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This Handbook serves as a guidance for RSL China Representatives when
establishing new Exam Centres for RSL; working templates are also
included. This Handbook is for RSL China Area Reps internal use only.
Please do not further distribute to any third party.
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EX R F 4] Contact Us

RSL FEMBAE: #HiBS5 () AR AR (FE Rock School Limited H [ Ak —Hit% 24 )
VAR LRI X 2 28 KA 6 5 B POoRAE 2 [ Prit X FF X 13-2-516

BERA: #EBRTE (RSL HE X £ H)

FHL: 13801385721

HLFHEA:  lillianlan@rslawards.com

RSL 132 E M. www.rslawards.com.cn

ST BS: JEE ROCKSCHOOL
RSL China Office:

RSL Awards (Beijing) Consulting Ltd. (a sole wholly-owned foreign enterprise of Rock School Limited
whose registered address in London, UK)

Office Address:

516, Unit 2, Building 13,

No.6, Antai Street, Shine Hills,

Shunyi District, Beijing 101300

Contact: Lillian Lan (RSL China Territory Manager)
MP: +86 13801385721

Email: lillianlan@rslwards.com

RSL China Official Website: www.rslawards.com.cn

Wechat Subscription: & [F ROCKSCHOOL
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RSL BRRIE Z AR KA UEH 0 8 1% 244 Taking on New Exam Centres

335 BIAK SEAE F 0 B E SR /5 Upon receiving a new centre request

X A HE A1 5 B AL AR A2 O [ M BT B BT A 75 A R T R O R 3R
On receipt of the application form, Area Reps are responsible to check and see whether there is
demand for the new centre.

B T ER L, BT LU R AT
Demand for a new centre can be judged by:

o IZMLAMHIREA LW EKBLHOTER: 1ZH ST 40 A BREEEEN S OH RO
jo

e Thelack of a centre in an area where there is significant demand and no centre within a 25 mile
radius.

o [Al—IRTH NS WAL P RO A YR, BIANEE 75 SR DL R AR AT KA NIE o

e Suchahigh demand in a city that two centres are required i.e. demand for both weekday and
weekend exam dates.

o ZPLERTAEFA FIESIN RSL PAA /K FIAE, H2p4E ABUAS 30 A

e The centre puts in candidates for RSL PAA exams with a minimum entries number of 30
candidates

o  ZHLIIEFAREMEAKFINER &K

e The equipment and setup of the centre must meet the criteria (please see “Centre
Requirements”).

FE T T BB L O U AR IH AT 19

Demand for replacing an existing centre:

O 0 BRI — 2 58 FF 8 L UF A ) 7
How has the existing centre performed- have there been consistent complaints or issues
BT IR B Ry b 2

Is the equipment of a higher standard?

BAIA LR G, BRARRH BER O R IE A EIbRE. W H BT IAE IR T %L
Frorey, HATSREX A G, RIS SEPRIE AR AT .

At no point reject the centre, unless they are entirely unsuitable. If we are unable to take the centre, we
will keep them on file.
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B3k H 0B On arrival at the centre

DA ARERRE A CAR LT T AT 5 52 -

Area Reps will consider the following:

pey [ETE SR8 7 F: s | LN

Was the centre easy to find?

BT A SR LA 25 AR N5 B B e 2

Was there parking available for the examiner? This does not need to be on-site.
bey [ETE SRV S 151N w4 LR I L I e S E DI

Does the centre have disabled access?

FAEZE e, 11 AR E T AE A K IAIE b5 (] B T G 2
Is there a window looking into the exam room?

IKAP A J5 18] 2 B 5 1R P 2

Are the exam rooms sufficiently sound proofed?

Iy 1 Tt A 75 05 B R (AR A ?

Is the equipment of a good standard?

IKAPAAIE 5 (8] 2 4% g 2

Is the exam room big enough?

XA AERAE R —th X B2 KO, A Bt . EERTEIA RO A2 AHE
KE

When area reps are looking at multiple centres in the area, they aren't able to make a decision on
whether any centres will be taken on as a centre until they have seen the other centres.

22 J5 After the visit

XS AR AR D) G, R EEFEIRS L (SLA) fEN IS,
Area reps will inform the successful venue that they will be an official exam centre, and send the
centre a Welcome Pack with a personalised Service Level Agreement (SLA).
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The Welcome Pack Consists of:

ﬂwance Arts Awards

XmE | X TiBH

File # File Content Remarks

00 RSL REL & 1E AR RSL ARER &G 1F T2 S i ORI RIS

01 ACEUAEFORHINE B% (WL 8 INMEFDIEESEE G, RGBT & Z MM T %

iy
Exam Centre Additional Information

Exam Centre fills out all the information in the Form and revert to Area
Rep for filing and RSL China website update purpose

02 W D, ] PEGEFR O TAE AN RS, ML RSL HCEM:
FAQ http://www.rslawards.com.cn/performance-arts/fags/
As areference for Exam Centre staff
03 AR (BFEgese. JLEAY | HAOEFLTENRSSE
BURI % 58D As areference for Exam Centre staff
Exam Centre Safety Policy
04 7 R INTIEC SRS A BEVGEHOFTEN IR, 7R K IAIE 24 R AR LE A0 P

Exam Centre Signs

Exam Centre must print and laminate these signs, and post them inside
the Centre on the Exam Days

WBLL ORI SR SLAL Be&- T BB ANMG B3R5 5 ZEAE 58 — B T4 2 i AN A & el
753 D0 25 0 25 57 BV o
Centres must return their completed SLA, Equipment List and Additional Information Form two

months before the first session is undertaken. If they do not supply this information the exam day
must be cancelled.

