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GUIDE TO THE REGULATION AND OPERATION OF ASSESSMENT BOARDS 2014/15
This guide will be updated annually by agreement with the Director of Student and Academic Services and will be used to train new chairs or in providing refresher training. Any member of staff acting in the capacity of Chair to a Board of Assessment will be trained and recorded on the database of trained chairs. All officers will be appointed by the Director of Student and Academic Services and trained by the Assessment and Ceremonies Manager and/or nominee.
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1
THE ASSESSMENT BOARD 
1.1
Context

All University of Northampton Assessment Boards have the devolved authority of Senate to approve grades and to recommend awards. This is conducted through a two tier system for taught programmes and by a single board in respect of those awards outside the Framework. In all cases where the UMF Award Board ratifies an award using powers devolved from Senate it is doing so under the University's Degree Awarding Powers. In order to gain such powers, the University had to demonstrate that it could exercise all the necessary controls and safeguards. Periodic external audits check that these are in operation. These responsibilities are very real and there is no other defence to protect the University should there be any consequent complaint or action. All members of the Assessment Boards have a responsibility to ensure that they protect the safety and integrity of the University’s awards.
Section 5 of the Academic Regulations sets out the regulations in respect of Assessment Boards. The regulations state that:

Authority of the Board:

Senate, delegated to the Chair of the Award and Status Board, may only receive recommendations for the conferment of an award from a properly constituted and conducted Assessment Board.  The decisions of a properly constituted and conducted Assessment Board may not be overturned by any other body, except as a result of a student appeal or late Mitigating Circumstances outcome. (5.3.2)

Written records of the Board: 
Detailed and accurate written records of the proceedings of each Board of Examiners shall be maintained.  To that end, an Officer to each Board shall be appointed by the Director of Student and Academic Services. (5.3.3) 

The dates for the meetings of the Assessment Boards will be set at the start of the academic year to ensure full attendance at each Board. (5.3.4)
The following staff have responsibility as indicated: 
UMF Award /Status 
Ratification Boards:
Assessment, Ceremonies & Examinations Manager
UMF Module Boards:
Senior Team Leaders (SAT’s)
Non Framework Provision:
Senior Team Leaders (SAT’s)

Full Boards:
Lists of dates and names of meetings must be lodged with the Director of Student and Academic Services and the Assessment Office by the end of October in the preceding year.

1.2
Constitution and Terms of Reference of Assessment Boards.
Framework Boards

· All those involved in operating within a Framework context must be familiar with the range and limits of responsibilities for that tier so that they can guide internal and external colleagues accordingly. (5.3.5)
· All Module Assessment Boards oversee the assessment of modules, and confirm grades for all students studying modules within a given Field. (5.3.6)
· Mode of operation:
The Module Board will conform to overall University of Northampton procedures for its mode of operation. (6.6.3)
1.2.1 
UMF Module Assessment Boards
Constitution

Chair, (senior member of School/University academic staff not associated with Field)

Field/Module External Examiner(s)

Field Chair/Subject Leader(s) where relevant
Executive Dean of School (ex-officio)

Module Co-ordinators for all modules to be considered
All academic staff contributing to the teaching and assessment of students registered for modules to be considered
All practice/fieldwork teachers contributing to the assessment of students

Officer appointed by the Director of Student and Academic Services. (5.3.7)
Terms of Reference

1. Within the terms of approved module specifications to be responsible for the approval of all forms of assessment used in modules to be considered:
· To approve the grades awarded to each student for modules under consideration;
· To advise Monthly Review and Action Planning meetings upon:

· The nature, appropriateness and conduct of forms of assessment
· The standards set and the standards achieved;

· The performance of students

(5.3.8)
2. In exercising the powers set out above, the Module Assessment Board shall:-

· Scrutinise the grades relating to each module, including the information on average grade and range to identify any anomaly or other cause for concern.  This includes scrutinising consistency in standards achieved across sites of delivery where modules are collaborative;

· Identify any anomaly or cause for concern for investigation by the Officer (which may lead to Chair’s Action following the Board);

· Confirm a recommendation to the Award and Status Board for each student in relation to each module

(5.3.9)

3. In addition, determine for those students who have an outstanding opportunity at item(s) of assessment the requirements for referred and deferred assessments, including determining the removal of resit opportunities for students who have not engaged with the module (see Regulation 3.7.10).

3.1 Recommendations to the Award and Status Board include:

· Passed: Confirms that a student has achieved an overall grade of D- or more at Levels 4-6 or a C- at Level 7, for the module, and has satisfied any relevant supplementary regulations and that credit will be assigned.  In the case of modules requiring thresholds of achievement to meet professional body requirements, an additional category ‘Passed for Professional Purposes’ may be assigned.
· Deferred: Confirms that a student has not achieved an overall module grade of D- or more at Levels 4-6 or a C- at Level 7, and/or has failed to satisfy supplementary regulations but has one or more items of assessment for which Mitigating Circumstances have been upheld.
· Referred: Confirms that a student has not achieved a grade of a bare pass on aggregate for the module, and/or has failed to satisfy any relevant supplementary regulations but has an outstanding opportunity for assessment on one or more items.
· Pass Refer: Confirms that a student has achieved a pass on aggregate for the module but has an outstanding opportunity for referral on one or more items of assessment.
· Pass Defer: Confirms that a student has achieved a pass on aggregate for the module but has an outstanding opportunity for deferral on one or more items of assessment.
· Failed: Confirms that a student has not achieved an overall module grade of D- or more at Levels 4-6 or a C- at Level 7, and/or has failed to satisfy any  relevant supplementary regulations and s/he is not eligible for deferral or referral of any item.
· Not attempted: Confirms that a student has not submitted any work and/or attempted the examination, or has submitted nothing of merit, thus achieving an overall grade of G, and so is not eligible for referral (see Regulation 3.7.10).
1.2.2
University Modular Framework Award Ratification/Status  Boards
Award and Status Boards oversee the assessment of awards; determine, for each student, their continuation or progression status from one stage of an award to the next; and make recommendations to Senate on the award and class of award to be conferred on individual students, or recommendations for termination of studies.  Senate has delegated its power to confer degrees and to terminate students’ studies to the Chair of the Award and Status Board.

