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. Introduction

The University Careers Counsellor (UCC) is an important role within IB World Schools acting as the
bridge between students and institutes. This guide is designed to support UCCs by providing
information on resources which can assist you in your role and therefore your students.

The guide includes:

How you can add one UCC's contact information to your school’s page on the IB website.
How you can allow universities to contact you, in a secure way, through the IB website.
How you can create a School Profile for universities

How you can link your “School Profile for Universities” from your school’s website to the
IBWS website

How you can access IBIS in order to request transcripts to be sent to universities

6. Legalization
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The IB plans to develop more resources for UCCs over time and these will be added to this guide.

Il. Create an account via My IB

In order to gain access to many of the functionalities within this manual you will require a My IB
account. You can learn more on how to quickly create a My IB account. There are multiple roles within
My IB, as a UCC for a variety of reasons you should apply for the “University Career Counselor” role.

If you already have a UCC role on My IB you can go to the next section: Adding details to your school
page on the IBO website.

1. Apply for the UCC role
Log on to My IB Portal -> Click on IB Roles.

ﬂéﬁ &l | (¢ \

.~ “l::&

£

S
My Institute My School Heads Engage IB Answers
My IB roles

To manage your roles, go to IB Roles.
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IB Roles
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https://vimeo.com/282275462
https://internationalbaccalaureate.force.com/ibportal/

Bienvenue sur Mon IB, Francis
Pour maintenir vos renseignements personnels a jour, visitez de votre profil.

Centre de L'IB vous répond
ressources
pedagogiques

Mes roles de I'IB
Pour Pour gérer vos roles, cliquez sur Roles de 1'IB.

=

Réles de
I'IB

Bienvenido a Mi IB, Francis
Mantener sus datos personales actualizados Ingrese a su perfil para.

Roles y puestos en Mi IB
Para Para administrar sus roles, haga clic en Roles y puestos del IB.

=

Roles y
puestos del
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Just registered with My 1B?

Next, click on the "IB Roles" icon
below and register your role at
your current school (for example
a teacher or librarian). Your
programme coordinator will
receive an alert to confirm your
role. When your role is confirmed
you can login to see that new
icons have been added to your
My |B homepage, enabling you to
access a variety of IB resources,
applications and communities
that are relevant to your role.

Vous venez de vous inscrire 3 Mon IB 2

Cliquez sur l'icone Roles de 1B
ci-dessus et inscrivez-vous pour
le réle que vous exercez (par
exemple, enseignant ou
bibliothécaire) au sein de votre
établissement scolaire actuel. Le
coordonnateur du programme de
votre établissement recevra une
notification lui demandant de
confirmer votre role. Une fois
votre réle confirmé, vous verrez
que de nouvelles icones ont été
ajoutées sur votre page d'accueil
de Mon IB. Ces icones vous
permettront d'accéder aux
diverses ressources, plateformes
et communautés de I'B qui sont
pertinentes pour votre role.

More IB roles?

If you have more than one IB role
(for example, you are a teacher
and an MYP personal project
coordinator), or you are
interested in applying to join the
1B Educator Network (IBEN), then
please click on the "IB Roles"
icon to register each of your other
1B roles.

Mes réles de I'IB

Pour Pour gérer vos roles, cliquez sur Rles de 1'IB.

2

Roles de
I'B

Vous exercez plusieurs roles au sein de

I'B?

Si vous exercez plus d'un réle au
sein de I'IB (par exemple, vous
occupez les fonctions
denseignant et de coordonnateur
du projet personnel du PEI) ou si
vous souhaitez postuler pour
faire partie du réseau de
collaborateurs de I'B (IBEN),
cliquez sur l'icone Roles de I''B et
inscrivez-vous & d'autres réles au
sein de I'lB.

Do you have a query?

Once your role has been
confirmed, you will see an “IB
Answers" icon is now visible. You
will find thousands of help articles
and be able to contact our IB
Answers team. If your role hasn't
yet been confirmed, simply email
us at support@ibo.org and we
will be happy to help.

Vous avez une question ?

Une fois votre rdle confirmé, vous
pourrez voir I'icone L'IB vous
répond. Elle vous permettra
d'accéder a des milliers d'articles
utiles et de contacter I'équipe de
L'IB vous répond. Si votre role n'a
pas encore 1 confirmé,
n'hésitez pas & nous écrire &
support@ibo.org et nous nous
ferons un plaisir de vous aider.

Welcome to My IB, your secure gateway to IB resources, applications and communities
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You will see an overview of all currently available roles for your school, including “University and Career

;S acaba de registrar en Mi IB?

Haga clic en el icono “Roles y
puestos del IB" de arriba e
introduzca el puesto que
desempeifia en su colegio (por

ejemplo, profesor o bibliotecario).

El coordinador del programa
recibira una alerta para que
confirme su rol. Cuando el rol
haya sido confirmado, podra
iniciar sesion y vera que
aparecen NUEVOS iCoNos en su
pagina de inicio de Mi 1B, los
cuales le permitiran acceder a
diferentes recursos, aplicaciones
y comunidades de la
organizacion pertinentes para su
funcion.

Roles y puestos en Mi IB

Para Para administrar sus roles. haga clic en Roles y puestos del IB.

2

Rolesy
puestos del
B

;Desempefia més de un rol o puesto?

Si desempefia mas de un rol (por
ejemplo, es profesory
coordinador del Proyecto
Personal del PAI) o le gustaria
unirse a la Red de educadores
del IB (IBEN), haga clic en Roles
y puestos del 1B, y podra afiadir
otros roles.

Counsellor” -> click Register next to the role.

{Tiene alguna consulta?

Cuando su rol haya sido
confirmado, vera el icono de “El
IB responde” Alli tiene a su
disposicion miles de articulos de
ayuda y también puede ponerse
en contacto con el equipo del
departamento “El IB responde”.
Si su rol todavia no ha sido
confirmado, no tiene mas que
escribimos un mensaje a
support@ibo.org y estaremos
encantados de ayudarle

School Role

ATL Coordinator @

Community Project Coordinator @
General and Academic Counselor @
Head of Facuity @

ICT Coordinator @

Personal and Professional SKills
Coordinator @

Programme Associate @

Service Learning Coordinator @

University and Career Counselor @

090 000000
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CAS Coordinator @
Deputy/Assistant Head @
Group of Schools Affiliate @
Head of Section @
Librarian @

Personal Project Coordinator @

Reflective Project Lead Supervisor @

Teacher @

40 000000
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Réles au sein de I'établissement

Coordonnateur du cours d'approches
de l'apprentissage @

Coordonnateur du projet

Coordonnateur du programme CAS @

Directeur adjoint @

4 H

communautaire @

Conseiller general et scolaire @ Affilié & des groupes d'établissements Sinserire
scolaires @

Chef du personnel enseignant @ Directeur de section @ S'inscrire

Coordonnateur des TIC @

Coordonnateur du cours de
compétences personnelles et
professionnelies @

Adjoint au programme @

)
e
E

Bibliothécaire @

Coordonnateur du projet personnel @

Superviseur principal du projet de
réflexion @

1 B

Slinscrire

Coordonnateur du programme Enseignant @ Sinscrire
d'apprentissage par le service @

Conseiller d'orientation universitaire et

professionnelle @

Funcion en el colegio

Coordinador(a) de enfoques del Coordinador(a) de CAS @ Registrarse
aprendizaje @

Coordinador(a) del Proyecto Subdirector de colegio ® Regisirarse
Comunitario @

Asesor(a) general y académico(a) @ Registrarse Miembro de un grupo de colegios @ Registrarse

Jefe(a) del personal docente @
Coordinador(a) de TIC @

Coordinador(a) de Habilidades.
Personales y Profesionales @

Agistente administrativo(a) del
programa @

Coordinador(a) de Aprendizaje-servicio
i ]

i
a

Regisirarse

i
a

(A
Al H E

Jefe(a) de seccion @
Bibliotecario(a) @

Coordinador(a) del Proyecto Personal
[}

HE

8

8

Ri

Supervisor(a) principal del Proyecto de

Reflexion @

Profesor(a) @

Regisirarse

|_Asesor(a) universitario(a) y profesional

Each IB World School has always had a page on the IB website containing information about the
school. We have recently added some additional functionality to help better connect universities with
you.

