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1 The purpose of the Vade Mecum

The Vade Mecum is the handbook of procedures for administering the Diploma Programme.
Although primarily for Diploma Programme coordinators (henceforth “coordinators”), it is
essential that subject teachers, extended essay supervisors and examination invigilators
receive a copy of those sections that are relevant to their role in the Diploma Programme.

In order to teach each subject, administer the programme requirements for creativity, action,
service (CAS) and theory of knowledge, and know how to supervise candidates for their
extended essay, additional publications will be required. IBO merchandise and publications
can be purchased through the online IB Store found by selecting Resources on the IBO public
web site www.ibo.org.

2 Indicating dates for the May and November session

Throughout the Vade Mecum latest arrival dates are shown in bold. The first date applies to
the May examination session, and the second date applies to the November session. When a
date is stated, the actual time refers to GMT on that day. For example, all marks for internal
assessment and predicted grades must be submitted on IBIS before midnight GMT on
10 April / 10 October.

3 The IB information system (IBIS)

With the aim of introducing a more flexible database and an improved web-based service for
coordinators, the IBO is gradually replacing IBNET with the IB information system (IBIS).
For the sake of simplicity, throughout the 2007 Vade Mecum the term IBIS has been used in
preference to IBNET, even though in 2007 some of the functions of the secure web site for
coordinators will remain on IBNET. The change to IBIS is gradual; therefore, as
development work continues more functions will change to an IBIS interface. Eventually, it
will be necessary to log in directly to IBIS. Until an announcement has been made about this,
please continue to use the address ibnet.ibo.org.

During the development of IBIS, help text is being written for most screens on this web site.
If difficulties are encountered with using the site, please refer to the help text before sending
an enquiry to the coordinator help desk at the curriculum and assessment centre in Cardiff,
UK.

4 The candidate personal code and session number

The launch of IBIS in 2004 saw the introduction of a personal code for each candidate (for
example, rty678). Initially, the intention was to use this code as the way of identifying
candidates throughout a session and enabling coordinators and the IBO to more easily track
the academic record of a candidate. However, the personal code is no longer being used as
the principal way of identifying a candidate during a session. A session number is used
instead (for example, 000018-345), based on the tradition of using the school number
followed by a number for the candidate within the school. However, the personal code is still
used as a means of tracking candidates academic record using a unique alphanumeric code.
Therefore, it is essential to use a candidate’s personal code when registering a candidate for
an examination session if that candidate has previously registered for the Middle Years
Programme or the Diploma Programme.

Vade Mecum 2007 Introduction Page 1
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5 The examination dates for May and November 2008

The first day of the May 2008 examinations is presently scheduled for Friday 2 May and the
last day is Friday 23 May. For November 2008 the first day is Monday 3 November and last
day is Thursday 20 November. These dates are provisional.

6 Reminders for coordinators and teachers

6.1 Case studies, data booklets and information booklets

For each examination session copies of case studies, data booklets and information
booklets that candidates require during their course of study and/or for the written
examinations are available on IBIS. Coordinators are required to download and
copy these items in sufficient quantity for their candidates.

6.2 Sending examination material to examiners

It is important that examiners and moderators receive examination material by the
stated deadline. Candidates’ scripts from the written examinations must arrive with
examiners no later than one week after the examination. To achieve this deadline
for each subject, please use a courier service if necessary. Failure to meet the
deadline may delay the issue of results for your candidates in the subject and level
concerned. Under no circumstances should a candidate, a parent or candidate’s
representative be allowed to send examination material to an examiner; a
staff/faculty member of the school must do this.

6.3 Parents as teachers

The IBO recognizes that a candidate’s parent may be a teacher in the IB school he
or she is attending. The IBO has no objection to a parent teaching his or her own
son or daughter in this situation. It is left to the discretion of the Diploma
Programme coordinator to ensure that all teaching and internal assessment is
conducted in an appropriate manner. (There is no requirement to inform the IBO
that such a parent-child relationship exists within a school.)

However, this is not the case with regard to the supervision of diploma candidates
when writing their extended essay. A relative of a candidate must not act as his or
her supervisor for the extended essay requirement.

6.4 UK Data Protection Act (1998)

To comply with Part 2 sections 7-15 of the UK Data Protection Act 1998, under
certain conditions the IBO may be required to disclose information directly to a
candidate relating to his or her marks and predicted grades.
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6.5 Section D2: adverse circumstances

Coordinators are reminded that it is not appropriate to enter into correspondence
with IBO examiners (except visiting examiners) and moderators, or to include
information about the personal circumstances of any candidate or group of
candidates when sending examination material to an examiner or moderator. If a
candidate or a group of candidates is affected by adverse circumstances inform the
coordinator help desk at IBCA using form D2. Under no circumstances include a
copy of form D1 or D2 with examination material sent to an examiner.

Similarly, candidates must not correspond with examiners. Do not give to a
candidate, or his or her parents, the name and contact details of an examiner.

6.6 Section F4: mailing examination material

Do not send correspondence to an examiner. Any unusual circumstances affecting a
candidate or groups of candidates must be reported directly to the coordinator help
desk. Under no circumstances may a candidate, a parent or a candidate’s
representative, be given the name and contact details of an examiner.

6.7 Section F16: sending sample work to moderators

Coordinators are strongly advised to send clear photocopies of the sample work,
with the exception of geography HL/SL, mathematical studies SL projects,
mathematics SL portfolios and mathematics HL portfolios for which the original
work must be submitted. Photocopies are advisable because this work cannot be
returned to schools and if the work is mislaid in the post it will then be possible to
send another copy to the moderator. If original work is sent, the coordinator must
retain a copy of the sample work.

6.8 Binding examination material

It would be preferable if candidates did not enclose their examination material, such
as extended essays, theory of knowledge essays, work for internal assessment,
language Al world literature, within any kind of folder or ring binding. Candidates’
work often has to be photocopied, which is made considerably more difficult when
the work must be extracted from a binder, or any similar form of presentation.

6.9 Section C10.2: language Al SL school supported self-taught
candidates

The school supported self-taught option is only available for language Al standard
level. For the 2007 examination session only, choices of authors and works must be
entered on IBIS by 7 October / 7 April, seven months before the written
examinations. For the 2008 examination session and onwards, choices of authors
and works must be entered on IBIS by 15 March / 15 May, fourteen months before
the written examinations. For those languages that use a non-Roman script (and
therefore the details cannot be entered on IBIS) use form 1/A1ST at the end of the
section on language Al. For further details refer to the section for language Al.
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6.10

6.11

6.12

6.13

Schools with self-taught candidates for special request languages Al SL that have
already been authorized must still submit their candidates’ choices of authors and
works.

A language Al SL school supported self-taught candidate is not permitted to offer
an extended essay in his or her language Al.

Information technology in a global society SL (ITGS)

November 2006 will the last examination session at which a portfolio is required at
standard level.

Group 4 internal assessment cover sheets

In the May 2006 session an additional cover sheet for group 4 internal assessment
was introduced. This cover sheet must be attached to the sample internal assessment
work submitted to an examiner for moderation. The cover sheet 4/IA (and 4/IADT
for design technology) is available in the group 4 section of this Vade Mecum.

Visual arts visiting examiner proposal

All schools entering candidates for visual arts must submit their proposal to appoint
a person as a visiting arts examiner to IBCA on form 6/VAEP to arrive by
7 October / 7 April, seven months before the written examinations. For further
details and a copy of form 6/VAEP, refer to the section on visual arts. An electronic
version of form 6/VAEP is currently under development for IBIS.

Music SL group performance

The number of groups from which recordings will be submitted must be entered on
IBIS by 15 November / 15 May when registering candidates for music SL group
performance. For further details refer to section 6b.4.2.

Changes to administration for 2007

Since the 2006 version of the Vade Mecum there have been changes to policy and procedures.
For the convenience of coordinators the main changes in sections A to H are listed below.
However, coordinators are strongly advised to read all sections of this new issue of the Vade
Mecum. The information given below is intended only to summarize the changes: refer to the
appropriate section for more details. For changes to the administration of subjects, refer to
the subject sections for group 1 to group 6.

7.1

Rules for authorized schools: Diploma Programme

The version of the Rules for authorized schools: Diploma Programme included in
the 2007 Vade Mecum enter into force on 1 September 2006 for May session
schools or 1 January 2007 for November session schools, and remain applicable to
all authorized schools until amended.

Introduction Page 4 Vade Mecum 2007

© International Baccalaureate Organization, 2006



7.2 General Regulations: Diploma Programme

The version of the General Regulations: Diploma Programme included in the 2007
Vade Mecum enter into force on 1 September 2006 for May session schools or 1
January 2007 for November session schools, and remain applicable until amended.

7.3 Electronic forms

At the time of writing the Vade Mecum for 2007 the International Baccalaureate
information system (IBIS) is still undergoing development. Consequently, it is
difficult to state with certainty that functions will be transferred from IBNET to
IBIS during 2007, and which forms will be available in electronic format.
Coordinators are advised to read all news items about the development of IBIS
because these will inform coordinators about the launch of electronic forms and
other new facilities.

7.4 No work submitted for external components (except scripts)

For examinations in 2006 it was necessary to print from IBIS a checklist of
candidates for each externally assessed component (except scripts and multiple-
choice questionnaire examinations), indicate on the list any candidates for whom
work is not being submitted to an examiner, and then enclose the checklist with the
remaining work sent to the examiner. This system continues for 2007. However, at
the request of coordinators, development work will be taking place at IBCA to
make this system electronic on IBIS. In other words, instead of printing and sending
a hard copy of the checklist to examiners, it will be possible to complete an
electronic form on IBIS to indicate no work submitted for a candidate, which will
automatically inform examiners and IBCA. (However, it will still be possible to
print the checklists of candidates for internal use within the school.) If this
electronic version becomes available in time for either May or November 2007, an
announcement will be made on IBIS. For further details refer to section F5.2.

7.5 Subject entries forecast

Coordinators are required to submit their forecast of subject entries by 1 March /
1 September, fourteen months before the written examinations. For example, by
1 September 2007 coordinators must submit their forecast of subject entries for the
November 2008 examination session. However, this facility may not be available by
1 March 2007 in time for the May 2008 session owing to pressures on the IBIS
development schedule. For further details refer to section C3.4.

7.6 IB Diploma Programme Examination Materials

A list of materials required for each examination is provided in the booklet 1B
Diploma Programme Examination Materials. In previous years this trilingual
booklet has been sent as hard copy to schools with the examination papers. With
effect from the May 2007 session this booklet must be downloaded and printed
from IBIS.

Vade Mecum 2007 Introduction Page 5
© International Baccalaureate Organization, 2006



7.7 Certificates for anticipated candidates

Candidates who are registered for one or two anticipated subjects in an examination
session are expected to then register as diploma candidates one year later However,
some previously anticipated candidates do not subsequently register for the full
diploma and consequently their registration category is changed to certificate.
When their category is changed they become eligible to receive a certificate for the
one or two subject they have taken. (This is referred to as the A to C conversion.)

In previous years the certificates for these candidates were mailed to schools with
the examination papers in April / October, as stated in section B6.7 of the 2006
Vade Mecum. However, in future examination sessions the certificates will be sent
to schools with the mailing of other diplomas, diploma results and other certificates
in August / February. They will not be sent with the examination papers.

7.8 Completion of the extended essay cover

Both the candidate and the supervisor must complete the cover in the same
language as the extended essay. This includes all languages for extended essays in
group 1 and group 2. See section E1.6.

7.9 The use of calculators in examinations

The information on calculators in section G has been changed. Further guidance
may be found on the poster sent to schools in September 2005 and in the calculator
forum on the OCC. There is also information in the section “Managing GDC
memory” on page 64 of the mathematics HL/SL teacher support material (TSM) for
GDC.

7.10  Audio recordings

The medium traditionally used by the IBO for audio recordings is the standard
audio-cassette. This medium continues to be the norm for examinations in 2007.
However, a number of coordinators are now requesting that compact discs (CDs) be
used in place of audio-cassettes. Therefore, for examinations in 2007 both standard
audio-cassettes and CDs are acceptable media. There is no need to inform IBCA if
the intention is to use CDs for audio recordings. Examiners will be informed that
some schools may be sending a CD instead of a cassette.

For examinations in 2008 coordinators are encouraged to use CDs instead of audio-
cassettes, but again both media will be acceptable. In the long-term, the IBO is
working towards the submission of online digital recordings without the need to
send any material through the post to examiners. Moving towards CDs in 2008
should help to facilitate this long-term objective. See section F17 for further details.

7.11  Language Al HL/SL advance notice of syllabus

The latest arrival date for this information has previously been 15 November /
15 May, which coincides with the first candidate registration deadline. This conflict
places extra demands on the ICT infrastructure at IBCA at this time of year. To
alleviate the problem, and thus reduce the risk of downtime for IBIS, the arrival
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7.12

7.13

Vade Mecum 2007

date has been changed to 1 December / 1 June with effect from 1 December 2006
for the May 2007 examination session. See section C10.1 for further details.

Visual arts: HL and SL option A research workbooks
Visual arts: SL option B studio work

All candidates are required to complete one candidate record booklet. In order to
moderate the internal assessment component, a photocopy of the record booklet is
required for those candidates who are identified on IBIS as comprising the schools
higher level and standard level option A and/or standard level option B sample(s).
A second printed record booklet must not be used.

A photocopy of the following HL / SL option A/ SL option B pages will be needed:
*  The candidate statement
e The studio work photographs

e  The research workbook, photocopied pages.

This does not include page one of the candidate record booklet because this is for
the visiting examiner to complete. These pages must be attached securely to the
cover sheet 6/VACS. Teachers are required to write their marks on both the cover
sheet and the inside cover of the record booklet.

Coordinators are required to send the HL / SL option A samples and the SL option
B samples to two different examiners, as indicated on IBIS.

These requirements for internal assessment also apply to those candidates whose
external assessment work is being examined through the alternative arrangement
procedure.

See section 6a on visual arts for further details.

Language Al SL school supported self-taught candidates

Where the situation arises in a school where more than one candidate is studying
the same self-taught language, all the candidates taking that language (no more
than 5) should study the same works.

From the May 2008 session onwards, choices of authors and works must be entered
on IBIS by 15 March / 15 September, fourteen months before the written
examinations. (For the May and November 2007 sessions the deadline is 7 October
[ 7 April, seven before the examinations.)
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Al

A2

IBO mission statement

The International Baccalaureate Organization aims to develop inquiring, knowledgeable and
caring young people who help to create a better and more peaceful world through
intercultural understanding and respect.

To this end the IBO works with schools, governments and international organizations to
develop challenging programmes of international education and rigorous assessment.

These programmes encourage students across the world to become active, compassionate and
lifelong learners who understand that other people, with their differences, can also be right.

Rules for Authorized Schools: Diploma Programme

Article 1: Scope

The International Baccalaureate Organization (hereinafter “IBO™) has developed and offers
three programmes of international education entitled the “Diploma Programme”, the “Middle
Years Programme” and the “Primary Years Programme”.

This document describes the rules that apply to schools that have been authorized to offer the
Diploma Programme.

When used herein the term “legal guardians” encompasses parents. If a student (hereinafter
“candidate(s)”) is of legal age, the school’s duties towards legal guardians specified herein
also apply towards the candidate.

Article 2: Acceptance of IBO regulations and procedures

Authorized schools (hereinafter “schools™) agree to comply with the General regulations:
Diploma Programme and with the procedures as set out in the current Vade Mecum that
governs the administration of the Diploma Programme.

Article 3: Reference to the IBO’s function and its programmes

3.1 The IBO is independent from schools. Schools must make it clear to the relevant
authorities and legal guardians that:

(@) the sole responsibility for the implementation and quality of teaching of the
Diploma Programme rests with the school

(b) the sole responsibility for any shortcomings in the implementation or quality of
teaching of the Diploma Programme is borne by the school

(c) the award of the International Baccalaureate diploma (hereinafter “IB diploma™)
or certificate(s) is the sole prerogative of the IBO and not of a school.

3.2 Schools are entitled to present themselves as an authorized school and to use the “IB
World School” logo only in connection with the IB programme(s) they have been
authorized to teach. This right lapses immediately if authorization is withdrawn.

Article 4: Responsibilities of the IBO

4.1 The IBO will allow authorized schools to deliver the Diploma Programme and to use
the related materials under the conditions provided in these Rules for authorized
schools: Diploma Programme.
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4.2

The IBO will establish assessment procedures and administer examinations where
applicable and will ensure their integrity.

Article 5: Responsibilities of authorized schools

5.1

5.2

5.3

5.4

55

5.6

Schools are responsible for ensuring they can implement the Diploma Programme in
conformity with the school’s obligations under local and national laws.

Schools are responsible for the quality of teaching of the Diploma Programme.
Schools, therefore, bear sole responsibility for any shortcomings in the quality of
teaching of the Diploma Programme, and they undertake to hold the IBO harmless with
regard to any legal action taken by candidates or their legal guardians as a result of
such shortcomings. Schools must ensure that the Diploma Programme is properly
funded, is effectively delivered and is administered according to IBO regulations and
procedures. Each school must appoint a Diploma Programme coordinator to administer
the programme, and give him or her the opportunity to attend IBO-approved training
workshops.

It is the school’s responsibility to determine whether it can enroll a candidate with
diagnosed disabilities into the Diploma Programme. Schools must ensure that legal
guardians and students themselves are aware of the special arrangements for
assessment made by the IBO for candidates with diagnosed disabilities. A school must
not make special arrangements for assessment without the IBO’s prior approval.

Schools must ensure that teachers of the Diploma Programme are knowledgeable about
the curriculum and assessment requirements set out in the Diploma Programme guides
and supporting materials. To this end, it is the school’s responsibility to obtain all
relevant up-to-date Diploma Programme guides from the IBO and to provide
opportunities for teachers of the Diploma Programme to attend IBO-approved training
workshops.

Schools are responsible for ensuring that legal guardians are properly informed of all
Diploma Programme requirements, notably the content of the curriculum, and all
relevant aspects of examinations and assessment, and for ensuring candidates are
registered for examinations in an accurate and timely manner. It is the function of
schools to administer diligently those aspects of the organization of the examinations
for which they are responsible in accordance with the procedures described in the
current Vade Mecum.

When candidates enrol in the programme, schools have the duty to supply all legal
guardians with a copy of the General regulations: Diploma Programme and must do so
using a standard form to be countersigned and returned to the school by each guardian,
whereby the guardian acknowledges

(@) having received, read, understood and accepted the General regulations:
Diploma Programme

and

(b) having noted and understood the rules on copyright relating to candidates’
materials submitted to the IBO for assessment as provided under article 3 of the
General regulations: Diploma Programme.

Under article 3 of the General regulations: Diploma Programme, candidates retain
copyright over their material but are deemed to grant the IBO a non-exclusive, charge-
free, worldwide licence to reproduce the materials under certain conditions. However,
they have the right to claim exclusive copyright on their work, which they may choose to
do under exceptional circumstances. The school must facilitate this claim on request, in
accordance with the procedure described in the current Vade Mecum.
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5.7 Schools must keep in each candidate’s school record a copy of the signed standard
form referred to in paragraph 5.6 and they bear full responsibility for any failure to do
so if a guardian later complains about not having been informed of the General
regulations: Diploma Programme. Schools undertake to hold the IBO harmless with
regard to any legal action taken by candidates or their legal guardians in which non-
receipt of the General regulations: Diploma Programme constitutes one of the grounds
of such action.

