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General provisions

List of definitions and abbreviations

General

Examination Board The body appointed by the competent authority which is
responsible for ensuring the quality of examinations and the
conferral of degrees for the various programmes.

Exemption (vrijstelling) Formal recognition granted based on prior achievements,
exempting the student from a course unit or examination

component.
Inspectorate of The authority as referred to in the Education Supervision Act (Wet
Education (Inspectie op het onderwijstoezicht), responsible for supervising the quality
van het Onderwijs) of education and examinations.
Legal Entity Notenboom is the trade name of Instituut Notenboom, a legal

entity that provides secondary and higher vocational education.

Magister The student information system used to register and
communicate examination and test results, as well as other
educational information.

Minister The Minister of Education, Culture and Science of the Netherlands
(Minister van Onderwijs, Cultuur en Wetenschappen).

Student Any person enrolled in secondary, further or higher vocational
education.

Student Administration The department that manages and maintains all student records
and data.

Testprotocol The official report of a test or exam, recording the names of
participants and any exceptional circumstances that occurred
during the exam.

Hbo

Academic year The period typically starting on 1 September and ending on 31
August of the following calendar year.

Notenboom
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Accelerated programme A three-year study programme consisting of 240 EC.

Accreditation The formal recognition that a programme meets the statutory
quality requirements set for higher education.

Associate degree A two-year programme in higher professional education (HBO)
that forms part of a bachelor’s degree programme and concludes
with the associate degree qualification.

Board of Appeal for Notenboom is affiliated with the NRTO Board of Appeal for

Examinations (College Examinations. Students can appeal decisions made by the

van Beroep voor de Examination Board to this committee.

examens)

Cohort The designated curriculum a student follows or in which they are
placed.

Competency The combination of knowledge, skills, and attitude enabling

effective performance in a specific professional context. Career
competencies refer to the combination of knowledge, skills, and
attitude necessary for career development.

CROHO The Central Register of Higher Education Programmes (Centraal
Register Opleidingen Hoger Onderwijs), which records all
accredited higher education programmes.

Curriculum The description of the content of a programme, showing its
structure.

EC (European Credit) One EC represents a study load of 28 hours.
Educational activity An activity carried out within an educational unit aimed at
transferring knowledge and skills. Examples include lectures,

seminars, practicals, company visits, and workshops.

Educational unit A term for educational activities aimed at achieving specific
learning objectives derived from final

Notenboom
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qualifications/competencies. An educational unit has a minimum
size of 1 EC.

Exam designer A person appointed by the Examination Board to design exams
or practical assignments.

Examination plan A document describing the examinations within the programme,
the competencies and learning content they cover, the test
format used, and the weighting of the exams in relation to the
final assessment of the programme.

Examination product The result of completing written exams or practical assignments
as set out in the test plan, required to acquire the competencies

necessary for the professional profile.

Executive Board (College The governing body of the school responsible for daily

van Bestuur) management.

External student A student who does not attend classes but only sits

(extraneus) examinations.

Final qualification A competency.

Hbo bachelor A professional higher education programme (level 6) that follows
programme on from senior general secondary education or upper secondary

vocational education (level 4), consists of 180 to 240 EC, and is
registered in CROHO.

Hbo master programme A professional master’s programme (level 7) following a
bachelor’s degree, with 60 EC, registered in CROHO.

Learning pathway A developmental learning track for the student, in which logical
educational and learning content is connected in a structured

manner.

Main phase A set of educational units within a programme with a structured
composition of 180 EC.
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Mentor A staff member assigned by the institution to guide the student
in making study and career choices.

NVAO (Nederlands- The Accreditation Organisation of the Netherlands and Flanders,

Vlaamse an independent body ensuring the quality of higher education

Accreditatieorganisatie) and promoting a culture of quality in institutions in the
Netherlands and Flanders.

Post-propaedeutic phase The phase of the bachelor’s programme following the
propaedeutic phase, ending with the final examination, also
called the main phase.

Practical assignments Assignments such as theses, business plans, portfolios, work
placement reports, research projects, and company
presentations.

Professional product The theoretical form in which preparation for graduation takes
(beroepsproduct) place. This may include a project report (thesis), project plan,
product, or performance.

Programme A coherent set of educational units aimed at achieving specific
objectives in knowledge, understanding, and skills required of
graduates.

Propaedeutic phase The first phase of a bachelor’s degree programme, comprising 60

EC, and part of a bachelor’s degree.

WHW (Wet op het The Higher Education and Research Act
Hoger onderwijs en

Wetenschappelijk

Onderzoek)

Work placement (Stage) Education within the professional practice of the relevant field,
in a company or organisation.
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1.2  Scope of the education and examination regulations

These regulations apply to:

> the education and examinations of both the Bachelor of Business Administration
(34035), the Associate Degree in Commercial Management (80096), the Associate
Degree in International Business Management (80106), as well as the Bachelor of
Hotel & Event Management (34030) and the Associate Degree in Hotel & Event
Management (80104).

> the education and examinations of the Master in Family Business (CROHO
registration pending).

These regulations apply to students who are enrolled in the programme during the
current academic year, as well as to individuals who are seeking admission to the
programme.

1.3  Establishment and duration of the education and examination regulations
The Education and Examination Regulations (OER) and the Examination Regulations
are drafted by the Examination Board. Following approval, these regulations are
formally adopted by the Executive Board. In the absence of approval, the Executive
Board is required to consult with the Examination Board.
The OER and the Examination Regulations are valid for the duration of one academic
year, in this case 2025-2026. During this period, amendments to the OER or the
Examination Regulations are not permitted, unless necessitated by force majeure and
provided that students are not disproportionately disadvantaged. Any changes will
always be communicated to students.
In the event of a conflict, the applicable laws and regulations shall take precedence
over these Examination Regulations.
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2 Examination Board

2.1  Establishment and composition of the Examination Board
The Examination Board is the body that determines, in an objective and expert
manner, whether a student meets the requirements for obtaining a diploma (associate
degree, bachelor’s degree, or master’s degree).
The Examination Board is established by the Executive Board. It consists of a chair, a
secretary, one member representing each educational level (secondary education,
senior secondary vocational education, higher professional education, and master’s
level), and an external member.

2.2 Procedures, duties and powers of the Examination Board
The composition, duties, powers, and procedures of the Examination Board are
detailed in the Internal Regulations of the Examination Board (Huishoudelijk Reglement
Examencommissie), available via Magister. In summary, the Examination Board is
responsible for:
> drafting a proposal for the Examination Regulations

supervising the proper application of the Examination Regulations

safeguarding the quality of tests and examinations

appointing examiners

V VvV V V

ensuring the quality of assessments within study programmes and promoting and
safeguarding the quality of examiners and exam designers

determining examinations and examination results

assessing credits obtained outside the programme

signing and issuing diplomas

V V V V

ensuring the quality of school examinations (in terms of process, content,

alignment with the school’s vision, and the conclusive nature of the school

examination)

> establishing guidelines and instructions for assessing and determining school
examinations

> acting in cases of irregularities and fraud at HBO and master’s level (for secondary

education this is legally reserved for the director)

preparing the annual plan and annual report

assessing exemption requests

handling appeals

vV V VvV V

making decisions regarding the awarding of diplomas

Notenboom
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3 Admission to the Programme

3.1 Admission interview (intake)
Admission to a programme is the responsibility of the campus director. The execution
of the intake may be delegated.

The campus director conducts a personal interview (intake) with the prospective
student, preferably in the presence of a parent or guardian of the prospective student.

During the intake, questions are asked regarding possible limiting factors such as
dyslexia, dyscalculia, ADD, etc. In this context, the prospective student is informed of
the necessity of providing a certificate issued by a specialist in order to qualify for
study and examination accommodations. The personal interview provides basic
information for the mentor.

In addition to identifying the potential limiting factors mentioned above, the intake
also addresses the student’s motivation and ambition in order to verify the
appropriateness of the chosen programme.

The information from the intake interview is recorded in Magister, in compliance with
the rules established under the General Data Protection Regulation (GDPR) regarding
the handling of sensitive personal data.

Under certain conditions, Notenboom offers the possibility to start a programme
outside the regular starting dates in September (short-track HBO, HBO bachelor) or
January (HBO bachelor). Upon commencement of the programme, an individual study
planis drawn up, outlining how the missed course material will be compensated for
and the implications for test, examination, and resit opportunities. For master’s
programmes, starting dates are determined based on enrolments.

3.2 Admission requirements
3.2.1  Higher professional education (hbo)

A student is admitted to the associate degree or bachelor’s programme with:

> asenior secondary vocational education diploma (MBO level 4), a senior general
secondary education diploma (HAVO), or a pre-university education diploma (VWO)

> a propaedeutic certificate from a related NVAO-accredited HBO or university
programme

> aforeign diploma that, in the opinion of NUFFIC, is at least equivalent to an MBO
level 4, HAVO, or VWO diploma

Notenboom
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Students holding a related associate degree may be admitted to the bachelor’s
programme under certain conditions. These conditions are determined based on the
subjects completed.

Admission after the start of the academic year and in January

Students may be admitted after the start of the academic year. Depending on their
personal circumstances, Notenboom will draw up an individual study plan based on
the regular curriculum. All educational units must be followed and/or completed,
unless exemptions have been granted.

Students who enrol in January follow the January curriculum designed for them.

3.2.2 Hbo master

A student is admitted to the HBO master’s programme with:

> at least a bachelor’s degree in the economic domain, such as a bachelor’s degree in
(technical) business administration or business economics.

