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1. PURPOSE
This procedure has been developed to support British University Vietnam (BUV)'s Central

Academic Information Services & Examinations Office to manage resit organisation in each
semester. This documentation will provide a formal standardised and repeatable process
with clear timelines for department of Central Academic Information Services and

Examinations Office.

2. SCOPE
This procedure encompasses the process of organising resits for BUV Own Programmes &
Staffordshire University programmes.

This procedure is scheduled to be reviewed in January 2023 semester.

3. DEFINITIONS

a. Abbreviations

Definitions of abbreviations used throughout the policy and related references
are as follows:

Rbpre atio e O

BUV British University Vietnam

SU Staffordshire University

CAO Chief Academic Officer

CAIS Central Academic Information Services

ACO Academic Compliance Office

EO Examinations Office

ML Module Leader
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4. PROCEDURE

BRITISH
UNIVERSITY

VI E 1T H A

a. Resit organisation for progression students
i. Flowchart
CHIEF ACADEMIC OFFICER
Mo EADER & EXAMINATIONS OFFICE CGENTRAL ACADEMIC INFORMATION SERVICES [ ACADEMIC COMBLIANCE [ | DERUTY CIER AC AT FINANCE
; I | DESIGNATED PERSON
3 H i
H § 3
i Start ’ = i
i 2. Prepare provisional resit list for Resit f
A S—_d —é— J | | after board based on the "Outcome” in
y E; ‘;s Bled | ¢ . Grids asthe Internal Board decision {Quick % i
Grids after 1B | |turnaround resit for Undergraduate & Resit
| list for MBA) z
| o i
| 3 . . i
i 3. Double check resit list internally l— # 4. Check Resit List
, !
| [6. Set up resit schedule:w-— . Revise list if errors are identified
s - H
f T .
7. Get approval from
| | DCAO for resit list with
j schedule & send to
4 | CAIS
H l |
| J 7a. Schedule resit [ 7b. Prepare resit 14. Calculate resit ! | 15. Confirm resit |
H 1 meeeting ~» letters for parents |—»  fee & send to i T fee
i | I | & students | Finance to confirm
i - |
i |
— i
9, Join resit . = I |
meeting, ML to fill inj«- i Remghiresi mecting 16. Prepare resit fee
e Elrirles (invitations to students ietter to send to parents-—— —
‘ | & students [ S =000
= = . 1] 13 approve
| 12, Cheik resnt_lett_ers — Resit Letter via email
17, Send Resit Letters to_ 1l
{ Studeﬁ} " Cee— students & parents with fee
_< joln resit I—J 11. Collect meeting information
. meehng" > minutes s =
| /
et
| |
i
3

* Resit Organisation Procedure

BUV Ecopark Campus, Ecopark Township, Van Giang, Hung Yen
www.buv.edu.vn

info@buv.edu.vn

.



BRITISH
CENTRAL ACADEMIC INFORMATION vl SN VERSIRY

SERVICES & EXAMINATIONS OFFICE ‘BUV

. GHIEF ACADEMIC OFFICER
MODULE LEADER & ¢ . ; - s ; : | ACADEMIC COMPLIANCE | DEFUTY CHIEF AGADEMIC
STUDENT | EXAMINATIONS OFFICE CENTHAL ACADEMIC INFORMATION SERVICES GHEIE brdfopiog FINANCE
: i DESIGNATEN PERSON
i A 19. Update the Board's decision fram
§ ,' 18 Send updated . SU's profites & finalise the resit list for
i Grids after FR Resit After Board (Quick turnaround resit '

i far Undergraduate & Resit list for MBA)
i [
v ! . |

[ S — |
20, Double check resit list 321, Check Resit List i

| interrally e o !
| | |
23. Set up resit 22. Revise list If errors are L | |
schedule identified |

L
24, Get approval from
BCAQ for resit list with
schedule & send Lo
Cals {

L &

..| 25a. Schedule resit |
| meeeting

32. Calculate resit

15b. Prepare resit \
letters for parents & | fee & sendto | | | 33. Confirm resit
students., Check ) | fee
3 Finance to confirm ¥
_ imtermally | o |