5.8 Schools must ensure that all fees are paid in accordance with the current IBO scales of
fees and timetable for payments.

5.9 For use of the IBO’s secure online services, notably IBNET, IBIS and the online
curriculum centre, schools must control the allocation and use of usernames and
passwords and ensure that teachers are aware of the terms and conditions.

Article 6: Review and evaluation procedures

6.1 Schools must be open to visits from representatives of the IBO for reviews of a
school’s implementation of the Diploma Programme. These visits can be made at any
time with reasonable advance notice. The IBO will also conduct unannounced
inspections of schools during periods of examinations in order to monitor compliance
with the General regulations: Diploma Programme and the current Vade Mecum.

6.2 A general evaluation of a school’s implementation of the Diploma Programme
normally occurs at five-year intervals. Schools are expected to conduct a self-study in
preparation for this evaluation process.

6.3 Schools are expected to have a mechanism in place to respond to the recommendations
and, where appropriate, matters to be addressed in the evaluation report.

Article 7: University recognition

The IBO actively promotes wide recognition and acceptance of the IB diploma as a basis for
entry to courses at universities and other institutions of higher education, but the requirements
of individual institutions and the relevant authorities of a country are subject to change
beyond the IBO’s control. The schools, therefore, have the duty to make it clear, including in
relevant documents such as enrolment forms or promotional literature, to all legal guardians
that the recognition of an IB diploma by a specific university and the relevant authorities of a
specific country cannot be guaranteed. The schools are also responsible for informing legal
guardians about the specific requirements for recognition in all countries and universities
where such requirements exist, particularly as they affect subject choice in the Diploma
Programme. The schools are solely responsible for the consequences of any failure to clarify
the foregoing points with legal guardians and the schools undertake to hold the IBO harmless
with regard to any legal action taken by candidates or legal guardians as a result of any such
omission.

Article 8: Property and copyright of the IBO

8.1 The content of the curriculum and its assessment, as well as all materials produced by
the IBO in any form relating thereto, remain the sole property of the IBO and are
covered by copyright.

8.2 A school’s authorization to teach the Diploma Programme also encompasses a non-
exclusive right to deliver the programme and use the related IBO materials. This right
is limited to the delivery of the programme within that school only.

8.3 A school’s authorization to teach the Diploma Programme also encompasses a non-
exclusive right to:
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(@) use the “IB World School” logo on its stationery, publications, web site and non-
commercial promotional material

(b) request from the IBO and use the IBO’s graphic of the Diploma Programme
model

(¢) make copies of official programme documentation (as defined and updated from
time to time in the IBO Policy and Rules for Use of IBO Intellectual Property) in
part, or whole, for use by their teachers; or post on the school’s access-restricted
web site for their school community the electronic file of such documentation if
published by the IBO on IBNET, IBIS or on its online curriculum centre for
teaching or information purposes

(d) make copies of official programme documentation as above, for use within the
school community, including IBO materials prepared specifically for candidate
use or to inform legal guardians, excluding examination papers for an
examination session sent to the school for candidates sitting a Diploma
Programme examination.

8.4  All the rights granted in paragraphs 8.2 and 8.3 are granted only for the period of
validity of the school’s authorization and lapse automatically when the authorization
ends.

8.5 Schools must not otherwise reproduce any IBO materials or use its logos in any form
(paper or electronic) without prior written consent of the IBO.

Article 9: Copyright on materials submitted to the IBO

9.1 Candidates retain copyright on all materials submitted to the IBO on their behalf for
assessment purposes, but by submitting those materials they thereby grant the IBO a
non-exclusive, charge-free, worldwide licence, for the duration of the statutory
copyright protection, to reproduce the materials in any medium for assessment,
educational, training and/or promotional purposes in relation to the 1BO’s activities, or
those related activities of which it approves.

9.2 From time to time, candidate material will include assessment tasks that have been
created by teachers within the terms of their contract of employment and that are the
copyright of the school. By submitting such material, the school is granting a licence to
the IBO to use it as above.

9.3 Where materials submitted to the IBO contain third-party copyright material,
information about the source must be included in the submission to enable the IBO, if
necessary, to seek permission from the copyright holder to use it.

Article 10: Withdrawal of authorization

10.1 A school’s authorization to teach the Diploma Programme may be withdrawn if:

(@) the IBO is not satisfied the school is implementing the programme according to
the Programme standards and practices

(b) the school has failed to observe the requirements for administering the
programme and examinations as described herein and in the relevant IBO
documentation

(c) the school fails to take reasonable steps to protect the IBO’s intellectual property
rights and to prevent use that is contrary to the IBO Policy and Rules for Use of
IBO Intellectual Property

(d) fees remain unpaid to the IBO despite reminders having been sent
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(e) aschool refuses to accept any standard amendment to these Rules for authorized
schools: Diploma Programme, that is, any amendment that is decided by the IBO
and is applicable to all schools.

10.2 In all cases the school will receive written notice that it has six months to remedy the
situation, failing which the authorization will be withdrawn.

10.3 Any decision to withdraw authorization to teach the Diploma Programme is taken by
the director general of the IBO. The director general’s decision is not subject to appeal
and will take effect from the beginning of the school year following the decision,
except that the teaching of the Diploma Programme may continue until candidates
already enrolled in the programme have had the opportunity to take their examinations.

Article 11: Termination by schools

A school may terminate its authorization to teach the Diploma Programme by giving six
months’notice, to take effect from the beginning of the next school year, except that the
teaching of the Diploma Programme shall continue until candidates already enrolled in the
programme have had the opportunity to take their examinations. Fees remain payable to the
IBO until the teaching has ended.

Article 12: Entry into force and duration

This version of the Rules for authorized schools: Diploma Programme shall enter into force
on 1 September 2006 for May session schools or 1 January 2007 for November session
schools, and shall remain applicable to all authorized schools until amended.

Article 13: Governing law

Swiss law governs these Rules for authorized schools: Diploma Programme and all other
documents relating to authorization to teach the Diploma Programme.

Article 14: Arbitration of disputes

Any dispute arising from or in connection with these Rules for authorized schools: Diploma
Programme or any other document relating to the authorization to teach the Diploma
Programme shall be finally settled by one arbitrator in accordance with the Swiss Rules of
International Arbitration of the Swiss Chambers of Commerce. The seat of the arbitration
shall be Geneva, Switzerland. The proceedings shall be confidential and the language of the
arbitration shall be English.

Geneva, 1 May 2006

A3 General Regulations: Diploma Programme
I General
Article 1: Role and responsibilities of schools
11 The International Baccalaureate Organization (hereinafter “IBO”) has
developed the Diploma Programme as a pre-college/university programme
aimed at students in the 16-19 age group. The Diploma Programme is
designed to lead to the International Baccalaureate diploma (hereinafter “I1B
diploma(s)”) or to certificates (hereinafter “certificate(s)”) for subjects
forming part of the Diploma Programme.
1.2 The IBO sets the curriculum and assessment requirements leading to the
award of the IB diploma and certificates and is the sole organization entitled
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to award IB diplomas and certificates. The IB diploma or certificates are
awarded to students (hereinafter the “candidates”) who have satisfied the
assessment requirements in accordance with these General regulations:
Diploma Programme (hereinafter “general regulations”). Administrative
details and procedures relating to these general regulations are contained in
the current Vade Mecum, which is the handbook for Diploma Programme
coordinators and teachers, supplied to schools by the IBO. Schools must
comply with the details and procedures stated in the current Vade Mecum.

13 To qualify for the award of the IB diploma or a certificate in a subject (or
subjects), a candidate must follow the Diploma Programme or the course of
study and assessment for the subject(s) selected. The Diploma Programme
includes both internal and external assessment. In addition to subject
requirements, the IB diploma has the additional requirements of an extended
essay, theory of knowledge and extra-curricular activities that are not
assessed known as creativity, action, service (hereinafter “CAS”).

14 Because the IBO is not a teaching institution and does not provide teaching
services to candidates, the Diploma Programme is implemented and taught
by authorized schools (hereinafter the “school(s)”). The schools are private
or state entities, all of which are entirely independent from the IBO and
solely responsible for the implementation and quality of teaching of the
Diploma Programme. Consequently, the schools bear sole responsibility to
candidates and legal guardians for any shortcomings in the implementation
or quality of teaching of the Diploma Programme. The IBO is excluded from
any responsibility in such shortcomings, particularly concerning the marks
and grades obtained by candidates or their failure to satisfy all or part of the
assessment requirements necessary to obtain the 1B diploma or a certificate.

15 The schools are responsible for informing candidates and legal guardians
regarding the general characteristics of the Diploma Programme and how the
school implements it.

1.6 The IBO cannot guarantee that a school will remain capable and willing to
implement the Diploma Programme. Consequently, the schools bear sole
responsibility to candidates if, for any reason, a school’s authorization to
implement the Diploma Programme is withdrawn by the IBO or a school
decides to terminate its authorization. The IBO is excluded from any
responsibility for any sunk costs and/or lost opportunities suffered by
candidates as a result of the Diploma Programme no longer being taught by a
school.

Article 2:  Recognition of the IB diploma

The IBO actively promotes wide recognition and acceptance of the IB diploma as a
basis for entry to courses at universities and other institutions of higher education, but
the requirements of individual institutions and the relevant authorities of a country
are subject to change beyond the IBO’s control. The IBO, therefore, does not
guarantee recognition of IB diplomas or certificates, and does not accept
responsibility for the consequences of any change of practice by a university or other
institution or relevant authorities in a country. Consequently, candidates bear the sole
responsibility of verifying the entry requirements of the universities and other
institutions of higher education to which they are interested in applying.
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Article 3:  Property and copyright on examination materials produced
by candidates

3.1 Examination materials in a variety of forms are produced by candidates and
submitted to the IBO as part of the assessment requirements. These materials
include all forms of written work, audio and visual materials, computer
programs and data and, in certain cases, may contain images of the
candidates (hereinafter the “materials”).

3.2 Candidates retain copyright on all materials submitted to the IBO on their
behalf for assessment purposes, but by submitting those materials they
thereby grant the IBO a non-exclusive, charge-free, worldwide licence, for
the duration of the statutory copyright protection, to reproduce the materials
in any medium for assessment, educational, training and/or promotional
purposes in relation to the IBO’s activities or those related activities of which
it approves. Such licence shall become effective from 1 June following the
May examinations and 1 December following the November examinations.
Where the IBO uses these materials for purposes other than assessment, it
may modify, translate or otherwise change them to meet particular needs and,
in order to protect the identity of the candidate and of the school, will
anonymize them before publication in print or in electronic form.

3.3 Under exceptional circumstances, a candidate may wish to retain exclusive
copyright over a single piece of work; in which case the IBO must be
notified before the date given above (see paragraph 3.2). In accordance with
the procedure described in the current Vade Mecum, the candidate must
submit a written notification to the school’s Diploma Programme coordinator
who has the duty to inform the IBO by the due date. In these cases, the IBO
will use the material only for assessment purposes.

3.4 The IBO, for assessment purposes, may electronically scan or reproduce
materials in different media, such as photographing works of art; it may also
copy materials in the same medium, such as printing or photocopying
examination scripts and essays. These materials are either internally assessed
by teachers in the schools whose marks are moderated by IBO examiners, or
externally assessed by IBO examiners. Wherever the materials are held
during their assessment, for example, by the school, an IBO examiner or at
the International Baccalaureate Curriculum and Assessment Centre
(hereinafter “IBCA”), they are always held on behalf of the IBO.

3.5 All such materials submitted to the IBO for assessment, whether in the hands
of a school, an examiner or IBCA, become the property of the IBO, which,
once the assessment is complete, is entitled to retain the materials for record-
keeping purposes or to destroy them according to its needs. Candidates are
entitled to request the return of their externally assessed work, including a
copy of their examination scripts, provided such application is made for a
May examination session by 15 September in the same year and by 15 March
of the following year for a November examination session. In all cases, to be
valid, the application must be submitted to IBCA by the school’s Diploma
Programme coordinator.

I The Diploma Programme

Candidates must use the school’s Diploma Programme coordinator as the
intermediary for any communication with the 1BO.
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Article 4: Content of the programme

4.1

4.2

4.3

Candidates for the IB diploma must satisfy assessment requirements in six
subjects, each studied over a period of two years, except that not more than
two standard level courses (excluding languages ab initio and pilot subjects)
may be completed in the first year of the programme. The six subjects must
be selected from six groups as described in the current Vade Mecum for the
appropriate examination session, at least three and not more than four
subjects being offered at higher level and the others at standard level.
Recommended teaching time is 240 hours to complete higher level courses
and 150 hours to complete standard level courses.

In addition to the six subjects, candidates for the IB diploma must:

(a) take a course in, and complete the required assessment in, theory of
knowledge, for which the IBO recommends at least 100 hours of
teaching over the two-year period of the Diploma Programme

(b) complete an approved programme of extra-curricular activities known
as CAS

(c) complete and submit for assessment an extended essay in a subject
available for this purpose. Work on the essay, which is expected to
occupy approximately 40 hours, must be done under the direct
supervision of a teacher at the school who is familiar with the Diploma
Programme.

If the special conditions of entry into an institution of higher education
require an IB diploma candidate to offer a choice of subjects different from
that specified in the current Vade Mecum, a candidate may be allowed to
make a reasonable substitution on presentation of appropriate documentary
evidence to the IBO. This is referred to as a “non-regular diploma” and must
be authorized by the IBO.

Article 5:  Languages

5.1

5.2
5.3

5.4

5.5

Candidates must write their examinations and other forms of assessment in
subjects in groups 3, 4, 5 and 6 of the Diploma Programme in English,
French or Spanish as the response language. Assessed work in theory of
knowledge and the extended essay must also be presented in English, French
or Spanish, except that an extended essay in a group 1 or group 2 subject
must be written in the language of the subject chosen. However, an extended
essay in Latin or classical Greek (group 2) must be written in English, French
or Spanish.

The same response language must be used for all components of a subject.

From time to time, candidates may be able to write their examinations and
other forms of assessment in languages other than English, French and
Spanish, in groups 3 and 4 and in theory of knowledge, as part of special
pilot courses introduced by the 1BO.

A language Al SL school-supported self-taught candidate is not permitted to
offer an extended essay in his or her language Al.

Extended essays in group 2 are intended for foreign/second-language
learners. Candidates are not permitted to submit a group 2 extended essay in
a language Al that is a subject for their IB diploma.
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11 Examinations

Article 6: Registration process

A candidate for the IB diploma or certificates must be registered by an authorized
school for each intended examination session and must take the requisite courses and
examinations at that school. The school must complete such registrations and pay the
related fees by the relevant deadlines.

Article 7: Registration
The following categories of registration are available.

(&) Anticipated: candidates intending to complete the requirements for one or two
standard level subjects (excluding languages ab initio and pilot subjects) at the
end of their first year of the Diploma Programme. They must complete all
remaining 1B diploma requirements in the corresponding examination session
(May or November) in the following year.

(b) Diploma: candidates intending to complete the requirements for the award of an
IB diploma.

(c) Certificate: candidates taking one or more subjects who are not seeking the
award of the IB diploma.

(d) Retake: previous IB diploma candidates who are seeking to improve on their
results. The highest grade obtained for a subject will contribute towards the IB
diploma.

The subject grade awarded for a certificate cannot subsequently contribute to the
award of an IB diploma. However, the moderated mark for the internal assessment
component of a certificate can be carried forward and used to complete the
assessment of the same subject as part of an IB diploma, provided the course content
and assessment for the subject have not changed.

At the discretion of the school, a certificate candidate may pursue the course in
theory of knowledge, undertake an extended essay and/or engage in CAS but the IBO
will not accept the registration of certificate candidates for these IB diploma
requirements.

Article 8: Notice of assessment requirements

It is the responsibility of schools to ensure that candidates comply with all
assessment requirements of the Diploma Programme and that they are properly
registered. This includes ensuring each candidate is in good standing at the school at
the time of the examinations. Non-compliance with these requirements can lead to
the disqualification of candidates registered by the school.

v Responsibilities of candidates

Article 9: Responsible and ethical behaviour

Candidates are required to act in a responsible and ethical manner throughout their
participation in the Diploma Programme and examinations. In particular, candidates
must avoid any form of malpractice.
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\% Conditions for the award of the IB diploma

Article 10: Assessment

Examiners appointed by the IBO assess candidates’ work in Diploma Programme
examinations and other forms of external assessment using common markschemes.
This external assessment may be complemented by internal assessment by schools of
other required work, moderated by IBO examiners.

Article 11: Grades

Performance in each subject is graded on a scale of 1 point (minimum) to 7 points
(maximum). For the 1B diploma, a maximum of 3 points is awarded for combined
performance in theory of knowledge and the extended essay. The maximum total
Diploma Programme points score is, therefore, 45.

Article 12: Award of the IB diploma

12,1 All assessment components for each of the six subjects and the additional 1B
diploma requirements must be completed in order to qualify for the award of
the IB diploma, except under the conditions stipulated in Section VIIC
“Special cases: incomplete assessment” of these general regulations.

12.2  The IB diploma will be awarded to a candidate whose total score is 24, 25,
26 or 27 points, provided all the following requirements have been met.

(@) Numeric grades have been awarded in all six subjects registered for the
IB diploma.

(b) All CAS requirements have been met.

(c) Grades A (highest) to E (lowest) have been awarded for both theory of
knowledge and an extended essay, with a grade of at least D in one of
them.

(d) There is no grade 1 in any subject.

(e) Thereis no grade 2 at higher level.

(f)  There is no more than one grade 2 at standard level.

(g) Overall, there are no more than three grades 3 or below.

(h) At least 12 points have been gained on higher level subjects (candidates
who register for four higher level subjects must gain at least 16 points
at higher level).

(i) At least 9 points have been gained on standard level subjects
(candidates who register for two standard level subjects must gain at
least 6 points at standard level).

() The final award committee has not judged the candidate to be guilty of
malpractice.

12.3  The IB diploma will be awarded to a candidate whose total score is 28 points
or above, provided all the following requirements have been met.

(@ Numeric grades have been awarded in all six subjects registered for the
IB diploma.

(b) All CAS requirements have been met.
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(©)

(d)
(€
()
(9)
(h)

(i)

@)

Grades A (highest) to E (lowest) have been awarded for both theory of
knowledge and an extended essay, with a grade of at least D in one of
them.

There is no grade 1 in any subject.

There is no more than one grade 2 at higher level.
(There are no more than two grades 2 at standard level.
Overall, there are no more than three grades 3 or below.

At least 11 points have been gained on higher level subjects (candidates
who register for four higher level subjects must gain at least 14 points
at higher level).

At least 8 points have been gained on standard level subjects
(candidates who register for two standard level subjects must gain at
least 5 points at standard level).

The final award committee has not judged the candidate to be guilty of
malpractice.

12.4 A maximum of three examination sessions is allowed in which to satisfy the
requirements for the award of the 1B diploma.