> in addition, it is desirable that students are employed within the relevant family
business or the company to be acquired, so that they can carry out assignments for
this family business during the programme.

> English reading proficiency: the entry requirement for English reading proficiency is
C1, ensuring that students are well prepared for the use of English-language
scientific literature.

3.3 Exemptions
3.3.1 Exemption within higher professional education (hbo)

Exemption from the propaedeutic examination
The Examination Board may grant exemption from the propaedeutic examination to
holders of a diploma issued in the Netherlands if, in the opinion of the Examination
Board, that diploma is at least equivalent to the propaedeutic certificate of the
bachelor’s programme the student is enrolled in or intends to enrol in. The
Examination Board may require the student to complete educational units that are
deemed essential in Notenboom’s curriculum. Exemption from the propaedeutic
examination does not entitle the student to receive a propaedeutic certificate from
Notenboom.

Exemption from an educational unit

Notenboom
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The Examination Board may, upon request by the student, grant exemption for an
educational unit if the student has previously passed an exam or test of comparable
content at a higher professional or academic education institution. If the request for
exemption shows that only part of the learning outcomes linked to the educational
unit are covered, no exemption will be granted.

Requests for exemption must be submitted by the student within two weeks of the
start of the relevant trimester. The student, the student administration, and the
campus director will be informed of the Examination Board’s decision in writing.

Below is a more detailed explanation of how the Examination Board proceeds in
specific cases:

> Statutory exemption based on prior education

In accordance with Article 7.9a of the Dutch Higher Education and Research Act
(WHW), students holding a pre-university (VWO) diploma are entitled to 60 EC
exemption when entering an HBO programme (associate degree or bachelor). Since
Notenboom offers an accelerated programme, the Examination Board does not grant
this exemption for the VWO diploma.

> Exemptions based on previously obtained EC at a recognised institution

The Examination Board instructs a subject lecturer to assess the requested exemption.
The lecturer must consider the course content, learning objectives, prescribed
literature, and calculated study load (EC).

> Exemptions based on previously acquired competencies

If a student indicates they possess previously acquired competencies (for example, in a
language), they will be given the opportunity to take a comparable final test either
before or at the start of the relevant course. If the student passes this test
satisfactorily, they are not required to take the course and will be granted an
exemption.

> Students entering the graduation phase from another programme (> 180 EC
obtained at another institution)

Students who started at another institution and wish to graduate at Notenboom must

obtain at least 25% of the total EC at Notenboom in the Netherlands, equating to at

least 60 EC.

A student bringing in 180 EC or more from another programme will be granted a

maximum of 180 EC exemption, based on a comparison of the final qualifications of
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the other programme and Notenboom’s programme.

The graduation components must in all cases be completed at Notenboom (e.g.,
Introduction to Graduation — INAF, graduation research and defence, internship report
and defence, or Introduction to Graduation — INAF and graduation through own
business). If the student can demonstrate that the required internship hours have
been completed, these may be credited.

3.3.2 Exemption within the hbo master’s programme
Due to the strong cohesion of the educational programme, it is not possible to obtain
exemptions.

3.3.3  Procedure for requesting an exemption

The student submits the exemption request by email to the Examination Board

(examencommissie@notenboom.nl). The request must be submitted within the first

two weeks of the trimester in which the module is offered. The student must digitally

attach the required copies of diplomas, certificates, transcripts, and grade lists. In

addition, the student must provide other relevant documents that demonstrate the

content of the completed programme, training, or course. Incomplete requests and/or

requests lacking sufficient documentation will not be processed.

An exemption request will be granted if:

> the module is covered for at least 90% by the final qualifications of the obtained
diplomas, certificates, and/or transcripts (knowledge, understanding, skills,
attitude);

> the module has a comparable study load to the module on which the exemption
request is based;

> a satisfactory grade has been achieved for the relevant subject;

> the diplomas, certificates, and/or transcripts on which the exemption request is
based are no more than six years old at the time of application.

If the date of issue is more than six years ago, recent relevant work experience may be
considered when granting an exemption. In that case, a CV must be submitted clearly
demonstrating that the student has maintained their knowledge and skills.

If the Examination Board considers that an expert should assess the request, it will
forward the request to this expert. The expert will evaluate the request and provide
the Examination Board with advice. The Examination Board will make a decision based
on this advice.
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The student and their campus director will be informed digitally of the Examination
Board'’s decision. A copy of the decision will be included in the student’s digital file.

3.3.4 Refusal and termination of enrolment
The campus director has the authority in all cases to refuse a student’s enrolment.

A campus director may also terminate a student’s enrolment based on their academic
performance and/or for disciplinary reasons.

If the campus director intends to terminate a student’s enrolment, this must first be
submitted to the director of Notenboom, who may then decide to proceed with the
termination.

The campus director must inform the student of the intended termination at least four
weeks prior to the proposed termination date, initially in a personal meeting. This will
be followed by written confirmation.

In certain cases, the Examination Board may advise the campus director to refuse a
student’s enrolment or to terminate the enrolment of a student who is already

registered.

The procedural rules established by the Executive Board in this regard will be
observed. These rules can be found in the Notenboom Internal Regulations for
Students (Huishoudelijk reglement studenten), available via Magister.

The student will be informed in writing of the termination of enrolment and the

reasons for it.
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4 Educational programme

4.1 Attendance and absence protocol
A standard of 100% attendance applies to classes and other educational activities.

For students who are subject to compulsory education or qualification requirements,
the absence protocol applies. This protocol can be found in Magister.

4.1.1  Tutoring
If a student has attended at least 80% of the classes for a subject and, despite their
efforts, is insufficiently prepared or found to be insufficiently prepared to pass a test
with a positive result, they are entitled to one tutoring session funded by Notenboom.
The student must comply with the tutoring regulations as set out in Magister. If the
student requires additional tutoring sessions, these can be purchased separately.

If a student does not meet the required attendance standard, tutoring sessions can be
purchased.

The costs of tutoring sessions are published on Magister. The student and the teacher
must complete a tutoring form to account for the tutoring sessions. The tutoring form
is also available on Magister.

4.2  AD and bachelor

4.2.1 Objective of the programme
The aim of an associate degree or HBO programme is to provide the student with the
knowledge, attitude, and skills in their field of study to enable them, upon completion
of the programme, to perform professional tasks in that field and to be eligible for a
full bachelor’s or master’s programme. Upon completion of the programme, the
student should be able to work independently and critically as a professional and
possess the final qualifications at HBO level, as available for reference in Magister.

The document Verantwoording hbo elaborates on the relationship between the final
qualifications and the curriculum. This document is available in Magister.

4.2.2  Structure of the programme
Starting from cohort 2019, the regular bachelor’s programme is structured as a three-
year programme with a total of 240 EC, averaging 80 EC per year. The first academic
year includes the propaedeutic phase (60 EC), comprising specific educational units.
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The bachelor’s programme includes two internship periods: in the first year
(professional development internship — 20 EC — 480 hours) and in the third year
(graduation internship — 40 EC — 960 hours). A student who conducts both the
graduation research and the graduation internship within the same company may
count a maximum of 192 hours (12 weeks at 16 hours per week) of graduation
research time as internship hours.

The programmes are full-time (hbo), dual (Associate degree), or part-time (Associate
degree). The main difference lies in the number of contact hours (8 per week versus 25
per week) and whether or not an internship is part of the programme..

The associate degree programmes have a total study load of at least 120 EC and no
more than 125 EC, with at least 60 EC per academic year.

The various curricula and the associated credits are available in Magister.

4.2.3  Language of instruction and education
The language of instruction in the programme is English.
The literature used in the programme consists of English-language sources.

4.2.4  Educational activities
An overview of the educational activities for all programmes can be found in Magister.

The class timetable is published in Magister prior to the start of classes. Any incidental
changes to this timetable are also communicated via Magister.

4.2.,5 Overview of educational units
Each programme consists of a coherent set of educational units, which are
components of a programme that are concluded with a test or examination.
Educational units have a minimum size of 1 EC. Whole EC are awarded to educational
units. The various curricula and the associated EC per educational unit are available in
Magister.

4.2.6  Study guidance and mentoring
Each student is assigned to a class upon enrolment. Each class is assigned a mentor.
The mentor guides the student in making study and career choices with the aim of
developing a personal study and professional identity.
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The mentor focuses on the following four objectives:

> close monitoring of study progress

> supporting decision-making processes (including internship choices) in line with the
student’s ambitions

> supporting study skills

> preparing for and connecting to professional practice

Before the start of the academic year, the mentor conducts an introductory meeting
with each new student. The mentor holds at least one meeting with the student each
trimester. During this meeting, the mentor discusses the student’s general well-being,
study skills, study progress, and choice of internship. Where necessary, the mentor
refers the student to internal or external support services. The mentor takes timely
action if the results or other matters warrant it. A report of the meeting is made by the
mentor and stored in the logbook in Magister.

At the start of the academic year and after each examination period, parents are
invited to attend, respectively, a plenary information evening about the academic year
and an individual meeting to discuss their son’s or daughter’s study progress.

4.2.7 Facilities
The campus director provides students with a disability and/or chronic illness with a
learning environment that is, as far as possible, equivalent to that of students without
a disability and that offers equal opportunities for academic success. The campus
director may seek advice from the mentor before deciding on the adjustments to be
made. Examination accommodations can be requested from the Examination Board
within two weeks after the start of the academic year.

