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W Handbook F: The Assessment of Students at Levels 3, 4, 5, 6, 7 and Taught Provision at Level 8

The University of Chester has framed Principles and Regulations which govern the
assessment of students at levels 3, 4, 5, 6, 7 and taught provision at Level 8.

The following sections of the Quality and Standards Manual, which together form
Handbook F: The Assessment of Students at Levels 3, 4, 5, 6, 7 and Taught Provision at

Level 8, expound how these Principles and Regulations are fulfilled.

Each section contains the relevant appendices.
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Handbook F:The Assessment of Students at Levels 3, 4, 5, 6, 7 and Taught Provision at Level 8

1. INTRODUCTION

University of Chester has adopted a modular structure for the delivery of academic programmes,
pathways and courses of study. The assessment of students registered for any module of study
approved by University of Chester shall be conducted in accordance with the Principles and
Regulations of University of Chester. In order to ensure that these Principles and Regulations
are observed, the requirements set out below shall be adhered to in the assessment of all
modules.

These requirements derive their force from the said Principles and Regulations of University of
Chester and shall be read in association with those Principles and*Regulations. There is an
obligation on the part of all those staff of the University who may. be/charged with the conduct of
assessment in its academic and administrative aspects to observe these requirements.

In order for these requirements to be applied with completesequity to all’students, it is of paramount
importance for examiners and assessors to discharge, their duties disinterestedly. Consequently,
it is a requirement of University of Chester thatsany member of staff,.académic or administrative,
whose ability to engage in the assessment of students may be influenced by a personal relationship
relating to any student who is subject tofassessment, shall declate such an interest in advance to
the Chair of the Module or Awards/Pfogression Board as appropriate. When such a declaration
has been made, it is incumbent uponthat,Chair, in conjunction with the Deputy Registrar and Head
of Student Administration, to take,such steps as are‘necessary to safeguard the integrity and equity
of the assessment process. . Measures'available®tathe Chair of the Module or Awards/Progression
Assessment Board shall include“requiring the member of staff in question to absent himself or
herself from and/or withkhald himself or herself from participation in a stage or stages of the
assessment process.

Students of University of Chester shall be required to adhere to the requirements set out below.
They shalkbe given accesssdesthese requirements at the point of commencement of the academic
sessions towhieh the rules shallapply.

The requirements in this Handbook apply to all forms of summative assessment which
contribute to the results of modules processed by Assessment Boards. They are not
intended to apply to formative assessment which does not contribute to such module
results, except as guidance on good practice which may be followed as appropriate.

The requirements shall be reviewed annually and with due consideration given to the advice of
External Examiners.
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SECTION 2: ACCREDITATION OF PRIOR LEARNING (APL)

The University recognises, in partial fulfilment of its own requirements, qualification
and experience gained elsewhere. Students wishing to apply for accreditation of prior
credited/ certified or prior experiential learning (APCL/ APEL) may apply for exemption
from parts of a programme for up to the maximum credit value allowed. Application
for recognition of credit already achieved shall normally be made immediately upon
registration for the student’s programme of study, and all decisions shall be reported
to the relevant Module Assessment Board.

APCL and APEL are defined as follows:

o APCL is demonstrated on an academic record (certifigate ortranscript) and
there is no charge for it, provided its ‘age’ is within the stated time limits.

. APEL is non-certificated, has to be assessed by the University and carries a
charge.

The accreditation of credited or certified (APCL)and/uncertified (APEL)dearning may
only be awarded where evidence of achievement is provided andswheére appropriate,
has been assessed in relation to module andlevel equivalence.

There are no limits on the use 0f,crédit previously awarded/by University of Chester
for either a lower level qualification;or®6n a freesstanding basis, which corresponds to
modules within the new award. “\With regard4o ‘external’ credit, accreditation may be
granted for up to two-thirds (66.67%) of the amountirequired for an award, providing
that a minimum of 40 creditstare awarded by the University of Chester

Where an award consists of creditSfrem.across different levels, a minimum of 80 new
University of Chester credits must beystudied at the highest level of the award

The marks/gaified for any University of Chester modules undertaken within five years
of the,datewof registration,onytheshew award shall be included in the calculation of the
finallaward classification. \\Students granted Accreditation of Prior Learning cannot,
underany circumstaneges duse these module marks to replace marks for modules for
which they were previously registered on an award-bearing programme. Module
marks attained as part of a Foundation Degree shall not be included in the calculation
of the final award classification of an Honours Degree.

The maximum age of credit shall be five years, unless:

(@) The application to use ‘older’ credit is accompanied by a demonstration that the
learning has been brought up to date in the workplace, via continuing
professional development which is shown to be directly relevant to the new

award

OR
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(b) The ‘older credit is accompanied by some form of assessment e.g. a reflective
portfolio.

The maximum age of credit brought into a programme, added to a student’s
maximum registration period, gives the total time span of credit on an award. The
maximum registration period will vary according to the amount of credit brought into
the award, as detailed below:

Master’s Degree

Amount of APCL or
previous University Maximum ‘age’ Max!mum otal Time
of Chester free . Registration .
. of credit . an of Credit
standing or lower Period
award credit
120 5 years 3 year 8 years
60 5 years 5 years
<60 5 years year ears
Bachelor’s Degree
Amount of APCL or
previous University imum Total Time
of Chester free istration ,
. Span of Credit
standing or lower eri
award credit
240 ears years 8 years
5 years 10 years
6 years 11 years
7 years 12 years
Foundation Degree
Amount of APCL or
previous University Maximum ‘age’ Max!mum Total Time
of Chester free . Registration ,
. of credit ? Span of Credit
standing or lower Period
award credit
120 5 years 3 years 8 years
60 5 years 5 years 10 years
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An applicant seeking to make a claim for APCL should seek to complete the form
‘Application for Accreditation of Prior Credited/Certified Learning’ (Appendix 2A) in
consultation with the relevant Admissions Section and the Faculty Academic
Assessor. All such claims should be for learning successfully achieved in the previous
five years, and be supported by transcripts or certificates. An applicant or student
seeking to make a claim for APEL should seek to complete the form ‘Application for
Accreditation of Prior Experiential Learning’ (also Appendix 2A) in consultation with
the Faculty Academic Assessor. The Faculty Academic Assessor is a member of
faculty staff with knowledge of the programme of study for which the candidate is
applying. Once completed all forms must be ratified by the Faculty Credit Co-ordinator.
The Faculty Credit Co-ordinator has delegated authority to act on behalf of both the
Module Assessment Board and the Awards/Progression Asseéssment Board. If
approved, the claim is forwarded to Registry Services and the Finance Department.
The Faculty Credit Co-ordinator will inform the Faculty Acade ssessor of the
outcome of the application, along with the candidate.
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SECTION 3: REQUIREMENTS FOR REASONABLE
ADJUSTMENTS TO ASSESSMENT

1. All candidates should, as far as possible, undertake assessments under equal conditions.
The purpose of reasonable adjustments to assessment is therefore to enable a student to
demonstrate his/her ability and address the barriers s/he experiences as a result of his/her
disability, specific learning difficulty or medical condition, but not to otherwise advantage
the candidate. This will entail individual assessment of the nature and degree of the barriers
a student face, and provision being made according to the individual’s needs. No
improvement in the standard of answers should be expected as“a@¥esult of any reasonable
adjustment given.

Procedures for Approval of Reasonable AdjusStments for Assessment

2. A student who wishes to claim reasonable adjustmentssfor assessmentymust complete the
Request for Specific Assessment Arrangements form (SN1) and.provide written evidence
of her/his disability or medical conditiongoysappropriate professienal;"where evidence is
unclear the student may be asked for further evidence. Students with specific learning
difficulties (SpLD e.g. dyslexia) must‘provide a'statement fromian educational psychologist
confirming their condition and indieating their needs. The,document(s) should be passed
to a Disability Support Officer (in Disability Suppoft Student Support and Guidance) when
an application is first made and these will be retained in the student's personal file.

3. The likely needs of the student will theh, be,assessed by the Disability Support Officer in
discussion with the'student. These will depend on the student’s disability or condition, on
the format and duration of the assessment and on recommendations made by
educationalpsychologists or similar advisers. Guidance may also be sought from RNIB,
RNID, O¢cupatienal Health ar one of the National Federation of Access Centres. A decision
will then besmade by the Disability’ Support Officer on what reasonable adjustments are
appropriate,to meet thé student’s needs.

4. Having identified the student’s needs the Disability Support Officer will complete and sign
the Request for Specific Assessment Arrangements form (SN1), which will be returned to
Registry Services (Assessment Team).

5. The student shall be informed, in writing, by Registry Services (Assessment Team) of the
agreed specific assessment arrangements.
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Arrangements for implementation during the academic session in which
the student presents themselves for screening for Specific Learning
Difficulties

6.

In recognition of the significant timeframes involved in the process outlined above, students
who, as an outcome of screening(such as a Dyslexia Assessment Screening Tool DAST,
Form 8 or equivalent) and have been referred for a psychological assessment will be
granted 25% additional time in both formal examinations and in- class tests. This measure
seeks to minimise disruption to their studies and avoid a backlog of assessments.
However, this arrangement will only remain in place for one set of examinations (or in-
class tests until the first set of examinations). Students shall not be entitled to additional
time in any further examinations until the educational psychologist’s report has been
received and approved. In exceptional circumstances where it iS'TAet:possible to obtain an
educational psychologist's assessment the Student Support Manager (or nominee) will
confirm to Registry Services that additional time may be granted for further assessment
periods.

Students receiving the additional time shall not be eligible to appeal on the grounds of
mitigating circumstances unless the educational psychologist'sifeport subsequently
recommends that modifications in additionte25% extra time afe appropriate. In such cases
the appeal shall only be considered in(relation to assessment undertaken in the current
academic session; under no circumstanees/will appeals be considered in relation to
assessment undertaken in previols agademic sessions.

For practical reasons, stutlents*screened 2_weeks 0or, less in advance of an assessment
period shall not be offered the additional gime. They shall be eligible to seek deferral of
assessment pendingythesoutcome of their educational psychology assessment.

Once a student'is referred for a psychelogical assessment, Disability Support will send a
temporary' SN1 form to the sttident's academic department(s) and Registry in order to alert
them that'thé student is entitled to additional time.

Alternative Forms of Asseéssment

10

11

If a student is unable, for reasons relating to his/her disability, to be assessed by the
normal methods specified in the module assessment requirements the Head of
Department, in consultation with the External Examiner, may vary the assessment
methods as appropriate, bearing in mind the objectives of the academic provision in
guestion and the need to assess the student on equal terms with other students. The
suitability of any such alternative assessment in meeting the needs of the student’s
disability shall be approved in advance by the University’s Disability Services Manager
or equivalent. Advice on alternative forms of assessment may be sought from
Disability Support and the Dean of Learning and Teaching.

Guidance on options available to students with specific needs appears in Appendix
3A.
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SECTION 4: OPERATIONAL REQUIREMENTS TO BE
OBSERVED BY EXAMINERS AND EXAMINEES IN THE
COURSE OF THE PROCESS OF ASSESSMENT

4.1 Written Examinations: Rules for Examinees

1. Except where prevented by illness or by other sufficient cause (please refer to
mitigating circumstances procedures), a student who fails to<present herself/himself
for written examination in a module at the time and placegdndicatediin the published
timetable shall be deemed to have failed in that part of the aSsessment. Misreading
of the timetable will not be regarded as 'sufficient cause®

2. Candidates are forbidden to take into the examination roem any unauthorised book,
manuscript, or other unauthorised material. Any candidate” suspected of (i)
introducing into the examination room any suchyitems, or of making'usef or copying
such material from the papers of anothemcandidate, or (ii) @btaininger endeavouring
to obtain, directly or indirectly, assistance ‘in her/his werk“er give or endeavour to
give, directly or indirectly, assistance to any other candidateysshall be in breach of
regulations and dealt with in accérdance with requirements governing the occurrence
of academic malpractice. Unauthorised materials includes€rib notes and information
stored in electronic devices.

3. All bags, cases and céats etc must be placed at the front of the examination room as
instructed by the invigilator.

4.  All gangways/should.remain cleargf*ebstruction.

5. Strict silence must be obServed at all times in the examination room. The
examinatioh iStdeemed tQ be in|progress from the time candidates enter the room
untikall scripts have been cellected. Candidates must not indulge in any behaviour
which in‘the opinion of theiinvigilator may disturb other candidates or in any form of
conduct which may disrupt the smooth progress of an examination. Any irregularities
of conduct within the examination room shall be in breach of regulations and dealt
with in accordance with Requirements governing the occurrence of academic
malpractice, and/or under Procedures for Examiners, Section 2.2, paragraph 15
(below).

6.  Wherever possible, students should avoid taking mobile phones or other electronic
devices into the examination venue; where such devices are taken into the venue,
they must be switched off and stored at the front of the examination room. All items
are introduced into the venue at the owner’s risk.

7. Candidates are forbidden to communicate with each other in the examination room.
All enquiries must be addressed to an invigilator by raising a hand.

8.  No candidate shall be permitted to enter the examination room after the lapse of half
an hour from the commencement of the written examination, and no candidate shall
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10.

11.

12.

13.

14,

15.

16.

17.

18.

19.

20.

21.

be allowed to leave the examination room until after the expiration of half-an-hour
from the commencement of the examination, irrespective of the length of the
examination paper. In the case of examinations of one hour or less, students will
be required to remain in their seats until the end of the examination.

No additional time shall be allowed to candidates who arrive at the examination room
after the commencement of the examination.

Candidates should complete the assessment attendance slip before the
commencement of the examination.

Candidates should place their student ID card on the desk so that it can be seen by
an invigilator.

Identification checks on female students opting to cover theinface will be conducted
with discretion by a female member of staff. Female students who for reasons of faith
require the presence of other females in the examinatiomnywenue should alert both
Registry Services and their academic department(s) “at “the beginning of the
academic year.

The impersonation of assessment candidates is prohibited and‘candidates must not
allow themselves to be impersonated.

Candidates should complete the front of the examination answer book and seal
down the right hand section. Ag¢Candidatefwho fails,to do'so will forfeit the right to
have her/his paper marked anonymously.

Candidates are not permitted to write in the”examination answer books during any
allocated reading time.

Unless specified inithe rubric of the examination paper, candidates are not permitted
to use calculators. Where it is permitted, calculators should be silent in operation
and not havelan alphabetic keyboard. The calculator's memory must be cleared of
all user-defined, preagrammes,and functions. Calculators that permit the symbolic
manipulations. of equations and formulae are forbidden. University of Chester shall
not be responsible for the'provision of (i) calculators in the event of a breakdown, (ii)
powerdfer their operation;er (iiiy'spare batteries.

The use of English Language and/or translation dictionaries is prohibited unless
specified in the rubric of the examination. Other books may only be taken into the
examination room if specified on the rubric of the paper.

The use of scrap paper is not permitted and all rough work must be done in the
answer books provided.

It is the responsibility of the candidate to ensure that any loose or separate sheets
are securely fixed within the examination answer book using the tags provided.

When time is called at the conclusion to the examination all writing must cease
immediately.

No candidate is normally permitted to leave the examination room in the last fifteen
minutes of the written examination. Candidates who complete their work during the
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last fifteen minutes should remain quietly seated until an invigilator announces the
end of the written examination.

22. Candidates must not leave the examination room until all their written work has been
collected and they have been given permission by the chief invigilator to do so.
Candidates must not remove from the examination room any answer books (whether
used or unused), mathematical tables or other data provided for use or other items of
stationery except for any non-returnable question papers.