J

f _ —

34. Prepare resit fee
letter to send to parents: —
& students

31. DCAQ approve I

1

- — = -
26. Send resit meeting —+ 30. Check resit letters |

"
invitations to students | L

meeting. ML to fill in Resit Letter via email
meeting minutes | [

f ! _ I

PR o )
35, Send Resit Letters with fee information to 36. Send list of
students who have

students & parents for additional resit il resit f

Send resit exemption announcement to resit cases not:pEaC'J (;edsny ee
that are waived by EB ays

v before deadline &

_] 1 day after

| deadiine}
i L ——

[ y ! |

| | 37.5end resit fee |

= l
z

27. Join resit }'

| No ' P
2.8' .SWde,"{ L :'VE'S-. | 29. Collect meeting
= join resit — minutes
- meeting? - | )

| students & parents [ |

—

38, Check list of [ ———
unpaid resit fee & 39, DCAO to consider &
send to DCAO for approve the fist of Non-

confirmation. payment resit fee &

Highlight special consider late payment in

| cases for l report date
| consideration.

| t

M SE—
41, Take out students
who are not allowed
to resit from resit
courses on LMS

| I

42, inform students
that they cannot
have resit due to late
fee paYment

End |

N S
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ii. Roles & Responsibilities:

- Deadline | Deadline
Step# Process Activities for UG for MBA Output PIC
Send updated Grids 2 working | 2 working | Updated Grids
1 EO
after IB days days sent
Provisional resit
Prepare provisional list for Resit after
resit list for Resit after board which are
board based on the included “Resit
"Outcome” in the grids 2-3 2-4 failed
2 as the internal board's working | working components”, CAIS
decision) (Quick days days “board may
turnaround resit for condone” &
UG& & resit list for excluded "For
MBA) board to
decide”
Double check resit list 1-2 1-3 Resit list double
3 internally & send to EO | working | working checked CAIS
& ACO days days
1-2 1-3
- working working Resit List
kR L A
4 Check Resit List days after | days after checked <o
step 3 step 3
. 1-2
Revise list if errors are 1 working working
5 " . day after Resit list revised CAIS
identified days after
step 4
step 4
1-2
working | 1-2 after
6 S0 Ul rh e days.a.fter receiving Resit schedule EO
receiving | the final set up
the final list
list
Get approval from 3 Wo r:;tr;? (Zj Wor:f':e%
DCAO for resit list with ays‘ ) ays‘ , Resit list
7 receiving | receiving EO
schedule & send to . . approved
the final the final
CAIS . .
list list
Within 1 Within 1
Schedule resit week week Resit meeting
7a : EO
| meeeting after step | after step scheduled
7 7
|
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. 1-2 1-3
RFEPAIE (ESIE ISHSIS for workin workin Resit letters
7b parents & students davs aftir davs aﬂir repared CAIS
(MBA only for students) y y prep
| step 7 step 7
Within 1 Within 1
3 Send resit meeting week week Meeting EO
invitations to students after step | after step invitations
7 7
. . . Within 1 Within 1
Join resit meeting. ML . .
0 . week week Meeting minutes
9 to fill in meeting ML - Student
. after step | after step taken
minutes
7 7
T g st Within 1 | Within 1
meeting? week week Student join
10 If Yes: Move to (10) after ste after ste meetinj Student
If No: Move back to P P 9
7 7
(6a)
Within 1 Within 1
Collect meeting week week meeting minutes
11 . EO
minutes after step | after step collected
7 7
1-2 1-3
. working | working Resit letters
heck resit lett A
i hecidresitlieners days after | days after checked o
step 7b step 7b
. 1 working | 1 working .
13 2 SRR gt day after | day after Resit letters DCAO/DP
Letter via email approved
step 12 step 12
Calculate resit fee & 1 working Wo1ri<2in Resit fee
14 send to Finance to day after 9 | calculation sent CAIS
y days after .
confirm step 5 to Finance
step 5
1 working | 1 working
15 Confirm resit fee day after | day after Email notice Finance
step 14 step 14
Prepare resit fee letter | 1 working wo1r;<2in Resit fee letter
16 to send to parents & day after J CAIS
days after prepared
students step 15
step 15
Send Resit Letters to 1dworl;|[n? 1-2 Email notice with
17 students & parents with sic)a/pa 1; working stamped resit CAIS
fee information el days after letters
6
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step 13
and 16 -
1 working | 1 working