4.3  Hbo master

4.3.1 Objective of the Programme
The MBA in Family Business (accreditation pending) is designed for experienced
professionals who intend to assume a decisive role within the family business. This
professional master’s programme offers in-depth preparation for the challenges and
responsibilities associated with the transfer and succession of a family business. With
this MBA, graduates are equipped with the necessary expertise to successfully guide
the business into the future.

4.3.2  Structure of the Programme
The master’s programme is structured over one and a half years with a total of 60 EC,
divided into six blocks of eight weeks each. Within a module, the student completes
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both an oral and a written assignment. Throughout all blocks, attention is given to the
development of a sustainable development plan. The various curricula and the
associated credits can be found in Magister.

4.3.3  Language of instruction and education
The language of instruction in the programme is English.
The literature used in the programme consists of English-language sources.

4.3.4  Educational activities
An overview of the educational activities for all programmes can be found in Magister.

The class timetable is published in Magister prior to the start of classes. Any incidental
changes to this timetable are also communicated via Magister.

4.3.5 Overview of educational units
Each programme consists of a coherent set of educational units, which are
components of a programme concluded with a test or examination. Educational units
have a minimum size of 1 EC. Whole EC are awarded to educational units. The various
curricula and the associated EC per educational unit are available in Magister.

4.3.6  Study guidance and mentoring
Each student is assigned to a class upon enrolment. Each class is assigned a mentor.
The mentor guides the student in making study and career choices with the aim of
developing a personal study and professional identity.
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The mentor focuses on the following four objectives:

> close monitoring of study progress

> supporting decision-making processes (including internship choices) in line with the
student’s ambitions

> supporting study skills

> preparing for and connecting to professional practice

Before the start of the academic year, the mentor conducts an introductory meeting
with each new student. The mentor holds at least one meeting with the student each
trimester. During this meeting, the mentor discusses the student’s general well-being,
study skills, study progress, and choice of internship. Where necessary, the mentor
refers the student to internal or external support services. The mentor takes timely
action if the results or other matters warrant it. A report of the meeting is made by the
mentor and stored in the logbook in Magister.

At the start of the academic year and after each examination period, parents are
invited to attend, respectively, a plenary information evening about the academic year
and an individual meeting to discuss their son’s or daughter’s study progress.

4.3.7 Facilities
The campus director provides students with a disability and/or chronic illness with a
learning environment that is, as far as possible, equivalent to that of students without
a disability and that offers equal opportunities for academic success. The campus
director may seek advice from the mentor before deciding on the adjustments to be
made. Examination accommodations can be requested from the Examination Board
within two weeks after the start of the academic year.
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5 Testing and examination in higher professional education (hbo)

5.1 General provisions on testing and examination in hbo
Notenboom’s policy on testing and examination within higher professional education
(HBO) is set out in its Vision on Testing and Examination (Visie op toetsing en
examinering). This vision is available in Magister. The test plan for an educational unit
is included in the module description and in the lesson planner. The examination plans
for MBO can be consulted in Magister.

The test plan specifies for each educational unit how the assessment will be conducted
and how the final grade for that unit will be calculated. The standard is that each
educational unit is assessed using a minimum of two and a maximum of three different
tests.

Assessment of an educational unit may take place by means of:

> conditional language test: the conditional language test applies to every written
assignment and carries a minimum weight of 20%. The assighment must meet
language quality standards before its content can be assessed.

> afinal test covering all the material, preceded by one or more non-retakeable /
non-recoverable tests or test products; each such test may contribute a maximum
of 10% to the final grade, and together a maximum of 25%. When determining the
final grade after a retake of the final test, the results of these non-retakeable tests
remain part of the calculation.

> multiple retakeable tests or test products, which together determine the final
grade.

Assessment may take various forms:

> written, where the student answers open questions, multiple-choice questions,
and/or exercises either in writing or on a personal computer.

> oral, where the student answers the examiner’s questions orally.

> other forms directly linked to the learning process, such as giving a presentation,
attending a guest lecture, participating in a workshop, working on an assignment in
a group, writing a paper, carrying out a project, maintaining a portfolio, completing
an internship, or presenting and defending the graduation project.

> Project week: Certain study periods conclude with a project week that may include
one or more projects. These projects may involve multiple disciplines; in that case,
the assessment will be carried out by multiple examiners, each responsible for the
assessment within their own field.
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> Group assignment: Tests that must be carried out jointly by two or more students
are designed to lead to an individual assessment for each student involved. It is
ensured that no grade is awarded to a student who has not made sufficient effort in
executing the assignment. The assignment instructions will specify how this is
concretely implemented.

To secure agreements at the start of a group assignment, students must draw up a
cooperation agreement and submit it via Magister. If the cooperation agreement is not
completed, not submitted, or lacks clear agreements, each individual student is
responsible for the entire assignment. The cooperation agreement must always be
presented to the teacher first.

Any test that is offered more than once in the same academic year must be equivalent
in all instances and have the same form. This requirement may be waived in cases of
force majeure or if, for organisational and/or educational reasons, it is not possible to
offer a resit in the same form as the initial test in that academic year.

The test plan for the programme specifies which tests and examinations must be
passed to meet the final qualifications. The test plan for an educational unit is included
in the lesson planner.

5.1.1 Rules for testing, resits, and registration
Participation in testing and examination is only open to individuals who are enrolled in
the programme.

Written tests

Tests and examinations are scheduled according to the annual plan, which is accessible
via Magister. In principle, students are given three opportunities to take a test within
the relevant academic year, provided they have attended sufficiently. If a student does
not pass the test in the first year, they are offered two additional opportunities in the
following year during the resit periods.

Candidates are required to participate in the tests associated with the teaching period
they are following and in the resits for which they have registered and been admitted
based on their attendance. Timely cancellation is mandatory in case of non-
participation.

The following rules apply to testing and resits of written tests:
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> Students must participate in the regular test session.

> Students who have attended at least 80% of the classes may participate in all resit
opportunities.

> Students who have attended less than 80% of the classes may participate in the
regular test session and the resit period in June (second resit).

A student who did not participate in the first resit must participate in the next resit
period in which the relevant test is scheduled. In the June resit period, a student may
resit a maximum of three tests from the first trimester and three tests from the second
trimester. This maximum applies across all study years combined.

Students must register for resits via Magister.

A student or external candidate may register in advance for one or more tests and/or
presentations during a resit period. Registration is only possible for educational units
that are offered for resit in that trimester. The student will receive an invitation via

Magister. After registering, the student can view the registered subjects via Magister.

If a student does not participate in a test or resit, or fails to submit a paper on time, a
score of 0.1 will be entered in Magister for administrative purposes.

The grade obtained in a resit is considered the final grade if it is equal to or higher than
the original grade; in other words, the highest grade achieved applies.

A student is allowed to reprofile an educational unit once.

If a student fails to pass the educational unit during the relevant academic year, they
may use the resit opportunities in the following year, subject to any changes in
scheduling.

Assignments

An assignment in the form of a paper, presentation, portfolio, etc., may be
resubmitted once within the regular resit period of the relevant academic year. If the
student does not achieve a satisfactory result at that time, they may resubmit the
assignment once more in the regular resit period of the following academic year.
Students who do not make use of the first submission or resubmission opportunity
must complete the assignment that applies in the following academic year.
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If an educational unit is no longer offered and the associated course code has expired,
two further opportunities to take a test for this unit will be offered in the following
academic year.

A student who, despite the resit opportunities described above, has not passed
educational units from the penultimate or final year of their programme must conform
to any revised content of the educational unit or to the content of the unit that
replaces the outstanding unit in the curriculum for future resits.

A student who is unable to attend a test opportunity must use the next available test
opportunity, provided it concerns a test that may be retaken or rescheduled

Academic unit entrepreneurship

> There is only one resit opportunity for the Dragons’ Den assessment in the
Entrepreneurship course. This takes place during the Shark Tank in December.

> From the start of the course, students are explicitly informed by the course
lecturers that failing the course will result in a delay in their MBO programme. HBO
students will not be able to start the graduation programme, which will also cause a
delay in their studies.

5.1.2  Testing periods and frequency of tests
Each year, prior to the start of the academic year but no later than 1 September, the
Education Office announces the schedule of test and resit weeks; this schedule is
included in Notenboom’s annual plan. The test timetable is published via Magister no
later than five days before the start of the test period to which the timetable applies.

Each academic year, students are offered at least two opportunities to take tests for
each educational unit, the first of which follows directly after the teaching of the
relevant unit.

Registration for resits

Students must register for resits. Magister provides the opportunity to register. If there
is a limit on the number of tests that can be registered for, this will also be indicated.
Students are entitled to five attempts per written test if they have attended more than
80% of classes; otherwise, they are entitled to four attempts per written test. The
content of the five test opportunities must always correspond to the material taught
during the trimester of the specific cohort.

Students who do not pass a written test within the specified time must complete the
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educational unit in the following academic year based on the material applicable at
that time.

Submission and Resit of Practical Assignments, Oral Exams/Presentations, and

Internships

Practical assignments include projects, business plans, portfolios, internship reports,

research projects, company presentations, etc. These assignments must meet all

specified content requirements.

The following rules apply to the assessment and resit of practical assignments and

presentations/oral exams:

> Students must submit practical assignments before the deadline of the regular
assessment period as indicated in the annual plan and before the deadline of the
first resit period as indicated in the annual plan. Presentations/oral exams may also
only be given or resat during these periods.