23. If the fire alarm sounds during the assessment, candidates must follow the
instructions of the chief invigilator. Candidates must leave the room in silence and
must not take any papers or materials from the room. They must not communicate
with each other, except in cases of urgent necessity, prior to \their return to the
examination room.

24. Candidates are expected to ensure the entire content§ of/their exam script are
legible; in cases where anyone involved in the marking,of the work is unable to read
the full script, the department will offer the option 6f the“formal transcription of the
paper by a scribe designated by the University, with the student translating their
original script. The student must pay the transcriptionfee directly to the service
provider. In order to avoid delays with the processing of results, the student will be
given seven days from original notification townake themselves,available for the
transcription session. Upon completiop”ofithe transcription, the*student must sign a
statement confirming that the transcription represents precisely the contents of the
original script. Any alteration from the .oOriginal snay be considered academic
malpractice. Should the studént fail t0 make themselves available within the
specified period, the illegible ‘section ©of the script will not be marked and the final
mark will be derived fromthe legible ‘sectionss

25. Except where a foreignylanguage is the subject of the assessment, papers should
normally be set and answered in English:

26. Formal examinations are always held in“accessible locations. Department organised
assessments ‘should also take placeyin locations accessible to all students due to
undertake the assessments

Guidelines foér studégnts uhable to return to the University (or Partner) to
undertake formal assesgment

Students are expected to undertake examinations and other formal timed assessments at
the University of Chester or Partner organisation as appropriate. However, there may be
exceptional cases where this is not possible and where students may request permission
to undertake assessment from overseas. The request will normally only be considered for
students whose country of domicile is outside the United Kingdom and for examinations
which take place outside the University’s official term dates. Holidays are not considered
legitimate grounds for failing to undertake assessment at the specified venue. Students
must contact the Deputy Registrar in the first instance in order to discuss their request.

In addition to deciding whether a student may, in principle, undertake assessment from
overseas, the University will also decide whether the proposed venue is acceptable. The
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University will reject requests where either the student’s circumstances and/or proposed
venue are not deemed acceptable, or where insufficient notice is given (see below).

Wherever possible, assessments should be organised via the British Council. In cases
where this is not possible (where the British Council does not offer this service in the
country in question, for example), the University may agree to the student undertaking the
assessment at an institution of higher education.

Following initial discussion with Registry Services, students seeking permission to
undertake an examination overseas must first establish whether the British
Council/proposed Higher Education Institution are able to provide the required service at
the required time; upon receipt of this confirmation the student must then complete and
return Form OEL to Registry Services at least 4 weeks prior to the commencement of the
examination period. This should provide details of the reasons_for the request, the
proposed venue at which the assessment will be taken, the relevant medule codes and
titles, as well as contact details of a named officer at the British/Council/HE institution. The
University of Chester will then decide whether the requestiis®approved or rejected.
Students will be notified of the decision in writing withing2 weeksyof the receipt of Form
OEL1 by the University. In cases where the request is rejected, the student will be expected
to return to the University or Partner to undertake thefassessment.

Students must complete Form OE1 for every examination period in” whi¢h they request
permission to undertake assessment overseas.

In all cases, the assessment must take plage at precisely the sametime as at the specified
venue, regardless of the impact of thestime difference betweemthe*United Kingdom and
the country in question.

It is the responsibility of the, student t0 pay all“fees incurred directly to the host
organisation; in addition the University of Chester.will charge an administration fee of £150
per assessment period, the“fee for which must'be paid within 7 days of notification that the
request has been accepted.

4.2 Written Examinations: Procedures for Examiners

1. Registry “Services willybe, responsible for delivering the question papers and
attendance sheets {0 the examination room.

2. Any examination offered during an assessment period by both a Collaborative
Partner and the University, and any examination taken at different campuses or sites
of the University, must take place simultaneously at all locations.

3. An examiner, or in her/his unavoidable absence a representative from the department
concerned, who is knowledgeable about the contents of the question paper, must be
present in the examination room for ten minutes before the examination is due to
begin and for five minutes after the start of the examination.

4. Before the examination begins the examiner shall check her/his papers for any errors.
If there are any amendments to be made she/he shall inform an invigilator who will
normally make the necessary announcements.

5. Before leaving the examination room an examiner shall inform the chief invigilator
where s/he may be contacted in the University for the duration of the examination, in
the event of any question from a candidate about the paper.
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It is the responsibility of invigilators to supervise examinations in accordance with the
Operational Requirements to be observed by examiners and examinees.

All invigilators must be present in the examination room to which they have been
appointed, from fifteen minutes before the commencement of the examination, until
all answer books have been removed from the examination room after the conclusion
of the examination.

Invigilators are responsible for the distribution of question papers before the
commencement of each examination, for the collection of answer books from each
candidate, for checking attendance sheets provided and noting absentees.

Identification checks on female students choosing to cover,their face must be
conducted with discretion by a female member of staff

Candidates may sit at any desk within the room to which“they have been allocated
under the direction of the chief invigilator and should be seated in such a way that no
candidate can overlook the papers of another candidate.

No examination may be left without an invigilator while the papéenisqn progress.

Under normal circumstances, at leaststwo invigilators mustiremain in the examination
room throughout the examination except when their invigilatiop duties require them to
leave.

At the time scheduled for the start of the examifnation the chief invigilator shall:

e make an announeement to the effeet that candidates must satisfy themselves
that they are in possession of the correct paper;

e ask candidates‘te’study carefully the instructions at the head of the examination
paper,

e make all ather necessary announcements.

Invigilatorsfshall check that all candidates listed on the relevant attendance sheets
areypresent and note_theipnames of any candidates who are absent. Attendance
sheets shall be collectediby a member of Registry Services staff at the end of the
examination.

An invigilator shall require a candidate to leave the examination if, in the opinion of
the invigilator, her/his conduct is disturbing other candidates or is disrupting the
smooth progress of the examination. Any irregularities of conduct within the
examination room shall be reported to the Student and Programmes Administration
Manager, who shall have the power to exclude the candidate from the examination
room and shall report the matter to the Chair of the Awards/Progression Assessment
Board for investigation.

Invigilators who suspect that breaches of the Operational Requirements to be
observed by examiners and examinees have occurred shall inform the Chair of the
relevant Module Assessment Board in writing. Invigilators shall warn a candidate
that such a report will be made, but the candidate shall normally be permitted to
complete the written examination. The Student and Programmes Administration
Manager shall also be notified that such a breach has been observed.
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17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

27.

Candidates wishing to make a temporary withdrawal from the examination room for
personal reasons must be accompanied by an invigilator or by a person authorised by
the chief invigilator to ensure against any possibility of academic malpractice.

In certain special cases, candidates shall be allowed additional time for completion of
their examination. Such candidates will have been identified by Registry Services in
advance of the paper and may be sitting separately. It is the responsibility of the
invigilators to complete the full invigilation of all candidates assigned to them.

It is the responsibility of subject departments to provide any special requirements for
specific examinations. Guidance for amanuenses appears in Appendix 4B.

Registry Services shall be responsible for providing examination answer books and
graph paper for each examination room. Large envelopes for transporting
completed scripts shall be available in each room. Thesehief mvigilator shall be
responsible for ensuring that a copy of the relevant question paper is placed in the
appropriate envelope, together with the completed scripts fof marking purposes.

Invigilators shall be responsible for ensuring that cempleted scripts are delivered to
the relevant department(s) for marking purposes.

Any changes to the original invigilation list shall_bé notified*to Registry Services in
advance of the assessment date. gIt is, the responsibilitysof, the Departmental
Assessment Contact to find replacement invigilators. Last minute substitutes should
not be sent, other than in unforeSeen ¢ircumstances, as this may affect the gender
balance in the examination room,

The invigilators shall inform,the'Student and Programmes Administration Manager (or
her/his representative) immediately of anysunsatisfactory conditions or activities which
they consider detrimental toythe conduct of examinations.

The OperationalRequirements to.be obiserved by examiners and examinees shall be
published prior to each assessment, period by Registry Services, setting out details of
the procedures,to be followed for the'gonduct of examinations.

In the event of a fire alarm or other emergency requiring the evacuation of the
examination room the ehiefwinvigilator shall note the time the assessment was
interrupted and shall instruct the candidates to cease writing and to leave all
materials, including question papers and examination answer books, on their desk.
Candidates should leave the room in an orderly fashion and assemble at the
specified place where names will be checked to ensure that all candidates are
accounted for. On return to the examination room, candidates shall be allowed
additional time to compensate for time lost, at the discretion of the chief invigilator,
who shall record the time of the resumption of the examination.

In all cases of emergency, invigilators should contact Registry Services on extension
3582 (Chester); 4396 or 4234 (Warrington).

In cases where candidates complain of feeling unwell and leave the written
examination temporarily, they will be permitted to return to the examination room
provided that they have been accompanied during their absence by a person
authorised to do so by the chief invigilator. In cases where a candidate is unable to
return to the scheduled room, every effort will be made for the written examination to
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be continued in a separate room provided that the candidate has been accompanied
during her/his absence by a person authorised to do so by the chief invigilator.

28. In cases described under (28), the chief invigilator will be required to enter in the
candidate's answer book and on the attendance sheet the time of departure and,
where appropriate, subsequent return and to sign against these entries.

29. Departmental Assessment Contacts will be asked to provide names of invigilators for
each session at which a written paper is being offered by that department. Taking
into account the requirement for there to be at least two invigilators present in the
venue, invigilation ratios are as follows:

Number of students sitting examination Number of invigilators required
1-34 1
35-69 2
70-100 3
>100 I addltlorjgl ipvigilator per 34
additional.students

4.3 Anonymous marking of‘students’ assessed work

Students’ assessed work should besmarked anenymously (i.e. without the identity of an
individual student being known to,first or second marker until after an internal mark has
been agreed), in those asseSsment compohents which consist of:

a) written examinations;

b) essays or'similar written assignments involving set titles or questions, where there
is,_no negotiation of such titles/questions by individual students and there is no
element _of oral asSessment or assessment of groupwork, within the assessment
component.

Students assessed under (a) or (b) above who choose to identify themselves, and those
whose special circumstances make it impossible to conceal their identity, shall not deprive
the remaining students taking an assessment component of their entitlement to
anonymous marking.

For dissertations or other assessment where the supervisor is also the first marker, the
first marker will know the student’s identity when marking the work; this will allow them to
use their knowledge of the student’s work through their supervision meetings to aid the
identification of academic malpractice such as data manipulation/invention and material
from other sources.

Further guidance on this and on other aspects of anonymous marking appear as Appendix
5A.
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4.4 Submission of other work for formal written assessment

A dissertation, thesis, essay, project, or any other work which is not undertaken in an
examination room under supervision but which is submitted by a student for formal written
assessment during her/his course of study must be written by the candidate
herself/himself and in her/his own words, except for quotations from published and
unpublished sources which shall be clearly indicated and acknowledged as such. The
incorporation of material from other works without acknowledgement may be treated as
plagiarism (please refer to Academic Malpractice section 6). The source of any
photograph, map or other illustration shall also be indicated as shall the source, published
or unpublished, of any material not resulting from the candidate's owh experimentation,
observation or specimen collecting.

A candidate shall not be permitted to incorporate material which has been submitted in
support of a successful application for a degree or diploma,_of thiS or any other approved
awarding body, except for the purpose of drawing attention, for reference purposes only,
to such material, including calculations of the results_oftexperimental work. Where such
material is incorporated, the fact shall be recordedftogether*with the title of the thesis or
other work, the date of the award of the diploma oridegree and the name of the university
or other degree-awarding body making the award.

Where candidates are presenting writteny work for formalfjassessment, other than
examinations, such work must bedsubmitted by the“due date prescribed by the
Department. Except when prevented byyiliness or by ather suffieient cause (please refer to
mitigating circumstances procedures), thefmarks of ‘any student who fails to submit work
by the prescribed date shall be subject to penalty. deduetion in accordance with the scale
as specified in the section on,Late Work below (section 7.6 of this Handbook). It shall be
the duty of Heads of Department to ensure that students are notified of due submission
dates and the penaltysscale,to be applied in the case of late submission.

4.5 Orallassessment and presentations

Studentsyshatwbe givenfa mimimum of four weeks notification, in writing, of the date
of the assessment and a'minumum of two weeks notification of its time and venue.

Students shall be informed as to what materials, if any, they are permitted to use and the
format of the assessment.

A student who does not attend an oral assessment or presentation within the time period
allocated will be awarded a mark of O for that assessment, unless there are valid mitigating
circumstances. (See section 7 of this Handbook) If a student arrives late, but within
the period allocated for the oral assessment, s/he shall normally be allowed such time as
remains, without any adjustment of marks.
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4.6 Open book assessment and advanced publication of papers

Methods of assessment are specified in the module descriptor as validated, but reference
to an ‘examination’ without further qualification is taken to mean a ‘closed’ ‘unseen’ written
examination, i.e. one in which candidates have not seen the paper in advance and are not
permitted to take materials into the examination room except as in 4.1 above. Where an
‘Open Book’ assessment is specified, the Head of Department concerned shall be
required to inform the candidates in writing of the following:

the paper title of the ‘Open Book’ assessment;

the precise nature of the material which can be taken into the examination room;
that such material is for the candidate’s personal use only;

that, apart from the candidates being allowed the use of certain specified material,
the assessment will be conducted in all other aspects_in aceordance with the
Operational Requirements to be observed by examinersfand examinees.

Where the module assessment requires a written paper to be published in advance of the
date of an assessment, the Head of Department concerned shall be required to inform the
candidates in writing of the following:

o the title of the paper for advance publication;

¢ the date on which the paper will be available to candidates;
¢ the venue for collection of the paperiby the candidates.

4.7 Electronic Submission ‘of Codrsewofk Assessments

Unless there are compelling teehnicalreasonssWhich make this impossible, all work must
be submitted electronically viaithexIurnitin integration in Moodle.

At the beginning of each academic year and/or“well in advance of the first submission
deadline the module leader Will set up“the required post-boxes on the module’s Moodle
space, ensuringsthatithe guidance_set out imythe Turnitin guidance notes is followed.

When submitting the” work, students) must ensure that they include their assessment
number (in,2015/16 this will"begin with the letter K) in the header or footer of the work.
When submitted the work immediately goes through the Turnitin process and only when
this is complete will the werk &e recorded as having been submitted; students should
therefore ensure that they commence the submission process in sufficient time to allow
this to happen before the deadline.

It is the student’s responsibility to ensure they submit the work to the correct postbox;
failure to do so will result in a mark of zero being recorded.

Further requirements relating to the marking of assessed work appear in Section 5.
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SECTION 5: REQUIREMENTS FOR THE MARKING OF
ASSESSED WORK

The assessment tasks and their weightings, by means of which students are assessed, shall
be in accordance with the authorised and published module descriptors as these are
currently validated.

The work presented by a student shall be assessed by University of Chester internal
assessors in such a way as to preserve the anonymity of the student. Guidance for the
conduct of anonymous marking is given in Appendix 5A of this Han .

University of Chester requires that, normally, the marks awar tudents are determined
by a first and second marker (hereafter referred to as the menitor), who shall be members of

the Module Assessment Board and who shall satisfy the % that the assessment of that

module has been conducted accurately and fairly. [ se requirements, the phrase
'monitoring' applies in cases where there is an elementof sampling, but 'double-marking'
where every assessment is fully marked twice.

While the principal responsibility for accuré
the first marker, an internal monitor alsSo
cohort is fairly assessed.

