The Teacher Confirmation of Student Readiness to Write a Diploma

examination at a Special Writing Centre (see Special Cases &

Examination at a Special Writing Centre form is deadline sensitive and to
be used by the teacher of a student who is receiving instruction for a
course within Alberta but is requesting to write his/her diploma

Accommodations section). This form must be submitted with the
Application to Establish a Diploma Examination Special Writing Centre;

Application to Serve as a Special Writing Centre Supervisor; and
Registration to Write a Diploma Examination at a Special Writing Centre

forms.

Teacher Confirmation of Student Readiness to Write a Diploma Examination
at a Special Writing Centre 2012-2013

To be completed by a student”s teacher, if the student is currently completing 2 course for which he/she has requested approval to write a diploma
examination at a Special Writing Centre

Aberton

Education

1. Examination administration sesdon for which this confirmation applies:
O November 2012 [ January 2013 O April 2013 O June 2013 O August 2013

BTy [T | WEs Ty SEX
DATE MF)

2. Siudent Information

ALBERTA STUDENT
NUMEBER

SURNAME

| | For Office Use Oply
LEGAL FIRST ANT SWCE#
MIDDLE NAMES swose
CURRENT o O Boato sweH
ADDRESS
- |
Sigmature

Traunce | | Pomal Lodt

3. Student’s Course Progress Information

COURSE SCHOOL FIN AL [Teradiies prLoMa  [PrsTiER
NAME EXAM DATE EXAM DATE

COURSE ENROLMENT [t s vr % OF COURSEWORK & ASSIGNMENTS CURRENT AGGREGATED
DATE CURRENTLY COMPLETED COURSE MARK in %

f ke ¢ leted, o trated ability level and effort and work/study habits demonstrated to date, in

Civen hisher current course mark, per o

my professional judgment, the above-named student has a reasonable likelihood of

Yes No
Completing the required o k prior to the scheduled date of the final school-based exam for this course oo
Achieving a passing grade on the final school exam for this course if the exam iswritten on the scheduled date im.]
Achieving a passng diploma examination mark if the exam is written in the proposed exam writing session |
4. Teacher Declaration and Information
[0 This student’s reason for being out of the province when the afor d diploma i is scheduled to be writlen he criteria that

would enable himher to be approved to establish a Special Writing Centre
i dipl ination ata Special Writing Centre

O  1suppont this student’s request to write the
1 Irthes student is apy to write the ioned dipl ination at the ted I session and Special Writing
O

Centre, Twill submit hisher final school awarded mark for that course by the |n|b||d|c(| submission deadline date

Thave discussed the information T am providing on this form with the student before submitting my response

Teacher"s Frdt Harre Tancher's Surriens Rehoa] Haree and Schoal Code
Telephone Number Emrail Address
Teaer's Bagture Tate

5. Principal’s Information

Ermepal’s Nirne Prizmpal's Signature Date

Teleshone Humber Erail Address

rocess o be
TS1005.
rded to Special

All original signed and documents uu\[hl {Jru-]clrﬂh and received by x|:cu_||l “ases and Accommodat

The personal information collected on this form is being collected under the authority of section 33{c) of the Freedom of Information and Froteciton of Privacy
Aci, and will be used to administer and process the writing and/or rewriting of diploma exammation(s). It will be treated m accordance wilh the privacy protection
provision of Part 2 of the Freedom of Information and Protection of Privacy Act. If you have any questions sbout the collection of this information, contact the
Director, Exam Administration, at 780-427-0010 (to be connected toll-free within Alberta, first dial 780-310-0000].

Special Cases and Accommodations, Alberta Education special.cases@goy.ab.ca
44 Capital Blvd. 10044 — 108 Street Phone: (780)427-0010 Fax: (780)422-1889
Edmonton AB T5J 5E6 To be conected toll-free within Alberta, dial 310-0000
Albertza Education —Teacher Confirmation of Readiness to Write Form for School Year 2012-2013 August 2012

EXAMINATION ADMINISTRATION FORMS
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Application to
Establish a Pre-
Approved

Distance Learning

Special Writing
Centre

The Application to Establish a Pre-Approved Distance Learning Special
Writing Centre form is to be used to apply to have a Special Writing Centre
established on behalf of a student who is registering to take a diploma
examination course through distance learning outside Alberta (see
Special Cases & Accommodations section). This form must be submitted
with the Application to Serve as a Distance Learning Special Writing

Centre Supervisor form.

