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These examination regulations apply to all programmes in Dublin Business School.

The regulations are extracted from the current version of the Quality Assurance Handbook, and are thus numbered accordingly.

Students should ensure that they are aware of the regulations, particularly in respect of the regulatory and classification differences between the awarding bodies (HETAC; LJMU; the University of Wales; and, ICM)

Students should also make themselves aware of regulations in respect of Appeals, Reviews and Verifications as well as the procedures for submitting Personal Mitigating Circumstances Forms (PMCs)


7.	ASSESSMENT

7.1 	INTRODUCTION

The DBS Assessment Policies, Procedures and Regulations are designed to cover the administration and regulation of the assessment and examination of students on all programmes delivered by the College in accordance with the requirements of section 23(b) of the Qualifications (Education and Training) Act, 1999.

The DBS Assessment Regulations meet the requirements of each of the awarding bodies of programmes delivered by the academic schools (HETAC/ LJMU/ University of Wales). Additional assessment processes/procedures are employed for programmes offered by the Professional School. Those regulations are available to students via the DBS student website. Printed copies are also available in the DBS libraries.

Appendix 7.1 	University of Wales Academic Protocol 1 - Taught Initial Degrees
Appendix 7.2 	Academic Regulations - (for schemes of study offered on a collaborative basis by partner institutions of the University of Wales) - refer to ‘Modular Initial Degrees’ and ‘Modular Masters Degrees’.

Assessment can be defined as any process that appraises an individual's knowledge, understanding, abilities or skills.  Assessment can be diagnostic, formative or summative.  Formative assessment is supported by timely feedback to help improve performance.

The assessment regulations govern written and oral examinations, coursework assignments, project-work, theses, dissertations, viva voce, and such other forms of assessment of student performance as may have been approved or prescribed in any programme or course of study. Assessment procedures are based on clearly expressed intended learning outcomes.

The broad objective of the learner assessment process in DBS is to establish the extent to which each student has achieved the intended learning outcomes of the modules they have undertaken and of their overall programme. In assessing achievement of programme learning outcomes, examiners focus on the range of assessable qualities developed by the National Qualifications Authority of Ireland (NQAI):

· Knowledge
· Know-how and skill
· Competence

7.2	ASSESSMENT POLICY

DBS is committed to ensuring that

· Learners have the opportunity to demonstrate their learning achievement
· Assessment opportunities support standards based on learning outcomes
· Assessment opportunities promotes and supports effective learning and teaching
· Assessment procedures are credible, i.e. fair, consistent, valid and reliable.
· Assessment methods are monitored and reviewed as necessary to adapt to evolving requirements
· Assessment requirements are explicit and accessible to learners at the commencement of the programme.

[bookmark: _Toc272675999][bookmark: _Toc292967337]7.3	ASSESSMENT OBJECTIVES 

DBS has endorsed and implemented the following underpinning principles for the assessment process:

(i) Assessment is an integral part of the course design process, and is constructively aligned with the programme/module intended learning outcomes.

(ii) There are clear and consistent assessment criteria prepared by the examiner and these are provided to the learner at the time of assignment.

(iii) Assessment is transparent.

(iv) Assessment is valid, reliable and free from bias.

(v) The assessment framework facilitates student learning, and informs and supports student progression, particularly in the early stages of programmes.

(vi) Students are provided with feedback on assessment that is timely and promotes learning and facilitates improvement.

(vii) The management of assessment is efficient, especially regarding the amount and timing of assessment, staff and student workloads; and to allow time for student reflection.

(viii) Standards at examinations offered by the College are maintained, and appropriate standards with regard to the award, are applied.

(ix) The staff development policy and strategy supports the College’s policy to ensure that all staff involved in the assessment of students are competent to undertake their responsibilities.

Best practice and developments in assessment are also included as topics for staff development workshops to support a quality assessment process.

The range of knowledge, skills and competences assessed can vary across modules and programmes, in accordance with the levels of the National Framework of Qualifications, and vary also with the type of the assessment method deployed.
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Members of DBS staff allocated responsibility for assessing students shall be deemed to be Internal Examiners. The role of Internal Examiner is to:

· prepare assessments in line with the approved module descriptor
· submit examination papers and marking schemes to the Examinations Officer where they are forwarded to the External Examiner(s)
· take account of suggestions, deletions, additions or amendments proposed by the External Examiner(s)mark the assessments, and arrange for internal moderation
· submit marks to the Examinations Office via the data management system
·  return scripts and any associated forms to the Examinations Office
· receive feedback from the External Examiner(s) and to agree the grades/marks proposed to be awarded to each candidate (prior to the meeting of the Board of Examiners)
· attend meetings of the Examination Board, to verify marks and contribute to the deliberation of grades and awards.

7.3.2	ROLE OF THE INTERNAL MODERATOR

An Internal Moderator is appointed, for each module, by the relevant Head of Department or School. The primary role of an Internal Moderator is to report on the assessment process and to comment on whether the academic standards are appropriate to the award(s) for which they have responsibility. Therefore the internal moderation process can be defined as:

'	a process undertaken within DBS in which assessment practices and decisions are regularly sampled and evaluated, and findings are acted upon to ensure consistency and fairness'.

Therefore, Internal Moderation involves two processes: verification and standardisation.

The role of the Internal Moderator is to ensure that

· Assessment is appropriate, consistent, fair and transparent and does not unintentionally discriminate against any candidate.
· Lecturers receive ongoing advice and support, for example, on designing assessment activities
· Current Programme Specification/Programme Schedule is being utilised/applied
· Students are clear about assessment requirements and are given opportunities to achieve against the assessment criteria
· Students are facilitated to present their work in a manner that supports the moderation process
· Evidence of student achievement is mapped to the assessment criteria
· Resulting award of credit is valid, reliable and consistent
· All relevant and appropriate assessment material is available for inspection by the External Examiners.
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External Examiners are appointed to a particular programme, subject or module. Their role is to provide independent discipline-specific quality assurance for the assessment process. Their function is to ensure that standards appropriate to the award level are maintained and that standards at DBS are consistent with national standards and comparable to other institutions. See section 7.9 for the procedures and guidelines for the appointment and specific duties of External Examiners.
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The majority of academic programmes offered by DBS feature some element of continuous assessment (CA). Continuous assessment is used to provide insight into the students’ knowledge, skills and competences in areas that are not normally assessed in written examinations, for example: 

· Primary and secondary research
· Literature review 
· Essay and report preparation skills 
· Practical project work
· Time management 
· Group/team work and interpersonal skills
· Oral presentation skills 

Continuous assessment can provide formative as well as summative assessment to support learning as it is an opportunity to provide feedback to students on their understanding of the module material and their effectiveness of demonstrating that understanding. 

The weighting of elements of continuous assessment varies in accordance with the allocation determined by the programme development team at the time of module design, rationalised at the time of programme development.  Examiners are required to ensure that they are fully aware of the weightings attached to the continuous assessment elements in each module or subject they deliver. The definitive source is the current approved programme specification and/or module descriptor. The module descriptor also provides the necessary information on the nature/type of continuous assessment to be used. Examiners must adhere to the descriptor requirements in terms both of CA weightings and types of CA to be used. 

There are many possible formats for continuous assessment and provided they remain consistent with the requirements of the approved module descriptor. Examiners are encouraged to think flexibly when deciding what format to use. Some typical examples are as follows: 

· an essay in response to an exam-type question 
· an essay in response to a question or statement not normally seen in examinations 
· a critical review of a text (e.g. a newspaper article or book) or a case study
· a summary of a text (e.g. a book chapter) 
· an in-class test, similar in scope to an end-of-stage examination 
· an in-class Short-Answer Question (SAQ) examination 
· an in-class Multiple-Choice Question (MCQ) examination 
· an oral presentation based on a prescribed topic
· literature review
· a group-oriented task, requiring the production of a document or oral presentation by a small group of students 
· the completion of a short work-package relevant to the academic discipline (e.g. the writing of a computer program, the designing of a website, etc.).