The statements which follow o%ri and d -marking are requirements for Levels
5, 6, 7 and taught provision a% Theresisano obligation to observe the requirements

ing of an cohort’'s work rests with
esponsibility fer eénsuring that the entire

on monitoring and double- in relatic ork submitted at Level 3 or Level 4.
However, no student sh falled in a L evel 4 module without a monitor having
participated in the determination of th internal mark and without the confirmation of

marks by an External Examiner. In ordegto confirm failed marks at Level 3 or Level 4, an
Il the work proposed as failures or only a
e informed in writing of the University’s practice on
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5.1 External approval of examination and coursework questions

External Examiners shall be required to approve in advance all examination papers, and
also all coursework weighted at 50% or more of module assessment. They shall also have
the opportunity to approve in advance all coursework, if they so request. It may be
appropriate for prior approval of coursework to relate to the general nature thereof, rather
than to specific questions.

5.2 Composition of samples

A sample of a given batch of assessments shall be fully second-marked by the monitor. The
sample shall include: (a) the highest-marked assessment, (b) all assessments first-marked
at 40% or below, and (c) at least five others selected from thos€ first-marked between 41%
and above, representative of different classes (or all those first-marked between 41% and
above if less than five).

The sample shall normally comprise at least 25% ofsthejtotal/numberof assessments. In
cohorts of 24 students or less, the minimum size/of thegsample (ineluding best work and
fails) shall be six assessments. In cohorts of over, 100" students, assample smaller than
25% may be monitored, but in no such caseshall the number of'assessments monitored be
less than 25. It is good practice to inclade within the sample®some cases of identified
specific needs, so that the handling of sUch cases/can be monitored.

The sample to be sent to the Exterpald Examinér shall be negotiated between the
Programme Leader/ Departmental Assessment Contact,and the External Examiner. There
is no maximum or minimum Size. Howeverg6ther than at Levels 3 and 4, the sample
should be sufficient to enable the External Examiner to confirm all marks in the Fail
category and to see a selectionfrom each ¢lass, in¢luding those at borderlines, in order to
be satisfied that eagh student is fairly placed.inirelation to the rest of the module cohort. At
Level 3 and Level 4, an External Examiner is not required to see students’ work other than
for the purpose of confifming failifes. To'this end, the External Examiner should either
see all failed'work@ra representative Sample from each module, by negotiation.

5.3 Changes to marks

Having seen all the work in this category, the monitor may propose changes to the marks of
individual assessments first-marked at 40% and below, but in all such cases the changes
shall be discussed between the first-marker and monitor so that an agreed internal mark
can be recorded. In cases where first-marker and monitor cannot agree, the Chair of the
relevant Module Assessment Board shall arbitrate, with recourse as necessary to a third
internal marker.

The monitor shall not propose changes to the marks of individual assessments first-marked
at 41% or above, but shall comment on the overall standard and consistency of first-
marking in a Monitoring Form, and shall have the right to propose the moderation of the
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entire cohort up or down or to require the re-marking of the entire cohort. An assessment
the mark for which moves into the category of 40% and below as a result of moderation of
the cohort up or down shall be considered individually as in the previous paragraph above.
Accordingly, monitors may find it helpful to address the issue of whether the marks for an
entire cohort require moderation up or down, before considering individual assessments
first-marked at 40% or below.

Marks returned to students as feedback must (a) be the agreed marks following completion
of internal first marking and monitoring, not the marks of the first marker and the monitor
individually; (b) be clearly indicated to students as provisional, pending consideration by the
external examiner and the decision of the relevant assessment board.

5.4 Monitoring Form

It is not necessary for monitors to signal agreement of the marks,for individual assignments
(whether inside or outside the selected sample) on scripts or assessment feedback forms,
provided that the Monitoring Form is completed.

The Monitoring Form shall:

(i) include brief guidance from the first marker to the monitorfon the performance of the
cohort, and (if appropriate) on any issues forattention;

(i) include comment by the moniter based©n the monitoring of the sample, either
verifying the overall marks awarded, or proposing the ‘moderation of the entire cohort
up or down, or requiring the re-marking of theentire cohort. (It shall be left to the
discretion of the Chair oftthe relevant Module Assessment Board whether such re-
marking shall be conducted bysthe first marker, the monitor, or a third marker.) In
cases where agreement on, marks cannot bge reached, the Chair of the Module
Assessment Boardishall arbitrate, with,regourse as necessary to a third marker;

(i) record the total number of assessSmentsypassed to the monitor, and the names (or
numbers) of students whose assessments were in the sample monitored, as evidence
that progédures-have beenfolloewed,;

(iv) record allicases in which 'changes have been proposed to marks of 40% and below,
together with the agreéduinternal marks;

(v) on completion, be made available to the Departmental Assessment Contact, or other
designated person, whesshall pass it to the External Examiner with the work of the
relevant cohort. The External Examiner shall take account of the comments on the
Monitoring Form in reaching a judgment on the assessment.

5.5 Double-marking

All work of an individual nature where the supervisor is also the first marker, such as Level 6
and Level 7 dissertations, performances and exhibitions, must be 100% double-marked, with
the comments of both markers, and agreed internal marks, recorded [see also the guidance
on good practice in Appendix 5B]. The Chair of the Module Assessment Board has
discretion to apply double-marking to other modules in consultation with the External
Examiner. Where 100% double-marking has taken place the monitor may propose changes
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to any individual mark; where the two markers cannot agree a mark, the Chair of the
Module Assessment Board shall arbitrate as set out above.

5.6 New first-markers

In cases where the first marker is new to University of Chester, either, (a) all work for such
new tutors shall be 100% double-marked, or (b) an enhanced sample comprising at least 20
scripts drawn from different classes shall be initially double-marked to verify the marking
standard. If the double-marker does not agree with the marking standard a meeting shall
take place with the Chair of the Module Assessment Board in order to agree the internal
mark. The Chair of the Module Assessment Board shall ensure that thése procedures apply
at least for the first assessment in which such new tutors are involved'and shall determine
the point at which the double marking or enhanced monitoring is n@longerrequired.

5.7 Oral assessments

Oral assessments (presentations, dialogues, debates, etc.) shall, @s far as practicable,
have two markers present to determine the marks awarded. Where this isfhot practicable
and only one marker is present, arrangements toyassure the consistentistandard of marking
(such as appropriate staff development andithe observation of‘every marker on at least one
occasion) shall be agreed with the Extérnal Examiner. These arrangements should, where
possible, include the submission of, evidence» of each, student’s4performance, for example
via recordings, copies of PowerPoint slidés, or adwritten script. Where recordings are
made, all students undertaking™an ‘assessment must, be recorded in order to ensure
consistency of practice; a meoniter will samplehe recordings and a Monitoring Form will be
completed in the manner setiutfor writteniwork in paragraph 5.4 above. For work at
Level 3 or Level 4 and, forwork weighted atyl0%=or less of total module assessment, only
one marker need be present and the procedures set out above need not apply. These
requirements shalltalso apply to the assessment of ‘live’ performances, subject to the
agreement ofithe External Examiner.

5.8 Practical work

Practical work (other than written work arising therefrom) shall be subject to monitoring
according to established professional procedures, and/or as agreed with External
Examiners and approved by validation panels. No student shall be recorded as having
failed without a second opinion having been obtained. Written assessments arising from
practical work shall be subject to the normal procedures set out in paragraphs 5.2 to 5.4
above.

5.9 Viva Voce examination

In exceptional circumstances, examiners are empowered to conduct a viva voce (oral)
examination. This form of additional assessment may be used to:
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i) determine difficult or borderline cases (from which the outcome can only be to raise or
confirm a student’s marks);

ii)  assist the Chair of a Module Assessment Board to decide whether there is a prima
facie case of academic malpractice.

The student must be informed in writing at least seven days in advance that she/he is
required to attend for a viva voce, stating clearly the time and place, and the name(s) of the
examiners conducting the process. Written records of the viva voce must be kept which
are then reported in the minutes of the Module Assessment Board.

It must be ascertained whether the student has any declared disability that may affect their
ability to reflect their knowledge in a viva voce examination and where this might be the
case Disability Support should be consulted to ensure any required reasonable adjustments
are put in place.

5.10 Complaints about provisional marks

A student who wishes to complain about a provisional marksshould submit a case in writing
to the Departmental Assessment Contact, who shall investigate whether there has been a
procedural or administrative irregularity and notify thesstudent accordingly; in writing. Any
such irregularity shall be reported to the s/Module Assessmenti.Board)and, in exceptional
cases, to the Awards/Progression Assessment Board. A student who wishes to complain
about a mark following the final Awards/Progression Assessment Board of the academic
session should follow the University’'sisAppeals Procedure. ““Complaints against academic
judgment are not permitted.

5.11 Feedback on,assessed work

Written feedback on coursework (other thanyfor final-year dissertations) shall normally be
available to students in good time to be offassistance in preparation for the next assignment
(where applicable) and@*within four term-time working weeks of the submission deadline.
Feedback shallsshow the agreed internal mark following the second-marking process. In
cases where, fongood reasompthesfour-week schedule cannot be adhered to, students shall
be notified by the relevant Subject Department with an accompanying rationale and a
revised schedule. (Notification'may be through letters, e-mails, an announcement on the
Portal or on a Departmental noticeboard, as appropriate). Feedback on dissertations may
be deferred until after the relevant Module Assessment Board has met, but students shall
be informed of departmental practice on this matter. In a case of suspected academic
malpractice, the initial letter of accusation to the student shall stand in place of the normal
feedback.

A student who submits written coursework early shall not be given feedback until after the
submission deadline.

Departments and Programme Teams shall not return examination scripts to students but
shall offer oral feedback on them to all students. This will be done without prejudice to the
outcome of any reassessment. In addition, departments should consider other ways of
providing feedback on examinations; for example, a written summary, commenting in
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general terms on the answers to each question and posted on the departmental
noticeboard, offers a model of good practice. Departments wishing to provide individual
written feedback to students on exam performance, including the disclosure of
provisionally-agreed marks for each answer, may do so but must ensure that such
feedback is given to all students who took the exam in question. A clear rationale must
also be provided to students in cases where there is written feedback on some exams for
which a Department is responsible, but not all. Boards of Studies shall approve the
rationale and the means by which it is communicated to students.

For oral presentations and other forms of non-written assessment, students shall normally
receive written feedback within three working weeks, even if supported by oral feedback.
Feedback shall show the agreed internal mark, following the second-marking process.
(The three weeks shall not include days when the University is officially closed.) Cases
where, exceptionally and for good reason, the three-week schedulé*eannot be adhered to
shall be notified to students with a rationale, as for feedback on written work (above).

5.12 Reassessed/Deferred work

When marking reassessed or deferred work, in circumstances in which the total number of
scripts is often very small, the requirements for monitoring shall be“interpreted flexibly within
the spirit of paragraphs 5.2 to 5.4 abovel All work proposeds{before adjustment for
reassessment) for a mark of 40% or below shall bé monitored, plus a.réepresentative sample
of work proposed for higher marks (prior to any adjustment to 40%). All work subject to
monitoring shall be recorded on thetMaenitoring Form in the standard fashion, with a sample
(including all proposed fails) sent toy the External Examiner, whose rights and
responsibilities are as set outdn seetion 12 of this Handhook.  Paragraphs 5.5 to 5.8 shall
be observed without modification:

5.13 Staff development

Every Faculty or department shall hold staff development in relation to assessment, such as
a marking exercise, in advance of a major assessment period at least once a year.

5.14 Retention of student work

Each Faculty or department shall retain an archive of all assessed written work, and, where
possible, work in other media, representing a sample of students from each module. This
should include the work of students ranked at the top, in the middle, at a threshold pass
level, and (where applicable) as a clear fail. The work of a minimum of four students per
module shall be retained on an annual basis and kept for a minimum period of five years,
for purposes of internal and external review and as a means of comparing marking
standards over a period of time. Copies of the originals are acceptable for retention
purposes.

Provided that the requirements above are fulfilled, the only reasons to retain students’ work
once internal marking has been completed are for the benefit of external examiners and
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assessment boards, and in case of academic appeal or malpractice.  Once a department
is satisfied that work is no longer needed for these purposes, it can be returned to students
(or copies destroyed if originals have already been returned to students as feedback),
although every effort should be made to vary questions set from one year to another to
guard against plagiarism through being handed down the cohorts. A student who
formally accepts a degree cannot subsequently appeal, so there is no need to retain all
students’ work for any length of time after the graduation ceremony.

5.15 Requirements for Excess Word Count

A penalty for excessive word count shall be applied to all programmes of study that use

numerical marking.

The word count shall not include appendices, bibliographi @ eferences to sources.
Quotations may also be excluded from the word count a eydiscretion of the relevant
Module Assessment Board, but students must be notifie @ odule handbook of the

Assessment Board’s practice on this matter.
Wherever possible, on the basis of the electronic word count fagilit tudents should
include the number of words written, excluding the r item 0 e front of the
assignment cover sheet or at the end of the ment.
There will be a 10% leeway allowed veecified wor efore the penalty is
imposed.
Assignments must be marked in their.en and &ajty imposed at the end.

ma

The penalty for exceeding or unt willgs per 1000 words excess (e.g. a
have 5 marks @ ed if it runs to 1101-2100 words, 10

1000-word assignment sho

marks deducted for 210 rds, and on

Details of the word countgpenalty shall ed in all programme or module handbooks
where numeri r les are_used.

Guidelines o@uiremen @ ppendix 5C.
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SECTION 6 — PROCEDURES GOVERNING THE
OCCURRENCE OF ACADEMIC MALPRACTICE BY
STUDENTS IN THE COURSE OF ASSESSMENT

The purpose of assessment is to determine the extent to which a student has acquired an
independent understanding of the material on which he or she is being assessed. To this
end, the University of Chester requires its students to fulfil the stated objectives of
assessment as these are set out in section F1 of the Principles and Regulations. These
procedures also apply to students studying under a collaborative partnership agreement at
another institution or overseas on taught programmes, and the taught modules of research
degrees, delivered by University of Chester.

Throughout these procedures, indicative timesclaes are,given in/calendar, days. However,
where a deadline (either for the student or the University) falls on a Saturday, Sunday,
English Bank Holiday or any other day that the Univetsity.iS closedsthe deadline is extended
to 2pm the next weekday (i.e. Monday — Friday):

Definition of Academic,Malpractice

11

1.2

1.3

14

Academic malpractice may be*deemed 6 have oceurred where a student has gained, or
sought to gain, advantage ih assessment contrary to the established conditions under
which students’ knowledge, abilities or, skills‘are assessed for progression towards, or the
conferment /of, academic credit.

Academie'malpractice can occur whether or not the student intends to deceive.

Students'may be{enalised in the normal course of assessment for work which, in the
judgement of the examiners, relies too heavily on the verbatim reproduction of work
derived from other published sources where those sources are acknowledged. However,
such over-reliance on work reproduced directly from published sources but acknowledged
by the student to be taken from those sources may also be regarded as academic
malpractice as defined in section 1.1, if a student is judged to be implying that the
phraseology is her or his own.

Specific practices which shall be deemed to constitute academic malpractice are:
a. Plagiarism, that is, where a student incorporates another person’s work (including

another student’s as well as published sources) by unacknowledged quotation,
paraphrase, imitation or other device, in a way which suggests that it is the student’s
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original work. Work in this context is to be taken as any intellectual output being
assessed for academic credit, and may include text, images, data, oral presentation,
sound or performance.