18 Send updated Grids day after | dayafter | Updated Grids EO
after EB the board | the board sent
meeting meeting
Update the Board’s
decision from “ SU
profiles” and finalise 1-2 1-3
the resit list for Resit working | working . .
19 after board (Quick days after | days after Resit list revised CAIS
turnaround resit for step 18 step 18
Undergraduate & Resit
list for MBA)
0.5-1 1-2
Double check resit list working | working Resit List
20 . CAIS
internally day after | days after checked
step 19 step 19
0.5-1 1-2
N . working working Resit List
&l shecdRes st day after | days after checked ACO
step 20 step 20
0.5-1 1-2
22 Revise list if errors are working | working Resit list revised CAIS
identified days after | days after sttlistrevis
step 21 step 21
1 working | 1 working
. days‘a.fter days_after Resit schedule
23 Set up resit schedule receiving | receiving EO
' y setup
the final | the final
list list
Get approval from (Zj:v:r:;tr;? (Zj;/vzrk;tr;gr
DCAQ for resit list with | ©°7° 2 ys e Resit list
24 receiving | receiving EO
schedule & send to . ) approved
the final the final
CAIS . .
list list
Within 1 Within 1
Schedule resit week week Resit meeting
25a . EO
meeeting after step | after step scheduled
24 24
Prepare resit letters for .
- 1
25b parents & students. wo1rk%|’n work:?n Re: Iz‘:tee(;s CAIS
Check internally. 9 9 prep
7
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days after | days after
step 24 step 24
Within 1 Within 1
Send resit meeting week week Meeting
26 .. o EO
invitations to students after step | after step invitations
24 24
Join resit meeting. ML Within Sithin | . .
S . week week Meeting minutes
27 to fill in meeting ML - Student
B o e after step | after step taken
24 24
- . Within 1 | Within 1
Student join resit
meeting? week week
28 If Yes: Move to (26) froTstthe fror:stthe Studer;itnjom Student
If No: Move back to meeting | meeting meeting
(22a) date date
Within 1 Within 1
Collect meeting week week meeting minutes
29 . EC
minutes after step | after step collected
24 24
0.5-1 1-2
: working | working Resit letters
Check A
. Lo G day after | days after checked o
step 25b | step 25b
0.5-1 1-2
31 DCAO z.approv.e Resit working | working Resit letters DCAO/DP
Letter via email day after | days after approved
step 30 step 30
Calculate resit fee & 1 working wo1ri<2in Resit
32 send to Finance to day after 9 | fee calculated & CAIS
; days after .
confirm step 22 sent to Fin
step 22
1 working | 1 working
33 Confirm resit fee day after | day after Email notice Finance
step 32 step 32
Prepare resit fee letter | 1 working wo1ri<2in Resit fee letter
34 to send to parents & day after 9 CAIS
days after prepared
students step 33
step 33
Send Resit Letters to 1 working | 1 working
35 stud.e.nts & parents for | dayafter | day after Resit letters sent CAIS
additional resit step 31 step 31
Send resit exemption and 34 and 34
8
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announcement to resit
cases that are waived
by EB
Send list of students SEEE Sigays
A . before before
who have not paid resit deadline | deadline
36 fee to EO (3 days Email notice Fin
. & 1 day & 1 day
before deadline & 1
day after deadline) i Cil
aya deadline | deadline
Email notice to
Send resit fee 3 days 3 days students
37 reminders to student before before SMS text to fee EO
and parents deadline | deadline | payer via phone
number
Check list of unpaid
resit fee & send to 3 working | 3 working
DCAO for days after | days after .
38 confirmation. Highlight fee fee Email request EO
special cases for deadline | deadline
consideration.
DCAO to consider and
approve the list of Non-
payment resit fee and 4 working | 4 working
39 consider late payment | days after | days after DCAOQO's DCAO/DP
on report date (any late fee fee approval
payment after the deadline | deadline
report date will not be
accepted)
Take out students who 1-2 1-2 Revised
are not allowed to resit | working | working enrolment in
40 . . EO
from resit courses on day after | dayafter | resit courses on
LMS Step 39 Step 39 LMS
Inform students that . .
they cannot have resit 1 working | 1 working
41 y day after | day after Email notice EO
due to late fee
Step 40 Step 40
payment
9
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b. Resit organisation for continuing students