Application to Establish a Pre-Approved Distance Learning -A/“: EE’ F‘ d‘ 1
Qucation
Special Writing Centre 2012-2013
1. School/Frogram Information
SCHOOL I | AUTHORITY
AUTHORITY NAME CODE
SCHOOL OR. [ | SCHOOL
PROGRAM NAME CODE
2. Student Information
The following student lives outside Alberta and has applied to take diploma examination course(s) delivered through our online leaming
program:
ALBERTA STUDENT PRIMARY SECONDARY | ]
NUMBER TELEFHONE TELEFHONE
SURNAME BIRTH [Vew| Moan [Dov| sEX
DATE M/F)
LEGAL FIRST AND | |
MIDDLE NAMES For Office Use Only
PERMANENT ARSI O Beaat Approved T Denied 0
ADDRESS
l Villags/T owes ity ] Signature
SWCE#
lr . ‘ | Fomal Code ‘ J—
SWeH
STUDENT
E-mail ADDRESS
PARENT c-mail | |
ADDRESS
3. Diploma examination course(s) for which the student is registering and proposed diploma exam writing session(s)
Proposed Diploma Exam Proposed Diploma Exam
Course Writing Session Course Writing Sesson
Maonth Year Month Year
[ ELA30-1 [ Chemistry 30
[] ELA30-2 ] Physics 30
[0 FLA 301 [ Pure Math 30
[0 Frangais 30-1 [ Applied Math 30
[ Social Studies 30-1 [ Science 30
[0 Sosial Studies 30-2 [ Mathematics 30-1
[0 Biolegy 30 [J Mathematics 30-2
4. Proposed Special Writing Centre Supervisor Name and Contact Information at the Proposed Special Writing Centre
First Han Last Hane TileRole m the Orgarzaton
famme of r Organimation Where Employed Type of Instution or Crganization
Euildng Na OificeFoom Nusber Siree Rarne andlor b
TownCity Frovace/State Courtry Fodtal or Zip Code
Telephone Hurrber Ermail Address
[] An.dpplication to Serve as a Distance Leaming Special Writing Centre Supervisor form, completed by the above named applicant, is
attached.
|:| A letter from the applicant’s employer, on official business letterhead, confirming the applicant’s employment status and authorization
to serve as a Special Writing Centre Supervisor, if approved by Alberta Education, is attached to the application form
Fage I of2

Alberta Education — Application to Establish a Pre- Approved SWC Form for School Year 2012-2013
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Application to
Serve as a
Distance Learning
Special Writing
Centre Supervisor

The Application to Serve as a Distance Learning Special Writing Centre
Supervisor form is to be used when an applicant wants to request
permission to supervise the writing of a diploma examination outside of the
province on behalf of a student who is registering to take a diploma
examination course through distance learning outside Alberta (see
Special Cases & Accommaodations section). This form must be submitted
with the Application to Establish a Pre-Approved Distance Learning

Diploma Examination Special Writing Centre form.

Abertan

Application to Serve as a Distance Learning Special Writing Centre

. Education
Supervisor 2012-2013
For Office Use Only
1. Student Information Approved O Detiied O
i SWC#
STUDENT'S ALBERTA ke
STUDENT NUMBER SWCEN FWCEH
STUDENT'S FIRST NAME AND
SURNAME
2. Proposed Dipl E Session for Which This Request Applies (Month/Year)
3. Applicant’s Name and Contact Information at the Proposed Special Writing Centre
First Hame Last Hame TileEale in the Crganization
Hame of Ins#ution of Crganization Where Employed Type of Instiution or Crganization
Building Name 0f spplictle) OficeRoan Nurber ‘Sereet Name andfor Nurrber
Tor FrovinceState Courkry Postal o Zip Code
Telphone Humber Email Address
A letter from my emplover, on offici i t , confimming my employment status and authonzation to serve as a Special
O Aletter fr 1 fHicial b letterhead pl t stat d auth tion t 5 1
Writing Centre Supervisor, if approved by Alberta Education, is attached.
4. Confirmation of Ability to Serve as a Special Writing Centre Supervisor
uently read and write the | of the ination(s) to be 1St (English and/or French, depending on the examination
O 1 fluent d and write th f th (s} to be adr 1 {English and/or French, d i t tiomn)

O 1 have read and understand the directives, rules, and procedures associated with the establishment and writing of a diploma
examination at a Special Writing Centre

I have reviewed the diploma examination schedule for the session in which the student is proposed to write, and will be available to:

O receive all diploma examination materials in the two week period prior to the scheduled diploma ination date
O admmster the designated ination(s) on the officially scheduled dayv(s) and time(s)
[0 package and retum all diploma examination materials to Alberta Education, as per the published dzadlines for those retumns

5. Proposed Writing Cenire

[0 Space that will enable the secure and appropriate storage and administration of diploma inations is available at the proposed
Special Writing Centre Supervisor’s place of employiment, which is identified above

Detailed deseription of the proposed secure storage site (include room or office number):

[ Photographs) of the proposed secure storage site are attached

Detailed description of the room where the examination(s) would be securely and appropriately administered (include room or office
number);

D Photographis) of the proposed secure examination writing room are attached.

D A letter from my emplover, on official business letterhead, authonzing the use of the proposed spaces for Special Writing Centre
purposes, and confirming their tentative procurement for the dates and times required for that use, is attached

First Narne aod Burmaimne of Parsen Authorized to Approve tve Use of This Space Tale/Rok n the Crganiation

Page Taf2

Alberta Education - Application 1o Serve as a Distance Learning Special Writing Centre Supervisor 2012-2013 August 2012
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Registration to

Write a Diploma
Examination at a
Distance Learning

Special Writing
Centre

The Registration to Write a Diploma Examination at a Distance Learning
Special Writing Centre form is deadline sensitive and to be used by a
student who is taking a diploma examination course through distance
learning outside Alberta and is requesting to write his/her diploma
examination at a pre-approved Distance Learning Special Writing Centre
(see Special Cases & Accommodations section). This form must be
submitted with the Teacher Confirmation of Student Readiness to Write A
Diploma Examination at a Distance Learning Special Writing Centre form.

