[image: image2.png]UNIVERSITY

PRIFYSGOL
(CARDY(




SCHOOL HANDBOOK FOR EXAMINATIONS UNDERTAKEN OUTSIDE CARDIFF UNIVERSITY 
2011/2012
2011/2012 
EXAMINATIONS & ASSESSMENTS UNDERTAKEN OUTSIDE 
CARDIFF AND CARDIFF UNIVERSITY 
SCHOOL HANDBOOK

CONTENTS









Page
Contact Details and Introduction






3
Overview of the Process







4
Summary of Deadlines







4
Information about Fees







5
Exceptional Circumstances







5
School and REGIS roles & responsibilities




6
APPENDIX 1 - Process Flowchart






7
APPENDIX 2 - List of Venues previously used for Examinations                      8


   Outside Cardiff


APPENDIX 3- Academic Regulations 2011/2012




12
APPENDIX 4 - Copy of Student Request Form




13
Examination Section Contact Details

If you have any queries about the information provided in this handbook, please do not hesitate to contact any members of the Examination Team detailed below:

Telephone Numbers

To contact the Exams Office dial 029 208 -----

	Examinations Office
	General Number
	79000

	
	Fax Number
	76982/74130

	
	
	

	Superintendent of Examinations
	Jill Bedford
	

	
	
	

	Head of Assessment  & Graduation
	Paul Bell
	79135

	Officers
	Frances Dunderdale

Helen Cowley
	75147

	Executive Officer
	Kim Parker
	75021

	Senior Administrative Officer
	Rhian Jones
	75251

	Administrative Officer

For queries in relation to Exams outside Cardiff University
	Mike Shevyn
	79205


E-mail

Issues pertaining to Exams outside of Cardiff University on:  examsabroad@cf.ac.uk
Address

Assessment & Graduation Team

Registry

Cardiff University

2nd Floor McKenzie House

30-36 Newport Road

CARDIFF

CF24 0DE

INTRODUCTION
This Handbook has been produced to enable School staff to provide students with full information about requesting to sit their examinations outside Cardiff and Cardiff University.

All the information provided in this Handbook can be found on our Exam web pages under the heading “Examination Procedures and General Information”.  Students can also download a copy of the Request Form from these pages.  

http://www.cardiff.ac.uk/regis/sfs/exams/procedures/Exams%20Abroad/exams-in-a-distant-venue.html

OVERVIEW OF THE PROCESS
The University will consider requests from individual students to sit examinations outside Cardiff and Cardiff University in the Resit Examination Period and, in exceptional circumstances, requests from individual students to sit Examinations outside Cardiff University at other times.

A request by an individual to sit examinations outside Cardiff and Cardiff University shall be submitted in writing by a student to the Head(s) of School or his/her nominee concerned for consideration.  The students shall detail in their application the reason for submitting the request.

The Head(s) of School or his/her nominee shall forward requests to sit Examinations outside Cardiff and Cardiff University to the Superintendent of Examinations.  
The deadline for Students to apply to Schools to request to sit an Examination outside Cardiff and Cardiff University in the Resit Examination period is the end of Week 12 of the Spring Semester.  (Friday 11 May 2012).  After the Spring Examination results for the students are published, the School will then forward approved request forms for students who need to Resit to the Superintendent of Examinations by Monday 9 July 2012.

In submitting a recommendation to the Superintendent, the Head(s) of School or his/her nominee shall specify whether a different Examination paper will be submitted to the Superintendent by the School if it is not possible for Examinations taken outside Cardiff and Cardiff University to be held concurrently with the same Examination being held at Cardiff University.

The Superintendent shall not approve the application where the Examinations cannot be scheduled concurrently and the Head(s) of School of his/her nominee is not prepared for a different Examination paper to be submitted to the Superintendent.

The Superintendent will inform the student and the Head(s) of School of his/her nominee in writing of his/her decision.

If, having approved the request, the Superintendent is unable within a period of 4 weeks to arrive at satisfactory arrangements for the holding of the Examinations outside Cardiff and Cardiff University, he/she shall inform the student that he/she shall not be permitted to sit the Examinations outside Cardiff University.