Examples of plagiarism are:

= The verbatim copying of another’s work without acknowledgement;

= The close paraphrasing of another’s work by simply changing a few words or
altering the order of presentation, without acknowledgement;

= Unacknowledged quotation of phrases from another’s work;

= The deliberate presentation of another’s ideas as one’s own;

= Copying or close paraphrasing with occasional acknowledgement of source may
also be deemed to be plagiarism if the absence of quotation marks implies that
the phraseology is the student’s own; and

= Copying of data.

Plagiarism in creative work

In arts practice the presentation, re-presentation and representation’of extant
material may explicitly refer to its sources. Wheressuch references are artistically
implicit they should be extrinsically stated'in document or'erally. )\ The absence of
such acknowledgement may constitute academic malpractices

In arts practice stylistic or structural resemblanCe to extant material must be explicitly
or extrinsically acknowledged to ensure fitnessfer purpose of submission for any
given assessment.

Where a student is‘unclear on ejther peintthe onus will fall on them to discuss the
particular issue with an appropriate member of academic staff prior to assessment.

b. copying;that is, reproducing verbatim another’s work, for example, downloading and
incorporating material from‘the internet or other electronic sources;

c. collusion, that is, the'conscious collaboration, without authorisation, between two or
more students in the preparation and/or production of work which is ultimately
submitted by each in an identical, or substantially similar, form, and is represented by
each to be the product of her/his individual efforts. Collusion also occurs where there
is unauthorised co-operation between a student and another person in the preparation
and/or production of work which is presented as the student’s own;

d. submitting, or assisting in submitting, false evidence of knowledge and understanding,
for example by submitting coursework from an outside source or which has been
completed by another student;
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commissioning another person or persons to undertake an assessment which is then
submitted in whole or part of a submission for academic credit;

fabricating references or primary sources;

falsifying data or record, that is, where data or record presented in laboratory reports,
projects, dissertation, journalistic interview and so on, based on work purported to
have been carried out by the student, has been invented, copied or otherwise obtained
by the student;

incorporating material which has been submitted, previously @r simultaneously, in
support of an application academic credit from this or any © awarding body, except
for the purposes of drawing attention, for reference @ ses only, to such work, or
where resubmission of previously failed work has.expressly been permitted;

communicating with, or copying other person ans during an
examination;

copying or gaining information,fram any uthorised source, by any means, from
either inside or outsi f the examination reom;

introducing \v printe

permitte therubric of the exa
. int i electronieally stored information into the examination room, unless

e rmitted @ bric of the examination;

ining acce @ mpting to gain access, to unauthorised material before or during
examination;

oy

obtaining data unethically, or by methods
approval;

ot in receipt of formal, ethical

to the examination room unless expressly

being a party to impersonation in an examination;

preventing or attempting to prevent another student’s assessment taking place
properly;

fabricating evidence in support of a mitigating circumstances claim;

fabricating evidence in support of an academic appeal; and
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15

s. any other dishonest practice resulting in, or intended to result in, a student gaining an
unfair advantage in assessment, or disadvantaging other students’ assessments.

No case for academic malpractice shall be made on the basis of an anonymous
accusation by one student against another.

Mitigating Circumstances

1.6

1.7

In all circumstances, where an allegation of academic malpractice is found to have been
proven, the student shall not normally be permitted a deferral of the assessment
component.

At the point of submitting an application to the MitigatingsCircumstances Board, students
will be advised that a proven allegation of academic malptactice in the assessment
component(s) for which they are claiming mitigation will Rormally override any decision of
the Mitigating Circumstances Board to approvesthe elaim.

Academic Malpractice and Diseiplinary Procedures

2.1

2.2

2.3

24

Where a student is alleged to havecommitted an offence which could be considered
under the University’s disciplinary.pro€eduresgif the alleged offence potentially
disadvantages other student’siassessmentdn a‘particular module or modules, then the
student may be brought'before’an Academig,Malpractice Panel instead of or in addition to
the disciplinary hearingyin consultation with the Chair of the Module Assessment Board.
For example, fia student is accused of damaging or stealing books, documents or other
resources belonging to the University which potentially has the effect of disadvantaging
the assessment of other students in“a particular module or modules.

Where a‘student is aeeused ofdbringing the University of Chester into disrepute by
engaging in academic malpractice in a published article or book or in other media, then a
disciplinary panel may,take the above definitions of academic malpractice into account at
the hearing.

If an Academic Malpractice Panel considers that the student’s actions or inactions have
brought the University into disrepute, the Panel may refer the allegation of bringing the
University into disrepute to the University Proctor for consideration under the Disciplinary
Procedures (in addition to, or in place of, reflecting the matter in a more severe academic
penalty than the intrinsic charge of Academic Malpractice would suggest).

In cases of suspected academic malpractice by a student on a professional programme,
these procedures should normally be used. However, where the Chair of the MAB
considers that the Professional Suitability Procedure to be the more appropriate
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procedure, advice should be sought from Senior Assistant Registrar (Student Affairs) in
the first instance.

The Role of Chairs of Module Assessment Boards and nominees

3.1

3.2

3.3

The Chair of the relevant Module Assessment Board (the Chair) shall normally be
responsible for considering cases of alleged academic malpractice on behalf of the
department.

The Chair may appoint other members of the department of appropriate standing to act on
their behalf in these matters.

When considering cases of alleged academic malpracticeythe Chair, or nominee, must
have been independent of the process of markingfor the piece of work in question. They
must assure themselves that there exists no other canflict of interest that may impair their
ability to consider the case impartially.

Academic Department Procedures (coursework)

4.1

4.2

4.3

4.4

4.5

In the first instance, academic departments must communicate the initial allegation (via the
AM-1 form) both to the student's University‘of Chester email address and by post to either
the student’s home or term-time address as‘appropriate. Thereafter, the academic
department maychoose,to send communications to students electronically only. Where a
department eleets 0 do this, communigations will be sent to the student’s University of
Chester email account. It is the responsibility of all students to check their University email
account regulacly:

If an,academic member,ofistaff suspects that a student has engaged in academic
malpractice, they‘must inform the Chair, or nominee, as soon as they become aware of
the 'suspected offence./he assignment shall be accepted for assessment and, where
feasible, marked in the normal way as for all other coursework submissions. However,
the student’s mark will be withheld until the case has been judged.

The evidence of suspected academic malpractice shall be prepared with due regard to the
relevant section of the Academic Malpractice Procedures: Guidance for Academic

Departments.

In cases of plagiarism, where identical or very similar source material can be found in
more than one location, an example source shall be regarded as evidence.

Level 3 and Level 4 (initial offences)
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a. First (alleged) offences of academic malpractice at Level 3 or Level 4 will normally be
dealt with exclusively by the department.

b. The evidence shall be presented to the Chair, or nominee. If they are of the opinion
that it is likely that academic malpractice may have occurred, normally within seven
days, they will complete a form AM-1 (given at Appendix 6B).

c. The Chair, or nominee, will contact the student (using the pro forma letter given at
Appendix 6B), notifying them of the allegation and requiring them to attend a meeting
to discuss it. The time and date of the meeting shall be at the discretion of the Chair, or
nominee, but will normally take place no sooner than 7 days*after the allegation is sent
and no later than 21 days after. The invitation shall bé accompanied by a copy of the
evidence. The student may be accompanied to the,meéting by another registered
student of the University or an officer of the Chester Students’ Union.

d. During the meeting with the student, the (Chair, ©r nomineeg shall complete form AM-2a
(given at Appendix 6D). If the student doeswnot‘attend thesmeeting, form AM-2a should
be completed and signed in theirabsence. A copy shauldthen be sent to the student.

e. If the Chair, or nominee, finds that academic malpractice has not occurred, they shall
complete and sign form AM-2a accordingly. A copy of the form should be provided to
the student. All paperwork'held by the department in relation to the allegation should
be destroyed.

f. If the Chairpor nominee, finds thatiacademic malpractice has occurred, they shall
complete and sign form AM-2a,accordingly, detailing the penalty to be applied. The
student should then besnyited to‘eomplete the relevant section:

i [Fthe studentraecepts.that academic malpractice has taken place the Chair, or
nominee, should counsel the student on approaches to study, and sources of study
skills support,'which could assist the student in developing academic skills and
avoiding any recurrence of the offence in future. The student should be provided
with a copy of the completed form AM-2a. Further copies should be kept by the
department and sent to AQSS.

ii. If the student contests the finding and/or the penalty, the matter will be referred to a
hearing of the University Academic Malpractice panel. A case file should be
prepared and sent to AQSS. The case file must include:

e A copy of the AM-1 form originally sent to the student
o A copy of all of the evidence gathered to substantiate the allegation
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e Copies of any relevant correspondence between the student and the
department in relation to the matter

e A copy of the AM-2a form completed and signed by the Chair and by the
student (if they were present at the meeting).

iii. If the student indicates that they do not wish to accept or contest the finding and/or
the penalty at that stage, they should still be provided with a copy of the completed
form AM-2a. A copy should be sent to AQSS. If the student subsequently fails to
respond within 7 days, it will be assumed that they have accepted the finding and
the penalty.

g. The penalties available are those listed on the form AM-2a. For the purposes of any
future offences of academic malpractice by the student, only a penalty that results in
the failure of the piece of work in question will besdaken'into account.

h. In the event of one or more offences of plagiarism, all cases at Level 3 or Level 4 will
be regarded as concurrent, until formal written feedback aloutplagiarism has been
given to the student. Any further academic‘malpracticesdf®work,submitted for
assessment after this point will bé regarded as constituting a subsequent offence.

4.6 Levels 5, 6, 7, 8 and second of.subsequent offencesat Leyels 3 and 4

a. The evidence shall.bewpresented to the ‘Chaig, or nominee, who may consult with other
academic staff ag,appropriate. Normally, ‘within 7 days, if they are of the opinion that it
is likely that academic malpractice may have occurred, they will complete a form AM-1
(given atAppendix 6B). They will then contact the student (using the pro forma letter
given at Appendix 6B), notifying them of the allegation and requiring them to attend a
meeting tovdisCuss it. Fhestime and date of the meeting shall be at the discretion of the
Chair; ormominee, but will normally take place no sooner than 7 days after the
allegation is sept"and neJater than 21 days after. The invitation shall be accompanied
by a copy of the form]AM-1 and the evidence. The student may be accompanied to the
meeting by anothegfegistered student of the University or an officer of the Chester
Students’ Union.

b. Where there is a suspicion that academic malpractice has been committed, but where
no evidence can be produced, the Chair, or nominee, may decide to require the
conduct of a viva voce examination. Such an examination shall be conducted by
appropriately qualified examiners and shall be recorded either digitally or via the taking
of notes. The examiners shall report their findings to the Chair, or nominee who will
then determine that:
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i. There is insufficient evidence to proceed with an allegation of academic
malpractice or that no offence has been committed; or

ii. The report of the viva voce examination is sufficient to provide, prima facie,
evidence of academic malpractice and that the case should proceed as described
in 4.5.a.

c. During the meeting with the student, the Chair, or nominee, shall complete form AM-2
(given at Appendix 6C). If the student does not attend the meeting, form AM-2 should
be completed and signed in their absence. A copy should then be sent to the student.

d. If the Chair, or nominee, finds that academic malpractice has‘not occurred, they shall
complete and sign form AM-2 accordingly. A copy ofithe form should be provided to
the student. All paperwork held by the department.in relation to the allegation should
be destroyed.

e. If the Chair, or nominee, finds that academic malpractice has octurred, they shall
complete and sign form AM-2 accordingly.“Ehe’studentsshould,then be invited to
complete the relevant section. The student should be ‘previded with a copy of the
completed form AM-2. A further cepy should be kept'by thedepartment. A case file
should be prepared and sent tofAQSS. The caseifile must include:

e A copy of the"AM-1.form originally sent to the student

o A copy ofiall'ef the evidence gathered to substantiate the allegation

o Copies offany relevant correspondence between the student and the
department in relation to the matter

e A copy of the AM-2a farm completed and signed by the Chair and by the
student (if they*were present at the meeting).

f., "Rer Level 5 andfabove where the student has not previously been found guilty of
academic malpractice, the University Academic Malpractice Panel will normally
consider multiple allegations as being concurrent if it determines that there would have
been insufficient time for the student to benefit from appropriate academic guidance
between the identification of academic malpractice in one piece of work and the
submission of another.

g. Where a formal accusation of academic malpractice has been made, the University
shall not normally permit suspension of studies until the matter is resolved.
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Academic Department Procedures (examinations)

5.1

52

53

54

If an invigilator suspects that a student is engaging in academic malpractice:

a. Provided that the student is not disturbing other candidates, the student shall be
allowed to continue the examination. However, the invigilator shall immediately
require another invigilator to act as a witness and any unauthorised materials shall be
removed. The script (or other assessment form where appropriate) shall be endorsed
by the invigilator at the point where the occurrence of cheating is suspected, and on
the front cover of the examination answer book. In a practical examination, the
invigilator will take note of the stage reached when the infringement was observed.

b. A student who, in the opinion of an invigilator, is behaving in a manner which may
disturb other examination candidates or may disfuptithe,smooth progress of the
examination shall be required to leave the examination room forthwith. At the
discretion of the chief invigilator, examination candidates may be allowed additional
time to compensate for the time lost as aresult of any distutbance/disruption.

The invigilator should instruct the stdent to report to them*at the end of the examination
when other students have beendismissed/from the,examination hall. The invigilator and
student should then meet with the’Examinations Officer (or other senior member of the
Registry) who will make a written record of thé,circumstances and retain or make notes
regarding any relevantimaterials. A form for this‘purpose may be found as Appendix 6A.
A copy of this record'should be sent to/both student and invigilator for them to sign and
record any comments asisoon as passible and no later than 4 days following the incident.

Immediately after the examinationfassessment, a full report shall then be made by the
invigilattor(s) to the Chairof theyrelevant Module Assessment Board. Any unauthorised
material§ should be attached to the report. The candidate shall be advised, after the
examination/assessment, of‘the procedures for dealing with suspected cases of academic
malpractice. Where feasible, the examination script shall be marked in the normal way
as for all other scripts.¥ However, the student’s mark will be withheld until the case has
been judged.

Normally within seven working days of receiving the invigilator(s) report, the Chair of the
relevant Module Assessment Board shall determine whether there exists, prima facie,
evidence of academic malpractice having occurred. They may choose to interview the
student and/or the invigilator before making such a determination. The Chair of the
relevant Module Assessment Board may determine that:

a. There is insufficient evidence to proceed with an allegation of academic malpractice or
that no offence has been committed; or
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b. The case should proceed to be heard by the University Academic Malpractice Panel.
5.5 If the Chair of the relevant Module Assessment Board determines that the matter should
be referred to the University Academic Malpractice Panel, a case file shall be prepared

and sent to AQSS. The case file must include:

e The report of the invigilator(s) to the Chair of the relevant Module Assessment

Board;

¢ Any unauthorised materials removed from the student during the course of the
examination;

¢ Any relevant correspondence between the stu the department in
relation to the matter; and

e Areport from the Chair of the relevant Me ssessment Board requesting
the convening of the University Acade oractice Panel.

6. Determination of Eligibility for Consg on rd Penalty

6.1

d. The student has indicated that they accept the allegation or has not responded to the
allegation within 7 days of the signing of the AM-2 form; and

e. The piece of work in question represents either the first or second assessment
opportunity. If the second assessment opportunity, the criteria given at Appendix 6E to
allow a third assessment opportunity must be met.

f. Additionally, in the case of allegations made where the piece of work in question forms
part of the assessment for a Level 7 module on a taught postgraduate programme, the
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Chair, or nominee, has confirmed that the proportion of the work affected by academic
malpractice is less than half.

6.2  Where all of the criteria listed at (6.1) apply, the case shall be referred to the Subgroup on
Academic Malpractice Penalties for consideration.