(5.3.14)
Constitution 
The Constitution of the Award and Status Board is:

· Chair

· Principal or Framework External Examiner(s)

· Deputy Director (Student and Academic Services)

· Two Deputy Deans – on a rotating basis

· Subject representatives and Deputy Deans or nominee from each School and from Joint Honours provision where relevant

· Officer appointed by the Director of Student and Academic Services
(5.3.15)
Terms of Reference 
The Terms of Reference are: Within the terms of the Framework regulations for assessment, progression and awards, to be responsible for:
· The confirmation of decisions concerning the continuation or progression of individual students from one stage of an award to the next where appropriate, based upon the grades from the Field Boards and the application of the Framework and any relevant supplementary regulations. 
· Ratification of the conferment of awards and for students based on the grades from the Field Boards and the application of Framework and any relevant supplementary regulations. To advise the University on:
· The conduct and processes of Boards of Examiners. 
· The performance and achievements of students, including across sites of delivery. 
(5.3.16)

In exercising the powers set out above, the Award and Status Board shall:

· Determine whether a student may continue or gain an award within the terms set by any supplementary regulations relating to the requirements of professional bodies or periods of work experience/placement. 

· For students studying modules at level 4 and 5 confirm condonement of F+ grades in one or two 10 credit modules or in a single 20 credit module, where the student has otherwise passed in modules amounting to not less than 100 credits at that level unless prohibited by supplementary regulations

· Confirm decisions forwarded from Module Boards with respect to referred and deferred assessments;

· Confirm a decision for each student in relation to overall performance
(5.3.17)
Decisions in relation to overall performance include:

· Award and Class: Confirms that a student has met the requirements for an award and a class has been determined according to the approved regulations, following, as appropriate, completion of the programme, withdrawal or termination.

· Progress: Confirms that a student has met the requirements for completion of the stage or modules for which s/he is enrolled and may continue.

· Progress carrying module(s) confirms that the student may progress/ continue on the award, carrying forward a requirement to satisfy the credits as outlined in Table 1 and the requirements of the Award Map.

· Deferred: confirms that a student has not been awarded sufficient credit to meet the requirements for progression, continuation or for the recommendation of an award because of mitigating circumstances, and will have a further opportunity to complete assessments. 

· Referred: confirms that a student has not been awarded sufficient credit to meet the requirements for progression, continuation or for the recommendation of an award, and will have a further opportunity to complete referred assessments for a capped outcome.

· Pass Refer: confirms that a student has achieved a pass on aggregate for the module but has an outstanding opportunity for referral on one or more items of assessment.

· Pass Defer: confirms that a student has achieved a pass on aggregate for the module but has an outstanding opportunity for deferral on one or more items of assessment.

· Repeat module(s): confirms that a student may not continue on his/her programme of studies towards an award or be recommended for the award, but may be permitted to retake modules (or take substitute modules) by attendance at classes and completing all assessments afresh, in order to meet the requirements for progression, continuation or for recommendation of the award, or to meet the requirements for an alternative award of the University. 

· Fail: confirms that a student may not continue to study for the named award for which s/he is registered, but may be considered for transfer to another award of the University. This decision may apply where a student fails to meet the requirements set by professional bodies, but meets the general requirements for continuation of studies, or where the student cannot retrieve failure to meet the requirements for progression/completion through repeat modules.

· Terminate: confirms that a student, following all opportunities for referral and deferral, and for repeat modules, has not met the requirements for progression, continuation or completion and has attempted and failed modules that exceed the level permitted by the regulations (3.7.2).  Termination can also occur as a result of an academic misconduct outcome or a disciplinary process.

Students may have a combination of referrals, deferrals and repeat modules in their profile and may continue part time or on a mixture of levels in order to do so as set out in regulations 3.3.4 and 3.7.3.


(5.3.18)

1.2.3

Non- Framework Boards 

In respect of the non-framework awards, the Assessment Boards operate as a full board, considering grades/marks and recommending awards and classifications.
Purpose
On behalf of Senate to exercise the fair and just use of regulations and uphold academic standards in respect of the assessment of students on taught courses.

Constitution

Chair (senior member of The University of Northampton academic staff not associated with the Course)

Dean of School (ex-officio)

Course Leader

Course External Examiner(s)

All academic staff contributing to the teaching and assessment of students 

Officer appointed by the Director of Student and Academic Services
Terms of Reference


Within the terms of the validation of an individual course to be responsible for and have authority to deal with:

· The approval of the results (marks or grades) of individual students.

· Decisions relating to the continuation/progression of students and termination of study.

· Recommendations to the Award and Ratification board on the authority of Senate for the conferral of awards upon individual students and determination of classifications.


Consideration of the spread of results and the quality of students’ work in order to advise the Board of Study upon:

· The nature, appropriateness and conduct of forms of assessment.

· The standards set and the standards achieved.

· The performance of students.


In exercising the powers set out above, the Assessment Boards shall, in accordance with the Assessment Regulations for the particular course:-

· Scrutinise the grades/marks relating to each unit/item of assessment, including the information on average grade/marks and range to identify any anomaly or other cause for concern;

· Determine an explanation for any anomaly or cause for concern and take any action considered necessary; 

· Confirm a recommendation for each student in relation to each stage of the course:-

Recommend award and class: confirms that a student has met the requirements for the award and a class has been determined according to the approved regulations following, as appropriate, completion of the course, withdrawal or termination.
Passed: confirms that the student has achieved an overall pass grade/mark for the stage and has satisfied any relevant specific regulations and that credit (where applicable) will be assigned.  

Deferred: confirms that the student has not achieved an overall pass grade/mark for the Award and/or stage because of mitigating circumstances and has an outstanding opportunity for assessment.
Referred: confirms that the student has not achieved overall pass grade/mark for the stage but has an outstanding opportunity for assessment on one or more items.

Failed: confirms that the student has not achieved an overall pass grade/mark for the stage and is not eligible for deferral or referral of any item.

Terminate: confirms that the student, following all opportunities for referral and deferral, has not met the requirements for continuation or completion as permitted by the course regulations.


In addition, to determine for those students who have an outstanding opportunity at item(s) of assessment the requirements for:



referred assessments



deferred assessments

2
UMF MODULE ASSESSMENT BOARDS: BRIEFING NOTES 2014/15
2.1
Purpose of the Module Board


See relevant Terms of Reference above.