Article 13: Form of the IB diploma document

13.1  Successful IB diploma candidates will receive an IB diploma and a document
listing the total diploma points score, the subject grades, the completion of all
CAS requirements and any points awarded for the combination of theory of
knowledge and the extended essay.

13.2  Abilingual diploma will be awarded to a successful candidate who:

(@)

(b)

(©)

(d)

takes two languages Al

or

takes a language Al and a language A2
or

takes examinations in at least one of the subjects from group 3 or group
4 in a language that is not the same language as his or her language Al
nominated for group 1

or

submits an extended essay in a group 3 or group 4 subject written in a
language that is not the same language as his or her language Al
nominated for group 1.

Article 14: Award of the certificate

Certificate candidates will receive a certificate indicating the results obtained in
individual subjects. An IB diploma candidate who fails to satisfy the requirements for
the award of an IB diploma will be awarded a certificate indicating the grades
obtained in individual subjects, together with results in theory of knowledge and the
extended essay and the completion of all CAS requirements, as appropriate.
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VI Assessment

Article 15: Determination of grades

Chief examiners, examiners responsible and the chief assessor in theory of
knowledge, or their nominees, are responsible for determining grades in their
subjects.

Article 16: Enquiry upon results

Candidates’ examination results may be further checked and their work may be re-
marked if a school requests an enquiry upon results and pays the appropriate fees.
This reconsideration may lead to a higher grade for a subject, but not to a lower
grade.

Article 17: Final award committee

17.1  The final award committee is the body that formally awards the IB diplomas
and certificates on the basis of grades determined by chief examiners,
examiners responsible, the chief assessor in theory of knowledge, or their
nominees.

17.2  The final award committee consists of representatives of the Council of
Foundation, of the examining board and of IBCA, and is chaired by the chair
of the examining board.

17.3  The final award committee considers and makes the final decision in all
special cases with respect to the award of IB diplomas and certificates.

Vi A Special cases: disability

Article 18: Definition of disability

Disability is any permanent or temporary diagnosed disability that could put a
candidate at a disadvantage and prevent him or her from being able to demonstrate
skills and knowledge adequately.

Article 19: Applicable procedure

19.1  The school is responsible for verifying before candidates enroll in the
Diploma Programme whether it includes any requirements that are
incompatible with any known diagnosed disabilities.

19.2  Disabilities must be reported by the candidates/legal guardians to the
school’s Diploma Programme coordinator when the candidate enrolls in the
programme, with appropriate medical documentation. Temporary disabilities,
resulting from illness or accidents, should be reported to the coordinator as
soon as possible after they arise, together with supporting medical
documentation and other relevant information.

19.3  If a candidate with a disability requires special assessment arrangements, the
coordinator must request the arrangements according to procedures stated in
the current Vade Mecum. Special assessment arrangements can only be
authorized by the 1BO.
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Vil B

Special cases: adverse circumstances

Article 20: Definition of adverse circumstances

Adverse circumstances are defined as those beyond the control of the candidate that
might be detrimental to his or her performance, including severe stress, exceptionally
difficult family circumstances, bereavement, or disruption during examinations or
events that may threaten the health or safety of candidates. Adverse circumstances do
not include shortcomings on the part of the school at which a candidate is registered.

Article 21: Applicable procedure

21.1

21.2

Vil C

Any application for special consideration in cases of adverse circumstances
must be submitted to IBCA by the school’s Diploma Programme coordinator
on behalf of the candidate(s). The application must be submitted within ten
days of the completion of the final assessment component of the subject
concerned and must be supported by a statement written by the coordinator
as well as by appropriate evidence.

If a candidate’s performance has been affected by adverse circumstances, the
final award committee may give special consideration to the case, provided
that this would not give an advantage in comparison with other candidates.

Special cases: incomplete assessment

Article 22: Definition of incomplete assessment

Incomplete assessment exists when a candidate has not submitted one or more
components of the assessment requirements in the subject.

Article 23: Applicable procedure

23.1

23.2

23.3

Vade Mecum 2007

Any application for special consideration in cases of incomplete assessment
must be submitted to IBCA by the school’s Diploma Programme coordinator
on behalf of the candidate. The application must be submitted within ten days
of the completion of the final assessment component of the subject concerned
and must be supported by a statement written by the coordinator as well as
by appropriate evidence.

In cases of incomplete assessment in a subject, the final award committee
may, at its discretion, award a grade for the subject if both the following
circumstances are established.

(@) An acceptable reason is provided by the school for the incomplete
assessment being beyond the candidate’s control, such as illness or
injury, the death or funeral of a close relative, unavoidable attendance
at a hospital or law court.

and

(b) The candidate has submitted sufficient work, leading to at least 50% of
the total marks available in that subject and including an externally
assessed component.

If the foregoing conditions are fulfilled, marks for missing component(s) will
be calculated using a procedure based on the candidate’s marks for
completed components and on the distribution of marks of other candidates
in the same subject.
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Vil D Special cases: academic infringements

Article 24: Definition of an academic infringement

The IBO recognizes that work submitted by candidates for assessment may
contravene the standard academic practice of clearly acknowledging all ideas and
words of other persons. In cases where this is not deemed by the final award
committee as a deliberate attempt by a candidate to gain an unfair advantage, this will
be designated as an academic infringement and not malpractice.

Article 25: Applicable procedure

If the final award committee decides that an academic infringement has been
established, no marks will be awarded for the component or part(s) of the component.
The candidate will still be eligible for a grade in the subject or IB diploma
requirement concerned. The head of school will be notified that this action has been
taken. The case will not be recorded as malpractice.

Vil E Special cases: malpractice

Article 26: Definition of malpractice

The IBO defines malpractice as behaviour that results in, or may result in, the
candidate or any other candidate gaining an unfair advantage in one or more
assessment components. Malpractice includes the following.

(@) Plagiarism: this is defined as the representation of the ideas or work of another
person as the candidate’s own.

(b) Collusion: this is defined as supporting malpractice by another candidate, as in
allowing one’s work to be copied or submitted for assessment by another.

(c) Duplication of work: this is defined as the presentation of the same work for
different assessment components and/or IB diploma requirements.

(d) Any other behaviour that gains an unfair advantage for a candidate or that
affects the results of another candidate (for example, taking unauthorized
material into an examination room, misconduct during an examination,
falsifying a CAS record, disclosure of information to and receipt of information
from candidates about the content of an examination paper within 24 hours after
a written examination).

Article 27: Applicable procedure

27.1  The school’s Diploma Programme coordinator must inform the IBO if he or
she suspects any malpractice in relation to a candidate’s work after the work
or an internal assessment mark has been submitted to IBCA. In such cases, or
when an examiner suspects malpractice, the school will be required to
conduct an investigation and provide the IBO with relevant documentation
concerning the case.

27.2  Candidates suspected of malpractice will be invited, through the coordinator,
to present a written explanation or defence.

27.3  Cases of suspected malpractice will be presented to the final award
committee. After reviewing all evidence collected during the investigation,
the committee will decide whether to dismiss the allegation, uphold it, or ask
for further investigations to be made.
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27.4  If the final award committee deems evidence of malpractice insufficient, the
allegation will be dismissed and a grade will be awarded in the normal way.

275 If the final award committee decides that a case of malpractice has been
established, no grade will be awarded in the subject(s) concerned. No 1B
diploma will be awarded to the candidate, but a certificate will be awarded
for other subject(s) in which no malpractice has occurred. The candidate will
be permitted to register for future examinations at least one year after the
session in which malpractice was established.

27.6  If a case of malpractice is very serious, the final award committee is entitled
to decide that the candidate will not be permitted to register for any future
examination session. If the candidate has already been found guilty of
malpractice in a previous session this will normally lead to disqualification
from participation in any future examination session.

27.7  An IB diploma, or a certificate, may be withdrawn from a candidate at any
time if malpractice is subsequently established.

VIl Decisions of the final award committee

Article 28: Appeal
Decisions of the final award committee are not subject to appeal to another body.

Article 29: Reconsideration

An application for reconsideration of a decision by the final award committee may be
presented to the committee in the light of new factual evidence. To be admissible the
application must be:

(a) filed by the candidate via the school’s Diploma Programme coordinator

(b) received by the IBO from the school within three months of the date of the
original decision by the final award committee

and

(c) contain a summary of the new facts invoked and be accompanied by any
evidence being relied on.

IX Final provisions

Article 30: Governing law

Swiss law governs these general regulations and all other procedures relating to the
assessment requirements.

Article 31: Arbitration

Any dispute arising from or in connection with these general regulations shall be
finally settled by one arbitrator in accordance with the Swiss Rules of International
Arbitration of the Swiss Chambers of Commerce. The seat of the arbitration shall be
Geneva, Switzerland. The proceedings shall be confidential and the language of the
arbitration shall be English.
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Article 32: Entry into force and transitory rules

This version shall come into force on 1 September 2006 for May session schools or 1
January 2007 for November session schools. The IBO may amend these general
regulations from time to time. Each amended version applies to all candidates
enrolling in the Diploma Programme after the date of entry into force of the amended
version.

Geneva, 1 May 2006

A4 Choosing subjects for a diploma in 2008

The information below refers to the May and November examination sessions in 2008.
Diploma candidates for examinations in 2007 will have already chosen their subjects for the
diploma so information specific to the May and November 2007 sessions has not been
included.

A diploma candidate is required to study six subjects selected from six subject groups and to
complete all the elements of the hexagon core: extended essay, theory of knowledge and
creativity, action, service (CAS). The diploma hexagon diagram represents these groups and
the core requirements.

group 1
language Al

group 2 group 3
second individuals
language and societies
extended essay
theory of knowledge
creativity, action,
service
group 4 group 5

mathematics and
computer science

experimental
sciences

group 6
the arts

A4.1  Selecting subjects, groups 1-6

The full list of subjects that are automatically available for examinations in 2007
and 2008, and by special request for 2008, are listed in section C. When selecting
subjects for a diploma:

* at least three and not more than four subjects must be offered at higher level (HL)
and the others at standard level (SL)

* one or two subjects at standard level (excluding languages ab initio and pilot
subjects) can be completed at the end of the first year of the Diploma Programme

* one subject must be selected from each of the groups 1 to 5
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A4.2
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* a mathematics subject must be selected from group 5 (computer science is a
subject in group 5 but, if chosen, must be studied instead of a subject in group 6).

* the sixth subject can be selected from group 6 or from groups 1 to 5.

Other Diploma Programme subjects

As an alternative to the mainstream subjects referred to above a diploma can in
some cases be made up in the following ways from other subjects based in a
particular hexagon group or groups.

Pilot subjects

From time to time the IBO develops new subjects on a pilot basis which can be
undertaken only by schools specifically authorized to do so by the IBO: these are
known as closed pilots. Sometimes a subject will be offered on an open pilot basis:
this means that any 1B World School may offer the subject on the understanding
that the syllabus content and assessment methods may change during the life of the
syllabus. The following subjects are offered on a closed pilot basis.

* Computer Algebraic Systems Enabled (CASE) HL — group 5
* Dance HL and SL —group 6

* Film HL and SL — group 6

A pilot subject cannot be taken as an anticipated subject.

Transdisciplinary standard level subjects

Each pilot transdisciplinary standard level subject (TSL) meets the requirements of
two groups through a single subject. A sixth subject must then be chosen to meet
the requirements of the diploma. This additional subject may be chosen from any of
the hexagon groups, including the group already covered by the TSL. The three
TSLs currently available are all offered on a closed pilot basis.

e Text and performance — groups 1 and 6

» Ecosystems and societies — groups 3 and 4

* World cultures — groups 3 and 6

All transdisciplinary subjects are currently pilot subjects and, therefore, cannot be
taken as an anticipated subject.

School-based syllabuses (SBS)

Only schools that have already entered candidates for two diploma sessions may
offer a school-based syllabus. Read the section of the Vade Mecum on school-based
syllabuses before considering whether a school-based syllabus subject can be
offered to IB candidates.

* A candidate may include a school-based syllabus as one of the six diploma
subjects.

» School-based syllabuses are currently available in groups 2, 3, 4 and 6 and count
as the candidate’s selection in that group. Some syllabuses meet the requirements
of two groups: in this case the candidate must nominate in which group the
subject is being studied.

* A school-based syllabus cannot contribute to a bilingual diploma either as a
diploma subject in group 3 or 4, or as an extended essay.
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No candidate may study more than one school-based syllabus.
A list of the school-based syllabuses currently available is posted on IBIS.

Details on the submission and procedures for school-based syllabuses can be
found in the section on school-based syllabuses.

A4.3  Exceptions

A candidate may offer a second language Al instead of a group 2 subject.

Instead of a group 6 subject a candidate may offer:

an additional subject chosen from groups 1 to 4

further mathematics in addition to another mathematics subject (usually
mathematics HL)

computer science in addition to a mathematics subject.

A4.4 Prohibitions

No candidate may count towards the diploma:

the same subject at higher level (HL) and standard level (SL)

the same language for groups 1, 2 and for group 6

more than one language Al SL as a school supported self-taught subject
environmental systems SL and biology

any two of mathematics HL, mathematics SL and mathematical studies SL
more than one school-based syllabus or pilot subject (including TSLs)

a school-based syllabus and a pilot subject (including TSLS)

text and performance SL with theatre arts, or a language from group 1, 2 or 6 that
is the same language as the language A1l element of text and performance SL

ecosystems and societies SL with environmental systems SL or biology HL/SL.

Schools will be informed of any prohibitions that may occur when the IBO
approves a new subject or school-based syllabus. Note there are no prohibitions
specific to the transdisciplinary subject world cultures SL.

A4.5 The hexagon core

A diploma candidate must also meet the three requirements of the hexagon core in
addition to completing six subjects.

Extended essay

A diploma candidate must complete and submit an extended essay: a substantial
piece of independent research of about 4,000 words. Work on the extended essay
is expected to occupy approximately 40 hours and must be done under the direct
supervision of an appropriate teacher at the school.
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An extended essay must be submitted in one of the subjects of the Diploma
Programme available for the extended essay and must meet general and subject-
specific criteria. A list of subjects in which extended essays can be submitted is
available in section E.

A candidate need not submit an extended essay in a subject that has been selected
as one of that candidate’s six diploma subjects, subject to the approval of the
school.

Extended essays submitted in a group 1 or group 2 language must be written in
that language, with the exception of Latin and classical Greek. Extended essays
in all other subjects, including Latin and classical Greek, must be written in
English, French or Spanish.

A language Al SL school supported self-taught candidate is not permitted to
offer an extended essay in his or her language Al.

A group 2 extended essay cannot be offered in a candidate’s language Al,
regardless of whether that language Al fulfills a diploma requirement for group
1,2or6.

Theory of knowledge (TOK)
* A diploma candidate must follow a theory of knowledge course, which is

recommended to occupy at least 100 hours over the two-year period of the
Diploma Programme, and must meet the theory of knowledge assessment
requirements.

The essay submitted as part of the assessment for theory of knowledge must be
written on one of the ten prescribed titles for that session.

Creativity, action, service (CAS)
* A diploma candidate must engage in a programme of extra-curricular activities

known as creativity, action, service.

Candidates have up to one year to complete the CAS requirement after the
completion of their Diploma Programme. Candidates who fail to complete the
CAS requirement by 1 May / 1 November in their diploma year are allowed one
further year only in which to complete it, as detailed in the CAS guide. This
further year expires at 1 May / 1 November of the year following the main
diploma session.

Schools entering candidates for the diploma undertake to ensure that three to four
hours a week are available to all candidates for CAS activities. A minimum of
150 hours during the two years is required.

Bilingual diploma

Bilingual diplomas are awarded for:
e two languages Al or
* language Al taken together with a language A2 or

* group 3 or 4 subject or a group 3 or 4 extended essay taken in a language other

than a language A1 being taken by the candidate.
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A school-based syllabus cannot contribute to a bilingual diploma either as a
diploma subject in groups 3 or 4, or as an extended essay (human rights, peace and
conflict studies, politics, world religions). Similarly, a transdisciplinary subject
cannot contribute to a bilingual diploma.

A4.7  Non-regular diploma

Entry conditions for certain higher education courses may require candidates to
offer a combination of subjects that differs from those allowed under the
regulations. At the discretion of the IBO a candidate may offer a diploma that is not
a selection of six subjects in any of the ways described above. For further details
refer to section C2.1.

A4.8 Examples of diplomas

Based on the information above, various combinations of subjects (accompanied by
the compulsory diploma requirements of the extended essay, theory of knowledge
and CAS) may constitute a diploma. The following are only examples and are not
intended to illustrate the variety of combinations that are available.

Example 1
A diploma with one subject chosen from each group.

Group 1 English A1 HL
Group 2 Japanese B SL
Group 3 psychology HL
Group 4 biology SL

Group 5 mathematics SL

Group 6 visual arts HL

Example 2

A diploma with two subjects from group 4. Chemistry HL is presented as a group 6
subject.

Group 1 Spanish A1 SL

Group 2 Russian ab initio SL

Group 3 geography SL
Group 4 physics HL
Group 5 mathematics HL
Group 6 chemistry HL

Example 3
A diploma with a transdisciplinary subject.

Groups 1+6  text and performance SL
Group 2 Italian B SL

Group 3 history HL

Group 4 design technology HL
Group 5 mathematical studies SL
Group 6 music HL
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A5

Example 4

A diploma with a school-based syllabus as a group 6 subject. This combination
qualifies for a bilingual diploma because of language Al (group 1) and language A2

(group 2).

Group 1 Arabic A1 HL

Group 2 English A2 SL

Group 3 economics HL

Group 4 chemistry SL

Group 5 mathematics HL

Group 6 peace and conflict studies SL

Breaches of regulations

The IBO will not accept work for assessment or moderation unless the teacher (or supervisor
in the case of an extended essay) concerned is willing to confirm that, to the best of his or her
knowledge, it is the authentic work of the candidate. All work submitted to the IBO for
moderation or assessment must be authenticated by a teacher, and must not include any
known instances of suspected or confirmed malpractice. Issues of authenticity, if identified
before the submission of work for assessment or moderation, must be resolved within the
school without exception.

If a cover sheet is not signed by the teacher (or supervisor) to the effect that the work is, to
the best of his or her knowledge, the authentic work of the candidate, that work will not be
assessed. No mark will be given for the component, and therefore no grade will be awarded
in the subject and level concerned or other diploma requirement. Furthermore, if a cover
sheet is signed by the teacher (or supervisor), but there is a comment to the effect that the
work may not be authentic, the candidate will not be eligible for a mark in that component
and no grade will be awarded. The same principle applies to the signing of cover sheets by
candidates. For example, if a candidate has failed to sign the cover sheet of their extended
essay, that extended essay will not be assessed and may be returned to the school.

The following information is extracted from the IBO publication Academic Honesty:
guidance for schools (September 2006). For further information, please refer to this
publication and the relevant articles in the General Regulations: Diploma Programme.

A5.1 Authenticating candidates’ work

It is the responsibility of Diploma Programme teachers to ensure that all candidates’
work for assessment is prepared according to the requirements of the relevant
subject guide. Therefore, teachers (or supervisors in the case of extended essays) are
in the best position to judge whether candidates” work is authentic.