6.3  Where one or more of the criteria listed at (6.1) do not apply, the case shall be referred to
a hearing of the University Academic Malpractice Panel.

7.  Subgroup on Academic Malpractice Penalties

7.1  The Subgroup on Academic Malpractice Penalties (the up) shall act on behalf of
the University Academic Malpractice Panel to consideg,cases for which it has been
determined that the student might be eligible for cc @ ion of a standard penalty.

7.2  The Subgroup shall consist of a Chair of the University Academic Malpractice Panel and
the Dean of Academic Quality and Enhance nominee. ior Assistant
Registrar (Student Affairs), or nomi Il act as a ro%a viser.

7.3 A member of the Subgroup whio has had"any prior involvement in the case presented shall
declare it and the case shall be dtot extm g.

7.4 A student whose ca %rr d to thesSubgroup shall not have the right to attend the
meeting, but they. m an option @ submission. Any such written submission
should be recei AQSS within of the date that the Chair of the relevant
Module Assessment Board, or nominee, signed the form AM-2.

75 The hall revi @ ase file, any written submission provided by the student

e recommengdation thatthe student is eligible for consideration of a standard penalty

a atisty itself

a. Sufficient evidence exists to substantiate the judgement of the Chair of the relevant
Module Assessment Board, or nominee, that academic malpractice had occurred,

b. The judgement of the Chair of the relevant Module Assessment Board, or nominee, on
the proportion of the work affected by academic malpractice is sound;

c. The recommendation that the student is eligible for consideration of a standard penalty
is correct.
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7.6

7.7

7.8

7.9

Where the Subgroup has satisfied itself in relation to the points listed at (7.5), it shall act
on behalf of the Chair of the relevant Module Assessment Board and apply one of the
following penalties:

a. Where the work in question formed part of the assessment in a Level 3, 4, 5 or 6
module and less than half of the work is affected by academic malpractice, the student
shall:

i. Fail, with a mark of 0%, the entire component of assessment; and
ii. Be entitled to reassessment.

b. Where the work in question formed part of the assessment i Level 3,4,50r6
module and more than half of the work is affected by ac malpractice, the

student shall:
i. Falil, with a mark of 0%, the entire module; a
ii. Be entitled to reassessment.

c. Where the student is registered for a Level 7 orfLevel 8 postgraduate programme, the
student shall:

i.  Fail, with a mark of 0%, the odule: and %
ii. Be entitled to reassessment. Q
The outcome shall be communi ir of th levant Module Assessment

Board and the Deputy , or their n
that the penalty is appli

s, who shall be responsible for ensuring

Where the S lation to the points listed at (7.5), it shall
determine whether'the case has proven and should be dismissed or whether it
shoul e 0 a hearing of the*University Academic Malpractice Panel.

ecision of the Suhbg Academic Malpractice Penalties shall be communicated
to student via @ jversity of Chester email account normally within 10 working
days of the decision beifng made

University Academic Malpractice Panel

8.1

8.2

Cases referred to the University Academic Malpractice Panel (the Panel) will normally be
scheduled for the next meeting. However, cases may need to be scheduled out of order,
for example to avoid a conflict of interest with Panel members.

The student shall be informed of the date of the hearing as soon as reasonably practical
and will normally be given no less than 7 days’ notice.
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8.4

8.5

8.6

8.7

8.8
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The student shall be informed of their right to appear before the Panel and/or submit a
further written statement beyond that already made to the Chair of the Module
Assessment Board, or nominee.

No less than 2 days prior to the meeting of the Panel, the student against whom the
allegation has been made will be provided with a copy of the case file (described at 4.4.1.ii,
4.5.e or 5.5). However, if further evidence of malpractice in the piece of work comes to
light during or before the hearing, the University reserves the right to take this additional
evidence into account. Where this happens, the student must be provided with a copy of
the additional evidence against them and be given an appropriate amount of time to
prepare a defence should they wish to do so.

Both the invitation to attend the Panel and the evidencedhat is to be presented to the
Panel will be communicated to the student via their University of Chester email account
only.

If the department considers that the affected portion of the workK is particularly significant to
the overall piece, and merits a more severe application of penalty.than the guidelines
would suggest, they may make application,to the Panel, befere the hearing, providing a
written rationale as part of the case file.

Both staff and students have'the‘epportunity to present their case in writing and in person
to the Panel. Other than‘through these channels; neither students, staff nor other
individuals may seekyto influence the Chair or. members of the Panel or in any other way
seek to sway the,operation of the University’s:academic malpractice procedures, regarding
a case whichsvas been submitted to aiPanel, or is expected or proposed to be submitted.
Doing so may lead'to the case being deferred until a new Panel with a different Chair and
members eanbe.convened:

Composition of the Panel

a. The Panel shall consist of a Chair and two members. The Panel shall be drawn from a
pool of the following:

i. Chair
Each Faculty may nominate members of academic staff to act as a Chair.
Nominees shall normally be either a head or deputy head of department.

ii. Members
Each head of department may nominate members of academic staff who have
experience of academic malpractice matters, and knowledge of assessment
procedures.
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8.9

8.10

b. At least one of the members of the panel must be independent of the Faculty from
which the allegation originates.

c. The Panel shall be academically independent of the student and as such it shall not
contain anyone who has been involved in the teaching or assessment of the student in
the module from which the allegation has arisen. The University reserves the right to
involve such other individuals in the hearing as it sees fit.

The Dean of Academic Quality and Enhancement (or nominee) shall appoint a procedural
advisor. The panel will be serviced by AQSS. Formal minutes will be taken and kept in
AQSS.

alleged offence attend the hearing to present the ca alf of the Chair of the Module

The Chair of the Panel will normally request that a me staff with knowledge of the
h
Assessment Board, or nominee.

Request to Defer a Hearing

9.1

9.2

9.3

9.4

9.5

The student may request a resched
reason. Such reason for a heatin hec

hearing o asion only, and for good
led during'term time being, but not exclusively:

a. aclash with an EX\i or class test;
b. a clash with a fie i with :

c. a clash with another academ

d. il student @ eone for whom the student has a caring responsibility.
In‘all'cases areq .@ 1 deferral shall be accompanied by appropriate documentary
evidence. For examplegin the case of clashes with other academic requirements, written

confirmation from the programme or module leader would be acceptable. In the case of
illness, a valid medical certificate should be supplied.

A request for deferral of a hearing due to a holiday taken during term time will not be
permitted.

For hearings during vacation time, requests may be made for the reasons stated above,
because of a pre-booked holiday, or because of work commitments.

A request to defer a hearing must be received by AQSS by the deadline stipulated in the
invitation to attend.
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Conduct of the hearing of the University Academic Malpractice
Panel

10.1

10.2

10.3

10.4

10.5

10.6

10.7

A student may request that the hearing of the University Academic Malpractice Panel
goes ahead in their absence.

Where a student fails, by a stipulated deadline, to notify AQSS of their intention to attend,

or fails to submit an acceptable deferral request, the hearing will go ahead in their
absence. Failure of the student to arrive at the hearing at the timi indicated by AQSS will

also result in the hearing going ahead in their absence.

An audio recording of the hearing shall normally b

At the hearing, the University Academic Mal ic | shall gonsider:
a. The case file (described at 4.4 f.ii, .e or 515);

dent, not oth included in the case file;

b. Any written representations from

c. Any oral representations to t nel th e student may elect to make in person;
d. Any written or or %entations
representative,o hair of the,r
who ref@ ase.
id )

jate amou v$ o'prepare a defence should they wish to do so. The Chair of

other relevant sources, including any
odule Assessment Board, or nominee,

the University Acade lalpractice Panel shall adjourn the hearing if necessary to give
the student the opportunity to do this.

The student shall have the right to see and comment on any evidence that the University
Academic Malpractice Panel intends to take into account and any representations made to
the Panel.

The student shall respond to the allegation personally and cannot delegate the response
to a third party, nor shall a third party be permitted to attend the hearing on behalf of a
student without their presence. No discussions will be entered into with a third party about
the matter.
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10.8

10.9

10.10

11.

Where a student elects to make an oral statement to the Panel, she/he may be
accompanied by a member of the University of Chester, who should be either a fellow
student or an officer of Chester Students’ Union. The student’s parent or guardian shall
only be permitted to attend the hearing if the student is under 18 years of age. At the
discretion of the Chair of the Panel, the person accompanying the student may be invited
to make a statement. The name and status of the person accompanying the student
shall be communicated in advance to the Chair of the Panel. Further information about the
status of the person accompanying the student can be found at appendix 6H.

If a student has previously been found to have committed academic malpractice, this
information shall only be shared with the Panel if the student is foaund guilty in the case
under consideration and before moving to consider a penalty.

Where a student is studying at a partner institution abroadyfis an overseas student who is
no longer resident in the UK, or is a student based in the'WK"but is overseas as part of
their programme, and at the discretion of the Chair,ithe academicsmalpractice panel may
be conducted via videolink.

Decisions of the University Academic Malpractices/anel

111

11.2

11.3

114

11.5

At the conclusion of the hearing the student, their accompanier (if any) and the
representative of the Chair,of the relevant Module Assessment Board, or nominee, shall
withdraw.

The Panel’'s deliberations as to the outcome of the hearing and any subsequent penalty
shall be conductediin private.

The decisionef the Panel is ong of academic judgement.
For.each allegation, the Panel shall determine one of the following outcomes:

a. the student has not engaged in academic malpractice, and that the assessment marks
should therefore be released in the normal way or;

b. the student has engaged in academic malpractice and that the student receives a
formal warning as to their future conduct and shall be given an academic penalty.

Where the Panel determines that an academic penalty should be applied, it shall have due
regard to the guidelines on penalty (given at Appendix 6E). In all cases, the Panel shall

decide to apply one of the following:

That the student:



11.6

11.7

11.8
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a. Should fail (with a mark of 0%) the entire component of assessment within the relevant
module; or

b. Should fail (with a mark of 0%) the entire module.
Where the Panel finds that the student has engaged in malpractice in multiple pieces of
work or in such a way that the Panel deem the case to be exceptionally serious, in addition

to the decision at (11.5) it may recommend to the relevant Assessment Board:

That the student:

b. (registered for a Foundation degree) should be
Distinction;

c. should have their degree classification lo : %@
d. should fail (with a mark of 0%) t % level;

e. (registered for, or existing\wi evel 7 award) shall be barred from being awarded a
merit or a distinctio

f. (registered far, orexiting with,
terminat t be permitted
gualification up'to the level o
a basis wor

e @ ard) shall have their programme of study
pmit any further work. They may be awarded a

aduate Certificate where credits that can be
ubmitted to date entitle them to such an award;

istered for, orexi , a Level 7 award) shall have their programme of study

; e permitted to submit any further work. They may be awarded a
alification up toithe level of a Postgraduate Diploma where credits that can be

awarded on the basis of all work submitted to date entitle them to such an award; or

h. shall have their programme of study terminated, shall not be entitled to any award and
may not enrol for any other award at the University. Where this penalty is applied, the
penalty of a reduction of marks shall also be specified.

Where appropriate, the Panel shall also make a recommendation about whether
reassessment is permissible.

Where the Panel recommends that reassessment should be permitted, any resultant
module mark must be capped at 40% and in the case of Bachelor’'s degree students a
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11.9

11.10

11.11

11.12

12.

Level 5 and 6, the capped module mark may not be discounted in the calculation of the
final degree classification; in the case of Foundation degree students, the capped module
mark may not be discounted in the calculation for determining whether a merit or
distinction shall be awarded.

Where the Dean of Academic Quality and Enhancement (or nominee) confirms that a
student would ordinarily have been eligible for consideration for a standard penalty had
they chosen not to contest the case, the Panel may only recommend a penalty equal to
the standard penalty that would have been applied.

The Panel shall act on behalf of the Chair of the relevant Module Assessment Board to
give effect to any penalty that it determines in accordance with™.5. The Panel’'s decision
shall be communicated to the Chair of the relevant Module Assessment Board and the
Deputy Registrar, or their nominees, who shall be responsible for ensuring that the penalty
is applied.

Where the Panel recommends a further penalty in accordancedwith11.6, this shall be
communicated to the relevant Assessment Board#/ia the Deputy RegiStrar, or nominee.

The decision of the Panel shall be communicated to the student via their University of
Chester email account normally within 10 working days of the decision being made.

The Role of the Assessment Board

12.1

12.2

12.3

12.4

The Assessment Board shall ratify theypenalty judgement.

Normally, thefinal'modulesmark(s) awarded shall be treated in the same way, and have
the samefconsequences with regard to the assessment of the candidate’s overall
perfermance, as a similar mark awarded to other candidates. However, the result of any
madule in which astudent has been found to have committed academic malpractice may
not be discounted forithé purpose of calculating the degree classification.

When reassessment is allowed in modules which the student is deemed to have failed on
account of academic malpractice, the requirements governing reassessment shall apply
(please refer to Requirements Governing the Assessment of Students: Assessment
Boards).

The permanent record of the student should record both the findings of the University
Academic Malpractice Panel and the penalty imposed.
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13. Appeal Against Decisions Regarding Academic Malpractice

13.1 The decision of the Chair of the relevant Module Assessment Board, or nominee, or the
University Academic Malpractice Panel is one of academic judgement. A student may not
therefore appeal against the decision on the ground of disagreement with the decision of
the the Chair of the relevant Module Assessment Board, or nominee, or the University
Academic Malpractice Panel.

13.2 For the purposes of an appeal the term ‘academic malpractice procedures’ shall be taken
to mean the procedures and business conducted by an academic department in relation to
a case of academic malpractice, or by the Subgroup on Academic Malpractice Penalties,
or by the University Academic Malpractice Panel, or any ina of these.

13.3 The grounds for appeal and the procedure to be fo utlined in Handbook F,
Section 10.

14. Office of the Independent Adjudicat ion

14.1 Where a student has exhaustedsinter pletion of Procedures letter
has been issued, there exis the Office of the Independent
Adjudicator for Higher Education . udent wishes to take his/her complaint to
the OIA, s/he must se m within three months of the date of the

Institutional Co
OIA websit

14.2

» versity Academic Malpractice Panel, but is nonetheless
e of the hearing, they may request a Completion of Procedures

letter from the Dean of*Academic Quality and Enhancement.



http://www.oiahe.org.uk/
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SECTION 7: MITIGATING CIRCUMSTANCES

7.1 Mitigating Circumstances

Mitigating circumstances are those which may adversely affect a student’s

performance in assessment, and in respect of which a student formally advances a

claim for special consideration.

The Registry Services Officers responsible for the co-ordination of all documentation

related to mitigating circumstances and associated cases afe the Assistant

Registrars in the Assessment Team.

All claims for mitigating circumstances shall be considered by the University’s

Mitigating Circumstances Board, which shall meet as required and shall have the

following composition:

e A Chair of an Awards/Progression Assessment/Board, who will act as Chair of
the Panel

e Department Assessment Contacts or HeadS of Depaftment (@r their nominee),
the number of which will be determined based ®n the volume of claims to be
considered but will not fall below two

In attendance:

Dean of Academic Quality and Standards (or theiynominee)
Deputy Registrar (or theirlhomineg)

Student Support Manager (or their nominee)

A member of Registry Services who wilkservice,the meeting

Where claims foramitigating circumStanees relate to assessment for which the
deadline date /1as already passedgapplieations should be submitted on form MC1 to
the Assessment Team 'in Registry‘Services. In addition to the MC1 form, students
must alserinclude the form showing the assessment components they wish to claim
for; thig form.is found on the Student Homepage on the student’s e-vision account.
Claims should be supported with medical or other evidence (signed by a doctor or
otherwrelevant autharity)y, The“deadline dates for submission of claims shall be
included in the guidance notes. Claims submitted after the deadline date may, at the
discretion of the Mitigating Circumstances Board, be considered, but in no
circumstances shall claims be considered by the Mitigating Circumstances Board
after the relevant Module Assessment Board has taken place. The date of the
written evidence must be concordant with the dates of the assessment for which
mitigation is being sought. The deadline dates provided by students on their forms
will be checked by the Assessment Team before the claims are considered by the
Mitigating Circumstances Board.

