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Introduction

This manual explains the policies, regulations and procedures that apply to WSET® Approved Programme Providers (APPs) relating to the provision of WSET® courses and examinations.

This General Section, applies to all APPs and all WSET®  qualifications; the chapters that follow cover the specific procedures and regulations that apply to each separate qualification.  Document hyper-links within each Section are shown in blue – click on a link to see the cross referenced item.

APPs should also refer to the current edition of the “Specification” for each qualification, and for those qualifications that are accredited by OfQual, to the “Key Skills Mapping ” booklet, which, along with this manual are available to APPs on the WSET® website, www.wsetglobal.com under the “Qualifications” menu.  This manual, the administration forms, course materials and APP resources are available on the APP Global Campus membership area of our website.  To access the Global Campus you need your APP number and the password that has been issued to the main contact at your APP.  
New APPs are issued with the current edition of this Handbook on approval, but it is then the responsibility of the Main Contact at the APP to ensure that the handbook is kept up to date in line with changes notified by WSET® Awards

Regular APP Updates are sent to the Main Contact at each APP and it is their responsibility to forward this information internally to their team.

It is the responsibility of the Main Contact at each APP to ensure that all staff involved in the delivery and administration of WSET® courses and examinations are given access to the current requirements, regulations and policies in force as set out in the current edition of this manual which are always available on the APP Global Campus at www.wsetglobal.com and that they have read and understood the procedures and responsibilities that are, or become, applicable to their role(s).

Qualification Titles

WSET® qualifications have been renamed for 2011-12 to comply with the UK’s new Qualifications and Credits Framework (QCF) as follows:
Level 1 Award in Wines

formerly the Foundation Certificate in Wines

Level 1 Award in Spirits

formerly the Foundation Certificate in Spirits

Level 2 Award in Wines and Spirits
formerly the Intermediate Certificate in Wines & Spirits

Level 2 Award in Spirits

formerly the Professional Certificate in Spirits

Level 3 Award in Wines and Spirits
formerly the Advanced Certificate in Wines & Spirits

The International Higher Certificate and the WSET®  Diploma have not been submitted for QCF accreditation and remain unchanged.  

During 2011-12 we will continue to recognise both new and old qualification titles, but APPs should plan on transitioning to the new qualification titles by the end of the 2011-12 academic year.

Approved Programme Providers (APP)

WSET® Awards operates a robust quality assurance programme for all of its qualifications.  This enables us to comply with regulatory requirements in the United Kingdom and also benefits Approved Programme Providers and their students by ensuring consistency and upholding standards of teaching and assessment.  A key feature of these arrangements is that Programme Providers are only approved if they meet - and continue to meet - our quality criteria.

Approvals are granted for an academic year (1 August to 31 July annually) and are subject to annual renewal by the APP, and all fees relate to an academic year.  Approval is limited to the provider’s region / territory as set out in their approval documents.  The WSET® is an equal opportunities organisation and will consider applications from any organisation or individual who can demonstrate that they meet our approval criteria.  We do not give any one provider exclusivity to offer our qualifications in a defined territory or region.
Application Process

Individuals or organisations who wish to become an APP, should refer to the “How to run a course” pages of our website at www.wsetglobal.com  This site contains guidance on the application process and the forms that need to be submitted.  International APPs should first complete the pre-application questionnaire and discuss their plans with our International Development Team before submitting their application.  

Once applications have been reviewed, we will arrange for an approval visit (see Approval Visit), and on successful completion of this, approval will be granted and an APP certificate issued.

The Approval Scheme is designed to cover the way in which Programme Providers administer the registration of individual candidates, and conduct examinations.  It also considers the provisions that each Programme Provider makes to prepare candidates for examinations. 

Applications can be made at any point in the year, but the approval fee is based on the academic year ending on 31st July, and is not apportioned over the year.

The approval scheme

· Guarantees that the Programme Provider meets the approval criteria of WSET® Awards;

· Enhances the quality and prestige of WSET® qualifications;

· Allows WSET® Awards to demonstrate to the UK government’s regulatory body (OfQual) that we have rigorous and robust quality assurance arrangements in place to safeguard the integrity of our qualifications;

· Ensures clear and systematic communication between WSET® Awards, Programme Providers and Candidates;

· Offers publicity opportunities for Programme Providers through WSET® channels such as the website.

The Approval Scheme is based on the UK academic year calendar.  Approval is given until the 31 July, and is then subject to annual renewal by the APP, providing that they continue to meet the standards and requirements set by WSET® Awards. 

The Approval Scheme is based on the principle that there should be one single point of contact for a candidate, which is the Main Contact at the Programme Provider with whom they intend to take the examination.  This includes candidates wishing to prepare for the examination by a Distance Learning programme of study.

The Programme Provider Approval Visit

The Programme Provider Approval Visit is a core element of the approval process for Programme Providers wishing to offer WSET® qualifications.  New APPs will be visited prior to final approval, and all APPs should expect periodic visits from the WSET®.  The visit enables WSET® Awards to ensure that the Programme Provider meets all the criteria set.  The Approval Visit allows WSET® Awards to maintain effective quality control procedures ensuring the integrity of our qualifications and guaranteeing their standing in the National Qualifications Framework (and its replacement, the Qualifications and Credit Framework), thereby attracting the possibility of Government funding for certain Programme Providers running our qualifications.
It also offers Programme Providers the opportunity to discuss our products and services with us, thereby helping us to maintain our commitment to a policy of continuous improvement. 
A Programme Provider seeking approval to offer WSET® qualifications will be contacted by WSET® Awards to arrange a mutually convenient time to conduct the Approval Visit.  The Programme Provider will be advised in advance of the topics to be covered during the visit to allow sufficient preparation time and will be sent a copy of the Approval Visit Report Form.  
The Approval Visit also provides the opportunity for Programme Providers to receive the necessary training in all of the back office procedures and regulations covered in the APP Operating Handbook which is issued to all APPs.  Following initial approval, Programme Providers will be visited periodically to ensure that they continue to meet the criteria set.
The total cost of the Approval Visit and any future review visits is included in the registration and annual renewal fees (international applicants are liable for travel and subsistence expenses, but every effort will be made to keep these to a minimum).

Where instances of complaint or malpractice are identified, the Programme Provider will be visited by WSET® Awards at the Programme Provider’s expense.  APPs should refer to the Malpractice Policy for further information.

APP Self Assessment 
APPs may be asked to complete a periodic self assessment form to assist WSET® Awards monitor the performance and assess compliance.  Failure to return a self assessment form within the required timeframe, unless and extension has been requested and approved by WSET® Awards, will be treated as minor malpractice.  Failure to submit a self assessment form may result in approval being suspended or withdrawn.
Approved Programme Provider Renewal Process

Approval as a WSET® Programme Provider is valid until the 31st July in any one academic year.

Approved Programme Provider renewal forms will be sent to the main contact at the APP in June of the current academic year.  These should be completed and returned with the annual approval fee before the 1st August.  As part of the renewal process, APPs confirm that they continue to meet the criteria and standards required of an APP as set out in Appendix 1, and that they remain in compliance with all of the rules, regulations and procedures as set out in the current edition of this Handbook.  APPs are advised to keep copy of their annual renewal application forms for their own records.
In addition, as part of our commitment to continuous improvement, we may ask that you sign up to additional criteria, and provide evidence where necessary, to demonstrate how you meet such criteria.  

To ensure the effectiveness of the Approved Programme Provider (APP) Scheme, please note that NO examination papers will be sent to Programme Providers who are not currently approved by WSET® Awards.  

Late renewals may also be subject to an additional administration charge.
APP Code of Conduct

The Wine & Spirit Education Trust (WSET®) was established to develop, provide and promote professional qualifications and training for the wine and spirit industry and has grown into the foremost international awarding body in this field.  

This Code of Conduct relates to your behaviour as a WSET® Approved Programme Provider and requires that you behave at all times in a way which promotes the values and upholds the reputation of the WSET®.

This Code of Conduct requires that APPs will:

· At all times behave in a way that upholds the reputation of the WSET® and promotes WSET® qualifications;

· Behave honestly and with integrity in the course of offering WSET® qualifications and administering our examinations;

· Act professionally in preparing students for their examination, ensuring that they are taught in accordance with the current Specification and learning outcomes;

· Offer open access to WSET® qualifications for all students and treat them fairly and without bias or prejudice;

· Show consideration and respect to their students, tutors and fellow APPs;

· Do nothing which might bring the WSET® or another APP into disrepute;

· Comply with all aspects of the WSET® Brand Identity Guidelines and WSET® copyright and trademark restrictions;

· Compete fairly in their territory with other APPs in the spirit of collaborative competition and mutual respect;

· Comply with all current legal and regulatory requirements in their country and region of delivery; 

· Comply with the current rules, regulations and policies contained in the APP Operating Handbook and with any other instructions issued by WSET® Awards, 

· Promote the responsible consumption of wines and spirits.

Any APP who fails to comply with this Code of Conduct, this will be deemed guilty of Malpractice, and the sanctions listed in the WSET® Malpractice Policy will be invoked.  

Approval Fee Structures

New Applicant

Fees include an approval / consultation visit, APP Operating Handbook and the relevant qualification specification(s). Fees also include travelling expenses for the Approval Visit (UK only).  International applicants are liable for travel and subsistence expenses, but every effort will be made to keep these to a minimum.

Fees depend on the number of qualification levels applied for, with the exception of the Level 4 Diploma, which is approved separately.

2011-12New APP Fee

Level 1 qualification approval:





£400.00

Up to and including Level 2 qualification approval:


£450.00

Up to and including Level 3 qualification approval:


£500.00

Level 4 Diploma
 Application:





£900.00

Level 4 Diploma
 Approval:





£320.00
Renewals

Annual renewal fees include a contribution to the cost of a tri-annual visit. Fees also include travelling expenses for the visit (UK only). International applicants are liable for travel and subsistence expenses, but every effort will be made to keep these to a minimum.

Fees depend on the number of qualification levels applied for with the exception of the Level 4 Diploma, which is considered separately.

2011-12 Renewal Fees
Level 1 qualification approval:





£120.00

Up to and including Level 2 qualification approval:


£170.00

Up to and including Level 3 qualification approval:


£220.00

Level 4 Diploma
 approval (in addition to above):



£320.00

Suspended Approval

Suspended Approval enables a programme provider to retain their approval for an academic year at a reduced fee of £50.  Suspended programme providers will not be able to offer any WSET® accredited courses until they have paid the full approval fees for that academic year, in addition to the suspension fee already paid, however this option will remain open to them at any time. 
Suspended APPs will continue to receive mailings from WSET® so that they remain up to date and those APPs that are open to the public will have the option to remain listed on our website.  They may also continue to advertise themselves as “Approved Programme Providers” and to continue to use the WSET® logos and trademarks (as set out in the Brand Identity Guidelines). If the programme provider is due an approval visit during the period of suspended approval then this will take place in the usual manner as soon as they re-activate their approval, alongside any other operational requirements.  

Other Fees
The full price list of WSET® fees is published on the APP Global Campus of our website at www.wsetglobal.com on the “APP Resources” page.  Details of examination and material fees are included in this manual on page  REF examinationfees \h 
 \* MERGEFORMAT 32 & 36.
Roles and Responsibilities

The following section sets out the responsibilities of each role involved in the administration of an Approved Programme Provider.  
Some individuals may perform multiple roles, for example the main contact may also be the Examinations Officer, however where possible it is preferred that the responsibilities of the Main Contact and Examinations Officer are shared between two people.
Main Contact

The main contact is the individual responsible for ensuring that the management, administration and quality assurance systems for WSET® qualifications are maintained within their APP.

The main Contact must: 

· have an appropriate background in management and administration;

· be responsible for ensuring that courses are taught by educators with the required level of subject knowledge;

· be responsible for ensuring that examinations are carried out by suitably qualified individuals only;

· be responsible for provision of course programme details to students and WSET® Awards;

· ensure all educators are kept up to date with information received from WSET® Awards;

· ensure that records of all students registered for qualifications are up to date and available as required;

· make available any relevant course materials, internal assessment documentation, student portfolios and assignments as required by WSET® Awards;

· inform WSET® Awards immediately of any changes to registration details to include:

· Changes in personnel,

· Changes in address details,

· Changes to examination venue details or date,

· Addition of satellite sites;

· inform WSET® Awards immediately of any instances of complaint or malpractice in relation to WSET® courses or qualifications.

· Ensure that the APP complies with all relevant national and local legislation and regulation relating to (but not limited to) the provision of education services and the supply and consumption of alcohol

Examinations Officer
The Examinations Officer is the individual responsible for ensuring that the management and administration of WSET® examinations are carried out according to the regulations currently in force.  In larger organisations it may be appropriate to have more than one Examinations Officer

The Examinations Officer must:

· ensure that the examination papers are ordered in line with the qualification-specific timetable as set out in the APP Operating Handbook and on each order form.  Failure to do so will incur a late order surcharge;

· ensure that orders for papers are submitted using the current version of the examination order form, providing all of the information required on the form.  An order form can be found in the APP Operating Handbook;

· ensure that all candidates are pre-registered for the examination as explained in the APP Operating Handbook, and that any student requiring special consideration is properly registered and appropriate arrangements are made for their examination(as applicable);
· keep up to date contact details for all students enrolled on the course until such time as their results have been issued;
· advise WSET® Awards in advance of the examination of any candidate requiring special examination needs. Supporting evidence will be required to validate such claims as detailed in the APP Operating Handbook;

· inform WSET® Awards if they have not received confirmation of an order for papers within 3 working days of sending it and inform WSET® Awards if examination papers have not been received 5 working days before the examination date;

· seek prior approval from WSET® awards if the examination papers are to be sent to any person other than the named Examinations Officer;

· ensure that papers are checked on receipt and stored in a locked area until the time of the examination;

· ensure that the examination is conducted in accordance with the instructions issued to the invigilator and within the given time frame;

· ensure that all invigilators understand their role and the procedures to be followed (as set out in the APP Operating Handbook)

· ensure that no copy or note of the contents of any examination paper is made by any educator, student or other person under any circumstances;

· ensure that on completion of the examination all papers, including any not used, are collected, checked and sealed in the envelope supplied before removal from the examination room;

· ensure that all papers are returned to WSET® Awards immediately for processing in accordance with the guidelines for each qualification using a secure means of delivery, either registered post or courier. WSET® Awards is not responsible for papers that are damaged or lost in transit.
· ensure that all results (including certificates and pins) are forwarded to candidates without delay so as not to prejudice any enquiry, feedback request or appeal by the student as all such requests are time limited.
Nominated Educator

The Main Contact at the APP must appoint one of their educators for each qualification offered by the APP as the “Nominated Educator” for that qualification.  The same educator can act as the Nominated Educator for more than one WSET® qualification. 

The Nominated Educator(s) must hold the WSET® qualification at the level above the one that they are teaching, and should have completed the relevant modules of the WSET® Educator Training Programme.  If this person does not meet these two criteria, they may still be eligible to be the Nominated Educator based on their other wine qualifications and teaching experience.  