Before the submission of work for assessment, issues of authenticity arising from
plagiarism and collusion must be decided within the school. All work submitted to
the 1IBO for moderation or assessment must be authenticated by a teacher, and must
not include any instances of suspected or confirmed malpractice

In the case of externally assessed components (for example, extended essays,
language Al world literature, theory of knowledge essays), the submission of work
for assessment refers to the assessment of work by an examiner appointed by the
IBO. In the case of internally assessed components, the submission of work for
assessment refers to the assessment of work by a teacher.
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A5.2 Work identified as not authentic before submission

If the coordinator (or a teacher) has reason to suspect that part of or the whole of a
candidate's work may not be authentic, that work must not be accepted or submitted
for assessment. The situation must be resolved within the school. At the discretion
of the coordinator one of two possible courses of action must be adopted.

* The candidate should be allowed one opportunity to revise and resubmit the
work. This must be completed in time for the coordinator to send the work to the
examiner to arrive by the appropriate IBO deadline (or to send marks to IBCA in
the case of internal assessment).

* If there is insufficient time to allow a revision of the work, an F must be given
for the relevant assessment component. This will result in no grade being
awarded for the subject concerned. To avoid giving an F, coordinators are
advised to set an internal school deadline that is sufficiently early for teachers
(and supervisors) to read each candidate’s final submission.

Whichever course of action is adopted, the incident must be dealt with by the school
and not reported to IBCA.

A5.3 Work identified as not authentic after submission

Occasionally, through an oversight while checking a candidate’s work for
authenticity, the coordinator or a teacher may identify possible plagiarism after a
candidate’s work has been sent to an examiner for assessment (or marks submitted
by IBIS in the case of internal assessment). If evidence of plagiarism is available the
coordinator help desk at IBCA (help@ibo.org) must be informed so that an
investigation can be undertaken. If plagiarism is suspected, but there is no evidence
in the form of a source that has been copied, the situation must not be brought to the
attention of the coordinator help desk unless advice is required.

This applies to internal assessment regardless of whether the candidate's work was
part of the sample work sent to a moderator for the purpose of moderation.

A5.4  Other breaches of regulations by candidates

Malpractice most commonly involves collusion or plagiarism. However, there are
other ways in which a candidate may commit malpractice and therefore breach the
general regulations. The following examples of malpractice do not constitute an
exhaustive list and refer partly to the written examinations:

* fabricating data for an assignment

* taking unauthorized material into an examination room (for example, an
electronic device other than a permitted calculator, own rough paper, notes, a
mobile phone), regardless of whether any attempt is made to use that material

* misbehaving during an examination, including any attempt to disrupt the
examination or distract another candidate

* exchanging or in any way supporting, or attempting to support, the passing on of
information that is or could be related to the examination

* copying the work of another candidate

* failing to comply with the instructions of the invigilator or other member of the
school’s staff responsible for the conduct of the examination
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* impersonating another candidate

* including offensive material in a script for reasons other than analysis or
intellectual inquiry

* stealing examination papers

* disclosing or discussing the content of an examination paper with a person
outside the immediate school community within 24 hours after the examination

* using an unauthorized calculator during an examination.

For all cases of malpractice in relation to the examinations, the coordinator must
send a report to the coordinator help desk at IBCA.

A5.5 Improper conduct by a coordinator or teacher

Breaches of regulations are not confined to candidates: improper conduct by a
coordinator or teacher may be brought to the attention of the final award committee.
The following are examples of unacceptable actions that will be investigated by the
IBO:

* the unauthorized rescheduling of an examination
* failing to keep the examination papers secure prior to an examination
* opening examination paper packets prior to an examination

* providing a candidate with undue assistance in the production of any work
(whether written or oral) that contributes to the assessment requirements of the
Diploma Programme

* leaving candidates unsupervised during an examination
* allowing additional time in examinations without authorization from the IBO

* releasing an examination paper, or otherwise disclosing information about the
content of a paper, within 24 hours after the examination.

A5.6 Investigating a breach of regulations

The following circumstances are those that most commonly give rise to an
investigation.

* A coordinator informs IBCA that malpractice may have taken place during an
examination.

* An examiner suspects plagiarism or collusion and provides evidence to justify his
or her suspicion.

* A random check of examination material at IBCA using a web-based plagiarism
detection service reveals that the work of a candidate may not be authentic.

The IBO will only investigate a case of suspected malpractice when there is clear
evidence to justify an allegation of malpractice. In the case of plagiarism the
evidence must be in the form of a source that appears to have been copied by a
candidate. In cases of collusion an investigation will only be pursued if the other
candidate’s work is available and shows clear similarities.

If the IBO initiates an investigation into malpractice it will do so immediately after
the evidence of malpractice is brought to the attention of the coordinator help desk
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at IBCA. The head of examinations administration will inform the coordinator,
normally by e-mail, that a candidate (or candidates) is being investigated for
possible malpractice. It is a requirement of the IBO that the coordinator will
immediately inform the head of school that a candidate (or candidates) is suspected
of malpractice.

For all cases of malpractice by a candidate the coordinator will be asked to provide
IBCA with a report after he or she has conducted a discreet investigation. In the
case of suspected plagiarism the coordinator’s report will normally include:

* a statement from the candidate that directly addresses the allegation that his or
her work is not authentic

 a statement from the teacher for the subject concerned (or supervisor in the case
of an extended essay)

¢ the coordinator’s own statement

* asummary of an interview with the candidate about the allegation of plagiarism.

The statement from the candidate’s teacher (or supervisor) should include
information on:

» the guidance given to all Diploma Programme candidates on how to
acknowledge sources, avoid collusion, etc. (as appropriate to the nature of the
case) in the subject and component concerned

* the nature and extent of supervision given to the candidate on his or her work that
is under investigation

* the procedure for verifying that, to the best of his or her knowledge, the work
accepted or submitted for assessment in the subject and component concerned is
the authentic work of each candidate.

The statement from the coordinator should include information on:

» the guidance given to all Diploma Programme candidates on how to
acknowledge sources, avoid collusion, etc.

* the circumstances of the case, including details of any mitigating circumstances

* the coordinator’s opinion on whether the allegation of malpractice against the
candidate should be upheld or dismissed (if the allegation came from the IBO).

The final award committee will review all evidence relating to an alleged breach of
regulations. An allegation will either be dismissed or established by the committee.

In all cases where the final award committee has considered a presumed breach of
regulations, the head of school will be informed by a letter signed by the assessment
director, of the decision reached by the committee. The letter will be copied to the
school’s Diploma Programme coordinator, appropriate IBO personnel, the chair of
the examining board and the most senior examiner for the subject concerned
(normally a chief examiner). If a breach of regulations is established, the head of
school is required to acknowledge receipt of the letter.

A6 Contact with IBO offices

The functions of the IBO headquarters (IBHQ), the curriculum and assessment centre (IBCA)
and the four regional offices are listed in the table below. The appropriate regional office
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should be contacted for information on teacher training, regional conferences, the acceptance
of the IBO diploma by universities and colleges in the region, guidance on the application
and authorization process for prospective schools and other general questions about
implementing the Diploma Programme in a school.

The coordinator help desk at IBCA in Cardiff provides schools with advice on the
administration of the Diploma Programme and on using IBIS. In addition to answering
queries, the help desk responds to requests for rescheduling examinations and is responsible
for the administration of all cases of candidates with special circumstances. This includes
candidates with a permanent or temporary medical condition, those who have experienced
adverse or unforeseen circumstances and those who are suspected of a breach of regulations.

Listed below are the most frequently used e-mail addresses that coordinators require when
contacting IBCA. Coordinators should also use the electronic query service on IBIS that will
automatically route e-mails to the correct department at IBCA.

E-mail addresses

Candidate registration (requests for changes)  registration@ibo.org

Communication communications@ibo.org
Coordinator help desk help@ibo.org
Online curriculum centre (OCC) online@ibo.org
Enquiries about the IBO logos logos@ibo.org
Sales and publications sales@ibo.org
Special educational needs sen@ibo.org
Special request subjects eppd@ibo.org
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Function

Location

Communications

Corporate headquarters
Liaison with regional directors
Legalization

Finance and business
administration

Human resources

Curriculum development
Assessment development
Professional development
Examination administration
Grade awarding for examinations
Curriculum support

Online curriculum centre
IBIS

Publications

Sales

Communications

Headquarters (IBHQ)

Mr Jeffrey R Beard
Director general

Dr lan Hill
Deputy director general

Organisation du Baccalauréat International
Route des Morillons 15

Grand-Saconnex / Geneve

CH-1218

SWITZERLAND

Curriculum and assessment centre
(IBCA)

Mrs Monique Conn
Academic director

Dr George Pook
Assessment director

International Baccalaureate Organization
Curriculum and Assessment Centre
Peterson House, Malthouse Avenue
Cardiff Gate

Cardiff, Wales

GB CF23 8GL

UNITED KINGDOM

Tel: +4122 791 7740
Fax: +41 22 791 0277
E-mail: ibhg@ibo.org

General inquiries
Tel: +44 29 2054 7777
Fax: +44 29 2054 7778

Coordinator help desk
Tel: +44 29 2054 7740

Fax: +44 29 2054 7778
E-mail: help@ibo.org

Sales

Tel: +44 29 2054 7746
Fax: +44 29 2054 7779
E-mail: sales@ibo.org

Communications

Tel: +44 29 2054 7936
Fax: +44 29 2054 7807
E-mail:
communications@ibo.org
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Function

Location

Communications

All regional offices
Services to school
Counselling of schools
Assistance with the
authorization process
Teacher training
Regional conferences
Public relations

Liaison with IBCA
Liaison with universities
Liaison with governments

REGIONAL OFFICES

Africa/Europe/Middle East (IBAEM)
Mrs Nélida Antufia Baragafio
Regional director

IBO Africa/Europe/Middle East
Route des Morillons 15
Grand-Saconnex / Genéve
CH-1218

SWITZERLAND

Asia/Pacific (IBAP)
Ms Judith Guy
Regional director

IBO Asia/Pacific

70 Shenton Way

#04-03 Marina House
SG-079118

REPUBLIC OF SINGAPORE

Latin America (IBLA)
Mrs Marta Federico de Rodger
Regional director

ORGANIZACION DEL BACHILLERATO
INTERNACIONAL

San Vladimiro 3056 — 2do.piso

San Isidro - B1642GMB

Provincia de Buenos Aires

ARGENTINA

North America (IBNA)
Mr Bradley W Richardson
Regional director

IBO North America

475 Riverside Drive, Suite 1600
New York,

NY 10115

USA

Tel: +41 22 791 7740
Fax: +41 22 791 0277
E-mail: ibaem@ibo.org

Tel: +65 6 776 0249
Fax: +65 6 776 4369
E-mail: ibap@ibo.org

Tel: +54 114 766 3900
Fax: +54 114 766 3900
E-mail: ibla@ibo.org

Tel: +1 212 696 4464
Fax: +1 212 889 9242
E-mail: ibna@ibo.org
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A7 Abbreviations used by the IBO

Throughout the Vade Mecum and other IBO publications relating to the Diploma Programme,
a number of abbreviations and acronyms are used. The following list is intended to be helpful
for less experienced coordinators who are not familiar with the most commonly used
abbreviations.

IBO offices

IBHQ International Baccalaureate Headquarters

IBCA International Baccalaureate Curriculum and Assessment centre
IBRU International Baccalaureate Research Unit

IBAEM International Baccalaureate Africa/Europe/Middle East

IBAP International Baccalaureate Asia/Pacific

IBLA International Baccalaureate Latin America

IBNA International Baccalaureate North America

Candidate registration and examination administration

HL Higher level
SL Standard level
D Diploma
R Retake
A Anticipated
C Certificate
H Carry mark forward from previous examinations session
N No grade issued for the subject and level (or other diploma requirement)
1A Internal assessment
IMR Internal assessment moderation report (enquiry upon results, category 3)
P Pending (mark or grade not available)
PG Predicted grade
EE Extended essay
TOK Theory of knowledge
CAS Creativity, action, service
SEN Special educational needs
ST School supported self-taught (applies to language Al SL only)
SBS School-based syllabus
Subiject specific
ITGS Information technology in a global society
PBL Prescribed book list
PD Program dossier
PWL Prescribed world literature list
PF Portfolio
PJ Project
PSOW Practical scheme of work (group 4)
SLA Standard level option A (visual arts)
SLB Standard level option B (visual arts)
TSL Transdisciplinary subject (standard level)
wWT Written tasks (language A2)
WL World literature (language Al)
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A8

The completion of forms

It is important that all forms are completed fully and correctly. Unless a form is being
submitted electronically, it must be typed or completed in legible handwriting using black
ink. Ensure that sections relating to the session (for example, May 2007), school number and
school name are completed, and remember to retain a copy of each completed form.

Forms that must be completed and sent with candidates’ examination material to an examiner
(or moderator in the case of internal assessment) are available in hard copy in the second half
of this handbook, or they can be printed from IBIS. The following forms from sections B to
G of this handbook are available as hard copy:

e Form B11 (exclusive copyright) is not available in electronic format because the
candidate who is claiming exclusive copyright on their examination material must sign
the form.

e Form C1 (request for the authorization of a non-regular diploma) is not presently
available in electronic format because C1 must be accompanied by written information,
such as a prospectus, from a university. This form may become available in electronic
format on IBIS in 2007.

e Form C2 (special request language Al: justification and proposed course of study) may
have to be completed in a language that does not use Roman characters. If so, use the
version in the Vade Mecum and send it to IBCA by post or fax.

e Forms D1 (candidates with special assessment needs) and D2 (candidates affected by
adverse circumstances and/or a temporary medical condition) are not presently available
in electronic format because D1, and often D2, must be accompanied by supporting
medical documentation. However, both forms may become available in electronic format
on IBIS in 2007.

* Form G2 (teacher’s comments on the written examinations) is available in the Vade
Mecum so that teachers can be given a copy of the form for completion and submission to
IBCA. Form G2 is also available on IBIS in electronic format and the online curriculum
centre (OCC).

Form 1/A1AP (language Al: advance notice of works studied) is available in electronic
format only, but if the information must be written in a language which does not use Roman
characters, send the information to IBCA in the form of a fax, letter or e-mail with an

attachment to help@ibo.org.

The tables below list the forms that are available in the Vade Mecum and on IBIS in portable
document format (PDF).

Section of

Administrative requirements Vade
Mecum

B11 Exclusive copyright Section B

C1 Request for the authorization of a non-regular diploma Section C

C2 Special request language Al: justification and proposed course of study Section C

D1 Candidates with special assessment needs Section D
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D2 Candidates affected by adverse circumstances and/or a temporary medical Section D

condition
G2 Teacher’s comments on the written examinations Section G
Section of
Theory of knowledge and CAS requirements Vade
Mecum
TK/CS Theory of knowledge cover sheet Section E
TK/SER Theory of knowledge candidate self-evaluation report Section E
TK/PDD presentation planning document Section E
CAS/PQ CAS programme questionnaire Section E
CAS/AEF CAS activity/project self-evaluation form Section E
CAS/SFS CAS student final summary Section E
CAS/PCF CAS programme completion for Section E
Section of
Internal assessment requirements Vade
Mecum
1/A1ST Self-taught candidates—choice of authors and works: language Al SL Group 1
1/1ARF Internal assessment record form: language Al Group 1
2/IA Moderation of internal assessment: group 2 Group 2
2/RF Internal assessment record form: group 2 Group 2
2/CLCS Internal assessment cover sheet: classical languages HL Group 2
2/IACL Moderation of internal assessment: classical languages Group 2
3/IA Moderation of internal assessment: group 3 Group 3
3/CS Internal assessment: group 3 individual candidate cover sheet Group 3
Important information Page A30 Vade Mecum 2007

© International Baccalaureate Organization, 2006



4/1A Internal assessment cover sheet: group 4 (except design technology) Group 4
4/1ADT Internal assessment cover sheet: design technology Group 4
4/PSOW Internal assessment cover sheet: group 4 Group 4
5/IA Moderation of internal assessment: mathematical studies SL, mathematic SL, Group 5
mathematics HL
5/PFCS Individual portfolio cover sheet: mathematics HL, mathematics SL Group 5
5/PJCS Individual project cover sheet: mathematical studies SL Group 5
5/PDCS (SL) Internal assessment cover sheet: computer science SL only Group 5
5/PDCS (HL) Internal assessment cover sheet: computer science HL only Group 5
5/IACS Moderation of internal assessment: computer science Group 5
6/VACS visual arts internal assessment cover sheet Group 6
6/MCCS Internal assessment cover sheet—music composition portfolios Group 6
6/MRSS Internal assessment cover sheet—music solo performance cassette Group 6
recordings
6/MRGS Internal assessment cover sheet—music group performance cassette Group 6
recordings
6/MICS Music cover sheet— musical investigation Group 6
6/TACP Theatre arts candidate profile Group 6
6/IATA Moderation of internal assessment: theatre arts portfolio Group 6
6/TACS Theatre arts cover sheet: research commission Group 6
SBS/TREP School-based syllabus teacher’s report Group 6
SBS/CS School-based syllabus sample work cover sheet Group 6
Form SSX School-based syllabus assessment Group 6
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A9 May examination session calendar

September 2006

R

October 2006

Session Event or action Method Date/deadline
May 2007 | Pay the basic fee Cheque to regional 1 September
billing office or bank
transfer
May 2006 | Request enquiries upon results IBIS 15 September
May 2006 | Request the return of design technology IBIS 15 September
HL/SL design projects and/or theatre arts (enquiry upon results
HL/SL portfolios, if required service)

Session Event or action Method Date/deadline
May 2006 | IBCA publishes subject reports on IBIS and IBIS and OCC From 1 October
the OCC onwards
May 2007 IBIS* 7 October 2006
Language Al SL self-taught: send choice of
authors and works for oral examination parts 2
and 4. (* Use form 1/ALST from the Vade
Mecum if the language is in non-Roman
script.)
May 2008 IBIS* 15 March 2007
May 2007 | Visual arts: send visual arts visiting examiner Form 6/VAEP from 7 October
proposal form to IBCA Vade Mecum
May 2006 | Send request for transcript of results service to IBIS 15 October
universities and colleges in Australia and New
Zealand
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November 2006

Session Event or action Method Date/deadline

May 2007 | Register candidates (and re-order session IBIS 15 November
numbers, if necessary)

May 2007 | Pay the total of all examination fees and the Cheque to regional 15 November
per capita fee billing office or bank

transfer

May 2007 | Music SL group performance: enter number of IBIS 15 November
group performances to be assessed

May 2008 | Extended essays: send special requests for IBIS 15 November
extended essays in languages Al not available
for the session

May 2008 | Language Al: send special requests for IBIS* 15 November
languages A1, with a justification and
proposed course of study. (*Use form C2 from
the Vade Mecum if the language is in non-
Roman script.)

May 2008 | Classical languages and subjects in groups 3 IBIS 15 November
to 6: send special requests

May 2008 | Non-regular diplomas: send requests for Form C1 15 November
authorization

May 2008 | Candidates with special educational needs: Form D1 15 November
send requests for special assessment
arrangements

December 2006

Session Event or action Method Date/deadline

May 2007 | Language Al: send advance notice of works IBIS* 1 December
studied (*Send the information by fax to
IBCA if the language is in non-Roman script.)