Students must specify which component of the module(s) (e.g. written coursework;
oral presentation; examination) is affected by their circumstances, and for which they
are seeking mitigation. In order to do so, they must tick the relevant components on
the form found on the student homepage of e-vision and include this with their
submission of form MCL1. Claims not including both form MC1 and the form showing
the components for which they wish to claim will not be considered. ‘Blanket’
applications (i.e. applications which seek to claim mitigation across all components
of all modules) will not normally be accepted.
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6.  Other than in exceptional circumstances, the outcome of a valid claim for mitigating
circumstances shall be one of the following:
(a) to be allowed to miss an assessment component and to be granted the

opportunity to take that missed component, on a future occasion, as if for the
first time (deferred assessment). Students will normally be required to submit
themselves for deferred assessment on the next designated occasion when
the relevant assessment opportunity is made available

(b) where an assessment component has been attempted, to have the mark for
that component set aside, so that the student attempts the component again,
as if for the first time (deferred assessment). Where a student undertakes a
deferred assessment, as a consequence of mitigation, the mark for that
deferred assessment must replace any previous mark.

In both (a) and (b) above, first time’ shall be read as ‘second'time’ in‘any case where

mitigation is granted in respect of reassessment and ‘third time’ in respect of third

assessment attempts.

(c) Where a student has a registered/confirmed disability or specific need, this
shall be reported to the relevant Modulg Assessment Board, but normally no
further consideration will be given sincejjas set out in guidelines for students
with disabilities or specific needs gaeeount will already havesbeen taken of this.

(d) Where a student has a chfonic “eondition or jder/hisycircumstances are not
improving, the normal recommendation shall be interraption of studies.

(e) Where a late work penalty hasoeen applied, to have this penalty revoked and
the full mark awarded for,the relevant companent(s)

The outcome determined by, the Mitigating Circumstances Board in respect of each

student shall be communicated in idefiticalterms to each Module Assessment Board

which has responsibility for the assessment of that student. A Module Assessment

Board has no discretion in the matter and must accept the outcome determined by

the Mitigating Circumstances Board.

7. If the claim is deemed invalid by the Mitigating Circumstances Board no action will
be'taken and the original,mark*will stand. A student who misses an assessment
component and whose claim for mitigating circumstances in respect of that
assessment is deemed gnvalid shall be awarded a mark of 0% (fail) for that
component.

8. If it is subsequently discovered that a student had misled the Mitigating
Circumstances Board in any way, that Board has the right to rescind the decision it
has taken on the case and, where appropriate, this may be considered as a case of
Academic Malpractice.

7.2 Extensions and Deferrals
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Where a student is aware in advance of the relevant deadline that they wish to
postpone the submission of an assignment, they may take one of two courses of
action.

(@) If seeking an extension to the deadline for the submission of an assignment
which falls within the period set in the University timetable for the delivery and
assessment of the module concerned, the student shall complete form EX1
(available on the Registry Services Portal pages) in advance of the deadline
date. This form, with accompanying medical or other evidence (signed by a
doctor or other relevant authority), shall be submitted to the relevant Head(s)
of Department (as Chair(s) of the Module Assessment Board(s)) or nominee.
The student must obtain the signature of the Head of Department, or nominee,
who will make a decision based on the written evidence) (see“section 7.4 on
Acceptable Evidence). A copy of form EX1 will beyképt by the department
who will confirm the new submission date with the student. Where an extension
is granted, the mark must be available to the Module Assessment Board.

(b) If seeking an extension to the deadlineffor the,submission”of an assignment
which falls after the period set in the University timetable for'the delivery and
assessment of the module coneérned, the student (must“seek a deferral of
assessment. S/he shall complete,form DF1 (available on,the’'Registry Services
Portal pages). This form¢ with aceompanying, medical or other evidence
(signed by a doctor or other relevant authority), should be submitted to the
relevant Head(s) of,Department (as<Chair(s) of the Module Assessment
Board(s)), or Deputy,Head; for apprevahk(Please see section 7.4 on Acceptable

Evidence). The student must obtain the signature of the Head of
Department, or'Deputy Head, who willsmake a decision based on the written
evidence.

A student who fers@any reasofi"'seeks to postpone attendance at an examination for
assessment must complete form DF1. This form, with accompanying medical or
otherevidence (signed by, a‘dector or other relevant authority), should be submitted
to the relevant Head(s) of Department (as Chair(s) of the Module Assessment
Board(s)), or Deputy Head, for approval. The student must obtain the signature of
the Head of Department, or Deputy Head, who will make a decision based on the
written evidence.

Claims for extensions or deferrals will not be accepted once the submission deadline
date has passed, save in exceptional circumstances which made submission of a
claim impossible by the due date.

Students submitting assessment having already been granted a deferral to the next
assessment point will be deemed to have presented themselves for assessment; in
this event the deferral will no longer be valid. Students in this position who feel their
performance was adversely affected must submit a claim to the Mitigating
Circumstances Board.
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7.3

Categories of acceptable mitigating circumstances

The following should also be taken into account by Heads of Department and
others when granting extensions or deferrals):

Those students with a specific need or disability. Guidelines for dealing with such
students should be consulted and the procedures applied prior to the assessment
period, subject to written medical evidence or an up-to-date psychologist’s report.

Those students who have long term illness/medical conditions, for whom medical
evidence has been submitted in advance of their assessment periods.

Those students who sit an examination or complete and submit a piece of work
when they are ill or troubled in some way.

Those students whose preparation for assessment is affected=hy. illness or other
adverse circumstances.

Those students for whom mitigating circumstances “have arisen during an
assessment period which may have affected only a patt of the assessment, for
example in one subject area only.

Bereavement (family or otherwise).
Domestic problems (including divorce, separatiensparentaldivorce).

Work commitments (part time students andithose repeatingsmodules on a part time
basis only)

Difficulties associated with travel,out only where these difficulties are exceptional,
impossible to anticipate in‘advanee, not a result of poor planning or time
management, and whereythere is Clear indépendent evidence to substantiate the
claim.

Other factors which may reasonably be deemed to have had an adverse impact
comparable with these above.

Where a student[ submits “a claim for mitigating circumstances due to illness or
circumstancesgrelating_gprimarily.to_family, or friends, evidence must be submitted
demonstrating hewsthe illness or circumstances have affected the student.

The followinghare unacceptable reasons for mitigation:

Misreading the timetable resulting in absence from an examination.

IT failure, including butsot limited to computer failure/storage device failure/printer
failure.

Work commitments for full time students

Problems associated with travelling arrangements/holidays traffic problems or
stress caused by travel problems, unless these problems are exceptional,
impossible to anticipate in advance, not a result of poor planning or time
management, and where there is clear independent evidence to substantiate the
claim. It is the responsibility of the student to make appropriate arrangements to
ensure that assignments are submitted on time and/or that they present themselves
for an examination on time. This should be borne in mind when making any plans
to return to University after a home visit or when making holiday/travel
arrangements. In cases of extremis, travel issues may be taken into account for
students with disabilities where the combination of unforeseen circumstances and
disability related issues impinge on attendance
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7.4 Acceptable evidence in support of mitigating circumstances

Medical

Extensions or deferrals will only be granted in exceptional circumstances. The University
is unable to make allowances for minor illnesses such as headaches, upset stomachs,
coughs and colds. These affect everyone and it would not be practical or sensible to take
account of them all.

Students are expected to plan their work and allow leeway to cope with minor misfortunes.
It is important that students go to see or have a telephone consultation with the doctor or
nurse while they have the symptoms so that a signed certificate cansbe issued which
includes precise dates of illness, a diagnosis or description of symptoms and a statement
on the severity of the impairment. Notes /letters from a doctor ernursesstating that the
illness/ailment ‘may have an impact’ or which state ‘the patient informs me’ will not normally
be accepted as valid evidence.

Medical practices will not normally issue certificates for self-limiting illnesses of less than
seven days.

Where a student seeks an extension/deferral/mitigating circumstances due to iliness or
circumstances relating primarily to family or friendsy evidenée ‘must. e submitted
demonstrating how the iliness or circumstances have affectedg¢hesstudent.

Where a student provides medical certificatiomwhich states that theyare suffering from an
on-going medical condition which willonfan on-going_or recurring basis impact on their
studies, they will not be expected, to“provide new date-specific evidence for each
assessment period for which they'seek extension, deferral or mitigating circumstances.

Work commitments, (Pargtime studefts and those repeating modules

on a part time b&sis only)

Part time students seeking extension, deferral or mitigating circumstances on the grounds
of work commtitments should submit ajletter from their employer.

Practicayroblems

The University will not take account of events such as computer breakdowns. For a
submission”deadline or an exam, students must allow extra time in case such things
happen. It is the student’s own responsibility to back up work on a computer.

Disability
The University will take into account issues arising from a combination of disability and
wholly exceptional circumstances

Evidence from the University

In exceptional cases, a signed statement from the Head of Student Support, or nominee,
may be deemed acceptable evidence. However, this will be limited to those cases where
in the view of the Mitigating Circumstances Board or, in the case of extension or deferral,
the relevant Head of Department, the nature of the mitigating circumstances are such that
other independent documentary evidence could not reasonably be provided. The Head of
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Student Support or nominee are under no obligation to provide a supporting letter and will
only do so where strict criteria have been met.

Students will normally be granted an extension if the University's own computing systems
were at fault. However the failure has to be substantial, very close to the deadline, and
documented by LIS. Further information may be found in the University’s Turnitin
guidelines.

7.5

lliness during examinations

A candidate who is absent from part or the whole of an examination on account of
illness must inform Registry Services and provide a valid medieakgertificate without
delay. A properly-evidenced claim for mitigating cir€umstances should be
submitted on form MC1 before the published deadline.

A statement from a member of University staff who witnesses the condition of the
student in or on leaving the assessment, describing the circumstances as witnessed,
may be considered by the Mitigating Circumstances Panel as evidence regarding a
case where a student leaves an assessment due to the'sudden onset of iliness.
Wherever possible, written examinations will Be taken by candidates ingecognised
assessment rooms and every effort will be made=té avoid the ’necessity of making
specific assessment arrangements elsewhere.

Where a candidate is unable due_oillnessior temporary, disability to sit a written
examination at the published vepue, arrangements will be made, if feasible, for the
written examination to be takemyinfanother room under. the control of staff of the
University.

A candidate seeking suchtspecific arrangementsymust report to Registry Services
as far as possible in advance oftthe start of'the written examination.

Students with a notifiable, communicable disease must not attend examinations and
should obtaindmedicalevidence inssupport of a deferral or claim to the mitigating
circumstances board.

Where a‘reguest, s made for,the written examination to be taken in a hospital,
approval ofitherequest will be dependent upon the provision of suitable facilities and
access to such facilities bysa supervisor of the University.

If aystudent is unable, through disability, to be assessed by the normal methods
specified in the madule assessment requirements the Head of Department, in
consultation with the "External Examiner, may vary the assessment methods as
appropriate, bearing in mind those competence standards which inform the learning
objectives. Any such alternative assessment shall be approved in advance by the
University’s Disabilities Coordinator or equivalent. Advice on the types of alternative
assessment may be sought from the Dean of AQE.

Late Work

These University Requirements operate for any piece of assessed work for which a
submission date has been given at the start of a module and where the assessment
does not involve the attendance of the student during the assessment (e.g. the
handing in of an essay or project but not the presentation of a seminar, a drama
performance, a written examination).
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Where an extension to the deadline for the submission of an assignment is
requested, the student shall follow the procedures set out in the section Extensions
and Deferrals, above. A request will not be considered unless accompanied by a
valid medical certificate signed by a doctor, or other certified written evidence.
Categories of acceptable mitigating circumstances are listed under Mitigating
Circumstances.

Assessed work submitted after the original submission date or after the extended
submission date will be recorded as late.

Late assessed work should be marked in the usual way so that the student who has
made the effort is given feedback on the standard of work achieved.

In the final calculation of a student's performance in a module the late assessed
work will be appropriately penalised. The penalty mark awarde@+o late work
refers only to the component of the module that is submittéd late.

Late assessed work will be penalised and the penalty incurred will be 5 marks for
work submitted up to 24 hours after a deadline and 5 marks per day after this,
including weekends, e.g.:

Intrinsic'Merit Penalty Mark
(% mark“awarded by tutor) %
Work up to 24 hours late 65 60
Work up to 48 hours late 65 55
Work up to 72 hours late 65 50

and so on, to 0.

Where an assessmentscemponent is assessed on a Pass/Fail basis, a fail will be
recorded in casesWhere that componentis’submitted after the deadline.

In order to enforce this'rule of procedure-effectively, deadlines should normally be
set for daySyother than Fridays,and fortimes during the working day. These should
be publiciseduin,the appropriate module handbooks.

A record shall be keptsby departments of any work penalised for late submission.
All sueh penalties shall be recorded in the minutes of the Module Assessment Board.

Extensions to a student’s period of registration

Students requesting an extension to their period of registration should complete form RP1
(available on the Registry Services Sharepoint Portal pages). Claims will be considered by
the relevant Mitigating Circumstances Board or Awards/Progression Assessment Board
and must, therefore, be submitted by the stipulated deadline. Extensions to a period of
registration will only be granted in exceptional cases where the student is able to provide
independent documentary evidence proving they have suffered severe and prolonged
mitigating circumstances which have affected their ability to complete within the approved
period of registration. If approved, an extension will be granted for a maximum of 12 months
in excess of the approved period of registration; further extensions are not normally granted.
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SECTION 8: ASSESSMENT BOARDS

8.1 Assessment Board Structure and Operation

The University operates a two-tier system of Assessment Boards, with subject specialist
External Examiners who operate through Module Assessment Boards and Chief External
Examiners appointed to Awards/Progression Assessment Boards.

A Module Assessment Board has responsibility for the outcomes of modules assigned to
that Board. An Awards/Progression Assessment Board has responsibility for the
outcomes of the Programmes of Study assigned to that Board. |The appropriate
Awards/Progression Assessment Board considers matters of awards, progression, re-
assessment and third assessment attempts. An Appeals Boafd deals only with appeals
against the decision of an Awards/Progression Assessment ‘Board or Examination
Committee.

The role of the external examiner is as follows:

» External Examiners shall be equal members of Module Assessment Boards,
whose role shall involve acting as a specialistsacademig”adviser,and reporting
on academic standards and the processes of assessmenis

» Awards/Progression Assessment, Boards have Chief External Examiners
appointed to them, whose rolé involvessmaintaining oversight of the assessment
process, advising on structural and assessmentiissues pertaining to credit-
based, modular programmes, ‘and‘acting as arbiter/wise counsellor in individual
student cases, as requested.

The Chair of an Assessment Board“shall be respensibleyfor ensuring that meetings are

conducted in accordance with bniversity of Chester Principles and Regulations concerning
assessment, and also.in accordance with any speeial Regulations affecting the particular
programme of study on which the Board is ‘adjudicating.