Those students permitted to sit their examinations outside Cardiff and Cardiff University will be required to pay an administrative fee of £350 to Cardiff University and will also be liable for any costs incurred by the external examination centre.

The student is liable for payment of a cancellation fee unless written notification from the student stating that they will not sit the exam outside Cardiff and Cardiff University is received by the Superintendent two weeks prior to the commencement of the Resit Examination Session.  The student will also be liable for payment of the cancellation fee if he/she fails to attend the Examination.

SUMMARY OF DEADLINES
	Resit Examination Period
	

	Deadline for Students to make Application to School
	Friday 11 May 2012

	Deadline for School to send approved Application to REGIS
	Monday 9 July 2012


INFORMATION ABOUT FEES
Those students permitted to sit their examination outside Cardiff University will be required to pay an administrative fee of £350 to Cardiff University and will also be liable for any costs incurred by the examination centre.  

Student should be aware that they may also be charged by the external examination centre for some of the following:

· Registration fees (which may be non-refundable and non-transferable)

· A “no show” fee if they fail to attend the examination

· Storage of examination papers

· Invigilation costs

· Off-site exam hall hire

· Photocopying of scripts before returning to the UK

The Superintendent will charge a cancellation fee if students decide to cancel the arrangements less than 2 weeks before the start of the Resit Examination Period.  The cancellation fee will also be charged to students who fail to attend their Examinations outside Cardiff University.

	
	Charge

	If the student cancels 2 weeks before the start of the Exam Period
	£175

	If the student cancels 1 week before the start of the Exam Period
	£350

	If the student cancels during the Exam Period
	£350


EXCEPTIONAL CIRCUMSTANCES

It is anticipated that in exceptional circumstances or, in the case of Resit Examinations for programmes operating under a non-standard academic calendar, Heads of Schools (or their Nominees) may support applications for individual students to sit examinations outside Cardiff University at other times and these will be considered by the Superintendent of Examinations.  The student applying under these circumstances is likely to be a Registered External student who is resitting, or a Registered Internal Resit student who has unavoidable family commitments or illness.

The student should be advised to make their request as soon as possible and completed, approved forms should be forwarded to the Exams Office 5 weeks before the start of the Exam Period.  Please note that the cancellation fee policy will be applied 2 weeks before the start of the Examination Period.
	Examination Period
	

	Deadline for Students to make Application to School
	Any time

	Deadline for School to send approved Application to REGIS
	5 weeks before start of Exam Period


VENUES FOR EXAMINATIONS OUTSIDE CARDIFF UNIVERSITY
A list of overseas venues that have previously used for Examinations outside Cardiff can be found on Page 10.  It is provided to Schools so that they can advise the students on where we have been able to successfully organise exams in the past and give an idea of how much additional cost will be charged by the venue.  Please note that this information has been updated as at September 2010.
SCHOOL RESPONSIBILITIES/ROLE
School representatives will be required to undertake the following:

· Advertise Examinations Outside Cardiff service to students
· Advise Student whether their request is likely to be approved by the Head(s) of School or nominee, outline the financial costs of this service and the venues where exams have been successfully organised in previous years;
· Give student copy of Information Booklet which contains request form;
· Receive completed Request forms from students;
· Pass completed Request forms to Head of School or Nominee for authorisation;
· Check requests when results are published and disregard those students who have passed all modules;
· Check requests of those that have failed modules and decide if they are required to return to Cardiff to sit a practical exam;
· Forward those requests which need to be administered by REGIS by Monday 9 July.
REGIS RESPONSIBILITIES/ROLE
REGIS will be required to undertake the following:

· Inform student of request success;
· Liaise with Venue to ascertain availability;

· Organise examinations for student in venue of choice;
· Contact alternative venue (provided by student), if 1st choice cannot be accommodated;
· Inform student of examination arrangements;

· Arrange for all examination information to be sent to outside venue in time for examinations;
· Organise courier to collect completed scripts from venue to be returned to REGIS.
APPENDIX 1
EXAMINATIONS OUTSIDE CARDIFF UNIVERSITY OVERVIEW FLOW CHART
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APPENDIX 2
List of Venues previously used for Examinations Outside Cardiff
The following table lists the venues outside Cardiff University which have previously been used by students to sit examinations.  The list is in alphabetical order and gives an approximate indication of how much each venue will charge (as at September 2011).  