May 2008 | IBCA authorizes special requests for Letter of authorization 1 December
languages A1, classical languages and
subjects in groups 3to 6
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May 2007 | School-based syllabuses: send proposed Courier 14 December
examination papers and mark schemes to
IBCA
May 2007 | IBCA sends examination stationery to schools | Courier or express mail 15 December
January 2007
Session Event or action Method Date/deadline
May 2007 | Register new candidates and make changes to IBIS 15 January

subject details

May 2007 | IBCA issues approval for or amendments to Hard copy sent to 28 January
school-based syllabus examination papers and school
mark schemes for appropriate schools

May 2008 | New schools send CAS programme Form CAS/PQ 31 January
questionnaire to their regional office

February 2007

Session Event or action Method Date/deadline

May 2007 | IBCA enables coordinators to create teacher IBIS 1 February
access to predicted grade and internal
assessment mark entry screens on IBIS (user
names and passwords)

May 2007 | IBCA opens predicted grade entry screens on IBIS 1 February
IBIS
May 2007 | Requests for converting anticipated subjects to IBIS 1 February

certificates made before this date incur a fee

May 2007 | IBCA sends language Al SL self-taught oral Courier 15 February
examinations and school-based syllabus
materials to schools (where available)
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May 2007 | Examiner notifications available on IBIS for: IBIS 20 February
o extended essays
e language Al world literature
e language A2 written tasks
e theory of knowledge
e visual arts
e language Al SL self-taught alternative
oral assessment
School-based syllabuses: send amended .
May 2007 | examination papers and/or mark schemes to Courier 21 February
IBCA

March 2007

Session Event or action Method Date/deadline
May 2008 | Submit forecast of subject entries IBIS 1 March
(only if available on
IBIS)
May 2007 | IBCA opens internal assessment mark entry IBIS 1 March
screens on IBIS
May 2007 | Send request to coordinator help desk for E-mail to 1 March
permission to use calculators that do not appear help@ibo.org
on the approved list
May 2007 | Visual arts: first date for examiner visits Not applicable 10 March
May 2007 | Examiner notifications available on IBIS for: IBIS 15 March
e internal assessment
e theatre arts (all components)
e musical investigations
e school-based syllabuses
May 2007 | Send requests for rescheduling examinations IBIS 15 March
May 2007 | Visual arts: send candidate record booklets to Preferably by courier To arrive before
visiting examiner examiner visits the
school
May 2007 | Send extended essays (each with a cover) to Preferably by courier 15 March
examiners for assessment
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May 2007 | Send theory of knowledge essays to examiner Preferably by courier 15 March
(each with form TK/CS) for assessment

May 2007 | Send language Al world literature assignments | Preferably by courier 15 March
(each with a cover) to examiner for assessment

May 2007 | Send language A2 written tasks (each with a Preferably by courier 15 March
cover and form 2/WTRF) to examiners for
assessment

May 2008 | Confirm candidate entries for special request IBIS or e-mail to 15 March
languages Al eppd@ibo.org

April 2007

Session Event or action Method Date/deadline

May 2007 | School-based syllabuses: send final approved Courier 7 April
version of examination papers and mark
schemes to IBCA

May 2007 | Send predicted grades and marks for internal IBIS 10 April
assessment, extended essays and theory of
knowledge

May 2007 | IBCA sends examination papers and other Courier April
examination material to schools

May 2007 | School-based syllabuses: first possible date for Not applicable 15 April
written examinations. (The coordinator
determines the dates of the examinations.)

May 2007 | Examiner notifications available on IBIS for IBIS 15 April
scripts

May 2007 | Send internal assessment sample work (and Preferably by courier 20 April
appropriate forms) to moderators

May 2007 | Report arrival of examination papers IBIS 1 May

May 2007 | Visual arts: final date for examiner’s visit Not applicable 25 April

May 2007 | Theatre arts: send research commissions (with . .

y form 6/TACS) to the examiner Preferably by courier 30 April
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May 2007 | Theatre arts: send practical play analyses to the | Preferably by courier 30 April
examiner

May 2007 | Music: send musical investigations (with form Preferably by courier 30 April
6/MICS) to the examiner

May 2007

Session Event or action Method Date/deadline
May 2007 | Visual arts: send candidate record booklets, Preferably by courier 1 May
portfolios, research workbooks and cassettes (if
no visiting examiner) to IBCA
May 2007 | CAS: send programme completion form Fax or post 1 May
(CAS/PCEF) to the regional office
May 2007 | Send requests for transcript of results service to IBIS 1 May
universities and colleges in all countries,
except Australia, New Zealand, Canada and
USA.
May 2007 | Notify coordinator help desk of any candidates Form D2 from Immediately
with temporary medical condition and/or Vade Mecum
adverse circumstances
May 2007 | Examination period Not applicable 2 — 23 May
May 2007 | School-based syllabuses: last possible date for Not applicable 21 May
written examinations. (The coordinator
determines the dates of the examinations.)
May 2007 | Teachers send their comments on the written IBIS, OCC or form Within 28 days
examination papers to IBCA G2 from Vade Mecum after the
examination
May 2007 | Language Al SL self-taught: send audio Preferably by courier 7 May
recordings and related material to the examiner
May 2007 | Visual arts: send to IBCA the teacher’s Form 6/VATF from 1 May
feedback on the examiner’s visit to the school Vade Mecum
School-based syllabuses: send marked
examination scripts, coursework, teacher’s :
May 2007 report, and copies of mark sheets and form Preferably by courier 30 May
SSX to the assessor
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May 2007

School-based syllabuses: send original mark
sheets and form SSX to IBCA

Fax

30 May

Session Event or action Method Date/deadline

May 2007 | Send requests for exclusive copyright on Form B11 from 1 June
behalf of candidates to IBCA Vade Mecum

May 2007 | Send requests for legalization of examination IBIS 15 June
results

July 2007

Session Event or action Method Date/deadline

May 2007 | Send requests for transcript results service to IBIS 1 July
universities and colleges in Canada and USA

May 2007 | IBCA issues results to schools IBIS 5 July

May 2007 | Results available to candidates by world wide Internet 6 July
web

May 2007 | IBCA releases internal assessment feedback IBIS 15 July
and profile of candidates’ marks and grades

May 2007 | Category 3 enquiries upon results can be IBIS 16 July
requested from this date (if internal assessment
feedback has been received)

November | Register six-month retake candidates (diploma IBIS 29 July

2007 or retake)

Vade Mecum 2007
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August 2007

Session Event or action Method Date/deadline

May 2007 | IBCA sends diplomas, diploma results and Courier 31 August
certificates to schools. (This mailing includes
certificates for May 2006 anticipated
candidates who did not register for the

diploma.)
May 2008 | IBCA sends the 2008 Vade Mecum to schools In curriculum mailing | August/September
September 2007
Session | Event or action Method Date/deadline
May 2008 | Pay the basic fee to the regional billing office Cheque to regional 1 September
billing office or bank
transfer
May 2007 | Request enquiries upon results IBIS 15 September
May 2007 | Request the return of design technology HL/SL IBIS 15 September
design projects and/or theatre arts HL/SL (enquiry upon results
portfolios, if required service)
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Al10 November examination session calendar

March 2007

Session Event or action Method Date/deadline
November | Pay the basic fee Cheque to regional 1 March
2007 billing office or bank
transfer
November | Request enquiries upon results IBIS 15 March
2006
November | Request the return of design technology IBIS 15 March
2006 HL/SL design projects and/or theatre arts (enquiry upon results)
HL/SL portfolios, if required

April 2007

Session Event or action Method Date/deadline
November | IBCA publishes subject reports on IBIS and IBIS and OCC From 1 April
2006 the OCC onwards
November IBIS* 7 April 2006
2007 Language Al SL self-taught: send choice of
authors and works for oral examination (parts
2 and 4). (*Use form 1/A1ST from the Vade
Mecum if the language is in non-Roman
November script.) IBIS* 15 September 2007
2008
November | Visual arts: send visual arts visiting examiner Form 6/VAEP 7 April
2007 proposal form to IBCA from Vade Mecum

May 2007

Session Event or action Method Date/deadline
November | Register candidates (and re-order session IBIS 15 May
2007 numbers, if necessary)
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November | Pay the total of all examination fees and the Cheque to billing office 15 May
2007 per capita fee or bank transfer
November | Music SL group performance: enter number of IBIS 15 May
2007 group performances to be assessed
November | Extended essays: send special requests for IBIS 15 May
2008 extended essays in languages Al not available
for the session
November | Language Al: send special requests for IBIS* 15 May
2008 languages A1, with a justification and
proposed course of study. (*Use form C2 from
the Vade Mecum if the language is in non-
Roman script.)
November | Classical languages and subjects in groups 3 to IBIS 15 May
2008 6: send special requests
November | Non-regular diplomas: send requests for Form C1 15 May
2008 authorization
November | Candidates with special educational needs: Form D1 15 May
2008 send requests for special assessment
arrangements

June 2007

Session Event or action Method Date/deadline
November | Language Al: send advance notice of works IBIS* 1 June
2007 studied. (*Send the information by fax to IBCA
if the language is in non-Roman script.)
November | IBCA authorizes special requests for languages | Letter of authorization 1 June
2008 Al, classical languages and subjects in groups
3t06
November | School-based syllabuses: send proposed Courier 14 June
2007 examination papers and mark schemes to IBCA
November | IBCA sends examination stationery to schools Courier or 15 June
2007 express mail
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July 2007

Session Event or action Method Date/deadline

November | Register new candidates and make changes to IBIS 15 July
2007 subject details

November | IBCA issues approval for or amendments to Hard copy sent 28 July
2007 school-based syllabus examination papers and to school

mark schemes for appropriate schools

November | New schools send CAS programme Form CAS/PQ 31 July

2008 questionnaire to their regional office

August 2007

Session Event or action Method Date/deadline
November | IBCA enables coordinators to create teacher IBIS 1 August
2007 access to predicted grade and internal
assessment mark entry screens on IBIS (user
names and passwords)
November | IBCA opens predicted grade entry screens on IBIS 1 August
2007 IBIS
November | Requests for converting anticipated subjects to IBIS 1 August
2007 certificates made before this date incur a fee
November | IBCA sends language Al SL self-taught oral Courier 15 August
2007 examinations and school-based syllabus
materials to schools (where available)
November | Examiner notifications available on IBIS for: IBIS 20 August
2007 o extended essays
e language Al world literature
e language A2 written tasks
e theory of knowledge
e visual arts
e language Al SL self-taught alternative
oral assessment
November | School-based syllabuses: send amended Courier 21 August
2007 examination papers and/or mark schemes to
IBCA
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September 2007

Session Event or action Method Date/deadline
November | Submit forecast of subject entries IBIS 1 September
2008 (only if available on
IBIS)
November | IBCA opens internal assessment mark entry IBIS 1 September

2007 screens on IBIS

November | Send request to coordinator help desk for E-mail to 1 September
2007 permission to use calculators that do not appear help@ibo.org
on the approved list

November | Visual arts: first date for examiner visits Not applicable 10 September
2007

November | Examiner notifications available on IBIS for: IBIS 15 September
2007 e internal assessment

e theatre arts (all components)
e musical investigations
e school-based syllabuses
November | Send requests for rescheduling examinations IBIS 15 September
2007
November | Visual arts: send candidate record booklets to Preferably by courier To arrive before
2007 visiting examiner examiner visits
school
November | Send extended essays (each with a cover) to Preferably by courier 15 September
2007 examiners for assessment
November | Send theory of knowledge essays to examiner Preferably by courier 15 September
2007 (each with form TK/CS) for assessment
November | Send language Al world literature assignments Preferably by courier 15 September
2007 (each with a cover) to examiner for assessment
November | Send language A2 written tasks (each with a Preferably by courier 15 September
2007 cover and form 2/WTRF) to examiners for
assessment
Important information Page A44 Vade Mecum 2007

© International Baccalaureate Organization, 2006



November
2008

Confirm candidate entries for special request
languages Al

October 2007

IBIS or e-mail to
eppd@ibo.org

15 September

Session Event or action Method Date/deadline
November | School-based syllabuses: send final approved Courier 7 October
2007 version of examination papers and mark
schemes to IBCA
November | Send predicted grades and marks for internal IBIS 10 October
2007 assessment, extended essays and theory of
knowledge
November | |BCA sends examination papers and other Courier October
2007 examination material to schools
November | School-based syllabuses: first possible date for Not applicable 15 October
2007 written examinations. (The coordinator
determines the dates of the examinations.)
November | Examiner notifications available on IBIS for IBIS 15 October
2007 scripts
November | Send requests for transcript of results service to IBIS 15 October
2007 universities and colleges in Australia and New
Zealand
November | Send internal assessment sample work (and Preferably by courier 20 October
2007 appropriate forms) to moderators
November | Report arrival of examination papers IBIS 1 November
2007
November | Visual arts: final date for examiner’s visit Not applicable 25 October
2007
November | Theatre arts: send research commissions (with Preferably by courier 30 October
2007 form 6/TACS) to the examiner
November | Theatre arts: send practical play analyses to the | Preferably by courier 30 October
2007 examiner
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November
2007

Music: send musical investigations (with form
6/MICS) to the examiner

November 2007

Preferably by courier

30 October

Session Event or action Method Date/deadline
November | Visual arts: send candidate record booklets, Preferably by courier | 1 November
2007 portfolios, research workbooks and cassettes (if
no visiting examiner) to IBCA
November | CAS: send programme completion form Fax or post 1 November
2007 (CAS/PCEF) to the regional office
November | Notify coordinator help desk of any candidates Form D2 from Immediately
2007 with temporary medical condition and/or Vade Mecum
adverse circumstances
November | Examination period Not applicable 2 — 21 November
2007
November | School-based syllabuses: last possible date for Not applicable 21 November
2007 written examinations. (The coordinator
determines the dates of the examinations.)
November | Teachers send their comments on the written IBIS, OCC or form G2 Within 28 days
2007 examination papers to IBCA from Vade Mecum after the
examination
November | Language Al SL self-taught: send audio Preferably by courier 7 November
2007 recordings and related material to the examiner
November | Visual arts: send to IBCA the teacher’s Form 6/VATF from 1 November
2007 feedback on the examiner’s visit to the school Vade Mecum
November | School-based syllabuses: send marked Preferably by courier 30 November
2007 examination scripts, coursework, teacher’s
report, and copies of mark sheets and form SSX
to the assessor
November | School-based syllabuses: send original mark Fax 30 November
2007 sheets and form SSX to IBCA
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December 2007

Session Event or action Method Date/deadline

November | Send requests for exclusive copyright on behalf Form B11 from 1 December
2007 of candidates to IBCA Vade Mecum

November | Send requests for legalization of examination IBIS 15 December
2007 results

January 2008

Session Event or action Method Date/deadline

November | Send requests for transcript results service to IBIS 1 January
2007 universities and colleges in Canada and USA

November | IBCA issues results to schools IBIS 5 January
2007

November | Results available to candidates by world wide Internet 6 January
2007 web

November | IBCA releases internal assessment feedback IBIS 15 January
2007 and profile of candidates’ grades and marks

November | Category 3 enquiries upon results can be IBIS 16 January
2007 requested from this date (if internal assessment

feedback has been received)

May 2007 | Register six-month retake candidates (diploma IBIS 29 January
or retake)
November | IBCA sends diplomas, diploma results and Courier 31 January
2007 certificates to schools. (This mailing includes

certificates for November 2006 anticipated
candidates who did not register for the
diploma.)
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February 2008

Session Event or action Method Date/deadline

March 2008

Session Event or action Method Date/deadline
November | Pay the basic fee to the regional billing office Cheque to regional 1 March
2008 billing office or
bank transfer
November | Request enquiries upon results IBIS 15 March
2007
November | Request the return of design technology HL/SL IBIS 15 March
2007 design projects and/or theatre arts HL/SL E-mail to help@ibo.org
portfolios, if required
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B1 The public web site

The IBO public web site at www.ibo.org contains detailed information about the IBO and its
three programmes and is of interest to IB World Schools, candidates, parents, educational
authorities and others interested in the IBO and its work. Features on the web site include:

e customized home pages containing information and links for coordinators, educators,
candidates, parents, journalists and our other main stakeholder groups

e an online store where publications, merchandise and gift items can be purchased
e aFind a School function, to enable quick and easy searching for IB World Schools
o |B HeadNet, a password-protected section containing information for head of schools

e a workshops and conferences calendar, showing details of teacher training workshops and
other events around the world

e advertising of teaching posts worldwide

e regional sections maintained by the four IB regional offices.

B2 The online curriculum centre

The 1BO online curriculum centre (OCC) at http://occ.ibo.org is an interactive password
protected web site designed to support teachers of the three IBO programmes. All teachers in
schools that offer the Diploma Programme should have access to this site, provided for them
by the coordinator. Coordinators can create and manage their teachers' usernames and
passwords via IBIS. The OCC provides teachers with opportunities to:

work collaboratively by sharing details of resources and teaching ideas

o view selected IBO publications

e discuss issues with other teachers around the world

e read the latest news and information from the IBO

o keep up to date with curriculum developments and respond individually to questionnaires

e take part in online training.

Any queries relating to the OCC should be sent to online@ibo.org.

B3 IB store and publications

The IB Store (http://store.ibo.orq) is an online store offering a range of IB-related products
suited to a wide variety of IBO stakeholders.

e Information about the IBO—a range of literature designed to promote the IB programmes
offered by your school

e Programme publications—core materials to support the teaching of IB programmes

e Gift items—a range of clothing, stationery, lapel pins and presentation gifts for all IBO
stakeholders.
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o Reference materials—a variety of publications by IB affiliated authors.

e Partner publications—any new publications developed in conjunction with external
partners such as Oxford University Press (OUP).

Also accessible through the IB Store is a school’s jobs service where schools may advertise
their vacant positions to a global audience, and a subscription service for the IBO’s magazine
IB World.

B3.1 Diploma Programme materials

The IB Store offers a variety of Diploma Programme materials including the
following:

o Past examination papers and mark schemes. Please note that certain past papers
may be inappropriate for the current subject courses.

e B Questionbank — a series of CD-Roms specifically targeted to IB Diploma
Programme teachers and coordinators, allowing users to create customized tests
and mark schemes, build candidate records and monitor candidate progress over
time.

e Course companions — a series of book designed to support candidates with
advice and guidance on the syllabus and assessment requirements. Each
Companion focuses strongly on the IB learner profile and internationalism, and
the IB theory of knowledge requirement will be addressed throughout.

For copyright restrictions on all formats of this material, refer to the document
entitled IBO Policy and Rules for Use of IBO Intellectual Property, which is
available on IBIS.

B3.2 Contacting the sales office

If you require further information on any of the services outlined above or would
simply like to make a suggestion about future products, please contact the sales and
marketing department.

Phone: +44 29 2054 7746
Fax: +44 29 2054 7779
E-mail: sales@ibo.org

B4 Coordinator help desk

B4.1 General inquiries

The coordinator help desk at IBCA provides schools with advice on the
administration of the Diploma Programme and on the use of IBIS. In addition to
answering queries, the help desk handles requests for rescheduling examinations
and is responsible for the administration of all cases of candidates with special
circumstances. This includes candidates with a permanent or temporary medical
condition, those who have experienced adverse circumstances and those who are
allegedly in breach of regulations.
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If you have a query about any of the above issues, contact the coordinator help desk
by e-mail help@ibo.org or by phone +44 (29) 2054 7740.