2.2
Discretionary Powers 

2.2.1
The UMF process aggregates the grades for items of assessment, using standard numerical equivalences and the appropriate weightings, to derive a single overall module grade. 

2.2.2
The Module Assessment Boards represent the summary stage of module assessments, confirming the assured completion of the assessment process, receiving the outcomes and relaying them to the award and status boards.

They do not constitute a stage of the assessment process itself.

Adjustment of grades for individual students is not within the remit of the Module Assessment Board (but see 2.2.4 below). All assurance processes must have been completed prior to the Board. 

2.2.3
In exceptional cases, the Module Assessment Board may be aware of circumstances that raise doubts as to the validity of the outcomes for particular items of assessment, or for modules. Examples might include significant disruption to an examination, serious staffing difficulties or breakdown of elements of the quality assurance processes. Chairs of Module Assessment Boards should be alerted to such at the pre-board, and must discuss the issue with the Director of Student and Academic Services /Deputy Director of Student and Academic Advice in advance of the board. In such circumstances, the board may decide to adjust the outcomes for individual items (not students) or whole modules, or flag the uncertainty for the information of the Award and Status Board. Such decisions should always be applied to the whole cohort for a module, not to individual students.

Any such decisions must be clearly indicated on the Module board reports and brought to the attention of the relevant nominated Officer to the Award/Status Board when the reports are returned after the module boards.

2.2.4
As the award of a G grade overall has particular consequences, in some instances it is appropriate for Boards to confirm referral entitlement despite the overall G outcome – see 2.4.4 and 2.4.5 below.

2.3
Limitations of Module Boards

2.3.1
A Module Assessment Board does not make decisions on issues of progression, award, termination, withdrawal etc.

2.3.2
A Module Assessment Board is not concerned with judgements related to mitigating circumstances.

2.3.3
A Module Assessment Board is not concerned with judgements relating to Academic Misconduct.  If such issues are under consideration a DEFERRED DECISION (denoted by ZZ in the overall column) will be recorded by the module board.

2.4
Other points to consider

2.4.1
Apart from specific exceptions covered by supplementary regulations, if a student receives F+ as the overall grade for a module at Levels 4 and/or 5, this fail may be 'condoned' and converted to a pass grade (E) at the Award/Status board.  In order to qualify for such condonement, the student must have achieved pass grades in modules totalling 100 or 110 credits at the level, and F+ in 10 or 20 credits.

2.4.2
The condonement described in 2.4.1 does not apply at level 6.

2.4.3
If a student receives G as the overall grade for any undergraduate or postgraduate module, the student may not retrieve that failure through re-sit/re-submission, unless s/he has an `H’ grade in his/her profile for an item which has not subsequently been passed.

2.4.4
For modules (eg Dissertations) which are assessed by a single item of assessment, the effect of 2.4.3 may be inappropriate.


The Module Board should confirm that G grades for such modules represent not only non-submission of the final item, but also non-participation in the module. If a student has engaged with the module (eg by submitting other draft or interim versions to tutors) the G grade should stand but the outcome should clearly be marked as refer/defer if it is agreed by the Board that there is an outstanding opportunity for submission.

In general, a G grade only arises when students have failed to submit or attend any of the assessments. It is because this represents a failure to engage in the assessment process that the 'no resit' rule applies. In some cases a student might have attempted one or two lowly weighted items and scored very poorly (F-) and still have a G overall. This is appropriate – the engagement with the assessment is clearly no more than token – the G stands, no resit. It is only when the module is assessed by a single item that there is a risk that the G gives a misleading verdict on the degree of engagement, and that is why the adjustment (from a fail outcome to a refer/defer outcome) is permitted in such cases.

2.4.5
Where students have been de-registered from modules (through AMP) they may appear on module reports with an overall grade of XG.  Such modules will then be included in the application of academic failure regulations but will not be included in the statistics for module completions.

2.4.6
The Board, especially Module Leaders/Field Chairs, need to be aware that within the Postgraduate marking scheme a grade of C- represents a very marginal pass. As a result, a profile of C-, C- F is likely to result in a fail outcome depending on the weighting of individual items. 

2.5
Changes to grades after Module Assessment Boards

2.5.1 
There should not be any!  Given the timing of Ceremonies there is very limited time to correct any errors or omissions following module boards, and this has serious implications, especially for finalists who could miss out on attending their award ceremony. Past experience indicates that the majority of Chair’s Actions involve late/missing grades and all staff are asked to be particularly vigilant in ensuring that the information presented to Module boards is both comprehensive and correct. Those responsible for grades are asked to check, check and check again before and during the Board!

2.5.2 
Any changes after the Module Board must be notified immediately by e-mail – indicating the exact grade/s to be amended and clear reasons for the change requested as follows:

UG/PG/ Non Framework – produced by Student Administration Team and approved by Assessment and Ceremonies Manager 

(Assessment Office) or nominee.

This procedure also applies to any potential 'Chair's Actions' following the Executive Award/Status Board meetings.  All communications must be made through the Assessment and Ceremonies Manager or nominee. 

2.6
After the Module Board

2.6.1
Timetable for Award/Status Boards: see Appendix D: ‘University 
Modular Framework Award/Status Boards 2014/15’.

2.6.2
Results and Resit work:

· Provisional grades will be available to students as they are input to the student record system. 

· Provisional finalists’ classifications will be available on the Web before the Award Ratification Board and confirmed by letter following the Board.

2.6.3
Issues 

· It is essential that re-sit coursework items be available in advance on NILE for all items of assessment. 

· As results are available incrementally throughout the term and resits are scheduled for early July, it is expected that Fields/Subjects (or individual modules) will provide session(s) as debrief and advice for re-sitting students. This should include information on how re-sitting students can get support and advice during the summer months in relation to dissertation resubmission, for which a deadline of 10 August 2015 applies (standard courses).

· Students receive the breakdown of their grades for each module via the web, i.e. the grade they were awarded for each item of assessment as well as overall module grades. They have the right to appeal against mistakes, which includes both incorrect grades for items and errors in the calculation. Tutors need to be aware that if such issues are raised by students they should be referred to the Assessment Office. 

2.6.4
Where both opportunities for assessments on any item have occurred, the Board will confirm that the better of the two grades has prevailed and is reflected in the profile and outcome presented to the board.