Adding details to your school page on the IBO website

/@ International Baccalaureate
. Baccalauréat International
Bachillerato Internacional

Page 7/ 39



1. One of the UCCs from your school can have their name added to the page and functionality
whereby the UCC can be contacted securely.

2.You can add a link to where your School Profile for Universities is located on your school’s
own website.

Test International School

Type: FPRIVATE =y
Head of school; Andy Flower &
1B Schood since: 22 September 2021

Country / territory:  UNITED STATES

S Saveto My Schools”

Regicn: 1B Americas

18 School code: 123456 UR COORDINATORS

Website:

Diploma Programme
Programmes offered DPC Name
- o 56 Aveue
iploma Z

DEDY e
4567
cA

Autharised: 22 September 2021
UMITED STATES

Language of instruction:  ENGLISH

: ik £ Contact cooedinat

Baarding facilities: NONE Conver-retated Programme
CPC Name

Students are currently registered for the following subjects:
18
Hankana Sahits
1]
39100 ——— OUR UNIVERSITY AND CAREER COUNSELLOR ———
PAKISTAN

Autharised: 16 Decemnber 2021 Mr' JOhn Doe

Language ofinstruchion;  ENGLISH BUR UNIVIRSITY AND EARTER COUNSILLOR

Gender; WONE M. John Doe & Contact University and Career Counsellor
Baarding facilities: NONE & Comact University and Caceer Counsslior

[ Access School Profile for Universities

Students are currently registered for the following subjects:

L] International Baccalaureate
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International School of Dusseldorf

Type: PRIATE .
Ched distablissement: M. Frank Tschan o

Ecole du monde de 1B depats: 01 jamvier 1976,

Pays o toritcire: ALLEMAGNE ¢ Betoar sty
Rigion: 18 Adrica, Europe, Middle East
C—— o
Lt Wt .
Programmes proposés
+ v

Programme propont deputi: 21 Janvier 2005

wore

Langue denseignement: ANGLAIS
Pt e e tion termaidiain:

See: COEDUCATIONAL
Régime de Métablisement: DAY Ms Laura Maly-Schmidt
Niederhentrasse 336
Les ééves sont. inserit: i ivantes Dinsetdorf.
s0a
PROJET PEFS. P—
i
Poge e pemake
Ms Chilstopher Coker
Programeme peoperé deputs: 02 juin 2005 Noedest m
Langue denseignement:  ANGLAIS Disekdort
Sen: COEDUCATIONAL s
GERMANY
Régime de fétablisoment: DAY
i
Lies ééves sont actueliement inscrits aux matiéres suivantes:
Programems: dha dighome:
Ma. Chirton Olson
Niedeethesents. 136
Dissekdoel
o, ————— NOTRE CONSEILLER D'ORIENTATION
GERMANY
Py — Keith Layman

WOTEE CONSENUTE SORENTATION e

Bigime de tetabliserment: DAY Kelth Layman & Contacter le conseiller d'orientation

Les éléves sont actuellement inscrits aux matiéres subvantes: " " " a
[ Profil de l'établissement pour les universités (ne
ESPAGNOL B

peut pas &tre écrit en frangais)

ESPAGNOL ABINITIO

JAPONALS A ; Bérature

L] International Baccalaureate
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International School of Dusseldorf

Tipe

Direxctor del colegho

PRIVATE

M. Frank Tachan

Colegio del Mundo del 1B desde: 01 enero 1976

Paks o termitorio:

ALEMANIA

Region del 1B: 1B Africa, Eurcpe, Middle East
Cidigo del colegio: 000065
Uk
Programas ofrecidos
Y.\ Programa de los
Afos Intermedios,
Autorizackon del programa: 21 enero 2005
Lengua de instiuccion INGLES.
S COEDUCATIONAL
Rigimen del colegio: Dy

Actualmente hay alumnos matriculados en las siguientes asignaturas:

PROYECTO PERSONAL

DE=E

Autorizackon del programx
Lerguia dé instruccidn
Sexoy

Ragimen del colegio:

OF junio 2005
INGLES
COEDUCATIONAL

DAY

Actualmente hay alumnos matriculados en las siguientes asignaturas:

DY
Autorizacken del programa

Lengua de Instrucckin

01 enera 1576

INGLES

S0 COEDUCATIONAL
Régimen dil colegh DAY
Actualmente hay alsmnos matriculad Las siguient

ESPAROLE

ESPAROL ABINITIO!

JAPONES A: Literatura

We recognise that some schools might have more than one UCC, but we are only able to list one on
the website. We took this decision after careful reflection, as we need to consider the overall user
experience of the page, many school roles don't have a presence on this page at all. We will also

U
g e pulados de B blnonaedy

3 Gasarclar en i lita de colegios.

irrn e s S

CODADIMADOR

Programa de los Afos Intermedios
Ms Laura Maly-Schmidt

Niederrheinstrasse 336
Dirsseldor

A0485

GERMANY

Programa de |a Escuel Primasia
Mr Christopher Coker

Hiederrheinstrasse 123
Disssoldorf

A8

GERMANY

Programa del Diploma
Mr. Chinton Olson

Hiaderheinste, 336
Disseldor

a0489

GERMANY

— WUFSTED ASESCR UNIVERSITARSD ¥ PROFESIONAL —

Keith Layman

explain this nuance to the university community.

It would be for a school internally to choose who it would be most appropriate to have listed. The first

—— NUESTRO ASESOR UNIVERSITARIO ¥ PROFESIONAL ——

Keith Layman

UCC to agree to share contact details will be the one the system highlights.

The “"Contact the UCC button” launches a contact form, which will not share your email address. If a
university representative completes the form, then an email will be sent to the address which you

registered on My IB with. Therefore, we recommend it is your individual work email address.

® International Baccalaureate
. Baccalauréat International
Bachillerato Internacional



Page 11 /39

Contact our University and Career Counsellor

Recipient Mr. John Doe

Your name*

Your email

address*

Your massage*

Max 500

I'm nota robot

Contacter notre conseiller d'orientation

Lauréat John Doe

Votre nom*

Votre adresse

électronique*

Votre message*

(max

500 caracteres)

I'm not a robot

™

reCAPTCHA
Privacy - Terms

Nous ne conservons pas les données personnelles saisies ci-dessus.

International Baccalaureate
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Contacte con nuestro asesor universitario y
profesional

Beneficiario John Doe

Su nombre*

Su direccién de
correo

electrénico*

Mensaje*

I'm not a robot

La informacién personal indicada anteriormente no sera guardada

-

We will be monitoring this service to make sure universities do not abuse this. If you feel a university
is misusing this resource, you can always report this to us.