RrgInl)E, XISARERE A dd — 0 L RS RSL A [ X 2 PRAF RS, HRAS:

lillianlan@rslawards.com.

Once the information has been returned the area reps will need to save a copy of the SLA, Equipment
List and Additional Information sheet to their corresponding folders. A fully scanned copy of these
documents shall be sent to RSL China Territory Chief Rep’s email box: lillianlan@rslawards.com.

RSL A [H Fp A ZE A 5T7E RSL W GLARES IE I IE O Bk, FEEM T B s .
RSL China Office shall add the new exam centre to both the Access database and the RSL website.
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KAE D IgHBESR Centre Requirements

£t BT ) PAA KA E:

NSRRI G XA AR . TN A0 ] 0SS, B8 =
A&/, WA IR, (AARH T ERFAES L.

FEREMRIC, AR OROAEE CRIZK) #ER IR

AT AKTNIER 58] BHRSEERITO0. %5 H M4 2 A 2R 20 3 K E.
KRR AR T, AR A

PAIE A0 75 B0 25 B R DL BRI

D K CD Fhsie s, ARG &2 5 M%7 TAEN e AL E
RVFEHENAWNFEENETH T ISR R S, ARV R 2 R RETI
2.

FEEAR KRR T, WAH — AL A TAEY).

FEHIRAUER — DAY, R EHERRCE S/ B BOT 65 5 BT A fmH g, a0 — 4 57
TAE A

WA — AL A LA ST B 2B NI AR Y .

Bt PAA &R RIIE:

WAE L R B & 5 SR RIE W 3, JF 220 A HE — NS B3 18] FH R BEAT £ 79 e om A
R 5 E AT HIIC
TRARAIINT B, 25 5 A L HEANG 1 AR K o

E%F PAA ZEEEIAGE:

MTHE R EE R RN 2D 8 AR RIH .
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PAA BIRRFRE Z AR KFNIEF 05 B New PAA Exams Centre Form

1. VEYEFEE Centre Details

BN A FR A S AR R
Centre Name & Full Address

IR A NIk 44 1AL

Contact name/position

& %€ H 16/ F-H1 Telephone/Mobile

HT{Ef Hhk Email Address

A A F I TE) AR E R/ TED - Availability

(please list specific days/hours)

2. Health & Safety L2 %K

Do you have public liability insurance?

AW TN AR TR ?

Is the equipment used by candidates regularly PAT tested?

A T B A2 T W EEAT O AL 2 4K (PAT) A ?

When was your latest PAT test certificate issued?

AR — IR PAT Rk F (i 25 A ?

pet

Where can the first aid kit be located and who is responsible for it?

DRERETCE ALY e 5 ST XA 24

Are the location of fire exits and details of the fire drill available to examiners and candidates?

THBIREAE t PVRI AL . K G RO A 2 75 AT ER 4R 25 B AN A 2

Please send the completed application form to or via post to:
TR R ORI ARERRIIRE R HR R D B 2 M 2 2 DA T Hudik -
CIX A RER Y R 2 k>
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3. What Happens Next?

BETREWT?

— BB, FRAMRYE 51 AL BT 7E A M B A B DA R 38 ARG T8 2 iz LK FIE R O I R 3R, ARG E
FIBE I

Once we have received the application, we will make an informed judgment as to whether or not there is the demand
for the centre- this could be based on location or on the equipment available.

SRR I S B, Rockschool X34 C B 23R8 14

If your application has been successful you will be contacted by the Rockschool Area Rep for the hire of your premises.

DOARELRS 2 el — O SRV IR, H 2 B EICHAE H R sk, SR SiE a5,

The Area Rep will arrange a visit to your venue to discuss how the exam days will run and judge suitability of the venue.

— BN, XIAREE 2208 %0 Rockschool H1E X E AR . E X 1 iR AR 2 58 Rockschool 1]/ 1T,
FEALHT KA IE S BT A28 A2 e B

Once the venue is confirmed the Area Rep will inform the Rockschool China Territory Chief Rep who will update the
Rockschool website to advertise this new option to candidates applying for examinations.

EEE, WERBATE N REE WAL ACTES G, HETAE DA BIE R IbRE, TRATS IR B1E b DUE R R BT
HOL I

Please note, if we are unable to take the centre on but the centre is of a high standard we will keep the application form
on file so that if the need for a new centre arises we have all the necessary information.
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