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Request to take examinations abroad 2024/25
	Please complete the shaded boxes and submit the form by e-mail, as an attachment, to overseasexam@londonmet.ac.uk by the deadline below.
You will then be contacted by the Student Records and Assessment Team for further details, so that the request can be progressed.


Name:
ID No:

Course:
Contact address:

Preferred

tel no:

Preferred Email:

Alternative

Tel No:

Alternative Email:


Examinations to be taken in (Write `Yes’ in ONE box only) with deadline for submitting this form
Autumn Semester
Submit by Mon 02 December 2024
Spring Semester
Submit by Mon 07 April 2025
Summer Reassessment
Submit by Thu 03 July 2025
Examinations to be taken

1

Module Code:

Title:

2

Module Code:
Title:
3

Module Code:
Title:
4

Module Code:
Title:

Where exams are to be taken and reason for request

Country:

Town:

Proposed institution:

Contact name: 

E-mail:

Telephone:

Fax:

Full address:

I have already contacted the institution and obtained their agreement in principle to run the examination(s) (Yes or No) 
Reason for request (Explain why you consider it difficult or impossible to sit the exam(s) at London Metropolitan University, including dates you plan to be out of the UK)

I understand that my request is subject to:

· London Metropolitan University being able to confirm to its satisfaction that the arrangements offered by the overseas institution will meet the requirements of the relevant Examination Policies
· my reaching agreement with the overseas institution and my paying directly to them the fees and expenses they require

· my paying via e-shop in advance of the exam the full administration fee advised by London Metropolitan University

I also understand that:

· if this form is submitted late it may not be possible for arrangements to be put in place for me

· the Student Records and Assessment Team will need to contact me for further details concerning my request

· if I need to cancel my request I must immediately advise overseasexam@londonmet.ac.uk  and  I will still be liable to pay part of the relevant fee in proportion to work carried out


Student’s Signature: (If submitting by email just insert your name)
Date:

PLEASE READ GUIDANCE NOTES ON SECOND PAGE


	NOTES FOR STUDENTS

It is expected that students will sit their exams at the scheduled locations. However if you feel that you need to be abroad at the time of one or more of your exams, you may apply to sit your exam(s) abroad, at the same time they are being held in London.  If your request is authorised, the Student Records and Assessment Team will assist in planning and administering the practical arrangements.  Note that each exam must take place at the same time as the scheduled UK exam, and all of the University’s Examination Policies apply as they would when sitting an exam in the UK.

How to apply and your responsibilities

To apply you need to complete the Request to take examinations abroad form (which may be downloaded from student.londonmet.ac.uk/your-studies/exams-and-assessments/examinations/) and email it as an attachment to overseasexam@londonmet.ac.uk where it will be received by the Student Records and Assessment Team, who will advise whether the request is authorised and administer authorised requests.
It is important that you apply as soon as you know you wish to be out of the UK at the time of the exams, and certainly by the relevant deadline specified on the form and also published at 
student.londonmet.ac.uk/your-studies/exams-and-assessments/examinations/
It is your responsibility to identify and contact a suitable institution abroad, normally either a British Council or a University or College of Higher Education, and to ascertain whether they are willing to act as an exam centre for you. This will include providing a suitable room, furniture and continuous invigilation.  You should do this at the earliest possible opportunity. Written confirmation, normally by email, will be required from the institution. You will need to pay directly to the institution all the fees and expenses charged by the institution, so you should ask the institution about these prior to making any provisional arrangements.  Note that the University cannot confirm any requested arrangement, even once authority to sit the exam overseas has been given, until it has liaised with and received adequate assurances from the overseas institution.  

In addition, you need to pay to London Metropolitan University a standard administrative charge. This covers liaison with the institution about detailed arrangements, including confirming how the institution will satisfy the requirements of the University’s Examination Policies, expenses such as despatch of exam papers and associated materials, and receipt and processing of completed scripts sent back from the institution. 

Charges and payment 

The University’s charges vary according to the number of examinations taken at a single overseas institution (exam centre) in any one exam period, and are currently as follows: 1 exam: £100, 2 exams: £175, 3 or more exams: £225. 

If you need to take exams at more than one overseas centre during a single exam period, each centre is chargeable separately but at rates £30 below those above. If you need to cancel arrangements requested, a reduced fee (normally between 25% and 75% of the standard fee) will be chargeable, based on the amount of work already carried out and expenses already incurred.

The Student Records and Assessment Team will confirm the charge applicable in your case. Payment can be made via the eShop eshop.londonmet.ac.uk/ It is important however not to make payment until you are requested to do so, since it is not straightforward to arrange a refund in the event that it proves impossible to set up the arrangements. Note that exam papers will only be despatched to the overseas centre once the Student Records and Assessment Team has confirmation that full payment has been received. 

Contact points

British Council

http://www.britishcouncil.org  

Tel: +44 (0) 161 957 7755, email: general.enquiries@britishcouncil.org

Overseas HE institutions

Should be traceable by internet search

 