B4.2 Emergency helpline

During the examinations in May and November the coordinator help desk can be
contacted by phone out of normal office hours, excluding all day Saturdays, and
Sundays up to 1800 hours UK time. The phone number is +44 (29) 2073 2491. This
number must only be used in an emergency, when immediate advice is required.
The kinds of situation which constitute an emergency include:

o natural disasters, civil unrest and other threats to the safety of candidates and
teachers

o serious illness or an accident affecting a candidate immediately before or during
an examination.

It should not be necessary to contact IBCA during the examinations in May or
November to request any items missing from the examination paper package—
coordinators must check the contents when the package is received in April /
October.

B5 Copyright in candidates’ work

Candidates retain copyright in all work that is submitted to the IBO on their behalf for
assessment purposes. This means that, when candidates have met all submission
requirements, they are free to use their work as they choose. The IBO, however, needs to use
this work in a variety of ways to enable it to provide a service to schools. The Diploma
Programme General Regulations make it clear that by submitting their work for assessment
candidates are thereby deemed to grant the IBO a non-exclusive worldwide licence, for the
duration of statutory copyright protection, to use it in certain limited ways.

This allows the IBO to copy candidate work for assessment purposes and for publication in
support of teaching, teacher training and assessment and, occasionally, for promotion. This
includes print and digital reproduction, adaptation and translation. In all circumstances, the
IBO protects the identity of the candidate and of the school.

The IBO recognizes that there will be times when candidates wish to retain exclusive
copyright over their work and has created Form B11 to enable them to exercise this right.
However, the IBO expects this right to be exercised only rarely, for exceptional works,
especially of art or music, or for original computer programs; in short, for material that has
commercial value or contains very personal or confidential matter for which protection in this
way is appropriate. An examination script is extremely unlikely to come into this category.

Please consider this very carefully before supporting your candidates in submitting form B11.

B6 Issue of results

Coordinators must remind candidates that the IBO will not issue results directly to
candidates, a member of their family or any representative. (The only exception is the service
by which candidates can obtain their results over the Internet.) Similarly, the IBO will not
discuss results with candidates, a family member or representative. IBCA is not able to deal
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directly with candidates or their parents: the Diploma Programme coordinator is the
intermediary for all such communication with the IBO. Results are not given to coordinators,
or any other person, by phone.

Where candidates do not have access to their results over the Internet, the coordinator, or his
or her nominee, must be available to issue results to all candidates without delay.
Furthermore, it is essential that a person at the school is available after the issue of results in
case candidates require counselling or advice on retaking subjects. Where a candidate’s grade
is lower than expected, the candidate must be made aware of the enquiry upon results service
and the opportunity to retake examinations.

Coordinators must be available for at least one week after the issue of examination results so
that candidates and/or IBO staff can make contact with them. However, it is often important
for candidates to be able to make contact with the coordinator or his or her nominee for a
more extended period after the release of examination results. If this is not possible then it is
strongly recommended that candidates are made aware of the school’s procedure for
registering six-month retake candidates and submitting enquiries upon results.

B6.1 To schools

Results

Candidates’ results will be issued on IBIS from 5 July / 5 January. To ensure the
reliability of IBIS, results are released over a period of several hours. Under the
subject tab, select the results option to view the time at which the results for your
school will be available. The results option will also provide access to:

o subject results

o extended essay results

o theory of knowledge results

o subject results in a CSV file that can be downloaded into a different format, such
as a spreadsheet.

The subject component grade reports are also available from the results reports
option, but not until mid-July / mid-January.
Statistics

Statistics on global and school results will also be made available on 5 July /
5 January. This information is also accessed from the results option under the
subject tab. The results statistics option will allow access to:

e school statistics

subject statistics

extended essay statistics

theory of knowledge statistics

a report that combines all the information in the above statistical reports.
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B6.2

B6.3

Vade Mecum 2007

To candidates

A service by which candidates can obtain examination results through the World
Wide Web is available to all schools. Coordinators can obtain a unique user name
and personal identification number (PIN) for each candidate from IBIS. At the
discretion of coordinators, these numbers may then be issued to candidates enabling
them to access their results over the Internet.

The results are made available on the World Wide Web on 6 July / 6 January, one
day later than the publication date of results on IBIS. This gives coordinators
advance notice of results in order to prepare for counselling their students.

The candidate results service made available via the World Wide Web has been
developed for candidate use only. Under no circumstances should candidates reveal
their PIN to universities or admission centres. If a university requires evidence of a
candidate's results complete form B2 on IBIS or, if the deadline for the submission
of a B2 has passed, contact IBCA using the appropriate e-mail address provided in
section B6.3.

To universities and colleges

A university (or college) may require evidence of a candidate’s results directly from
the IBO. On request, a results transcript for a candidate will be sent directly to the
university, or university admissions centre, in electronic or paper format.

Requests for this service must be submitted using form B2 according to the
deadlines given below. Each date corresponds to the year of the examination
session. If a candidate’s university applications are being processed by a university
admissions centre, please complete one request for the admissions centre: do not
submit a request for each university. The admissions centre will convey results to
individual universities.

For each candidate the first three transcripts will be sent without charge. However,
with effect from May 2005 a fee was introduced for sending each additional
transcript. Three free transcripts and a fee for each additional transcript applies until
the close of the examination session only (15 September for a May session and 15
March for a November session). After the close of the session a fee will be charged
for each transcript that is sent, regardless of whether any transcripts were sent
before the close of the session.

When completing a request for the UK Universities and Colleges Admissions
Service (UCAS), you must include the candidate’s 9 digit UCAS application
number.

Universities in: Latest arrival date

Australia and New Zealand 15 October / 15 October

Canada and the United States of America 1 July /1 January

All other countries 1 May / 1 November
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To ensure that all your requests have been logged, make use of the summaries
facility on IBIS that enables you to check your entries by candidate and by
institution.

If the deadline for the submission of form B2 has passed, contact the IBO using the
appropriate e-mail address below. The addresses are region specific according to
the location of the university or admission centre:

North America: transcripts.ibna@ibo.org
United Kingdom or Australasia: transcripts.ukaus@ibo.org
Other region: transcripts.row@ibo.org

B6.4  Split-session candidates

Results for split-session candidates from November schools completing the written
components of a subject in the previous May session will appear as P (pending) on
the May results listing. The final grade will be issued with the November results.
The equivalent applies to split-session candidates from May schools completing the
written components of a subject in the previous November session.

B6.5 The interpretation of results

Grades for subjects taken by anticipated candidates normally appear on the diploma
results on completion of the diploma.

A letter P indicates a pending result, which means that IBCA does not have
sufficient information to issue a result. The result will be issued at the earliest
possible date. Do not contact the coordinator help desk (IBCA): pending grades will
be resolved as quickly as possible.

Where a grade N is awarded because of a breach of regulations, a letter of
explanation will be sent to the head of school as soon as possible after the issue of
results. The head of school is asked to acknowledge receipt of this letter.

Where a grade from a previous examination session appears, although the subject
has been retaken, this indicates that the retake has not resulted in an improved
grade.

The diploma will not be awarded if a candidate’s results contain a requirement
code. The results will only indicate the first requirement code applicable to a
candidate’s results. When counselling a candidate about his or her results it is
important to consider whether other requirements would still not be met if the first
failed requirement is overcome by improving the grade for the subject(s) concerned.

Services to schools Page B6 Vade Mecum 2007
© International Baccalaureate Organization, 2006



D

Diploma awarded according to the Diploma Programme regulations.

Bilingual Bilingual diplomas are awarded for:

diploma

two languages Al or

e language Al taken together with a language A2 or group 3 or 4
subject taken in a language other than the candidate’s language
Al

e an extended essay in a group 3 or group 4 subject written in a
language other than the candidate’s language Al.

Certificate  The requirement code indicates the reason why no diploma has been

awarded. Candidates not awarded the diploma receive certificates.
An N indicates one or more of the following:

e withdrawal from the examination

absence from one or all parts of the examination

failure to meet one or more of the examination requirements

breach of regulations resulting in no grade(s) being awarded.

P indicates a pending result.

B6.6 Diploma results codes

A candidate will not qualify for the award of the diploma if certain requirements
have not been met. (Refer to the Diploma Programme General Regulations.) The
following codes indicate which requirements have not been met.

These codes apply to all candidates.

01
02

03

04
05
06
07

Vade Mecum 2007

Candidate’s total points are less than 24.

A grade N has been awarded for one or more subjects, theory of knowledge
or the extended essay.

A grade E has been awarded for both theory of knowledge and the extended
essay.

There is a grade 1 awarded in any subject and level.
CAS requirements have not been completed.
Candidate is guilty of malpractice.

There are four or more grades 3 or below awarded.
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These codes apply to candidates with 24 to 27 points inclusive.

08
09
10

11

12

13

There is one or more grade 2 awarded at higher level.
There are two or more grades 2 awarded at standard level.

Candidate has registered for three higher level subjects, and gained fewer
than 12 points on these.

Candidate has registered for three standard level subjects, and gained fewer
than 9 points on these.

Candidate has registered for four higher level subjects, and gained fewer than
16 points on these.

Candidate has registered for two standard level subjects, and gained fewer
than 6 points on these.

These codes apply to candidates with 28 points or more.

14
15
16

17

18

19

There are two or more grades 2 awarded at higher level.
There are three grades 2 awarded at standard level.

Candidate has registered for three higher level subjects, and gained fewer
than 11 points on these.

Candidate has registered for three standard level subjects, and gained fewer
than 8 points on these.

Candidate has registered for four higher level subjects, and gained fewer than
14 points on these.

Candidate has registered for two standard level subjects, and gained fewer
than 5 points on these.

B6.7 Mailing diplomas and certificates to schools

The IBO diplomas, diploma results and certificates, sent to schools in August /
February, constitute the official results.

If an anticipated, diploma or retake candidate takes additional (that is, extra
certificate) subjects, that candidate will receive a separate certificate listing the
subjects taken and grades awarded.

For anticipated candidates who do not complete the diploma, certificates will be
sent with the above mailing in August / February. For certificates requested before
this mailing, an administrative fee will be charged according to the scale of fees in
section H.
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B6.8  Statistics on university entrance

Soon after the issue of results, coordinators are asked to provide details about
university entrance for each of their candidates who were registered for the session.
The IBO uses this information for statistical purposes and to gain a better
understanding of which universities 1B candidates are entering. In previous years
this information has been gathered by asking coordinators to enter the information
on a computer print-out which is then sent to IBHQ: in 2007 this paper-based
system may be replaced by an electronic version on IBIS.

B7 Feedback on the performance of candidates

B7.1 The release of moderated marks and grades

By mid-July / mid-January a profile of candidates’ moderated marks and grades
for each component for all subjects will be available on IBIS. This includes internal
assessment, extended essays and theory of knowledge. By the same date, all
available internal assessment feedback forms will also be released on IBIS.

B7.2  Subject reports

The subject reports (including theory of knowledge) on the overall performance of
all candidates in the examination session will be released on IBIS as each report
becomes available. This will not be until October / April, or later in the case of
those reports that are translated into French and Spanish.

B7.3 Enquiry upon results

Additional information on the performance of candidates entered by a school is
available through the enquiry upon results service. This includes the return of
externally assessed examination material.

B8 Legalization of examination results

Universities in certain countries require the 1BO diploma results document to be legalized by
the appropriate authority in Geneva. Where this is the case, it is the responsibility of the
coordinator to inform candidates about this requirement. The diploma document itself is only
legalized in exceptional circumstances when required. The only country to date that has
required legalization of both documents is Argentina.

Universities in Italy may require translation of the diploma results document into Italian by a
registered translator. It is the responsibility of the candidate to comply with any such
requirement.

The legalization is valid only if it is done by the relevant authorities in Geneva. If legalization
is required, IBCA will send the relevant diploma results to IBHQ. The corresponding
diplomas are sent to schools for the attention of coordinators who should retain them until
they receive the legalized documents for mailing to individual candidates.
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B8.1 List of countries

Each year, usually in March, the IBO provides a list of countries, and their fees, for
which legalization is normally required. However, because countries sometimes
change their requirements, the IBO cannot guarantee the accuracy of this
information.

B8.2 Candidates failing to gain the diploma

Certificates for candidates who fail to gain the diploma will not be legalized unless
this service is specifically requested when submitting the request by IBIS.

B8.3 Procedure

o Collect the appropriate fee from candidates requiring the legalization service in
advance and retain it until the legalization procedure has been completed.

e For each candidate requiring the legalization service, complete and submit a
request on IBIS no later than 15 June / 15 December, one month after the
examinations. To ensure a timely processing of legalization requests,
coordinators are asked to submit such requests at the earliest opportunity.

o Legalized diploma results should arrive in September or October for a May
session and March or April for a November session. They will be sent by a
courier service to schools, for the attention of the coordinator.

e The schools concerned will receive an invoice for the amount owed to the IBO.
The cost of the courier service is at the IBO’s expense, provided that the
deadline for submitting the legalization requests is met.

B9 Enquiry upon results

Coordinators may request a re-mark of externally assessed material, the return of externally
assessed material and/or a report on the moderation of internal assessment. This service is
known as an enquiry upon results. Requests for an enquiry upon results will only be accepted
from schools, not from individual candidates, their relatives or other representatives.

Enquiries in categories 1 and 2 are independent of each other and may be requested in either
order up to 15 September / 15 March, about two months after the issue of results. No
category may be requested more than once for the same examination material. The enquiry
upon results service is not available for school-based syllabuses.

In the event that a coordinator is dissatisfied with the outcome of an enquiry upon results and
wishes to a submit a formal appeal, an e-mail should be sent to assessment@ibo.org
addressed to the assessment director. The e-mail must provide a full explanation as to why
further reconsideration is justified.

B9.1 Category1l

The externally assessed components of a candidate’s work are re-marked by a
senior examiner. A grade may be raised (but not lowered) as a result of a category 1
enquiry.
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The fee for each request covers a single subject entry for a single candidate. The re-
marking does not include multiple choice components (MCQ) and internal
assessment.

Where category 1 enquiries result in three or more grade changes within a single
subject and level for a school, and these make up at least 50% of the enquiries
requested for that subject and level by the school, all candidates from that subject
and level will be subject to a category 1 enquiry at no charge to the school. In the
case of extended essays in a given subject and theory of knowledge, all candidates
in the extended essay subject or in theory of knowledge will be subject to a category
1 enquiry if there are three or more changes to candidates’ diploma points totals,
and these make up at least 50% of the enquiries requested for the extended essay
subject, or for theory of knowledge. The extended essays and theory of knowledge
will be treated independently in this process.

B9.2 Category 2

Externally assessed examination material

All examination material will be returned to the school for a single externally
assessed component from a given subject and level. In addition to examination
scripts, externally assessed components include theory of knowledge essays,
extended essays, language Al world literature, language A2 written tasks, and
musical investigations. A category 2 enquiry is for the purpose of returning
externally assessed material only and does not constitute a candidate’s claim on
exclusive copyright over that material. If a candidate wishes to claim copyright, a
separate request must be sent to IBCA. See section B5 for details.

The fee charged for the request covers the whole school entry for that single
component. It is not possible to request the return of material for individual
candidates. Schools are responsible for the payment of any import charges levied by
the country concerned.

If it has been necessary for a school to send visual arts studio work to IBCA as part
of the alternative assessment arrangements for higher level or standard level option
A, or research workbooks for visual arts standard level option B, the fee for the
return of this material is based on the actual cost of postage and administration,
rather than the standard fee for category 2. If the option to request the return of
visual arts studio work is not available on IBIS, send the request to IBCA by e-mail
using the address eurcat2@ibo.org

If a category 2 enquiry upon results is requested for the theatre arts HL/SL play
analysis or the film HL/SL presentation, the coordinator will receive comments
from the examiner on the performance of each candidate. It is emphasized that the
comments will be brief and are not intended to constitute a detailed report on any or
all candidates. This feedback will only be provided for all candidates in the school
who registered for theatre arts or film, not specified individual candidates. The
audio recordings themselves will not be returned on the assumption that schools
retain their own copies. The examiners' comments will be sent in electronic format
only; they will not be sent as hard copy. If the option to request the return of theatre
arts HL/SL play analysis or the film HL/SL film presentation is not available on
IBIS, send the request to IBCA by e-mail using the address eurcat2@ibo.org

It is anticipated that in the near future coordinators will be able to request the return
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of examination material in electronic format as an alternative to photocopies. If this
electronic service is available, the material will be returned at a lower cost than
photocopies. An announcement will be made on IBIS when this service is available.

Internally assessed examination material

Sample work for internally assessed work is not returned to schools, although
exceptions are made for design technology HL/SL design projects and theatre arts
HL/SL portfolios because of their unique nature and possible importance for
university entrance. The request for the return of this material should be made on
IBIS, as for externally assessed material. However, if the option to request the
return of design technology HL/SL design projects or theatre arts HL/SL portfolios
is not available on IBIS, send the request to IBCA by e-mail using the address
eurcat2@ibo.org. The cost to the school is based on the actual cost of postage and
administration, rather than the standard fee for category 2.

B9.3 Category 3

This category provides a report on the sample of candidates’ internally assessed
work submitted for moderation. It is not possible to request a category 3 internal
assessment report for language A1 SL self-taught candidates.

Each report on a single school sample is at least 300 words in length. It will cover
the following issues: suitability of task(s) set, suitability of application of criteria
(including the awarding of levels/marks), strengths and weaknesses of the work, and
recommendations for future improvements in task(s) set and/or marking. It may take
longer to provide schools with a category 3 service than for category 1 or 2. (This
category is not available for the presentation component in theory of knowledge.)
The report is likely to be less than 300 words in length when based on the work of
fewer than four candidates.

In cases where none of the candidates’ moderated internal assessment marks differ
from their raw marks (the marks awarded by the teacher) by more than 10% of the
maximum mark available, these reports will not be provided. This is because there
is often little of substance that moderators can report in such circumstances. The
intention behind providing this service is to give helpful feedback to those schools
to which significant moderation adjustments have been applied.

B9.4 Procedure

Complete and submit a request for an enquiry upon results by IBIS no later than 15
September / 15 March following the examination session. However, do not
request a category 3 enquiry until after your school’s internal assessment feedback
has been received, which is normally by 15 July / 15 January.

The result of a category 1 enquiry will be sent to the school at the earliest possible
date. Coordinators should be aware that an enquiry upon results might take several
weeks. This is particularly the case for category 3 requests, for which the
candidates’ work and/or the moderator may not be readily available.
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B9.5 Fees

Schools will be invoiced for the enquiry upon results service according to the scale
of fees in section H, with the exceptions stated above. However, there is no charge
for a category 1 enquiry that results in a change of grade.

B10 Replacement diplomas, diploma results and certificates

Replacement diplomas, diploma results and certificates can be requested from IBCA if the
originals have been lost or damaged. If the candidate is still attending an IB school, the
request should come from the coordinator on the candidate’s behalf. If the candidate is no
longer at a school offering the Diploma Programme the request may come from the school
that the candidate attended, or directly from the candidate.