Additionally, a school can now host a link to their School Profile for Universities on this page. We will
be promoting this functionality to universities, so if they ever need to find an IB school profile they
know they can go to the same place for each school. A School Profile for Universities is different from
a School Profile or School Prospectus, with the latter used for promoting the school to prospective
students and parents.

The School Profile for Universities is aimed specifically at university admissions and recruitment offices
who want to learn more about the school — specifically high school, graduation rates, curriculum
taught, grade point average, and any other relevant information. For this reason, it will be referred to
as the "School Profile for Universities” on the IB website to avoid confusion, as prospective parents
also visit these pages where using the Find an IB School function.

If you do not have a “School Profile for Universities”, you can also find a basic guide and examples of
what you can create.

International Baccalaureate
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Below you can find simple step-by-step instructions on how to add contact information and add a link
to your School Profile for universities.

Please note: It takes the system 24 hours to transfer your updates (consent, details, school profile URL
to the website) — please check back a day later to ensure it shows correctly.

1. Add consent for contact/School Profile for Universities

As mentioned, only one UCC staff is able to consent to be contacted. Once you have registered for
the UCC role, you can give consent. If another member of your team has already given consent, there
is no need for you to tick this box. Only this person will be visible on the website.

You will only see the authorized school in the Search of School Name Field.

Select the Programme (DP or CP).

Programme Coordinator field will be auto-populated.

Add the URL to your School University Profile: This must be the URL you have on your
school’s website where it is held.

M =

Please note: we recommend adding this to your processes regarding yearly updates involving profiles,
memberships and other online resources. If your URL does not change, there is no need to update this
link.

5. give your consent by ticking the box
6. Click on the Submit button.

Role Application

University and Career Counselor

Category Role
School Services University and Career Counselor
School Name Programme Selection
1. 2. "
Programme Coordinator
Cancel
3.

4.

"The IB will list your name as a UCC on your school’s profile on the IB website so that universities
and others can contact you. Your email address will never be shared.”

J 1 have provided consent.

~y

International Baccalaureate
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Candidature au réle

Conseiller d'onientation universitaire et professionnelle

Catégorie Réles
Services aux établissements Conseiller d'orientation universitaire
scolaires

et professionnelle

Nom de I'établissement i e
P— _—
1. 2. -

Coordonnateur du programme

3.

Profil d'école pour les universités

4,

L'IB va vous inscrire comme conseiller ou conseillére d'orientation universitaire et professionnelle suf
le profil de votre établissement sur le site Web de I'lB pour que les universites puissent vous
contacter. Votre adresse électronique ne sera jamais divulguée.

g Je donne mon accord.

5 la persona que aparece publicada.

Solicitud de puesto
Asesor(a) universitario(a) y profesional
Categoria Puestos
Servicios a los colegios Asesor(a) universitario(a) y
profesional
Nombre del colegio Programa
1. 2. =

Envoyer

Annuler

Enviar

Coordinadona) debroarana
3.

Perfil de escuela para unluermtﬁdes

4.

El IB incluira su nombre como asesor universitario y profesional en el perfil del colegio en el sitio web
del IB (https:/www.ibo.org/es/programmes/find-an-ib-schooll) para que universidades y otras
personas puedan ponerse en contracto con usted. Su direccion de correo electronico no se
divulgara.

Doy mi consentimiento.

Sidos o mas personas de una institucion dan su consentimiento para que se utilicen sus datos, se
utilizaran los datos de la primera persona. Pidales que retiren su consentimiento si necesita cambiar

Cancelar

International Baccalaureate
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Role Application

University and Career Counselor

Category Role
School Services University and Career Counselor

School Name Programme Selection
Submit

Programme Coordinator
Cancel

School Profile for Universities

"The IB will list your name as a UCC on your school’s profile on the IB website so that universities
and others can contact you. Your email address will never be shared.”

| have provided consent.

If more than one person from an organisation provides consent for their details to be used, the details
of the first person will be used. Please ask them to remove their consent if you need to change which
person is published.

Candidature au réle

Conseliller c'orientation universitaire et professionnelle

Catégorie Réles

Services aux établissements Conseiller d'orientation universitaire
scolaires et professionnelle

Nom de Fétablissement Sélection du Programme

Envoyer

Annuler
Coordonnateur du programme

Profil d'école pour les universités

LIB va vous inscrire comme conseiller ou conseillére d’orientation universitaire et professionnelle sur
le profil de votre établissement sur le site Web de I'lB pour que les universités puissent vous
contacter. Votre adresse électronigue ne sera jamais divulguée.

Je donne mon accord.

Si plusieurs personnes d'une méme organisation consentent a ce que leurs données soient utilisées,
les données de Ia premiére personne ayant consenti seront utilisées. Demandez-lui de retirer son
consentement si vous souhaitez que les données d’'une autre personne soient utilisées.

L] International Baccalaureate
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Solicitud de puesto

Asesor(a) universitario(a) y profesional

Categoria Puestos
Servicios a los colegios Asesor(a) universitario(a) y

profesional .
Nombre del colegio Programa

Coordinador(a) de programa Cancelar

Periil de escuela para universidades

El IB incluird su nombre como asesor universitario y profesional en el perfil del colegio en el sitio web
del IB (https://www.ibo.org/es/programmes/find-an-ib-school/) para que universidades y otras
personas puedan ponerse en contracto con usted. Su direccion de correo electrénico no se
divulgara.

Doy mi consentimiento.

Sidos o mas personas de una institucion dan su consentimiento para que se utilicen sus datos, se
utilizaran los datos de |a primera persona. Pidales que retiren su consentimiento i necesita cambiar
la persona que aparece publicada.

Confirmation window will pop up. Agree with the term & conditions -> press Submit

Please agree to the terms and conditions

S

Please confirm your application

You are applying for the role of CP University and Career Counselor

dpree to the terms and conditions set forth in the IB Website Policy Terms and

Cancel

0

Debe aceptar las condiciones de uso.

<

Confirme su solicitud.

Esta solicitando el puesto de Asesor(a) universitario(a) y profesional (Diploma Programme)

El afree to the terms and conditions set forth in the |B Website Policy Terms and

Conditions.

Enwviar ancelar

/@ International Baccalaureate
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Veuillez accepter les conditions générales.

Veuillez confirmer votre candidature

Wous avez bien posé votre candidature pour le réle de Conselller d'orientation universitaire
et professionnelle du Diploma Programme

®l agrge to the terms and conditions set forth in the IB Website Policy Terms and

Next you will be sent an email, please ensure you click the Verify E-mail button. Once you have done
this, your DP Coordinator will receive an email and they will need to approve the application.

Please note: It takes the system 24 hours to transfer your updates (consent, details, school profile URL
to the website) — please check back a day later to ensure it shows correctly.

2. Edit UCC Role/Update School Profile for Universities

If you have already been approved on My IB for a UCC role and want to add/edit your School profile
for Universities, or give/remove consent for your details to be shared onto your school’s page on the
IBO website, you can edit your current role.

In My IB you have an overview of all your current role, or roles if you have more than one. If you would
like to make a change in the UCC role click Edit next to the role.