> During the June resit period, it is not possible to (re)submit practical assignments or
to resit presentations/oral exams.

If a practical assignment is not submitted on time, submission is only possible during
the next resit period and will count as a resit. Submissions must be made via Magister
and may be subject to a plagiarism check.

If a student fails to submit a paper on time or does not deliver the presentation, a
score of 0.1 will be recorded in Magister for administrative purposes.

If a practical assighment submitted on or before the regular deadline results in an
insufficient grade, the assignment may be improved to achieve a passing grade.

If a practical assignment results in an insufficient grade, it may be improved to achieve
a passing grade. This opportunity for revision is offered once, in accordance with the
annual plan, and in such a way that the assignment is completed within the current
academic year.

Students who do not complete a practical assignment within the current academic
year must complete the educational unit in the following academic year, using the

then-applicable assignment.

Students must register digitally for a resit of a presentation via Magister.
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A group assignment may be resat individually. An adjusted assignment may be used for
this purpose, but all learning objectives of the group assignment must be addressed.

If a student terminates or is required to terminate their internship for any reason, they
must find a new internship placement to complete at least the remaining unapproved
hours plus a maximum of 160 hours (4 weeks); up to a maximum of 480 hours
(internship associate degree year 1 and year 2, and bachelor year 1) or 960 hours
(bachelor year 3).

5.1.3  Practical procedures for tests and examinations
A written test is administered under the continuous supervision of at least one
examiner or invigilator. The test papers are duplicated under the responsibility of the
test leader, with due care for confidentiality, and handed over to the examiner and/or
invigilator. The test provided must include information on the duration of the test and
the permitted aids. The examiner or invigilator ensures that the test is conducted
correctly and reports any irregularities or other special circumstances in the official
report, available via Magister.

An oral examination is conducted in the presence of one or more examiners. An oral
examination is not public unless the Examination Board decides otherwise. The
presentation and defence of the graduation project (associate degree, bachelor’s, or
master’s) take place publicly before an appointed assessment committee.

Computer-assisted testing is conducted in a designated room in the presence of at
least one invigilator. If, due to circumstances beyond the student’s control, the test
materials are not or only partially available, this will be reported by the invigilator and
passed on to the Examination Board, which may declare the test invalid and provide
instructions for a new test session.

The practical assessment is conducted through assignments that test mastery of core
tasks and related work processes.

Practical assighments must be carried out individually unless designated as group
assignments. The assignment is assessed by at least one examiner. An assighment may
be assessed on multiple aspects. For example, it may be required that the practical
assignment is written in correct Dutch before its content is assessed.

Practical assignments, such as portfolios, reports, and similar work, must be submitted
via Magister no later than the date specified in the annual plan.
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The Examination Board establishes the rules and guidelines regarding proper conduct
during a test and the measures to be taken in that context. These rules and guidelines
are set out in the Internal Regulations on Testing (Huishoudelijk reglement toetsen),
available via Magister. In the event of irregularities and fraud, the provisions specified
in this regulation apply.

During a written test, students are not permitted to:

> engage in verbal or non-verbal contact with fellow students

> view the answers or solutions of fellow students, or provide the opportunity to do
so

> consult communication devices, books, notebooks, or other information carriers
during the test, unless expressly permitted

> share information about the content of the test or the work produced

5.1.4 Documentation of tests and examinations
For written tests, an official report/test protocol is prepared. The report is signed by
the invigilator(s). The test leader ensures that the tests are submitted to the
designated assessor(s). The assessor enters the results of the completed tests in the
report and sends the signed report to the administration of the relevant campus for
archiving. The assessor also records the results in Magister.

For each oral examination, an assessment form is prepared. This assessment form is
signed by the assessor(s) and submitted to the campus administration; the assessor
also records the results in Magister.

For each submitted paper, other than regular written tests, an assessment form is
prepared. The assessor uploads this form in Magister and attaches it to the respective
paper. The assessor also records the result in Magister.

The test leader or student administration ensures timely submission of test products
and results. The assessed tests and papers, as well as the corresponding assessment
forms and official reports, must be stored in such a way that the academic history of
each student is traceable.

5.1.5  Results and access to assessments
If the average grade includes two or more decimal places, the grade is rounded to one
decimal place. The decimal is increased by 0.1 if the second decimal, without rounding,
is 5 or higher.
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Examples:

> 7,45 becomes 7,5
> 7,44 becomes 7,4
> 7,449 becomes 7,4

If a grade is rounded to zero decimal places, this must be done in a single step.

The examiner records the assessment of the student’s test product in Magister (for
written tests and papers) before any feedback session between teacher and student
takes place. The student can view their results in Magister.

The student is entitled to inspect their written test within two weeks after the result
has been announced. This inspection takes place under the supervision of the test
leader of the campus, during which the student may view their work together with the
assessment form. After this period, the right of inspection expires. The completed
work is retained by Notenboom for the legally prescribed retention period (physically
or digitally).

If the assessment is adjusted following the feedback session, the examiner reports this
to the Examination Board. If the adjustment is justified, the Examination Board
instructs the student administration to implement the change.

The Examination Board establishes the issued assessments within two weeks of the
publication of grades according to the annual plan, following an analysis of the testing
process. The Examination Board records this in its report of activities.

In the event of irregularities, the Examination Board may declare assessments invalid
or suspend them until both sides have been heard. In such cases, the Examination
Board informs the assessor, campus director, and the student(s) concerned.

If no result can be established because the student’s work has been lost (even through
no fault of the student), the student must retake the test, if necessary through a
specially arranged opportunity.

5.1.6  Requests for accommodations
A student who, due to a disability, is unable to participate in the programme and the
associated testing may request the Examination Board to provide accommodations
that enable the student to follow and complete the programme in a responsible
manner. Upon enrolment, the student must submit a medical certificate confirming
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the disability and providing a recommendation regarding the type of accommodations
deemed necessary.

The most common accommodations include: extra time to complete a test, special aids
such as a laptop, a test with larger font, and a calculator. Such students must still
adhere to the established test plan for the programme; oral examinations in place of
written examinations are generally not permitted.
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6 Testing and examination in higher professional education (HBO)
(WITH Al)

6.1 General provisions on testing and examination in hbo

1. Notenboom’s testing and examination policy for HBO programmes is set out in
the Vision on Testing and Examination, available via Magister.

2. The test plan for each educational unit is included:
¢ in the module description;
¢ in the lesson planner.

3. The test plan describes, for each educational unit, the test formats and the
method by which the final grade is determined. Each educational unit
comprises at least two and at most three test moments.

6.1.1 Test formats

1. The assessment of an educational unit may consist of:
¢ Conditional language test: Every written assignment with a weighting factor
of at least 20% is first assessed linguistically. The content is only assessed if the
language assessment is satisfactory.
¢ Final test with preparatory sub-tests: A final test covering the full material,
preceded by non-retakeable and non-recoverable sub-tests. Each sub-test may
count for a maximum of 10%, with a combined maximum of 25%. The results
of the sub-tests remain part of the calculation in the event of a final test resit.
e Multiple retakeable tests: The results of which together determine the final
grade.

2. Assessment may take the following forms:

e Written (on paper or computer): open questions, multiple-choice questions,
exercises.

e Oral: oral answering of questions posed by the examiner.

¢ Other formats: presentations, workshops, group assignments, projects,
portfolios, internship activities, graduation assignments, etc.

3. Project week: Project weeks may include multiple projects and disciplines,
with multiple examiners involved.

4. Group assignments: Always result in individual assessments. Students must
draft a cooperation agreement in advance and submit it via Magister. If no
agreement is available or if it lacks clear arrangements, all members are
collectively responsible for the entire assignment. The cooperation agreement
must be approved by the teacher.
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5. If atestis offered multiple times within one academic year, the same test
format and equivalent content apply as far as possible. Deviation is permitted
in cases of force majeure or organisational/educational constraints.

6. The programme’s test plan specifies which tests must be passed to achieve the
final qualifications of the programme.

6.1.2 Rules for testing, resits, and registration
General
1. Participation in testing and examinations is only permitted for students who
are enrolled in the programme.
2. Tests and examinations are scheduled in accordance with the annual plan,
available via Magister.

Written tests and resits

3. Inprinciple, each test is offered three times per academic year: one regular
test and up to two resits, provided the student meets the attendance
requirement.

4. If a student receives an insufficient grade in the first year, a maximum of two
resits will be offered in the following year.

5. Participation in tests and resits is mandatory upon registration and admission.
Timely cancellation is required in case of inability to participate.

6. If attendance is insufficient (less than 80%), participation is only allowed in the
regular test and the second resit opportunity in June.

7. Non-participation in a resit results in automatic registration for the next
available resit opportunity in which the test is offered again.

8. Inthe June resit period, students may register for a maximum of three tests
per trimester.

Registration and record-keeping

9. Students must register for resits via Magister. Only educational units available
for resit in the trimester can be resat.

10. If a student does not participate in a test or fails to submit an assignment on
time, a grade of 0.1 is recorded for administrative purposes.

11. The highest grade obtained from multiple test results counts as the final grade.

12. Each student has the right to reprofile an educational unit once.

13. If the educational unit is not passed in the current academic year, resits are
offered in the following academic year according to the then applicable
curriculum.
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Specific provisions for assignments

14. Practical assignments, such as papers, presentations, portfolios, etc., may be
resubmitted once within the academic year.