Abertan

Education

Registration to Write a Diploma Examination af a
Distance Learning Special Writing Centre 2012-2013

This section to be completed by the student:

1. Student’s Personal Information

ALBERTA STUDENT
NUMBER

FRIMARY SECONDARY

TELEPHONE TELEFHONE
BIRTH [Yer| Mooz [Duy] sEX
DATE (M/F)

LEGAL FIRST AND
MIDDLE NAMES

For (MTice Use Only

PERMANENT Fode SWCEW
ADDRESS SWCSH

SURNAME |
-
|

Approved All T partial O

FPosal Code
Denied [J

E-mail ADDRESS Signature

Velage' T cmms LAty | SWCH

PARENT e-mail
ADDERESS

|.=.-w..v.<e

2. E

istration session for which this registration applies

[ June 2013 {application deadline: April 12, 2013)

[0 November 2012 (application deadline: October 1, 2012)
[ August 2013 (application deadline: July 4, 2013)

[ January 2013 (application deadline: November 1, 2012)
[ April 2013 (application deadline: February 27, 2013)

3. Examination{s) to be written (language of the exam and exam name/part) at the Special Writing Centre in this session:

Exam Name/Part Exam Language and Exam Name/Part Exam Language and Exam Name
E* F* E* F*
[0 ELA30-1PLA O [O Social Studies 30-1 Pt A O O Biology30
[0 ELA30-1PLB O O Social Studies30-1 Pt B O O Chemistry 30
[0 ELA30-2PL A O [O Social Studies 30-2 Pt A [0 [ Physics 30
[0 ELA30-2PtB O [0 Social Studies 30-2 Pt B O [0 Science30
[0 FLA30-1PLA O [ Pure Math30
[ FLA30-1PLB [0 [0 Applied Math 30
[ Frangais 30-1 Pt. A O O Mathematics 30-1
[ Frangais 30-1 Pt. B O O Mathematics 30-2

«E =Englsh, F = French

4. Course completion information for examination(s) being written for the first time

Course Enrolment Date

Scheduled Final School Exam Date
Month Year y

M
Teacher Name Diay Manth

Course

O A Teacher Confirmation of Student Readiness to Write a Diploma Examination form is attached for each course listed above

5. Course completion information for examination(s) being re-written; course currently being retaken

5l

Course Hasme School Mame

Teacher Hame Courss Errolment Date (morth & year) Scheduled Date of Frial School Exam (day & month)

Final school mark(s) previously received for this course; month/vear awarded

Diploma exam mark(s) previously received for this course; month/year awarded

Fage Iof 4
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Teacher

Confirmation of
Student Readiness

to Write a
Diploma

Distance Learning
Special Writing

Centre

The Teacher Confirmation of Student Readiness to Write a Diploma

diploma examination course through distance learning outside

Examination at a Distance Learning Special Writing Centre form is
deadline sensitive and to be used by the teacher of a student who is taking a

Alberta

and is requesting to write his/her diploma examination at a pre-approved
Examinationata  Distance Learning Special Writing Centre (see Special Cases &

Special Writing Centre form.

Accommodations section). This form must be submitted with the
Registration to Write a Diploma Examination at a Distance Learning

Teacher Confirmation of Student Readiness to Write a Diploma Examination
at a Distance Learning Special Writing Centre 2012-2013

“The personal information collected on this form iz being collected under the suthority of section 33(c) of the Freedom of fybrmation and Frotection o
achmi i and process th

Informat

Abertan

Education

To be completed by a student's teacher, if the out-of-province student is currently completing a course for which he/she is registering to
write a diy at a pre-app d Special Writing Centre

E ination Administration session for which this confirmation applies

O Movember 2012 O January 2013 O April 2013 O juns 2013 [ August 2013
Student Information
ALBERTA STUDENT BIRTH [Ta= | e Doy SEX
NUMBER DATE B
SUBNAME | | For Office Use Only
SWCEM
LEGAL FIRST AND
SWCsH
MIDDLE NAMES | |
CURRENT T e g e Ty pswol
ADDRESS
Villuge T oty
Signature
Prowince | | Posal Code |

Student’s Course Progress Information

COURSE SCHOOL FINAL [Poyed ek DIPLOMA Ty et
NAME EXAM DATE EXAM DATE

COURSE ENROLMENT [Fodhad Ter % OF COURSEWORK & ASSIGNMENTS CURRENT AGGREGATED
DATE CURRENTLY COMPLETED COURSE MARK in %

Given his/her current course mark, | ge of ork pleted, d d ability level, and effort and work/study habits
demonstrated to date, in my professional judgment, IJ1<. above-named student has a reasonable likelihood of!

