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Coimisiún na Scrúduithe Stáit 
State Examinations Commission 

Corr na Madadh, Baile Átha Luain, Co. na hIarmhí 
Cornamaddy, Athlone, Co. Westmeath. 

 

Instructions to Superintendents 

Superintendents are expected to study the following instructions and to be thoroughly familiar with them 
before the Examination begins.  

 

LEAVING CERTIFICATE PRACTICAL ART EXAMINATIONS 

27 April – 8 May 2015  
 

 

  
1. GENERAL INSTRUCTIONS 

1.1 Schools have the flexibility to conduct the Leaving Certificate Art examinations during the period         
27 April – 8 May 2015.  However, the different components must be held in the sequence outlined in the 
above table for the appropriate duration. 

These general instructions and the instructions that relate specifically to each individual examination - 
Design, Craftwork, Imaginative Composition/Still Life and Life Sketching must be strictly adhered to in 
every detail during the Examination.   
See also the attached Appendix which is an extract from the Education Act 1998 and deals with the 
offences provided for under the Act. 
 

1.2 The Design and Craftwork components of the Art examination must be held on the same day with both 
components commencing at the same time. They should be held in separate rooms where possible. 

 
1.3 The Imaginative Composition/Still Life and Life Sketching examinations must be held on the same day, 

having the Imaginative Composition/Still Life examination s held in the morning and the Life Sketching 
examination in the afternoon. 

 

1.4 Candidates will have been instructed to be present in the examination room not later than half an hour  
before the examinations commence. 
 

1.5      You may not bring a mobile phone, camera or any other recording equipment into the Examination 
Centre. 

 

1.6 In order to facilitate candidates in preparing for the examinations, the question papers for all the Art 
components have already been issued to candidates by the school authorities on the 13th April.  

 
1.7 The Instructions to Schools (S11/15) will have been issued to schools containing instructions for all the 

components. 

Sequence Component Level Time allowed 
 
1 
 

Design 
or 

Higher and Ordinary  2½ hours (morning only) 

Craftwork Higher and Ordinary  2½ hours (morning) and 2½ 
hours (afternoon).                       
Total 5 hours 

2 Imaginative 
Composition/ 
Still Life 

Higher and Ordinary  2½ hours (morning only) 

3 Life Sketching 
 

Higher and Ordinary 1 hour (afternoon only) 
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1.8 The instructions to Superintendents, Art Teachers and candidates for the Life Sketching Examinations are 
included in the examination paper itself.  

 
  

1.9     On arrival at the school you should obtain the following from the school authorities:  
  Attendance Roll 
  Advice Lists (to be completed and returned by you to the SEC)  
  Superintendent’s Report Forms (to be completed and returned by you to the SEC).  
  A supply of drawing sheets, tracing paper etc. 
  A supply of adhesive labels marked “EXAMINATION MATERIAL” (to be initialled, dated and 
   affixed to each sheet of drawing paper issued to candidates for the Design and Craftwork components), 
   prior to the commencement of the examination in these components. 
  A supply of large white envelopes (candidate envelopes) to hold the work of the candidates .i.e. one 
   only for each candidate into which he/she will put Design, Imaginative Composition or Still Life and 
   Life Sketching as he/she sits each component. 
  A supply of “Higher Level” and “Ordinary Level” adhesive labels to be affixed to the individual 
   candidate white envelope.  
  A supply of green transmission envelopes to return the Design, Imaginative Composition or Still Life 
   and Life Sketching work of candidates to the SEC, Athlone. 
  A supply of “Higher level” and “Ordinary level” adhesive labels to be affixed to the green 
   transmission envelopes. 
  A supply of tie-on labels for candidates taking Craftwork. 
  A supply of transparent craftwork envelopes – one for each candidate sitting craftwork. 
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2. DESIGN 
 

The following instructions relate to the examination in Design only. 

Candidates are required to produce a design on paper as specified in the examination paper. 