When selecting and developing the type of continuous assessment to use, Examiners are required to match the intended learning outcomes of the assignment to the programme level and stage, i.e. the task set for students should enable them to demonstrate the achievement of learning outcomes at the appropriate academic level - e.g. the outcomes demonstrated by a postgraduate degree student would be considerably higher than that expected of a first year certificate student and would align with the learning outcomes set out in the award-type descriptors determined by the National Framework of Qualifications.

All items of continuous assessment drafted by each Examiner are reviewed by the Internal Moderator to ensure they are appropriate to the programme level and that they relate to identifiable learning outcomes of the relevant module. The Internal Moderator must also be satisfied that the student workload involved is commensurate with the assessment weighting, and is not excessive at any particular time within the academic year (through reference to the assessment schedule for the programme).

[bookmark: _Toc272676003][bookmark: _Toc292967341]7.4.1	IMPLEMENTATION OF THE CONTINUOUS ASSESSMENT PROCESS 
· For each element of continuous assessment, each student must be given a clear and unambiguous written specification. This specification must clearly state:

· The module name, code and contact details of assessor
· The nature of the coursework in detail
· The specific deliverable(s) required from students, including format required (e.g. type written) and word-count, if specified
· Penalty accruing for not adhering to the required format or for not meeting, or exceeding the word-count (+/- 10%)  
· The percentage of marks allocated for that assignment and for each component deliverable, where there is more than one
· The dates on which the assignment brief is given to students
· Penalty accruing for late or non-submission
· The required submission date for each deliverable element
· The date feedback and assignment results will be available
· The DBS Policy on Plagiarism (or a relevant link to facilitate students familiarising themselves with the contents of the policy).

To ensure consistency, each piece of coursework given to students must be fronted by the standard DBS Coursework Submission Sheet (F7.1).

· Students are required to submit their continuous assessment material to the appropriate DBS reception desk. 

· Students must complete and secure the signed DBS Coursework Submission Sheet (F7.1) to their submitted CA.  The fold-down the flap covering the students’ details should be secured and the student should ensure Part B is stamped by the reception staff and retained by the student as proof of submission. 

· The receiving member of reception staff stamps the completed and labelled DBS Coursework Submission Sheet to confirm date of receipt of assessment material.  Part B is returned to the student.  The remaining portion, secured to the assessment material, is forwarded to the Examiner.

· If no DBS Coursework Submission Sheet is attached or if the document is not signed by the student – reception may refuse to take the form unless special dispensation is received from the Examinations Officer/Registrar. In this instance the Examinations Officer/Registrar signs the sheet and places a note on the students file indicating the occurrence.

· Assignments are required to be collected and marked by the relevant examiner within a period of not more than four-weeks from the submission deadline (Some larger modules may require a longer time, by agreement with Head of School). Marks awarded by the Examiner are subject to verification by the Internal Moderator, who reviews a sample of student scripts for the purpose of assessing the marking standards applied by the Examiner. Any issues noted are referred back to the Examiner for action.

· Where alleged academic impropriety may have occurred, the Examiner is required to mark the assignment as normal; the Examiner should then send the marked assignment, with a copy of the Academic Impropriety Form F8.2 to the Registrar’s Office along with any supporting documentation, such as the original source of material. This should be done as soon as the Academic Impropriety is suspected, to allow for an Academic Impropriety Hearing in advance of the examinations and/or Examination Boards. (Refer to Section 8.5)

· Following the marking and moderation processes, provisional results are communicated to students by posting them on the appropriate notice board, in a manner which satisfies the requirements of the Data Protection Acts  1988[footnoteRef:1] and 2003[footnoteRef:2] – usually provided by student number only. These results, clearly marked as provisional, as they are still subject to ratification by the relevant examination board, are communicated to students in a timely fashion to facilitate students having a clear understanding of their progress in the module. [1: 	Data Protection Act, 1988]  [2: 	Data Protection (Amendment) Act 2003 ] 


· A student may apply for an extension of the time allocated for the completion of an assignment where there are personal mitigating circumstances that impact on the student’s ability to complete the assignment by the date originally specified. An application for an assessment deadline extension must be made in writing to the Programme Leader using the Request for Assessment Extension Form, (F7.3). The application must be made before the original submission date for the assignment and must be accompanied by written evidence of the circumstances giving rise to the application. The granting of an extension is solely at the discretion of the Programme Leader. Where an extension is granted, a new submission date is specified, and must be adhered to. The assignment must then be submitted not later than the extended date, accompanied by the original assignment extension form which was signed by the Programme Leader (the student should retain a copy of this Request for Assessment Extension Form).

· Assignments submitted after the latest deadline (date and time) specified, including any extension, are deemed to be ‘late’ and are penalised, as follows:

· Where the assignment is submitted not more than seven working days after the latest specified date, the mark awarded to the assignment is reduced by 25%. 
· Where the assignment is submitted more than seven working days after the latest specified date, it is awarded a mark of zero
· Where the assessment is undertaken in a group, the piece of work should be submitted in its complete entirety, and any penalty for late submission incurred applies to all group members. 

· Where two or more students present a joint assignment, then each student in the group is required to retain a copy of the entire assignment. Unless otherwise specified, the assignment is awarded a single mark or grade applicable equally to every member of the group. 

· The examiner is responsible for the safe-handling, storage and security of assignment scripts. Examiners are required to take appropriate precautions to ensure that scripts should not be unnecessarily exposed to risk of access, loss, theft or destruction; for example, scripts should never be left unattended in a public area or in a vehicle.

· To provide formative feedback to students, the marked assignments should be made available to students, during a lecture or tutorial session, to allow them to review the marks awarded together with the comments of the examiner. This session is useful for students to better understand the academic requirements in question, to improve their subsequent performance and to make them aware of any shortcomings so they understand why they received the grade they received.  It is good practise to include a section on how the grade could have been approved.  The Examiner must ensure that all scripts are retrieved from the students at the end of the feedback session as they need to be retained for review by the external examiner (and the external moderator as appropriate).
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All draft examination papers must be in the standard DBS house style and should be consistent with previous examination papers in the same subject/module in terms of:

· the general standard of the paper
· the number of questions to be attempted
· the marks allocated to each question.

Any proposal to deviate from precedent in any of the above aspects must be approved by the Head of Department.

For each examination paper drafted by an Examiner, a suitable marking scheme must be prepared and attached to the draft paper. The marking scheme must be sufficiently detailed to allow the Internal Moderator and External Examiner to see clearly

· The nature of the answer required to each question, or each part of a question
· The number or percentage of marks allocated to each part of the required answer.

Approval of all DBS examination papers and marking schemes in the academic Schools is as follows:

1. The examination paper is drafted by the Examiner(s). Where there is more than one lecturer contributing to a paper a module leader is appointed by the Head of Department to coordinate the collation of the paper.

2. The paper is then reviewed by the designated Internal Moderator.  The Internal Moderator should establish that the paper is set at the appropriate level, is suitable in terms of content and presentation and typographical or grammatical errors are identified and eliminated. Any changes, considered desirable by the Internal Moderator, are discussed with the Examiner.  When the paper and marking scheme are approved, the Internal Moderator completes and signs the Internal Moderation Form (F7.4).

3. The Examiner then forwards, the approved draft of the examination paper, the marking scheme and the Internal Moderation Form, to the appropriate Examinations Officer, where their receipt is formally recorded.

4. The Examinations Office forwards the examination material to the designated External Examiner(s) for review and approval.

5. Any issues raised or changes proposed by the External Examiner are returned to the Examinations Office and from there are communicated back to the Examiner. The views of the External Examiners are considered and the paper and/or marking scheme are amended if/as necessary.

The final draft of the paper and marking scheme is stored securely in the Examination Office.

Approval of ICM/DBS examination papers and marking schemes within the Professional School is as follows

1 Papers are drafted by the Examiner(s).

2 The paper is then reviewed by the designated Internal Moderator. The Internal Moderator should establish that the paper is set at the appropriate level, is suitable in terms of content and presentation and typographical or grammatical errors are identified and eliminated. Any changes, considered desirable by the Internal Moderator, are discussed with the Examiner.  When the paper and marking scheme are approved, the Internal Moderator completes and signs the Internal Moderation Form (F7.4).

