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ABRSM exam discount scheme
User guide
Changes from January 2024
Following discussion with ABRSM and feedback from music services during the pilot so far, we have made a number of revisions to the scheme, which can be found in the summary of changes document from the exam discount scheme page of the Music Mark website.  Please read about these changes in full before starting a new application, particularly if you have engaged with the exam discount scheme previously.

About this guide
This guide is for music service colleagues involved in completing the discount request form and booking exams via ABRSM’s online portal.  It outlines what music services need to know about the administration of the scheme, including how to use the discount request form, which can be downloaded from the exam discount scheme page. Please also refer to the updated flow charts at the end of this document.

Before starting an application
For information about the exam discount scheme and the eligibility criteria for requesting discount codes for candidates, please read the terms of reference document, which can be accessed from the exam discount scheme page of the Music Mark website.

Exam dates
The current (2024) allocation is for exams from 1 February 2024 to 31 January 2025 inclusive.  Please ensure you submit your request at least three weeks before your booking deadline in order to avoid any issues.

Template policy and letters
We have created some templates should you wish to create a policy around your engagement with the exam discount scheme or issues letters to teachers and/or parents.  These should help you to request the relevant information from teachers/parents needed to complete the discount request form.  Templates can be found on the exam discount scheme page of the Music Mark website and music services are welcome to use and adapt these as needed.
ABRSM Contact IDs
[bookmark: _Hlk155953898]ABRSM issues every person and organisation in its database with a unique Contact ID.  If a candidate has taken an ABRSM exam previously, they will have been issued with a Contact ID.  Wherever possible, music services should include candidates’ ABRSM Contact IDs in the discount request form (Contact IDs should be requested from the teacher/parent in the first instance).  Where a Contact ID is not known, or where a candidate is being entered for an ABRSM exam for the first time and does not yet have a Contact ID, music services can leave this field blank when submitting their request for discount codes.  In such cases, music services will need to provide a unique reference number instead and will be required to confirm the ABRSM Contact ID retrospectively once it has been issued at the point of booking the exam.  Please do not include candidate names in any unique reference number.

Making an application
Please refer to the ‘How to use this form’ tab on the discount request form, which details the full process for completing your application, or read the information below.

The new spreadsheet has two visible worksheets (or tabs): ‘How to use this form’ and ‘Candidates’.  All information that the spreadsheet uses is contained in hidden sheets.  It is protected to prevent accidental changes that would affect its functionality.  Please do not attempt to add or delete lines.  If you need to request codes for more candidates than there are rows on the form, please start a second form.

To complete the form:

· Select the relevant exam session (cell D5), your region (cell F5) and your area (cell F7) from the drop-down boxes.
· The form will then display your total 2024 allocation.
· Please note that you will need to keep a record of your remaining balance as the form will not track your exam discount code usage.
· Enter the candidate details in columns C to I, as well as the level of discount you are requesting for each candidate in column K.
· The form will then calculate the value of the discount (column L) and the balance the music service will need to pay when making the exam booking (column M).
· Where an ABRSM Contact ID is not known (or it is the candidate’s first time taking an ABRSM exam), you can leave column C blank and instead create your own unique reference code for the relevant candidate in column D*.
· Where the reason(s) for the discount is not specified in column F, please add details in the free text space provided in column G.
· If you are able to include the instrument in column H that would be helpful for evaluating the impact of the scheme across different instrument groups, but this is not compulsory.
· Any issues with the form will be highlighted amber in the relevant cell, with the reason displayed in column O (you may need to scroll to the right to find this).
· Please address any issues as applicable, which should then remove the amber highlighting and a green highlight should appear in column B for the relevant candidate.
· Once all issues have been addressed, the traffic light in cell N7 should turn green, indicating the form is complete and ready to be submitted to Music Mark.

* Please note that you will need to confirm any ABRSM Contact IDs retrospectively for candidates whose discount code requests are submitted without one initially.  Once you make the exam booking and apply the discount code, an ABRSM Contact ID will be created, which you should then confirm to Music Mark, who will update ABRSM.  This is important so that ABRSM can monitor and evaluate uptake of the scheme.

Please also note the following:
· While there is a column (E) for candidate names, this is only to help you to complete the form initially and you must then save a new copy with candidate names removed before sending on to Music Mark

Submitting the form
To submit your request, please send the completed discount request form to info@musicmark.org.uk.  Music Mark will then check the form has been completed correctly and in full, before sending to ABRSM, who will then issue the discount codes.  You can help by ensuring that your form is correct (i.e. the traffic light in cell N7 is green and there is no amber highlighting) and that you have spoken to Music Mark early about any candidates which fall outside the pre-approved reasons.

Redeeming discount codes
Discount codes are redeemed via ABRSM’s booking portal. For face-to-face exams, most services will book via a Private Visit, although single candidate bookings can be made via ABRSM Public Venues.  If you have not previously made a Private Visit booking with ABRSM, please visit the Private Visits page of the ABRSM website or get in touch with your ABRSM Regional Development Executive.

Please note that discount codes are percentage-based, which means that it is vital that discount codes are applied only to the relevant candidate rather than a larger booking.  Therefore, once you have received the discount codes for your candidates, you will need to book these candidates individually to ensure a larger discount value is not applied to several candidates.  Please note that ABRSM will recover any overspend from the music service, and the administration for both ABRSM and the music service can be significant so it is important to add candidates and discount codes individually in the first instance to avoid any issues later.

For Private Visit bookings, to streamline this process, ABRSM recommends using the bulk upload function for all non-discount candidates, and then adding discounted candidates individually to your booking afterwards.  This will not affect your timetabling, as once your booking deadline closes you will be able to move candidates into your desired order anyway.

FAQs
How far in advance should I submit the discount request form?
Please note that only ABRSM can issue discount codes and creating them is a manual task. Music Mark and ABRSM will use reasonable endeavours to respond quickly but you should allow up to three weeks for codes to be issued to avoid any issues with your booking.  If, for example, you are hosting a Private Visit that starts on 29 May and your booking deadline is 1 May (i.e. 28 days before, which is standard ABRSM policy), we recommend that you submit your discount request form to Music Mark no later than 9 April. For Public Venue bookings, requests should therefore be made at least three weeks before the booking opens.

How does payment or invoicing work?
If you pay for the exams via credit or debit card, you will only need to pay the outstanding balance for each candidate, as the discount code will be applied at the time of booking.

If you pay via invoice, the discount codes will be applied accordingly and you will be invoiced for the outstanding amount.

How do I know what my remaining allocation is?
You can see your initial, total allocation on the discount request form, however you will need to keep a record each time you submit and redeem any discount codes.  Music Mark also hold an updated record so you can email info@musicmark.org.uk to check and confirm your balance.

What if I accidentally submit a discount form with candidate names included?
Music Mark will delete any candidate names from forms that are received.  It is still, strictly speaking a data breach which you should report to your Data Protection Officer.  They will advise whether it needs to be reported to the Information Commissioner’s Office.
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