 

2.1.  Preparatory sheet 
Candidates are allowed to bring one A2 Preparatory Sheet into the examination centre on the day of the 
examination as a visual aid.  Work should be on one side of the Preparatory sheet only. If a candidate uses 
collage, cut out images, photographs or traced images for his/her Preparatory Sheet, all such work must 
be stuck flat on to the A2 preparatory sheet. (please note that a small minority of candidates may not 
choose to avail of the opportunity to use a Preparatory Sheet) 

The Preparatory Sheet must be signed and dated by the art teacher or principal before the 
examination commences verifying that it is the candidate’s individual unaided work.  

The only visual aid allowed is the Preparatory sheet. Therefore candidates are not allowed to bring any 
additional visual aids (e.g. photographs, traced images or ready-to-use artwork) into the examination for 
copying purposes or for use in their final design proposals. 

The use of perishable organic materials is not allowed. 

Candidates are allowed to use any suitable art media and tools to fulfil the requirements of the 
examination e.g. pencils, paint, coloured papers, card, tracing paper, materials for collage or mixed 
media, ruler, T-square, knife, scissors, glue etc. 

At the end of the examination the candidate should be instructed to put his/her preparatory sheet into 
his/her white envelope along with the work done in the examination. 

Each candidate is required to write his/her examination number, level and the number of the question on 
each sheet.  

 

 
2.2  Attendance Roll. 

When you arrive at the school you should seek the Attendance Roll from the school authorities. 
Where you are the only superintendent of Design in the school, you will be provided by the school with 
the Attendance Roll.  Where there is more than one superintendent, one will be provided with the Roll by 
the school authority and he/she will liaise with the other superintendent in having the Roll completed. 

The Examination Numbers, Names and Dates of Birth of the candidates are pre-printed on the Roll. 
Before the Roll is given to the superintendent the school principal will check, in consultation with the Art 
Teacher, that the information printed on the Roll is correct. 

The Roll is on 2-part stationery.  You should receive BOTH PARTS from the school.  The parts should 
not be separated until after the examination is over.  The top copy of the Roll should be returned to the 
State Examinations Commission at the end of the last examination i.e. Life Sketching.  The bottom copy 
is to be retained by the school. 
 
 

2.3  Advice List(s) 
Refer to paragraph 1.9, Instructions for completion of Advice Lists. 

 

2.4  Preparations 
Schools have been informed that the Art Teacher in the school should assist in preparing the room for the 
examination and in providing any tools or materials required.    
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2.5 Examination Procedure 

  N.B. The following instructions are based on the examination staring at 9.30 a.m.  Where the school 
selects a different starting time, the times stated below must be adjusted accordingly.  

  In schools where both Design and Craftwork are being taken, the Design examination must start at the 
same time as the morning session of the Craftwork examination and finish at the same time as the 
morning session of the Craftwork examination. The Imaginative Composition/Still Life and the Life 
Sketching examinations must take place on the same day. 

 

At 9.10 a.m. you should check that, where a Preparatory Sheet has been brought into the examination 
centre by any candidate, it has been identified as a Preparatory Sheet, that it bears the Examination 
Number of the candidate and has been signed and dated by the Art Teacher or Principal.   
NB. A candidate should not be permitted to bring in a Preparatory Sheet which has not been signed 
and dated by the Art Teacher or Principal. 

At 9.15 a.m. you should request each candidate to sign the Attendance Roll.  
If a candidate does not attend for the examination the word ‘ABSENT’ should be written in the space 
provided for the candidate’s signature on the Attendance Roll.        
You should then sign the Attendance Roll in the space provided.  (The Attendance Roll will have more 
than one page in schools with more than twenty candidates.) 

 
At 9.20 a.m. you should place the adhesive label “EXAMINATION MATERIAL”, initialled and dated 
by you, on each sheet of drawing paper issued to candidates.  
If a candidate wishes to use art paper other than that supplied by the SEC, you should place the adhesive 
label “EXAMINATION MATERIAL”, initialled and dated by you on any such sheet before the 
examination begins to verify that it is blank. 
 
At 9.30 a.m. candidates should be instructed to commence work.  
Conversation or any communication between candidates is not permitted during the examination. 
N.B. The art teacher is not allowed in the room during the examination. 
 
At 11.45 a.m. candidates should be reminded that work must cease at 12 noon. 
 