i. Flowchart

MODULE LEADER & CENTRAL ACADEMIC INFORMATION SERVICES

STUDERT

EXAMINATIONS OFFICE

T

1. Send updated |
Grids after IB & EB

"’[2. Prepare resit list for Resit duringf
semester

3. Double check resit fist internally +

6, Set up resit schedule = '5. Revise list if errors are identified <

| i
¥ i
7. Get approval from
DCAQ for resit list with
schedule & send to
CAlS

- 14, Calculate resit

7h. Prepare resit

BRITISH
UNIVERSITY

VI ET NAM

CHIEF ACADEMIC OFFICER
DEPUTY CHIEF ACADEMIC
OFFICER

ACADEMIC COMPLIANCE FINANCE

OFFICE

_ —Jl 4. Check Resit List

L 15, Confirm resit

7a. Schedule resit Lstletters for parents f— fee & send to
b N
meeeting & students ananfe to 1 fee
S 3 confirm |
16. Prepare resit fee
letter to send to parents—— — m’
& students !
e — — L4
9. Joinresit | . .| [ e "
g - 8, Send resit meeting 4,.| k resit | ., 13.DCAC approve
‘meeting. ML to fill |n|< 12. Check resit letters Resit Letter via email
meeting minutes .mwtahons to students - ‘___ Sl
) 18. Send list of
Mo, . Sn:e\n\’ Sl 3 students who have
= 'éin resit >+»| 11 Collect meeting 17. Send Resit Lette; to st dents_& a_rents — 1of 01 peid rest fee to
. r]neeting" LB oenares = poren® | I EQ (3 days hefore |
5 = i deadline & 1 day
after deadline) |

~

p Y

| 19. Send resit fee
inders to

|student & parents

i
20. Check list of
unpaid resit fee &
send to DCAQ for
confirmation.
Highlight special
cases for
consideration.

22. Take out students
who are not allowed
to resit fram resit
courses on ms |

|

I
23. Inform students
that they cannot
|have resit due to late

fee payment

.
-Eng|

21. DCAQ to consider &
approve the list of Non-
payment resit fee &
consider late payment in

report date

]
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i. Roles & Responsibilities

BRITISH
oy UNIVERSITY

I ET N A M

Step# Process Activities Deadline Output PIC
1 Send updated Grids after IB&EB | 2 working days Upda:zﬁtGrlds EO
- ) , 1-3 days of -
5 Prepare resit list for Resit during week -3 of new Resit list CAIS
semester prepared
semester
1-2 working -
3 Double check resit list internally days after step Resit List CAIS
2 checked
1-2 working "
4 Check Resit List days after step Resit List ACO
3 checked
5 Revise list if errors are identified 1 working day Res.lt ist CAIS
after step 4 revised
1-2 working
6 Set up resit schedule da}.ls' kg fEsit Seeauls EO
receiving the set up
final list
1-2 working
7 Get approval from DCAO for resit days after Resit list EO
list with schedule & send to CAIS receiving the approved
final list
. . Within 1 week | Resit meeting
7a Schedule resit meeeting after step 7 scheduled EO
, 1-2 working .
7b Prepare resit letters for parents & p e m—n— Resit letters EO
students 7 prepared
Send resit meeting invitations to Within 1 week Meeting
: o EO
students after step 7 invitations
9 Join resit meeting. ML to fill in Within 1 week Meeting ML -
meeting minutes after step 7 minutes taken | Student
Student join resit meeting? L "
10 If Yes: Move to (26) V\;I;tlf:?sllt:e;k St:niee::rfom Student
If No: Move back to (22a) P d
. meeting
11 Collect meeting minutes Within T week minutes EO
after step 7
collected
1-2 working Resit letters
12 Check resit letters days after step ACO
7b checked
13 DCAO approve Resit Letter via 1 working day Resit letters DCAO
email after step 12 approved

* Resit Organisation Procedure

11

BUV Ecopark Campus, Ecopark Township, Van Giang, Hung Yen
www.buv.eduvn s

info@buv.edu.vn



CENTRAL ACADEMIC INFORMATION

BRITISH

UNIVERSITY

YV IETHNAM

“SNBUV
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} ) Resit fee
14 ;alculate resit fee & send to 1 working day T — CAIS
Finance to confirm after step 5 .
to Finance
15 Confirm resit fee 1 working day App.roved resit FIN
after step 14 list sent
Prepare resit fee letter to send to 1 working day resit
16 CAIS
parents & students after step 15 fee calculated
1 working day
. after step 13
17 e tReth = Sealp SR and 16 or the Email notice CAIS
parents first week of the
new semester
Send list of students who have 3 days before
not paid resit fee to EO (3 days deadline & 1 . . _
18 before deadline & 1 day after day after Email notice Fin
deadline) deadline
Email notice to
. . students
19 Send resit fee reminders to 3 days bgfore SMS text to fee EO
student and parents deadline _
payer via
phone number
Check list of unpaid resit fee & .
. i 3 working days
send to DCAO for confirmation. )
20 o . after fee Email request EO
Highlight special cases for .
. . deadline
consideration.
DCAQO to consider and approve
o coneidr e poymenton || Aworkingdays | poa
21 payment o after fee DCAO/DP
report date (any late payment i approval
. deadline
after the report date will not be
accepted)
Take out students who are not 1 -2 working Revised .
} . enrolment in
22 allowed to resit from resit courses | day after Step . EO
LMS 39 resit courses on
Sl LMS
Inform students that they cannot 1 working d
23 have resit due to late fee g cay Email notice EO
after Step 40
payment