The Nominated Educator is the lead educator for this qualification within the APP and is responsible for ensuring that all other educators at the APP remain up to date with information issued by the WSET® relating to this qualification and deliver the training in line with the current Specification and Learning Outcomes.  
If Nominated Educators require training before they meet the criteria for their role (as set out in the qualification level guides and application forms) they may need to attend all or part of the three day Educator Training Programme.  Details of this programme, including course dates and costs can be found on our website.

APPs who offer the Level 3 Award in Wines and Spirits need to have a trained Level 3 Assessor available on the day of each Level 3 Award in Wines and Spirits exam.  This training is included in the Educator Workshop, but is also available as a separate training module.
Course Educator / Trainer

The Course Educator / Trainer is the person responsible for the delivery of the WSET® courses offered by the APP, and is under the supervision of the Nominated Educator in relation to the delivery of WSET® qualifications.

The Course Educator / Trainer must:

· satisfy WSET® Awards that they are competent to train candidates in the subjects covered and have appropriate teaching skills

· hold the WSET® qualification at the level above the one that they are teaching, or be able to demonstrate an equivalent level of knowledge

· deliver WSET® qualifications in accordance with the specified learning outcomes as defined in the qualification Specification which must be made available to all candidates as instructed by the Nominated Educator;

· ensure that all candidates fully understand the methods of assessment required for the relevant qualification;

· provide candidates with accurate feedback in a timely manner;

· advise the Main Contact for WSET® qualifications of any concerns that may arise from the course, administration or examination of candidates.

WSET® Approved Internal Assessor 

The WSET® Approved Internal Assessor is the person(s) responsible for the administration and marking of examinations as detailed in WSET® Awards’ Criteria for the relevant qualification.  An internal assessor is required for the Level 1 Award in Wine Service, the International Higher Certificate, the Level 3 Level 3 Award in Wines and Spirits and the Level 4 Diploma.  They are the ONLY people authorised to assess the role play at Level 1 or to prepare the examination wines, produce Marking Keys and mark WSET® Level 3 practical examination papers.
Level 1 Internal Assessors will be required to:

· have personal experience or working in a wine service environment
· hold the WSET® Level 2 Award or higher 

· have been trained by WSET® and successfully completed the Assessor assessment.
Level 3 Internal Assessors will be required to:

· have a high level of wine and spirit knowledge and tasting experience

· hold the WSET® Diploma in Wines and Spirits 

· have been trained by WSET® and successfully completed the Assessor assessment.
Internal Assessors must complete the Candidate Results form that is included in their pack for all Practical Assessments.  Internal Assessors are not permitted to discuss candidates’ performance or marks with them until the papers have been verified by WSET® Awards and final results have been issued.
The Invigilator
Invigilators have a key role in upholding the integrity of the examination process. They are responsible for the proper conduct of the examination.  Invigilators must give their whole attention to the proper conduct of the examination and must not undertake any other activities whilst invigilating.

It is the responsibility of the Examinations Officer to appoint suitably qualified and experienced individuals to act as invigilators. The EO is responsible for briefing invigilators and for ensuring that they are familiar with the Code of Practice for the Administration of WSET Examinations, these Regulations and the specific instructions applicable to each qualification governing the conduct of WSET® examinations. Invigilators act for the APP.

Although the APP does have the discretion to decide who is appropriate to undertake this role they must ensure that the invigilator is independent of all candidates taking the examination: relatives of, or anyone with a close personal relationship to, any candidates taking the examination cannot act as a sole invigilator.  Subordinate employees may not invigilate the examination of any superior or manager.  No one currently enrolled on a WSET® qualification course (either at the APP or another APP) should act as the invigilator for an examination at the same level or above.  A current student could act as the invigilator for an examination of a qualification that they already hold themselves.
Wherever possible, educators responsible for the preparation of candidates for the examination should not act as the sole invigilator.  Also, anyone acting as a reader or writer for any candidate may not perform the role of sole invigilator for that examination.

The Candidate

The candidate is a person who is registered for examinations under a qualification with WSET® Awards.  Individuals may not take any WSET® Awards examination without prior registration through an Approved Programme Provider. 

The Candidate must:

· satisfy their APP that they are eligible for entry to the course;

· ensure that they provide their Approved Programme Provider with correct registration details;

· ensure that they complete the examination in accordance with the Rules for Candidates currently in force;

· advise their APP or WSET® Awards of any case of complaint, malpractice or incident which may affect the quality and standing of WSET® qualifications in accordance with the published guidelines;

· advise their APP immediately of any special examination requirements and provide evidence to support their application.
Please note that the Main Contact, Examinations Officer, Educator or Assessor cannot be enrolled for a WSET® Examination at their own centre without the prior permission of WSET® Awards.

WSET® Awards Customer Service Statement

The Wine and Spirit Education Trust exists to further growth in the knowledge of wines and spirits.  It aims to be the leading education body in its field.  The goals of WSET® Awards are to protect the integrity of our awards as the industry standard, and to provide a service that not only meets but also exceeds the needs and expectations of our customers.  

1. Quality of Service

1.1
Correspondence

Every effort will be made to respond promptly and efficiently to all enquiries.

· Verbal enquiries

WSET® Awards will normally respond to verbal enquiries within 3 working days.

· Written enquiries

WSET® Awards will acknowledge written enquiries within 3 working days and respond to the query within 10 working days of acknowledgement.  WSET® Awards will communicate with all APPs, candidates and other parties in English.

· Approval of Programme Providers

The Programme Provider approval process will normally take up to 6 weeks to complete from receipt of the application form and supporting documentation.  Following a successful approval visit, Programme Providers will receive a letter and certificate confirming the qualifications they are approved to offer and the period for which the Programme Provider approval is valid.  They will be issued with a unique APP Number. For international applicants only, where it is not possible for WSET® Awards to conduct an Approval Visit within six weeks of receipt of your application, and where all criteria have been met in the documentation, WSET® Awards may offer Provisional Approval as a Programme Provider pending the successful outcome of the Approval Visit.

1.2 Examination Orders

WSET® Awards will confirm receipt of Examination Orders within 3 working days by e-mail.

1.3 Candidate Registration

To ensure the administrative and financial burden on Programme Providers is kept to a minimum, candidates must be enrolled with WSET® Awards prior to examination.  Candidates will be issued with an individual registration number which will be used for the purpose of examinations at all levels.  WSET® Awards will issue details of Candidates’ numbers with the confirmation of receipt of an examination order within 3 working days by e-mail.  Programme Providers will be required to maintain their own candidate records and be in a position to produce these when requested.  

1.4 Results and Certificates
Examination results will be issued to the APP’s Examinations Officer within the timeframes noted below in the form of emailed grade lists.  Results letters for all candidates, and certificates and lapel pins for all candidates who have passed their examination will be posted to the Examinations Officer after the grade lists have been produced.  APPs are responsible for the timely onward distribution of results and certificates to their candidates so as not to jeopardise any candidate’s right to request feedback or an enquiry (which are time limited from the date of the examination).

· Level 1 Award qualifications
Results for successful candidates will be issued within 1-2 weeks from receipt of the completed scripts by WSET® Awards.  

· Level 2 Award qualifications
Results for successful candidates will be issued within 1-2 weeks from receipt of the completed scripts by WSET® Awards.  

· International Higher Certificate

Results for successful candidates will be issued within 4-5 weeks from receipt of the completed scripts by WSET® Awards.  

· Level 3 Award in Wines and Spirits qualification

Results for successful candidates will be issued within 6-8 weeks from receipt of the completed scripts by WSET® Awards. 

· Diploma qualification

· Results for Unit 2 will be issued within 1-2 weeks of the completed scripts being received by WSET® Awards.

· Results for Unit 1 case study and Units 3, 4, 5 and 6 will be issued within 10 weeks of the completed scripts being received by WSET® Awards.
· Results for Unit 1 open book course work assignments will be issued within 12 weeks of the completed scripts being received by WSET® Awards.

1.5 Enquiries and Appeals against Examination results 

The Wine & Spirit Education Trust operates a thorough system of checks before the release of examination results in order to ensure that, as far as possible, they are completely accurate. 

The enquiries and appeals system therefore exists to identify and correct errors in marking and/or processing. However we would like to emphasise that a scanning process is used to mark multiple choice questions and it is therefore very rare for initial marks to be incorrect unless this is the result of candidate error.  Examinations which are set and marked by the Approved Programme Provider using an Approved Internal Assessor are verified by WSET® Awards before results are issued.  

· Enquiries

If a candidate considers that an error may have been made in the grading of papers, they may ask to have an examination paper reviewed and re-marked.  To do this they should contact their Approved Programme Provider (the organisation with whom the examination was sat) and ask for a copy of the Application Form for Enquiries against Examination Results together with the Policy for candidates requesting Feedback, Enquiry and Appeals against Examination Results.  Alternatively, they can contact the Examinations Administrator at WSET® Awards and request a copy of the application form and the policy. (Examination Enquiry Form) 

The completed application form requesting a review of examination results must be received by WSET® Awards within the following timeframes.  Any request received outside of this time frame will not be reviewed.
· Level 1 Awards – within 5 weeks of the date of the examination

· Level 2 Awards - within 5 weeks of the date of the examination

· Level 3 Award in Wines and Spirits – within 13 weeks of the date of the examination

· International Higher Certificate – within 9 weeks of the date of the examination

· Diploma (excluding course work) – within 14 weeks of the date of the examination

· Diploma (coursework assignment) – within 16 weeks of the date of the examination
WSET® Awards will confirm receipt of an Enquiry Against Examination Results within 3 working days (usually by e-mail) and the candidate and / or APP will also be advised that an appeal is in process.  If this email is not received by the candidate and / or APP it is their responsibility to contact WSET® Awards to confirm the status of the enquiry request. 

All examination papers will be re-marked by a member of the WSET® Awards team not involved in the original marking process.

WSET® Awards will advise the candidate and APP of any decision resulting from the review of an examination paper within the same time frame as the issue of results for each qualification level.

Where re-marking results in a change to the original grade, WSET® Awards will:

· Refund the enquiry application fee;

· Amend the examination result accordingly;

· Issue a new certificate free of charge following return of the original certificate if applicable.

· Appeals

A candidate may only appeal against an examination result once an enquiry has been processed.

Any candidate unsatisfied with the result of the review and re-marking of an examination paper should contact the Approved Programme Provider or the Examinations Administrator at WSET® Awards and request an Appeal Against Examination Results application form. (Examination Appeal Form)
The Application Form must be completed and returned to WSET® Awards, together with the appropriate fee, no more than 10 working days following notification of the enquiry decision.  Appeals received outside of this timeframe will not be reviewed.

WSET® Awards will confirm receipt of an Appeal Against Examination Results within 3 working days (usually by e-mail) and the candidate and / or APP will also be advised that an appeal is in process.  If this email is not received by the candidate and / or APP it is their responsibility to contact WSET® Awards to confirm the status of the appeal request. 

All appeals will be assessed by the Director of WSET® Awards, and subsequently submitted to the Appeals Panel for review.

WSET® Awards will advise the candidate and APP of any decision resulting from an appeal within 40 working days for qualification levels 1-3 and 60 working days for the Level 4 Diploma and Level 5 Honours Diploma.

Where appeals are upheld WSET® Awards will:

· Refund the appeal application fee;

· Amend the examination result accordingly;

· Issue a new certificate free of charge following return of the original certificate if applicable.

1.6
Examination Feedback

Candidates may also request feedback (including a remark of their paper) on specific examination papers (or in the case of the Diploma on specific questions) from the WSET® examiners to assist them in preparing for future examinations.

Candidates who would like to receive feedback on their examination papers should complete the Application for Feedback form and return it to the Examinations Administrator at WSET® Awards together with the relevant fee. (Examination Enquiry and Feedback Form).
The completed application form requesting feedback and an enquiry of examination results must be received by WSET® Awards within the timeframes set out above for Enquiries.  Any request received outside of this time frame will not be reviewed.
Feedback will be issued within the same timeframes as the issue of results for the relevant qualifications.

1.7 Complaints procedure

Complaints should be submitted in writing to the Quality Assurance Manager, WSET® Awards.  Receipt of the complaint will be acknowledged within three working days and will advise the name of the Case Officer responsible for handling the complaint.

Complaints will be dealt with fully and fairly within 20 working days.  Where a complaint remains unresolved following the initial handling of the case, the complaint is forwarded to the next most senior member in the following order:

-
Director, WSET® Awards

-
Chairman, WSET® Awards Supervisory Board

-
Chairman, WSET® Board of Trustees
1.8 Lost Examination Papers
If completed examination papers are lost in transit between the APP and WSET® Awards, we will wait 3 months from the examination date before declaring the examination null and void.  If the APP can provide documentary proof that the correct procedures have been followed in returning examination papers to us, WSET® Awards will provide replacement papers free of charge, on condition that the APP makes the examination available to all affected candidates at no charge.

WSET® Awards reserves the right to contact candidates directly, or to instruct the APP to contact their students informing them of the situation, and advising them of the options available to them. 

If the procedures for returning papers to us have not been followed, the APP will be charged for the replacement examination papers, and the event will be treated as Malpractice.

1.9
Annual Updates

WSET® Awards operates to a UK academic year calendar (1 August to 31 July annually) and all qualification specifications, examinations, student and educator materials and policies are issued for the start of the new academic year.  Only in very exceptional circumstances will changes be made during an academic year.

As part of the annual APP renewal process, WSET® Awards will issue a summary of all changes for the forthcoming academic year to the Main Contact at each APP who is responsible for communicating this to all staff involved in the administration or delivery of WSET® courses and examinations.

After the end of each academic year, in approximately October or November we will issue the Level 1-3 Examiner’s Report to all APPs.  This will include a commentary on student’s performance we have seen at each level over the previous year, and every APP will receive a table showing their own pass rate at each level compared to a global average.
2
Customer Support Services

For ordering Materials (study packs, text books, DVDs etc) , please contact our sales department at sales@wset.co.uk or phone   020 7089 3800.

For ordering Examination papers, enquiries about examination results, certification, and candidate records, please contact the Examinations Assistant or Examinations Administrator by e-mail or telephone; exams@wset.co.uk   020 7089 3840.

For information about the Programme Provider Approval Scheme and WSET®  Certified Educator and Internal Assessor training, please contact the Centres Co-ordinator & Quality Assurance Manager by e-mail or telephone; awards@wset.co.uk  / 020 7089 3840

The first point of contact in all cases of appeal against examination results, any queries relating to examination invigilation standards, particular examination requirements of candidates with special needs and other special permissions, is the Examinations Administrator by e-mail or telephone; exams@wset.co.uk  020 7089 3840
For all issues relating to the provision of the WSET® Diploma qualification please contact the Examinations Manager by e-mail or telephone; exams@wset.co.uk / 020 7089 3805

In instances where the Customer is dissatisfied with the level of service received, please contact the Director, WSET® Awards by e-mail on awards@wset.co.uk 

3
WSET® qualifications in Welsh or Irish (Gaeilge)

WSET® qualifications are not currently offered in Welsh or Irish.  Any APP with demand for this facility should contact the Examinations Manager to make a formal request for these.  Any such request must be made no less than 12 weeks prior to the examination date.

