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OVERSEAS REFERRAL/DEFERRAL EXAMINATIONS

Guidance Notes and Registration Form for Students who wish to sit Examinations, which do not fall within the official ‘teaching periods’ published in the academic calendar, overseas.

Overview

· Students who are resident overseas may apply to take their referred/ deferred examination(s) in their country of residence, subject to approval by the relevant School .  

· The process applies only to re-sits that are scheduled outside of times when students are expected to be in attendance at the University.

· Each student will pay a fee that covers all the additional costs associated with the relevant assessment activity.

· Candidates who are taking a holiday overseas are NOT eligible to sit their examinations overseas. 

· All examinations must take place at a British Council Office
· Examinations will be conducted according to LJMU regulations and therefore the British Council will support any cases of academic misconduct according to LJMU regulations and procedures. 
LJMU Policy

· LJMU has the right to require students to return to Liverpool to take referral/deferral examinations.

· To ensure the security of the examination process, overseas referral/deferral examinations must run simultaneously with the examinations scheduled in Liverpool.

· All additional examination expenses must be met by the student; payment must be made in full prior to the examination sitting being confirmed with the British Council.

Arrangements

Students must advise Planning and Information (PLN) of their wish to undertake a referral/deferral examination overseas.  Notification must be in writing by completing and returning the Registration Form by Monday 25 June 2012 to Planning and Information.  Requests received after this date may not be considered.  In order to ensure that all arrangements are confirmed within an appropriate time scale students must up-date and confirm effective contact details.

Planning and Information will then take responsibility for the examination arrangements and payments

Specific arrangements for special needs students

In principle students are entitled to the same specific arrangements for examinations as they are at Liverpool venues.  It is however the student’s responsibility to inform Planning and Information of any specific arrangements that are required so that we can ensure that they are met in full.

LJMU will endeavour to meet the requirements of any student’s needs assessment, however if a specific British Council Office cannot meet these needs then the student must either undertake the examination at the LJMU venue or waive their rights to the special needs.

N.B.
LJMU does not accept liability for an examination venue which does not fully meet the requirements of a student if the student has not specified any special requirements prior to the examination.

Fee payment

Once your request has been received and approved an email of confirmation will be sent to your LJMU account with details of how you must make payment for the overseas examinations via the LJMU online shop.  Payments should be made within 48hrs of the student receiving the confirmation email.  When the fee is paid, the University will then confirm the booking with the relevant British Council office.
Please note that LJMU will be unable to refund the fee if a student is prevented from sitting their examination.  This is because once the examination has been confirmed then administration charges will have been incurred.

Fee rates

The standard institutional fee for an overseas examination will be as follows:

First examination = £300

Each subsequent examination = £200

Contact details

Liverpool John Moores University, Planning and Information, LJMU, 24 Norton Street, Liverpool L3 8PY
0151 231 3516

OverseasExams@ljmu.ac.uk
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To enable you to request/register an intention to undertake your referred/deferred examination overseas, you must complete this form and return it to Planning and Information by Monday 25 June 2012.  Requests received after this time may not be considered

Once your request has been received and approved an email of confirmation will be sent to your email address with details of how you must make payment for the overseas examinations.  
PERSONAL DETAILS

Person Number



Date of Birth:


First name:




Last name:


Potential location of examination: 






Contact address:












(Post code)

Home telephone number:

Mobile number:

Email address: 




ASSESMENT DETAILS

I intend to sit examination(s) in the following modules:

Module code

Module title





Administration only

Response

Student costs


Invoice raised

Payment 

BC confirmed


BC sent support

BC sent script

OVERSEAS REFERAL/DEFERAL EXAMINATION REQUEST