2.6.5
The summer resit coursework submission date for standard UG Programmes is 14 July 2015 (resit examinations are 6 – 10 July 2015).  The designated coursework resubmission date must be strictly adhered to:  there is no 'late submission' provision (for a bare pass) or tutor-granted extension.

2.6.6
Following Award/Status Boards, some students are permitted to repeat one or more module(s). Please be aware that this involves the student enrolling for such modules, paying the fee, meeting all academic obligations and taking assessment afresh. It should not be confused with a refer/defer outcome.

2.6.7
Note that there are no third attempts at assessment items even in circumstances of mitigation. If a module is not passed when both assessment opportunities have occurred, it may be repeated (see 2.6.6), subject to assessment regulations. If the failure is due to mitigating circumstances, the fail may be discounted in applying regulations relating to the maximum level of permitted failure, and a reduced fee may apply to the repeat module(s)


In very exceptional cases, where mitigating circumstances applied at assessment points only (ie did not affect learning) a student may apply in writing to the Deputy Director of Student and Academic Services for special arrangements to apply to a repeat of the module.

2.6.8
Note also that Professional Practice modules (P prefix) may NOT be repeated or condoned (see Supplementary Regulations) or re-assessed if a 'U' grade is returned.

2.6.9
An outstanding assessment opportunity is indicated by a resit indicator (superscript) of R (for referral) or D (for deferral).  The superscript indicator WG confirms that the better of 2 fail grades has been included in the overall calculation (see 2.6.4).

Condoned refer/defer is available at LEVELS 4 and  5 ONLY.


Pass refer/defer is available at LEVELS 4, 5, 6, 7.


3
CONDUCT OF THE BOARD.
3.1
Role of the Chair

3.1.1
The Chair should be fully aware of the responsibilities and authority of Assessment Boards described in Section 6 of the Academic Regulations. The Assessment Boards are a critical part of the assessment process and it is important that such events are conducted efficiently and impartially. That this happens will largely depend on the expertise, good judgement and initial preparation of the Chair. To this end, the Chair and Officer should understand each other’s role and provide mutual support, ensuring that preparation is adequate to ensure a successful meeting. It should be remembered that external examiners will be present and that a poorly conducted meeting, or one lacking the necessary degree of formality, may result in the submission of a critical report.

3.1.2
The Chair will essentially be managing four elements at any Board: colleagues, internal examiners, external examiners and the consideration of pre-defined data set. It is essential that all participants play their full part in the work of the Board and facilitate constructive analysis of the data set to support the quality assurance remit of the board.
3.1.3
It is important for the Chair to be conscious of the duties and authority of the Board. Fairness to students is important, as is the guardianship of academic standards. All decisions must be made within the assessment regulations unless prior consultation with the Director or Deputy Director of Student and Academic Services has been undertaken and an alternative approach agreed.

The Chair has a duty to ensure that Module boards are discharging their duties diligently, that they involve a robust consideration of quality assurance indicators and identify important aspects for referral to Board of Study etc.
3.1.4
In arriving at any decisions, the external examiner should be treated 
as ‘first among equals’ and his/her view given due regard, but any 
decision should be that of the Board as a whole.

3.1.5
The Chair is required to sign the module report/spreadsheet at the end of the meeting.
3.2
Role of the Officer

3.2.1
The Director of Student and Academic Services is responsible to Senate for the adherence to correct procedure in the operation of the Assessment Boards and the accuracy of records. This responsibility is exercised through the Officers to Assessment Boards.

3.2.2
It is the responsibility of the Officer to arrange the pre-board in 
accordance with the Code of Practice for pre-boards. See section 5.3.

3.2.3
At the Board the Officer has responsibility for ensuring:

· That the Board is constituted correctly, including ensuring that the chair has been trained; that the Field Chair/Course Leader and  all academic staff and practice/fieldwork teachers (or nominated representative) making a significant contribution to the teaching and/or assessment of students registered on the course/field modules are in attendance. If apologies are offered for staff who ought to be there to comment on the assessment of students, this should be reported to the Dean/Deputy Dean to take action.
· That all relevant External Examiners have been invited to the Board. Where External Examiners are unable to attend, appropriate arrangements must have been made to secure their affirmation of the following: 
· consideration of the core dataset
·  satisfaction with the conduct of the Board
·  marking standards , grade profiles and, for second tier Boards only, award profiles (all of this to be confirmed prior to the board). 

· That all matters are openly discussed and recorded at the Board: it is important that there is openness and transparency about decision making.  If things have gone wrong it is critical that they are dealt with appropriately, ensuring rigour in procedures and fairness in treatment of all students.

· That the Board has full information on which to make its decisions.

· That the Board operates to its full responsibility but within its remit (e.g. it is in order for the Board to determine the requirements for retrieval of assessment failure, but consideration of mitigating circumstances is dealt with by a separate process.) 

· That students are treated reasonably (e.g. to agree a resit to be taken two days following notification of their results is not usually reasonable). Ask the question – is this achievable? 

· To ensure there is a clearly identifiable reason for each decision (e.g. if there are proposals to change the grades for a cohort of students the rationale for the change is understood, approved by the Director or Deputy Director of Student and Academic Services, agreed by the Board and accurately recorded in the minutes)
· To ensure that all relevant documentation is available for the meeting. Although the minutes of the previous meeting will have been circulated to all members of the board it is essential that copies are available for the Chair, Officer and External Examiners. Copies of the agenda will be available for all members.  

· To ensure that the minutes are taken and produced in the agreed format. A draft version should be sent to the Officer for approval within 14 working days of the board. Following any amendments, the Chair will make their amendments and approve for distribution. The Chair’s minutes will be distributed to all members of the board, including the External Examiner, within one month of the date of the board.