Please note that WSET® Awards is unable to communicate verbally or in writing in either Welsh or Gaelic.
4
Annual changes to Specifications, Examinations, Materials and fees
Fees are reviewed annually and any changes will be notified to Approved Programme Providers prior to the annual approval renewal process, usually during April of each year.  
Upon renewal, APPs will be notified of all changes to Specifications, Examinations, Materials (tutor and student materials), and to changes to the APP Operating Handbook.  It is the APP Main Contact’s responsibility to ensure that all changes are implemented within the APP’s organisation.

Where possible and appropriate advance notice of significant changes will be communicated via the regular APP Update emails.
5
Quality Assurance

WSET® Awards is committed to ensuring quality in all its services.  To assist us in achieving this objective we are regulated by the following organisations:

· WSET® Awards is subject to quality assurance auditing by OfQual;
· WSET® Awards is accredited with the BS EN ISO 9001:2000 quality standard and is fully committed to maintaining the high standards such accreditation demands;  

· The WSET® Awards Supervisory Board has been set in place to provide independent guidance to the Board of Trustees of the Wine and Spirit Education Trust in its task of ensuring that WSET® Awards continually reflects best practice in all aspects of its educational operations.

The supervisory board will:

· Recommend the quality targets and performance standards to which WSET® Awards should adhere;

· Monitor performance against agreed targets and standards and report periodically to the WSET® Board of Trustees;

· Make recommendations for change in the light of performance, with the aim of continually improving the quality and standards of operation.

To help achieve this, we welcome feedback from our customers.  We aim to achieve quality by the following means:

· Re-approval visits and self assessment returns which will enable Programme Providers to raise issues and provide feedback on the service provided by WSET® Awards

· An annual questionnaire as part of the renewal process enabling Programme Providers to comment on areas of our customer service commitments.

In addition WSET® Awards will;

· Analyse the data provided by the annual questionnaire to assess customer satisfaction and develop our quality objectives for the next academic year;

· send programme providers details of their performance for each qualification level offered;

· monitor performance against all aspects of our Customer Service Statement.
General Appeals (excluding Examination Results)

The Wine & Spirit Education Trust operates a general appeals policy to ensure that decisions taken by WSET® Awards staff are open to review in order to identify and rectify any errors. This section does not apply to appeals against examination results for which a separate policy exists (please see Policy for candidates requesting feedback, enquiries and appeals against examination results) .

Procedure

All appeals against decisions taken by WSET® Awards staff should be sent to the Centres Co-ordinator and Quality Assurance Manager in writing.

WSET® Awards will confirm receipt of an appeal within 3 working days (usually by e-mail) and advise you of the member of the Awards team or Senior Management Group who is responsible for the appeal (the Case Officer).

The Case Officer will investigate and validate the appeal by conducting a complete and thorough review of the evidence on which the original decision was taken, compared to the criteria and/or policies against which this evidence was measured.

The Case Officer will respond to the appellant in writing within 20 working days.

Where it is not possible to complete the investigation within 20 working days, the Case Officer will advise the appellant in writing, giving an estimated response date as necessary.

Further Appeal

Any appellant unsatisfied with the findings of their appeal may request that this be reviewed

Requests for review must be put in writing to the Centres Co-ordinator and Quality Assurance Manager no more than 10 working days following notification of the appeal findings.  Requests received outside of this timeframe will not be reviewed.

WSET® Awards will confirm receipt of an Appeal within 3 working days (usually by e-mail).

All requests for appeals will be assessed by the Director of WSET® Awards, and subsequently submitted to the Appeals Panel for review.

WSET® Awards will advise the appellant in writing of any decision resulting from a Review within 40 working days.

APP OPERATING PROCEDURES
The following sections relate to practical operating procedures that must be followed by all APPs.
Legal and Regulatory requirements

It is the Programme Provider’s responsibility to ensure that each WSET® course and examination is compliant with all applicable legal and regulatory requirements of their country or territory.  APPs are advised to consult with their local education board and licensing authority (or equivalent bodies) to determine whether any special permissions, permits or licences are required for either their organisation, the individual educator delivering the course or the premises used for courses that include the tasting of alcoholic beverages.
Tasting Wine – underage students and other non-drinkers

Following discussions with our regulatory authorities, and having taken advice at governmental level, we have introduced the following amendments to the entry requirements to our qualifications:

Candidates must be over the legal minimum age for the retail purchase of alcoholic beverages in the country where the examination is being held, or be preparing for the examination as a part of an approved, full time programme of study, or have obtained parental consent.  Students and candidates who are under the legal minimum age for the retail purchase of alcoholic beverages in the country where the examination is being held will NOT be allowed to sample any alcoholic beverage as part of their course, but this is NOT a barrier for successfully completing the Level 1 or 2 Awards.
Similarly, students who chose not to consume alcohol for other personal reasons (eg religious belief or health requirements) are put at no disadvantage in the Level 1 Award or Level 2 Award examinations. 

However, students who do not to consume alcohol will not be able to complete the full assessment for the Level 3 Award in Wines and Spirits in Wines and Spirits.

Please ensure that your own entry requirements comply with these criteria.
Data Protection

WSET® is registered under the Data Protection Act as an Education and Academic Institution in the UK and will use any data (including date provided by APPs about their students) within the guidelines of the Act.  Essentially this means that students may be contacted by WSET® in relation to their WSET® qualifications (courses and examinations) and other WSET® opportunities.  It may also be used for essential communication with our regulators (who are also required to operate within the Data Protection Act).  We do not pass any student contact details to third parties or sell our contact lists to external marketing organisations.
APPs are required to ensure that they comply with any equivalent Data Protection laws or regulation in their territory.

Transfer of Approval

If an APP changes its name or if there is a change of ownership, the Main Contact must apply to WSET® Awards to transfer the current approval to the new name and demonstrate that the APP still meets all of the criteria for approval 
UK Qualification and Credits Framework

The following WSET® qualifications have been accepted into the UK Qualifications and Credits Framework (QCA) with the following qualification references.
Level 1 Award in Wines



600/1504/4

Level 1 Award in Spirits



600/1501/9

Level 2 Award in Wines and Spirits


600/1508/1

Level 2 Award in Spirits



6001507/X

Level 3 Award in Wines and Spirits


600/1511/1

Further details can be found on the OfQual website at http://register.ofqual.gov.uk/
Qualification Specifications

It is the responsibility of each APP to advise all potential students to read the current “Specification” for their qualification before enrolling on their course so that they are fully aware of the content and regulations relating to that qualification, including examination rules.  Once enrolled all students should refer to the Specification to ensure that they understand the learning outcomes required and the format and rules that apply to their examination.
All staff at the APP who are involved in the delivery or administration of a WSET® qualification course should read the current Specification before the start of the academic year so that they are fully aware of the learning outcomes to be covered and the regulations that apply.

The Specifications state the recommended learning hours and the recommended tasting samples for each qualification – if the APP offering includes less hours or samples that is recommended, their booking form needs to make this clear.

The Specification sets out the “learning outcomes” for each qualification.  For each Learning Outcome there can be a number of “Assessment Criteria” and there are “ranges” associated with each outcome, which define the scope of the syllabus.  Candidates will be assessed on their knowledge of the learning outcome, with questions based on the stated criteria, as they relate to specific items listed in the range.  

Offering WSET® Qualifications & Enrolment 
Students may only be enrolled for a WSET® examination if they are first enrolled on a course of study designed to prepare them for the examination.  Students are not allowed to self study, and APPs may only enrol a candidate for an examination if they are following an appropriate course of study.  If a student is studying with another APP and applies to take the examination (including a resit exam) with a different APP the “receiving” APP must verify that the student has completed a course of study. 

Any course advertised as a WSET® qualification course must include the examination, and only courses advertised as a WSET® qualification course may use WSET® copyright materials.  APPs are required to include the cost of the examination in the course fee and may not offer this as an optional extra to students who have studied our syllabus with them.

If APPs teach students without enrolling them on the WSET® exam, they may not advertise this as a WSET® course, nor use WSET® copyright materials (other than the Systematic Approach to Tasting) for the delivery of such a course.  
If APPs run their own course using their own materials they may register candidates for the WSET® examination providing they can demonstrate to WSET® Awards that their course covers all of the WSET® qualification learning outcomes as set out in the current Specification.

WSET® Awards requires APPs to provide the name, date of birth and email address for all candidates taking a WSET® examination.  It is the APPs responsibility to collect this information – if there are local restrictions on the collection and / or sharing of this personal information then the APP must obtain permission from the candidate to pass this information to WSET® Awards.  WSET® Awards confirms that no personal information about candidates is given to any external body unless we are legally required to do so.

The APPs Terms of Business must be available for students to review at the time of booking.  Terms of Business need to include payment terms and refund and cancellation (by APP or by student) policies.
Distance Learning 

All students must be enrolled on a course of study with an APP as preparation for their WSET® examination.  Most students will attend classes / lectures but we recognise that this is not always possible, or the student’s preferred mode of study, and increasingly some students wish to study remotely.  As an alternative, students may be taught be via a traditional “correspondence” course, or be internet based, and we refer to these methods of study and preparation as “distance learning”.  APPs who wish to offer distance learning will be required to demonstrate the level of service / support provided as part of this package.  As a minimum, the APP must provide the student with:

· a study programme

· a scheduled exam date

· tutor support (telephone, online, etc) with guaranteed response times

We also recommend that students are offered a tasting tutorial at Level 2, and require that a tutorial is offered at Level 3 to ensure a proper understanding of the application of the Systematic Approach to Tasting.  APPs should also offer a feedback service (eg mock tests and marking service).  Full details of the services provided as part of a distance learning programme must be made available to potential students prior to them booking on the course.
Please note that Distance Learning is not an approved method of learning for any of the Level 1 qualifications.
Candidate Identity Checks

All candidates are required to provide photographic identification to verify that the registered individual is actually attending the examination in person, and this must be checked by the invigilator prior to the start of the exam.

APPs must advise all candidates to bring photographic ID with them to their examination, and candidates who do not provide this must not be allowed to sit the examination unless the candidate is known personally to the invigilator who can verify and vouch for the candidate.
Examination Orders and Candidate Registration

The procedures to be followed when ordering examination papers and registering candidates vary according to the qualification.  Please refer to the qualification-specific chapters of this handbook for details for each qualification.  Generally, all examination orders must be received by WSET® Awards at least 10 working days before the examination, and all candidates must be pre-registered with WSET® Awards.  To try and avoid any confusion over the arrival of orders in our office, we operate an order confirmation system.  Programme Providers will receive confirmation of their order by e-mail which will automatically be sent to your Examinations Officer upon processing your order.  If you have not  received confirmation of your order within three working days of sending your examination order form, please contact WSET® Awards immediately. 

Late Examination Order Surcharge

Examination orders should be timed to arrive in the WSET® Awards office at least ten working days prior to the examination.  Orders received less than 10 working days before the examination date will be considered as a late examination order and a surcharge will be applicable.  If examination papers are required by the APP earlier than the standard five working days before the examination date, the order must be received by WSET® Awards correspondingly earlier.
A “sliding scale” is applied to late orders as follows:
· The late order surcharge for the first late order received from an APP will be set at £10 per paper (capped at £320).  The late order surcharge for the second late order received from an APP will be set at £17.50 per paper (capped at £560) and the late order surcharge for the third and any subsequent late order received from an APP in the current academic year will be set at £25 per paper (capped at £800). 
It is the responsibility of the Approved Programme Provider to ensure that all examination orders are safely received by WSET® Awards.  The WSET® does not accept responsibility for delays to the receipt of an order due to the failure of fax transmissions, postal service or electronic mail.

Accepting Transferring Candidates

APPs are not required to accept any candidate for an examination who has not been enrolled in a course of study with them.  However, we do ask that APPs co-operate when this is in the best interests of a student (eg where a student has relocated to a new city), but such transfers should be agreed between the two APPs in order to ensure that only enrolled students are taking examinations.  The two APPs and the candidate are responsible for agreeing any cost implications of a transfer, but the APPs should work to ensure that a student is not penalised and should minimise any additional costs that may arise.
Delivery Charges on Examination Papers

All examination orders for papers will be invoiced for the cost of delivery in addition to the price of the papers themselves.  UK deliveries will be made by “Next Day” Royal Mail delivery, and international deliveries will be made by our approved courier company, unless alternative arrangements are specifically agreed with WSET® Awards in advance.  Alternatively, APPs may collect papers from our offices or arrange for courier collection at their own expense.
The cost of returning papers to WSET® Awards by registered post or courier is the responsibility of the APP
Results and Certificates 
WSET® Awards will notify the Examinations Officer by email informing them when results have been issued.  Approved Programme Providers will receive a Grade List by email detailing their candidates’ results.  Results and Certificates will be issued to APPs according to the guidelines currently in force for each qualification.  

WSET® Awards will issue results and Certificates and lapel pins directly to the APP’s Examinations Officer who is responsible for onward distribution to the candidate.  

APPs must advise WSET® Awards as soon as possible if they have not received examination results within the specified timeframe for each qualification.

Please note that it is the APPs responsibility to pass on results to their candidates immediately as a failure to do so will prejudice a candidate’s right to request and enquiry or feedback on their examination result.  (Please see WSET® Awards Customer Service Statement for the timeframes governing enquiries and feedback requests).  It is the APP’s responsibility to ensure that they have correct contact details for their students so that they can forward results and certificates.
Please note that the APP is responsible for the cost of any replacement certificate that is damaged during onward carriage to the candidate.

Results and Certificates are sent by first class mail to APPs in the UK, and by airmail to International APPs.  If you would prefer results and certificates to be sent by registered mail or courier, please advise WSET® Awards.  Please note that the APP will be responsible for the cost of this form of delivery.

Resit Examinations

Candidates who fail an examination may re-sit until success is achieved.  They must pay the appropriate re-sit examination fee and any extra invigilation costs as applicable. Grades achieved as the result of such re-sits will supersede any previous examination grade.  Please note that candidates who resit an examination will be unable to achieve a Distinction grade.
Candidates who have previously passed a qualification or component unit, are not permitted to resit these to improve their grade.

Candidates who are registered with any APP are permitted to take resit examinations at the WSET’s London Wine and Spirit School if this is more convenient.  Details concerning WSET® School General Examination days can be found under the Courses menu on www.wsetglobal.com.

Please note that all APPs are expected to allow any unsuccessful candidate to resit their examination within a reasonable timeframe and the cost of a resit examination should be included on the APPs price list.   
Replacement Certificates

Certificates are sent by first-class post to APPs in the UK or airmail to international APPs, unless other arrangements have been agreed in advance.  If a batch of certificates is lost in transit between WSET® Awards and the APP, we will replace them at no cost.

Where a certificate has been lost or damaged in transit between the APP and their candidate or lost or damaged by the candidate, details have been incorrectly spelt, or the candidate has changed their name, a Replacement Certificate Request Form should be completed.  Please allow a maximum of 4 weeks for the processing of such applications.  WSET® Awards cannot be held responsible for the loss of Certificates forwarded by the APP to individual candidates.  The full replacement certificate fee will be charged in such instances.

The APP or Candidate should send back the completed Replacement Certificate Request Form together with the appropriate fee as detailed on the form.  All sections of this form must be completed and the candidate details must appear as they were at the time when the examination was sat.

If the APP or candidate is in possession of the original certificate, this must be returned before a duplicate can be issued.  Any ‘lost’ certificates subsequently found must be returned to WSET® Awards.