At 12 noon candidates should be instructed to cease work and to mark clearly on their work: 
  the title of the examination on each sheet used (i.e. Design) 
  their examination number 
  the level of paper taken (Higher or Ordinary) 
  the number of the question answered. 

 
You should instruct each candidate to place the following in his/her white candidate envelope: 
sheet of preparatory sketches (A2) (if candidates have brought same into the examination ) 
sheet of preliminary sketches (A2) 
final design proposal (A2) 
Each candidate must confirm the inclusion of his/her work in the envelope by placing a tick () in 
Column 1 of the grid included for this purpose on the envelope.  You must then satisfy yourself that the 
candidate’s work has been included in the envelope and endorse this by initialling Column 2 of the grid. 
The candidate should also be instructed to place the subject level adhesive label in the space provided on 
the candidate envelope. 
A specimen candidate envelope, with grid, is shown in the attached Appendix. 
N.B. The candidates’ envelopes must not be sealed at this point and must be retained in a secure 
place. 
 
The Superintendent’s Report form, together with the Advice List(s) (having first been placed in the 
blue advice list envelope) and top copy of the Attendance Roll for  Design, Imaginative 
Composition/Still Life and Life Sketching, should be posted  at the end of the Life Sketching 
examination to the State Examinations Commission by letter post in the envelope provided marked 
“Rolla”.  
 
The school authority should retain the remaining copy of the Attendance Roll. 
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3.  Craftwork 
 

The following instructions relate to the examination in Craftwork only. 

Candidates are required to design and make an item of craftwork as specified in the examination paper. 

 

3.1.  Preparatory sheet 
Candidates are allowed to bring one A2 Preparatory Sheet into the examination centre as a visual aid on 
the day of the examination.  Work should be on one side of the preparatory sheet only. If a candidate uses 
collage, cut out images, photographs or traced images for his/her Preparatory Sheet, all such work must 
be stuck flat on to the A2 preparatory sheet. (please note that a small minority of candidates may not 
choose to avail of the opportunity to use a Preparatory Sheet)  

The only visual aid allowed is the Preparatory sheet. Therefore, candidates are not allowed to bring any 
additional visual aids (e.g. photographs, traced images or ready-to-use artwork) into the examination for 
copying purposes. 

NB. A candidate should not be permitted to bring in a Preparatory Sheet which has not been signed 
and dated by the Art Teacher or Principal. 

The use of perishable organic materials is not allowed. 

Candidates are allowed to use any appropriate craft materials and tools to fulfil the requirements of the 
examination according to the instructions for each individual craft. 

Each candidate is required to write his/her examination number and level on each sheet and on the craft 
label supplied.  

Each candidate is required to write the number of the question you have chosen and its title on each sheet 
and on the craft label supplied.  

The Candidate’s Preparatory sheet must be put into the candidate’s transparent Craftwork envelope at 
the end of the examination with the work done in the examination if two-dimensional. (three-dimensional 
work must be put on top of the envelope). 

 
3.2  Attendance Roll 

When you arrive at the school you should seek the Attendance Roll from the school authorities. 

Where you are the only superintendent of Craftwork in the school, you will be provided by the school 
authority with the Attendance Roll.  Where there is more than one superintendent, one will be provided 
with the Roll by the school and he/she will liaise with the other superintendent in having the Roll 
completed. 

The Examination Numbers, Names and Dates of Birth of the candidates are pre-printed on the Roll. The 
number of candidates listed on EACH PAGE of the Roll is shown in the appropriate box at the foot of 
each page.  Before the Roll is given to you the school principal will check, in consultation with the Art 
Teacher, that the information printed on the Roll is correct. 

The Roll is on 2-part stationery.  The Superintendent should receive BOTH PARTS from the school.  The 
parts should not be separated until after the examination is over.  The top copy of the Roll is then to be 
returned to the Commission in the separate envelope marked “Craftwork Rolla” the bottom copy is to 
be retained by the school.  The candidates will sign the Roll in the morning and again in the evening. 

A completed specimen of the Attendance Roll is attached. 

You must confirm, before each candidate leaves the examination room in the evening, that the 
candidate has produced a piece and that the piece bears the Examination Number of the candidate. 

