I The Institution
of Fire Engineers

Group Booking Policy

Introduction

The Institution of Fire Engineers Awarding Organisation is a small, specialist awarding organisation
which prides itself on its knowledge of the fire sector and on the quality and integrity of the
qualifications delivered.

As part of our delivery of examinations we offer Group Bookings to organisations booking a
minimum of 10 entries on to the individual examination session.

Requirements
The organisation must provide a point of contact for their group booking. The point of contact must
then complete the group booking spreadsheet sent by the IFE.
¢ Please note: the instructions tab within the spreadsheet details the information that must be
provided. Once the information has been fully completed, column D will turn GREEN to
indicate that the required information has been provided. If column D shows RED we will be
unable to process that entry and no booking will be made for that candidate.

Once the spreadsheet has been fully completed the group booking contact must inform the IFE via
email at exams@ife.org.uk that the form has been completed, along with a Purchase Order number.
The group booking contact will retain access to the data until the standard entry deadline. After this
date, access will be removed to the entry tab on the form and no further amendments can be made
without additional administration fees.

After the entry deadline, group bookers will be given access to the to be withdrawn tab within the
spreadsheet.

It is the responsibility of the group booking contact to ensure that all candidates agree to have their
information and subsequent results shared to the group booker. Where a candidate does not agree
to this, they must apply as an individual exam candidate.

Reasonable Adjustments
Requests for Reasonable Adjustments must be made directly by candidates using their MyIFE
account.

IFE Exam Applications

Invoices
Invoices for group bookings are payable upon presentation.

Examination results

Access to the examination results will be granted to the organisation contact on the advertised
results day. The access link given will be valid for a period of 30 days. Results will also be available to
each candidate via their MyIFE account.
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