* Resit Organisation Procedure
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c. Resit organisation for UoL students
i. Flowchart

STUDENTS

e

-~ T
5. Registered on—. IN_—°|

EXAMINATION OFFICE

2. Inform students in resit list

/4

1. UolL inform

A

about resit period that
available on portal

ol

4. Inform student to register

Y

BRITISH
o UNIVERSITY
B0V

UoL

| start

S

CAQ, EQ, CAIS
about resit period
{Oct - Nov}

for resit on portal and send
Uol'’s admission notice to EO

6. Remind student about |

- portal?
““"\\ J/_/

Ves‘

Y
|

8. Send Uol's admission
notice to EO via email

¥

11, Attend the resit
exam online/offline
upon UoL decision

resit registration

Y .

7. Follow up with students

| inresit list to make sure all

student registered (3 days
before close date)

l

3. Inform open of
resit registration
on portal {Sep)

v

¥ {
10. Arrange standby staff for
Uol resit session to support

online exam if there is any
submission issue,

= 12, Online\‘““ Iﬁq—] 13, S8nd _| 14. Send student paper to
= s student ;
ubmission ok? Uol (only for online exam)
o i paper to EO I

5

|

|

|

|

|

| 2%
|

‘ End [«
|

9. In October: UolL
update teaching
center about resit
session details

13
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CENTRAI. ACADEMIC INFORMATION
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i. Roles & Responsibilities

Stepi# Process Activities Deadline Output PIC
1 UOI._ lnform CAQ, EQ, CAIS about Email from UoL UoL
resit period (Oct - Nov)
Inf?rm s’fudents in I’e'Slt list about Within 1 day Email to
2 resit period that available on EO
from step 1 student
portal
3 Inform open of resit registration September Email from UoL UoL
on portal (Sep)
Inform student to register for resit _ .
Within 1 E
4 on portal and send Uol's Rl RISy EO
e . from step 1 student
admission notice to EO
Student registered on portal?
5 If yes, go to [8]
If no, go to [6]
6 Remind student about resit 1 week from Email to EO
registration closing date student
Follow up with students in resit list el || e
7 to make sure all student 4 EO
. closing date student
registered
Send UoL's admission notice to Latest by Email from
8 . . . Student
EO via email closing date student to EO
9 Uo.L upda?te teachmg center about October Email from UoL UoL
resit session details to EO
Arrange standby staff for UoL resit | 1 week before
10 session to support online exam if examination Email to staff EO
there is any submission issue. date
11 Attend the resit exam By examination Student
online/offline upon UoL decision date
Online submission ok?
12 If yes, go to End of process
If no, goto [13]
Within th
Student send his/her paper to EO 5 " t'e Student paper
13 . iy . examination . . Student
as online submission failed via email to EO
date
Within th S
Send student paper to UoL within "t ol ; s thdent paper
14 examination via email to EO
the day
date UoL

* Resit Organisation Procedure
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5. APPROVALS

a. Policy development or review will be endorsed by Head of Academic and Student

Operations and approved by CAO prior to implementation and execution.
b. Any exceptions to this policy shall be submitted in writing, using the exception

template for appropriate approval.

c. This document is approved and effective from the date of signing:

Prepared by Checkedby Checked Confirmed Agreed by Approved

a2 AN
BT ;;M Jo Y
a \ (]

(1.1 et | A 4 /"2'& IZ.DJLC'LZ—— A AL Cleps 7
Tran Duc Nguyen Hoang Thi An Nhat Linh Tony Christopher
Trung Thi Dung Vien Registry Summers Jeffery

Academic Central Examinations Services Deputy Chief Chief
Compliance Academic Office Associate Academic Academic
Manager Information Manager Manager Officer Officer

6. RECORDS
Records Medium Responsibility | Retention Period
(What) (How) (Who) (Active) (When)
Resit lists Hard Copy CAIS 5 years
Resit letters Soft Copy CAIS 5 years

7. REFERENCES

Document Ref Document Title
14/2022/CAIS/BUV-REGISTRY Resit Organisation Procedure

--End of Document--
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