3.2.4
    The Officer has responsibility for ensuring that through the correct 

    use of procedures, standards are safeguarded as follows:
· That the Field Chair/ Course Leader confirms that internal and external moderation of work has been undertaken in accordance with the institutional moderation policy; including the scrutiny of relevant work by External Examiners.
· That the Board actively discusses matters relating to the quality and standards of provision, as evidenced by consideration of the pre-defined data set, in addition to confirming individual student’s results.  
· That there are no reports of ‘anomolies’ results processing or unexplained/invalid changes of grades. (A thorough pre-meeting should guard against this); 
· That the Board considers all students, (thereby minimising the number of Chair’s actions);
· That the Board abides by, but actively takes responsibility for its regulations. If there is full, clear and open agreement that a regulation/assessment strategy – especially a new one - is producing an unexpected outcome, then a proposal for change can be effected, but there must be prior consultation with the Director or Deputy Director of Student and Academic Services. If a regulation or strategy is causing an effect that has been occurring over a period of years, the regulation must hold for the Board (as it has been applied to past students) but recommendations can be made for it to be amended for future cohorts via change of approval processes;
· That there is an accurately annotated report/spreadsheet clearly showing the decisions of the Board in relation to each student

3.2.5
After the meeting of the Board the Officer should:
· Ensure that the reports/spreadsheets are signed by the Chair, External Examiner and the Officer;

· Ensure any valid alterations to students’ grades/marks are amended on the system by submitting clearly annotated reports/spreadsheets to the Assessment Office for all UMF awards and to the relevant SAT for any non-framework awards;(according to local practice).
· Ensure that once an annotated field report/spreadsheet has been submitted, awards and terminations are duly ratified by the Award and Status board (via the Assessment Office.)
· Ensure outstanding issues are resolved (e.g. Chair’s actions)
· Check and approve minutes. (Note the formal record of the meeting is the minutes together with the report/spreadsheet).

Note to Officers:
Please remember you are acting in lieu of the Director of Student and Academic Services on behalf of Senate. If you have a concern during the meeting and need to seek advice, ask for a break so that you can do this. 

4
The Role of the External Examiner
4.1
The University of Northampton has in place a variety of systems to support the quality assurance of its taught course provision. An important component of those systems is the input of external examiners. 

4.2
The role of the External Examiner is contained in the External Examiner Handbook which is available on the web pages for Quality & Academic Partnerships.  Section 3 sets out the responsibilities of an External Examiner. This includes the following activities:

· To sample the standard of marking applied by staff to a range of 
work and to consider the appropriateness of the standard in relation to sector norms;

· To sample student work to decide whether standards are
appropriate and meet sector norms (this may include meeting with students, attendance at student performances or exhibitions or participation in viva voce examinations);

· To participate in the meetings of Assessment Boards and sign
the report/spreadsheet at the meeting. The examiner’s signature confirms that the examiner is satisfied with the probity of the process in relation to:

· the accuracy in the allocation of grades to students;

· the fair and equal consideration of all students;

· the appropriate grading of students’ work;

·  to provide views on the core data set provided, including Education with Others.

As part of the process of approving grades the External Examiners will be expected to attend meetings of the Assessment Boards.  Grades will not be accepted by the board which have not been moderated internally and externally in accordance with the institutional moderation policy.

4.3
External examiners are briefed on their role through the handbook and at annual briefing conferences run by Quality & Academic Partnerships. Externals are members of the Assessment Boards and their views should be considered but should be held in equal weight with those of University staff. In respect of most of the comments made they will be for the Field/Course or Framework to consider and act upon during the next assessment cycle. 

4.4
It is not the role of the External Examiner to act as a third marker. It is legitimate for them to comment on the overall standard of marking but not to amend individual grades. If an External Examiner has concerns about the standard of marking they may require a further set of student work for sampling. In extreme cases (with agreement of internal markers) and following consultation with the Director or Deputy Director of Student and Academic Services full sets of work may need to be re-graded. This will need to be arranged prior to the meeting. If it becomes apparent prior to the meeting that the view of an external is contrary to the view of the field or course team, advice should be sought from the Director or Deputy Director of Student and Academic Services. 

4.5
Although External Examiners are expected to attend the Assessment Board meeting(s), there may be instances where at the last minute they are prevented from attending. In this case, the Officer should take appropriate action to ensure that External Examiners are able to fulfil their commitment without the need for physical attendance at the meeting.
In the case of resit/second boards, external examiners should be invited to attend but in the absence of an External Examiner the Board may approve grades providing:

· The standard of marking has been approved at the earlier Board.

· There are only a small number of resit candidates. Where more than 50% of the students on any module/programme being considered were referred at the first Assessment Board, the External Examiner should attend the Assessment Board or the Assessment Board should be assured that the external has been consulted and appropriate actions have been taken to address the level of referrals. 

· Where a resit/second Assessment Board will include the first presentation of Dissertation grades it is preferable for an External Examiner to attend the meeting or to confirm s/he has seen a sample of work in accordance with the moderation policy and that the standard of marking is appropriate.
· An External Examiner summary (following consideration of the core data set) is obtained, as well as the External Examiner’s report.
· After the board the reports/spreadsheets are signed by the External Examiner(s) or formal approval via email is appended to the reports.
4.6
It is advisable for the Field Chair/Course Leader/School representative to discuss the resit board process with the External Examiner at the main meeting to ensure clarity of operation. A pass list will not be presented to the Award Ratification Board unless it is accompanied by a fully signed report/spreadsheet.

5
Preparation prior to the Board.
It is essential that preparation is undertaken before the meeting of the Assessment Board to ensure that the Chair and Officer are not taken by surprise at the actual meeting. The Code of Practice must be adhered to, the preparation check list followed and a Pre-Board must be held in all cases.
5.1
Preparation Check List

The Officer will:

· Check that copies of the assessment regulations are available and that he/she is clear what is current and what applies to each cohort being considered. The definitive assessment regulations are available from the web for framework provision and from Quality & Academic Partnerships for non framework provision. 

· Check Academic Regulations in relation to the remit of the Assessment Board.

· Ensure awareness of the Conferment Process.

· Ensure awareness of the role of the External Examiner.

· Ensure that sufficient copies of the minutes of the last meeting are available.

· Ensure that the reports/spreadsheets will be available at the meeting (either as paper copies and/or via projection) and who is responsible for this.

· Ensure reports/spreadsheets are final NOT draft or provisional versions.

· Ensure awareness of Mitigating Circumstances and Academic Misconduct procedures/regulations.

· Ensure that arrangements are in place for the attendance of the External Examiner and know his/her name(s).

· Ensure copies of the relevant agenda will be available.

· Ensure that all other logistical arrangements for the board (room bookings/notification to attendees/projection facilities etc) are in place.