15. If an insufficient result is obtained during the regular academic year, the
assignment may be resubmitted once in the following academic year.
Assignments not submitted must be submitted in the following academic year
in accordance with the applicable assignment.

16. If an educational unit is no longer offered (course code expired), two further
opportunities will be offered to take the test in the following academic year.

17. Students with outstanding educational units from higher years must comply
with any revised assignments or the replacement educational unit in the

current curriculum.

In Case of inability to attend
18. If a student is unable to attend a test session, they may use the next available
test opportunity, provided it concerns a retakeable and reschedulable test..

Specific provision for entrepreneurship
19. For the Entrepreneurship test (Dragons’ Den), only one resit opportunity is
available, namely the Shark Tank in December.
20. Students are informed by lecturers prior to the course that failing this test may
result in a delay in their studies (MBO: study delay; HBO: postponement of the
start of the graduation programme).

6.1.3  Testing periods and frequency of tests
1. Each year, but no later than 1 September, the Education Office publishes the
test and resit weeks via the annual plan in Magister.
2. The final test timetable is published via Magister no later than five days before
the start of the relevant test week.
3. Each educational unit offers at least two test opportunities per year. The first
test opportunity follows directly after the teaching of the relevant educational

unit.

Registration for resits
4. Students register for resits via Magister. Any limitations on the number of
resits will be indicated.
5. Students are entitled to a maximum of five attempts per written test, provided
they meet the attendance requirement of 80%. If attendance is insufficient,

one test opportunity is forfeited (four attempts).
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6. The content of the test sessions must be consistent with the material taught
during the trimester and for the cohort concerned.

7. Students who do not pass the test in the current academic year must complete
the educational unit in the following academic year according to the material
applicable at that time.

Submission and resit of practical assighments, oral exams/presentations, and
internships

8. Practical assignments must be submitted according to the deadlines of the
regular test period and the first resit period, as specified in the annual plan.

9. During the June resit period, it is not permitted to resubmit practical
assignments or resit presentations.

10. Late submissions of practical assignments are only allowed during the next
resit period; these count as a resit. Submission is via Magister and may be
subject to plagiarism checking.

11. If a paper or presentation is not submitted or delivered on time, a grade of 0.1
is recorded for administrative purposes.

12. Practical assignments with an insufficient result may be revised once and
resubmitted within the current academic year.

13. Students who do not complete the practical assignment within the current
academic year must complete the educational unit in the following academic
year in accordance with the assignment then applicable.

14. Students must register digitally for a resit of a presentation.

15. Group assignments may be resat individually using an adjusted assignment
that covers all original learning objectives.

Internship
16. If an internship or work placement is terminated early, the student must find
an alternative placement and complete at least the remaining hours plus a
maximum of 160 additional hours (4 weeks).
17. The total additional internship hours amount to a maximum of:
» 480 hours for associate degree year 1 and 2, and bachelor year 1;
¢ 960 hours for bachelor year 3.

6.1.4  Practical procedures for test administration
1. Written tests are administered under the continuous supervision of at least
one examiner or invigilator.
2. Test papers are duplicated under the responsibility of the test leader, with due
care for confidentiality, and provided to the examiner or invigilator.
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3. Each test contains information about the duration of the test and the
permitted aids.

4. The examiner or invigilator ensures the proper conduct of the test and records
any irregularities or special circumstances in the official report (test protocol),
in accordance with the registration in Magister.

5. Oral examinations are conducted in the presence of one or more examiners.
Oral examinations are not public unless the Examination Board decides
otherwise.

6. The presentation and defence of the graduation project (associate degree,
bachelor’s, or master’s) take place in public before an assessment committee
appointed by the Examination Board.

7. Computer-assisted testing is conducted in a designated testing room, under
the supervision of at least one invigilator.

8. Inthe event of technical malfunctions beyond the student’s control, the
invigilator reports the situation to the Examination Board, which may declare
the test invalid and offer a new test opportunity.

9. Competency assessments are conducted through assignments that test
mastery of core tasks and related work processes.

10. Practical assignments are generally completed individually, unless explicitly
designated as group assignments.

11. Practical assignments are assessed by at least one examiner. Assignments may
be assessed on multiple aspects; linguistic correctness may be set as a
condition prior to content assessment.

12. Practical assignments, such as portfolios and reports, must be submitted via
Magister no later than the date specified in the annual plan.

13. The Examination Board establishes rules and guidelines regarding order during
testing and the measures to be taken in case of irregularities; these are laid
down in the Internal Regulations on Testing, available via Magister.

14. In the event of irregularities or fraud, the provisions of these regulations apply.

Prohibited conduct during written tests
15. During written tests, students are prohibited from:

¢ engaging in verbal or non-verbal contact with fellow students;
e viewing or allowing the opportunity to view the answers or solutions of
others;
¢ using communication devices, books, notebooks, or other information
carriers without explicit permission;
¢ sharing information about the test content or the work produced.
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6.1.5 Documentation of tests and examinations

1. For written tests, an official report (test protocol) is prepared and signed by
the invigilator(s).

2. The test leader ensures the transfer of test materials to the designated
assessor(s).

3. The assessor completes the official report with the results achieved, signs it,
and submits it to the campus administration for archiving.

The assessor also records the results in Magister.

5. For oral examinations, an assessment form is prepared and signed by the
assessor(s). This form is submitted to the administration, and the results are
recorded in Magister.

6. For papers and assignments other than written tests, an assessment form is
also prepared, uploaded in Magister, and linked to the respective work. The
results are recorded in Magister.

7. The test leader and/or student administration ensures the timely submission
of test products and results.

8. Assessed test materials, assessment forms, and official reports are stored in
such a way that the academic record of each student is fully traceable.

6.1.6  Results and access to assessments

1. Examiners record the results of written tests and papers in Magister before

any feedback session with the student takes place.

Students can view their results via Magister.

Students are entitled to inspect their written tests within two weeks after
publication of the result. After this period, the right to inspection expires.

4. Completed work is retained by Notenboom physically or digitally in accordance
with legally prescribed retention periods.

5. If an assessment is adjusted following a feedback session, the examiner
reports this to the Examination Board. After approval by the Examination
Board, the change is forwarded to the student administration for processing.

6. After analysing the test process, the Examination Board finalises the
assessments within two weeks after publication of the grades (in accordance
with the annual plan). The findings are included in the Examination Board'’s
report of activities.

7. Inthe event of irregularities, the Examination Board may declare assessments
invalid or suspend them pending a hearing of both sides. The Examination
Board informs the assessor, campus director, and the student(s) concerned.
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8. |If a test result cannot be determined because the work has been lost (even
through no fault of the student), the student must retake the test at a time
designated by the Examination Board.

6.1.7 Requests for accommodations

1. Students with a disability may request the Examination Board to provide
accommodations to enable them to follow and complete the programme in a
responsible manner.

2. The request must be submitted upon enrolment, accompanied by a medical
certificate confirming the disability and containing a recommendation on the
necessary accommodations.

3. Possible accommodations include, among others:

e extra time for tests;
e use of specific aids (such as a laptop, calculator, test in larger font).

4. Students remain bound by the test plan established for the programme; oral
examinations in place of written examinations are only permitted in
exceptional cases.
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6.1.8  Dyslexia protocol
This protocol describes the procedures required to provide optimal support for
students with dyslexia. With this protocol, Notenboom aims to harmonise rules and
accommodations institution-wide.

Reporting Dyslexia

The institution will only provide accommodations once the student has formally and
timely reported their dyslexia. The student is always personally responsible for making
this (timely) report.

Dyslexia Certificate
To qualify for accommodations, the student must submit an original dyslexia certificate
along with the test report on which the certificate is based.

Requirements for a Dyslexia Certificate

A dyslexia certificate can only be issued by professionals qualified to carry out
psychodiagnostic testing and with specialist knowledge of learning disorders and
related educational challenges. This requires an academic degree in clinical (child and
adolescent) psychology or orthopedagogy, as well as recognised registration in
psychodiagnostics, at minimum equivalent to the BIG registration for Health
Psychologist (see Van der Leij et al., 2003).

According to the guidelines of the Stichting Dyslexie Nederland
(www.stichtingdyslexienederland.nl), the certificate must contain an identifying,
explanatory, and action-oriented diagnosis (see Van der Leij et al., 2003).

This means that, in addition to establishing dyslexia (the declaration), the certificate
must also address specific problems the student faces and include advice on possible
accommodations that could assist the student.

The certificate is, in principle, valid indefinitely as dyslexia is a structural condition.
However, as circumstances may change over time, parts of the report may need
updating in view of changes in approach or facilities. This is especially relevant for tests
from primary school, as skills not yet fully developed at that stage may improve during
secondary school.

Students can receive accommodations if the dyslexia certificate meets the
requirement that it is issued by a recognised professional and includes advice on the

accommodations to be provided.

Conditions for Accommodations
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Accommodations must not compromise the quality of education — for the student
concerned or for others. The student must continue to meet all final qualifications of
the programme.

Under the Dutch Equal Treatment Act on the Grounds of Disability or Chronic Iliness
(WGBH/CZ), accommodations must pass the reasonableness test. This means
Notenboom should not face a disproportionate financial or organisational burden.

Accommodations for Dyslexia

Accommodations ensure that students with dyslexia are not continually penalised for
their disability, but are assessed on their actual performance.

The standard accommodation is extra time for tests, with the norm being an additional
30 minutes.