Each page of the Roll contains a declaration, to be signed by the superintendent and countersigned by the 
school principal, that a piece (2D or 3D) is present for each candidate who has signed the Roll. At the end 
of the examination you should present the Roll to the principal for signature. Where a piece is not  
present you should record the particulars on your Report Form and notify the school principal 
immediately so that the matter can be taken up with the candidate. After resolving any discrepancies, the 
school principal will complete the Declaration.  
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3.3  Advice List(s) 
Refer to paragraph 1.9, Instructions for completion of Advice Lists. 

 
3.4  During the Examination 

The Art teacher in the school will have assisted in preparing the room for the Craftwork examination and 
in providing the tools and materials required.   

While the Craftwork examination is in progress the Art teacher should be present in the room 
throughout to issue tools and materials, deal with the replacement of damaged tools or materials, assist 
you, the Superintendent, if required, in storing the finished work and deal generally with other matters as 
requested by you.   

NB In the interest of inter-candidate equity, the art teacher is not permitted to give any direction 
or assistance to candidates and must not communicate with candidates in a manner that could 
confer advantage.  

Conversation or any communication between candidates is not permitted during the examination. 

Candidates should be allowed some freedom as regards movement in the examination hall since  
the tests are of a practical nature and the candidates will possibly need access to equipment and materials 
of various kinds. 

A candidate may be given a replacement for material spoiled.  In any such case the spoiled materials 
must be retained with the candidate’s finished work. 

 
 
3.5  Examination Procedure (Morning Session) 

N.B. The following instructions are based on the examination staring at 9.30 a.m.  Where the school 
selects a different starting time the times stated below must be adjusted accordingly. As craftwork is a 
five hour examination it must start in the morning, i.e. a two and half hour session in the morning and 
a two and a half hour session after lunch. 

At 9.10 a.m. you should check that, where a Preparatory Sheet has been brought into the examination 
centre by a candidate, it has been identified as a Preparatory Sheet, that it bears the Examination Number 
of the candidate and has been signed and dated by the Art Teacher or Principal.   
NB. No candidate should be permitted to bring in a Preparatory Sheet which has not been signed 
and dated by the Art Teacher or Principal. 

At 9.15 a.m. you should request each candidate to sign the Attendance Roll.  
If a candidate does not attend for examination the word ‘ABSENT’ should be written in the space 
provided for the candidate’s signature on the Attendance Roll.  You should then sign the Attendance Roll 
in the space provided.  (The Attendance Roll will have more than one page in schools with more than 
twenty candidates.)  

At 9.20 a.m. you should place the adhesive label “EXAMINATION MATERIAL”, initialled and 
dated, on each sheet of drawing paper issued to candidates. If a candidate wishes to use art paper other 
than that supplied by the SEC, you should place the adhesive label “EXAMINATION MATERIAL”, 
initialled and dated by you on any such sheet before the examination begins to verify that it is blank. 

At 9.25 a.m. the Art teacher should distribute the appropriate materials to candidates. 

At 9.30 a.m. candidates should be instructed to commence work.  
N.B. The art teacher is allowed in the room during the examination. 

At 11.45 a.m. candidates should be reminded that work must be suspended at 12 noon. 

At 12 noon candidates should be instructed to suspend work and informed that they must not remove any 
question paper, drawings (including the Preparatory Sheet) or any portion of the worked test or test 
materials from the examination room.  Candidates should be requested to be present again at 1.50 p.m. 

  Ensure that the examination room is locked and that no person has access to it during the lunch   
interval. 
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3.6  Examination Procedure (Afternoon Session) 

At 1.50 p.m. you should request each candidate to sign the Attendance Roll in the space provided for the 
afternoon session.  The candidate should also insert, in the spaces provided on the Attendance Roll, the 
Question Number and Description of the craft attempted.  If a candidate is not present the word 
‘ABSENT’ should be written in the space provided for the candidate’s signature on the Attendance Roll.        

At 2.00 p.m. the examination is resumed. 

At 4.15 p.m. candidates should be reminded that work must cease at 4.30 p.m. 