	Country
	City
	Venue
	Additional Cost by the Overseas 

Venue to Students
	Note

	Austria
	Innsbruck
	University of Innsbruck
	
	

	Bahamas
	Nassau
	College of The Bahamas
	$100 administrative fee (this includes the room rate and courier charge) and $60 per hour for the invigilator
	

	Bahrain
	Manama
	British Council
	BHD46.000 (1st paper) BHD40.000 (subsequent papers)
	These fees include all invigilation and administrative and costs in addition to courier charges for returning scripts after the exam.

	Bangladesh
	Dhaka
	British Council
	Cost of each paper is Taka. 4400.00

Cost of courier is Tk 2000.00 per paper
Opening hours are 09:00 to 17:00 everyday
	Venue needs at least 1 month’s notice
Payment is required 3 working days prior to the exam date by cash or bank draft.

	Bermuda
	Hamilton
	Bermuda College
	
	

	Botswana
	Gaborone
	British Council
	Cost per paper £61 (1 paper), £51 (2 papers), £47 (3 papers), £43 (4 papers)
	

	Brunei
	Bandar Seri Begawan
	British Council
	Cost of each exam is B$100.00 for exams within normal working hours; B$150.00 for weekends/public holidays

Cost of invigilators is included

Cost of courier is B$48.00 per 500gm package

Late charge of B$10.00 per exam for after hours

Opening hours are 08:30 to 16:30pm
	

	Bulgaria
	Sofia
	British Council
	
	

	Canada
	Calgary
	University of Calgary
	120  per exam
	

	Canada
	Ontario
	Carleton University
	$50 per exam (£27) payable on day of exam
	

	Canada
	Thunder Bay
	Lakehead University
	$75 per exam cash only
	

	Canada
	Toronto
	Key 2 Careers College
	£282 per exam
	

	Canada
	Windsor
	University of Windsor
	$50 per exam 
	

	Cayman Islands
	George Town
	University of Cayman Islands
	
	

	China
	Beijing
	British Council
	Cost of exam is RMB 850 for 3 hour paper, RMB 800 for 2.5 hour paper, RMB 750 for 2 hour paper, RMB 700 for paper less than 2 hours
RMB 50 per extra half hour or less
Cost of invigilators is included

Cost of courier is RMB 268
Opening hours are 09:00 to 20:00 Monday to Friday
	Payment is required 1 week before the exam by cash or postal order

	China
	Chongqing
	British Council
	Cost of exam is RMB 750 for 2 hour paper
	Payment is required at least 5 days before the first exam day

	China
	Guangzhou
	British Council
	
	

	Hong Kong China
	Hong Kong
	British Council
	Cost of one paper is $1375, 2 papers is $2250, 3 papers is $3125
Cost of invigilators and courier is included

The fees are not refundable in any circumstances

Examination hours are 14:00 to 17:00 and 18:00 to 21:00
	They only accept payment by credit card

	China
	Shanghai
	British Council
	Cost of exam is RMB 850 for 3 hour paper, RMB 800 for 2.5 hour paper, RMB 750 for 2 hour paper, RMB 700 for paper less than 2 hours
RMB 50 per extra half hour or less
Cost of invigilators is included

Cost of courier is RMB 268
Opening hours are 09:00 to 21:00 Monday to Friday.
	

	Cyprus
	Nicosia
	British Council
	The charge is €115 per candidate per subject. An extra fee of €10 per candidate will be charged onward for courier costs.
	

	Czech Republic
	Prague
	British Council
	750 CZK/Hour Candidate
	

	Egypt
	Cairo
	British Council
	£42 per exam
	Must be paid 3 weeks prior to exam taking place

	Gibraltar
	Gibraltar
	Gibraltar College
	
	

	Greece
	Athens
	British Council
	€120 per paper including courier costs.
	