If this standard provision proves insufficient, the student may discuss additional
accommodations with the campus director.

Possible additional accommodations:

> Improving text readability by using a suitable font, enlarged text (Arial 12 point),
wider line spacing (1.5), and off-white paper

> Allowing the use of a laptop/notebook for spelling and grammar checks during
tests/exams

> Reading and writing assistance

> Separate test room

The proposed accommodations will be submitted to the teacher for assessment. The
teacher ultimately decides whether the accommodations are permitted for the specific
test, considering the objectives of the test.

Conditions for Using Accommodations
The dyslexia certificate must be submitted to the campus director no later than 1
October.

Conditions for Using Additional Accommodations

Requests for additional accommodations must also be submitted no later than 1
October. The dyslexia certificate must include advice regarding the requested
additional accommodation.

Validity of the Accommodations
The decision on the granted accommodations remains valid for the duration of the
student’s enrolment in the programme.
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6.1.9  Dyscalculia protocol
This protocol describes the procedures required to provide optimal support for
students with dyscalculia. With this protocol, Notenboom aims to harmonise rules and
accommodations institution-wide.

Reporting dyscalculia

The institution will only provide accommodations once the student has formally and
timely reported their dyscalculia. The student is always personally responsible for
making this (timely) report.

Dyscalculia certificate
To qualify for accommodations, the student must submit an original dyscalculia
certificate along with the expert report on which the certificate is based.

Requirements for a dyscalculia certificate

> Dyscalculia must be diagnosed based on DSM-IV-TR™ criteria (the classification
system for learning disorders).

> The certificate must describe the domain-specific contexts in which the problems
manifest (i.e. specify where exactly the difficulties occur).

> The certificate must indicate what is needed to facilitate or support the student’s
difficulties.

It is important that the assessment is conducted by a psychologist registered as a
Health Psychologist (GZ-psycholoog). This professional can issue the dyscalculia
certificate. The certificate remains valid indefinitely.

Students can receive accommodations if the dyscalculia certificate meets the
requirement that it is issued by a recognised professional.

Conditions for accommodations

> e Accommodations must not compromise the quality of education — for the
student concerned or for others. The student must continue to meet all final
qualifications of the programme.

> Under the Dutch Equal Treatment Act on the Grounds of Disability or Chronic Iliness
(WGBH/CZ), accommodations must pass the reasonableness test. This means
Notenboom should not face a disproportionate financial or organisational burden.

Accommodations for dyscalculia
Accommodations ensure that students with dyscalculia are not continually penalised
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for their disability, but are assessed on their actual performance.

The standard accommodation is extra time for tests, with the norm being an additional
30 minutes.

If this standard provision proves insufficient, the student may discuss additional
accommodations with the campus director.

Possible additional accommodations:
> Use of a calculator

> Use of a multiplication table

> Use of a strategy booklet

The proposed accommodations will be submitted to the teacher for assessment. The
teacher ultimately decides whether the accommodations are permitted for the specific
test, considering the objectives of the test.

Conditions for using accommodations
The dyscalculia certificate must be submitted to the campus director no later than 1
October.

Conditions for using additional accommodations

Requests for additional accommodations must also be submitted no later than 1
October. The dyscalculia certificate must include advice regarding the requested
additional accommodation.

Validity of the accommodations
The decision on the granted accommodations remains valid for the duration of the
student’s enrolment in the programme.

6.2 Testing and examination hbo
6.2.1 Completion of educational units and awarding of EC
In a bachelor’s programme, the propaedeutic phase is completed by passing the
prescribed educational units; the post-propaedeutic phase is completed through a final
examination consisting of the graduation research and internship, or graduation within
one’s own business or family business. An associate degree programme also includes a
final examination.

The propaedeutic phase for the bachelor’s programme (September intake) consists of
all courses from the first year, amounting to 60 EC. Students who start in January must
complete all courses of the propaedeutic phase no later than their third year.
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The examinations referred to above are considered passed if all educational units of
the propaedeutic phase or the entire programme have been successfully completed,
or exemptions have been granted.

The final examination in the graduation phase cannot be obtained until all other
educational units have been passed or exemptions have been granted for these units.

The Examination Board determines the results of examinations, tests, and practical
assignments after verifying that the student has met all requirements applicable to the
respective examination, test, or assignment.

The Examination Board awards a certificate to the student who has passed an
examination and meets all other legal requirements.

A propaedeutic certificate is awarded to the bachelor’s student who has obtained at
least 25% (i.e., 15 EC) of the EC required for the propaedeutic phase at Notenboom.
This means that up to 75% of the required EC for the propaedeutic phase may have

been obtained elsewhere.

To obtain an associate degree or bachelor’s diploma, at least 25% of the required EC
must have been obtained at Notenboom in the Netherlands. The remaining 75% may
be obtained abroad, where the programme is offered under the responsibility of
Notenboom. In addition, the final examination (internship/research) must have been
completed under the responsibility of Notenboom.

An educational unit consists of a combination of learning objectives that must
generally be achieved through at least two and at most three tests. The method and
number of tests used to assess an educational unit are specified in the test plan,
available in Magister. Written or oral tests are graded on a scale from 1 to 10, accurate
to one decimal place. The grade list accompanying the certificate includes the
unrounded grades.

The EC linked to an educational unit are awarded to the student if the final grade for
that unit is 5.5 or higher. For resit-eligible tests, a minimum of 5.5 must be achieved;
otherwise, the test must be resat until at least 5.5 is obtained.

To promote study progress during term weeks, non-retakeable / non-recoverable tests
may be used. Such tests may carry a maximum weight of 10%. They are offered once
at a pre-announced time (stated in the lesson planner) during the term weeks. If a
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student, for any reason, cannot participate in the scheduled non-retakeable / non-
recoverable test, a score of 0.1 will be recorded for this component on their results list.
Since no minimum grade is set for a test designated as non-retakeable / non-
recoverable, no minimum mark applies to these tests.

For the purpose of international comparison of results, students may request the use
of letter grades A to E on their grade list or on an additional English-language grade
list. This is done in accordance with the European Credit Transfer and Accumulation
System (ECTS):

8.0 and above = A;

7.5-79=8B;
7.0-74=¢
6.0—-6.9=D;
55-59=E.

At the beginning of each academic year, the competent authority and the Examination
Board determine the dates on which graduation projects can be defended.

At the beginning of each academic year, the Executive Board determines the dates on
which certificates are awarded at a public ceremony. Upon request, students may
receive their certificates earlier on an individual basis.

These dates are included in Notenboom’s annual plan, which can be consulted via
Magister.

The certificate and its appendices are generally ready within four weeks after
completion of the phase and submission of the certificate application.

Progression from year 1 to year 2 — september intake

Admission to the second academic year is granted if 75% of the prescribed EC for the
first year have been obtained.

For bachelor’s programmes, this means 60 EC out of the required 80 EC.

For associate degree programmes, this means 45 EC out of the required 60 EC.

Progression from year 2 to year 3 — september intake

To progress from year 2 to year 3, year 1 must have been fully completed.

To start the research component in September of year 3, no more than four courses
from trimesters 1 and 2 of year 2 may remain incomplete.

The following courses must, in any case, be completed before the student can start
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year 3: KWLO, KWTO, and AFST1.
The mentor will review the student’s progress with them in July.

6.2.4  Progression from year 1 to year 2 — january intake
Admission to the second academic year is granted if 75% of the prescribed EC for the
first year have been obtained.

6.2.5 Progression from year 2 to year 3 — january intake
To progress from year 2 to year 3, year 1 must have been fully completed.
To start the research component in January of year 3, no more than four courses from
year 2 may remain incomplete.
The following courses must, in any case, be completed before the student can start
with AFST2: KWLO, KWTO, and AFST1.
The mentor will review the student’s progress with them in July.

6.2.6  Phasing of the graduation process
If, one year after starting AFST2, the student has not formulated a research proposal
on which they can graduate, the student must seek a new research assignment.
With this new assignment, they must produce a defendable graduation project within
one year.
If this is also unsuccessful, the student must present well-founded arguments to the
Examination Board and request an extension of their studies.

6.2.7  Conditions for the defence of the graduation project
The content of the internship assignment and the graduation project must be aligned
with the programme followed.
The defence of the graduation project may only take place after all other components
of the programme, with the exception of the graduation internship and/or the
graduation project itself, have been completed and passed.
The defence is held after the graduation project has been assessed as satisfactory and
takes place before the assessment committee in a public session.
In addition to an internship at an (external) company, it is also possible to graduate
within one’s own business.

6.2.8 Admission to the associate degree graduation project for bachelor students
> If the student has obtained the bachelor’s propaedeutic certificate, they have
automatically fulfilled the first-year courses of the Associate Degree (Ad)
programme.
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> If a student has obtained at least 120 EC and completed the educational units
MAOR, BEC2, BEC3, BUEN3/BUCA3/CAM3, BUEN4/BUCA4/CAM4, and ONDE2 in
their bachelor’s programme, they may start the Ad graduation project in the
Commercial Management or International Business Management programme by
participating in the educational unit VEMA. The student must also complete 480
hours of internship at the company where the graduation project is conducted. If
the graduation project, including the internship, is assessed with at least a 5.5, the
student will be awarded the Ad diploma in Commercial Management or
International Business Management. A student who has not completed all of the
specified educational units must complete these before finalising the graduation
project.