3 Once formally approval by the Internal Moderator, the paper and marking scheme are forwarded by the Examiner, to the Professional School Examinations Office, where their receipt is formally recorded.

4 The final draft of the paper and marking scheme is stored in the Professional School Examinations Office.
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It is the responsibility of the Examiner to ensure that the paper, given to students at their examination, is appropriate and correct. The paper must be checked and signed-off before it is sent for bulk copying - normally a minimum of fourteen days before the date of the examination.

The Examiner, or a substitute communicated to and approved by the Head of Department, is required to be present at the examination centre for the first 15 minutes to verify that the correct paper has been used, and to provide any necessary clarification to students on examination requirements or specific questions. The Examiner is required to remain contactable for the duration of the examination.

The Chief Invigilator is responsible for the supervision of students during examinations. Where a student is suspected to be acting improperly during an examination, the facts are recorded by the Invigilator and the student is permitted to finish the examination. Any unauthorised materials discovered by Invigilators are confiscated and retained as evidence of alleged academic impropriety.  The Chief Invigilator is required to complete a Chief Invigilators Report (F7.5) on the conduct of the examination. The reports are held by the examinations office, for inspection by an Examination Board, or for an appeals process etc.

Where alleged academic impropriety has occurred, the Examiner in such cases is required to mark the script as normal. The Examiner may subsequently be asked to re-examine the script for evidence of engagement in impropriety.

The Examiner is required to collect the scripts and other relevant material, from the Examinations Office, including:

· The examination scripts
· a copy of the examination paper 
· a copy of the approved marking scheme
· a copy of the exam attendance register
· a set of printed component marks sheets, divided between full and part-time students
· additional results sheet for any student(s) who may have been inadvertently omitted from the printed component marks sheets
· a ‘Returned Examinations Check-list’ (F7.6) to ensure the Examiner has completed all required tasks 
· forms for the Examiner’s Report and Internal Moderator’s Report.

The Examiner is then responsible for the safe handling and storage of the scripts. It is emphasised to all Examiners that scripts should not be unnecessarily exposed to risk of access, loss theft, or destruction – for example scripts should never be left unattended in a public area, or vehicle. Marked scripts, together with the associated documents, must be returned to the Examination office on or before the published deadline.
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When marking papers the Examiner awards marks in accordance with the approved marking scheme which was provided at the paper preparation stage. The Examiner is required to clearly record the marks awarded for each part of a question on the script (e.g. 5/8) in the column provided on the right-hand side of the script for this purpose.

The total mark for each question should be clearly recorded by the examiner as follows:

· on the script on the right-hand side column, at the end of the question
· on the front page of the script and
· on the marks sheet.

The total examination mark and the overall percentage mark (if different) should be clearly recorded on the front page of the script and on the marks sheet.

Marks awarded for a module or subject should not contain fractions or decimal places. Marks should be rounded up or down as necessary. The overall percentage mark should not be where possible within 1% of a threshold, i.e. not 39%, 69% (or 34% if relevant).

The standards applied in the grading of assessment work must take into account the normal variation. Variation in standard is expected in relation to:
· The type of programme of study e.g. postgraduate, degree, higher certificate
· The level within the programme being assessed e.g. Level 1, 2 or 3.

The Examiner should investigate any ‘gaps’ in the completed marks sheets by checking that all students who have signed the examination attendance register have a script available for correction. If a candidate signed the examination attendance sheet, but there appears to be no script available this must be investigated. If the script is found by the Examiner, the marks for that candidate are written onto a separate marks sheet provided for this purpose. If the script is not found, the Examiner should report the matter at once to the Examination Office to initiate a full investigation and possible corrective action, if appropriate.

Once all scripts for a module have been marked, the Examiner is required to complete an Examiner’s Report (F7.7). This involves completing a statistical breakdown, based on analysis of the marks sheets, by student group and overall. Additionally the Examiner is required to comment on each question and on overall performance and make any recommendations for action that are considered necessary.

The Examiner must pass all the examination material for review to the designated Internal Moderator by the appointed deadline. The Internal Moderator reviews:

· the Examiner’s Report
· overall student performance as indicated in the statistical breakdown of marks
· the examination scripts to confirm appropriateness of first marking.

Following reflection on the assessment material, the Internal Moderator completes a formal Internal Moderator’s Report (F7.8) in which he/she may recommend:

· full adoption of the Examiner’s marks and report
· adjustment of marks for individual scripts
· a global adjustment of marks.

Any such adjustments should be discussed and agreed with the Examiner. Differences of opinion should be resolved by the Head of Department.

The Internal Moderator returns the examination material to the Examinations Office for retention in archive in accordance with the College’s Record Management Policy.

Where it is agreed between the Examinations Office and the External Examiner that a selection of scripts only is to be made available, the principles for such selection must be agreed in advance. The guiding principle for selection is that the External Examiner must have sufficient evidence to determine that internal marking and classifications are of an appropriate standard and that they are consistent.

Where External Examiners see only a selection of scripts, this should include samples from the top, middle and bottom of the range and have enough evidence to determine that internal marking, moderation and classifications are of an appropriate standard and are consistent. External Examiners should normally also have available to them all the scripts of borderline candidates and should see all scripts assessed internally as first-class or as failing and those of candidates for whom personal mitigating circumstances exist

In the instance where there is continuous assessment material for consideration by the External Examiners, these are also provided to the Examinations Office with the Scripts for inclusion in the External Examiner’s pack.

The Examination Office personnel forward the internally moderated sample of scripts to the External Examiner, together with the following documents:

· The Examiner’s Report
· The Internal Moderator’s Report
· Student Results Sheets for both examination and continuous assessment*
· Student Overall Results Sheets (CA and Examination combined)
· Student Attendance Sheet for the relevant examination
· Examination Paper and Marking Scheme
· External Examiner Module Report Form for completion (F7.9)
(*The External Examiner is also provided with access to coursework scripts.)

After the External Examiner has returned the completed External Examiner Module Report Form, the Examination Office provides a copy to the Head of Department who discusses the report with the Examiner. Any recommendations made by the External Examiner are normally accepted and implemented. Where there is an issue with any such recommendation, the Examiner and the Head of Department discuss the matter with the External Examiner and a resolution is reached through consensus.

The Examiner is responsible for the correctness of marks entered to the computerised student records system. The marks are input as soon as the first marking has been completed. Once marks have been entered on the system, the Examiner submits a print-out from the student information system (Prestige), along with the handwritten marks, to the Examinations Office. The Internal Moderator reviews the marks, as input, against the marks sheets to ensure that they are entered correctly on to the system. If there is any disagreement with entered marks, the Examiner and Internal Moderator discuss to resolve and clarify the mark. 

Marks may be adjusted, if necessary, subject to the agreement of all parties concerned.
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Examination Boards are responsible for the monitoring and moderation of the assessment process, for determining student progression and for recommending the conferment of the relevant awards of the validating bodies. These guidelines consolidate current regulations and examples of good practice relating to the conduct of Examination Boards. They set out practices by which Boards can safeguard the probity, consistency and hence the authority of their decisions. 

1. An Examination Board is associated with each stage of a taught higher certificate/degree/higher diploma/masters programme.

2. Academic staff members who are Internal Examiners and teach and examine on a relevant module, the marks of which are before a Board, are ex officio members of the corresponding Board.

3. External Examiners, as approved by the Academic Board, are members of Examination Boards.

4. An Examination Board makes recommendations to the Academic Board for the ratification of the results for each level of a higher certificate, degree (ordinary and honours), higher/postgraduate diploma and masters degree programmes, including the final award.
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An Examination Board shall be established by the Examinations Office for each programme for which DBS has responsibility for the examination of students. The composition of the Examination Board shall be in accordance with the requirements of the validating body and DBS procedures. Current regulations of validating bodies shall be used in conjunction with these procedures where appropriate. 

