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How to apply for a timetable deviation
What is a timetable deviation?
A timetable deviation involves moving an exam to
another time on the day the exam is scheduled to take
place, or to another day altogether. You may need to ask
for a timetable deviation if one of your timetabled exams
clashes with another.

Key Time
You will need to check your Key Time before you ask
for a timetable deviation. The Key Time is the point in
the morning or afternoon when your candidates need to
either be in the exam or under Full Centre Supervision.
This means they must be supervised by teachers or
invigilators without access to any form of external
communication, such as telephones or computers
(with or without internet access), or to any candidates
who may have already sat the exam.
You can find out your Centre’s Key Time at
www.cie.org.uk/keytime
If an exam finishes before the Key Time starts, your
candidates must be supervised until it starts. Likewise,

if an exam begins after the Key Time your candidates
must be supervised from the Key Time until the start
of the exam.

Reasons for a timetable deviation
You can ask for a timetable deviation for a candidate if:
• more than 3 hours and 45 minutes of their exams are
timetabled for one session (either morning or afternoon)
• more than 6 hours of their exams are timetabled for
one day.
You can also ask for an individual timetable deviation if any
of your candidates have a valid reason for not being able
to sit an exam at the scheduled time.
Valid reasons may include:
• the candidate having to attend a hospital appointment
• the candidate having to attend court as a witness
• the candidate taking part in a sporting event at
international level.
If this happens the candidate will need to be supervised
by a member of staff, or another responsible adult, such
as a parent, from the start of the timetabled exam until
they sit the exam themselves.
Individual timetable deviations will not be approved for
candidates where:
• there is a clash with another board’s exam, which is at
the same level and in the same or a similar subject
• there is a clash with a school function or closure that
is not a national event
• they are taking part in an event which is not at
international level
• the candidate is not directly involved in the clash
• the exam coincides with family holidays, public holidays,
national holidays and religious holidays.

Important information
If you work in a UK school regulations for timetable
deviations are different. Please see Part 1 of the
Cambridge Handbook for more information.
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Additional sessions for practical
exams and listening tests
If your Centre does not have enough space to hold
practical or listening exams for all the candidates at the
same time, you can carry out one or more additional
sessions by following the steps below.
1. Ask for a timetable deviation at least four weeks before
the practical or listening exam.
2. Make seating plans and attendance records for each
session and keep these until the exam results are
published and certificates issued.
3. Send copies of the seating plans and attendance records
with the supervisor’s report for any practical exams.
Any candidates who take their exams in additional
sessions will need to be supervised by members of staff,
or another responsible adult, from the start of the first
session until they take the exam themselves.

• If a candidate needs to be supervised overnight, you
will need to arrange for the supervisor to provide a
written guarantee of security, confirming that they will
collect the candidate from the Centre and deliver them
back in time for the exam. During this time you will
need to make sure that the candidate does not have
any contact with anyone else, and that they do not
have access to any form of external communication,
including any telephones or computers.
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Complete ‘Preparation – Form 2’ for each syllabus
and component that you want to reschedule.
Download the form from www.cie.org.uk/forms.
You can fill it in on screen and send it as an
attachment by email.

Things to consider when applying
for a timetable deviation
• You cannot reschedule any exam for a day before the
date published on the timetable.
• Your Head of Centre should contact us with their
suggestion for resolving a clash of two or more
exams. If possible their solution should mean that the
candidates can sit all their exams on the day they were
timetabled. If this is not possible, then the rescheduled
date should be no later than 24 hours after the original
timetable date.
• You can arrange supervised rest breaks between exams
for candidates taking more than one exam in a session,
as long as the exam papers can be kept secure during
this time.
• So that exam papers can be kept secure, you must not
return any question papers to candidates for at least
24 hours after the end of the last exam session for
that paper. During this time you will need to make sure
that the papers are kept under secure conditions.

Preparation – Form 2
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