Application Start End

Role Programme Etatus Schoolinstitute  Subjects o Dat Action

Workshop i e 505

Leager EERCI i 2021

CAS " - Test School - 11-03-

Coardnaor o Appacant AFA 2021

LNINEERSY A Test School 12-09-

Career DF Appiicant AFA 2001

Counselor i

Date  Date =
Rdole Programme Smtu_t R Etablissement/institution  Matiéres de de Action
candidature z
début fin

Conseiller 03-
d'orientation Programme : Stagetwo Test School Editer

; o A Candidat 10- ;
universitaire et du dipléme change TR Supprim
professionnelle
fj:’cc::izlr?lltl;iron Programme 10- 10-
universitaire et du gi I6me Annulé Universal Test 1e- 13-

; P 2021 2021
professionnelle
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Estado de Fecha de Fecha de

Rol o puesto Programa la Colegio Asignaturas S Accion
- inicio finalizacion
solicitud

GRS, ?i?em Editar
universitario(a)y ~ PD Solicitante 03-10-2022 o

) School Eliminar
profesional

change

Asesor(a) Universal
universitarioja)y ~ PD Retirado Test 10-13-2021 10-13-2021
profesional

A page will appear where you can edit your School Profile for Universities link, and/or remove/add
your consent to share contact details. After completing the change press Save. Please note, if the
location of the School Profile for Universities (URL) changes each year (for example the link contains
the year of the profile), then you will need to change the link on My IB each year, so it might be worth
considering having a static address for the document.

You do not need to update the School Profile for Universities link if the URL remains the same on your
school’s website.

Personal Details

Role School/Institute

University and Career Counselor Test School - Plum

First Name * School Profile for Universities
test

https:/fwwwe.rosey.chffiles/school-profile. pdf

"The IB will list your name as a UCC on your school's profile on the |B website so that universities and others can contact you. Your email address will
never be shared.”

O I have provided consent.

Save Cancel

Renseignements

personnels
Réle Etablissement/institution
Conseiller d'orientation universitaire et professionnelle Stagetwo Test School change
Prénom * Profil d'école pour les universités
Elizabeth

www.test.com

L'IB va vous inscrire comme conseiller ou conseillére dorientation universitaire et professionnelle sur le profil de votre &tablissement sur le site Web
de I'lB pour que les universités puissent vous contacter. Votre adresse électronique ne sera jamais divulguée.
O Je donne mon accord.

Enregistrer Annuler
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Datos

personales
Rol o puesto Colegio
Asesor(a) universitario(a) y profesional Stagetwo Test School change
Nombre * Perfil de escuela para universidades
Elizabeth

www.test.com

El 1B incluira su nombre come asesor universitario y profesional en el perfil del colegio en el sitio web del IB (https://www.ibo.org/es/programmes/find-
an-ib-school/) para que universidades y otras personas puedan ponerse en contracto con usted. Su direccion de correo electrénico no se divulgara.
O Doy mi consentimiento.

Guardar Cancelar

Please note: It takes the system 24 hours to transfer your updates (consent, details, school profile URL
to the website) — please check back a day later to ensure it shows correctly.

3. Remove UCC Role

If you are leaving your UCC role at your current school, you will need to remove your role. In your My
IB portal you have an overview of all your current roles. If you would like to remove the UCC role click
Remove next to the role.

Application Start End .
Role Programme status School/nstitute  Subjects D Dat Action
Workshop ) 09-09-
e Applicant View 2021
CAS : Test School - 11-09- e
Coordinator . Applicant | pa 2021 b
University and -
) Test School - 12-09- Edit
Galeer Dk Applicant. | \ra 2021 Remove
Counselor
Date  Date =
Réle Programme smu_t ME Etablissement/institution ~Matiéres de de Action
candidature -
début fin
Conseiller o
d’orientation Programme i Stagetwo Test School Editer
; o . Candidat 10- }
universitaire et du dipléme change 2T Supprim
prafessionnelle
:j:’?):iz?lltlftiron Programme 10- 10-
universitaire et du gi lome | Annui Lniversal Test 13- 13-
. P 2021 2021
prafessionnelle
Estado de
Rol 0 puesto Programa la Colegio Asignaturas conade  Fechade .
- inicio finalizacién
solicitud
GEEIIED ?i?em Editar
universitario(a)y  PD Solicitante 03-10-2022 :
i School Eliminar
profesional
change
Asesor(a) Universal
universitario(a)y ~ PD Retirado Test 10-13-2021 10-13-2021
prafesional

Role Removal Request Page opens. To remove the click on Yes, Remove
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Role Removal Request

University and Career Counselor-

Are you sure you want to remove this role from your account?

This action can be undone only by applying for the same role again.

Cancel Yes, Remave

Demande de suppression d'un réle

Conseiller d'orientation universitaire et professionnelle.

Etes-vous sir(e) de vouloir supprimer ce réle de votre compte?

Cette opération ne peut étre annulée qu'en postulant pour le méme réle a nouveau.

Solicitud de eliminacion de un rol o puesto

Asesor(a) universitario(a) y profesional

i Esta seguro de que desea eliminar a este rol o puesto de su
cuenta?

Esta accién solo se puede revertir solicitando nuevamente el mismo rol o puesto.

Remove Role Confirmation page appears. To go back to IB Role page click Close.

Remove Role Confirmation

University and Career Counselor-

Your role University and Career Counselor with Test School - AFA
was withdrawn.

We sent a notification to Test Ahmar - PC.

@
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Confirmation de la suppression du réle

Conseiller d'orientation universitaire et professionnelle:

Votre role Conseiller d’orientation universitaire et professionnelle
au sein de I'établissement /I'institution Stagetwo Test School
change a été supprimé.

Nous avons envoyé une notification a cet effet 678.

Confirmacién de eliminacidn del rol o puesto

Asesor(a) universitario(a) y profesional

Su rol o puesto de Asesor(a) universitario(a) y profesional en
Stagetwo Test School change se elimino.

Le enviamos una notificacién al 678.

4. What to do if your counselling office has more than one UCC?

Some schools will have career and college counselling offices with more than one UCC. We also
understand that new staff come and go quite frequently. In this case, it is important to keep the
following in mind.

1. Ensure all new UCC's have a My IB account and register for the right role “University and

Career Counselor”
2. Discuss amongst the team which UCC is best appropriate to be listed on the IB website for

contact

3. Incorporate in your handover/training materials the necessary steps to either change
individual providing consent to be contacted and School Profile for Universities

4. If an individual has left this role at the school but is still listed as a UCC on My IB, you will
need to ask your DP Coordinator to withdraw them

5. What is a “School Profile for universities”?

Many schools have a document/profile that is mostly aimed at informing universities about their
school, their graduating class, and additional information that may be pertinent to a university
admissions officer. This is usually called a School Profile for Universities. Below are some suggestions
of how to build one if your school does not currently have one. This can support your school and
students to help universities further understand the school’s profile.

You should highlight the uniqueness of your school. Here are some elements you may want to
consider adding to your school profile, based on what universities are looking to understand.
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Specific IB information

Since when has the IB been taught at the school?

How many IB students are in the school/grade 127

What IB programmes does your school offer?
Proportion/number of full diploma students/ CP students etc?
Historical pass rate/average score?

IB grade distribution for previous cohort?

Which subjects are offered?

Which subjects are offered at HL?

Other curriculum information

What other programmes are available? Honours classes, other curriculums, dual enrolment
Grading system in school

Does the IB add value to GPA/rank?