Completing the required coursework prior to the scheduled date of the final school-based exam for this course

Achieving a passing grade on the final school exam for this course if the exam is written on the scheduled date

nooy
oooz

Achieving a passing dipl ination mark if the exam is written in the proposed exam writing session
Teacher Declaration

[m] I have provided access to and explained to the student and his'her parent(s) all of the directives, rules, gnidelines, and procedures
associated with the handling and administration of diploma examinations at a Special Writing Centre.

O  1support this student’s request to write the iomed diploma ination at the proposed writing session

O  1fthis student is approved 1 write the ioned (Ilplc:ma ination at the d inati Iministration session and
Special Writing Centre, I will submit his‘her final school awarded mark for that cnu:se by the published submission deadline date

O 1 have discussed the information | am providing on this form with the student before submitting my response

Teather's Fd Name Teather's Survame ‘Sthoel Narme and Schoal Code
Telephone Hurber Ervall Address

Teathr's Sigrature ke

Principal’s Information

Frecpal's Hame Frincipal's Signature Dite
Telephone Hurber Ermail Address

All eriginal signed forms and documents must be Torwarded to and received by '3|Jt‘< al Cazes and Accomm |<><Ia||o=| for the application process to be completed. While those signed

being forwarded, scanned or r.zlhﬂ cq lt ¥
uttached to a completed 7 at ¥
s,

tre farm before being farwarded to Special Cases

of Privacy Act. and will be used to
iting and/cr rewriting of diploma examination{z). It will be treated in accordance with the pmm} profection provision of Part 2 of the Freedom of

i Frivacy Act. 1f you have any questions shout the collection of thiz information, contact the Director, Exam Administration, st 780-427-0010 (to be
berta, first dial 750-310-0000)

Special Cases and Accommodations, Alberia Education special.cases@gov.ab.ca
44 Capital Blvd, 10044 - 108 Street Phone: (7T80p427-0010 Fax: (T80) 422-4889
Edmonton AB T3] 5E6 To be connected toll-free within Alberta, dial 310-0000
Alberta Education ~Distance Learning Teacher Confirmation of Readiness to Write Form for School Year 2012-2013 August 2012
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Request for

Exemption from
Writing Diploma

Examinatio

ns

The Request for Exemption from Writing Diploma Examinations form is
deadline sensitive and to be used when a student/examinee needs to request
an exemption or partial exemption from writing a diploma examination
(see Special Cases & Accommodations section).

Request for Exemption from Writing a Diploma Examination Jdﬂ{hm

ALBERTA STUDENT Education
NUMBER

SURNAME | |

LEGAL FIRST AND

MIDDLE NAMES

L L Y, . M-Mals
e T T7] = |

(e85, 95 Jul 20)
PERMANENT | AptRreetAveT 0. Bowfoute |

ADDRESS

| T ]

| Prowince | | Postal Code ]

To be completed by the student:
1. Reason for the request for exemption:
O Inclement Weather O Administrative Error O Other (specify)

Describe the specific event or issue and why it prevented or will prevent you writing the diploma examination{s) for which you have
requested an exemption (attach relevant supporting documentation).

O Bereavement

{Attach death certificate/obituary) Name of the deceased Relstionship to the deceased

If the death is not recent or the deceased is not an immediate family member, describe the reason for the request for exemption.

O Acute* Medical (specify)

(Attach Physician Confirmation of Acute Medical Condition or Hiness Affecting the Writing of a Diploma Examination form)
*Exemptions are not granted for chronic medical conditions (see Chronic Medical Conditions, Special Cases & Accommod, section of the General Information Bulletin).

O Court (attach subpoena and/or other official document outlining the obligation to attend)

If court date 1s not specific to the officially scheduled date and time of the examination(s) describe the reason for the request for
exemption (additional supporting documentation may be requested)

2. Examination administration session for which this request applies:

O O O O |
November 2012 January 2013 April 2013 June 2013 August 2013

T

3. Specific diploma examination(s) for which this request

4. Rationale for requesting an exemption(s) rather than deferral to a future ation session:

Page Jof 2
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Examinee Appeal  The Examinee Appeal Form: Eviction from a Diploma Examination form

Form: Eviction is deadline sensitive and to be used by students/examinees who want to
from a Diploma appeal an eviction from a diploma examination (see Security &
Examination Examination Rules section).

*NEW

NMoerton

Education
*NEW Examinee Appeal Form

Eviction from a Diploma Examination

Student’s Name: Alberta Student Number:

Appellant’s Name: Tel. No.:
Mailing Address:

Appeal:

Examination and Date Written:

What events led to the eviction from the diploma examination and on what basis are you appealing that eviction? (Attach addition
sheets if more space required)

Sigatare of Budet Date E-mail Addess

Sipatire of PRl or CUAntin (f 2B3e & Under 16 years of age) Dide E-ranl Addres

Mail, email, deliver, or fax within 7 days of written notice of the eviction to:

Meil Fenske, Executive Director Fax: (7807 422-4200
Assessment Sector, Alberta Education, Email: Neil Fenske(@gov.ab.ca

Mailing Address: 6 Floor, 44 Capital Boulevard
10044 - 108 Street, Edmonton AB T5J 5E6

Alberta Education — Examinee Appeal Form: Eviction for School Year 2012-2013 Aungust 2012
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Examinee Appeal  The Examinee Appeal Form: Invalidation of a Diploma Examination form

Form: is deadline sensitive and to be used by students/examinees who want to
Invalidation of a appeal an invalidation of a diploma examination (see Security &
Diploma Examination Rules section).