Where there has been a change in the qualification specification/ title/ level since the certificate was awarded, WSET® Awards may only provide a letter of certification giving a statement of attainment.

The words “replacement certificate” will be clearly printed on the certificate followed by the current date, however where a replacement certificate is requested due to incorrect spelling, corrected certificates will be re-issued without the word ‘replacement’ once the original certificate is received by WSET® Awards.  WSET® Awards will not be able to process requests for replacement certificates without a completed application form.  For the avoidance of doubt, the candidate will be charged for the replacement certificate unless the application form is counter signed by the APP, accepting that they will pay WSET® Awards direct.

Satellite Sites

A Programme Provider may be an organisation or an individual operating from a single site or a main site with associated satellites.  A satellite site is simply an alternative venue to the main APP address used for the delivery of a course.  Courses offered at a satellite site may only be advertised under the name of the organisation (eg company, college or individual) registered with, and approved by, WSET® Awards as the APP, and are provided by the APP itself using educators engaged by them for this purpose to students who are enrolled with them and have paid the APP for the course and examination.  APPs may not “sub-licence” other organisations to run a course under their name.  Satellite Sites are used for courses offered by the APP and must be under the direct control of the main programme provider during the time that they are in use for WSET® qualifications.    

APPs may register up to 20 satellite sites at any one time but these are only permitted in the region / territory within which the APP is approved to offer qualifications (as set out in their letter of approval).  If an APP has an opportunity to run a course outside their territory of approval, then they must contact WSET® Awards before arranging any course, so that we can work with them to agree the way forward as a pilot course.

Each satellite site must be registered with WSET® Awards to ensure that they satisfy the criteria for a Programme Provider.  Satellite sites may be registered at the time of application or at a later date following consultation with WSET® Awards prior to use as a teaching or examination venue.  All communication relating to a satellite site will be sent to the main APP address.

Please note that no Diploma examinations may be held at a satellite site unless a full Diploma programme is offered at that location.
WSET® Materials

The WSET® makes teaching materials, including delivery session plans and powerpoint presentations, available to APPs free of charge on the APP Global Campus at www.wsetglobal.com.  These materials may only be used in the provision of courses that lead to the award of a qualification by WSET® Awards.  APPs and their educators may amend and edit the materials provided by WSET®, but such materials must at all times retain the WSET® copyright marks, and comply with the WSET® Brand Image Guidelines.

The WSET® also produces student study materials for each qualification.  These include text books and study packs.  Please note that study packs, (which include the text book, study guide, specification and SAT cards) are only available to APPs, (at a notional 20% discount) and which may only be used in relation to courses that lead to the award of a qualification by WSET® Awards.
APPs are not required to use materials produced by the WSET® but they must provide suitable study materials to their students, and WSET® reserve the right to review all other materials used in relation to a course leading to a WSET® qualification.  

The APP must agree to respect all WSET® Copyrights. Examination Papers and Certificates must not be copied under any circumstances and this will be regarded by WSET® Awards as incidence of Serious Malpractice and handled accordingly.  The WSET® Systematic Approach to Tasting© checklist is freely available for duplication, as long as all copies carry the acknowledgement and copyright statement.
Copyright & Brand Identity Guidelines
APPs are permitted to use the WSET® logos and trademarks to and promote WSET® qualifications, but they must consult WSET® Awards beforehand and supply copy when requested.   All use of WSET® logo and trademarks must comply with the current edition of the WSET® “Brand Identity Guidelines” which is available on the APP Global Campus at www.wsetglobal.com 
When referring to WSET® qualifications, APPs are required to use the full qualification title.
The WSET® will pursue instances of unauthorised use of our trade marks and copyright materials (including copying of materials published by the WSET® ) where these are identified.  This applies to segments of materials such as maps as well as entire publications

The WSET® Systematic Approach to Tasting© checklist for each of the WSET® qualifications is freely available for download and duplication on the Qualifications page of our website www.wsetglobal.com.  All copies must carry the acknowledgement and copyright statement.

The copyright in all examination papers is owned by WSET® Awards, and under no circumstances may examination papers be copied or retained by student, tutors, APPs or any other person.

In order to minimise the risk of fraud, copies of WSET® Certificates must not be posted on the internet, and where a scanned copy of a certificate has to been sent by email, it must state that no copy may be made, and that the image should be deleted when no longer required.

APPs are required to comply with the WSET® Brand Identity Guidelines at all time.  These guidelines cover the use of WSET® trademarks, qualification titles, brand images, and use of the WSET® / Wine and Spirit Education Trust names.  Please note that no APP may use the name “WSET” as a part of their name or website address.

APP Global Campus

The Global Campus is the membership area of our website www.wsetglobal.com and there is a specific area of the campus for our Approved Programme Providers.  On approval, the Main Contact at the APP will be sent their log in details for the Global Campus, and this should be made available to anyone in the APP who is involved in the administration or delivery of WSET® courses and examinations.  Please note that there is only one log in for each APP.

Amongst other things, the APP Global Campus contains:

· The APP Operating Handbook

· The most up to date version of all administrative forms

· Delivery powerpoint presentations and session plans for all Level 1-3 qualifications

· Additional APP resources for teaching, examinations, administration and marketing.
APPs are advised of new content on the Global Campus in the regular APP Update emails.
Course Fees

It is the responsibility of each APP to set their own course fees for WSET® qualifications.  It is a requirement of our regulator, OfQual, that the fees charged by APPs are not exploitative and that the pricing supports our overall objective of making our qualifications as widely available as possible.
Prices quoted by an APP must be all-inclusive and there must be no hidden additional costs that a student is required to pay after enrolment.  APPs should have a published statement on refunds and cancellation fees if a booking is cancelled by either the Student or the APP that is available to the student at the time of booking.

APPs may not offer the WSET® examination as an “optional” charge and this must be included in the course fee.  

Financial procedures

All new APPs are required to provide details of a credit card and a mandate permitting WSET® to charge this credit card prior to dispatch for all orders placed by the APP (up to a total of £500 per transaction).  Should an individual order exceed £500 we will seek specific authorisation to charge the credit card.  If the APP does not have a credit card, all orders must be accompanied by a sterling cheque or bank transfer.  After at least 6 months have elapsed and an APP’s purchases are more than £2,000 WSET® will reappraise the payment system and may allow credit terms.  The APP’s Main Contact will be notified of the credit limit being made available.

When credit is made available to an APP, invoices raised by the WSET® will be in pounds sterling and are due for settlement within 30 days.  The WSET® retains the right to charge interest on outstanding amounts.  Any bank charges applied to transfer payments or exchange rate differences are the responsibility of the APP’s Main Contact.  Payment may also be made by credit or debit card. (Please note that we are unable to accept payment by American Express or Diners Card).
Invoices will be emailed to the APP main contact unless separate instructions are given on the Account Application form.

APPs who settle their account through inter-bank payments are reminded that any bank charges applied by their bank or imposed by a local payment agency, are the responsibility of the APP.
If an APP has any question about an invoice, they should contact exams@wset.co.uk immediately.

If an account falls into arrears we have the right to decline further orders or to request payment in advance.  Alternatively, we may suspend approval and / or withhold results until the outstanding debt is paid, or a settlement plan has been agreed.
Insurance

It is the responsibility of each APP to ensure that they have appropriate and adequate insurance (eg Employer’s Liability Insurance and Third Party Public Liability Insurance) to cover any liability that may arise relating to the provision of WSET® qualifications. To the extent permitted by law and except as expressly provided to the contrary, WSET® shall not be under any liability (contractual, tortious or otherwise) to any APP in respect of any loss or damage (including, without limitation, consequential loss or damage) howsoever caused, which may be suffered or incurred or which may arise directly or indirectly in respect to delivery of WSET® courses or examinations.

APP Closure or Cessation of a Qualification

APPs who plan to stop offering a qualification or to cease being an APP must advise WSET® Awards in writing.  This communication must also include information as to the proposed plan for learners who are enrolled on a course of study.

Records of courses and student details should be kept by the APP for three years.  Where this is not possible WSET® Awards should be consulted to agree where such records will be stored.  Records which should be kept include those which facilitate an audit trail of the process from registration to certification.  Retaining records is an obligation for all programme providers approved to offer WSET® qualifications.

Where an immediate closure occurs, it is important that WSET® Awards be contacted without delay to discuss any necessary action.

Withdrawal of Approval

Approval as a WSET® Programme Provider, or approval to offer individual WSET® qualifications, may be suspended or withdrawn at any time if the APP fails to comply with the approval criteria or any of the WSET® policies, regulations, requirements, procedures and guidelines which are currently in force.  It may also be withdrawn if there are major deficiencies in the assessment process and WSET® Awards reasonably believes that the APP can no longer ensure the appropriate quality of assessment provision.

Where Programme Provider or qualification approval is withdrawn, the APP will always be given a reasonable period of notice, and has the right to appeal any such decision (see the General Appeals Policy for more details).
Approval may be withdrawn by WSET® Awards at any time if:

· The APP has a proven case of major malpractice against them (see the Malpractice Policy for further details);

· The APP is in breach of the APP Code of Conduct;

· There is a change of control at the APP.  WSET® Awards must be advised immediately of any change that may affect the APPs ability to administer WSET® qualifications;

· Payment for WSET® services is not received in accordance with the payment terms;

· The APP becomes bankrupt or insolvent or goes into liquidation, or any resolution or order is made for the purposes of voluntary or compulsory winding-up.  WSET® Awards must be advised immediately under these circumstances;

· The Regulatory Authorities give guidance that Approval should be withdrawn.

We may, however, decide not to withdraw approval immediately but to discuss the problem and give a reasonable time period within which to implement corrective action. 

Temporary withdrawal of Approval (Suspension)
WSET® Awards may decide to temporarily withdraw or suspend a Programme Provider or qualification approval for a specified period of time or indefinitely.  This may be in order to see if a situation which would entitle us to withdraw approval can be remedied, or if we feel that it is appropriate to do so in order to protect candidates or WSET® Awards, for example if the APP is under investigation for major malpractice.

Provisions for temporary or complete withdrawal of approval

Programme Providers have the right to appeal against any decision to suspend or withdraw approval by WSET® Awards (see the General Appeals Policy for more details).

To assist affected candidates, APPs are expected to provide their candidates with any information or support WSET® Awards considers necessary.  This may include information about how they can complete their qualification.

Permission to use the WSET® trademark and logo will come to an end following removal of approval.

Regulatory Authorities may also impose sanctions which WSET® Awards must implement.  Examples of these include sanctions for non-compliance as stipulated in the NVQ Code of Practice.  

Code of Practice for the Administration of WSET® Examinations

APPs must provide written confirmation of their undertaking to comply with the following Code of Practice when they apply to become an APP, and their continued approval is dependent on compliance with this Code. 
1. The examination papers should be ordered by the nominated Examinations Officer at least 10 working days prior to the examination date.  Late requests may be refused and are subject to a late entry surcharge.  

2. Orders for papers should be submitted using the current version of the correct WSET® Awards examination order form for that qualification.

3. APPs are required to pre-register their candidates prior to the examination, and all candidates are to be provided with the “Rules for Candidates” in advance of the examination.

4. Examination papers will be dispatched to arrive approximately 5 working days prior to the specified examination date, or brought to the venue by a WSET® invigilator.  Alternatively, APPs may arrange to collect papers from our London office.  If the Examinations Officer has not received confirmation of an examination order within 3 working days, or not received the examination papers 5 working days before the examination date, they should contact WSET® Awards immediately

5. Examination papers will only be sent to the named Examinations Officer except by prior approval.  Any proposed change of Contact or Examinations Officer must be notified to WSET® Awards immediately in writing using the forms provided Change of Examination Officer
6. Examinations papers will only be sent to an APPs main address or to satellite sites which have been approved by WSET® Awards in advance.  Examinations may only be held at the APPs registered address or at a satellite site that has been pre-registered with WSET® Awards.

7. Papers should be checked by the Examinations Officer on receipt, resealed, and stored in a locked area until the time of the examination.

8. The examination is to be conducted in accordance with Regulations on Examination Conduct and instructions issued by WSET® Awards.  No reference to any written material is allowed, nor should the questions or answers be discussed with candidates once the examination has commenced.

9. It is strictly forbidden under any circumstances for any copy or note of the contents of any examination paper to be made by candidates, educators, invigilators or anyone else.  Such action constitutes Malpractice and will be handled according to the Malpractice Policy included in this handbook.

10. On completion of the examination, the invigilator must ensure that all papers, including any not used, are collected, checked and sealed in the envelope supplied before leaving the examination room. Please note that if there is a discrepancy in the number of papers returned to WSET® Awards, a surcharge of £250 will be levied on the APP to cover the cost of withdrawing such examination papers.
11. The papers are to be returned to WSET® Awards according to the examination regulations by registered post or courier.  WSET® Awards will not be held responsible for papers that are damaged or lost in transit where they have been sent by any other means.
12. WSET® Awards will normally dispatch results, together with certification for successful candidates, to the APP within the timeframes stated in our Customer Service Statement.  APPs are responsible for the onward distribution of results and certificates to their candidates without delay.  

13. In the event of a query, the examination reference number and date, as issued on the examination control sheet, should be quoted. WSET® Awards regrets it is unable to discuss results over the telephone.
14. APPs are required to make a resit examination available to any candidate who fails to pass their examination.

15. APPs may not accept any candidate for an examination who is not registered on a course of study with an APP.  If the candidate is enrolled with another APP, the arrangement for the examination should be made between the two APPs, and any additional costs to the student should be minimised where possible.  Please note that an APP is not required to accept a student enrolled with another APP.  (see section of this Handbook on Transferring Students).
Regulations on Examination Conduct

1.1
Arrangements for the Invigilation of WSET® Written and Practical Examinations 

1.1.1
Appointment and Briefing of Invigilators for Examinations

It is the responsibility of each APP administering WSET® examinations to appoint suitably qualified and experienced individuals to act as invigilators. APPs are responsible for briefing invigilators and for ensuring that they are familiar with the Code of Practice for the Administration of WSET Examinations, these Regulations and the specific instructions applicable to each qualification governing the conduct of WSET® examinations. Invigilators act for the APP.

Although the APP does have the discretion to decide who is appropriate to undertake this role they must ensure that the invigilator is independent of all candidates taking the examination: relatives of, or anyone with a close personal relationship to, any candidates taking the examination cannot act as a sole invigilator.  Subordinate employees may not invigilate the examination of any superior or manager. Wherever possible, educators responsible for the preparation of candidates for the examination should not act as the sole invigilator.

Also, anyone acting as a reader or writer for any candidate may not perform the role of sole invigilator for that examination.

1.1.2
Number of Invigilators

A sufficient number of invigilators must be appointed to ensure the proper conduct of the examination.

There must be at least one invigilator for every 30 candidates or parts thereof.

If there is only one invigilator, they must be able to summon for assistance easily without leaving the examination room or disturbing the candidates.

If there are candidates sitting the examination in a separate room due to Special Consideration measures having been agreed, then separate invigilators are required to supervise the student(s).

It is essential that the number of invigilators does not fall below the prescribed number under any circumstances at any time during the examination.

1.1.3
Responsibility

Invigilators have a key role in upholding the integrity of the examination process. They are responsible for the proper conduct of the examination.