B10.1 Request from a coordinator

A request from a coordinator should state the examination session, the candidate’s
full name and their session number. Schools will be invoiced, after the issue of the
documents, according to the scale of fees in section H.

B10.2 Request from a candidate

On receipt of a request from a candidate, IBCA will send a replacement
documentation form to the candidate for completion. The form should then be
returned to IBCA with payment. The replacement documents will not be issued
until payment is received from the candidate.
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JBO International Baccalaureate

. FormB1l1
Exclusive copyright

SUBMIT TO: IBCA ARRIVAL DATE: 1 JUNE /1 DECEMBER SESSION: ..........

schooLnumeer: 010 [ [ [ |

SCHOOL NAME: ...t e e e et et e et et et e e e reer e e e e nre e e aenas

Type or write legibly using black ink and retain a copy of this form.

List on this form the components for which the candidate claims exclusive copyright.
The candidate must sign this form.

The latest arrival date is 1 June /1 December, one week after the written examinations.

CANDIDATE NAME:

CANDIDATE SESSIONNUMBER: (010 | | [ [ | [ |

Subject / theory of knowledge / HL/SL Component (please specify)*
extended essay

* for example, internal assessment, language A2 written task, language Al world literature

Candidate’s SIGNALUIE: ......ccecveiieeeeie e e e e e Date: oo
Coordinator’s name (please print): .......cooevvviie i e,

Coordinator’s SIgNAtUIE: .......vuvieie e e e e e e e Date: v
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Cl Candidate registration

Candidate registration is an application by a candidate to take Diploma Programme
examinations. The registration process is by the 1B information system (IBIS), a secure web
based service for coordinators. No other method is available to register candidates.
Candidates cannot register themselves for an examination session, it is undertaken by
coordinators on their behalf.

Cl1

Cl.2

C13

Vade Mecum 2007

The school’s main session

During the authorization process all schools intending to offer the Diploma
Programme must state whether May or November will be their main examination
session. This limits the opportunities for candidate registration in the session that is
not the main session of the school. A school that has May as its main examination
session cannot enter anticipated, diploma or certificate candidates in the November
session, and vice versa for a school that has November as its main session.

However, the anticipated category must be used in the session that is not the
school’s main session in two circumstances. Firstly, when registering diploma
candidates for a split-session subject and secondly, for candidates in a November
session school registering for a language ab initio in the previous May session.

The personal code

The IBO has introduced a personal code (for example, kly768) for all candidates
who are registered for the Middle Years Programme or Diploma Programme
assessment. This personal code does not change and enables coordinators and the
IBO to track a candidate’s academic record. When registering a candidate for a
Diploma Programme examination session, it is essential to use a candidate’s
personal code if he or she has previously been registered for the Middle Years
Programme and/or the Diploma Programme. If a link with a previous examination
session is not established, the candidate’s academic record will not be available,
results from a previous session will not be carried over and the candidate will be
issued with a second personal code — this situation must be avoided.

The session number

In addition to a personal code, each candidate has a session number (for example,
000018-056). As the term implies, this number is unique to the candidate for a
particular examination session only. Furthermore, after registering candidates a
coordinator can re-order his or her entry of candidates using IBIS, which will
automatically change the session number of most or all candidates. This re-ordering
can only be done up to the first registration deadline of 15 November / 15 May.
After this date the session numbers cannot be changed.
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C2

It is the session number and not the personal code that must be used to identify
candidates in correspondence with the IBO, on examination stationery and on forms
from the Vade Mecum. There are exceptions to this rule, but these exceptions are
explained in the Vade Mecum. If the personal code is used mistakenly, IBCA can
convert the code to the candidate’s session number. However, this is not possible
for examiners, so the session number must be used on all material sent to
examiners.

Early registration requirements

If a candidate requires either special assessment arrangements or a non-regular diploma it is
obligatory to request authorization from IBCA at the start of the candidate’s two year course
of study. During 2006 and 2007 these requests can be submitted using the appropriate form
from the Vade Mecum, or it may be possible to submit requests electronically on IBIS (which
is currently under development). If using IBIS, it is first necessary to register the candidate
for all of his or her subjects. When doing so, the candidate will automatically be allocated a
session number, which may be changed at a later date when the remaining candidates are
registered. However, a personal code will also be issued (assuming the candidate does not
already have one) that cannot be changed.

C21

Requests for non-regular diplomas

If the conditions of entry into an institution of higher education require a candidate
to offer a choice of subjects different from that specified in the regulations for the
Diploma Programme, the candidate may be allowed to make a reasonable
substitution on presentation to the IBO of the appropriate documentary evidence.
This evidence, which may take the form of pages from a university prospectus, must
be submitted in support of all requests, including candidates proposing to study
medicine, veterinary science or engineering.

A candidate will be authorized to take a non-regular diploma only if the proposed
course allows no other alternative. The possibility of offering a subject as an
additional seventh subject (that does not contribute to the diploma) should be
considered before submitting a request for a non-regular diploma.

A request for a non-regular diploma must be sent to IBCA using form C1 or entered
on IBIS (if possible). The request and supporting university documentation must
arrive no later than 15 November / 15 May, eighteen months before the written
examinations. The documentation must identify the candidate using his or her
personal code, name and school number.

Coordinators are reminded that a request for a non-regular diploma will not
necessarily be approved. For this reason, it is advisable to submit requests as early
as possible so that a candidate’s selection of subjects for the diploma can be
confirmed.
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C2.2 Requests for special assessment arrangements

The IBO believes that all candidates should be allowed to take their examinations
under conditions that are as fair as possible. Where normal examination conditions
and assessment procedures would put candidates at a disadvantage and prevent
them from being able to demonstrate their skills and knowledge adequately,
reasonable forms of accommodation may be authorized. Candidates eligible for
special assessment arrangements are those with individual needs such as a specific
learning difficulty, an emotional or behavioural difficulty, physical, sensory or
medical conditions or mental health problems. For further details, refer to section
D1.

Requests for special assessment arrangements must be sent to IBCA using form D1
or entered on IBIS (if possible). The request and supporting medical documentation
must arrive no later than 15 November / 15 May, eighteen months before the
written examinations. The documentation must identify the candidate using his or
her personal code, name and school number.

Subject authorization and forecast

To achieve the IB diploma, candidates must choose six subjects from the wide selection of
subjects available in groups 1 to 6, depending on what their school is able to offer. Not all
subjects have a high candidate entry each examination session, and this is particularly the
case for certain language subjects in groups 1 and 2. Similarly, in other groups some subjects
are not regularly studied in one or two of the three responses languages, which are English,
French and Spanish. Consequently, to allow time to prepare examinations in subjects and
responses languages that are seldom chosen, authorization from IBCA to register candidates
for particular subjects/response languages must be obtained at the start of the two year
Diploma Programme. In addition to submitting these special requests early in the first year of
the programme, a forecast of subject entries and choices of authors and works for language
Al SL self-taught candidates must also be entered on IBIS.

C3.1 Language Al

Requests for languages Al not available for the May or November 2008 session
must be entered on IBIS by 15 November / 15 May, eighteen months before the
written examinations. Each request must include a proposed course of study. For
languages that are not written in Roman script, use form C2 at the end of this
section if it is not possible to enter the names of authors and texts on IBIS. A
request must be submitted for each session for which the language Al and level is
required.

On receipt of the request IBCA will decide whether the language Al and level can
be made available for that particular session, and will then inform the coordinator
of the decision. Requests for languages Al are normally authorized for diploma
candidates only, although requests for certificate candidates, including a certificate
as an additional subject, will be considered. Requests will not be authorized for
anticipated candidates. Registrations will be accepted only for languages Al and
levels that have been authorized.

Vade Mecum 2007 Candidate registration Page C3
© International Baccalaureate Organization, 2006



If approval is received, send confirmation of your candidate entries in the special
request language(s) Al to IBCA to arrive no later than 15 March / 15 September,
fourteen months before the written examinations. Your confirmation must be sent

by e-mail to the address eppd@ibo.org.

A special request for a language Al SL self-taught subject will be considered for
authorization only if accompanied by evidence of each candidate’s
linguistic/literary proficiency in the language requested. This can take the form of
school transcripts, or previous examination certificates at an appropriate pre-1B
level (for example, GCSE, IGCSE, GCE ‘O’ level or comparable). These
documents must be clearly marked with the candidate’s personal code (if known),
name and school number. For further details refer to the section for language Al.

C3.2 Classical Greek, Latin and groups 3to 6

Special requests for response languages for Latin, classical Greek and subjects in
groups 3 to 6 not available in the May or November 2008 session must be entered
on IBIS no later than 15 November / 15 May, eighteen months before the written
examinations. There is no longer a special request service for language B.

On receipt of the request IBCA will decide whether the response language can be
made available for that particular session, and then inform the coordinator of the
decision. Candidates cannot be registered for the subject and level in the required
response language unless authorization has been received from IBCA. A request
must be submitted for each session for which the subject, level and response
language is required.

C3.3 Group 1 extended essays in a special request language

If a candidate wishes to submit an extended essay in a language A1l not available for
the session, the coordinator must obtain authorization from IBCA by 15 November
/ 15 May, eighteen months before the written examinations. Depending on the
development schedule, an authorization form will be available on IBIS; otherwise,
please send your requests by e-mail to the coordinator help desk at IBCA. This is
necessary to ensure that an examiner will be available to assess the extended essay.
If no request is submitted, the extended essay may not be accepted for assessment.

If the language Al is also being requested as a group 1 subject for one or more
candidates, it is not necessary to also request that language for an extended essay. If
the language Al special request is authorized, then it is acceptable for candidates to
submit an extended essay in that language. Similarly, if the language Al special
request is denied, an extended essay cannot be submitted in that language.

C3.4 Subject entries forecast

Coordinators are required to submit their forecast of subject entries by 1 March /
1 September, fourteen months before the written examinations. For example, by
1 September 2007 coordinators must submit their forecast of subject entries for the
November 2008 examination session. However, this facility is unlikely to be
available by 1 March 2007 in time for the May 2008 session owing to pressures on
the IBIS development schedule.
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It is accepted that this data may change by the time candidates are registered, but
coordinators must be as accurate as possible in their predictions. The submission of
this information using IBIS will enable IBCA to make detailed plans for the
examination session, such as knowing how many examiners to recruit. In particular,
the data will enable IBCA to provide each school with their examination stationery
(for example, extended essay covers, language Al world literature covers) at an
earlier date than in previous examination sessions. When the forecast facility is
available on IBIS a school will not receive its supply of examination stationery
unless the forecast is submitted.

Deadlines for the registration of candidates

There are three distinct periods during which candidates can be registered and/or changes
made to existing registration details.

e Up to the first registration deadline.
* Between the first and final registration deadline.

e After the final registration deadline.

For each period a different scale of fees is applied — the later the registration or change, the
higher the fee. Therefore, it is in the interests of coordinators to register candidates before the
first registration deadline in order to avoid paying higher fees.

Registering candidates during the first year of the Diploma Programme is strongly
recommended. This will help identify any combinations of subjects that are prohibited or do
not constitute a valid diploma. It is possible to enter on IBIS the subject details for a fake
candidate to determine whether the combination results in a valid diploma. This will not
result in a registration if the details are entered and removed before the first registration
deadline.

C4.1 Up to the first registration deadline

The earliest date when registration details can be entered is twenty months before
the written examinations for the session. Coordinators may enter candidate
registration details on IBIS for the May 2007 session until 15 November 2006, and
for the November 2007 session until 15 May 2007. After these respective dates
there is a fee for changes to subject details and a higher fee for registering new
candidates.

C4.2 Between the first and final registration deadline

After the first registration deadline coordinators may continue to enter new
candidates and change existing subject details on IBIS until 15 January / 15 July,
three and a half months before the written examinations. However, the registration
of a new candidate is charged at a higher rate than before the first registration
deadline. There is also a charge for amending subject details.

C4.3  After the final registration deadline

At the discretion of the IBO, new candidates and changes to existing subject details
may be accepted after the final registration deadline. However, significantly higher
fees will be charged.

Vade Mecum 2007 Candidate registration Page C5
© International Baccalaureate Organization, 2006



C4.4

C4.5

Final registration deadline for retake candidates

If a candidate retakes one or more subjects at least one year after his or her previous
diploma or retake session, the above deadlines and fees apply. However, if a
candidate retakes one or more subjects six-months after his or her previous session,
the fees are those that apply after the 15 January / 15 July, regardless of when the
candidate is registered. November session candidates must be registered by 29
January for the following May session. May session candidates must be registered
by 29 July for the following November session. Registrations are not accepted after
these dates. Requests for exceptions will be denied.

Changing personal details

Changes to candidates’ personal details (for example, the spelling of a name, date
of birth), can be made on IBIS at any time either before or after the issue of results.
However, if a replacement diploma, diploma results or certificate is requested
following a change to the spelling of a candidate’s name, a fee is payable for the
replacement diploma etc. If any change to a candidate’s personal details has to be
made by staff at IBCA, an additional administrative fee is charged for that service.

C5 Registering candidates on IBIS

C5.1

C5.2

C5.3

Default subjects

Before registering any candidate on IBIS it is helpful to establish a list of default
subjects for the school under the subject tab. This will avoid having to select each
candidate’s subjects from the long list of subjects offered by the IBO each session.
Some subjects and response languages are not normally “available” for a session;
they are designated as “special request” subjects. These subjects will appear in the
window headed IB Special Request Subjects only if the coordinator has requested
them (see section C3.1 and C3.2) and they have been authorized by IBCA. If the
registration of candidates is left until after the deadline for special request subjects,
it is then too late to request authorization.

Default candidate

As for subjects, before registering any candidates it may be helpful to establish a
default candidate. This is particularly useful if the coordinator is registering many
candidates with the same details, such as nationality, languages or virtually the
same combination of diploma subjects. For schools with a large entry of candidates
this will help to save time. The candidate default is accessed under the candidate
tab.

The personal code

If a candidate already has a history of registering for the IBO Middle Years
Programme or Diploma Programme, it is essential to identify and use their personal
code. This alphanumeric code is a ‘code for life’ that enables coordinators and IB
staff to track the academic record of a candidate throughout the two programmes.
Failing to establish a link between the two programmes is an inconvenience, but
failing to establish a link between examination sessions for the Diploma Programme
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C5.5

Vade Mecum 2007

will almost certainly result in a serious disadvantage for a candidate. For example,
if the candidate was registered as ‘anticipated’ in his or her first examination
session and is then registered for the diploma one year later, the anticipated subject
or subjects must be recognized by the database and included among the candidate’s
diploma subjects.

Candidate detalils

Basic personal information is required for each candidate including their full name;
gender; date of birth; first language; second language (if applicable); first
nationality and second nationality (if applicable). Note that the IBO uses language
and nationality only for statistical purposes, so candidates should not become too
concerned about which is “first” and which is ‘second’. However, it is essential to
enter candidates’ names correctly, otherwise they will be incorrect on the diploma,
diploma results or certificate.

Status codes

If a candidate is registered correctly and no part of the registration is pending
approval or authorization from IBCA, the words “registration accepted” will appear
against the candidate’s name in green. However, if the combination of subjects
and/or levels is not acceptable for the registration category, or perhaps a request has
not been authorized, one or more of the status codes listed below will appear
against the candidate’s name in red. The prohibitions, such as not taking two pilots
subjects, do not apply to certificate candidates.

This system for indicating whether a combination of subjects constitutes a valid
diploma is not infallible while in its current stage of development: it is important to
manually ensure that each diploma registration meets the requirements of the
diploma hexagon.

Errors to be checked

S01 No subject details
S02 All subjects: registration not accepted, previous session malpractice
S50 Candidate registered out of the school’s main session

Prohibitions and non-authorizations

S03 School not authorized to offer special request subject

S04 School-based syllabus not authorized

S05 Pilot subject not authorized

S06 History HL: more than one regional option specified

S07 Visual arts SL: more than one option specified

S08 Music SL: more than one option specified

S09 Groups 1 to 6: same subjects at HL and SL

S10 Groups 1 and 2: same subjects for languages Al, A2, B or ab initio

S11 Group 5: two group 5 subjects (exception: mathematics HL and further
mathematics SL)

S12 SBS/pilot subjects: prohibitions with groups 1-6 subjects

S13 Group 4: environmental systems SL with biology HL or biology SL

S14 Pilot subject or a school-based syllabus subject as a six-month retake

S15 Transdisciplinary subject registered as a six-month retake

S16 Same subject for language Al and transdisciplinary text and performance
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S17 Same subject for language B, A2 or ab initio and transdisciplinary text and
performance

S18 Group 6: theatre arts HL or SL with text and performance SL

S19 Group 6: more than one school-based syllabus subject

S20 Two pilot subjects

S21 Pilot subject and a school-based syllabus subject

Diploma and retake

S22 Candidate registered for more than three sessions

S23 More than six subjects

S24 Fewer than six subjects

S25 Total of six subjects, but two or less HL subjects

S26 Total of six subjects, but with five or six HL subjects

S27 No extended essay subject

S28 No group 1 or authorized equivalent school-based syllabus/pilot subject

S29 No group 2, second group 1 or authorized equivalent school-based
syllabus/pilot subject

S30 No group 3 or authorized equivalent school-based syllabus/pilot subject

S31 No group 4 or authorized equivalent school-based syllabus/pilot subject

S32 No group 5 or authorized equivalent school-based syllabus/pilot subject

S33 No theory of knowledge

S34 Language B or language A2 cannot be retaken as a language ab initio SL

S35 Group 2 extended essay cannot be offered in the candidate’s language Al

S36 Extended essay cannot be offered in a candidate’s language Al SL self-taught
subject

S43 More than one language Al SL self-taught registration

S44 More than one extended essay entry

S45 More than one theory of knowledge entry

S46 Registration category not permitted this session. (Check category in previous
session.)

S51 Six-month retake subject/level change not valid

Anticipated

S37 More than two subjects

S38 Registration at higher level

S39 Language ab initio SL offered as an anticipated subject

S40 Pilot subject registered as an anticipated subject

S41 Theory of knowledge registration (Also applies to certificate candidates.)
S42 Extended essay registration (Also applies to certificate candidates.)

S47 Diploma to diploma is only permitted for split-session candidates.

S48 Anticipated to anticipated is only permitted for split-session candidates.

Certificate

S41 Theory of knowledge registration (Also applies to anticipated candidates.)
S42 Extended essay registration (Also applies to anticipated candidates.)

C5.6 Re-ordering candidates

Coordinators may re-order their candidates’ session numbers (not the personal
codes) any number of times before the first registration deadline. There are four
ways in which session humber can be re-ordered.

*  Original order (based on when each candidate was registered).
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e Alphabetically by candidate name.

e By registration category (A C D R), followed by candidate names in
alphabetical order.

e By registration category (D A R C), followed by candidate names in
alphabetical order.

C5.7 Withdrawing candidates

If a candidate withdraws from a subject, display the candidate’s registration screen
on IBIS, click on the edit button and make the appropriate withdrawal from the
candidate’s list of subjects. If the candidate is withdrawing the whole registration,
again display the candidate’s registration screen, click on the delete button and then
you will be asked to confirm the withdrawal.