The number and composition of individual Examination Boards varies depending on the nature of the academic programme.  The generic ex officio composition for an Examination Board for taught academic programmes is

· Registrar/nominee
· Head of School/nominee
· Head of Department/nominee
· External examiners relevant to the Department/programmes, as approved by Academic Board
· The External Moderator(s) (for University of Wales programmes) appointed by the University who shall attend in an advisory capacity.
· Internal examiners contributing marks to the Board
· Placement Co-ordinators
· Secretary to the Board.

The number and remit of Examination Boards is overseen by Academic Board.

The Chair and Secretary of each Board is appointed by the Registrar.

The quorum for a Board normally consists of the Chair, the Head of School/Department (if different), the Secretary, at least one External Examiner and a sufficient number of Internal Examiners to competently deliberate on the assessment, (i.e. 50% of Internal Examiners as agreed by the Chair), all of whom must sign the presented Result Sheets, which is generated by the Examinations Office.

No student may be a member of a Board or attend any other Examiners' meeting, other than as a candidate for assessment (in the case of a viva), except where a member of academic staff or approved External Examiner is registered as a student on another course within the College. In that instance he/she is not be disqualified from membership. 

The Chair is charged with the responsibility of ensuring that at least one member of academic staff representing every module on the programme is present at an Examination Board, such that the interests of all students are properly addressed. At meetings to determine student progression on the course only, (e.g. following referred examinations) at least one External Examiner is normally present. At meetings to determine or recommend academic awards, all External Examiners appointed to have that responsibility are normally present.)

Examiners are required to attend

· any internal review meeting convened for the purpose of internal review of examination activity to check paperwork
· the relevant Examination Board at which the results of candidates are formally decided.

Examiners may be required to defend their marking and are expected to be prepared accordingly.

Each Examination Board shall meet at times throughout the year when needed to fulfil its duties under the scheme of assessment defined in the definitive course documents e.g. spring, summer, autumn. One of the meetings should be held in conjunction with the annual visit of the External Examiner(s).
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In order to contribute to the Examination Board's decisions, all members of the Board must have a thorough understanding of the assessment regulations. 

· The Examination Office will circulate copies of the current course assessment regulations to all members of the Board. Members of the Board should be made aware of any changes to the regulations, in advance of the Board, a current set of regulations should be maintained on the shared (S:/) drive. 
· Academic staff members of the Board should be encouraged to raise any questions concerning course assessment regulations at course board meetings.
· Where necessary, the Chair of the Examination Board should give a short verbal overview of the key regulations at the start of each Board meeting. 
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Examination Boards can conduct their business effectively if all the necessary information is clearly presented. The following procedures should therefore be observed: 

· Marks should be presented to the Board using the HETAC Broad Sheets, Examination Board Transcripts from Prestige for LJMU programmes or Excel Spreadsheets for those students who have been registered on Quercus.

· In exceptional circumstances, it may be deemed necessary to make global changes to marks. Although not part of the guidelines or regulations, this may only be done in consultation with the Registrar and with the specific approval of External Examiners (when they are involved at that level of the course) and of the Examination Board. In such circumstances it is necessary to present both the raw and ‘normalised’ marks to the Examination Board.

· Claims of failure due to personal mitigating circumstances (PMCs) should normally only be considered if the procedures for dealing with PMCs have been applied.

· An Internal Review Meeting should be held in advance of the Examination Board. This meeting is held to test the veracity of data to be presented to the Examination Board, to identify possible problems or gaps in the available information, and to identify required supplementary informaiton e.g. PMC supporting documentation, to facilitate the efficient running of the planned Examination Board.

This meeting is scheduled and coordinated by the School, and chaired by the Head of School/Department/nominee. The pre-meeting involves all internal examiners. Its aim is to:

· ensure that the marks to be presented to the Examination Board are complete and correct
· formulate recommendations to the Examination Board, identifying particular areas where the advice of externals is needed 
· identify any further information needed by the Examination Board e.g. evidence of PMCs, or reports of Academic Impropriety, including invigilators reports.
· collate reports of supervised work experience (where appropriate).
The Internal Review Meeting cannot compel an assessor to review their assessment findings or replace the recommendation of an individual assessor with that of its own.

Minutes are recorded at the meeing but are not presented to the Examination Board. The results of the meeting ensures complete and accurate information for presentation to the Examination Board.

[bookmark: _Toc272676011][bookmark: _Toc292967349]7.8.4	Conduct Of Examination Boards
1. The responsibility of an Examination Board is to review the marks presented to the Board and make recommendations as to the overall result for each candidate.
2. The proceedings and deliberations of the Examination Boards are strictly confidential.
3. The External Examiners are appointed in accordance with section 7.9.
4. The Examinations Officer, following consultation with the Registrar and liaison with the Schools Executive Board, advises the Board members and appropriate accreditation agencies of the preferred dates for Examination Board meetings.
5. The Examination Office staff make all of the arrangements for the accommodation of the Board with Facilities.
6. The Examination Board should agree the marks for each module for each student, including the breakdown of examination and continuous assessment, and have due regard to award classifications in considering the overall result for a student.
In discharging this responsibility the Examination Board may exercise discretion in marginal cases by minor modification of marks. 
7. Individual student marks should not normally be changed without consulting the Examiner(s) who awarded the original mark. It follows that the Board does not normally change a mark without the relevant Internal Examiner being present. However, if a relevant Internal Examiner's other obligations prevent him/her from attending the Board, he/she may be consulted in advance about the potential for moderating the mark. Pre-meetings are a useful vehicle for such consultation. 
8. Changes to marks by an Examination Board otherwise should only be permitted if:
i. a clerical or administrative error in transmission of marks has occurred
ii. a late change to a mark is recommended by an External Examiner.  
In both instances the change should be submitted with explanation in writing to the Examination Board. The resulting adjustment of marks should be made before the results are otherwise considered by the Board. 
9. To confirm the result/award being made by the Examination Board, the Chair reads out the decision that the Board has adopted immediately after and in respect of each individual case. The Secretary may also be required to read back to the Board the recorded decision.
10. A hard copy of the agreed mark sheets is signed by the Chair of the Examination Board, the Head of School/Department, the Internal Examiner(s) and, when present, by the External Examiner(s).
11. Where, in special circumstances, an Examination Board recommends a change in marks outside its normal discretion the original marks should stand pending a decision of Academic Board. The same should apply where any Examiner present dissents from a recommendation.
12. Where the Examination Board is unable to reach a consensus regarding an individual’s, mark, progression or award, the Chair of the Board, with the agreement of the External Examiners, may wish to decide the result. If any member of the Board wishes to dissent from the decision of the Board, it should be recorded in the minutes.   
13. The minutes of the Examination Board Meeting should be concise. Discussion relating to the individual students should be recorded only in ‘borderline’ cases, PMCs should be recorded for future reference, and then in a summary form. There should be no recording of any discussion relating to individuals clearly passing, failing or being referred. The results list should be regarded as the primary record of the meeting. Any general comments made by the External Examiner(s) about the examinations should be recorded, but the External Examiner's written report should be regarded as the definitive document.
14. In order to ensure that the recorded decisions of the Board are unambiguous, the minutes should follow the terminology conventions set out by the relevant awarding body.
15. An attendance sheet is provided by the Examinations Office to record attendances/apologies at an Examination Board Meeting.

[bookmark: _Toc272676012][bookmark: _Toc292967350]7.8.5	Action Following The Examination Board 
1. In addition to maintaining formal records, consisting of minutes of Examination Boards and the results lists, the Examinations Office arranges for the final agreed marks to be entered onto the student database. These final marks or grades are available to the individual student, as a transcript and on request under the Data Protection Acts. The marks in individual papers or sections are not be released to a third party except, on the written request of a student (e.g. applying for exemption from further professional examinations or seeking to enter another educational establishment).

2. The Examinations Office produces a results list (pass, fail, refer, etc). This result list is signed by the Chair of the Examination Board and at least one External Examiner. This results list is posted on a specified date, which is decided and notified by the Registrar’s Office, but is still subject to the ratification by the Academic Board.

3. The Examinations Officer files the original results list, signed by the Chair, as the official record in the Examinations Office archive in accordance with the College’s Record Management Policy. 

4. The result lists are published by the Examinations Officer. The posting of the results list is seen as notification to the student of his/her result. 