· Provide core data set for consideration by the Board – with these being available within a timeframe to allow for review by the Field Chair/Course Leader/External examiner before the Board commences.  In rare instances where late receipt of grades prevents production of statistical reports in time for the meeting, a brief report to explain this must be presented to the Board, with assurance that the reports will be forwarded to the Board within 24 hours of the meeting.

The Chair will:

· Ensure awareness of the relevant assessment regulations.

· Ensure awareness of Mitigating Circumstances and Academic Misconduct Policies and procedures/regulations.

· Be aware of any issues arising from the External Examiners report for the previous year.

· Be familiar with the role of the External Examiner

· Be familiar with the Academic Regulations in relation to the remit of the Assessment Board.

· Be familiar with the terms of reference for the Board.

· Respond to any issues raised by the Officer in order that these can be resolved prior to the formal meeting.

5.2
The Pre-Board

It is the long established practice of the University to hold preparation meetings prior to the formal meeting of the Assessment Board. It is necessary to formally define the purpose and remit of the pre-board so that it does not encroach on the business which properly belongs to the formal meeting.

It is important that this meeting is held close to the meeting of the full Board so that as many grades as possible are available for consideration, but allowing time for any necessary action to be taken. The meeting will be attended by the Chair, Officer and Field Chair/Course Leader and is vital to the smooth and effective operation of boards. It is not appropriate for additional Course Team members to attend the pre-Board as this would replicate the formal Board. The Code of Practice for Pre-Boards must be followed.

5.3
Code of Practice for Pre-Boards

Prior to the meeting the reports/spreadsheets must have been checked for any input errors which must be amended before the meeting. Internal moderation must have been completed and be reflected in the grades at the time that they are presented for input/processing.

5.3.1 Appropriate Matters of Business for the Pre-Board

· To ensure that the practical and domestic arrangements are in place for the formal Board.

· To ensure that the Field Chair/Course Leader and Officer are aware of the current applicable sets of assessment regulations and which regulations apply to which cohort.
· To check that the Chair, Officer, Field Chair/Course Leader all understand how the presentation of grades relates to the regulations.( In the case of non-framework awards, the formulation of the spreadsheet should have been formally checked and agreed by the Course Leader).

· To check that the formal record of the last meeting and any Chair’s actions are available for reporting to the Board.
· To check that any actions arising from the previous minutes have been addressed
· To check that all late details from the last Board have been reflected in the current round of recommendations.

· To discuss any difficult or unusual cases in relation to the regulations including issues such as disturbances during examinations or disruption to quality assurance processes, so that there is time to take further advice if necessary.

· To check that the relevant grades have been input onto the  report/spreadsheet.
· To account for any missing grades.

· To check that any points raised by the External Examiners have been formally responded to. This may have been included in the Field Chair/Course Leaders response to the formal report. Ensure that any institutional level matters have also been considered and responded to.
5.3.2
Inappropriate matters for the Pre-Board

· To alter the grade of any student as presented on the report/ spreadsheet. Any comments relating to grades arising from advice from External Examiners about marking standards should be made in the formal Board meeting. 

· To rehearse the overall outcome of results for a given cohort with a view to amending the grades.

6
Standard Agendas and the Formal Record


Each category of Assessment Board has its own agenda:

6.1
Module  Board Agenda for use by UMF Module Assessment Board 

This agenda (Appendix A) should be used at meetings of any Module level Assessment Boards. 
6.2
UMF Award Ratification/Status Assessment Boards

This agenda (Appendix B) will be used for the Executive Award Ratification/Status Boards held throughout the year.  

6.3
Full Board Agenda for Non–Framework Awards.


This agenda (Appendix C) will be used for all non-framework awards. 
6.4
The Official Record
6.4.1
The record of the Board consists of the report/spreadsheets and the minutes. Together these documents should give a complete picture of the meeting.  

6.4.2
The report/spreadsheet therefore complements the minutes. It is the formal record of the grades of each student and the decision of the Assessment Board.

The Officer will ensure that the report/spreadsheet shows 
the decisions as appropriate (see Terms of Reference).

6.4.3
The following statements will be included on each report/spreadsheet or set of same:


The Assessment Board is satisfied that:

(1) The allocation of marks or grades to students has been accurate; (2) The Board has given fair and equal treatment to all students;
(3) That student’s work has been appropriately graded reflecting
      standards applied in other HEIs; 
(4) That any recommendations for the conferment of awards and any
      associated classifications are appropriate and of a similar standards   

      to those prevailing in other HEIs; 
(5) The Board was constituted and operated to the requirements of  

      Senate.

Signed
Chair of the Board



Officer to the Board



External Examiner(s)



Date:

6.4.4
The minutes must provide a comprehensive record of the meeting. The report/spreadsheet should not be duplicated within the minutes. If another record is created by noting every student’s outcome within the minutes there is a high probability that the minutes will differ from the report/spreadsheet and a further validation process would be required.  However, where the Board discusses an individual student, any subsequent decisions (including the rationale for that decision) and the outcome must be recorded.
 

6.4.5
In order to investigate a complaint or academic appeal, the Director of Student and Academic Services will be interested in how a decision was arrived at in the case of the student discussed at the Assessment Board. The minutes should reflect the rationale for arriving at a particular decision, including any decision taken which did not precisely accord with the regulations. It is the responsibility of the minute secretary to write appropriate minutes. It is the responsibility of the Chair and the Officer to approve the minutes as an accurate record.

6.4.6
The minutes should reflect any issues raised for action by the course team. Any general comments about setting of examinations or coursework, marking standards and practices, types of assessment, content or delivery of the modules or course, or the achievement of students should all be recorded.

6.4.7
One of the most important features of the University's record is the formal statement signed by the External Examiners, Chair and Officer. In order for that statement to be signed the report/spreadsheet must be clearly annotated. Such annotation underpins the award profiles/pass lists which will be presented to the University Award Ratification board for conferment on behalf of Senate, and should therefore clearly note an award and related classification.
7
Conferment
7.1
Through the process of conferment the Award Ratification Board, on behalf of Senate, seeks to:

· Assure itself that the Assessment Boards have been undertaken in a timely and procedurally correct manner, ensuring equitable treatment for students and the allocation of appropriate and accurate grades to all students;
· Formally grant awards to students who have successfully completed the requirements of their programme of study. 
7.2
The process:

Each Pass List or Record of Award is checked in the Assessment Office to ensure the following University of Northampton regulations have been met:

· That the Board had an independent and trained Chair;
· That one or more External Examiners were present or had confirmed outcomes;
· That the Board had a trained Officer;
· That the reports/spreadsheets had been properly signed.