Invigilators must give their whole attention to the proper conduct of the examination and must not undertake any other activities whilst invigilating.

It is the APP’s Examinations Officer’s responsibility to ensure that any invigilator is aware of the policy, regulations and procedures that apply to WSET® examinations as set out in this handbook. 


1.1.4
Arrival

Invigilators must arrive at the examination location on good time.

1.1.5 Before the Examination

Prior to the start of the examination invigilators must ensure that:

· the room is set up correctly, all clocks are synchronised and that there are spare pencils, erasers and, where required, spare tasting glasses;

· they carry out adequate checks to confirm the identity of all candidates and that candidate registration numbers have been issued;

· only the official examination stationery is issued to candidates;

· candidates bring in to the examination room only items / materials / equipment permitted for the examination paper or subject specification;

· any unauthorised books /items/materials/equipment, are placed out of the reach of candidates and that all mobile phones and other electronic devises are switched off for the duration of the examination;
· all candidates are required to provide photographic identification to verify that the registered individual is actually attending the examination in person, and this must be checked by the invigilator prior to the start of the exam.
1.1.6
Starting the Examination

Before candidates can begin their examination the invigilator must:

· read out the invigilation instructions and examination rules contained in the examination pack (a copy can be found in the relevant Qualification chapter of the APP Handbook);
· ensure candidates sign the candidate list, confirm that their name is spelt as they wish it to appear on their certificate, and enter their candidate number on their examination paper;
· inform candidates that they are now subject to the rules of the examination;

· check that candidates have all the necessary materials;

· open the packets of examination papers and distribute question and answer sheets to candidates;

· check that candidates have the correct papers;

· draw candidates’ attention to the instructions on the front page of their papers; 

· ensure candidates know how to complete their answer sheets and the front and back covers of their question paper, know what personal details they need to enter, and that they all have their correct candidate number, test and version number, APP name and number (use the powerpoint slide available on the APP Global Campus on the APP Resources page to demonstrate these requirements);

· remind candidates that they must not communicate with any other candidate(s)  during the examination period;

· announce clearly when candidates can begin and specify the time allowed

· write start and finish times on a board which is clearly visible to all candidates.

1.1.7
During the Examination 

Invigilators must supervise candidates throughout the whole examination session. They must be alert and observe candidates at all times and must not undertake any other activities while invigilating.  If the Invigilator suspects any candidate of malpractice they must take the action they feel is appropriate to maintain the integrity of the examination for all candidates, and report this to WSET® Awards as set out in the Malpractice section of the APP Handbook.
The examination arrangements in place should allow all candidates to be observed at all times by the invigilator.

Invigilators have no authority to comment upon, interpret, or express an opinion on any examination question.  If a candidate chooses to answer a question that he/she considers ambiguous, the answer should be clearly prefaced by the candidate's interpretation.

1.1.8
Late Arrival of Candidates

Candidates who arrive after the published start time of the examination may generally be allowed to enter the room and to sit the paper at the discretion of the invigilator but only if the invigilation of the other candidates is not compromised.

Candidates who arrive late into an examination must NOT be allowed to sit the examination if any other candidate has already left the examination.  However, under normal circumstances we would not expect any candidate to be allowed to start the examination if they arrive more than 30 minutes after the published start time.

It should be noted that for practical tasting examinations late entry will not be permitted due to the nature of the examination. 

1.1.9
Leaving the examination room

Candidates who need to leave the room temporarily must be accompanied by an invigilator or other member of staff to ensure that they do not speak to anyone else, make a telephone call or breach the security of the examination in any other way.

NB If an invigilator does leave the room to accompany a candidate, it is essential that the number of invigilators left in the examination room does not drop below the prescribed number.

Candidates who complete the examination early can ask for permission leave the examination room but must hand in their answer sheet(s) and question paper to the invigilator. No re-admission is permitted.

1.1.10
End of the examination

Before the end of the examination the invigilator should remind candidates of the time remaining. It is recommended that this be between 15 and 5 minutes before the end. 
At the end of the examination candidates should be instructed to stop writing.  The invigilator must then:

· remind candidates to check that they have entered all the required information onto their answer sheets/booklets and to attach any additional sheets securely

· collect all answer booklets/ sheets , and papers, before candidates leave the room

· check all details have been entered correctly and that there is an answer booklet/sheet for each candidate

· check and sign the control sheet and candidate list, and seal all papers in the envelope provided whilst still in the examination room
· ensure the scripts are secure and hand them to the Examinations Officer

1.2
Examination accommodation and equipment

1.21
Room specifications

Any room allocated for an examination should satisfy the criteria set out for Accommodation and Facilities for Examination (see APP Approval Criteria) and provide an appropriate level of comfort for candidates. The levels of heating, lighting and ventilation and the type of seating should be appropriate to both the length and the timing of the examination.

All examination rooms should be as quiet as possible.

1.2.2
Access to the Examination Room

Only candidates and examination personnel are permitted to enter the examination room.

Candidates should not enter the room more than 15 minutes prior to the start time of the examination.

1.2.3
Desk specifications

Wherever possible and appropriate, candidates should be seated at separate desks. If separate desks are not available, the desks used should be of a size which is sufficient to prevent contact between candidates.

Individual desks should normally be placed at a distance not less than 1.25 metres apart (measured from the centre of the desk). In circumstances where candidates share a large desk, there should be a distance of at least 1 metre between seats.

Individual desks or desk space should be large enough to accommodate all necessary examination materials.

All seating should be arranged to prevent candidates overlooking each other’s work. Individual desks should normally be arranged to ensure that all candidates face in the same direction. 

1.2.4
Equipment

The use of the following equipment is prohibited for all candidates

· dictionaries (including electronic dictionaries)

· computers and other electronic devices

· calculators

· additional books & papers

1.2.5
Visible information

Rooms being used for examinations must be identified by an appropriate sign outside the room.

The Examination Notices as issued to candidates must be clearly displayed.

The examination room must not contain displays of material which could be deemed to be of assistance to candidates in the completion of the examination, 

The following must be visible to all candidates at all times during the exam:

· a clock showing the accurate (local) time

· examination information, including:

i. the APP name and number;

ii. the name of the examination;

iii. the date;

iv. the test and version numbers (as stated on the top of the examination question paper, including leading zeros);

v. the start and finish times of the examination.

The examination room must be clear of any visible information that could be relevant to the examination (eg pictures, maps, displays)

1.2.6
Additional guidance

Candidates who have been pre-approved by WSET® Awards as qualifying for Reasonable Adjustments requiring the assistance of a reader or writer should be accommodated in a separate room.  The reader / writer may not provide any other assistance to the candidate, and may not give advise or comment on any question or answer given by the student. 
1.3
Misconduct / Irregularities

If an invigilator observes any inappropriate behaviour they must take steps to stop it and inform the appropriate APP staff. If the incident is serious enough then the candidate should be instructed to leave the examination room and their answer sheet collected.

The invigilator should note the time and nature of any incidents on the Notification of Malpractice Form.

Any disturbance to the conduct of the examination must be recorded on the Request for Special Consideration Form so that consideration may be given to affected candidates. (Also see Policy for Candidates Requiring Special Consideration)  

1.4
Emergencies

If an emergency occurs during the examination, e.g. fire alarm, bomb warning, the examination room must be evacuated in accordance with the instructions of the appropriate authority.

Candidates must leave all examination materials on their desks.

In accordance with the Policy on Special Consideration, a Request for Special Consideration Form is to be completed detailing the date and time of the incident must be kept and returned to WSET® Awards together with the examination papers.

If the candidates have been closely supervised and the invigilator can be assured that there has been no breach of examination security, i.e. candidates did not communicate with each other, nor any other person, nor consult any books or notes whilst they were out of the examination room, then the examination may be resumed and the full time (but no extra) given to complete the examination.
If the security of the examination has been compromised, the APP should contact WSET® Awards immediately (or at the earliest opportunity in the case of examinations held outside office hours.

Any disturbance to the conduct of the examination must be recorded on the Special Considerations Request Form so that consideration may be given to affected candidates.

1.5
Reasonable Adjustments for Candidates with Particular Assessment Requirements

See WSET® guidance on reasonable adjustments which sets out special examination arrangements for such candidates (See Policy for Candidates Requiring Reasonable Adjustments). 
Please note that decisions relating to Reasonable Adjustments may only be made by WSET® Awards, and APPs may not vary examination conditions without prior approval of WSET® Awards. 

1.6
Procedures for examination papers


1.6.1
Receipt of Examination Materials

The Examinations Officer is responsible for receipt of all examination materials AND should check that the correct materials have been sent.
The Examinations Officer must notify WSET® Awards immediately if:

· There are discrepancies between the materials ordered and those received

· The materials received appear not to meet the APP’s requirements

· The materials appear to have been damaged in transit

· There is evidence of a security breach whilst the materials were in transit.

Note: The Examinations officer may perform the above checks, but must not read the examination papers.

For Level 3 and Diploma examinations which include a tasting paper, the Examinations Officer must ensure that the envelope marked for the attention of the Level 3 /4 Assessor is handed over to the assessor at least 4 days before the examination to enable the assessor to purchase the examination wine.

1.6.2
Storage of Examination Materials

The APP must be able to satisfy WSET® Awards of the security of the arrangement.  All examination materials must be securely locked away, preferably in a strong fireproof safe.  If a safe is not available or is not of sufficient capacity, a non-portable, lockable, reinforced steel or metal cabinet or other similar storage system must be used.  The storage system must be within a secure room with restricted access.

For Level 3 Award in Wines and Spirits examinations, the examination wine should be stored separately from any other wine stocks, and the Level 3 Assessor is responsible for ensuring that the wine is properly prepared for the examination, as set out in the Assessor Handbook.

The room must be kept locked when not occupied by authorised personnel.  

If examination materials need to be transported to another place before or after the examination, they must be carried in a case with a secure lock.

1.6.3
Dispatch of Examination Materials

The invigilator must collect all examination materials before candidates leave the examination room, and ensure that all are accounted for before signing the control sheet and returning them to the Examinations Officer. Please note that if there is a discrepancy in the number of papers returned to WSET® Awards, a surcharge of £250 will be levied on the APP.
Candidate Answer Sheets are confidential between the candidate and WSET® Awards.  They must not be read or photocopied by any person prior to dispatch.  

Examination papers are the property of WSET® Awards.  APPs must comply with WSET® Awards’ regulations concerning the control of the examination papers after the examination.
All examination materials must be returned to WSET® Awards within the timeframe specified using the addressed envelopes supplied, by registered post or courier.  WSET® Awards will not be held responsible for papers that are damaged or lost in transit where they have been sent by any other means.
WSET® Awards reserves the right not to process examination documentation, which has been retained by the APP beyond the normal accepted timeframe.
The examination reference number must be written on the outside of the return envelope.  If papers from more than one examination are being returned at the same time in one envelope, they must be put inside separate envelopes inside the return envelope to keep each batch separate, and each examination number must be written on the outside of the return envelope.
1.6.4
Issue of Results
WSET® Awards will issue results to the APP’s Examinations Officer within the published timeframe for each qualification.  It is the APP’s responsibility to ensure that results are communicated to their students with minimum delay so as not to prejudice any enquiry, feedback or appeal by the student, as all enquiry, feedback and appeal requests are time limited.  Unreasonable delay in issuing results by the APP will constitute malpractice.

Examination Fees (per paper) 2011-12
Level 1 Awards 
Examination (English)


£27.50

Examination (other languages)

£39.50



Resit examination (all languages)
£27.50



Late Order Surcharge


capped sliding scale per paper 

Unused Examination Paper
£5.00



Examination re-grading


£11.25 



Examination feedback and regrading-
£18.00

Level 2 Award in Wines and Spirits


Examination (English)


£43.00

Examination (other languages)

£54.80

Resit Examination (all languages)
£43.00



Late Order Surcharge


capped sliding scale per paper 

Unused Examination Paper 
£10.50 


Examination regrading


£11.25

Examination feedback and regrading
£18.00

Level 2 Award in Spirits



Examination (English)


£43.00



Examination (other languages

£54.80



Resit Examination (all languages)
£43.00



Late Order Surcharge


capped sliding scale per paper 



Unused Examination Paper

£10.50 


Examination regrading


£11.25



Examination feedback and regrading
£18.00

Level 3 Award in Wines and Spirits
Examination (English)


£67.50

Examination (German)


£99.25
Resit Examination (all)
Full Exam
£67.50
Theory
only
£47.75





Tasting only
£17.25



Late Order Surcharge


capped sliding scale per paper 

Unused Examination Paper
£10.50

Examination regrading 
Theory
only
£29.50
Tasting only
£29.50

Feedback & regrading 
Theory
only
£64.75

Tasting only
£41.00

International Higher Certificate


English Language paper

£48.50


Foreign Language paper

£62.50


Late Order Surcharge


capped sliding scale per paper 

Administration Fee
£10.50


Any Language resit           Full Paper
£48.50
   Theory
£40.50
   Tasting
£12.25

Diploma Entry Examination

English Examination                           
£43.56
German Examination                          
£53.81 
Tasting Resit (both languages)    
£17.25
Theory Resit (English)               

£26.90
Theory Resit (German)               

£37.16
Examination regrading     Theory  only
£21.52
  Tasting only
£29.50
Feedback & regrading     Theory  only
£53.81 
  Tasting only
£41.00
APPs SHOULD NOTE THAT POSTAGE AND PACKING WILL BE ADDED TO ALL ORDERS FOR EXAMINATION PAPERS AND MATERIALS.

A full APP Price list is available on the APP Resources page of the Global Campus at www.wsetglobal.com. 
Additional Examination Costs & Transfer Fees 

(excluding Diploma)
	Scenario
	Fees



	Examination orders have been confirmed, students have been enrolled and examination papers have been sent out.  The APP wants to add another candidates to the examination
	Price of the relevant examination fee plus a late order surcharge for each additional candidate based on a sliding scale.  Any additional post and packaging charges for the additional consignment and examination will be charged.


	Examination orders have been confirmed, students have been enrolled but examination papers have NOT been sent out. The APP wants to add another candidate to the examination


	Price of the relevant examination fee for each additional candidate (no late notice fee)

	A student has been enrolled onto an examination but would like to sit on a future examination date.
	No charge if the papers have not been sent out. 

£10.50 unused paper, plus full charge for new order on revised date if papers have been sent out. (£5 for Level 1 exams)


	An APP has allowed an additional student to sit the examination without enrolling them. No more papers were needed as one of the original candidates did not turn up.
	Price of the relevant examination plus late notice for each candidate based on sliding scale plus £25 admin fee (for enrolment)



	Examination papers have been returned without the candidate details (for example registration numbers) entered correctly on the OMR forms


	New Sliding Scale:
· less than 5 papers - no charge
· 5 - 15 papers - £25 
· 16 - 30 papers - £35 
· 31+ papers - £50 
Note: it remains the APP’s responsibility to ensure that all candidates complete their answer sheets completely and correctly.