5. Transcripts of individual students’ results are sent by post on the same or following day as the results list is posted in DBS.

6. The full name of the student being given an award by the Examination Board shall appear on the award parchment. If a student subsequently changes his/her name, it is not possible for the parchment to be reissued in the new name. 

7. As soon as possible after the meeting of the Examination Board, the Examinations Office produces minutes of the meeting that, following review and agreement by the Chair of the Examination Board, are circulated to all members of the Examination Board and the Registrar and the master is filed as the official record in the Examinations Office. These minutes are presented to the next meeting of the Examination Board for review and approval.

8. After each examination session, a summary report is prepared and reviewed initially by the Examination Office. The summary report is distributed to Heads of School/Department and Programme Leaders for review by the Boards of Studies, and submitted to Schools Executive Board. The report includes a statistical analysis of student performance, including progression statistics for each programme. The report also includes a reflective commentary on any general teaching, learning or assessment issues that have surfaced at the Examination Boards (or through the External Examiner comments).

9. On completion of the examination session, all examination material is returned to the Examinations Office for retention in archive in accordance with the College’s Record Management Policy.

[bookmark: _Toc272676013][bookmark: _Toc292967351]7.8.6	Examination Board Process For ICM/DBS Diploma Programmes in The Professional School

1. The Examiner is required to collect the scripts and other relevant material, from the Professional School Examination Office including

· The examination scripts
· a copy of the examination paper 
· a copy of the approved marking scheme
· a copy of the exam attendance register
· a ‘Returned Examinations Check-list’(F7.6) to ensure the Examiner has completed all required tasks 
· forms for the Examiner’s Report and Internal Moderator’s Report,

1. The Examiner must pass all the examination material for review to the designated Internal Moderator by the appointed deadline. The Internal Moderator reviews:

· The Examiner’s Report
· Overall student performance as indicated in the statistical breakdown of marks
· A sample of scripts to confirm appropriateness of first marking

2. Following reflection on the assessment material, the Internal Moderator completes a formal Internal Moderator’s Report (F7.8) in which he/she may recommend:

· Full adoption of the Examiner’s marks and report
· Adjustment of marks for individual scripts
· A global adjustment of marks

Any such adjustments should be discussed and agreed with the Examiner. Differences of opinion should be resolved by the Head of Department.  The Internal Moderator returns the examination material to the Professional School Examinations Office.

[bookmark: _Toc272676014][bookmark: _Toc292967352]7.9	EXTERNAL EXAMINERS

[bookmark: _Toc272676015][bookmark: _Toc292967353]7.9.1	Appointment Of External Examiners
External Examiner reports are considered an indispensable element of peer judgement in monitoring the quality and standard of each course in DBS. The appointment and approval of external examiners varies with accreditation agency.

External examiners for HETAC programmes are appointed by DBS under Section 23 of the Qualifications (Education and Training) Act, 1999. Proposals for HETAC External Examiners are nominated by the Head of Department and such nominations are endorsed by the relevant Head of School based on the criteria as indicated in section 7.9.2 below. The candidate is then formally invited to become an External Examiner for modules/subjects within their field of expertise. Details are provided of the relevant programmes, including dates for terms, semesters and academic years, and the customary timing of external examiner activities in the DBS context, as well as the terms and conditions of appointment. Upon receipt of acceptance from the candidate, a formal contract of appointment is issued and completed by the candidate, who also submits their Curriculum Vitae to DBS. The proposed External Examiner’s Curriculum Vitae is reviewed/approved by Schools Executive Board and ratified by the Academic Boars before it is forwarded to HETAC by the Registrar. The candidate is then provided with a copy of HETAC marks and standards document and each of the relevant module descriptors.

For programmes accredited by Liverpool John Moore’s University (LJMU) or jointly by LJMU and HETAC the process is similar to that described above for HETAC, with the notable difference that the appointment of each External Examiner is subject to approval by the University. Candidate External Examiners are nominated by the relevant Head of Department and the nomination is endorsed by the head of the relevant school. The candidate is then formally invited to become an External Examiner for modules/subjects within their field of expertise. Details are provided of the relevant programmes, including dates for terms, semesters and academic years, and the customary timing of external examiner activities in the DBS context.

The College will consult HETAC before submitting External Examiner nominations to the University for approval and appointment. A copy of the candidate’s CV and a nomination form is forwarded to LJMU for consideration. Once the appointment is ratified by LJMU, the university will confirm the appointment with HETAC, the candidate is notified accordingly and is provided with a copy of the examination regulations and a copy of each of the relevant module descriptor. Issue and completion of the formal contract of appointment is handled by LJMU.

External Examiner appointments for programmes validated by the University of Wales or jointly by the University of Wales and HETAC are subject to approval by that University. A copy of the candidate’s CV and a nomination form is forwarded to the University of Wales for approval. Once the appointment is ratified by the University, the candidate is notified accordingly and is provided with a copy of the appropriate regulations and a copy of each of the relevant module descriptor. Issue and completion of the formal contract of appointment is handled by The University of Wales.

Conditions imposed by professional bodies, such as The Honorable Society of King’s Inns, must also be met where required.

[bookmark: _Toc272676016][bookmark: _Toc292967354]7.9.2	Criteria For The Appointment Of An External Examiner
The following criteria are adopted by the Academic Board for consideration during the appointment of proposed external examiners.

Each external examiner's academic/professional qualifications should be appropriate in level and subject for examining the programme(s). Both the level and the subject of the examiner's qualifications should generally be in a cognate discipline to what is to be examined in the programme.

Each External Examiner's standing, expertise and experience should be such as to enable fulfilment of his/her responsibility in the maintenance of the academic standards of the programme(s) in the context of higher education both nationally and internationally. 

External Examiners should be drawn from academic life and, where appropriate, from business, industry and professional practice. Standing, expertise and breadth of experience may be indicated by:

· the present (or last, if retired) post and place of work;
· the range and scope of experience across higher education/professions;
· the current and recent active involvement in research/scholarly/professional activities in a relevant field of study.

There must be an appropriate balance and expertise in the team of External Examiners. The proposed External Examiner should complement the external examining team in terms of expertise and examining experience. Where possible a balance between academic and professional practitioners should be employed.

Where possible, each External Examiner should have had significant recent examining experience as an Internal Examiner or comparable related experience to indicate competence in assessing students in the subject area. If the proposed examiner has no previous external examiner experience at the appropriate level, their nomination can be supported by either:

· other external examining experience
· extensive internal examining experience
· other relevant and recent experience likely to support the external examiner role. 

However, consideration is given in those exceptional situations where the pool of potential external examiners is especially limited. This is most likely where provision of the subject is particularly limited within the sector. Every effort is made to mentor proposed External Examiners without prior experience.  Where possible they would join an experienced team of External Examiners or, where there is only one Examiner, they should initially work alongside an experienced currently-appointed External, on a related programme.
External Examiners should be drawn from a wide variety of institutional/professional contexts and traditions in order that the programme benefits from wide-ranging external scrutiny. 

There should not be current reciprocal external examining between departments (i.e. nominees should not normally be members of a department in an institution where a member of the nominating department is serving as an external examiner). External examiner nominations/appointments should be such as to ensure maximum objectivity in relation to the College.

For any one programme, External Examiners should not be appointed consecutively from the same institution - the College should seek to draw nominations from a variety of institutions, and should avoid multiple nominations from the same institution within a single discipline.

External Examiners should not be over-extended by their external examining duties. As a norm, an External Examiner should not hold more than two concurrent external examining appointments for taught programmes. This policy can only be waived in exceptional circumstances, with the approval of Academic Board, and with cognisance of the awarding body’s policies in this regard.

Former members of College staff should not be invited to become External Examiners before a lapse of at least three years.

Those registered for an award of the College or the awarding body are ineligible for appointment as External Examiners in any part of the College.

It is the responsibility of the External Examiner to declare an interest if placed in a position of making a judgement about any student with whom there has been direct contact e.g.:

· as a sponsor, relative or friend
· as a close professional colleague
· having been involved with the supervision of the student on placement or professional training.