Except provisional marks disclosed in the'normal course of assignment feedback, only
component marks,coursework and/or examination marks, as finally approved by both tiers
of AssessmentBoard, shall.be'disclosed to students.

Module Assessment Boards shall meet formally at an appropriate time following a student
assessment period, which®may involve several meetings in each academic session.
Unless prevented from doing so by exceptional circumstances, the External Examiner(s)
shall attend at least one of these meetings of the Board each year. This will normally be at
the end of the summer term for undergraduate programmes and January for postgraduate
programmes. Awards/Progression Assessment Boards shall meet on pre-determined
dates and in line with the approved schedule. A Chief External Examiner will normally be
present at Awards Assessment Boards, with the right of attendance at Progression
Assessment Boards. If, for unavoidable reasons, the Chief External is not present, s/he
must be consulted and signal approval of the decisions of the Awards Assessment Board.
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8.2 Terms of Reference and Membership

AWARDS/PROGRESSION ASSESSMENT BOARDS

Terms of Reference

To consider the overall profiles of students at Levels 3, 4, 5, 6, 7 and Taught Provision at
Level 8.

To determine, on behalf of Senate, the awards for candidates who have completed
University of Chester programmes of study.

To determine the candidates who may progress or proceed to the next level or modules of
study. To determine the candidates who may be reassessed or deférred in modules. To
determine the candidates who shall be offered a third assessment attempt. To determine
the candidates who will have failure in assessment compensated:

To determine the candidates whose studies are to be terminatech

External Examiners who are members of subordinatesModule Assessment Boards shall
have a right to attend the Awards Assessment Board responsiblegfor those modules
assigned to them as an examiner. Such right of attendance shallsearry. withfit the status
of observer and advisor only.

Membership
e Dean or Associate Dean of\Faeculty(Chair)

e Chief External Examiner

o Representative of each Module Assessment Beard which is subordinate to
the Awards/Progression‘/Assessment Board (normally, the Departmental
Assessment Contact or'Head of Department). Modules Assessment Boards
for professional programmes may=he represented by more than one
members

e Deanlof Academic Quality and Enhancement (or nominee)

e Qne representative.of each partner organisation with students under
cangideration by the board. Partner organisations may be represented by
theimember of the Module Assessment Board as above

In attendance

e Deputy Registrar and Head of Student Administration (or nominee)
¢ Representative of Academic Quality Support Services, who will service the Board
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MODULE ASSESSMENT BOARDS

Terms of Reference
To make recommendations on the results of individual modules of study .

Membership
e Head of Department (Chair; in his/her absence, this may be delegated to the

Deputy Head of Department). The Chair must be a member of University of
Chester staff.

e External Examiner(s)

e The module leaders of all modules to be considered by the board.

e Departmental Assessment Contact

In attendance

e A member of University of Chester staff, normally an a trator from an

e academic department, who will service the meetirO
8.3 Awards C) @

Foundation Certificate
The award of Foundation Certificatess nvolve accumulation of 120 credit
points at Level 3.

Certificate of Higher EN (Cert H

eof Higher % ion (Cert HE) shall involve the

accumulation of 1 credit p ) el 4.
This standard equ o that la r Level 4 in the Framework for Higher
Educatio ifications in Englandy)Wales and Northern Ireland (QAA, August

Dip HE)

: Higher Education (Dip HE) shall involve the accumulation
of 240 credit points, with'not less than 120 at Level 5.

This standard equates to that laid down for Level 5 in the Framework for Higher
Education Qualifications in England, Wales and Northern Ireland (QAA, August
2008).

Foundation Degree

The award of Foundation Degree shall involve the accumulation of 240 credit points,

with not less than 120 at Level 5.

This standard equates to that laid down for Level 5 in the Framework for Higher
Education Qualifications in England, Wales and Northern Ireland (QAA, August
2008).
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Certificate of Education in Teaching in the Learning and Skills Sector
The award of Certificate of Education in Teaching in the Learning and Skills Sector
shall involve the accumulation of 120 credit points; 60 credit points at Level 4 and 60
credit points at Level 5.

Professional Certificate
The award of Professional Certificate shall involve the accumulation of 60 specific
credit points. Credit may be accumulated entirely at Level 4, entirely at Level 5 or
progressively at Levels 4 5 and/or 6, but shall not be accumulated exclusively at
Level 6. The Professional Certificate shall be awarded on the successful
completion of modules formally approved for inclusion within a programme
appropriate to that award, provided that a student was registere e Professional
Certificate award by the time of registration for the sece 1@ odule to be studied.

The Professional Certificate is not available as an exitsaward for students initially
registered for a different award.

Graduate Certificate < ?
The award of Graduate Certificate shall involve ccum% 60°credit points

at Level 6. Itis not a postgradua
This standard equates to that lai
Education Qualifications in E
2008).

ework for Higher
ern/Ireland (QAA, August

Graduate Diploma
The award of Graduat

era shall i @ e accumulation of 120 credit points

This standar ' or Level 6 in the Framework for Higher

Educati les and Northern Ireland (QAA, August 2008
Bache
The gree shall involve the accumulation of 360 specific credit

points; of which at leas O credits shall be at Levels 5 and 6 and at least 120 shall
be at Level 6.

This standard equates to that laid down for Level 6 in the Framework for Higher
Education Qualifications in England, Wales and Northern Ireland (QAA, August

2008)

Bachelor of Education (BEd) with Honours

The award of Bachelor of Education (BEd) shall involve the accumulation of at least
480 specific credit points.

Students who fail to complete all the modules required for the award of the BEd, with
recommendation for QTS, but who have accumulated at least 360 credits, of which
at least 240 credits must be at Levels 5 and 6 and at least 120 credits must be at
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Level 6, may exit with BA (Hons) Education. This award does not include a
recommendation for QTS

Postgraduate Certificate in Education (PGCE)
The award of Postgraduate Certificate in Education (PGCE) shall involve the
accumulation of 60 credits at Level 7.
The PGCE award is associated with qualifying the holder to practise as a teacher but
all students awarded a PGCE shall only be recommended as eligible for Qualified
Teacher Status if all requisite skills have been demonstrated.

Professional Graduate Certificate in Education (PrGCE)

The Professional Graduate Certificate in Education shall requ accumulation of
120 credit points at Level 6.
Church Colleges’ Certificate

e the accumulation of 60
's degree.

The Church Colleges’ Certificate programme shall
credit points at a level equivalent to Level 4 offan Hono

Postgraduate Certificate (PGCert)

The award of Postgraduate Certifica @ equire the cumuI;on of 60 specific
credit points at Level 7.

Postgraduate Diploma (PGDip)
The award of Postgradux ing the Diploma in Management Studies)

of 120 sp dit points at Level 7.

shall require the accu
Masters Degregs (exeept the
ast
el

The award degree shall*require the accumulation of 180 specific credit

. The Master bysResearch award comprises 40-80 credits for taught
d 100-140 cred dissertation or equivalent research project subject
o ns.
he

Students’changing t ame during their course of study
In circumstances whereby a student’s name changes during their programme of
study, the University will change the official record, providing acceptable proof of the
change of name is provided. Under no circumstances, except where required by law,
will the University amend a student’'s name after the original certificate has been
issued. Where the award entitles the student to attend, certificates will be presented
at the awards ceremony; where the award does not entitle the student to attend the
awards ceremony, certificates will be posted following the appeals deadline and no

later than six weeks after the date of the award.
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8.4 Module Assessment

Levels 3, 4,5 and 6
The following percentage marking scale shall be adopted for all academic provision at

Levels 3, 4, 5 and 6.
Percentage Classification for a Bachelor’s degree

70 - 100 First class honours or equivalent designation
Upper second class honours or equivalent
designation
Lower second class honours or equivalent
designation
40- 49 Third class honours or equi designation
0- 39 Fail

Except where provision is validated to include module ponents thereof marked
on a pass/fail basis, the following requirements sh he minimum aggregate
pass mark for each module shall be 40%. Faildre in ane or morescomponents of the
assessment of a given module shall normally be sated e results in one
or more other component within that m rovided that the ass mark for
the module of 40% is attained and a mi 20% is attaine ach assessment
component within the module. Indthe evenifof failure ‘on these grounds, the module
mark to be recorded shall be 39% “ar the" arithmetical m hichever is the lower.
Students reassessed (or jectito third as ent attempt) in previously-failed
components of such modules sh e requirédto attain the same minimum marks as
those stipulated for first a ent in orde @ s the module overall.

odule all marks of 0.50 or above shall be
rounded up to the nextinteger. Corre ingly, all marks of 0.49 and below shall be

60 - 69

50- 59

rounded dowmito

The for on shall identify the weighting as between the
com nt assess if

In ord uce plag Departments should take steps to ensure that, where

assessment tasks admi ariation, all assignment and coursework titles are varied
from one assessment session to the next.
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Level 7 and 8

The following percentage marking scale shall be adopted for postgraduate

programmes:
Percentage Classification
70 - 100 Distinction
60 - 69 Merit
40- 59 Pass
0- 39 Fail

The minimum aggregate pass mark for each module to which these regulations apply
shall be 40%. Failure in one or more components of the assessment of a given module

module, provided that the overall pass mark for the module
minimum of 20% is attained for each assessment co
the event of failure on these grounds, the module mar
the arithmetical mark, whichever is the lower. S
assessment attempt) in previously-failed components of such mod
to attain the same minimum marks as those stipu or firs
pass the module overall.

In calculating the overall mark for a
rounded up to the next integer.
rounded down to the appropriate
The formal module doc

components of assessm %ch module
In order to reduce i epart
assessment tas mityof variatio

from one assessment session to the
The Univ 0 t classi tgraduate Certificates.

ule all marks .50 or above shall be
espondingly, all marks of 0.49 and below shall be

ignment and coursework titles are varied
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8.5 Requirements for the conduct of assessment by Module
Assessment Boards

1. For purposes of conducting the assessment of all those modules which have been
assigned to a given Module Assessment Board at the point of validation, all members
of that Board must have access to all modular marks, including component marks.
Please see notes of guidance on Presentation of Module Assessment Boards
(Appendix 8A).

2. The Module Assessment Board must determine the marks of all students being
assessed in all modules within its jurisdiction without regard to the ultimate profile of
any individual student. Once marks have been determined, for each module within
the Board’s jurisdiction, changes to individual outcomes may eecur for the following
reasons only:

e the identification of an administrative error

e asuccessful appeal against a decision of the Board

e aruling by the relevant Assessment Board in the light of a student having been
found guilty of academic malpractice

All such changes shall be reported back to the/next Module Assessment Board

3. The Module Assessment Board shall be requiredito abide by any dec¢isiop’concerning
a student which has already been takengdoysthe Mitigating Circumstanees Board.

4. All decisions taken by the Module Assessment Board shall be taken in the name of
the entire Board, of which the ExternalfExaminer(s) is a member. Those decisions
must be taken and recorded withfall members of the Board present, except for those
who, for valid reasons, have been‘given‘permission by thesChair of the Board not to
attend.

5. In any event, no decision,coneerning the assessment of a student or students shall
be taken by a Module Assessment Board, unless that Board is quorate. A quorum
shall be deemed tobe 50%,0f the full-time equivalent staff responsible for assessment
within the purview ofithat Board.

6. It is a requirement _ofyUniversity. of=Chester that the proceedings of a Module
Assessment Beard shall be minutedhy a member of staff of University of Chester in
accordance with'the guidelin€stin Appendix 8A.

7. ExternalExaminers shall Sign the confirmed marks cover sheet at the end of the
meeting ofithe Module Assessment Board.

Further guidance ongnatters relating to the conduct of Module Assessment Boards is

given in Appendix 8A of,this'Handbook.
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8.6 Requirements for the conduct of assessment by
Awards/Progression Assessment Boards

1. Compensation of Failure
Level 3
Compensation of failed modules is not permitted at Level 3.

Level 4

In the case of a student who is registered for a minimum of 120 credit points at Level
4, an Awards or Progression Assessment Board, having due regard to the standard
of the award, the programme objectives, the programme assessment requirements,
and any professional requirements, may allow that student's.everall performance to
compensate for failure in the assessment of modules up te"and including 40 credits
at Level 4. In order for compensation to be applied, the student must have a profile
(following initial assessment, reassessment or a thifd assessment attempt) with no
more than 40 failed credits and an average mark for the level of study in question
(including failed but not deferred modules) of 40% or higher. If these, conditions are
met, compensation will be applied to those failed module(s) wheré both the overall
module mark falls in the range 30-39%g@and, there is no component mark below 20%.
The Board will deem that a student®in this position hastachieved the credit for the
compensated module(s), although the faildfmarks themselves will stand and will be
recorded on the student’s transcript.

Level 5

In the case of a studentiegistered for a minimum of 120 credit points at Level 5, an
Awards or Progression Assessment Beardy.having due regard to the standard of the
award, the programme objectives, thesprogramme assessment requirements, and
any professional requirements, may,allow that student's overall performance to
compensate for failure in the assessment of modules up to and including 20 credits
at Level 5, In order for this to apply, the student must have a profile (following initial
assessment, reasséssment or a third assessment attempt) with no more than 20
failed\credits and an average mark for the level of study in question (including failed
but not deferred modules) of 40% or higher. If these conditions are met, compensation
will be applied to those failed module(s) where both the overall module mark falls in
the range 30-39% and there is no component mark below 20%. The Board will deem
that a student in this position has achieved the credit for the compensated module(s),
although the fail marks themselves will stand and will be recorded on the student’s
transcript.

Level 6

In the case of a student registered for a minimum of 120 credit points at Level 6, an
Awards or Progression Assessment Board, having due regard to the standard of the
award, the programme objectives, the programme assessment requirements, and
any professional requirements, may allow that student's overall performance to
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compensate for failure in the assessment of modules up to and including 20 credits
at Level 6. In order for this to apply, the student must have a profile (following initial
assessment, reassessment or a third assessment attempt) with no more than 20
failed credits and an average mark for the level of study in question (including failed
but not deferred modules) of 40% or higher. If these conditions are met, compensation
will be applied to those failed module(s) where both the overall module mark falls in
the range 30-39% and there is no component mark below 20%. The Board will deem
that a student in this position has achieved the credit for the compensated module(s),
although the fail marks themselves will stand and will be recorded on the student’s
transcript.

Compensation may not be applied to a module that, for professional reasons, has
been granted formal derogation from the regulations.

Within the LLB programme, the University’s normal regulations governing
compensation of modules marked in the range 30%-39% shall not apply to modules
designated as Foundations of Legal Knowledge, all of which must be passed with a
mark of 40% or more, unless a student signifiesmwriting te the University that she/he
no longer wishes to have Qualifying Law Degree status. A student who does not
wish to have Qualifying Law Degree status may,.be compensated, indany modules
within the LLB programme, in accordance with the University’s'nofmal regulations.
Compensation may be applied to partitime students before they’have completed all
the modules at the level; providingfthey*have failedyno more than the maximum
number of credits for which compensation is germitted-at the level and that their
average mark for the levehof study in questiony(including failed but not deferred
modules) is 40% or higher, compensation will,be applied to those failed module(s)
where both the averall ' module mark falls in/the range 30-39% and there is no
component marksbelow 20%.

For compensation information regarding students on 15 credit modules please refer
to Section F4.3wf.the Principles and Regulations

Prégeessian: Level 3tgLevels, Level 4to Level 5and Level 5to Level 6

In order to progress from one level of study to the next, a full time student shall
normally be required to have obtained the requisite number of module credits (120)
at the lower level. These credits may be obtained by means of first assessment,
reassessment, or, where permitted, third assessment attempt. However, a student
with no more than 20 credits of reassessment, third assessment attempt or deferral
will be allowed to progress conditionally to the next level of study.