At 4.30 p.m. candidates should be instructed to cease work and to mark clearly on their work: 
  examination number  
  the title of the examination on each sheet used (i.e. Craftwork) 
  the level of paper taken (Higher or Ordinary) 
  the number of the question answered. 

Tie on labels (supply enclosed) should be used where appropriate for this purpose. 
 You should instruct each candidate to place the following in his/her transparent candidate Craftwork 
  envelope:  

   sheet of preparatory sketches (A2) (if candidates have brought same into the examination) 
   sheet of preliminary sketches (A2) 
   finished craft item (if two-dimensional)  

Where a candidate’s craft item is three-dimensional it should be placed on top of the candidate’s sealed 
transparent craft envelope with the appropriate label attached. 
A specimen transparent craftwork envelope is shown in the attached Appendix 
The transparent craftwork envelope must then be sealed.   All 3D items should be placed on top of the 
sealed craftwork envelope. The candidates’ work should be stored in a secure place in the school.  
The Superintendent should assist the school authority with these arrangements if required. 
At the end of the examination, the Superintendent and the school principal should complete the 
Declaration on each page of the Attendance Roll, (The Attendance Roll will have more than one page in 
schools with more than twenty candidates). 

 
NB: Craftwork (2D and 3D) will be examined in the school.  In no circumstances should it be 
included in the candidates white envelope or the green transmission bag. 

 
                    

The top copy of the Attendance Roll for Craftwork should be posted to the State Examinations 
Commission, Cornamaddy, Athlone, in the envelope marked ‘Craftwork Rolla’. 
 
The school authority should retain the remaining copy of the Attendance Roll. 
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4. IMAGINATIVE COMPOSITION and STILL LIFE 
 

The following instructions relate to the examination in Imaginative Composition and Still Life only. 

Candidates are required to make an Imaginative Composition or a Still Life work as specified in the 
examination paper. 
 

4.1  Preparations  
Schools have been informed that the Art Teacher in the school should assist in preparing the room for the 
examination and in providing any tools or materials required by candidates as specified in the 
examination paper.  

You must ensure that each candidate who is taking the Still Life option has sufficient space to arrange 
his/her own individual group of objects.  Boxes, stools or chairs should be made available for this 
purpose.  Candidates may, if they so wish, place their groups of objects on the floor. 

NB: Candidates are not allowed to bring aids such as stencils, templates, traced images, preparatory 
artwork or photographic images into the examination for either Imaginative Composition or Still Life.  

Candidates may work in colour, monochrome, mixed media, collage or any other suitable medium. 
However, the use of oil paints or perishable organic material is not allowed.  

If a candidate wishes to work on a coloured sheet instead of the sheet issues by the SEC, you, the 
superintendent, must sign this sheet before the examination commences stating that it is blank. 
Maximum size of sheet: A2. 

 

4.2  Attendance Roll  

When you arrive at the school you should seek the Attendance Roll from the school authorities. 

Where you are the only superintendent of Life Sketching in the school, the school will provide you with 
the Attendance Roll.  Where there is more than one superintendent, one will be provided with the Roll by 
the school and he/she will liaise with the other superintendent in having the Roll completed. 

The Examination Numbers, Names and Dates of Birth of the candidates are pre-printed on the Roll.  
Before the Roll is given to the superintendent the school principal will check, in consultation with the Art 
Teacher, that the information printed on the Roll is correct. 

The Roll is on 2-part stationery.  The superintendent should receive BOTH PARTS from the school.  
The parts should not be separated until after the examination is over.  The top copy of the Roll is then to 
be returned to the Commission; the bottom copy is to be retained by the school. 

 

4.3  Advice List(s)  

Refer to paragraph 1.9, Instructions for completion of Advice Lists. 

 

4.4  Examination Procedure 

N.B. The following instructions are based on the examination starting at 9.30 a.m.  Where the school 
alters the starting time the times stated below must be adjusted accordingly.  

At 9.15 a.m. you should request each candidate to sign the Attendance Roll.  If a candidate does not 
attend for examination the word ‘ABSENT’ should be written in the space provided for the candidate’s 
signature on the Attendance Roll.   

You should then sign the Attendance Roll in the space provided.  (The Attendance Roll will have more 
than one page in schools with more than twenty candidates). 