Examination

*NEW

Albertan

Education

*NEW Examinee Appeal Form

Invalidation of a Diploma Examination

Student’s Name: Alberta Student Number:

Appellant’s Name: Tel. No.;
Mailing Address:

Appeal:

Examination and Date Written:

What events led to the invalidation of the diploma examination and on what basis are you appealing that invalidation? (Attach
addition sheets if more space required)

Sygnaturs of Sudant Dats E-maul Address

Trgriabire o] Farert or Guandin (3 Sudek  under 18 yoars of age) T Freal ddres
Mail, email, deliver, or fax within 30 days of written notice of the invalidation to:

Ellen Hambrook, Assistant Deputy Minister Fax: (780) 422-1400

Education Program Standards and Assessment, Alberta Education, Email: louise antoine(@gov.ab.ca
Mailing Address: 7" Floor, Commerce Place

10155 — 102 Street, Edmonton AB T5J 415

Alberta Education ~ Examinee Appeal Form: Invalidation for School Year 2012-2013 August 2012
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Request for

Supplemental
Shipment Form

The Request for Supplemental Shipment Form is deadline sensitive and to
be used by administrators to request the shipment of additional
examination materials (see Administration Directives, Guidelines, &
Procedures section).

School Code:
School Phone:

School Fax:

Examination Session:

School Name, Contact Person and Delivery Address (for Courier)

Request for Supplemental Shipment Form
Diploma Examinations 2012-2013

Send this form to Exam Administration to request additional or different diploma examination materials.

Aperton

Education

[] November

J January

) April

Please check the course(s) and indicate the number of exams required:

[ June

O August

English Tests

French Tests

v Course # Required v Course # Required

O Applied Math 30 (] Math appligquées 30

O Biology 30 O Biologie 30

O Chemistry 30 a Chimie 30
ACOBQ™ ELA 30-1 A B FLA 30-1
Aed ELA30-2 INER:IN| Frangais 30-1

O Mathematics 30-1 O Mathematiques 30-1

a Mathematics 30-2 O Mathematiques 30-2

O Fhysics 30 O Physique 30

O Pure Math 30 O Math pures 30

O Science 30 A B[O | Etudessociales 30-1
AO B[O | Social Studies 30-1 A B[O | Etudes sociales 30-2
A0 B[O | Social Studies 30-2

#Only humanities diploma examinations have two parts.

Notes/Special Requests:

Email this form to: exam.admin(@gov.ab.ca

pof e ERLsL BRI EA e L T

Use the subject line: DE Supplemental Shipment - your school name and school code (e.g. DE
Supplemental Shipment — Ben Hur High School, 9999).

Alberta Education — Supplemental Shipment Form for School Year 2012-2013
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Statement of
Scribe, Reader,
and/or Interpreter
and Examination

The Statement of Scribe, Reader, and/or Interpreter and Examination
Supervisor form is used by scribes, readers, and/or interpreters to report on
the conditions under which a diploma examination was administered. This
form must be signed by the scribe, reader, or interpreter providing

Supervisor assistance to a student and the Examination Supervisor who supervised the
administration of the examination. It must be returned with the Principal’s
Statement.
Statement of Scribe, Reader, or Interpreter and Jé(b’ﬁb“‘—"
Examination Supervisor: Diploma Examinations
i and
Seribe/Reader/Intevpreter (please print) Examination Supervisor (please pring)
l:‘ Seribe
having read the directives, rules and procedures governing the use of a D Reader certify that to the
l:‘ Interpreter
best of our abilities the diploma examination(s) in
Subject(s)
held at during the ,2012/13
School month

examination period for

D Was/were administered and supervised in accordance with the specified procedures under the directives of the
Minister of Education.

|:| Was/were administered and supervised in accordance with the specified procedures under the directives of the
Minister of Education, except as follows:

Student 's name (please prini)

Dated this

D If a computer and/or digital recording device was used for exam administration purposes, all diploma
examination information, including student responses, have been removed from that/those device(s)

day of . 2012/2013

Scribe's/Reader 's/Interpreter's Signature

Examination Supervisor Signature School Code

This form must be signed and returned with the Principal’s Statement.

Separate forms might be completed by each service provider, if more than one individual is providing
accommodation services to a student.

Alberta Education - Scribe/Reader/Interpret Statement for School Year 2012-2013 August 2012
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Principal’s The Principal’s Statement is deadline sensitive and contains school and
Statement examination session specific information; therefore it is not available on
Alberta Education’s website. This form is sent as part of each diploma
examination shipment of materials. It must be completed at the end of an
examination administration session and included in the return shipment of
the diploma examinations to which it applies.
Note: Alberta Student Numbers must be provided for ALL Students who write.