If a candidate withdraws from submitting an extended essay and/or the essay for
theory of knowledge, the candidate’s category will be changed from the diploma
(D) to the certificate (C) category prior to the issue of results.

If an anticipated, diploma or retake candidate withdraws from an examination
session before the written examinations in May/November, the session will not
count as one of the three sessions in which to obtain the diploma.

If a candidate is withdrawn completely from a session, or from one or more
subjects, after the first registration deadline of 15 November / 15 May, the fees are
not refundable for that candidate.

C5.8 Reports

From IBIS it is possible to print various reports on candidate registration, an invoice
breakdown for each candidate and a summary of fees owed to the IBO.

From the menu under the candidate tab it is possible to print a registration report for
each candidate listing the subjects for which that candidate has been registered.
Each report can be printed and then signed by the candidate to confirm the subjects
that he or she will be taking in the forthcoming examination session. From the same
menu an invoice breakdown can be printed for each candidate listing their subject
fees, per capita fee, registration fees and the total of their fees.

From the menu under the candidate tab registration reports are available for each
subject listing the candidates registered for each subject/level/response language.
This includes extended essays and theory of knowledge. From the same menu a
registration fees summary can be printed that is based on the registration data held
by IBCA at the time the report is requested. All figures are shown in the school’s
assigned payment currency. If paying by cheque/check, the registration fees
summary must be printed and sent with the payment to the regional billing office.

C6 Registration categories

All candidates must be registered using the correct category: certificate, anticipated, diploma
or retake. Candidates registering as anticipated, diploma or retake may register for additional
subjects, for which there will no longer be a separate registration number when the
development of IBIS is complete.
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C6.1 Anticipated (A)

The candidate is completing the diploma and is taking one or two standard level
subjects after the first year of this two-year programme. (This category must also be
used by diploma candidates registering for a split-session subject and candidates in
a November session school registering for a language ab initio in the previous May
session.) An anticipated session counts as one of the three possible sessions in
which to obtain the diploma (assuming the candidate is registered for the diploma
one year later).

If a potential diploma candidate takes an anticipated subject but does not register
for his or her remaining diploma subjects one year later, the anticipated subject is
converted to a certificate. The examination session in which the anticipated subject
was taken will not count as one of the three possible sessions towards the diploma.
However, the certificate subject cannot be converted back into an anticipated
subject in a later session. The same ruling applies if two anticipated subjects were
taken.

Any subject at standard level may be taken as an anticipated subject except
languages ab initio, pilot subjects (and language Al SL self-taught with effect from
the May 2008 session). Furthermore, a candidate using the anticipated category
cannot register for the extended essay, theory of knowledge or CAS.

An anticipated subject (or subjects) can only contribute to a diploma if it is taken
one year before the diploma session (excluding cases where the anticipated
category was used for another purpose, such as split-session entries). An exception
is normally possible when a candidate transfers to an alternative 1B school during
their two-year course of study if the new school enters candidates for a different
examination session. See section D7 for further details.

A candidate in his or her diploma session may replace an anticipated subject with a
different subject or the same subject at higher level. In these circumstances, indicate
on IBIS that the subject, or subjects, must be ignored. A subject that is “ignored”
will no longer contribute towards the diploma. The coordinator may then request on
IBIS that the ignored subject, or subjects, be converted to certificates. If this request
is made prior to 1 February / 1 August, three months before the written
examinations, an administrative fee is charged for the early issue of the certificates.
If no request is made on IBIS by this date, certificates will be issued automatically
eleven months after the written examinations and will arrive in April / October
with the examination papers.

C6.2 Diploma (D)

The candidate is completing the diploma this session. For the regulations on what
combination of subjects constitute a diploma, refer to the Diploma Programme
General Regulations and section A4.

A diploma candidate has a maximum of three examination sessions in which to
obtain the diploma. No number or combination of sessions are permitted other than
those listed below.
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C6.3

C6.4
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Either:

* first examination session:  anticipated category (A)
second examination session: diploma category (D)
third examination session:  retake category (R)

or

e first examination session:  diploma category (D)
second examination session: retake category (R) (first attempt)
third examination session:  retake category (R) (second attempt).

The three examination sessions do not have to be consecutive, except for an
anticipated session followed by the diploma session one year later.

A diploma candidate may normally carry over a mark for an internally or externally
assessed component from a subject previously taken as a certificate, if the
assessment requirements have not changed. However, the opportunity to carry over
a mark for an external component does not apply to written examinations (that is,
papers 1, 2 or 3), including multiple-choice examination papers.

Retake (R)

The term ‘retake’ should only be applied to a candidate who in the previous session
was registered as either a diploma (D) or retake (R) candidate. It should not be used
to refer to an anticipated (A) or certificate (C) who is taking one or more subjects
again. There are basically two kinds of retake candidate. Firstly, a candidate who is
retaking one or more diploma subjects six-months after his or her previous session
or, secondly, a candidate who is retaking one or more diploma subjects twelve
months or more after his or previous session. In either case the responsibilities of
the school are the same. Particular regulations, deadlines and fees apply to
candidates who are retaking a subject or subjects after six-months.

Note that a language B or language A2 cannot be retaken as a language ab initio
subject.

Certificate (C)

The candidate is registering for individual subjects and is not entering for the
diploma. Performance in a subject that leads to the award of a certificate (or
additional subject) cannot subsequently contribute to the award of an IB diploma. A
candidate using the certificate category cannot register for the extended essay,
theory of knowledge or CAS.

There is no limit to the number of times a subject can be taken again by a certificate
candidate. If a certificate candidate registers for the same subject again, the
certificate (C) category is used, not retake (R). When registering a certificate
candidate with a previous IB examination session (or sessions), it is essential to
create a link to that session using the candidate’s personal code.
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C7 Considerations during the registration procedure

C7.1

Cr.2

C7.3

Cr4

The same subject twice in a session

With effect from May 2007, no candidate, regardless of their registration category
or whether a diploma candidate taking one or more additional subjects, may register
for the same subject more than once in the same examination session. For subjects
like music, visual arts and history that have different options (or regions in the case
of history), registering for two or more different options is not permitted. For
example, a candidate cannot register for visual arts HL and visual arts SL option B
both as certificate subjects in the same session. Similarly, a diploma candidate
cannot register for history HL as a diploma subject and history SL as an additional
(extra) subject.

With regard to the group 5 mathematics subjects, only further mathematics SL can
be taken in addition to another group 5 mathematics subject in the same
examination session. For example, a candidate can register for mathematics HL for
the diploma and take further mathematics SL as an additional diploma subject.
Similarly, both subjects could be taken as certificate subjects in the same session.
However, a candidate could not, for example, register for mathematics HL for the
diploma and take mathematics SL as an additional diploma subject.

Carrying over marks from certificates

An anticipated or diploma candidate may normally carry over a mark for an
internally or externally assessed component from a subject previously taken as a
certificate, if the requirements have not changed. This cannot be done on IBIS; send
an e-mail to the coordinator help desk to request the carry over of the mark (or
marks if more than one subject). The opportunity to carry over a mark for an
external component is restricted to certain subjects (see section C 8.4) because it
does not apply to written examinations (that is, papers 1, 2 or 3), including
multiple-choice examination papers.

Music SL group performance component

The number of groups from which recordings will be submitted must be entered on
IBIS by 15 November / 15 May when registering candidates for music SL group
performance. For further details refer to section 6b.4.2.

Language ab initio (November session schools only)

For those languages ab initio not available in the November session, diploma
candidates are allowed to register for the May session prior to the November
session when the diploma will be completed. For example, a November 2007
diploma candidate is able to take Italian ab initio in May 2007 and then complete
the remaining diploma subjects in November 2007. All candidates must have
received the recommended teaching time of 150 hours.
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C7.5

Because all components including internal assessment must be completed in the
May session, the language ab initio entry is not regarded as a split-session
registration. When registering a candidate for this arrangement a registration status
code will normally appear. The code should be ignored; it will be removed by staff
at IBCA.

Candidates opting for this arrangement must be registered for the May session using
the anticipated (A) category. However, this does not mean that languages ab initio
can be anticipated: this category is used only because a category cannot be specially
created for this arrangement. The registration may appear with the status code S39:
this should be ignored.

Confirming registration data

The coordinator must check all registration details and then ensure that each
candidate checks his or her own personal and subject details. It is advisable for
candidates to sign to the effect that their details are correct. Additionally, subject
teachers should be given an appropriate registration report so they can check this
information against their class lists.

C8 Retake candidates

c8.1

Vade Mecum 2007

Responsibilities of the school

A candidate retaking one or more subjects does not have to register in the same
school where the diploma session, or previous retake session, was taken. Subject to
the approval of the coordinator, a candidate retaking subjects in a different school is
not obliged to follow the new school’s courses of study.

A school that accepts a retake candidate must assume all academic and
administrative responsibilities for that candidate; this includes:

* registering the candidate using his or her personal code

* checking the candidate’s personal and subject registration details

* collecting and paying fees to the IBO

e offering the candidate the opportunity to submit new or revised work for
internal assessment

* confirming the authenticity of work submitted by the candidate

e communicating with the IBO on behalf of the candidate and his or her
parents/guardians

e confirming the identity of the candidate

e communicating results to the candidate

» offering the opportunity for an enquiry upon results.

A candidate retaking an examination is not required to attend classes if he or she
has already received the recommended number of teaching hours. However,

coordinators are strongly advised to consider whether a retake candidate requires
additional teaching before taking the examination.
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If there have been changes to the requirements of a subject’s course of study and/or
its assessment, a retake candidate must comply with the new requirements. This
includes changes to, or the introduction of, internal assessment.

C8.2 Fees

A candidate retaking a subject six-months after his or her previous session

For the fees that apply, refer to section 6 of the scale of fees in section H.

A candidate retaking a subject twelve months or more after previous his or
her previous session

For the fees that apply, refer to sections 5 or 6 of the scale of fees depending on
whether the candidate is registered before or after the first registration deadline.

C8.3 Six-month retake candidates

Diploma and retake candidates have the opportunity to retake subjects after six
months only if the subject, level and response language are available. This includes
theory of knowledge and the extended essay. (If a certificate candidate wishes to
take one or more subjects again after six months, the candidate must be registered at
a school for which the candidate’s intended session is the school’s main
examination session. Therefore, the candidate must move to a different school.)

If a candidate is registered for the session six months after his or her diploma or
retake session, the subject(s) for which he or she is registering must have already
been taken in the previous session. (An exception is made for group 5, where a
candidate may change from mathematics HL to mathematics SL.) Similarly, if a six-
month retake candidate is submitting an extended essay, that essay must be
registered for the same subject.

A candidate is not permitted to change from standard level to higher level in a
subject being retaken after six months, but is permitted to change from higher level
to standard level. A language Al SL self-taught candidate cannot retake the oral
examination for that language after six months. This is because the choice of
authors and works must be submitted to IBCA fourteen months before the written
examinations (to allow time for setting the examination questions). Therefore, the
candidate’s mark for alternative oral assessment must be carried over from the
previous session.

The registration of a six-month retake candidate will not be accepted after the
deadline of 29 January / 29 July even if the outcome of an enquiry upon results is
still pending. Coordinators must register the candidate before this deadline and then
await the outcome of the enquiry upon results. If a grade for a six-month retake
candidate is raised as a consequence of an enquiry upon results, the retake
registration for the subject concerned will be withdrawn on request from
coordinator. No fee will normally be charged, either for the registration or the
withdrawal of the registration.
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Carrying over marks for external assessment

A retake candidate may choose either to submit new work for each external
assessment or carry forward his or her mark from the previous session. However,
marks cannot be carried over from the written examinations (that is, papers 1, 2 or
3), including multiple-choice examination papers. This limits the subjects for which
there is an opportunity to carry over marks for external assessments to those listed
below.

If the programme and assessment requirements have not changed marks may be
carried over from the following external components to the May or November 2006
sessions onwards.

* Theory of knowledge essay

* Language A1 HL/SL world literature

* Language A2 HL/SL written tasks

* Theatre arts HL/SL practical play analysis

* Theatre arts HL/SL research commission

* Dance HL/SL composition and analysis

e Dance HL/SL performance

* Film HL/SL independent study

* Film HL/SL presentation

* Textand performance SL written tasks (transdisciplinary subject)

e World cultures SL individual study (transdisciplinary subject)

* Music HL/SL musical investigation

* Visual arts HL/SL option A studio work

* Visual arts SL option B research workbooks.

For the May 2007 and November 2007 sessions, it may not be possible to indicate
on IBIS that a mark for an external component should be carried over from a
previous session. (The development work required for this option may not be
completed in time.) Instead, send an e-mail to the coordinator help desk requesting

the carry over, remembering to identify the candidate, the subject and assessment
component.

From May 2008 onwards, after the registration screen for a retake candidate has
been completed on IBIS, on clicking the continue button a window will appear
prompting the user to indicate whether or not marks for external assessment (where
appropriate) should be carried forward from the previous session for each subject
being retaken. If the candidate is changing level and wishes to carry over marks for
an externally assessed component listed above, this cannot be done on IBIS.
Contact the coordinator help desk at IBCA by e-mail to ask whether the carry over
is permitted. If the carry over is authorized, it will be done manually at IBCA.
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C8.5 Carrying over marks for internal assessment

A retake candidate may choose either to repeat an internally assessed component or
to carry forward the mark from the previous session. After the registration screen
for a retake candidate has been completed on IBIS, on clicking the continue button
a window will appear prompting the user to indicate whether or not the internal
assessment mark for the subject (or subjects) being retaken should be carried
forward from the previous session.

However, if there have been changes to the requirements for internal assessment, a
retake candidate must normally comply with the new requirements. Note the
following subject specific information for recent assessment changes.

Subject Can internal assessment marks be carried

over to examination sessions in 2007 or 20087

Group 2

Language A2 Marks can be carried over from May 1999 onwards
Language B Marks can be carried over from May 1997 onwards
Language ab initio Marks can be carried over from May 1997 onwards
Group 3

History HL/SL Marks can be carried over from May 2003 onwards
Islamic history HL/SL Marks can be carried over from May 2003 onwards
ITGS SL project Marks can be carried over from May 1999 onwards
Economics HL/SL Marks can be carried over from May 1999 onwards
Geography HL/SL Marks can be carried over from May 2003 onwards
Psychology HL/SL Marks can be carried over from May 2003 onwards
Philosophy HL/SL Marks can be carried over from May 2002 onwards
Group 4

Biology HL/SL

gﬁ;;] é:trHyLITSLIfSL Marks can be carried over from May 2003 onwards.
Environmental systems SL

Design technology HL/SL

Group 5

Mathematical studies SL

I’gﬁﬂi?ﬁ;ﬁ eSrrI1_ati cs SL Marks can be carried over from May 2006 onwards.
Mathematics HL

Computer science HL/SL

A candidate is not permitted to carry over an internal assessment mark from a
previous session for a school-based syllabus. However, this policy is currently
under review and may be changed in a future session.
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For a candidate to resubmit work for internal assessment by a teacher, the candidate
must have attended classes at the school where he or she is registered for the retake
session. This is because the subject teacher must supervise the candidate, mark the
work and confirm it is authentic.

For a candidate retaking a subject but changing level:

* Higher level to standard level: contact IBCA for permission to transfer the
internal assessment marks.

» Standard level to higher level: marks for internal assessment cannot normally be
transferred. An exception is made for the following subjects where the higher
level and standard level requirements are the same or very similar.

Biology Economics History Philosophy
Chemistry Design Islamic history Physics
technology

C9 Split-session entries

C9.1

C9.2

Vade Mecum 2007

General arrangements

If a language Al, language A2 or language B is not available and is not a special
request subject for the session in which a school is entering candidates, it may
normally be taken as a split-session entry. The written examinations will normally
be completed six months before other components. Marks awarded for the written
papers of split-session subjects will be retained by IBCA until the remaining
components have been completed. There is no split-session facility for languages ab
initio.

If a diploma candidate in a November session school is registered for a split-session
entry in a May session, this May session will not count as one of the three sessions
allowed for the diploma. The equivalent applies for a candidate in a May session
school registered in the preceding November session.

If, for a valid reason, a candidate is unable to take the written examination for a
split-session subject in the May session preceding the November session, all
components must be completed at the following May session. The equivalent
applies for the November session preceding a May session.

November session schools

The split-session arrangement applies mainly to November session schools because
fewer subjects are available in the November session. A candidate in a November
session school wishing to register for a subject not available in November should be
registered as split-session entry. The written papers will be taken in the May session
preceding the main November session and all other components will be completed
by the deadlines for the main November session. The following table is intended to
help coordinators in November session schools understand the split-session
arrangements.
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May 2007 registration

Register as an anticipated
(A) candidate.

Register as a certificate (C)
candidate.

May 2007 examinations

Take written examinations.

Take written examinations.

May 2007 issue of results

No grade or pending grade
issued. Marks retained by
IBCA.

No grade or pending grade
issued. Marks retained by
IBCA.

November 2007 registration

Register as a diploma (D)
candidate for the remaining
five subjects—indicate the
May 2007 registration.

If the candidate is only taking
one certificate (that is, the
split-session subject), do not
register the candidate for
November 2007. If the
candidate is taking other
certificate subjects, register
him or her as a certificate (C)
candidate. Establish a link on
IBIS with the candidate’s
previous session using his or
her personal code.

November 2007 examinations

Candidate completes the
remaining component(s) for
the split-session subject and
all components for the
remaining five subjects.

Candidate completes the
remaining component(s) for
the split-session subject and,
if applicable, all components
of other certificate subjects.

November 2007 issue of results

Candidate receives results
for all subjects, including the
split-session subject.

Candidate receives results for
all subjects, including the
split-session subject.

C9.3 May session schools

Coordinators in May session schools must be aware that a limited number of
subjects can be taken in the November session only and cannot be requested for
May sessions. Candidates in May session schools must take these subjects as split-
session entries. For November 2006 and November 2007 these subjects are:

Siswati A1 SL
Swahili B HL/SL

Afrikaans A1 HL/SL
Setswana Al SL (special request)

November 2005 was the last session for which Afrikaans B HL/SL was available.

Vade Mecum 2007
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The following table is intended to help coordinators in May session schools
understand the split-session arrangements.

November 2007 registration | Register as an anticipated | Register as a certificate (C)
(A) candidate. candidate.

November 2007 examinations | Take written examinations. | Take written examinations.

November 2007 issue of No grade or pending grade [ No grade or pending grade

results issued. Marks retained by | issued. Marks retained by
IBCA. IBCA.

May 2008 registration Register as a diploma (D) | If the candidate is only

candidate for the remaining | taking one certificate (that is,
five subjects— indicate the | the split-session subject), do
November 2007 not register the candidate for
registration May 2008. If the candidate
is taking other certificate
subjects, register him/her as
a certificate (C) candidate.
Establish a link on IBIS with
the candidate’s previous
session using his or her
personal code.

May 2008 examinations Candidate completes the Candidate completes the
remaining component(s) remaining component(s) for
for the split-session subject | the split-session subject and,
and all components for the | if applicable, all components
remaining five subjects. of other certificate subjects.

May 2008 issue of results Candidate receives results | Candidate receives results
for all subjects, including | f