How will courses be listed on a transcript? Help universities understand what to expect from
your students/applicants

Language of instruction

University enrolment history

Percentage of students attending university directly after graduation

Percentage of students taking a gap-year or other pathway

Which universities have your students applied to? Some profiles also bold the universities
their previous cohort has decided to enrol in.

Contact Information

General school and contact information: phone, URL, email addresses.

Main contact information for principal, University and Career Counsellors

Directions to the school, preferred visiting times and days for university representatives
(online/offline)

Below you can find examples of School Profiles aimed at universities from different IB schools across

various regions (with grateful permission to use and share from the schools).

Bethesda-Chevy Chase High — Maryland, USA (Class of 2021)

Leysin American School - Switzerland (Class of 2021)

United World College South East Asia — Dove Campus - Singapore (2021/2022)
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https://drive.google.com/file/d/1YNidgXTspcVlEwyMVqmZhayYa0fWCSDg/view
https://resources.finalsite.net/images/v1632493772/lasch/nqzafnjq27idwyncpxxx/LeysinAmericanSchoolAcademicProfile2021-22.pdf?fbclid=IwAR2FeYIqX0J3GvMVUEhR6JoEifz3ikuwtL4VJ0VFqb84VF8zTOaleIQD7pw
https://drive.google.com/file/d/1uA3wHFIg72CLqEHgOwzBh1SetuhgmxNS/view

IV. How to acquire the Administrative Assistant role on
IBIS

Currently, in most schools the IB DP/CP Coordinator (DPC/CPC) is responsible for requesting the IBDP
transcripts (final results) to be sent to institutes on IBIS. However, it is possible for this responsibility
to be delegated to another member of staff in a school, including the UCC, who may have this
information more readily accessible.

The IB doesn’t have a view as to how this is best organized, it is whatever works best for your school,
but we wanted to make UCCs aware of this is possibility.

In order for you to be able to complete this process you must have an IBIS account AND you must
have an Administrative Assistant role in IBIS (besides your UCC role). You can acquire this role by
asking your school’'s DPC/CPC, who can find step-by-step instructions in the Library Section of IBIS:
“School Person Maintenance & Teacher Subject Maintenance User Guide”. Each school is allowed to
have a maximum of three Administrative Assistant roles at any one time.

If the DPC/CPC needs any support add this role to your IBIS account, they can reach out to
support@ibo.org, with the subject line, “Creating Administrative Assistant role in IBIS".

V. Request for results/transcripts

IBDP/CP transcripts can be sent to institutes (this includes universities, government bodies or other
application centres) through two different routes depending on the circumstances.

A UCC/DPC can request transcripts for IB candidates to be sent to six different institutes (note: only
one can be for the United States and three for Canada) through IBIS at no cost to the school or
student. These requests need to be submitted by the UCC/DPC before 5 July (for May examination
sessions) or 2 January (for November examination sessions).

An institute can access the results after the afore mentioned dates once they are released. If they
accept electronic transcripts, they will be able to either view the results online, view a PDF (it will look
like the paper transcript), or export all results to an excel file. If an institute only accepts paper
transcripts, the results may be received by the institute up to four weeks after the release of results
assuming they were requested by the deadlines.

If an IB student wishes to send results to more than six institutes and/or did not put in a request via
the UCC/DPC before the afore mentioned dates, the student will have to request this through the
Request for Results Service (RRS) themselves. A fee will be charged for each additional request that is
submitted, regardless of how many requests have been previously submitted.

The following steps will allow a DPC/UCC to request transcripts to be sent to institutes through IBIS.
You can make requests either by individual candidate or by the institute you wish to send multiple
candidate’s transcripts to. You can also find information on how you can make corrections in requests

by institute.

Please log-in to IBIS here: https://ibis.ibo.org/index.cfm
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Please ensure you are in the correct exam session. To change the session, please click on the Session
tab at the top of the screen, highlighted by the red box in the image below. (Please note the screen
views below show the DPC role, but Administrative Assistant view is the same).

English | Espafiol | Frangais @

IBIS - International Baccalaureate Information System
Thu, 24 Nov 2016 12:05:11 GMT Your login will expire in: 27m 57s Feedback | System réguirements |C0ntact us | Help | Logout

|D|'|1Ioma session: MAY 2017 I School: 000001 - Test school of the world  Role: DIPLOMA COORDINATOR

al Bacealaureate

Home Candidate Subject Handbook School Library My shortcuts
Add to shortcut
Home page
Upcoming deadlines Options
* . A
CP status - FInal deadline date for CS/ATL _ Home A Candidate “
7 /ILD/CRS status submission on IBIS. = =B
News « Candidate results
DAYS 1 December 20 *
Lii‘;bglbﬁl&; i:ssinn * Workshop Registrations e Candidate results reports
» Handbook of procedures * Component grade report
. Candidat lts CSV
¢ CP status - deadline date for CS/ATL * anaiaste results
7 /LD/CRS status submission on IBIS
View all deadlines
Customize Customize

News

Subject ;?E School <

November 2016 CAS status deadline - 1 December

2016 * Subject examiners = School

* Mark entry » School person
The deadline to indicate on IBIS whether November 2016 * Predicted grade entry mam;eman(:
session candidates have completed the CAS requirement * 1A mark entry . :nea?r:te?r:::ceJECt

1. Request by candidate

This option allows you to request transcripts to be sent for an individual candidate, potentially to
multiple institutes.

From the top ribbon, go to Candidate -> Request for results service -> click on Request by
candidate.

Diploma session: MAY 2017 School: 000001 - Test school of the world Role: DIPLOMA COORDINATOR
Home Candidate Subject Handbook School Library My shortcuts
Add to shortcut

Candidate registrations
Home ] \
Examination schedule L3
Candidate results =
Upcom Ontinns
Request for results - -
& services I Request by candidate | A =
S : me Candidate kil
7 Online Diploma reports -  Request by institute -lla u
; B News « Candidate results
DAYS i i View by institute
zssq::;n::ﬁi inclusive Y Workshop Registrations + Candidate results reports
arrangements Summary by candidate Handbook of procadures « Componant grade repart
[ 4 « Candidate results CSV

——— Summary by institute
7 LD/CRS status submissior - . .
Print migration
certificate

View all deadlines Print university letter

A list of your candidates for this exam session will be displayed. To add an institute for a candidate,
click on the Add request link.
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' Candidate code %+ Requests Action

000001-0001(gch049) 0
000001-0002(fyn769) 0 e Add request
000001-0003(fyw629) 0 * Add request

® View request

000001-0004(fvd858) 3 » Add request

Search an institute from the drop-down list provided, this is pre-populated with institutes you have
selected in previous sessions.

Candidate gch049 -

Session MAY 2017

Category ANTICIPATED

Select institute |‘ El |

Student ID/Application number
Course reference number

For the attention of

If the institute you are looking for does not appear in the drop-down list, click on Search.

Candidate gcho49 -

Session MAY 2017

Category ANTICIPATED

Select institute lZl

Student ID/Application number
Course reference number

For the attention of

Enter part of the institute name into the Institute name field, select the appropriate Country and then
click on Continue.

Please note that entering part of the name, such as “London” or “Institute” will return all the institutes
listed on IBIS with London in the title, within that country. Therefore, we recommend that you search
for words in the name of the institute which are likely to be identifiable. We would also recommend
searching for the name in English, as well as the language of the country where the institute is situated.