‘A/IW Principal's Statement #9
- June 2013 Diploma Examinations
Education Applied Mathematics 30; Eiclogy 30; Chemistry 20; Physics 30; Pure Mathematics 30

School: 9999 The MNew Century School (403) 321-1234
Authority: 0000  Alberta School Division No.99

The following declaration attests that while the diploma examinations were in the custody and control of the school and under the supervision of
the principal, they were handled and/cr administered as per the directives outlined in the Diploma Examination Program General Information
Bulletin, 2012-2013. This declaration MUST be completed and signed by the principal and netumed with eacll Llst of Students (LOS) and set of
examination materials being retum shipped to Alberta Education, even if no stud wrote ad

Declaration:

| nproby' romfy that in my c‘apar‘rry as principal | carried out my duties and responsibilities as defined by the directives outlined in the Diploma
1 Program , 2012-2013 and | attest to the following [please check (¥') each box that applies]:

Examination Security and Retumn:
D All secured exam materials that were sent to the school are accounted for and have been appropriately prepared and packaged for return
shipment

D | understand that in accordance with section 4 of the Student Evaluation Regulation, Alberta Regufation T77/2003, a late retumn charge of $20 per
late examination is charged to schools for evaluation materials returned to Alberta Education after 2 marking session is complete

D No secured diploma examination materials were copled, in whole or in part, or have been retained by anyone at the school
U Strict security of all exam materials was maintained &t all times while they were in the custody and control of the school

OR
D The following suspected security breach occurred while exam materials were in the custody and control of the schoal:

(Continued on next page)

D All rooms used for exam administration purposes were secure, appropriately set up, and free of materials or distractions that could affect the
outcomes of the exam

Examination Administration:
O no diploma exams were administered al this school OR

D Exams were administered at this school and | altest to the following:

U All diploma inations were admini i according to the official schedule and in accordance with the policies, directives, rules, and
procedures oullined in the Diploma Examination Program I Inf ion Bull 2012-2013

D Students understood and complied with all requirements related to the use of exam materials and no unauthorized materials were brought
inlo or used in the exam room (if not, report the iregularity below)

D If computers and/or digital recording devices were used for exam administration purpeses, all diploma exam informalion, including student
responses, have been removed from those devices.

U Appropriate procedures were followed with respect 1o the use of all approved writing fations for specific stud,

D Appt d wriling act dati were used or not used as follows (attach additional sheets if more space required);
Student Surname Student First Name Examination Accommodation Type(s) | Used < | Mot Used v

D The exam(s) were administered withoul incident or irmeg ies and without violation of exam rules OR

D The following irregularilies or violation of the exam rules occurred before, during, or after the administration of the exam(s):

Principal's Name (please print) Principal’s Sig
Date: School Phone # Principal's Email
Phone # Summer Contact Name (please print)

Summer Contact Email

Mete: The return of a completed and signed Principal’s Statement, with each List of Students (LOS), is mandatory, even if no student wrete a diploma examination.

EXAMINATION ADMINISTRATION FORMS August 2012
24



List of Students The List of Students is deadline sensitive and contains school and
examination session specific information, therefore it is not available on
Alberta Education’s website. This form is sent as part of each diploma
examination shipment of materials. It must be completed at the end of an
examination administration session and included in the return shipment of
the diploma examinations to which it applies.
Note: Alberta Student Numbers must be provided for ALL Students who write.

Aberton

Education June 2013 Diploma Examinations
LIST OF STUDENTS #9

School: 9999 The New Century School (403) 321-4321
Authority: 0000  Alberta School Division No. 99

Number of Exams Written By Number of Unused Exams Total Number of Returned Exams
Registered Students Unregistered Students
Applied Math 30 & + r + 7 = o
Bio 20 2 + 3 + B = 0
Chem ! + & + & = o
Physics 30 ’ + i + il = o
Pure Math 30 £ + ’ + 7 = 1

“+"signs are included to assist
with accurate completion of
this sheet.

Principals MUST retum this completed List of Students and the signed Principal’s Statement even if NO students took part in the testing.

NOTE: Alberta Student Numbers MUST be provided for all students who wrote diploma examinations.

‘A/lbm June 2013 Diploma Examinations

LIST OF STUDENTS #4
Education

NOTE: Alberta Student Numbers MUST be provided for all stud who wrote diploma examinations.

School: 9999 The New Century School (403} 321-4321
Authority: 0000 Alberta School Division No. 99

E = wrate English/F — wrote French

Alberta Student Student Name Sex Birth Appl30F  Applied 30 Pure 30 Pure 30F
Mumber Sumame, Given Names Date

20035-0400-0 Abouu, Mahmoud Al M 1980-05-26 £y

9010-3400-1 Ali, Caesar Mcentgomery M 1990-10-04 FY

1106-1900-2 Bleakker, Elana Margaret F 1990-06-01 =i

9007-0200-2 Brash-Perker, Martin Edward M 1980-09-30 E ﬁ
B308-1600-4 Camrera, Simone Isabel F 1985-08-12 F i
9002-0500-5 Chay. Leah Mae F 1990-02-03 X
Q007-2500-6 Costa, Damien Allen M 1990-07-11 =¥

9001-0400-7 Dahhwhimple, Karl Wollgang M 1990-01-02 £ Mt

T105-4400% GLICK, JONATHAN HAROLD M 590050 '

Q007 -0303-3 LEILLOR, ESTEBAN \ERGEO M 1990-07-17 L

S010-0300-7 MO RGLS, tW’I_N\‘){JON M 1990 -10-31 7

A\

were nol reg 1o

wrile the diploma cxamination and have
been added to the List of Students.