 

 

 

 



 10

At 9.30 a.m. candidates should be instructed to commence work. Conversation or any communication 
between candidates is not permitted during the examination.  
N.B. The art teacher is not allowed in the room during the examination. 

At 11.45 a.m. candidates should be reminded that work must cease at 12 noon. 

At 12 noon candidates should be instructed to cease work and to mark clearly on their work: 
   examination number to be written clearly in the space provided on the candidate’s A2 sheet. 
   the title of the examination on each sheet used ‘Imaginative Composition or Still Life’     

immediately  below the Examination Number.  
   the level of paper taken, i.e. Higher or Ordinary 

 
You should distribute the individual white envelopes containing their Design examination to candidates 
and instruct them to place their Imaginative Composition/Still Life examination in the envelope also. 
(This instruction will only apply to candidates who have taken the Design option). The envelope should 
not be sealed at this point as the Life Sketching Exam must still be done. 
N.B.  The candidate’s white envelope must not be sealed.   

In the case of candidates who have taken the Craftwork option a candidate white envelope should now 
be distributed to each such candidate in order for those candidates to place their Imaginative 
Composition/Still Life paper in the envelope. Such candidates should be instructed to place the subject 
level adhesive label in the space provided on the candidate envelope.  
N.B.  The candidate’s white envelope must not be sealed.   

Candidates must confirm the inclusion of their work in the envelope by placing a tick (  ) in Column 1 
of the grid included for this purpose on the envelope.  You must then satisfy yourself that the candidate’s 
work has been included in the envelope and endorse this by initialling Column 2 of the grid.  A specimen 
candidate envelope, with grid, is shown in the attached Appendix. 
 
The Superintendent must ensure that the candidate envelope is retained in a safe place.  
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5.   LIFE SKETCHING 
NB: The Life Sketching examination must be held on the same day as the Imaginative Composition/Still 
Life examination. 

The following instructions relate specifically to the examination in Life Sketching 

The examination consists of two sketches of a model.  The first sketch is of a fifteen-minute pose of the 
complete figure.  The second is a more fully worked drawing of a thirty-minute pose of either  the 
complete figure or the head and shoulders.  The specific instructions relating to the poses are contained 
in the examination paper.      

NB: Candidates are not allowed to bring aids such as stencils, templates, traced images, preparatory 
artwork or photographic images into the examination for the Life Sketching examination.  

Candidates may work in colour, monochrome, mixed media or any other suitable medium. However, the 
use of oil paints or perishable organic material is not allowed.  

If a candidate wishes to work on a coloured sheet instead of the sheet issues by the SEC, you, the 
superintendent, must sign any such sheets before the examination commences stating that they are 
blank. Maximum size of sheet: A2. 

Candidates may continue to work on their drawings during the model’s rest periods. 
 
5.1  Attendance Roll  

When you arrive at the school you should seek a copy of the examination paper (which contains 
instructions for Superintendents) and the Attendance Roll from the school authorities. 

Where you are the only superintendent of Life Sketching in the school, you will be provided by the 
school with the Attendance Roll.  Where there is more than one superintendent, one will be provided with 
the Roll by the school and he/she will liaise with the other superintendent in having the Roll completed. 

The Examination Numbers, Names and Dates of Birth of the candidates are pre-printed on the Roll.  
Before the Roll is given to the superintendent the school principal will check, in consultation with the Art 
Teacher, that the information printed on the Roll is correct. 
The Roll is on 2-part stationery.  The superintendent should receive BOTH PARTS from the school.  The 
parts should not be separated until after the examination is over.  The top copy of the Roll is then to be 
returned to the Commission; the bottom copy is to be retained by the school. 
 

5.2  Advice List(s)  
Refer to paragraph 1.9, Instructions for completion of Advice Lists. 

 
5.3   Preparations 

Schools have been informed that the Art Teacher in the school may assist as follows prior to the 
commencement of the examination: 
  the preparation of the room for the examination 
  providing any tools or materials required by candidates 
  providing any props specified in the examination paper 
  advising the model(s) as to the correct pose prior to the commencement of the examination.  