> |If a student has obtained at least 120 EC and completed the educational units
MAOR, GABR, BUEN3/BUCA3/CAM3, BUEN4/BUCA4/CAM4, ONDE2, ANHE, SPA1,
and SPA2 in their bachelor’s programme, they may start the Ad graduation project
in the Hotel & Event Management programme by participating in the educational
unit VEMA. The student must also complete 480 hours of internship at the
company where the graduation project is conducted. If the graduation project,
including the internship, is assessed with at least a 5.5, the student will be awarded
the Ad diploma in Hotel & Event Management. A student who has not completed
all of the specified educational units must complete these before finalising the
graduation project.

6.2.9 Assessment and defence of the associate degree graduation project
The content of the internship assignment and the graduation project must align with
the programme followed.

The defence of the graduation project may only take place after all other components
of the programme, except the graduation internship and/or graduation assignment
itself, have been completed and passed. The defence is held after the graduation
project has been graded as satisfactory and takes place before the assessment
committee in a public session.

6.2.10 Conditions for awarding the diploma
Before a diploma is issued and deregistration with DUO takes place, all financial
obligations must have been met.

6.2.11  Awarding of degrees
The Executive Board awards the degree of Bachelor of Arts (bachelor’s in Hotel &
Event Management) or Bachelor of Science (bachelor’s in Business Administration) to
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those who have met all requirements of the bachelor’s programme.
The Bachelor of Arts and Bachelor of Science degrees generally provide access to a pre-
master’s or master’s programme.

The Executive Board awards the degree of Associate degree to those who have met all
requirements of an associate degree programme.

The Associate degree generally provides access to year 2 or year 3 of a bachelor’s
programme.

6.2.12  Distinctions: ‘with merit’, ‘cum laude’ and ‘summa cum laude’
With Merit (Met genoegen)
The designation ‘with merit’ is awarded by the Examination Board for a positive final
result if the weighted average for all educational units is 7.0 or higher, with no more
than three exemptions recorded for the propaedeutic or post-propaedeutic phase.

For associate degree programmes, the second-year internship and the Ad project must
both be completed with at least a 7.0. If a course is graded as “O/V/G”
(insufficient/sufficient/good), at least half plus one of these courses must be graded
IIGH.

Cum laude

To qualify for the designation ‘cum laude’, the following conditions apply:

> The weighted average for all educational units is at least 8.0, with no individual unit
graded below 7.0.

> A maximum of two exemptions are recorded.

> The study pace matches the nominal duration of the programme.

> All courses graded “O/V/G” must be completed at the “G” level.

Summa cum laude

To qualify for the designation ‘summa cum laude’, the following conditions apply:

> The weighted average for all educational units is at least 9.0, with no individual unit
graded below 8.0.

> A maximum of two exemptions are recorded.

> The study pace matches the nominal duration of the programme.

Without prejudice to the above, if a single test has been graded below 7.0, the
Examination Board may, at the student’s request, decide to offer a one-time early resit
opportunity to allow the student to reprofile.
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Mention of the hbo distinction

If a student graduates with the designation with merit, cum laude or summa cum
laude, this distinction is not mentioned on the official diploma or certificate, but on a
separate certificate issued simultaneously with the diploma. This certificate serves as
recognition of exceptional academic achievement and is signed by or on behalf of the
Examination Board.

6.2.13  Certificates (getuigschriften)
The Executive Board determines the model of the certificates and the accompanying
appendices for HBO and associate degree programmes. The following information is
included:
> the name of the programme and the institution providing the programme, as
registered in the CROHO;
which educational units are part of the examination;
where applicable, any professional rights associated with the certificate;
which degree has been awarded by the Executive Board;

V V VvV V

the date on which the programme was last accredited or successfully passed the
initial accreditation assessment.

The educational units forming part of the examination are listed on the grade list,
available via Magister, including the EC value and grade for each unit.

Although the administration of all educational units is handled with the utmost care,
no rights can be derived from the grade list.

The Examination Board may add an English supplement to a certificate of a
successfully completed final examination. The purpose of the supplement is to provide
insight into the nature and content of the completed programme, also for the purpose
of international recognition of qualifications. The English-language supplement
includes at least:

> the name of the programme and the institution providing the programme;

> confirmation that it concerns a programme in higher education;

> the study load of the programme.

Anyone who has successfully completed an educational unit but is not entitled to a
certificate may, upon request, receive a statement from the Examination Board
specifying the study components successfully completed, including the corresponding
study load (EC).
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The student must verify the accuracy of the certificate immediately upon receipt.
Certificates with alterations are invalid. A certificate is issued only once; copies may be
provided, but a new original will not be issued. However, the student may request a
statement confirming that a certificate has been issued.

6.2.14  Signing
The certificate is signed by:
> the chair or secretary of the Examination Board, as well as by another member of
the Examination Board;
> the student.

The appendices to the certificate are signed by the chair or secretary of the
Examination Board.

6.2.15 Issuance
The date of passing stated on the certificate is generally the date on which the
Examination Board determined that the student has successfully completed the
examination.

6.2.16  Validity of study results
The results obtained by the student are valid for a limited period. As a general rule,
grades expire after the nominal duration of study plus nominal minus one year. This
represents the maximum period within which a student must complete their degree.

When a student enters the extended study phase (after three years for a bachelor’s
degree, after two years for an associate degree), the student must apply for an
extension from the Examination Board. The student must present a solid plan of
action. Based on this, the Examination Board may grant an extension.

If the student has not graduated within the granted extension period, a meeting will be
scheduled between the student, the Examination Board, and the campus director. The
student must provide a solid plan of action, a planned graduation date, and a positive
recommendation from the graduation supervisor. If these conditions are not met, the
student will be deregistered.

6.3  Testing and examination hbo pre-master
6.3.1 Completion of educational units and awarding of EC
Within the master’s programme, the prescribed educational units must be completed.
The following educational units from the HBO bachelor’s programme in Business
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Administration have been designated: MAEC, BEC1, BEC2, BEC3, COFI, INSTP, LECH,
ORBE, and RIMA.

An educational unit consists of a combination of learning objectives that must
generally be achieved through several tests. The method and number of tests used to
assess an educational unit are specified in the test plan, available via Magister. Written
or oral tests are graded on a scale from 1 to 10, accurate to one decimal place. The
grade list accompanying the certificate includes the unrounded grades.

Within the master’s programme, the prescribed educational units must be completed.

6.4 Testsing and examination hbo master
6.4.1 Completion of educational units and awarding of EC
An educational unit consists of a combination of learning objectives that must
generally be achieved through two tests. The method and number of tests used to
assess an educational unit are specified in the test plan, available via Magister. Written
or oral tests are graded on a scale from 1 to 10, accurate to one decimal place. The
grade list accompanying the certificate includes the unrounded grades.

The various curricula and corresponding study credits are available in Magister.

> Students submit their written assignment in week 8.

> This assignment is provisionally assessed by one of the module lecturers, who
determines whether the student may proceed to the oral examination. This go/no
go decision is also given in week 8.

> The oral examination takes place in week 9.

> If the student receives a no go for the written assignment, they have a resit
opportunity for both the written and oral part in the next block.

> If the student receives a go for the written assignment but fails the oral, they may
resit the oral in the next block.

> If the resit for either the written or oral part is also unsuccessful, the Examination
Board will be asked to provide an appropriate solution.

> The written work is assessed by one assessor, who is one of the module lecturers
appointed as examiner.

> The oral is assessed by two assessors, at least one of whom is a module lecturer.
Both assessors are appointed as examiners.

> All assighnments are assessed using rubrics. If there are multiple assessors, they
must reach a unanimous decision on the assessment of the assignment.
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> An assighnment must be completed with at least a 5.5, and no criterion may be
scored lower than 4.

> Each assignment must meet the formal requirements regarding formatting,
language use, APA style, and the assignment guidelines (including word/page
count). These formal requirements are a knock-out criterion. If not met, no content
assessment will take place.

> A student may only present/defend the sustainable development plan once the
written part has been assessed as satisfactory (at least 5.5) and all modules have
been completed.

The EC linked to an educational unit are awarded if the student has obtained a final
grade of 5.5 or higher for that unit. For resit-eligible tests, a minimum of 5.5 must be
achieved; if not, the test must be retaken until at least 5.5 is obtained.

The final examination in the graduation phase can only be obtained after all other
educational units have been completed or exemptions have been granted.

The Examination Board determines the results of examinations, tests, and practical
assignments after verifying that the student has met all requirements for the
respective examination, test, or assignment.

The Examination Board awards a certificate to the student who has passed an
examination and meets all legal requirements.

For the purpose of international comparison of results, students may request letter
grades (A to E) on the grade list or on an additional English-language grade list. This is
done in accordance with the European Credit Transfer and Accumulation System

(ECTS):

8.0 and above = A;
7.5-79=8B;
7.0-7.4=C;
6.0-6.9=D;
55-59=E.

At the beginning of each academic year, the competent authority and the Examination
Board determine the dates on which graduation projects may be defended.

At the beginning of each academic year, the Executive Board determines the dates on
which certificates are awarded at a public ceremony. Upon request, students may
receive their certificates earlier on an individual basis.
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These dates are included in Notenboom’s annual plan, which can be consulted via
Magister.

The certificate and its appendices are generally ready within four weeks after
completion of the phase and submission of the certificate application.

6.4.2 Conditions for awarding the diploma
Before a diploma is issued and deregistration with DUO takes place, all financial
obligations must have been met.

6.4.3  Awarding of degree
The Executive Board awards the degree of Master of Business Administration to those
who have met all the requirements of the master’s programme.

