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	Examinations Services



Schools’ British Programmes

Registration Instructions

Cambridge Primany Checkpoint

Cambridge Secondary Checkpoint

International General Certificate of Secondary Education (IGCSE)

General Certificate of Secondary Education (GCSE)

Advanced Level (A-Level) 
The IGCSE/GCSE/A-Level are school-leaving certificates in Britain comparable to the Tawjihi in Jordan. These certificates are offered by Edexcel and Cambridge International Examinations (CIE) and they have international credibility as educational qualifications. 

The British Council is an examination services centre. We provide assistance to schools and students registering and administating the exams. We do not provide study courses. 

Communication
· If you are a school student enrolled in any of our recognised schools, and would like to register for an exam or to use any of the related services (e.g. Re-marking, certifying statement), you should contact your school co-ordinator.
· If you are a private candidate, you should contact our Customer Services Office for administrative support.  The candidates are responsible for choosing their subjects and completeing the application form.
We communicate with our students through the following different methods:

· Through schools if you are a school candidate

· E-mail (please ensure your e-mail address on your application form is current)

· SMS (please ensure your mobile number on your application form is correct) 
· British Council website

Registration periods: 
· Regular Registration:  Applications received within this period will be subject to the basic subject fee. 

· Late Entries:  Applications received within this period will be subject to a late entry fee in addition to the basic fee.  Changing option during this period will also be subject to a late entry fee.

· Re-sit Dates:  Applications received within this period will be subject to a regular entry fee.
Registration document:

· Three recent passport -size photographs

· A copy of your passport 

· The appropriate fee according to price list 
Payment policy

· Payment can be made in cash, by cheque or credit card

· Full payment must be complete before processing the service

· Please ask for a receipt upon making any payment

Restrictions
· Private candidates and school candidates whose schools do not have approved labs will not be able to register for any subject with practical, oral or coursework components unless they provide us with a written agreement from an approved and equiped school to run the exam.

· British Council does not accept to register school candidates as private candiates without their school’s written permission.
Withdrawal and refund

· If the candidate wishes to drop one subject or the whole registration, he/she must complete the cancellation form.

· Candidates who have given written notice to the British Council of their intention to withdraw from the examination before the last date for regular entry can expect to receive a full refund of the subject fees. A charge of 25% of the total refunded amount will be deducted as an administrive fee.
· Candidates who have given written notice to the British Council of their intention to withdraw from an examination during late entry period can not expect to receive a refund. On medical grounds a refund may be issued upon the Board’s discretion.
· Please note that all refunds will be issued after the end of the examinaitons period. 

Examination results

Provisional Results will be released by: 

· May/June session:  mid-August.
· November session: mid-January 
· January session:  end of March 
For exact dates please check with your school or with the British Council if you are a private candidate in due time. 
Certificates 

Certificates will be issued two months after the results are released and candidates should collect them immediately upon arrival. School candidates collect their certificates from their schools, while private candidates collect their certificates from the British Council. The British Council will only keep the private uncollected certificates for three years.
Free services
· Amending Statement of Entry and Statement of Results
If the candidate spots any mistakes in his/her personal details in the Statement of Entry or Statement of Result, he/she can amend it free of charge if reported to the British Council within one week of issue by the British Council. 
· Access arrangements 
This service is offered to help candidates who have permanent disabilities or who suffer from medical conditions which affect performance at the time of the examination. 
Access arrangements include an extra time allowance, the provision of specially adapted papers and assistance with reading and writing. All applications and medical reports must be received with the registration form and are considered on an individual basis by the boards. 

In order to reserve the credibility and efficiency of the access arrangements, reports have to be in alignment with the boards’ regulations. The British Council will only accept the reports issued by the approved centres.
Application for accsess arrangement should be submitted with the regular registration period.  Applications submitted afterwards will be subject to late entry fees.
· Special consideration
Centres may apply for Special Consideration for candidates who have sat the examination(s) under adverse conditions: affected by illness, death or other circumstances subject to the board’s regulations. When the candidate needs special consideration, the British Council must be informed directly and provided with the appropriate reports.
· Useful websites:

www.examzone.co.uk
www.cie.org.uk
www.edexcel.com
http://www.edexcelstudents.org.uk/club/

http://international.examzone.co.uk
Paid services
The British Council offers the following paid services which should be paid to the British Council only.
· Re-marking

While exam grades should be a fair reflection of your work, mistakes are sometimes made. If you think your result does not fairly represent your work, you may request that your paper be re-marked. 

Please remember that all requests for re-marking should be made within one week of the date of release of provisional results.
· Amendment of certificates
If there was a mistake in the content of your certificate a replecement certificate will be issued. This service is available only within 18 months of the date of issue of the original certificate.  Certificates containing errors must be returned to the board.
· Certifying statement 
This service is available when the university you are applying to requests to receive your results directly from the examining board.
Registration procedures 
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Declaration

The British Council is committed to deliver the Examinations Services, however, we cannot be held responsible for any interruptions which are caused by circumstances beyond our control.  If examinations or their results are disrupted, cancelled or delayed, every effort will be made to resume normal service as soon as possible. 

For more information

If you have any queries, please contact or visit our Customer Services Office between 0900 and 1830 from Sunday to Thursday.

British Council, First Circle, Jabal Amman

PO Box 634, Amman 11118, Jordan

T +962 6 4603420  

F +962 6 4656413

E-mail  info@britishcouncil.org.jo 

www.britishcouncil.org/jordan
Check the Statement of Entry upon receipt for accuracy:


name and date of birth


subjects and papers registered


UCI number, if applicable.





You will receive the statement of entry, examinations’ timetable and candidate’s instructions about three weeks prior to the start of the exam.





Ask for a receipt once payment is complete.





Provide your application form with required regisration documents to your school or the British Council.





Read carefully the application form before you fill it, and make sure that you adhere to the instructions printed at the back of  the application form.





School candidates:


Ask your school Co-ordinator for an application from.





Private candidates:


Obtain an application form from the Britisih Council Customer Services Office or print a copy from our website � HYPERLINK "http://www.britishcouncil.org./jordan" ��www.britishcouncil.org./jordan�








If you are not happy with your grades you can ask for  Re-marking service.  Please check dates and dealines with Briths Council





Immediately report errors in your Statement of Entry to your school  or the British Council. 





Statement of Resutls will be issued  two months after the end of the examinations session.





Certificates will be issued  two months after the Statement of Results 





Please follow examinations timetable and be at your examinatinos hall at least 45 minutes before start time.  please bring with you:


your statement of Entry


your stationary in a transparent bag


your approved calculator if needed








The United Kingdom’s international organisation for educational opportunities and cultural relations. We are registered in England as a charity.
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