Alternatively, you can leave the institute name field blank and search by just country. However, this
could display an extremely long list of institutes, particularly for the most popular countries.
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Search for an institute:

Institute name London
Country [UNITED KINGDOM [~]

You will now be presented with a list of institutes which match the criteria, you can now view institute
details, select the required institute or submit a request to add a missing institute.

Institute name London
Country | UNITED KINGDOM [~]

If you cannot find the institute you require you can request it be added below:

. [z

El View institutes in Excel

Institute name Country City/Town

1. |American InterContinental University London | UNITED KINGDOM London 2.
American University of London UNITED KINGDOM London Select
BPP Business School (London, City) UNITED KINGDOM London Select
Barts and The London, Queen Mary's School of Medicine and Dentistry UNITED KINGDOM London Select
Birkbeck, University of London UNITED KINGDOM London Select
Blake Hall College - London UNITED KINGDOM London Select
CATS College London UNITED KINGDOM Cambridge Select
Central Film School London UNITED KINGDOM London Select

1.2. View institute details

To view institute details, e.g. postal address and website address, click on the institute name
highlighted in blue.

1.3. Select an institute

To select the required institute click Select next to the institute name. Once it is selected it will appear
in the drop-down list, then click on Continue

Note: If a transcript destination is an application processing centre, rather than an individual university,
please refer to the Exceptions section of this document to see what the instructions are.

Candidate gch049 -

Session MAY 2017

Category ANTICIPATED

Select institute | American InterContinental University London - UNITED KINGDOM IZ| |

or search m
Student ID/Application number

Course reference number
For the attention of

&

| Continue i
D ——

The fields "Student ID / Application number”, “"Course reference number” and “For the attention of”
are not mandatory fields and can be left empty. You should include the “Student ID / Application
number” for transcripts to UCAS in The United Kingdom and the Tertiary Admissions Centres in
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Australia. For more information on this refer to the provided details in Exceptions section of this
document.

A confirmation message will appear. Click on Continue to proceed.

Institute American InterContinental University London
Country GB
Candidate gch049 -

Request for results service form added successfully.

The candidate’s request for results view page will be displayed. Options to add an additional request
and view, edit or delete existing requests will be displayed. To return to the candidate list click on the
Back to request list link.

Request for results service:

| &’ Add request

Candidate : gch049 - Session : MAY 2017

Back to request list

Request details

Existing result requests for this candidate Format Action

®|View request
Edit request
Delete request

1 American InterContinental University London ELECTRONIC

Print university request letter

The candidate list will be updated to show that a request has been made for the candidate. A View
request link will also be displayed which all allow you to return to the candidate’s request for results
view page

- Candidate code %+ Requests Action
000001-0001(gch049) e A Tequest
000001-0002(fyn769) 0 e Add request
000001-0003(fyw629) 0 * Add request

® View request

000001-0004(fvd858) 3 ® Add request

Before requesting adding an institute please check the following:

1. Please check if the institute is in one of the countries listed in the Exceptions section of this
document. Each year a large number of requests to add an institute are ‘rejected’ as the
transcripts actually need to be sent to somewhere other than the individual institute.

2. Please note some institutes have multiple campuses, faculties and departments, where only
one campus is set to receive the transcripts for all parts of the institute. Therefore, please check
on the institute’s website for any specific instructions on where transcripts are to be sent.
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If you feel that the institute you are looking for is still missing, then you should submit a request to
have it added to IBIS. Click on the Add button on the search screen.

Institute name London
Country UNITED KINGDOM E

If you cannot find the institute you require you can request it be added below:

E—] View institutes in Excel

Institute name Country City/Town

American InterContinental University London UNITED KINGDOM London Select
American University of London UNITED KINGDOM London Select
BPP Business School (London, City) UNITED KINGDOM London Select
Barts and The London, Queen Mary's School of Medicine and Dentistry UNITED KINGDOM London Select
Birkbeck, University of London UNITED KINGDOM London Select
Blake Hall College - London UNITED KINGDOM London Select
CATS College London UNITED KINGDOM Cambridge Select
Central Film School London UNITED KINGDOM London Select

Enter the institute details into the boxes provided, ensuring to add as much information as possible
and click Continue to submit a request to have the institute added to IBIS.

Please note that this request is sent to the appropriate IB team to process. Once the institute has been
added to IBIS you will be notified by e-mail.

Institute name*
Faculty /School*

Country* E]
Contact name*

Department
Address*

Telephone
Website*

Email*

2. Request by institute

This option should be used for requests where a larger number of candidates need to send their
transcript to the same institute, often this might be a ministry of education. To submit a request by
institute, go to Candidate -> Request for results service -> click on Request by institute
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English | Espafiol | Frangais

IBIS - International Baccalaureate Information System
Thu, 24 Nov 2016 12:11:16 GMT  Your login will expire in: 21m 51s
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Feedback | System requirements | Contact us | Help | Logout

Diploma session: MAY 2017 School: 000001 - Test school of the world Role: DIPLOMA COORDINATOR

News

View all deadlines

Print migration
certificate

Print university letter

Home Candidate Subject Handbook School Library My shortcuts
Add to shortcut
Candidate registrations
Home o
Examination schedule
Candidate results
Upcom Ontions
Request for results .
& services Request by candidate A ~
- me Candidate
7 Online Diploma reports Request by institute ala u
: - News « Candidate results
DAYS - View by institute
Request for inclusive Y Workshop Registrations « Candidate results reports
assessment
Summary by candidate Handbook of procedures « Component grade report
[ S e « Candidate results CSV
——— Summary by institute
7 ILDICRS status submissior

Customize Customize

—

Select an institute from the drop-down list provided and click on Display candidates. The drop-down
list is pre-populated with institutes your school have selected in previous sessions.

Select institute

Institution:

Hide search

King's College London Blos

‘ Display candidates

If the institute you are looking for does not appear in the drop-down box, click on the magnifying
glass and follow the instructions on how to use the Search in the Request by candidate section.

Select the candidates from the list provided by ticking the box next to the candidate’s name.
Alternatively, if all candidates are required to send their transcript to the same institute, click on the

Select all link. Click on Submit transcript request to complete the requests.

~ Candidate code +  Application number Course reference number Select Include previous
000001-0001({gcho4g) MOney Money ? N/A
000001-0002(fyn769)  Samuelsson Henry (] N/A
000001-0003(fyw629)  tesr test ]l N/A
000001-0004(fvdgsg)  test paul | & | N/A

Candidate code

Candidate name

Application number

Select Include previous

Select all || Deselect all

l Submit transcript request

Course reference number
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3. View by institute

This option should be used to view, edit or delete requests by institute. For example, if a large number
of candidate requests have been submitted for an institute in error, you would use this option to delete
them.

Click on View by institute under the Request for results service option.

English | Espafiol | Francgais
IBIS - International Baccalaureate Information System —
Thu, 24 Nov 2016 12:11:16 GMT Your login will expire in: 21m 51s Feedback | System requirements | Contact us \ Help ! Logout
Diploma session: MAY 2017 School: 000001 - Test school of the world Role: DIPLOMA COORDINATOR
Home Candidate Subject Handbook School Library My shortcuts
Add to shortcut
Candidate registrations
Home -
Examination schedule >
Candidate results -
Upcom Ontions
Request for results - ‘
) . Request by candidate A ~
. ineti me Candidate hia
7 Online Diploma reports  ~  Request by institute alla u
. - News * Candidate results
DAYS - View by institute
Request for inclusive gl Workshop Registrations e Candidate results reports
assessment =
Summary by candidate Handbook of procedures e Component grade report
4 IO S Lo « Candidate results C5V
s SUMMAry by institute
7 /ILD/CRS status submissior .
Print migration
certificate
View all deadlines Print university letter
Customize Customize

Select the appropriate institute from the drop-down menu and click Submit. Then click on the
appropriate Edit or Delete link next to the candidate’s name to make changes.