	India
	Chennai
	British Council
	Non-refundable fee per paper per candidate is Rs 5,250

	Payment for exams is required 5 days before 1st exam

Fees are only applicable if exam finishes by 18:00 –for more information contact the British Council Offices

	India
	Kolkata
	British Council
	Non-refundable fee per paper per candidate is Rs 5,250

	Payment for exams is required 5 days before 1st exam

Fees are only applicable if exam finishes by 18:00 –for more information contact the British Council Offices

	India
	Mumbai
	British Council
	Non-refundable fee per paper per candidate is Rs 5,250

	Payment for exams is required 5 days before 1st exam

Fees are only applicable if exam finishes by 18:00 –for more information contact the British Council Offices 

	India
	New Delhi
	British Council
	Non-refundable fee per paper per candidate is Rs 5,250

	Payment for exams is required 5 days before 1st exam

Fees are only applicable if exam finishes by 18:00 –for more information contact the British Council Offices 

	Indonesia
	Jakarta
	British Council
	Cost of each paper is £37 per candidate.

Courier fees are $32 per 0.5 kg
	

	Japan
	Tokyo
	British Council
	2 hours or more - ¥10,500 (¥10,000 + 5% consumption tax). 

Less than 2 hours  - ¥5,250 (¥5,000 + 5% consumption tax)
	Student must pay ¥21,000 (¥20,000 + 5% consumption tax) which is non-refundable and non-transferable

	Jordan
	Jebel Amman
	British Council
	Cost of one paper is JOD 80.00

Additional papers JOD 40.00

Courier per Kilo JOD 20.00
	Payment should be settled 2 weeks before the exam date.

	Kenya
	Mombasa
	British Council
	Ksh7,000 per exam
	

	Kenya
	Nairobi
	British Council
	Cost of each paper is Ksh 8,000 per exam

Cost of invigilators is included

Cost of courier is an additional fee and depends on the amount of papers

Cancellation within 5 working days will be charged at 20% of the test fee.  No refund if less than 5 days

Exam hours are 10:00 and 14:30
	Payment must be made to 7 days before the exam date at the Standard Chartered bank.  

	Kuwait
	Kuwait City
	British Council
	Registration fee of KD 20 per candidate.

Cost of each paper is KD 19.
	

	Lithuania
	Vilnius
	British Council
	The cost of 1 exam paper is 300LTL.
Cost of courier is 173 LTL.
	

	Malaysia
	Kota Kinabalu
	British Council
	
	

	Malaysia
	Kuala Lumpur
	British Council
	Registration fee of RM100.00 per candidate.  Exams running between 9am and 6pm will be charged RM450 per exam paper. After 6pm, it is RM700 per exam paper. There is a different fee for exams that last longer than 3 hours. Any exam completing after 9pm are liable for a surcharge of RM100.00 per half hour or part thereof.
	No exams later than 9pm local time

	Malaysia
	Penang
	British Council
	Registration fee of RM100.00 per candidate.  First paper costs RM410.00 (Mon – Fri 9am to 5pm), RM600.00 (5pm to 9pm and Sat), RM800.00 (Public Holidays).  Second and subsequent papers RM350.00 (Mon – Fri 9am to 5pm), RM500.00 (5pm to 9pm and Sat), RM640.00 (Public Holidays).  Any exams exceeding 3 hours duration will pay a pro-rata fee as applicable.  Any exam completing after 9pm are liable for a surcharge of RM100.00 per half hour or part thereof.
	

	Mauritius
	Rose Hill
	British Council
	Cost of first paper  is MUR 2800

Subsequent papers are MUR 1500
	

	Nigeria
	Abuja
	British Council
	Cost of each exam paper is eight thousand Naira (N8000). 

Cost of courier is seven thousand Naira (N7000)
	

	Nigeria
	Kano
	British Council
	Cost of each exam paper is eight thousand Naira (N8000). 

Cost of courier is seven thousand Naira (N7000)
	

	Nigeria
	Lagos
	British Council
	
	

	Oman
	Muscat
	British Council
	
	Their weekend is Thursday & Friday

	Pakistan
	Faisalabad
	
	Cost of first paper is £100, the second paper is £80.
	Any exam scheduled on Local Holiday is £150

	Pakistan
	Islamabad
	British Council
	Cost of first paper is £50, each additional paper is £30

Cost of invigilators and couriers is included

There is no refund for absence or withdrawal.