Providing the above has been fulfilled, the Pass List or Record of Award is presented to the Award Ratification Board for conferment.

Following conferment, confirmed results for students who have achieved an award may be released. Conferment processes are not required for students simply continuing or progressing from one stage of a programme to the next.
Approval by the UMF Award Ratification Board is required in cases where the decision is that a student’s studies are terminated.

In limited circumstances, Chair’s Action on behalf of the Award Ratification Board will be taken to confer awards. This must be with the prior agreement of the Chair of the Award Ratification Board. The timing of Assessment Boards should be arranged so that Pass Lists or Records of Award can be approved by the Award Ratification Board at a scheduled meeting, wherever possible. 
Final results may be provisionally released to students in exceptional cases, with the permission of the Director of Student and Academic Services, where a Pass List or Record of Award has been authorised but conferment cannot be readily undertaken.
8
Chairs Actions
Details regarding the procedure and proforma for Chairs actions are currently under review in order to move to an electronic process in future. In the meantime, information may be obtained from the SAT and/or Assessment Office.

8.1
Identifying the need for a Chair’s Action

The Chairs Action process must not be considered as an acceptable ‘fall back’ option: every effort must be made to minimise the requirement for Chairs actions.

The Chair’s Action process must be completed whenever there is any change to the grades/marks recorded at an Assessment Board. This change may or may not affect the overall module/course outcome for the student, but the Chair’s Action process must be completed regardless of this. Examples of cases resulting in Chair’s Actions include:

· Notification of late/missing grades/marks;

· An error in inputting grades/marks;

· Reporting error/omission caused by change in student status;

· Outcome of Academic Misconduct Panel/Appeal Against Termination/award of Ordinary degree
8.2
Timing
8.2.1. For UMF changes can occur at one of two points – after the Module Board or after the Executive Award Ratification/Status boards. For non-framework awards, action will be taken after the Board.

8.2.2 It is absolutely imperative that action is taken immediately in relation to Chair’s Actions because of the attendant consequences for award/status and, for finalists, attendance at Ceremonies.

8.2.3
For UMF Boards: notify the Assessment Office key contact for the School IMMEDIATELY. Supporting documentation should then be completed as soon as possible (with External Examiner approval via email where appropriate) especially in the case of finalists and when the Chair’s Action is between the Module Board and the Award Ratification/Status Board.
8.2.4 Non-Framework: Assessment Office key contact for the School to be
         notified immediately and the appropriate documentation forwarded 
        completed as soon as possible. IMPORTANT: for Finalists also inform 
        Ceremonies.
8.3
The Process and Chairs Action Protocols
Before a Chairs action request can be accepted and processed the Student Administration Team will need to obtain a range of information on behalf of the Assessment Office, in order to ensure the following:

Validity of request

Robustness of evidence

Equity of treatment for students 
To this end, all requests must be accompanied by the following:

· Name/Student number/module/course affected 

· Rationale for the request 

· If request is as result of an error, an explanation of exactly how the error occurred, what measures have been developed to prevent a repeat, and confirmation that all other results in that batch have been re-checked to confirm accuracy.

· Evidence to support the request (eg feedback sheet/AHF/SAO receipt or Turnitin report etc)

· Precise details of the change(s)  requested

· An indication of the potential impact of this on the module outcome and/or student’s  progression or completion status.
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The University of Northampton
SENATE

University Modular Framework: Module Assessment Board 

Standard Agenda 2015

	REMINDER: 

The discussions that will be held during the course of this meeting are strictly confidential and should not be divulged outside the Board.

Please return all unwanted papers to the Officer – External Examiners, Field/Subject Chairs and Module Leaders are welcome to retain relevant papers, but must ensure they are stored and disposed of securely.




1
Apologies

2
Declarations of Interest

2.1
Any member of the Board who has a particular interest in any of the candidates being considered (e.g. friend or family) must declare their interest.

3
Previous Module Assessment Board 

3.1
To note the minutes of the previous Module Board meeting.  
3.2
To consider any matters arising from the minutes not referred to elsewhere in the agenda. 

3.3
To note Chair’s Actions taken since the last meeting of the assessment board. 

4
Field/Subject Chair’s Report

4.1
To confirm:

· that modules for consideration by the Board have been delivered and assessed as approved at validation/change of approval.

· that the assessment, internal and external moderation processes have been conducted in accordance with the School and University procedures and regulations

· that scrutiny of relevant work has been undertaken and confirmed by External Examiners across relevant cohorts including specific consideration of modules delivered under EWO arrangements

4.2
To report and inform the Board about:

· the assessment process 

· any problems or irregularities which may have occurred and to detail action taken or proposed .

4.3
To confirm that the External Examiner(s) report(s) on the previous year’s examination and assessment has received a formal response.
5
Results

5.1
To ratify the grades for each student for each module to inform the Award Ratification and Status Board.

5.2
To confirm the status for each student for each module: passed; deferred; referred; failed or not attempted, and, where appropriate, pass defer or pass refer.

5.3
For each student who has outstanding assessment opportunities: to confirm the items of assessment and their referral/deferral status.

6
Review 

6.1
To consider the core data set presented in relation to:

· The overall distribution of grades achieved and comparability of distribution over past 3 years

· The percentage pass rate for past 3 years

· The percentage referral rate for past 3 years

-

Any impact of differential delivery modes/locations, including specific consideration of modules delivered under EWO arrangements

6.2
Field/Subject Chair to provide summary comments on any statistics and/or issues arising out of the assessment strategy, including consideration of Chairs actions.

6.3
External examiner(s) views concerning the assessment and examination of the students with particular reference to standards achieved this year in comparison with previous years and sector norms, as evidenced by the dataset.

6.4
The Board: The Chair may ask if any other member of the board wishes to comment on matters relevant to the Board’s function.
7
Recommendations

To consider any recommendations for the Field/Subject, the Framework or University policy, procedures and documentation. 

8
External Examiner Reports

To note the date for submission of written reports (as appropriate).

9
Assessment Briefs

Board members are reminded that appropriate assessment briefs should have already been lodged on NILE, with a back up copy submitted to the Student Admin Team.