	The seal on an unused examination paper is broken


	The paper will be treated as a used paper and charged at the full price even if no candidate has used the paper or submitted an answer sheet



	Signed Candidate list and / or Control Schedule is not returned with the examination papers

	An administration charge of £50 will be levied for each missing document.  In addition, WSET® Awards reserves the right to nullify any examination where incomplete documentation jeopardises the integrity of the examination



	Number of examination papers returned is fewer than those issued to the APP


	£250 Surcharge


Foreign Language Examinations and Materials 2011-12
The WSET® is working with a number of International Programme Providers to offer foreign language examination papers.  The following examination papers and related student and educator materials are available in the languages stated.

Level 1 Award in Wines



Level 1 Award in Spirits
Chinese (Simplified) Language


Chinese (Simplified) Language 

Chinese (Traditional) Language 


Korean Language 

Dutch Language 



Spanish Language

French Language 

German Language 

Greek Language 
Hungarian Language 


Level 1 Award in Wine Service 
Japanese Language 



Chinese (Traditional) Language
Korean Language


Portuguese Language 

Russian Language 

Spanish Language 

Turkish Language 

Level 2 Award in Wines and Spirits
Chinese (Simplified) Language

Dutch Language


Finnish Language


French Language 

German Language 

Greek Language


Japanese Language 

Korean Language

Portuguese Language

Russian Language 
Slovenian Language 

Spanish Language 
Turkish Language

Level 2 Award in Spirits
German Language 
Greek Language 
Level 3 Award in Wines and Spirits
German Language 

International Higher Certificate

German Language 

Greek Language


Japanese Language 

Korean Language 
Spanish Language 

Diploma Entry Examination
German Language 
Please note that other languages may become available during the academic year.  Please contact international@wset.co.uk to confirm current availability.  Some foreign materials are only available under licence for APPs to reproduce in-house and are not available for purchase in hard copy form from our sales department.
APPs are not permitted to translate any examination papers themselves and courses should not be taught in languages that are not supported by WSET® materials or examinations.
Student Materials 2011-12
These prices apply to sales to APPs only and must be ordered through your APP account by emailing sales@wset.co.uk; 

 APPs should note that postage and packing will be added to all orders
Level 1 Award in Wines


Student Study guide




£10.76
Level 1 Award Printing Licence

£275 plus VAT
Level 1 Award in Spirits and Level 1 Award in Wine Service
Level 1 Award Printing Licence

£4 per copy

(Note hard copy Student Study Guides are not available for these qualifications) 
Level 2 Award in Wines and Spirits and Level 2 Award in Spirits
Student Study Pack (including text book)

£26.92



Textbook ‘Behind the Label’ / ‘Distilling Knowledge
£15.76
Level 3 Award in Wines and Spirits (including International Higher Certificate)


Student Study Pack (including text book)

£52.40



Textbook ‘Exploring Wines and Spirits’


£26.60
Wine & Spirit Education Trust DVD
DVD containing Grape Growing & Wine making, Wines of Germany, Sparkling Wine, and Port

£40.80
Wines of Chile / Australia DVD

£3.00
Foreign Language Materials & WSET® Diploma Materials
For enquiries relating to materials available in languages other than English and Diploma study materials, please contact sales@wset.co.uk   

Educator Materials & Training
The WSET® has produced powerpoint presentations delivery session plans, and practice tests for all qualifications which are available on the Course Materials pages of the Global Campus at www.wsetglobal.com and can be downloaded by APPs free of charge.  APPs are free to edit these materials but they must retain the WSET® copyright mark.  These materials may only be used in courses preparing students for WSET® qualifications and their use for any other purpose will be treated as Malpractice.  APPs may not distribute any of the course materials to students by email other than as pdf attachments.
APPs may book any of their tutors on the Certified WSET® Educator training course.  This is a three day workshop including an assessment.  Holders of the Level 3 / Advanced qualification may attend the modules for delivering up to the Level 2 Awards, and holders of the Diploma may attend the modules for delivering up to the Level 3 Awards.  Holders of the Diploma who complete all modules and who pass the assessment[image: image1.png]


 may refer to themselves as Certified WSET® Educators.
The cost of the Educator Training Workshop is as follows: 
	 
	Up to Level 2
	Up to Level 3

	UK
	225
	300

	EU
	254.20
	329.20

	RoW
	255.50
	330.50


 If an Educator passes up to Level 2 and then wishes to take the Level 3 the cost is £100.  Educators who fail the assessment and wish to retake it will be charged £50 for the reassessment.
Policy for Candidates requesting Feedback, Enquiries and Appeals against Examination Results 

The Wine & Spirit Education Trust operates a thorough system of checks before the release of examination results in order to ensure that, as far as possible, they are completely accurate.


The enquiries and appeals system exists to identify and correct errors in marking and/or processing. However we would like to emphasise that a scanning process is used to mark multiple choice questions and it is therefore very rare for initial marks to be incorrect, providing the candidate has completed the answer form header correctly.  Feedback on a candidate’s performance may be requested to assist them in preparing for future examinations as an additional service when requesting an Enquiry.  

Enquiries (and Feedback)
If a candidate considers that an error may have been made in the grading of papers, they may ask to have an examination paper reviewed and re-marked.  To do this they should contact their Approved Programme Provider (the organisation with whom the examination was sat) and ask for a copy of these guidance notes and the Application Form for Enquiries against Examination Results (or applicable form for Diploma examinations). Alternatively, they can contact the Examinations Administrator at WSET® Awards and request a copy of the application form.

The completed application form requesting a review of examination results must be received by WSET® Awards within the following timeframes.  Any request received outside of this time frame will not be reviewed.

· Level 1 Award – within 5 weeks of the date of the examination

· Level 2 Award - within 5 weeks of the date of the examination

· Level 2 Award in Spirits- within 5 weeks of the date of the examination

· Level 3 Award in Wines and Spirits– within 13 weeks of the date of the examination

· International Higher Certificate – within 9 weeks of the date of the examination

· Diploma (excluding course work) – within 14 weeks of the date of the examination

· Diploma (coursework assignment) – within 16 weeks of the date of the examination

WSET® Awards will confirm receipt of an Enquiry Against Examination Results within 3 working days (usually by e-mail) and the candidate and / or APP will also be advised that an appeal is in process.  If this email is not received by the candidate and / or APP it is their responsibility to contact WSET® Awards to confirm the status of the enquiry request. 

All examination papers will be re-marked by a member of the WSET® Awards team not involved in the original marking process.

WSET® Awards will advise the candidate and APP of any decision resulting from the review of an examination paper within the same time frame as the issue of results for each qualification level.

Where re-marking results in a change to the original grade, WSET® Awards will:

· Amend the examination result accordingly;

· Issue a new certificate free of charge following return of the original certificate if applicable;
· Refund the enquiry application fee in cases where the error was made by WSET® Awards;

When lodging an Enquiry, candidates may also request feedback on their examination scripts to assist them in preparing for future examinations.  Candidates who would like to receive feedback on their examination papers should complete the relevant section of the application form.  Feedback will be issued within the same timeframes as the issue of results for the relevant qualifications.

Note: for the Diploma only, feedback may be requested without an enquiry, and is available for individual questions as opposed to the entire exam.  Please see the Diploma section of this handbook for details.

Appeals

A candidate may only appeal against an examination result once an enquiry has been processed.

Any candidate unsatisfied with the result of the review and re-marking of an examination paper should contact the Approved Programme Provider or the Examinations Administrator at WSET® Awards and request an Appeal against Examination Results Application Form .

The Application Form must be completed and returned to WSET® Awards, together with the appropriate fee, no more than 10 working days following notification of the enquiry decision.  Appeals received outside of this timeframe will not be reviewed.

WSET® Awards will confirm receipt of an Appeal Against Examination Results within 3 working days (usually by e-mail) and the candidate and / or APP will also be advised that an appeal is in process.  If this email is not received by the candidate and / or APP it is their responsibility to contact WSET® Awards to confirm the status of the appeal request. 
All appeals will be assessed by the Director of WSET® Awards, and subsequently submitted to the Appeals Panel for independent review.  The Appeals Panel includes one independent member, who is not, and has not been at any time during the past seven years, a member of WSET®  Awards’ board or committees, or an employee or examiner.

WSET® Awards will advise the candidate and APP of any decision resulting from an appeal within 40 working days for qualification levels 1-3 and 60 working days for the Level 4 Diploma and Level 5 Honours Diploma.

Where appeals are upheld WSET® Awards will:

· Refund the appeal application fee;

· Amend the examination result accordingly;

· Issue a new certificate free of charge following return of the original certificate as appropriate.

Where the outcome of an appeal brings into question the accuracy of the marks of other candidates’ sitting the same examination paper, WSET® Awards will review all scripts and make amendments as necessary to maintain the integrity of the qualification.

Where an appeal remains unresolved following the process outlined above, applicants may request that their case be submitted for final independent review.  In such instances, all supporting documentation pertaining to the case will be submitted to our Independent Reviewer who is the Internal Quality Assurance Leader of a separate OfQual accredited Awarding Body.

Policy for Candidates Requiring Reasonable Adjustments 

A reasonable adjustment is any action that helps to reduce the effect of a disability or difficulty that places the candidate at a substantial disadvantage in the assessment situation.

WSET® Awards seeks to conduct the assessment of all candidates in a way that puts them at no disadvantage, or advantage, over other candidates.

Reasonable adjustments must not affect the integrity of what needs to be assessed, but may involve:

· Changing standard assessment arrangements, for example allowing candidates extra time to complete the assessment activity

· Adapting assessment materials, such as providing materials in large text format
· Providing access facilitators during assessment, such as a sign language interpreter or reader

· Re-organising the assessment room, such as removal of visual stimuli for an autistic candidate.

Reasonable adjustments are approved or set in place before the assessment activity takes place; they constitute an arrangement to give the candidate access to the qualification.  The use of reasonable adjustment will not be taken into consideration during the assessment of a candidate’s work.

It is the APP’s responsibility to identify at the time of candidate registration any special assessment needs which require reasonable adjustments to be made for examination purposes.  

The APP should inform WSET® Awards at the earliest opportunity using Request for Reasonable Adjustment Form so that appropriate arrangements can be made.  Out of fairness to all candidates, evidence of the individual circumstances giving rise to the request must be produced.  

The specific arrangements for the examination process itself, or for marking, will be agreed in each case between the Programme Provider’s Examinations Officer and the Examinations Administrator at WSET® Awards, and will vary according to individual circumstances. WSET® Awards reserves the right to seek the advice of independent agencies as appropriate in coming to a decision on specific arrangements.  Please note that APPs may not offer Reasonable Adjustments to any candidate until this has been agreed with WSET® Awards.

Due notice is required in order for appropriate arrangements to be agreed and put into place.  The period of notice required is at least four weeks prior to the examination date for Level 1 Award , Level 2 Award in Wines and Spirits and Level 3 Award in Wines and Spirits examinations, and at least 8 weeks before the published dates for Diploma examinations.  Further details are contained in the Examination Regulations for each specific qualification and in Appendix 3 Guidance for Reasonable Adjustments and Special Considerations’.

Candidates and their advisors should also be aware that it is not appropriate to make requests for special arrangements where the candidate’s particular difficulty directly affects performance in the actual attributes that are the focus of the assessment.
It should be noted that reasonable adjustments will not give unfair advantage over candidates for whom reasonable adjustments are not being made, or alter the assessment demands of the qualification as detailed in the qualification specification.

Policy for Candidates Requiring Special Consideration 

Special consideration is an action taken after an assessment to allow candidates who have been disadvantaged by temporary illness, injury, indisposition or adverse circumstances at the time of the assessment to demonstrate attainment.

A candidate may be eligible for special considerations if:

· performance in an examination is affected by circumstances beyond the control of the candidate.  This may include recent personal illness, accident, bereavement or examination room conditions;

· alternative assessment arrangements which were agreed in advance of the assessment proved inappropriate or inadequate;

· the application of special consideration would not mislead the end-user of the certificate.

WSET® Awards must be notified in writing within seven days of the examination date where special consideration is being requested using the Request for Special Consideration Form.  Eligibility will only be considered if accompanied by supporting independent documentation.  

Where a candidate is unable to attend an examination due to recent personal illness, accident or bereavement, WSET® Awards will endeavour to transfer the candidate to an alternative examination date at no extra cost.

In cases of serious disruption during the examination, the Examinations Officer must submit a detailed report of the circumstances and candidates affected to the Examinations Administrator at WSET® Awards.  This must be returned with the completed examination papers.

It should be noted that WSET® Awards does not offer aegrotat awards and that all assessment requirements of WSET® qualifications must be met.  It is also our policy that special considerations will not give unfair advantage over candidates for whom special considerations are not being applied, or alter the assessment demands of the qualification as detailed in the qualification specification.  Further guidance is available in Appendix 3  ‘Guidance for Reasonable Adjustments and Special Considerations’.

If a candidate is unable to attend an examination for which they have been registered due to circumstances outside their direct control, they should notify their APP as soon as possible, and complete the “Request for Special Consideration” form submitting written 3rd party evidence to support their application.  Failure to attend due to work commitments does not qualify for “special consideration”.   APPs will not be charged an unused paper fee for applications where approval from WSET® Awards is granted.
Malpractice Policy and Procedure 

All WSET® qualifications must be administered in line with the Code of Practice and Invigilation Instructions provided in the Operating handbook, and Examination Regulations issued to all APPs and Students in the Qualification Specifications.  Failure to abide by these criteria will be considered Malpractice and may affect the validity of our qualifications.

Programme Providers must also have in place procedures for dealing with instances of Malpractice should they arise.  These policies should be made available to WSET® Awards upon request, and form part of the required evidence during the Approval Visit. 

The headings below list categories of malpractice by APP staff and / or candidates which may adversely affect the integrity of WSET® qualifications and certification.  These examples are not exhaustive and are intended as guidance to APPs and their candidates on the WSET®’s definition of malpractice:

a) Plagiarism of any nature by candidates;

b) Disruptive behaviour by candidates in the examination;

c) Candidates in breach of published Examination Regulations and APP in breach of invigilation rules or the Code of Conduct

d) Fraudulent use of WSET® certificates  

e) A deliberate attempt to discredit the WSET®, or to bring the WSET® into disrepute in any way;
f) Issue of bogus examination results;
g) Insecure storage of examination papers;
h) Unauthorised amendment, copying or distribution of examination papers;
i) Failure to follow procedures or adhere to regulations as laid out in the APP Operating Handbook;
j) Change of examination location or altered facilities so they no longer meet the required standards;
k) A change in control of the APP that results in new management being unable to meet WSET® Awards criteria;
l) Failure to administer examination in line with the assessment requirements;
m) Denial of access to resources (premises, records, information, candidates and staff) by authorised WSET® representatives and / or the Regulatory Authorities;
n) Breach or infringement of WSET® copyright and trademarks;

o) Non-payment of fees for WSET® services or examinations;
p) Breach of the APP Code of Conduct.

Malpractice is divided into two main categories;

Major Malpractice

Serious and /or deliberate breaches of conduct, or serious neglect of professional duty, this category of malpractice represents a high risk to the integrity of the qualification.   Major Malpractice could result in the invalidation or revocation of examination results and / or certification.  In this instance OfQual must be informed of the malpractice case and WSET® Awards will take all appropriate action as directed by the Regulatory Authority.  An example of Major Malpractice would be, ‘Fraudulent use of WSET® certificates and the issue of false examination results’ or ‘Unauthorised amendment, copying or distribution of examination papers’.