Edit / delete requests by institutio IAmerican InterContinental University London E] ISubmit}

Summary of requests for American InterContinental University London, UNITED KINGDOM

000001-0001 -
(9¢h049)

Add requests for American InterContinental University London

4. Summary by candidate
This option displays a summary of all requests that have already been submitted, by candidate.

To view the summary of requests, click on Summary by candidate under the Request for results
service option.
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My shortcuts
Add to shortcut

Diploma session: MAY 2017 School: 000001 - Test school of the world  Role: DIPLOMA COORDINATOR
Home Candidate Subject Handbook School Library
Candidate registrations
Home -
Examination schedule -
Candidate results -
Upcom Ontions
Request for results -
F3 services Request by candidate p
i R: t by institut me A
7 Online Diploma reports -~ €quest by Instutute alla
: = - News
DAYS - - View by institute
(57 Lam e anie Y Workshop Registrations
il Summary by candidate Handbook of procedures
I arrangements vy oy P
——— Summary by institute
7 ILDICRS status submissior ) ;
Print migration
certificate
View all deadlines Print university letter

]
Candidate (¥
+ Candidate results

+ Candidate results reports
« Component grade report
+ Candidate results CSV

The summary will display the session and the total number of requests. It will also list the candidates
in session number order and display the institute requests alongside the candidate’s name.

Summary of request for results service by candidate

Session: MAY 2017

Total requests: 4

000001-0001 (gchD49) American InterContinental University London UNITED

KINGDOM

000001-0004 (fvd858) College of Engineering Trivandrum INDIA
Cardiff University UNITED KINGDOM

University of Toronto - Faculty of Dentistry CANADA

5. Summary by institute

This option displays a summary of all requests that have already been submitted, listed by institute.

To view the summary of requests, click on Summary by institute under the Request for results

service option.

My shortcuts
Add to shortcut

Diploma session: MAY 2017 School: 000001 - Test school of the world Role: DIPLOMA COORDINATOR
Home Candidate Subject Handbook School Library
Candidate registrations i
Home o \
Examination schedule
Candidate results -
Upcom Ontinns
Request for results -
& services Reguest by candidate A
i R tb titut me
7 Online Diploma reports -~ BB L S alla
. . . News
DAYS 3 i View by institute
z‘:s:::ﬂ::g; aclusive g Workshop Registrations
2 arrangements Summary by candidate Handbook of procedures
——— Summary by institute
7 ILDICRS status submissior
Print migration
certificate
View all deadlines Print university letter
Customize

=
Candidate u
* Candidate results

* Candidate results reports
* Component grade report
* Candidate results CSV

Customize

The summary will display the session and the total number of requests. It will also list the institutes in
alphabetical order and display the candidate requests below the institute’'s name.
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Request summary by institute
Summary of your requests to date

Session: MAY 2017
Total requests: 4
Click on the institute name to add another request for a listed institute.
Institution: College of Engineering Trivandrum INDIA
000001-0004 - (fvdas58)
Institution: American InterContinental University London UNITED KINGDOM
000001-0001 - (gchD49)
Institution: Cardiff University UNITED KINGDOM
000001-0004 - (fvd858)
Institution: University of Toronto - Faculty of Dentistry CANADA

000001-0004 - (fvda58)

You can also “Print a University Letter” a letter that lists what requests the school has submitted for
the candidate. This letter contains the examination session, and which transcript requests have been
submitted by the student to the UCC/DPC before the transcript request deadline.

Diploma session: MAY 2017 Sdhool: 000001 - Test school of the world Role: DIPLOMA COORDINATOR

Request for inclusive
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6. Exceptions

For some countries, the IB has been informed, often by government bodies, that transcripts are to be
sent to a central body/processing centre and not only to an individual institute. In this section you will
find an overview of some of the most common exceptions to the standard process.

Please note that this is not an exhaustive list, therefore before making transcripts requests please
double check the website of the individual institutes for further information on where transcripts
should be sent.

As application processing centres receive large numbers of transcripts from the IB, it can be helpful if
the Student ID or application number issued to a student by the processing centre is mentioned
when requesting the transcript.

6.1. Australia

Australian citizens (including living abroad/permanent residents): Students intending to study at
a university in Australia need to send their transcripts to a Tertiary Admission Centre (TAC). Each
state/territory has a TAC that receives and processes domestic students’ transcripts.
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It is preferred the student indicates an application/ID number in the field provided. This can be entered
at a later date using the edit function within the "View by institute” option.

State/Territory Application Number provided by TAC

Queensland Tertiary Admissions Centre (QTAC) for

Queensland Nine-digit QTAC reference number

South Australian Tertiary Admissions Centre

Nine-digit SATAC ref b
(SATAC) for South Australia and Northern Territory ine-cig! reference number

Victorian Tertiary Admissions Centre (VTAC) for

. Nine-digit VTAC number
Victoria

Universities Admissions Centre (UAC,) for New

Nine-digit lication UAC b
South Wales and Australian Capital Territory ine-cigit appfication nUMbEr

Tertiary Institutions Service Centre (TISC) for

Western Australia Eight-digit TISC user ID number

University of Tasmania (direct) — there is no TAC for

. N/A
Tasmania

International Students/Non-Australian citizens: Students need to send their transcripts directly to
the university. However, some universities may require them to be sent to the TAC. Students must
check individual institute/university websites for specific instructions.

Students intending to study at a German university need to send their IBDP transcripts to different
institutes, depending on the university they apply to, and the “Applicant Group” determined by their
institute. An applicant group is defined as applicants that share a similar background such as a similar
educational background or the same citizenship (domestic or international). Each institute defines its
own applicant groups. Therefore, it is important to check which transcript destination the university
and programme of choice require for each student and their specific situation.

Before graduation: A UCC or DPC needs to send transcripts to the appropriate institute depending
on the applicant group.

After graduation: Students need to submit a copy of their IB diploma certificate and final results
certificate, by post, to the final destination (this could be any of the various destinations mentioned
below) which is indicated in their application.

Transcript destination

Uni-Assist: is the central point of contact for applicants with international qualifications for
approximately 170 German universities. On this page you can find all universities for which Uni-
assist process transcripts.

Important: Uni-Assist do not automatically verify all results which IBO makes available to them.
Therefore, it is necessary for the applicant to contact them as soon as results have been released
and upload IB results (unofficial) to their "My assist” account. Regardless of the verification of IB
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https://www.uni-assist.de/en/tools/uni-assist-universities/#tablink-37465a393615112c5180111261
https://my.uni-assist.de/kontakt

results, Uni-Assist still needs the reports from the last two school years. For most universities, these
are required as officially certified copies

Individual Institutes: over 400 universities accept transcripts directly. Please check the institute’s
instructions clearly of where transcripts need to be submitted.

Tip on IBIS search for institute name: Search for both the English and German name in the search
box.