EXAMINATION ADMINISTRATION FORMS August 2012
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Overview

Field Test
Participation
Consent Form

Sample Field Test Forms

Provided below is a brief description and sample illustration of the forms
school personnel need to access if they wish to participate in the Field
Testing Program in 2012-2013. Actual versions of these forms can be
viewed at and are available from the Alberta Education website at

http://www.education.alberta.ca/admin/testing/forms.aspx.

The Field Test Participation Consent Form is deadline sensitive and to be
used by principals to provide consent for teachers to participate in the Field
Test Program and for Alberta Education to administer field tests in their

school (see Field Testing section).

Field Test Participation Consent Form

-

U

(]

]
O

School Name School Code Jurisdiction Name

I consent to having my school participate in the Field Testing Program in the current school yvear and
support the administration of’

] Only paper format ficld tests

D Only digital format field tests using school computers

D Both paper format and digital format ficld tests

I'have designated a School Field Test Contact to coordinate and communicate field testing processes
within the school and have provided his or her contact information below.

I have communicated this consent, and the name of the designated School Field Test Contact, to all
teachers in the school whose students are eligible to write field tests in the current school year.

By providing field test participation consent, I authorize Alberta Education to:

Accept field test requests from this school

Enter the school to administer paper format field tests, if classes from this school are selected to
write them

Principal’s Name Date Electronic Signature

Contact Information for the School Field Test Conract

First Name Last Name
Telephone Number Fax Numibwer Email Address
School Street Address School Mailing Address (if different)

Flease retum this form via e-mail to field testi@gzov ab.ca using the subject line “Field Test Consent: Your Schoo! Code, Your Sehoo! Name™
{e.g. Field Test Consent: 9999, Ben Hur High School)

Aberton

Education

Alberta Education - Field Test Participation Censent Form for School Year 2012-2013

EXAMINATION ADMINISTRATION FORMS
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Paper Format The Paper Format Field Test Request Form is deadline sensitive and to be

Field Test Request used by teachers to request one or more paper format field-test placements.

Form This form must be completed using a current Field Test Request Guide (see
Field Testing section).

Paper Format Field Test Request Form Jd’(h&'bﬁ_u

Education

NOTE: This form must be completed using the current Field Test Request Guide, which is available at:
http://education alberta ca/admin/testing/forms. aspx

Principal Has Approved School Participation [_]

Diploma Field Test: Session 1 Achievement Field Test
[] Unit Test (deadline for requests Sept. 21, 2012) [[] Unit and Year End Tests (deadline for
[] Year End Tests (deadline for requests Oct. 5, 2012) requests Jan. 25, 2013)

Diploma Field Test: Session 2
[] Unit Test (deadline for requests Feb. 8, 2013)
[] Year End Tests (deadline for requests Feb. 22, 2013)

School Information:

School Mame School Code School Location (City or Town Name)
Name of Diesignated School Field Test Contact Name of Person Submitting Form if Different from Designated Contact
Designated Contact Fhone Number Submitter’s Phone Number
Designated Contact Email Address Submitter's Email Address

Field Tests Requested:

Class To Be

Field Test Preferred T #of \ . . Class | Class
Requested* Field Test | ::':::n o Students wnl; ‘:' E]:':;"‘:fmr - :::]T“e: i Start | Finish
(Test Code) Date D #) In Class Time Time

Example
13D999 January 8 a0 | 23 Patricia Smith 10:20 11:20

*Field tests must be requested by Test Code. These codes are year and session specific and are provided in the Field Test Request
Guide that is available at: hitp://education alberta. ca/admin/testing/forms. aspx

Please return this form via e-mail to field test@gov.ab.ca using the subject line “Paper Field Test Request: Your School Code, Your
School Name” (e.g. Paper Field Test Request: 9999, Ben Hur High School)

Alberta Education — Paper Format Field Test Request Form for School Year 2012-2013 August 2012
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Digital Format The Digital Format Field Test Request Form is deadline sensitive and to

Field Test Request be used by teachers to request one or more digital format field-test

Form placements. This form must be completed using a current Field Test
Request Guide (see Field Testing section).