The College takes due cognisance of the desirability of gender balance when nominating teams of External Examiners.

The Registrar and/or appropriate Head of School are responsible for resolving conflicts of interest in the appointment of an External Examiner.

[bookmark: _Toc272676017][bookmark: _Toc292967355]7.9.3	Communication With External Examiners
Communication with External Examiners takes place in a number of contexts throughout each academic year. The principal points of contact with the External Examiners through the year are:

1. External moderation of examination papers and marking schemes, at the examination paper preparation stage (the material is supplied to the External Examiner by the Examinations Office)

2. Review of coursework and examination scripts, marks and examiners reports (the material is supplied to the External Examiner by the Examinations Office)

3. Attendance and participation in Examination Boards (the invitation to attend is conveyed to the External Examiner from the Examinations Office)

4. Input to programme design, development and review (on request by the Programme Leader/Head of Department)

5. End-of year report (through the generation and submission of the report by the External Examiner)

6. Membership of the Joint Board of Studies for programmes validated by the University of Wales, jointly or otherwise, (Invitation extended by the Examinations Office).


Briefing sessions for External Examiners are held annually. These sessions cover the relevant procedures and documentation and seek to ensure that there is common understanding of requirements and responsibilities between DBS and the External Examiners.

In addition to their role as external moderators of module assessments, External Examiners are seen a most valuable resource in the context of academic development of the College. It is DBS policy and practice to invite External Examiners to provide input to the design and development of new programmes as well as the periodic review of existing programmes. 

External Examiners appointed by external accreditors may have additional or alternative reporting responsibilities required by that accreditor.  These will take precedence, where applicable.

[bookmark: _Toc272676018][bookmark: _Toc292967356]7.9.4	External Examiner’s Report
The end of year report by each External Examiner is an important document in the broad context of academic quality management. Each External Examiner is asked to comment on a number of academic matters including:

· Academic standards
· Assessment processes and documentation
· Effectiveness of approaches to teaching and learning
· Operation of assessment boards
· Distinctive strengths and innovative features
· Institutional issues.

A copy of the standard External Examiner’s Report Form (F7.9) is available on the S:\ drive; Registrar/ Quality Assurance/ Forms and Templates

The External Examiner reports are reviewed by the relevant Head of Department in conjunction with the relevant Examiners. Any issues raised by the External Examiner are carefully considered and, where appropriate, actioned. Any cross-departmental issues are progressed through the Head of School and a summary of issues raised and good practice commended is presented at the appropriate Board of Studies and where appropriate, the Schools Executive Board.

A formal response to each External Examiner’s report is prepared by the Head of Department and approved by the Head of School, within two weeks of receipt of the final report. The response is sent to the Examination Office for forwarding to the External Examiner. 

It is the responsibility of the Registrar to ensure that all External Examiner reports are received and duly responded to. Issues highlighted and appropriate actions are detailed in the relevant Board of Studies and Annual Reports/Annual College and Course Review (ACCRs) documents. This information also feeds into the programme development and review process.

[bookmark: _Toc272676019][bookmark: _Toc292967357]7.10	Progression and CLASSIFICATION OF AWARDs
Candidates must complete all modules in not more than 5 years for full-time candidates following a 3 year programme, or 6 years for full-time candidates following a 4 year programme.  Students following a part-time programme must complete all modules in not less than 4 years or more than 10 years.

The specific rules for progression and award class calculations apply to students starting their second year of a three or four year degree, or starting a year-long programme in 2010.  Students in the final year of a three or four year degree will continue under the regulations appropriate to their programmes.  These are on the S:/ Drive/Registrar’s Office

[bookmark: _Toc272676020][bookmark: _Toc292967358]7.10.1	Undergraduate Programmes

Progression
A pass in a module is a positive statement of achievement, and a demonstration that the minimum intended learning outcomes have been met.  

To progress from stage 1 to stage 2, or stage 2 to stage 3, the candidate is required to pass all mandatory modules, and the prescribed number of elective modules as outlined in the Approved Programme Schedule.  The minimum mark required to a pass a module is 40%.   The mark for a module is the total, or average of, marks awarded for the individual assessment components, no individual component needs to be passed, unless it is a requirement of a Professional Body and is prescribed in the Approved Programme Schedule.

Recovering Failed Modules

A student who fails to achieve a pass mark in a module may be awarded a pass by compensation, provided that:

I. they fall within the 35-39% band ,
II. the learner has attained marks in excess of 40% in at least one other subject equivalent to double the deficiency in the subject which is being compensated,
III. all modules at the stage are first attempts,
IV. no module at the stage has been failed outright (<35%).

Pass by compensation can be applied to a maximum of one third of the stage, 20 credits of a 60 credit stage or 10 credits of a 30 credit stage, and then only where a student has taken all modules at that stage.  For example where a student has taken five modules at a stage as part of a normal scheduled programme then 2 modules are eligible to be considered for compensation. 

When pass by compensation has been awarded, the numeric result obtained will remain on the transcript and Europass Diploma Supplement for award calculations, but the transcript, and Diploma Supplement, will indicate a ‘pass by compensation’. 

Where all of the modules in a stage are not taken at one sitting, the candidate should be counselled to resit the failed module or component of that module.  A student is exempt from further examination in each module in which a pass has been awarded.  Notwithstanding, a student who with the agreement of the Examination Board, is to re-sit a full year of study, other than the final year, may do so for the actual marks attained provided that at the outset s/he agrees formally to relinquish his/her previous marks in full.

Where a student fails a module they will normally be allowed three opportunities to recover the failed module.  The nature of the reassessment either examination or continuous assessment, or both, should be agreed at the Examination Board.  Where both the exam and continuous assessment are failed both elements should be retaken.  Where the assessment was an unseen assessment (e.g. a written examination) the repeat paper should not be the same as the original.  Any failed examination must be attempted at the next available sitting date.  The resit mark for the module will be presented to the Board, but will be capped at 40% for purposes of Award calculation. 
Where a student has exhausted all attempts in a referred module they may choose to register to take another module from the approved course schedule in order to gain the required credits for progression or completion. This is only permitted when the failed module is an optional module and not core to the programme.

Deferral of examinations can only be considered if state or medical documentation is forwarded directly to the Registrar’s Office, before the commencement of the examination in question, and accepted by the PMC Committee.  For the policy on Personal Mitigating Circumstance’s (PMC) policy see Chapter 8.
Classification of Awards (Joint Awards and where exit awards are approved as part of the Approved Course Schedule)
The award class of the degree is calculated on the credit-weighted mean value of the grades that contribute to the award. DBS applies a percentage grading system. Students are enrolled for the target award and may only gain an “exit” award, where available, when referral opportunities have been exhausted or the Examination Board makes a recommendation in this regard. Students registered on HETAC/LJMU joint awards may be considered for a Certificate in Higher Education on completion of 60 credits and a Diploma in Higher Education on completion of 120 credits.  There is also provision in certain HETAC programmes whereby a student may exit with a certificate on completion of 60 credits at level 6 and a Higher Certificate on completion of 120 credits at level 6 on the NFQ.
Students who join programmes with advanced standing are not eligible for an exit award on the grounds of accumulation of credits from Recognition for Prior Learning (RPL)

Bachelors Degree

The class of degree award will be based on a weighted average percentage mark, which will be calculated as follows:

Award Stage modules			-	80% weighting
Penultimate Stage*			-	20% weighting

*The weighted mean of stage 2 modules should be taken form the best modules worth 75-80% (3 of 4 modules or 4 of 5 modules) comprising the stage.

For the LLB in Irish Law the class of degree award will be based on a weighted average percentage mark, which will be calculated as follows:

Award Stage modules			-	60% weighting
Penultimate Stage*			-	40% weighting
*As above.
Where a student is being classified on the basis of the modules taken in the Award Year only, as in the cases of direct entrants to the final year, then the award classification is based on 100% of the final year credits.

For award purposes, a candidate must satisfy all of the examination and other requirements set for the course.  The candidate must complete their award within the registration period for that award. 

For HETAC programmes to be eligible for an Honours award all modules must be passed at the first attempt in the final stage.