Minor Malpractice

Minor and /or accidental breaches of conduct or neglect of professional duty, or those more major breaches not considered to be deliberate or malicious in intent, this represents a lower risk to the integrity of the qualification and would not affect examination results or certification.  Examples of minor malpractice could include, ‘failure to follow procedures laid out in the Operating Handbook’ or ‘Change of examination location or altered facilities so they no longer meet the required standards’.
Reporting Malpractice

All APPs are required to report any potential case of malpractice by candidates, educators, invigilators or centre staff to the Centres Co-ordinator and Quality Assurance Manager at WSET® Awards immediately using the Notification of Potential Malpractice Form.  

Failure to do so may result in the refusal to issue results and Certification to candidates, the invalidation of examination results or the withdrawal of approval to offer WSET® qualifications.

Where APP personnel are involved, the APP should follow its own procedures and keep WSET® Awards informed of the steps taken to resolve the situation.

Malpractice may be reported to WSET® Awards by a WSET® Awards appointed Approval Visitor.  In this instance the APP will be advised during the approval visit that a case of Malpractice is being reported.

WSET® Awards will also act upon reports of suspected or actual malpractice received from candidates or other parties regarding an APP’s activities or personnel which may affect the integrity of WSET® qualifications.  In such circumstances, the main contact at the APP will be notified and invited to respond prior to further action being taken.

WSET® Awards responsibility

WSET® Awards will confirm receipt of a report of suspected or actual malpractice within 3 working days.

Should a case of malpractice be raised with WSET® Awards against the Programme Provider, the main contact, or other appropriate person within the management of the APP, will be notified and invited to respond prior to further action being taken.  Notwithstanding the foregoing, WSET® Awards reserves the right to immediately suspend an APP’s approval if, after consultation with the WSET’s Chief Executive, it is decided that such a suspension is required to protect the reputation of the WSET, and to prevent any possible re-occurance of the alleged malpractice.  In such circumstances, the APP will be notified immediately and will be required to co-operate with the WSET® whilst the alleged malpractice is investigated.
WSET® Awards will request supporting evidence from the APP, Candidate or other parties to validate the report of suspected or actual malpractice.

When supporting evidence has been supplied, WSET® Awards will conduct a full investigation of the suspected or actual malpractice to identify the cause and to determine whether malpractice has actually occurred.  

Where it is determined that malpractice has occurred, a report will be filed. This will include whether the malpractice is accidental or deliberate, and represents a major or minor threat to the integrity of the qualification.

WSET® Awards will subsequently decide whether any sanctions should be applied to the APP, their staff or the candidate concerned.

Any case of malpractice that threatens the integrity of the qualification, results issue or certification will be reported to the Regulatory Authority.

Where the report is the result of an internal investigation by the APP, WSET® Awards will review all the documentation supplied and action taken to ensure that any decisions made by the APP are valid.  WSET® Awards may request additional information to determine whether any sanctions should be applied to the APP, their staff or the candidate concerned.

APP’s responsibility

The APP Main Contact is responsible for ensuring that all staff involved in the delivery and / or administration of the WSET® programme are aware of, and comply with, this policy.  The APP must also establish a framework of controls and checks that is adequate to minimise and identify any instances of malpractice and is fit for purpose of reporting and investigating any alleged malpractice.

The main Contact agrees to co-operate fully with WSET® Awards in any investigation of alleged malpractice at the APP including the removal and / or suspension of staff from their WSET® duties during such investigation.
Sanctions

In cases of alleged major malpractice WSET® Awards has the right to suspend an APP’s approval with immediate effect if such action is approved by the Chief Executive of the WSET® whilst an investigation is carried out.

Following an investigation by WSET® Awards, it may be necessary to apply one or more of the following sanctions against the APP and/or their staff.

· Creation of an action plan / letter of warning;

· Withdrawal of internal assessment permissions;

· Invalidation of examination results / certification;

· Withdrawal or temporary suspension of approval to offer a specific WSET® qualification;

· Withdrawal or temporary suspension of approval to offer all WSET® qualifications.

Where previously agreed corrective measures are not implemented, the sanctions will progress to the next level of severity following the guidelines of the NVQ Code of Practice.

Following an investigation by WSET® Awards, it may be necessary to apply one of more of the following sanctions against an individual candidate or candidates.

· Letter of warning;

· The disallowing of an examination result;

· The invalidation of a certificate and/or unit certificate and recall of certification already issued;

· Refusal of entry to future WSET® qualifications.

All decisions with regard to malpractice will be communicated in writing within 20 working days following receipt of supporting documentation.  Where it is not possible to respond within this timeframe, a written response will be given providing a date for completion.

Any candidate, educator, invigilator or APP has the right to appeal any decision made against them using the General Appeals section of this handbook, or as detailed in the WSET® Customer Service Statement .
Equal Opportunities Policy Statement 

As an awarding body, WSET® Awards fully supports the principles of Equal Opportunities.  We strive to ensure that all candidates for our qualifications are treated fairly and on an equal basis 

Equal Opportunities are assured by:

· the selection, recruitment and training of those working for WSET® Awards;

· the consideration of all aspects of this policy at an early stage in the development of new schemes or qualifications;

· ensuring that the format and content of all syllabi, examinations and other do not discriminate against anyone;

· ensuring there are no barriers to entry to units and qualifications, which we develop and deliver and/or offer, for disabled people, women or men, or people from different racial groups, other than those directly related to the integrity of the units or qualifications.  The nature of any barriers will be stated and the inclusion of the requirements that create the barrier justified only and explicitly in terms of the integrity of the unit or the qualification.  Details of how the effect of any barriers will be mitigated will be recorded, including using access arrangements or including reasonable adjustments.

· clarifying the responsibility of all members of staff and/or consultants, involved in any aspect of our qualification development and delivery arrangements, to comply with this policy.  In particular external parties invited by WSET® to contribute to these development arrangements must also, as representatives of relevant learners, ensure that the views of learners and others are taken into account in the development of QCF units and qualifications.

· anonymous assessment of examination candidates wherever possible;

· promoting practices and procedures in WSET® Approved Programme Providers (APPs) that give equal opportunities to everyone; 

· requiring all WSET® Approved Programme Providers (APPs) to have equal opportunity policies in place;

· the variation of any conventional rules and regulations for the conduct of examinations which might inhibit the performance of candidates with specific needs, provided that the standard, quality and integrity of the assessment is not compromised.  APPs should refer to the Reasonable Adjustments and Special Considerations policies located in the WSET® Operating Handbook;

· working as appropriate with relevant organisations and agencies to develop measures to identify and prevent inequality of opportunity;

· making every effort to ensure that there is equality of opportunity in its assessment process, regardless of the candidate’s gender, age, racial origin, religious persuasion, sexual orientation or disability;

· ensuring, to the best of our ability, that any documentation produced does not contain language or images which may be regarded as offensive or stereotypical, and that they reflect the diversity of contemporary society;

The WSET® is an equal opportunities organisation and will consider applications from any organisation or individual who can demonstrate that they meet our approval criteria.  We do not give any one provider exclusivity to offer our qualifications in a defined territory or region.

This policy is published in the WSET® Approved Programme Providers Operating Handbook and should be made available to candidates upon request.

Monitoring

WSET® will comply with all current and relevant legislation and this policy will be monitored and reviewed annually.   At the time of writing relevant legislation includes, but is not limited to: 
· The Rehabilitation of Offenders Act 1974;

· The Sex Discrimination Act 1975;

· The NHS Community Care Act 1990;

· The Disability Discrimination Act 1995;

· The Asylum and Immigration Act 1996;

· The Human Rights Act 1998;

· The Sex Discrimination (Gender Realignment) Regulations 1999;

· The Employment Equality (Religion or Belief) Regulation 2003;

· The Employment Equality (Sexual Orientation) Regulation 2003;

· The Equal Pay Act 1970 (Amendment) Regulations 2003;

· The Race Relations Act 1976, The Race Relations (Amendment) Act 2000, and Amendment Regulations 2003;

· The Gender Recognition Act 2004;

· The Employment Equality (Sex Discrimination) Regulations 2005;

· The Employment Equality (Age) Regulation 2006;

· The Equality Act 2006; and

· The Equality Act (Sexual Orientation) Regulation 2007.

Note, from April 2010 the Equality Bill may come into force, which will replace all existing discrimination legislation and the Acts listed above.  

As part of the monitoring of candidates registering for a WSET® qualification we will collect information on diversity, requests for special consideration, access arrangements and feedback from learners, centres and other stakeholders.

All relevant issues identified as suggesting our provision or services have unnecessary impact on learners will be reported back to the Centre Registration and Quality Assurance Manager who will be responsible for leading on introducing amendments to provision and/or services where necessary and in accordance with our documented procedures for developing and reviewing units and qualifications.  Details of the outcomes of each review will be made available to the qualification regulators upon request.

NOTE TO CANDIDATES

Candidates who believe they have been discriminated against should contact their Approved Programme Provider for further advice.
Scholarships
For those candidates employed in the UK drinks industry, as well as for a limited number of candidates outside the trade, WSET® Awards manages a scheme to match outstanding examination candidates to scholarship awards made available by industry sponsors. The awards are typically visits to wine or spirit producing regions.  In a number of cases, further interviews are held to determine suitable candidates.  

The following is a list of the current scholarships available to candidates for the academic year 2011-12. Candidates eligible for scholarships will be contacted by WSET® Awards at the appropriate time.

Level 2 Award in Wines & Spirits Scholarships and Prizes

The Champagne Scholarship, India

Candidates who studied in India and gained top marks in the Level 2 Award in Wines & Spirits will be invited to an interview.  The award is a study tour to Champagne arranged by the Office of Champagne in India.

Level 2 Award in Spirits Scholarships and Prizes

The Worshipful Company of Distiller’s Award

A travel to be used for a study trip to a spirit producing region is awarded to a candidate from the UK wine trade who gained top marks in the Level 2 Award in Sprits exam.

Delamain Cognac Prize

A study visit to Cognac with Delamain Cognac is awarded to a candidate from the UK wine trade who gained top marks in the Level 2 Award in Sprits exam
Level 3 Award in Wines & Spirits Scholarships and Prizes
Candidates who gained top marks in the Level 3 Award in Wines & Spirits exam are invited to a Viva Voce exam for these scholarships.

The Julian Brind Scholarship

A bursary to be used for a study trip to a wine and/or spirit producing region. 

This award is sponsored by the Wine & Spirit Education Trust. 
The Vintners’ Bursaries

Three separate bursaries, sponsored by The Vintners’ Company, to be used towards the cost of a foreign study tour to be arranged by the scholars. 

These bursaries are also open to students not employed within the wine & spirit trade.

The Champagne Academy Scholarship

A place on the Champagne Academy study course.
Porter & Laker Prize

£850 towards Diploma course fees plus £350 to winner’s company for subscription to The Benevolent., awarded by Porter & Laker, Shippers and Forwarders to the Wine Trade.

Wines of Australia

The top Level 3 Award in Wines & Spirits graduates from China, India / Singapore and Korea / Japan – are invited to apply for a study trip with Wines of Australia.

The United Kingdom Vineyards Association Prize

A programme of events throughout the vineyard year; seasonal visits to appropriate English vineyards, an invitation to the National Competition, the UK Awards ceremony and the November Symposium plus a case of English wine.
The Incorporation of Coopers of Glasgow Scholarship

A visit to a cooperage and a whisky blending session in Glasgow.
The Rhône Prize

A silver-plated wine cooler, held by the winner for a year, and a case of Rhône wines selected by Hallgarten Wines.

Decanter Magazine Prizes
Two prizes, for non-trade students, each of one year’s subscription to Decanter Magazine and an invitation to the Fine Wine Experience.

Level 4 Diploma in Wines & Spirits Scholarships and Prizes

The Vintners’ Cup

A silver trophy awarded annually to the top graduate with distinction achieving the highest aggregate mark, and held by the winner for a year.
The Vintners’ Scholarship

A bourse de voyage to enable the winner to visit the wine/spirit producing region(s) of his/her choice. Awarded by the Vintners’ Company to the top scholar in the UK wine industry.

The Derouet Jameson Award

Awarded to two outstanding graduates.  The value of the award is over £3,500 each to assist deserving candidates with the cost of the Master of Wine study course and a wine study tour.
The Waitrose/IWSC Scholarship

 A top graduate will win a study trip to a Waitrose supplier; attendance and induction at IWSC competition judging with possible promotion to member judge; visit to Corkwise; travel bursary to Champagne, and an engraved magnum decanter.
Wines of Australia

Five top graduates, one each from Canada, USA, mainland Europe, Ireland and Asia/Pacific, are awarded a study trip to Australia.
The Thierry Cabanne Scholarship Award

A month’s work experience at Thierry’s for a first or second year Diploma student who is studying in the UK.

The McNie Tasting Trophy
A silver-plated wine cooler awarded to the graduate submitting the best Unit 3 tasting paper and held by the winner for a year.

The Wine Trade Club Paten Scholarship

A bourse de voyage to enable a top graduate to visit the wine/spirit producing region(s) of their choice.
The Peter Hampson Memorial Scholarship

A £500 bursary is awarded to a graduate with outstanding marks in Unit 2.

Wines of Chile Scholarship 
A study trip to Chile is awarded to a top graduate who is working in the wine trade.

Light Wines of the World

The following are awarded to graduates or first year students with top marks in Unit 3.
The Freixenet  Bursary

A study visit to several Spanish wine regions as guest of Freixenet (DWS) and associated companies.

The Codorniu Scholarships

A study trip to Spain for three winners.
The Sogrape Vinhos Scholarship

A study visit to the four classical regions of Portugal.
The Royal Tokaji Mad Scholarship

A two day study trip to Tokaji.

The Wines of Portugal Scholarship

A study visit to Portugal.

The Louis Jadot Burgundy Scholarship

A study trip to Burgundy.

Gruppo Italiano Vini Scholarship

A study trip to Italy.

Wine of Germany

A study trip to Germany.

Spirits of the World

The next two scholarships are awarded for a top examination paper in Unit 4.
The Worshipful Company of Distillers Scholarship

A study tour, organised by the WSET, to distilleries within the United Kingdom. 
The Martell Cordon Bleu Scholarship

A study visit for two students to Cognac as guests of Martell Cognac. 

Sparkling Wines of the World

The next two scholarships are awarded for a top examination paper in Unit 5.

The Champagne Scholarship

A personally tailored study visit to Champagne as guest of the CIVC. Scholarship awarded on interview. 

The Moët et Chandon Scholarship

A study visit to Champagne as guest of Moët et Chandon and sister houses. 
Liqueur Wines of the World

The Lustau Sherry Trophy

A study visit to Jerez as guest of Emilio Lustau SA. and a trophy in the form of a silver copita, to be held by the winner for a year, awarded for a top examination paper Unit 6.

The Graham’s Port Scholarship

A study visit of 4-5 days to the Port producing region.
Hors Concours

A case of wine  awarded to the top non-trade graduate by the Vintners’ Company.