Digital Format Field Test Request Form /qb(bwbwl

Education
NOTE: This form must be completed using the current Field Test Request Guide, which is available at:
http://education.alberta.ca/admin/testing/forms.aspx @ EST"\I

Field Test Session: [ |1 [ ]2

[] My principal has approved participation in the Field Testing Program
[] My principal has approved the administration of digital format field tests

[] For each field test session requested below, computers will be available for my students” exclusive use in
aroom that is appropriate to the administration of secure field tests

[] Alberta Education’s Quest A+ secure browser application has been installed on each of the computers
that will be used for the administration of the field test sessions requested below

Teacher/School Information:

School Name School Code School Location (City or Town Name)
Name of Teacher Who Will be Administering the Field Test(s) Name of Designated School Field Test Contact

Teacher’s Phone Number Designated School Field Test Comtact Phone Number

Teacher's Email Address Desigmated School Field Test Contact Emuil Address

Field Tests Requested:

Class To Be

Field Test Preferred Tested #of Class | Class
Requested® | Field Test e Students | Start | Finish
(Test Code) Date (Class Name or InClass | Time | Time

: D # E
Example
13D999 | January 7 oD 25 10:20 | 11:20

*Field tests must be requested by Test Code. These codes are year and session specific and are provided in the Field Test Request
Guide that is available at: http://education alberta ca/admin/testing/forms.aspx

Flease return this form via e-mail to field test(@gov ab.ca using the subject line “Digital Field Test Request: Your School Code,
Your School Name™ (e.g. Digital Field Test Request: 9999, Ben Hur High School).

Alberta Education — Digital Format Field Test Request Form for School Year 2012-2013 August 2012
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CONTACTS

Assessment Sector
Neil Fenske, Executive Director
Assessment Sector
Neil.Fenske@gov.ab.ca

Examination security, examination rules,
scheduling, policy issues
Michele Samuel, Director
Exam Administration
Michele.Samuel@gov.ab.ca

Packing, shipping of examination materials
Sylvia Lepine, Manager
Exam Administration & Marking Centre
exam.admin@gov.ab.ca

Results statements, rescoring
Rita Boonstra, Administrative Assistant
Marking Centre
exam.admin@gov.ab.ca

Field testing
Amanda Jackman, Coordinator
GED and Field Testing
field.test@gov.ab.ca

Digital exam administration and website
Michele Samuel, Director
Digital Systems & Services
Michele.Samuel@gov.ab.ca

Dan Karas, Senior Manager
Digital Systems & Services
Dan.Karas@gov.ab.ca

Special cases, accommodations for students,
special format materials

General inquiries:

Telephone: (780) 427-0010

For a toll-free connection, dial

(780) 310-0000

Fax: (780) 422-4889

special.cases@gov.ab.ca

Michele Samuel, Director
Special Cases & Accommodations
Michele.Samuel@gov.ab.ca

Pamela Klebanov, Coordinator
Special Cases & Accommodations
Pamela.Klebanov@gov.ab.ca

Format, content, confirming standards,
marking, results reporting
Tim Coates, Director
Diploma Examinations
Tim.Coates@gov.ab.ca

Format, content, translation, confirming
standards, marking, results reporting
Nicole Lamarre, Director
French Assessment
Nicole.Lamarre@gov.ab.ca

Note: When contacting Alberta Education by e-mail or when leaving a phone message, please include

your name, title, school name, and school code.

CONTACTS
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Team Leads

Barbara Proctor-Hartley

English Language Arts 30-1
Barbara.Proctor-Hartley@gov.ab.ca

Philip Taranger

English Language Arts 30-2

Philip.Taranger@gov.ab.ca

Monique Belanger

Francais 30-1, French Language Arts 30-1

Monique.Belanger@gov.ab.ca

Dwayne Girard
Social Studies 30-1
Dwayne.Girard@gov.ab.ca

Patrick Roy
Social Studies 30-2

Patrick.Roy@gov.ab.ca

Shannon Mitchell
Biology 30
Shannon.Mitchell@gov.ab.ca

Jack Edwards
Chemistry 30

jedwards@gov.ab.ca

Deanna Shostak
Mathematics 30-2
Applied Mathematics 30
Deanna.Shostak@gov.ab.ca

Ross Marian
Mathematics 30-1
Pure Mathematics 30
Ross.Marian@gov.ab.ca

Laura Pankratz
Physics 30
Laura.Pankratz@gov.ab.ca

John Drader
Science 30
John.Drader@gov.ab.ca

CONTACTS

Assessment Sector Address
Assessment Sector

Alberta Education

44 Capital Boulevard

10044 — 108 Street
Edmonton AB T5J 5E6

Telephone: (780) 427-0010

For a toll free connection, dial
(780) 310-0000

Fax: (780) 422-4200

e-mail: lacontact@edc.gov.ab.ca,

Alberta Education website:
http://education.alberta.ca

For a toll-free connection, dial
(780) 310-0000

Diploma examination registration
Client Services Help Desk
(780) 427-5318
cshelpdesk@gov.ab.ca
10" Floor, 44 Capital Boulevard
10044 — 108 Street
Edmonton AB T5J 5E6

Inquiries about Transcripts, Statements of
Courses and Marks, and rewrite fees
Telephone: (780) 427-5732

Fax: (780) 422-2137

Inquiries about school marks, mature student
status, and Results Statements

Telephone: (780) 422-9337

Fax: (780) 427-4708

Inquiries about diploma certificates
Telephone: (780) 427-5732
Fax: (780) 422-2137

Student enrolment and marks

Telephone: (780) 422-9337
Email: SEAM@gov.ab.ca
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