Opening hours are 09:00 to 17:00 Monday to Thursday and 09:00 to 15:00 on Friday
	

	Pakistan
	Karachi
	British Council
	Cost of first paper is Rs 11,100

Subsequent papers are RS 7,400

These charges cover venue, invigilation and courier costs.
	Payment must be made at a Standard Charter Bank.

	Pakistan
	Lahore
	British Council
	Cost of first paper is Rs 11,100

Subsequent papers are RS 7,400

These charges cover venue, invigilation and courier costs.
	Payment must be made at a Standard Charter Bank.

	Poland
	Warsaw
	British Council
	Cost of each 3 hr paper is 340PLN

Cost of courier is 260 PLN
	

	Qatar
	Doha
	British Council
	Cost of each paper is QAR 350.

Courier cost is QAR 85 
	Candidate must register 10 days prior to exam.

	Saudi Arabia
	Riyadh
	British Council
	Cost of first paper is SAR 560
Subsequent papers are SAR 480
	

	Singapore
	Singapore
	British Council
	Cost of first paper is S$285, each additional paper is S$235

Cost of invigilators and couriers is included

There is no refund for absence or withdrawal.

Opening hours are 09:00 to 22:00 Monday to Friday and 09:00 to 17:00 on Saturday
	Cost of papers increases on weekdays after 10pm, Saturday after 5pm, Sunday and Public Holidays to S$420 and S$350

Payment for exams is required 2 weeks before 1st exam

	South Africa
	Johannesburg
	British Council
	
	

	South Korea
	Seoul
	British Council
	
	

	Sri Lanka
	Colombo
	British Council
	Cost of each paper is £50

Opening hours are 09:00 to 18:00
	

	Switzerland
	Berne
	British Council
	£80 per exam plus £60 admin & £40 courier
	Plus room rental if outside of BC and late entry/cancellation fee £200

	Taiwan
	Taipei
	British Council
	
	

	Thailand
	Bangkok
	British Council
	Cost of each exam is THB 4,100 

Cost of invigilators is included

Cost of courier is included

Cancellation fee is THB 1,800 if more than 1 week before exam raising to THB 4,100

Opening hours are 09:00 to 17:00
	All fees must be paid 15 days prior to examination date by either cash or credit card

	Uganda
	Kampala
	British Council
	Cost is £20 per hour  per candidate.
	

	UAE
	Dubai
	British Council
	AED370 for the 1st paper and AED220 for subsequent papers
	All local charges must be paid no later than one week prior to the scheduled exam.

	USA
	New York
	St John’s University
	
	

	USA
	Orlando
	Walt Disney World
	
	

	USA
	San Diego
	San Diego State University
	
	

	Vietnam
	Hanoi
	British Council
	Cost of invigilators is included

Courier charge is 49USD

Cancellation fee depends on time of cancellation

Opening hours are 08:30 to 12:00 and 13:30 to 17:00
	

	Zimbabwe
	Harare
	British Council
	Cost of 3 hour paper is £60 if there are less than 5 candidates.  An additional £10 for any subsequent candidate and/or hours.
	


APPENDIX 3
Academic Regulations 2011/2012
10.
EXAMINATIONS AND ASSESSMENTS UNDERTAKEN OUTSIDE CARDIFF UNIVERSITY

Under the following provisions the University permits Methods of Assessment, including Examinations, to be conducted in locations away from Cardiff and Cardiff University (hereinafter "outside Cardiff University").
10.1
INDIVIDUAL STUDENTS

The University will consider:

10.1.1
requests from individual students to sit Examinations outside Cardiff University in the Resit Examination Period;  

and

10.1.2
in exceptional circumstances, requests from individual students to sit Examinations outside Cardiff University at other times.

10.2
A request by an individual student to sit Examinations outside Cardiff University shall be submitted in writing by the student to the Head(s) of School or his/her nominee concerned for consideration.  The student shall detail in his/her request the reason for submitting the request.