Hochschulstart.de: Central body that processes applications for over 700 local Numerus Clausus
(NC) courses and medical related national NC courses (i.e. medicine, veterinary medicine,
dentistry and pharmacy).

State Education Boards: Some universities are not | Bezirksregierung Disseldorf
covered under Uni-Assist, and transcripts need to be sent
to the state boards. However, most state boards require | Niedersachsisches Kultusministerium
the transcripts for verification purposes. You might be | (Lower Saxony)

instructed by the institute to send the transcript both to
Uni-Assist and to a state education board.

Zeugnisanerkennungsstelle Flr Den
These are some of the state boards most transcripts are | Freistaat Bayern (Bavaria)

sent to (not an exhaustive list)

All students (in India and abroad) intending to study at an institute in India must send their transcript
to the Association of Indian Universities (AlU).

Additionally, students should also enquire with their institute whether their transcript should also be
sent directly to the individual institute.

Students that submit a transcript request via IBIS for an Indian institute will also receive a paper
transcript that they can then submit to the universities themselves. These paper transcripts will also
include the percentage equivalence of the grades, as these are required by the Indian universities.

On IBIS you can also download a "Migration Certificate”. When a transcript request is submitted for
an institute in India, regardless of location of student, IBIS will allow the school to generate a migration
certificate. This will be available to download after the request to send transcripts has been submitted.
This is a letter, confirming that the candidate sat the IB at that school. This is sometimes required by
certain institutes in India.

Post-results you can request this through RRS.
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https://rrs.ibo.org/replacement_orders/index.cfm
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6.4. Ireland

Students intending to study in Ireland need to send their transcripts to the institute they applied
through.

Applied via/ Transcript destination Institute

CAO - when they applied through the Central Application Office — send transcripts here.

Individual Institutions: when they apply directly to | Trinity College Dublin

the institute, search for institute name. - - -
University College Dublin

Some of the destinations with most transcripts sent

in the last few years include: Royal College of Surgeons in Ireland (RCSI)

University College Cork
Please search IBIS for other institutes

6.5.

All students intending to study in Lithuania need to send their transcript to the Centre for Quality
Assessment in Higher Education (SKVC). You do not need to send it to the individual universities, nor
request for them to be added to IBIS.

6.6.

Students who have not yet graduated/received diploma: IB transcripts need to be sent to
Samordna Opptak - The Norwegian Universities and Colleges Admission Service. Students will have a
Samordna Opptak application number which can be added in the Student ID field on IBIS.

Lithuania

Norway

Students who have already graduated: A student will need to upload their IB diploma certificate
and final results certificate onto Samordna Opptak. You do not need to send any transcripts through
IBIS to any institution.
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http://www.skvc.lt/

All students intending to study at any institute in Pakistan need to send their transcripts to The Inter
Board Committee of Chairmen (IBCC). You do not need to send it to the individual universities, nor
request for them to be added to IBIS.

All DP students intending to study at a Spanish university (public and private) need to send their
transcript to the Universidad Nacional de Educacion a Distancia (UNED). Additionally, private
universities may ask for transcripts to be sent to them directly, please check the individual websites.

All CP students intending to study at a private Spanish university need to send their transcripts
directly to the institute. You can find a basic list of public/private universities here.

Applied via/ Transcript destination Institute

Public universities: all students applying to public universities need to send transcripts to UNED-
There is no need to send it to an individual institution. All students will be required to submit a
transcript here, to get a credential.

Do not request for a public university to be added to IBIS, this is not necessary.

I[E Universidad (IE Business School) - All

Private Spanish universities and international
campuses

universities: students need to send to individual

institutions directly. Students may be required to Ramon Llul University: ESADE (Escola
submit to the UNED AND an individual Superior d'Administracié i Direccio
institution as well. They will need to check the d'Empreses)

requirements once they have applied.

Some of the destinations with most transcripts sent Universidad Europea de Madrid

in the last few years include (and is not limited to).

Please search IBIS for other institutes Universidad CEU San Pablo

Students who have not yet graduated/received diploma: All students intending to study at a
Swedish university need to send their transcript to the Swedish Council for Higher Education (UHR).
Note: You will find Swedish institutes listed on IBIS, however the final transcript needs to be sent to
UHR regardless. You do not need to send the transcript to an individual university unless they advise
to send to them directly.

Students who have already graduated: Students need to upload their transcript directly to University
Admissions (UHR) and not use the IB results service.

All students need to submit their transcripts to the Ministry of Education - United Arab Emirates. In
addition, results may also need to be sent to individual institutes, therefore, please double check on

the website of the institute for specific instructions.
International Baccalaureate
Baccalauréat International
. Bachillerato Internacional



https://ibcc.edu.pk/rules-for-equivalence/
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All students intending to apply to undergraduate programmes will normally have applied through
the Universities and Colleges Admissions Service (UCAS) are strongly advised to send their transcript
to UCAS on IBIS. This has two main advantages; data will be uploaded directly into institute student
record system, rather than them having to download it from IBIS; if the student needs to use Clearing,
then the data will be available to those institutes too.

Please note if you are submitting transcript requests for UCAS the candidates 10-digit UCAS (please
don't include any hyphens in the account number) reference number should be entered into the
application number field provided. Students may also wish to send their transcript to their firm and
insurance choices institute in IBIS systems, in addition to UCAS.

All students who are intending to study foundation programmes, or who applied directly to the
institute for undergraduate programmes, must send their transcripts to the individual institutes.

For most students, legalization is unnecessary. However, in certain countries legalization will be
required for a few reasons including university enrolment, legal requirement for the school, and to
prevent fraud.

Where legalization is required, the results document or, in some cases, both the results document and
the certificate will need to be legalized. Students wishing to study in some countries may be required
to submit legalized IB documents.

Legalization is the process of authenticating or certifying a legal document so another country's legal
system will recognize it with full legal effect.

- Legalization pre-results must be requested via IBIS.

- Legalization post-results, but within the 6-month period after the issue of results (must be
made by the UCC/DPC via email to |legalization@ibo.org

- Legalization post-results, and not within 6 months of results being issued, can be done
through RRS.

There is a charge for the legalisation service and when requested via IBIS these fees will be invoiced
to the school via the IBIS finance department.

The legalization request form can be found on IBIS. Go to Candidate -> Candidate results ->
Legalization requests
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You will then have to fill out the information required for the candidate and by the country where the
legalization is being requested.

Diploma session: MAY 2022 School: 000001 - Test schoal of the world  Role: DIPLOMA COORDINATOR

Home Candidate Subject Resources School Library

Request for legalization of results

New form Amend form View form

Candidate™ [ v |
Country of birth* [ v]
Country of legalization required™ [ v

The official IB Diploma Programme Results is the primary document that requires legalization. This document contains the subject results of the candidate.

IB Diploma Results 1B Course Results
IB Diploma No v

Legalize 1B Course Results, if Diploma not

awarded? No ~

The legalized document will be couriered to the school address for the attention of the Diploma Programme coordinator.

Name* |\ L | ‘

Position® 1B coordinater ‘

For further information, please contact the Cardiff office at legalization@ibo.org

You can find all the countries where legalization may be required on the University Admission page.
For more detailed information on legalization, and how to support your students in this process, please
check the DP Assessment Procedures 2022 (section C8.5 Legalization of results documents, page 153
of the pdf document) in our PRC area (you will need to be logged in to the PRC to access these
documents.
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