REFERRAL ASSESSMENT

Verify the payment with Finance
Office, update the referral student list
and plan with Academic Office on the

respective assessment/s

The student declines for referral
assessment, thus the grade E and IN
shall remain the same and AR will
register the repeat subject according
to the subject blocking.

PROCEDURE:
Flow Chart Records / Documented
Information
AR
AR to create the referral student list Referral Policies:
baslf offihetLeferral ;zol|cydW|th|nth2 1) Grade E or IN ONLY
weeks after the stena e el? orse the 2) Attendance 50%
semester resu 3) Referral Result capped
at grade B or 70%
4) Referral fee is 50%
A from the module tuition fee
AR 5) If decline for referral or
referral result still fail, then
AR to release the referral memo to all need to repeat with 100%
qualified referral students within 2 tuition fee on the same
weeks of the semester semester the following
commencement through email with year.
the following information:
1. Name and code of subject
2. Number and type of
assessments
3. Referral assessment Fee
4. Deadline to complete the
referral confirmation form.
Referral Student
The qualified referral student shall
make the referral fee payment and
complete the referral confirmation
form before the given deadline at
https://aviation.edu.my/referral
Receive the
YES confirmation from
the student NO
AR AR



https://aviation.edu.my/referral

REFERRAL ASSESSMENT
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AR

AR to release the 2" Referral memo
to the confirmed referral students
within 2 weeks from the referral
confirmation deadline which contain
the following information:

1) Assessment Type
2) Assessment Submission mode
3) Assessment Deadline
4) Assessment Question
5) Assessment Format

Confirmed Referral Student

Execute and submit the
assessment/s base on the 2™ referral
memo

\ 4

AR

Coordinate the assessment with
Academic Office, get senate
endorsement on the referral result
and update the student portal
accordingly

END
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