Higher Certificate

The class of degree award will be based on a weighted average percentage mark, which will be calculated as 100% of the Award Stage.

Higher Diploma

To be eligible for consideration for the award of Higher Diploma at Honours classification, a candidate must pass all modules at 40% and satisfy the other requirements set for the course.  An Award with Honours may only be considered if the candidate has passed the final examination at:

· the first attempt, 
· without exemption, 
· and in one sitting.
In the case of ACCS candidates, each subject must be passed at the first attempt.  

Table of Degree Classification Thresholds HETAC Programmes

	Honours Bachelors Degrees (Level 8) and
Higher Diplomas (Level 8)
	

	First Class Honours
	>70%

	Second Class Honours Grade 1
	60-69%

	Second Class Honours Grade 2
	50-59%

	Pass
	40-49%

	Fail
	0-39%




	Higher Certificates (Level 6) and 
Ordinary Bachelor Degrees (Level 7)
	

	Distinction
	> 70%

	Merit Grade 1
	60-69%

	Merit Grade 2
	50-59%

	Pass
	40-49%

	Fail
	0-39%





Table of Degree Classification Thresholds LJMU and Wales Programmes

	Honours Bachelors Degrees (Level 8) 
	

	First Class Honours
	>70%

	Second Class Honours Grade 1
	60-69%

	Second Class Honours Grade 2
	50-59%

	Third Class Honours
	40-49%

	Ordinary Degree
	*

	Fail
	0-34%




The threshold should be interpreted by the Examination Board in general, rather than in absolute, terms. The Board may make an award at a grade above the threshold specified in the table in cases where the Board feels that the student’s circumstances merit such action.

Candidates may be considered by the Board for an award higher than that indicated by their mark, where:

· The final award grade is very close, normally within 1-2%, of the higher classification boundary,
· Where at least 50% of the modules in the years contributing to the award are in the higher class bracket (preponderance),
· Where the overall performance at Stage 3 is significantly better than that at Stage 2, (exit velocity),
· Other such evidence may be considered at the discretion of the Examination Board to be appropriate

Should it be established that a student’s failure to submit work, or poor performance in the assessment process was due to illness or personal mitigating circumstances (which were brought to the attention of the Registrar’s Office, and accepted by the PMC Committee) the Examination Board may exercise discretion in a manner appropriate to the individual case.


[bookmark: _Toc272676021][bookmark: _Toc292967359]7.10.2	Postgraduate Programmes

Candidates must complete all modules in not more than 2 years for full-time candidates following a one year programme, or 5 years following a part-time programme.  The taught Masters Programmes normally consist of two stages, the taught component and a dissertation.

Progression 

A pass in a module is a positive statement of achievement, and a demonstration that the minimum intended learning outcomes have been met.  

To progress from the taught stage of a Masters programme to the dissertation stage a candidate is required to a pass all mandatory modules and the prescribed number of elective modules as outlined in the Approved Programme Schedule.  The minimum mark required to a pass a module is 40%.   The mark for a module is the total, or average of, marks awarded for the individual assessment components.  No individual component needs to be passed, unless it is a requirement of a Professional Body and is prescribed in the Approved Programme Schedule.

Compensation is not permitted on Masters Programmes. 

A single referral opportunity following failure in a module will be offered and must be taken when the module is next assessed (this will normally be in the same year as the initial failure).  The examination board has the discretion to permit a candidate to re–register for the failed module, where the module is available and timetabled for the next academic year. 

Deferral of examinations can only be considered if state or medical documentation is forwarded directly to the Registrar’s Office, before the commencement of the examination in question, and accepted by the PMC Committee.  For the policy on Personal Mitigating Circumstance’s (PMC) policy see Chapter 8.




Award Classification - Postgraduate Diplomas and Masters Degree (Taught)

To be considered for an Honours award the candidate must, in the case of full-time candidates, pass the examinations at the first attempt, and in one sitting, or in the case of part-time candidates, by virtue of passing in each required examination subject at the first attempt.  In such cases the examination subject marks/grades to be included in the average result shall be those obtained at the candidate’s first attempt at the respective examination subjects.

Where a student has exhausted all attempts in a referred module they may choose to register to take another module from the approved course schedule in order to gain the required credits for progression or completion. This is only permitted when the failed module is an optional module and not core to the programme.

Table of Degree Classification Thresholds HETAC Programmes

	Postgraduate Diploma (Level 9)
	

	Distinction
	>70%

	Merit
	60-69%

	Pass
	40-59%



	Taught Masters Degrees (Level 9)
	

	First Class Honours
	>70%

	Second Class Honours 
	60-69%

	Pass
	40-59%



Table of Degree Classification Thresholds LJMU, University of Wales and Joint Award Programmes

	Taught Masters Degrees (Level 9)
	

	Distinction
	>70%

	Pass
	40-69%

	Fail
	0-39%



In addition for Wales programmes, to be awarded a masters degree with Distinction, candidates should obtain an overall mark of 70%, having achieved not less than 65% in Stage one and 70% in Stage two. 

Award Classification - Alternate Postgraduate LJMU/HETAC Joint Awards (and where exit awards are approved as part of the validated schedule) 

Where an award candidate fails to attain 180 credits, and has exhausted all relevant sittings the Examination Board at its absolute discretion may award a Postgraduate Certificate to participants who achieve 60 credits, and a Postgraduate Diploma to participants who achieve 120 credits from the taught stage. Where the award of Postgraduate Diploma or Postgraduate Certificate is made as an exit option there will be no award classification attached to the award. 

7.10.3  	OTHER AWARDS

7.10.3.1	 Aegrotat Awards

Where there is insufficient evidence to determine the recommendation of an award but the Examination Board is nevertheless satisfied that the student would have qualified for the award for which s/he was a candidate had it not been for illness or other valid cause, an Aegrotat award may be recommended.  Aegrotat awards do not carry a classification, they are unclassified degrees.  An Aegrotat award does not necessarily entitle the holder to registration with a professional body, or to exemption from the requirements of any professional qualification which might otherwise be associated with the programme.

Aegrotat awards are not available to candidates registered for the following awards: Certificate in Higher Education; Diploma in Higher Education; Postgraduate Certificate; Postgraduate Diploma; Higher Diploma;  MA; MBA;  MSc;, MBS; and, all research awards.

The award of an Aegrotat removes the right of any further assessment opportunity for the registered final award.  The student must have signified that s/he is willing to accept the award under this condition.


7.10.3.2	 Posthumous Awards

Where the normal conditions of any award of the College have been satisfied, that award may be accepted posthumously on the student’s behalf by a parent, partner or other appropriate individual.

Where the examination regulations conflict any way with the Regulations and Protocols of an external accreditor, HETAC, LJMU or UOW then the latter shall take precedence. 

[bookmark: _Toc272676022][bookmark: _Toc292967360]7.11	European Diploma Supplement

[bookmark: _Toc272676023][bookmark: _Toc292967165][bookmark: _Toc292967361]On successful completion of their studies, learners are entitled to receive a Diploma Supplement, one of the five Europass Documents. The Diploma Supplement facilitates the academic and professional recognition of qualifications (diplomas, degrees, certificates etc.).  

This Diploma Supplement follows the model developed by the European Commission, Council of Europe and UNESCO/CEPES. The purpose of the supplement is to provide sufficient independent data to improve the international ‘transparency’ and fair academic and professional recognition of qualifications (diplomas, degrees, certificates etc.). 

[bookmark: _Toc272676024][bookmark: _Toc292967166][bookmark: _Toc292967362]The Diploma Supplement provides additional information regarding the learner’s award which is not available on official HETAC, LJMU or University of Wales parchments such as the skills and competencies acquired, and entry requirements and access opportunities to the next stage of education.

It is designed to provide a description of the nature, level, context, content and status of the studies that were pursued and successfully completed by the individual named on the original qualification to which this supplement is appended. It should be free from any value judgements, equivalence statements or suggestions about recognition. Information in all eight sections should be provided. Where information is not provided, an explanation should give the reason why. 