10
Verification of reports

To ensure all reports are signed by the Chair, External Examiners and Officer.

11
Date of next meeting.

To note the date of the next meeting and arrangements for External Examiner attendance as necessary.
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The University of Northampton

University Award and Status Ratification Assessment Boards

Standard Agenda 2015

	This agenda meets the requirements of the UK Quality Code for Higher Education, Chapter B6 (Assessment of students and accreditation of prior learning) and B10 (Managing Higher Education Provision with others).


Standing Panel Plenary Session

1
Apologies

2
Declaration of Interest

Any member of the Board who has a particular interest in any of the candidates being considered (e.g. family membership) must declare their interest.

3
Previous Award and Status Ratification Board

3.1
To note the minutes of the previous meeting of the Award and Status Ratification Board. 

3.2
To consider any matters arising from the minutes not referred to elsewhere in the agenda.

4
Report of Deputy Director (Student and Academic Services) or nominee

4.1
To confirm that the Assessment processes that culminate in this Board have been undertaken in accordance with University Assessment Policy.

Review of Outcomes conducted via meetings with School representatives

5 Review of outcomes

5.1 
To assure the Assessment Board that the following principles based on the QAA Quality Code (indicator in bracket) have all been met:

i. confirmation of accuracy (B6: indicator 15)

ii. satisfaction with the standards of the assessment process (B6: indicator 5)

iii. the rigour of scrutiny given to any new provision or new delivery mode (B1: indicator 3)

iv. identification of good practice for dissemination (B6: indicator 3)

v. identification of any matters of principle or regulation requiring institutional consideration (B6: indicator 13)

vi. confirmation of any programme level enhancement opportunities or issues to be considered 

5.2 To conduct the annual review of student achievement within the context of School and Institutional profiles and trends.  Through the process of meetings with School Representatives areas of good practice or those requiring enhancement will be highlighted for commendation or action.

The review of data trends over the last three years (where available) in relation to subject and School profiles for the following will form the basis of such a review:

i. Distribution of grades and  percentage pass rates

ii. Distribution of classifications – including percentage of’ good’ degrees for undergraduate students

iii. Performance of students by age, disability, gender, BME

iv. comparative data regarding students engaged on differential study modes/study delivered under EWO arrangements

6.
Award and Status Ratification

6.1
To confirm that the status of all students in relation to completion of an  award, eligibility for further study or retrieval of outstanding assessments have received rigorous scrutiny whereby the  outcomes are verified.

6.2
By the authority of the Senate of The University of Northampton to ratify the conferment of awards and degrees for:

· all students on reports presented to the Board 

· all students considered by the various Boards of Examiners for Programmes not in the University Modular Framework, as identified in the pass lists presented to and considered by the Ratification Board.

6.3
To approve the termination of studies for students thus identified in reports ratified by the Board.

Standing Panel Plenary session

7
Standing Panel Review

To consider the general performance trends of the institution in relation 

to key indicators, and in the context of comparator institutions,  in the 

light of the School reviews and the data presented. 

8
External Examiner Reports

To consider any immediate comments from External Examiners to reflect the nature of discussion with School Representatives and the institutional impact of these.


To note the date for submission of written reports (as appropriate). 

9
Verification of Reports and Ratification of Outcomes/Awards

To ensure all reports and pass lists are confirmed by the signatures of the Chair, External Examiners and Officer.

10
Date of Next meeting

To note the date of the next meeting of the Award and Status Ratification Board. 

The University of Northampton
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The University of Northampton

SENATE
Non Framework Provision: Assessment Boards


Full Board Agenda   
Standard Agenda 2015 

	REMINDER: 

The discussions that will be held during the course of this meeting are strictly confidential and should not be divulged outside the Board.

Please return all unwanted papers to the Officer – External Examiners, Field Chairs and Module Leaders are welcome to retain relevant papers, but must ensure they are stored and disposed of securely.




1
Apologies

2
Declarations of Interest

Any member of the Board who has a particular interest in any of the candidates being considered (e.g. family membership) must declare their interest.
3
Previous Meeting of the Assessment Board 

3.1
To note the minutes of the previous Board meeting.  
3.2
To consider any matters arising from the minutes not referred to elsewhere in the agenda. 
3.3
To note any Chair’s Actions taken since the last meeting. 

4
Course Leader’s Report
4.1
To confirm that 

· the course regulations relating to the course as approved at validation/change of approval have been adhered to. 

· that the assessment and moderation processes, including external moderation, have been conducted in accordance with the School and University procedures and regulations.    

4.2
To report on the following:

·   the assessment process 

·   to inform the Board of any problems or irregularities which may have   

 occurred and to propose any necessary action. 

1.2 To confirm that the External Examiner(s) report(s) on the previous year’s 
examination and assessment has received a formal response.
5
Results

5.1
To ratify each grade/mark for each student, for each unit/module.

5.2
To confirm the status for each student for each unit/module: passed; deferred; referred; failed or not attempted.
5.3
To identify for each student who has not been successful the referral/deferral status of assessment items which they are required to undertake, and any necessity and eligibility to repeat study, as determined by the course regulations.
6
Awards
6.1
To confirm for each student their eligibility in relation to the award for which they are registered.

6.2
To confirm the classification for each student in accordance with the course assessment regulations.

6.3
To confirm eligibility for any interim award.
7
Review 

7.1
To consider any statistical reports presented.

7.2
Course Leader to provide summary comments on the following

· The overall distribution of marks/grades achieved

· The percentage pass rate

· Any issues arising out of the assessment strategy.

7.3
External Examiner(s) views concerning the assessment and examination of
the students with particular reference to standards achieved this year in comparison with previous years and sector norms. 
7.4
The Board: The Chair may ask if any other member of the board wishes to comment on matters relevant to the Board’s function.
8
Recommendations

To consider any recommendations for the Course, the School or University policy, procedures and documentation. 
9
External Examiner Reports

To note the date for submission of written reports (as appropriate).

10
Assessment Briefs

Board members are reminded that appropriate assessment briefs should already have been lodged on NILE, and a back up copy submitted to the Student Admin Team.
11
Verification of reports

To ensure all reports are signed by the Chair, External Examiner(s) and Officer.

12
Date of next meeting.

To note the date of the next meeting and arrangements for External Examiner attendance as necessary.
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