10.3
The Head(s) of School or his/her nominee shall forward requests to sit Examinations outside Cardiff University to the Superintendent with a recommendation whether the request should be allowed or disallowed.  The final decision shall rest with the Superintendent.

10.4
The deadline for receipt of applications by the Head(s) of School or his/her nominee for sitting an Examination in the Resit Examination Period to be sat outside Cardiff University is the end of Week 12 of the Spring Semester. In exceptional circumstances or in the case of resit examinations for programmes operating under a non-standard academic calendar, applications to sit Examinations outside Cardiff University shall be considered by the Superintendent of Examinations.

10.5
In submitting a recommendation to the Superintendent, the Head(s) of School or his/her nominee shall specify, if it is not possible for Examinations taken outside Cardiff University to be held concurrently with the same Examination being held at Cardiff University, whether a different Examination paper will be submitted to the Superintendent by the School.  The Superintendent shall not approve the application where:

10.5.1
the Examinations cannot be scheduled concurrently at specified Examination Venues and at other venues; and

10.5.2
the Head(s) of School or his/her nominee is not prepared for a different Examination paper to be submitted to the Superintendent.

10.6
The Superintendent shall inform the student and Head(s) of School or his/her nominee in writing of his/her decision.

10.7
If, having approved a request, the Superintendent is unable within a period of four weeks to arrive at satisfactory arrangements for the holding of the Examinations outside Cardiff University, he/she shall inform the student that he/she shall not be permitted to sit the Examinations outside Cardiff University.

10.8
An administrative fee, determined by the University Council, shall be payable by the student, and in addition the student shall be responsible for paying any costs incurred at the distant venue.  The Superintendent may waive the administrative fee in exceptional circumstances.

10.9
Where the Superintendent has notified the student in writing that he/she is permitted to sit the Examination(s) outside Cardiff University, the student will be liable for payment of a cancellation fee not exceeding the full administrative fee:

(i)
unless written notification from the student stating that he/she will not sit the Examination(s) outside Cardiff University is received by the Superintendent at least two weeks prior to the commencement of the Examination Period; or

(ii)
where the student fails to attend the Examination.

 APPENDIX 4
REQUEST FORM TO SIT EXAMINATIONS AWAY FROM CARDIFF AND CARDIFF UNIVERSITY
	STUDENT DETAILS

Please complete this form in CAPITAL LETTERS

	Title:
	

	Surname:
	

	First Name(s)
	

	Student Number:
	
	School:
	

	Email Address:
	For contact during June, July and August

	Home Telephone No:
	For contact during June, July and August

	Home Address:
	For contact during June, July and August


	EXAMINATION

Please tick one box

	





	Reason for Request:
	

	Nearest British Council Office to your Location

(Full Address)
	

	I wish to apply to sit my examinations in the venue specified above. I understand that if the above venue cannot accommodate my request, I will need to provide details of an alternative, suitable educational venue for consideration. The Exams Office will advise me of whether arrangements can be made and what the arrangements are.  I understand that if the Exams Office is unable to make satisfactory arrangements then I will be required to return to Cardiff to sit my exams.  I agree to pay the University administrative fee of £350 and, if necessary, the cancellation fee, as well as any other charges levied by the external examination venue.  I understand that the Exams Office may pass my contact details to the Venue so that they can contact me to discuss my examination arrangements.

	Student’s Signature:
	Date:


	SCHOOL USE

Head(s) of School or Nominee Approval

	
                    Approved                                          

                    Rejected      
	Please List Exam Module Codes:-

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



	Date:
	Head of School’s Signature:








Other (please specify)





Resit Period (13 to 24 August 2012)





Student completes application form and hands into School Office for authorisation





Student enquires about “Exams outside Cardiff University” Service





School checks results and authorisation





REGIS receive application forms from Schools





REGIS organises examinations outside Cardiff University





REGIS organises courier to return completed examination papers to Exams Office





REGIS notifies School that papers have been returned and notifies Finance that Student must be invoiced for service





Deadline for Schools to receive Application Forms – Friday 11 May 2012





Deadline for REGIS to receive Application Forms – Monday 9 July 2012














PAGE  
2