NB: The art teacher is not allowed in the examination room during the examination. 
 

5.4.  Model(s) 
For each level of the paper a separate model/s should be employed as follows: one model for every ten 
candidates or less, i.e. one model for 1-10 candidates, 2 models for 11-20 candidates, 3 models for 21-30 
candidates, etc.  This means that not more than ten candidates will be drawing from the same model. 
Candidates must draw from direct observation of the model and, therefore, must have an unrestricted 
view. If desired, candidates may sit nearer the model for the second pose. 
No special dress for the model or special props are required unless specifically stated in the examination 
paper.   
During the examination the model is allowed from ten to fifteen minutes of rest periods, to be arranged as 
desired.  Candidates may continue to work on their sketches during the model’s rest periods and during 
the period between the two poses. 
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5.5    Examination Procedure 
N.B.  The following instructions are based on the examination starting at 2 p.m.  Where the school alters 
the starting time the times stated below must be adjusted accordingly.   

  At 1.45 p.m. you shall request each candidate to sign the Attendance Roll. If a candidate does not attend 
for examination the word ‘ABSENT’ must be written in the space provided for the candidate’s signature 
on the Attendance Roll. 

  You shall then sign the Attendance Roll in the space provided.  (The Attendance Roll will have more 
than one page in schools with more than twenty candidates). 

  At 1.55.pm you should read the description of the two poses to the model directly from the examination 
paper and ensure that he /she is familiar with each pose. 

  At 1.59 pm instruct the model to take up the first pose in readiness for the commencement of the 
examination at 2.00 pm.  

  At 2.00 pm instruct candidates to commence work. N.B. The art teacher is not allowed in the room 
during the examination.  Conversation or any communication between candidates is not permitted 
during the examination.  

  First pose: The model must adopt the first pose for a total of 15 minutes duration but is allowed to take 
break/s as desired. 

  Second Pose: The model must adopt the second pose for a total of 30 minutes duration but is allowed to 
take break/s as desired. Candidates are allowed to sit nearer the model for the second pose. 

  NB: Both poses must be concluded in the total time of one hour allowed for the examination.  Candidates 
may continue to work on their drawings during the model’s rest periods. 

At 2.45 p.m. you shall remind candidates that work must cease at 3.00 p.m. 

At 3.00 p.m. you shall instruct candidates to cease drawing and to mark clearly on their work: 
   the title of the examination on each sheet used (i.e. Life Sketching) 
   examination number 
   the level of paper taken (Higher or Ordinary) 

 
You shall then instruct each candidate to place his/her work into the candidate envelope provided along 
with the Design, (if taken), and Imaginative Composition or Still Life examination paper.  The candidate 
must confirm the inclusion of his/her work in the envelope by placing a tick () in Column 1 of the grid 
included for this purpose on the envelope.  You must then satisfy yourself that the candidate’s work has 
been included in the envelope and endorse this by initialling Column 2 of the grid.  A specimen candidate 
envelope, with grid, is shown in the attached Appendix. 

    N.B.  The candidate envelope must then be sealed. 

 The Superintendent’s Report Forms together with the Advice Lists (having first been placed in 
the blue advice list envelope) and top copy of the attendance Rolls for Design, Imaginative 
Composition/Still Life and Life Sketching must then be posted without delay to the State 
Examinations Commission by letter post in the envelope provided,  marked “Rolla”.  (The top 
copy of the craftwork attendance roll will already have been posted immediately after the 
Craftwork examination).  The remaining copy of the attendance Rolls should be retained by the 
school authority.  

 
 
6. FINAL PROCEDURE  

 sort all the candidates’ white envelopes into Examination Number order 
 separate the candidates’ white envelopes into Higher Level and Ordinary Level 
 place each bundle of sorted level envelopes into a separate green transmission envelope 
 bring the green transmission envelopes, unsealed, to the school principal.  
 (reminder: the craftwork component stays in the school) 

After confirming with the Principal that a white candidate envelope is present for each candidate who has 
attended for examination, the Superintendent shall complete and sign the green transmission envelope.  
The green transmission envelope must then be sealed and given to the Principal to be retained in a 
secure place in the school while awaiting collection by the SEC. 
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