GUIDELINES FOR APPLICATIONS FOR EXEMPTION FROM NOVEMBER EXAMINATION DUE TO LEGITIMATE ABSENTEEISM
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CHIEF DIRECTORATE: NATIONAL EXAMINATIONS AND ASSESSMENT

Gazette No. 30287 of 12 September 2007 governs the entry of candidates into the Supplementary Examinations following immediately after a November examination at FET Colleges. The aim of granting exemption from the November examinations is to allow candidates who missed question papers due to legitimate reasons during the November examinations to write these question papers during the Supplementary Examinations.
The Department of Higher Education and Training has not been receiving applications for exemption due to legitimate absenteeism in November examinations and this has led to candidates who are not legitimately absent from the November examinations skipping the November examinations and arriving only to write the Supplementary Examinations. The aim of these guidelines is to provide clarity on the process to be followed when applying for such exemptions. 

1) It is the responsibility of each FET College campus to identify candidates that legitimately absent themselves from an examination session and to inform and provide the FET College Head Office with the necessary forms and original documentation to accompany applications for exemption from the November examinations to the Department of Higher Education and Training. A legitimate reason could constitute situations such as a threat to their lives during unrest, strikes, burglary, etc; the unforeseen death of close family or caregiver; a natural occurrence such as thunderstorms, rivers overflowing during rainy season; fire at the examination venue; breakdown in the means of transport to the examinations centre; accident resulting in serious bodily harm and injuries or any catastrophic occurrences that may hinder the candidate from presenting themselves for the examination or where access to the examination venue is denied and falls out of the control of the candidate.
2) The evidence supporting the occurrence of such events relies heavily on the reliability of the information gathered by the members staff of the college who must investigate and provide the FET College Head Office with the necessary completed forms and sworn statements of at least two witnesses of such an occurrence if there is no original evidence to accompany the applications to be forwarded to Department of Higher Education and Training. The staff members who may be required to gather the information shall disclose all material information relating to such events to enable the Department of Education and Training to grant the necessary exemption.

3) Each FET College Head Office must apply for exemption for candidates registered for the November examinations who have a legitimate reason for not presenting themselves for the examination writing session(s) at each of the campuses attached to that college.

4) The applications for exemption must reach the Department of Higher Education and Training within 7 days of the conclusion of the examination timetable for all candidates applying for exemption from the November examinations.

5) Applications for exemption must be submitted using the attached application form. Candidates who do not submit applications for exemption from the November examination due to legitimate absenteeism will not be allowed entry to the Supplementary Examination which follows directly after the November examination.
6) The Head of the FET College must sign all completed applications forms for exemption from November examinations.
7)  The original or certified copies of the relevant documentation that supports the application for exemption must accompany all applications. The Department will not under any circumstances approve any exemptions on the basis of emailed or faxed documents.

8) All applications for exemptions must be submitted to the Chief Directorate: National Examinations and Assessment, Department of Higher Education and Training, Private Bag X110, PRETORIA, 0001.

9) Take note that the Department will direct all correspondence regarding application for exemptions to the Head of the FET College.
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CHIEF DIRECTORATE: NATIONAL EXAMINATIONS AND ASSESSMENT

APPLICATION FORM FOR EXEMPTION FROM NOVEMBER EXAMINATION DUE TO LEGITIMATE ABSENTEEISM

1. APPLICANT DETAILS

	NAME OF FET COLLEGE
	

	CAMPUS AT WHICH CANDIDATE IS REGISTERED
	

	ID NUMBER OF CANDIDATE
	
	
	
	
	
	
	
	
	
	
	
	
	

	TITLE OF CANDIDATE
	Mr
	
	Miss
	

	SURNAME OF CANDIDATE
	

	FIRST NAMES OF CANDIDATE
	

	COLLEGE OFFERING
	NATED
	
	NC (V)
	


2. DETAILS OF EXAMINATIONS ABSENT FOR

	Motivation for application:



	I hereby request exemption for the following subject(s) / instructional offering(s):

No.

Subject

Exam Date

Exam Time

Concession requested



	Declaration by the Applicant:

I declare that the information contained in this form is to the best of my knowledge accurate and correct. I understand that by signing this application form, I accept the conditions for exemption from the November examination and if any of the information provided in this form is subsequently found to be untrue, incomplete or incorrect, my application will be declared null and void.

........................................................................                         
.................................................

Signature: Applicant                                                                        
Date


3. SUPPORT AND APPROVAL OF APPLICATION

	Support for the application for exemption:

I hereby declare that the necessary supporting documentation is attached to this form and that it is to the best of my knowledge accurate and correct. I understand that by signing this application form, I support the application for exemption for the November examination by the above applicant. 

........................................................................                         
.................................................

Signature: Campus / Examinations Officer                                    
Date

Name in print:



	Approval of application for exemption:

I hereby declare that the above applicant meets the requirements to apply for exemption from the November examination. I understand that by signing this application form, I approve the application for exemption from the November examination by the above applicant. 

........................................................................                         
.................................................

Signature: Head of College                                                       
Date

Name in print:




	College Stamp