Level 5 WSET® Honours Diploma Scholarship
The IWSC Scholarship

A bursary of £2,500 for a study trip.
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APPENDIX 1 - Criteria for Approval as a WSET® Programme Provider

The guidance below follows the format and order of the General Application form, but please note that the paragraph numbers in this guide do not directly cross refer to the question numbers on the form.
1.
General Information

1.1 Organisations or individuals seeking approval as a Programme Provider for WSET® qualifications are required to provide WSET® Awards with the full name of their organisation which will be offering courses that lead to the award of a WSET® qualification.  This name will be the name on the APP Approval Certificate, and the one used for invoicing.  If you wish invoices to be addressed to another legal entity, please provide details on the Account Application form.

1.2 Organisations or individuals seeking approval as a WSET® Programme Provider for WSET® qualifications must provide a full correspondence address including an e-mail addresses as this is our preferred method of communication.  The main address should not be a PO Box or third party address as this is the address for sending all examination papers which must be signed for by the APP.  This address will be used as the publicised address for the APP even though courses may be run at other venues.

1.3 Organisations or individuals must state whether they are open to the public (see question 2.8 on the Application Form).  Details of Programme Providers who are open to the public will be published on the WSET® website and Open APPs must be willing to accept any eligible student who applies to them to enrol on a WSET® course.  Please provide the most accurate link to your website pages that will be used to advertise your WSET® programme so that potential students are taken direct to the relevant pages.

1.4 Organisations or individuals seeking approval as a WSET® Programme Provider must indicate which qualifications they are applying to offer.  Please refer to the Specification document for each qualification to ensure you are applying for the correct qualification for your needs, and complete separate application forms for each qualification(s) being applied for, ensuring that you are eligible to deliver that qualification.  Please note that Approval to offer the WSET® Level 4 Diploma is limited to existing APPs who have offered the Level 3 / Advanced Certificate successfully for at least the last three years, with at least 50 candidates passing the qualification annually, and requires a pre-registration consultation with WSET® Awards which may include a visit at the Programme Provider’s expense.  

2.
Organisation Background

2.1 In this section of the application form you are asked to provide details about the organisation applying to become and APP.  If you are an individual / sole trader, please provide as much information as you can.

2.2 Organisations or individuals must state what type of organisation they are.  Examples include; colleges, adult education centres, retailers, wholesalers, private companies, independent trainers.  Where the application is coming from a corporate entity they should also provide the name of any parent or holding company.

2.3 Your pre-application form will be attached to your application form when it is handed over to WSET® Awards with the other details about your organisation’s background structure and objectives.

3.
Staffing

3.1 Organisations or individuals seeking approval as a WSET® Programme Provider for WSET® qualifications must nominate a Main Contact for WSET® qualifications and provide appropriate correspondence details.  The Main Contact will take responsibility for all areas as detailed above and in the APP Operating Handbook.  As set out in the note at the bottom of this page of the form, it is the Main Contact’s responsibility to ensure that all other staff involved in the delivery or administration of the WSET® programme comply with the relevant rules, regulations and procedures applicable to their job role Please provide all of the required information about the person being proposed as the Main Contact for this APP.

3.2 The Main Contact is required to complete the declarations in questions 3.2 to 3.8.  If any question is answered “no” please provide additional information on page 11 of the form or on a separate sheet.

3.3 Organisations or individuals seeking approval as a Programme Provider for WSET® qualifications are required to appoint a nominated Examinations Officer.  Wherever possible the Examinations Officer should not be involved in the actual delivery of courses.  Full details of the responsibilities of the Examinations Officer can be found above and in the Roles and Responsibilities section of the APP Operating Handbook.

3.4 The nominated Main Contact agrees to advise WSET® Awards immediately of any change of personnel or contact details.  Failure to provide accurate information may affect the status of approval.

4.
Course Delivery

4.1 Identify the venue(s) that you plan to use and state its / their maximum capacity for teaching.  Please indicate if the venue(s) is owned by the APP or if it is being hired by the APP for the delivery of WSET® courses.  Please complete a satellite site for each venue (see end of application form) so that we have the full contact details of the venue.

4.2 Please answer all of the questions 4.2 – 4.5 with reference to each of the venues you intend to use (if different facilities exist at each venue) and provide details of what materials and teaching you will be providing to students to prepare them for their examination (questions 4.6 – 4.8).

4.3 If you are offering a Distance Learning Programme, please provide full details of the support you will be providing students on the relevant qualifications application form.  We do not allow students to self-study for WSET® examinations, and all exam students must be enrolled on a course of study with an APP.  If students are studying away from the classroom, the APP must describe the services and support they are proposing to support such students.

4.4 WSET® do not set the prices for our qualification courses.  This is up to you, but please note that the price must not be exploitative, so that as many students as possible have access to our qualifications, and the exam fee may not be an optional extra.  If you need help in developing your costings please contact us for further advice.  Students must be informed of the full cost of completing the qualification at the time of their registration, including any cancellation or refund arrangements.  If a fee is payable in instalments and crosses two academic years, the full estimated cost based on current year prices should be given.  WSET® Awards will usually request examples of the APP application form and course prospectus during the Approval Visit.

4.5 In many markets, funding from central or local education bodies (among others) may be available to either the course provider or to individual students.  WSET® Awards is not in a position to give advice on this, but you should consider investigating whether such funds are available for students taking WSET® courses with you.

4.6 Please provide a copy of your proposed course booking form.  This needs to include (or be linked to) your terms of business.  Terms of business need to include payment terms, conditions of booking, refund and cancellation arrangements and any other legal requirements for your territory.

5.
Examinations

5.1 Identify the venue(s) that you plan to use and state its maximum capacity for examinations.  Please indicate if this venue(s) is owned by the APP or if it is being hired by the APP for the examination.  Please complete a satellite site for each venue (see end of application form) so that we have the full contact details of the venue.

5.2 Please answer all of the questions 5.2 – 5.9 with reference to each of the venues you intend to use (if different facilities exist at each venue).

5.3 It is your responsibility to operate a policy of open access to WSET® qualifications.  Candidates with special requirements for the examination are allowed to apply for Reasonable Adjustment.  Please refer to the APP Operating Handbook and explain how you will operate this policy.

5.4 APPs are not required to accept candidates who have not studied with them prior to their exam, but we ask that APPs do accept students who can prove that they have studied with another APP but are unable to attend an exam at that APP (eg due to relocation).

5.5 You must have robust procedures for handling and storing WSE®T exam papers, prior, during and after the examination.  Please describe how exam papers will be handled so that they remain secure whilst in your possession.

6.
Financial Requirements
6.1 All APPs are required to complete an Financial Details form, which is attached at the back of the General Application form.  

6.2 Please complete the questions 6.2 – 6.9.  If any question is answered “no” please provide additional information.

6.3 All new APPs are required to provide details of a credit card and a mandate permitting WSET® to charge this credit card prior to dispatch for all orders placed by the APP (up to a total of £500 per transaction).  Should an individual order exceed £500 we will seek specific authorisation to charge the credit card.  If the APP does not have a credit card, all orders must be accompanied by a sterling cheque or bank transfer.  After at least 6 months have elapsed and an APP’s purchases are more than £2,000 WSET® will reappraise the payment system and may allow credit terms.  The APP’s Main Contact will be notified if a credit account is being made available.

6.4 Approval as a Programme Provider is subject to the payment of the annual registration fee.  The APP Main Contact will be given details of the annual registration fee when renewal documentation is sent out in June each year.

6.5 All invoices raised by the WSET® will be in pounds sterling and are due for settlement within 30 days.  The WSET® retains the right to charge interest on outstanding amounts.  Any bank charges applied to transfer payments or exchange rate differences are the responsibility of the APP.  Payment may also be made by credit or debit card. (Please note that we are unable to accept payment by American Express or Diners Card).  Please note that should an account fall into arrears, we reserve the right to withdraw the APPs line of credit, and to require payments in advance for future orders and / or suspend approval and / or withhold candidates’ results until a payment scheme is agreed to settle the overdue account.

6.6 The APP accepts responsibility for ensuring that the APP complies with all relevant tax legislation including VAT (or equivalent) that applies to its provision of WSET® courses, and agrees that the WSET® has no responsibility for any tax liabilities arising from the provision of WSET® courses.  It is the responsibility of the APP’s Main Contact to take any necessary professional advice to ensure that their business is compliant with all local legislation and regulation.

7.
Quality Assurance and Regulatory Requirements

7.1 WSET® Awards is regulated by OfQual which sets certain requirements relating to the provision of our qualifications.  In addition your territory may have specific requirements governing the provision of education services and / or the supply and consumption of alcohol.  In this section of the application form you are required to confirm your compliance with the policies and regulations set out in questions 7.1 to 7.16 and attach relevant documents where these are asked for.

7.2 It is the responsibility of the APP’s Main Contact to ensure that each WSET® course or examination is compliant with all applicable legal and regulatory requirements of their country or territory.  The APP’s Main Contact is advised to consult with their local education board and licensing authority (or equivalent bodies) to determine whether any special permissions or licences are required for either their organisation, the individual educator delivering the course or the premises used for courses that include the tasting of alcoholic beverages.  

7.3 WSET® Awards will conduct an initial Approval Visit for quality assurance purposes.  The APP’s Main Contact must therefore be prepared at the request of WSET® Awards to provide access to premises and teaching facilities so that we can validate that these meet the minimum approval criteria.

7.4 WSET® Awards will subsequently visit the Programme Provider periodically to ensure that approval criteria continue to be met.  This visit will normally be arranged at a mutually acceptable time and all fees are included in the APP annual renewal fee (non-UK Programme Providers will incur additional travelling expenses to be agreed between the Wine & Spirit Education Trust and the APP’s Main Contact).  This also provides an opportunity for the APP to discuss any areas of concern with a representative of WSET® and ensures that the APP receives the support it requires.  

7.5 WSET® Awards reserves the right to visit an APP, including any satellite sites, unannounced during or just before an examination in order to maintain the integrity of our qualifications and awards.  For this reason it is a requirement that all orders for examination papers indicate the precise venue and timing for the examination.  Any amendment to this information must be agreed between the APP’s Main Contact and WSET® Awards in advance of the examination and may incur a surcharge fee.

7.6 WSET® Awards reserves the right to visit APPs at the APPs own cost in instances of complaint or malpractice.  

7.7 The APP’s Main Contact agrees to allow access to relevant Government and or Regulatory Bodies, and agrees to co-operate with any reasonable requests from such external bodies.

7.8 WSET® Awards will provide the APP’s Main Contact with an annual performance report. This will provide APPs with a breakdown of results for each qualification and unit of the examination to facilitate performance against the global average.  Where the performance of an APP is giving cause for concern, WSET® Awards reserves the right to ask the APP’s Main Contact to prepare an action plan which will be monitored explaining what changes will be made so that performance will be improved.

7.9 WSET® Awards will monitor all APPs regularly to ensure that the criteria and codes of practice are adhered to in full.  APPs may be required to complete periodic self assessment returns.  Failure to respond to any reasonable request for information may affect the approval status of the Programme Provider.

7.10 The APP’s Main Contact must further ensure that they have adequate and appropriate insurance cover.  The WSET® has no liability for any claims arising against the APP in relation to any aspect of the delivery of a WSET® course, or the administration of a WSET® examination.

7.11 The Programme Provider must have in place each of the following policies:

· Equal Opportunities: this should be provided for WSET® Awards during the Approval Visit

· Reasonable Adjustments: this should be provided for WSET® Awards during the Approval Visit to ensure it complies with WSET® policies

· Complaints: You will need to provide details of your complaints procedure at the Approval Visit 

· Suspected Malpractice: You will need to provide details of your procedure for dealing with malpractice at the Approval Visit

7.12 The APP’s Main Contact must agree to inform WSET® Awards promptly of any serious situations with regard to malpractice i.e. incident report, internal or external correspondence with parties concerned.

7.13 The APP’s Main Contact must consult WSET® before using the WSET® logo and supply copy when requested, and all use must comply with the Brand Image Guidelines (available on the APP Global Campus).  The WSET® will pursue instances of unauthorised copying where these are identified.  This applies to segments of materials such as maps as well as entire publications. 

7.14 The APP’s Main Contact agrees to respect all WSET® Copyrights. Examination Papers and Certificates must not be copied under any circumstances and this will be regarded by WSET® Awards as incidence of Serious Malpractice and handled accordingly.  The WSET® Systematic Approach to Tasting© checklist is freely available for duplication, as long as all copies carry the acknowledgement and copyright statement.

7.15 If the organisation or individual applying to become an APP has had any contact with an existing APP in the last 3 years please provide details.

7.16 If the organisation applying to become an APP is currently approved by any other Awarding Body, or holds any external accreditation (eg trade association, ISO, government scheme, regulatory body, education body accreditation) please provide details.

7.17 If approval by any Awarding Body has been refused or revoked, please provide details.

8.
Additional Information

8.1
Please use this section to supply any further information you think may support your application to become an Approved Programme Provider for the WSET®.  If you have replied ‘No’ to any of the criteria listed above, you must give details of your reasons below.

9 & 10.
Payment details & Declaration

9.1 Please enclose a cheque or credit card details to cover your application fee.  The first year approval fee is based on the highest level you wish to offer.  If your application is not successful, your application fee will be refunded, less any costs incurred.

9.2
This application must be signed by the person applying to be the Main Contact.  

APPENDIX 2 - Administrative Forms

All of the Administrative forms for 2011-12 can be found on the Administration Form section of the APP Global Campus at www.wsetglobal.com 
The following forms can be found:
General Administration
· Addition of a Satellite form
· Change of APP name / transfer of ownership

· Change of APP Main Contact

· Change or addition of Examinations Officer

· Change of Nominated Educator

· Financial Details form

· Request for Reasonable Adjustment

· Request for Special Consideration

· Request for Replacement Certificate

· Request for Percentage breakdown (Level 3)

· Notification of Potential Malpractice
· Enquiry against Examination Result and Examination Feedback

· Appeal against Examination Result

· Materials Order form
Qualification Forms

· Level 1 Award in Wines – Examination order form

· Level 1 Award in Wines – Candidate registration form
· Level 1 Award in Wines – Invigilation Instructions

· Level 1 Award in Spirits – Examination order form

· Level 1 Award in Spirits – Candidate registration form

· Level 1 Award in Spirits – Invigilation Instructions

· Level 1 Award in Wine Service – Assessment Notification form

· Level 1 Award in Wine Service  – Candidate registration form

· Level 2 Award in Wines and Spirits – Examination order form

· Level 1 Award in Wines and Spirits – Candidate registration form

· Level 1 Award in Wines and Spirits – Invigilation Instructions

· Level 2 Award in Spirits – Examination order form

· Level 2 Award in Spirits – Candidate registration form

· Level 2 Award in Spirits – Invigilation Instructions

· Level 3 Award in Wines and Spirits – Examination order form

· Level 3 Award in Wines and Spirits – Candidate registration form

· Level 3 Award in Wines and Spirits – Invigilation Instructions

· International Higher Certificate – Examination order form

· International Higher Certificate – Candidate registration form

· International Higher Certificate – Invigilation Instructions

· Diploma Entry Exam – Examination order form

· Diploma Entry Exam – Candidate registration form

· Diploma Entry Exam – Invigilation Instructions

General Handbook Appendix 3 
Guidance for Reasonable Adjustments and Special Consideration for WSET® Qualifications

Please see separate document on the Global Campus
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