6.4.4 Distinctions: ‘with merit’, ‘cum laude’ and ‘summa cum laude’
With merit (met genoegen)
The designation ‘with merit’ is awarded by the Examination Board for a positive final
result if the weighted average for all educational units is 7.0 or higher, with no more
than three exemptions recorded for the propaedeutic or post-propaedeutic phase.

For associate degree programmes, the second-year internship and the Ad project must
both be completed with at least a 7.0. If a course is graded as “O/V/G”
(insufficient/sufficient/good), at least half plus one of these courses must be graded
IIGH.

Cum laude

To qualify for the designation ‘cum laude’, the following conditions apply:

> The weighted average for all educational units is at least 8.0, with no individual unit
graded below 7.0.

> A maximum of two exemptions are recorded.

> The study pace matches the nominal duration of the programme.

> All courses graded “O/V/G” must be completed at the “G” level.

Summa cum laude

To qualify for the designation ‘summa cum laude’, the following conditions apply:

> The weighted average for all educational units is at least 9.0, with no individual unit
graded below 8.0.

> A maximum of two exemptions are recorded.
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> The study pace matches the nominal duration of the programme.

Without prejudice to the above, if a single test has been graded below 7.0, the
Examination Board may, at the student’s request, decide to offer a one-time early resit
opportunity to allow the student to reprofile.

6.4.5 Certificates
The Executive Board determines the model of the certificates and the accompanying
appendices for the master’s programme. The following information is included:
> the name of the programme and the institution providing the programme, as
registered in the CROHO;
which educational units are part of the examination;
where applicable, any professional rights associated with the certificate;
which degree has been awarded by the Executive Board;

vV V V V

the date on which the programme was last accredited or successfully passed the
initial accreditation assessment.

The educational units forming part of the examination are listed on the grade list,
available in Magister, including the EC value and grade for each unit.

Although the administration of all educational units is handled with the utmost care,
no rights can be derived from the grade list.

The Examination Board may add an English supplement to a certificate of a
successfully completed final examination. The purpose of the supplement is to provide
insight into the nature and content of the completed programme, also for the purpose
of international recognition of qualifications. The English-language supplement
includes at least:

> the name of the programme and the institution providing the programme;

> confirmation that it concerns a programme in higher education;

> the study load of the programme.

Anyone who has successfully completed an educational unit but is not entitled
to a certificate may, upon request, receive a statement from the Examination
Board specifying the study components successfully completed, including the
corresponding study load (EC).

The student must verify the accuracy of the certificate immediately upon
receipt. Certificates with alterations are invalid. A certificate is issued only once;
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copies may be provided, but a new original will not be issued. However, the
student may request a statement confirming that a certificate has been issued.

6.4.6  Signing
The certificate is signed by:
> the chair or secretary of the Examination Board, as well as by a member of the
Examination Board;
> the student.
The appendices to the certificate are signed by the chair or secretary of the
Examination Board.

6.4.7 Issuance
The date of passing stated on the certificate is generally the date on which the
Examination Board determined that the student has successfully completed the
examination.

6.4.8 Validity of study results
The results obtained by the student are valid for a limited period. As a general rule,
grades expire after the nominal duration of study plus nominal minus one year. This
represents the maximum period within which a student must complete their degree.

If the student has not graduated within the granted period, a meeting will be
scheduled between the student, the Examination Board, and the campus director. The
student must present a solid plan of action and a planned graduation date. If these
conditions are not met, the student will be deregistered.

If approved, an extension period of 6 months applies, which may be extended by a
further 4 months.
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7 Irregularities, plagiarism and fraud, objections and appeals,
disputes

7.1  Irregularities

The Examination Board has laid down in the internal regulations for testing, available

via Magister, how testing must be conducted. During a test, a pupil or student is not

permitted to:

> engage in verbal or non-verbal contact with fellow pupils or students;

> view or allow the opportunity to view the answers or solutions of fellow pupils or
students;

> have communication devices, books, notebooks, or other information carriers
available during the test, unless expressly permitted;

> share information about the content of the test or the work produced.

If irregularities or fraud are detected or suspected during or after a test, this must be
recorded by the examiner or invigilator as soon as possible in the official report; in the
event of (suspected) fraud, a report must also be sent to the Examination Board, or to
the director in the case of secondary education (VO). There is no statute of limitations
on fraud. The examiner or invigilator may request the pupil or student to provide any
evidence and, if necessary to maintain order, deny the student further participation.

If the Examination Board (master, HBO, MBO, VAVO) or director (VO) concludes that

irregularities or fraud have occurred, the Examination Board or director decides on

appropriate measures. The following measures may be taken:

> awarding a grade of 1 for a test of the school examination or central examination;

> denying participation or further participation in one or more tests of the school or
central examination;

> declaring one or more tests of the completed part of the school or central
examination invalid;

> determining that the diploma and grade list can only be awarded after a re-
examination in components designated by the Examination Board or director.

The Examination Board may also deny the student the right to take one or more
designated tests of the programme for a period of up to one year. In very serious
cases, the Examination Board or director may propose to the institution’s board that
the student be dismissed.

If a pupil or student deliberately cites or paraphrases passages and ideas from
another’s work and presents these as their own without proper references, this
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constitutes plagiarism. Plagiarism is intellectual theft and is considered fraud. Pupils or
students who enable others to commit fraud may also be sanctioned by the
Examination Board in accordance with the above measures.

Incorrect referencing without the intent to plagiarise is considered an irregularity.

A pupil or student who submits a paper declares that the work is authentic and can be
fully attributed to them. If further investigation shows this is not sufficiently the case,
the (graduation) work will not be accepted. The standard is a maximum similarity of
10% with the work of other authors; in specific cases and with satisfactory explanation
to the examiner, this standard may be exceeded. Individual quotations may contain a
maximum of 40 words each. Pupils or students may use generative Al responsibly. For
guidelines, refer to the document A/ for students, available via Magister.

The Examination Board will give the pupil(s) or student(s) concerned the opportunity
to present their views, and will notify them in writing of its reasoned decision,
including information on the possibility of objection and/or appeal.

7.2  Objection
A pupil or student who wishes to lodge an objection against the content of a test, the
assessment by an examiner, or the application of the Education and Examination
Regulations (OER) and/or the examination regulations must submit the objection to
the Examination Board via email. The objection must be submitted within two weeks
of the date of the decision, event, or circumstance to which the objection relates.

The Examination Board will decide within two weeks of the submission of the
objection. The Examination Board may extend this period once.

7.3  Appeal
The pupil or student may lodge an appeal with the competent authority against
decisions of the institution. Before lodging an appeal against the decisions mentioned
above, the objection procedure as described in 7.1 must first have been completed.

A pupil or student may appeal against the following decisions:

> adecision concerning the issuance of a binding negative study advice;

> adecision to refuse admission to the programme following the issuance of a
binding negative study advice;

> decisions regarding the admission test;
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> adecision on admission to tests and examinations, not being a decision of a general
nature;

> adecision concerning the certification of passing the final examination;

> adecision regarding study progress monitoring.

If a pupil or student continues to believe that their appeal is justified and does not
receive a satisfactory response from the competent authority, they may report this to
the Inspectorate of Education.

The pupil or student may also lodge an appeal against decisions of the Examination
Board with the Board of Appeal for Examinations.
The Board of Appeal for Examinations is administered by the NRTO (see 7.4).

7.4 Disputes
In the event of a dispute concerning a school examination, a candidate may contact
the Examination Board. This must be done within two weeks after the cause of the
dispute has arisen.

The relevant parties will be heard by the Examination Board before it issues a ruling.

The Examination Board will issue a decision within two weeks after the dispute has
been raised.

7.5 Board of appeal for examinations
Notenboom, as an educational and examination institution, is affiliated with the sector
organisation’s board of appeal for examinations of the NRTO (see
https://www.nrto.nl/kwaliteit/commissies/).
Students may lodge an appeal with this board against decisions of an Examination
Board and/or the body within an educational or examination institution that awards a
diploma, as referred to in the Dutch Adult and Vocational Education Act (WEB) and/or
the Dutch Higher Education and Research Act (WHW).

The appeal must be submitted to this Board via cvbe@nrto.nl.
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8 Unforeseen cases and hardship clause

If a pupil or student believes that they are being unreasonably disadvantaged by the
application of the examination regulations due to special circumstances, they may
submit a request to the Examination Board to take these special circumstances into

account (hardship clause).

In cases not covered by these regulations, the Executive Board will decide, possibly
after consultation with the Examination Board.

9 Reporting code for domestic violence and child

Notenboom applies a reporting code for domestic violence and child abuse. This
reporting code can be consulted via Magister.
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Annex 1 Overview of documents available on Magister

Internal Regulations of the Examination Board

Internal Regulations for Students

Internal Regulations for Testing

Absence Protocol

Overview of Educational Activities

Curricula

Educational Units and Study Groups

HBO Final Qualifications

HBO Accountability Report

Examination Regulations and PTA (Programmes of Testing and Completion)
General Rules for the Assessment of Partial Tests and School Examinations (VO)
School Examination Schedule

Vision on Testing and Examination

MBO Examination Plan

Annual Plan

Test Schedule

Qualification Files

Reporting Code for Domestic Violence and Child Abuse

Tutoring Form

Anti-Bullying Protocol

V V. V V V VvV V V V V V V V V V V V V VvV V V

Safety Policy
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