[bookmark: _Toc272676025][bookmark: _Toc292967167][bookmark: _Toc292967363]A sample of the Diploma Supplement is in Appendix 7.3  


[bookmark: _Toc292967364]7.12	APPEALS AND VERIFICATION PROCEDURES

[bookmark: _Toc292967169][bookmark: _Toc292967365]DBS is committed to ensuring that all decisions pertaining to assessment are fair and that learners have access to clear consistent and comprehensible appeals procedures.  

[bookmark: _Toc292967170][bookmark: _Toc292967366]A learner who wishes to appeal their published results or the decision of an Examination Board must launch a formal appeal to the Registrar’s Office.  Once an appeal is received the Registrar’s Office will follow a set of clearly defined steps.  The appeal may be an appeal for the verification of a result or an appeal for a review of all or part of the learner’s assessment.

[bookmark: _Toc292967171][bookmark: _Toc292967367]In all cases of appeal a verification process is undertaken.  The Registrar’s Office will verify the learners result by way of an administrative operation of checking the recording and the addition of marks for the assessment.  The verification ensures that the assessment published by the College is free of arithmetical or other errors of fact.

[bookmark: _Toc292967172][bookmark: _Toc292967368]An appeal for a review is a request for a detailed re-consideration by the Internal Examiner, where feasible, of all or part of the assessment material, together with re-consideration by the Examination Board of a set of results.

[bookmark: _Toc292967369]7.12.1   PROCEDURES FOR AN APPEAL FOR VERIFICATION

[bookmark: _Toc292967174][bookmark: _Toc292967370]A request for verification must be received by the Registrar’s Office not later than seven working days after the date of the publication of results on College notice boards or website.   Requests for verification will be considered only if submitted in writing by the person concerned to the Registrar’s Office, together with the fee, as notified, per subject/module. If the assessment result is amended (by greater than 1% or less if it impacts on a borderline decision) as a result of the recheck, the fee will be reimbursed in full.  Students should note that verification may result in confirmation, upgrading or downgrading of the initial result.  The form for requesting an appeal or verification (F7.10) can be found on the Registrar’s Office website.




[bookmark: _Toc292967371]7.12.2 	PROCEDURES FOR AN APPEAL FOR REVIEW

[bookmark: _Toc292967176][bookmark: _Toc292967372]A request for a review must be received by the Registrar’s Office not later than seven working days after the date of the notification of the relevant assessment result.  Requests for reviews will be considered only if submitted in writing by the student to the Registrar’s Office.  

[bookmark: _Toc292967177][bookmark: _Toc292967373]Before a review procedure can be initiated, a detailed submission must be received by recorded post together with supporting documentation (if appropriate) and a fee of €130 per module. The submission must identify the element or elements of the assessment for which the review is being sought.  It must also specify the grounds on which the review is requested, and it must contain all information that the candidate wishes to have taken into account in the review. 

[bookmark: _Toc292967178][bookmark: _Toc292967374]The Registrar will consider the appeal and the grounds on which it is sought.  Candidates should note that the only permissible grounds for review or appeal are as follows:

· [bookmark: _Toc292967179][bookmark: _Toc292967375]if there is evidence of substantive irregularity in the College’s procedures and/or in the manner in which those procedures were executed
· [bookmark: _Toc292967180][bookmark: _Toc292967376]if there is evidence of substantive irregularity in the Assignment brief or Examination Paper 
· [bookmark: _Toc292967181][bookmark: _Toc292967377]if there are circumstances that the Examination Board was not aware of when its decision was taken.

[bookmark: _Toc292967182][bookmark: _Toc292967378]Appeals which question the academic judgement of examiners shall not be admissible, disagreement with the judgement of the Examination Board does not constitute grounds for review.

[bookmark: _Toc292967183][bookmark: _Toc292967379]It is the responsibility of students to make known, in writing, to the Registrar’s Office, as soon as possible after the assessment or at the latest within seven working days of the assessment having taken place, any medical, personal or other circumstances which, to a significant extent, may have affected adversely their performance at examination/assessment and, when required, to provide evidence thereof.  Students should note that a review may result in confirmation, upgrading or downgrading of the initial result/decision.

[bookmark: _Toc292967184][bookmark: _Toc292967380]Appeals for review are overseen by the Schools Executive Committee.


[bookmark: _Toc292967381]7.12.2.1  Procedures for Carrying out a Review

[bookmark: _Toc292967186][bookmark: _Toc292967382]The Registrar will consider all documented evidence and will decide if the student has adequate grounds for review.  The Registrar will reach one of the following conclusions:

1. [bookmark: _Toc292967187][bookmark: _Toc292967383]that there are adequate grounds for review
2. [bookmark: _Toc292967188][bookmark: _Toc292967384]that there are not adequate grounds for review
3. [bookmark: _Toc292967189][bookmark: _Toc292967385]that further investigation is required before adjudicating on the request for a review.

[bookmark: _Toc292967190][bookmark: _Toc292967386]Should conclusion 1 above be reached, the Registrar will request the internal or External Examiner to re-examine the student’s script, taking into account the circumstances surrounding the review. This may result in the mark awarded to the assessment being revised. If the mark is revised, the Examinations Board will be requested to re-consider the student’s results.  Such a request shall be accompanied by all relevant documentation in order that the Board may make an informed decision.  The decision of the Board shall be final.

[bookmark: _Toc292967191][bookmark: _Toc292967387]Should conclusion 2 above be reached, the student will be notified accordingly and the matter will be considered closed.

[bookmark: _Toc292967192][bookmark: _Toc292967388]Should conclusion 3 above be reached, the Registrar shall arrange further investigation.  The form of such further investigation shall be appropriate to the individual case and may include oral hearings.  Should the oral hearing involve the appellant then he/she will have the right to be accompanied by one person nominated by the appellant.  

[bookmark: _Toc292967193][bookmark: _Toc292967389]If a request for review is upheld the student will be given a full refund of the review fee.

[bookmark: _Toc292967390]7.12.3 	PROCEDURES FOR VIEWING EXAMINATION SCRIPTS

[bookmark: _Toc292967195][bookmark: _Toc292967391]All learners regardless of the outcome of an appeal are entitled to view their corrected examination scripts.  Applications to view corrected examinations scripts must received by the Registrar’s Office not later than seven working days after the date of the publication of results or in the case of an unsuccessful appeal, not later than seven working days after the date of the publication of the result of the appeal.  The application form (F7.11) can be found on the Registrar Office website.

I. [bookmark: _Toc292967196][bookmark: _Toc292967392]Only the registered learner may view the examination script and only on production of a valid DBS student card.
II. [bookmark: _Toc292967197][bookmark: _Toc292967393][bookmark: _Toc292967198][bookmark: _Toc292967394]Learners may view their scripts in the examinations office, they may not be accompanied and may not remove any examination material from the examinations office.
III. If an error is found on the examination script the learner should invoke the verification process in 7.12.1 above.

[bookmark: _Toc292967395]7.12.4 	COMPLAINTS

[bookmark: _Toc292967200][bookmark: _Toc292967396]If a learner is dissatisfied with the outcome of the appeals processes and believes that the procedures have been conducted improperly then she/he has a right to draw this to the attention of DBS, Liverpool John Moore’s University (LJMU) or the University of Wales as appropriate, within 15 working days of the announcement of the decision. The learner must be advised that this is not a re-opening of the appeal and that she/he must provide reasonable evidence of procedural impropriety. Following a decision from DBS or the University (LJMU or Wales), the student must be formally notified that s/he has exhausted all procedures of the College or University and that the matter is now closed.
[bookmark: _Toc292967201][bookmark: _Toc292967397]Complaint forms may be obtained from the Registrar’s Office, the LJMU website: www.ljmu.ac.uk/Student Services, or the University of Wales, Validation Unit Quality Handbook; Policies and Procedures.

[bookmark: _Toc292967202][bookmark: _Toc292967398]Learners must ensure that the completed complaint form (which should include full details of the complaint) is submitted by the published deadline. If any relevant supporting documentation is not available at this time, this should be indicated on the form and supplied within a maximum of 10 working days. Students should be aware that after this time their complaint will be considered without reference to outstanding supplementary evidence. 
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