A student with more than 20 credits but no more than 40 credits of reassessment or
deferral at first or second attempt, with no third attempts, may, at the discretion of the
Awards/Progression Assessment Board, be allowed to progress conditionally to the
next level of study. In these cases the Awards Assessment Board shall take into
consideration the student’s ability to cope with the additional assessment burden.
Such assessment must be completed within the academic session following the initial
assessment.
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3.

Students granted an opportunity for conditional progression may not cite the
additional workload as a mitigating circumstance for purposes of requesting an
extension, deferral or academic appeal.

Students who have more than 40 credits outstanding, or who have more than 20
credits outstanding at third assessment attempt, shall not be eligible for progression,
but must satisfactorily complete all reassessments before progression is permitted.
In no circumstances shall a student be permitted to commence Level 6 study until
they have successfully completed all required credits at Level 4.

Conditional progression is not permitted between levels 3 and 4.

Part time students may register for modules at different levels during the same
academic year. However, where a third assessment attemptshas been granted in
more than 20 credits, a part time student is not permittedsto register for any further
modules at the higher level until the third assessment attempt has been successfully
completed. Under no circumstances will a student bejpemmitted to register for
modules at Level 6 until they have successfully completed all required credits at Level
4.

A student who passes modules at the higher level of study”shall*besentitled to the
credit gained from those modules, but shall not have themstaken into account for
further progression until the necessary'modules at the lower, level have been passed.
In no circumstances shall a stddent be permitted to commence Level 6 study until
they have successfully completed-all /mnodules at Level 4.

In cases where a stufent on,an accelerated programme has been allowed to
conditionally progress to,theynext level of study, the outstanding reassessment and/or
deferrals from the“lower level of study Shallbe assessed in the next assessment
session, regardless _ofiwhether otherstudents are taking these assessments in that
session. If a‘student fails to complete the reassessment and/or deferrals and is
offered’a third attempt in more‘than 20 credits, their study at the higher level must
cease.

Students tindertaking a third attempt should normally attend the module again; where
this is,not possible they. must attend a programme of scheduled tutorial support.

Where programmes are validated to include requirements for progression and
completion which do not contribute to the credits of the award, such requirements
shall be stated within the formal programme documentation. This documentation shall
also state the means by which students may retrieve initial failure to meet such
requirements.

Procedure for the determination of the classification of Bachelor’s Degrees
with Honours

(&) These requirements are sequential and shall be applied in order.



(b)

(c)

(d)

(e)

(f)

(9)

Quiality and Standards Manual

Module Assessment Boards shall provide moderated module marks for all the
students who have been assessed within the purview of those Boards for
consideration by the Awards/Progression Assessment Board in relation to a
recommended honours degree classification. A Module Assessment Board is
not empowered to make recommendations concerning awards or
classifications.

Students who have fulfilled the credit requirements for the award of an Honours
Degree will be awarded classifications on the basis of a weighted average mark
from their study at Level 6 and Level 5. Averages for Level 5 and Level 6 will
be calculated, with each module’s mark weighted accordinggto its credit value.
In cases where numerical marks exist for between 100 and\120 credits at the
relevant level, the calculation will be based on the highest 100,credit marks at
that level. Where numerical marks exist for in excess’of 120 credits at the
relevant level, the lowest 20 credit mark will besdeducted from the calculation.
In cases where numerical marks exist for fewer than 100 credits at the relevant
level, all marks will be used. These averages will'then be’combined with a
weighting of one-third for the Level 5 mark and/two-thirds fer the Level 6 mark.
Figures used for this calculation shall not be rounded’but willtbé expressed to
two decimal places.

Where a student has beensadmittedyby direct entry to Level 6, the overall mark
total shall be calculated on the basis of the dlfevel 6 marks only. In cases where
numerical marks exist for between 200%and 120 credits at Level 6, the
calculation will be ‘hased™on the highest 100»credit marks. Where numerical
marks exist for in excess of 120 credits at|Level 6, the lowest 20 credit mark will
be deducted from the calculation. lheeases where numerical marks exist for
fewer than 100, credits at Level 6=albmarks will be used.

The averagesfor Level'5will only be used for degree classification purposes if
there"are Aiumerical marks for 50% or more of the required Level 5 credits.

Aprovisional degree, class shall be awarded in accordance with the following
scale:

70 and above First class honours

60 — 69.99 Upper second class honours
50 — 59.99 Lower second class honours
40 — 49.99 Third class honours
0-39.99 Fail

A list of students shall be provided to the Awards Assessment Board, ranked by
overall mark total expressed to two decimal places. The indicative, provisional
degree class shall be ascribed.
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(h)

(i)

()

Students whose overall total mark falls within one of the following ranges shall
have that initial overall mark raised to the threshold of the next degree class
above, i.e.

a mark within the range 69.50 to 69.99 shall be raised to 70
a mark within the range 59.50 to 59.99 shall be raised to 60
a mark within the range 49.50 to 49.99 shall be raised to 50

Students whose overall total mark falls within one of the following ranges shall
be reviewed for possible raising of the indicative degree classification to the next
class above, i.e.

67.00 to 69.49 shall be considered for raising to the first class
57.00 to 59.49 shall be considered for raisingto the upper second class

47.00 to 49.49 shall be considered for raising‘to the lower second class

Where a student has an overall gotalymark within one ofsthose ranges stated
above and also has at least half‘the Level 6 credits'for which numerical marks
are available in the higher classgthatistudent shall be placed in the higher class.

The Academic Malpractice "Panel may’ make a recommendation on the
calculation of the student’s .average mark oridegree classification.

4. Procedure forthe award of the Foundation Degree with Distinction or Merit

a)

b)

c)

d)

These requirements aressequential and shall be applied in order.

Students who have fulfilledthe credit requirements for the award of a Foundation
Degree will be awarded the classification on the basis of Level 5 module marks
only. Level 4 modules must be passed or compensated but the marks do not
contribute to the average upon which the classification is based.

The number of Level 5 credits used to determine the average is dependent upon
the number of Level 5 credits for which numerical marks exist. In cases where
numerical marks exist for between 100 and 120 credits, the best 100 credits will
be used; where numerical marks exist for in excess of 120 credits, the lowest 20
credit mark will be deducted from the calculation. In cases where numerical marks
exist for fewer than 100 credits, all marks will be used

A provisional degree class shall be awarded in accordance with the following
scale:



Quiality and Standards Manual

70% and above - Distinction

60 - 69.99% - Merit

e) Students whose average mark falls within one of the following ranges shall have
that initial overall mark raised to the threshold of the next degree class above, i.e.

a mark within the range 69.50 to 69.99 shall be raised to 70 and a Distinction
awarded

a mark within the range 59.50 to 59.99 shall be raised¢to 60 and a Merit
awarded

f) Students whose average mark falls within one of theyfollowing ranges shall be
reviewed for possible raising of the indicative glassification to the next class
above, i.e.

67.00 to 69.49 shall be considered for ‘raisingito a Distin€tion

57.00 to 59.49 shall be consideredhfor raising to a Merit

Where a student has an overalltotal mark within onelef those ranges stated above
and also has at least halfithejLevel 5 credits for which numerical marks are
available in the higherelass;that student‘shall,be placed in the higher class.

g) The AcademiciMalpractice Panelamay,make a recommendation on the calculation
of the student’'s“average mark or“their“eligibility to be awarded a Foundation
Degree with Distinction or Merit.

Procedure for the award¢of Masters Deqgrees and Postgraduate Diplomas with
Distinction or Merit

In order to be eligible,for the conferment of a Distinction, a candidate for a Masters
degree or Postgraduate Diploma must attain a mark of 70% or higher in Level 7 and/or
Level 8 modules representing at least half the credit for which numerical marks are
available. The modules may include the dissertation. In order to be eligible for the
conferment of a Merit, a candidate for a Masters degree or Postgraduate Diploma
must attain a mark of 60% or higher in Level 7 and/or Level 8 modules representing
at least half the credit for which numerical marks are available. The modules may
include the dissertation.

The Academic Malpractice Panel may make a recommendation on the student’s
eligibility to be awarded a Masters Degree or Postgraduate Diploma with Distinction
or Merit.

The University does not confer Distinction or Merit on Postgraduate Certificate
Awards.
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6. Procedure for the determination of interim awards

7.

In circumstances where a student fails to gain the required number of module
credits for the granting of the award for which he/she is registered, the Awards
Assessment Board shall normally award the highest interim award to which the
credits gained entitles them.

Powers to act on behalf of an Awards Assessment Board

In accordance with paragraphs F2.5 and F2.6 of the Principlessand Regulations, the
Chair of an Awards Assessment Board may takes decisions on granting
reassessments (or third assessment attempts), progression.and awards, on behalf of
the Board. In all cases involving the grant of an award, the televant Chief External
Examiner must be consulted.

An Awards/Progression Assessment Board may, in exceptional €ircumstances, also
delegate its authority to a subsidiary examination committee,, of‘whichsat least one
External Examiner in a programme leading,to the award shall beya member. Where
an examination committee is required this must be approyved’ by the preceding
Awards/Progression Assessment Board:y/Examination Committees may not make
awards. Further guidance is givenin Appendix 8E.

All decisions taken on behalf of.an Awards/Rrogression Assessment Board shall be
reported to and minuted at the hext meeting*ef that'Board.

Reassessment

A student'nermallyshas the right to reassessment in any failed module, except
where!

e “the module is'the 'subject of compensation

¢ such provision is cantrary to the regulations of any party to the award
an academic malpractice panel has determined that reassessment is not
permitted

e for professional or other reasons, recommended for approval by a validation
panel, and ultimately approved by Academic Quality and Enhancement
Committee on behalf of Senate, restrictions on reassessment opportunities
within the programme should apply,

Full time students at Levels 3, 4, 5 and 6 cannot be offered reassessment until the
results have been confirmed by the Awards/Progression Assessment Board and will
not be presented to the Awards/Progression Assessment Board until all module
results at the level have been confirmed by the Module Assessment Board.

The Awards/Progression Assessment Board shall only offer a third assessment
attempt to a student who attempted or deferred at least one component for which
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reassessment was due. Students failing to attempt or defer at least one component
for which reassessment was due will not be offered a third assessment attempt and
will have their studies terminated. A student with reassessment in only one module
will be offered a third assessment attempt, even if they failed to submit any of the
components for which reassessment was due.

The final profile of marks will include results from the most recent sitting; marks for
failed modules are not carried forward from previous sittings.

The minimum aggregate pass mark for each module to which these regulations apply
shall be 40%. Failure in one or more components of the assessment of a given
module shall be compensated for by the results in one or more other component
within that module, provided that the overall pass mark for the module of 40% is
attained and a minimum of 20% is attained for each assessment:component within
the module.

A minimum mark of 20% must be attained in all assessment components within a
given module in order that that module may be passed overall.” In the event of failure
on these grounds, the module mark to be recorded shall be 39% or the arithmetical
mark, whichever is the lower. Such module failure cannot besthe subject of
compensation.

A student who undertakes reassessmentyin a failed madulé is required only to
undertake that component or thosescomponents for which“a mark'of at least 40% has
not already been obtained.

At the point of reassessment, thosescomponents in which the student has already
gained a pass mark of,40%.,0r more shall be“brought forward either from first
assessment or reassessment as appropriate, and the principle of compensation as
between components of, assessmentiyshall be applied. Notwithstanding the
arithmetical odtcomeof the calculation of marks at the point of reassessment, the
overall module mark which shall beyrecorded for a student who has succeeded in
passing’such reassessment shall be 40%.

Where a“student is required to/be reassessed in more than one component of a
module, the student shall'be required to submit herself or himself for reassessment
in thase components at the same point.

Where a student has both deferred and failed components within the same module,
at the next assessment point they must submit both the deferred component(s) and
any failed component(s) where the mark falls below 20%. Where such failed
components exist, the module mark will be capped at 40% upon reassessment.

Reassessment must be undertaken at the point determined by the
Awards/Progression Assessment Board.

Regardless of the number of credits outstanding, all candidates will normally be
reassessed at the first opportunity following initial failure. Undergraduate students
with in excess of 60 credits outstanding following an Awards Assessment Board
where the next opportunity does not permit repeating attendance will be given the
option to undertake outstanding assessment with attendance during the next
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academic session. In particular Undergraduate students with in excess of 60 credits
outstanding at the July Awards Assessment Board will be given the option to
undertake outstanding assessment with attendance during the next academic year.
Where a student is registered for study in the part time mode, reassessment may take
place prior to the conclusion of his or her studies at a given level (F4.4). Full time
students may not be reassessed until the results of all modules at that level have
been confirmed by both tiers of assessment board.

Where a student is registered for study at Level 7 or 8, reassessment at second or
third attempt may take place prior to the conclusion of studies. The student shall be
offered reassessment in failed modules at the first opportunity, this being determined
by the Awards/Progression Board.

A student who is allowed to progress conditionally to the nextdevel of,study shall also
be offered reassessment in the outstanding module(s) at the time when the equivalent
components of those modules are being assessed withifitheinext academic session.

A student who has been granted a further reassessment (third assessment attempt)
following failure in reassessment shall be offeredthat third aSsessment attempt
normally at the time when the equivalent components of the, failed module(s) are
being assessed within the next academic session.

Where the objectives of the programmey, pathway or courseyaréssuch that attendance
is compulsory for certain components, the formal programme documentation must
give details of the attendance requirements to bé met by students and make clear the
relationship between compulsory attendance andithe assessment process. It must
also be made clear what provision thereds forithe retrieval of initial failure where this
failure relates to attendance (D1.9).

A reassessmentitaskyin a given component of a module shall be proportionate to,
comparable with and equivalent tothe original assessment task; any variation from
this is gpermitted=0nly in scifeumstances where an assessment task cannot be
practicably replicated in the reassessment (F1).

In‘cases where a module, inmwhich a student has been offered reassessment is no
longer being delivered at the time when the student is due for such reassessment,
the Awards/Progression” Assessment Board shall make appropriate alternative
arrangements if necessary.

A student required to be reassessed in a module with attendance must pay the full
module fee, even if assessed only in those components not already passed.

Further guidance on the availability of reassessment opportunities appears as
Appendix 8B
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SECTION 9: REQUIREMENTS FOR THE DISCLOSURE OF
ASSESSMENT RESULTS

9.1 Categories of marks to be disclosed

Finally determined main component marks, i.e. the mark for each particular module,
written assessment, coursework or practical as determin by the Module
Assessment Board, shall be disclosed to students. Where students are given access
to marks that have not been before the relevant Module,As ment Board and
Awards/Progression Assessment Board for final determina it must be made clear
that these marks are PROVISIONAL. Provisionally-ai d marks for individual
guestions on an examination paper may be disclosed to dents and marks gained

in continuously assessed studies shall be disclased to students throughout the
academic year, as a matter of routine. < Q

9.2 Disclosure of assessment rés o stude

Students will be able to acce ssment results via the Portal during
the course of the academi ssment results are then issued on
the Portal at pre-determi
details). The official

Assessment B

the studentls res ibility t they check confirmed results on the
Portal at.the relevant are advised to discuss their results with their
Perso demic Tutor pletion of an award, the profile will take the form of
a Dipl pplement will be issued after the meetings of Awards/
As ent Board ' t to each student by post to the home address held

on the central stud d system. Only students who have successfully completed
their award, withdraw ad their studies terminated will receive results via the post

9.3 Requests made before marks are finally determined

Students shall be advised that marks to date are PROVISIONAL only, subject to
confirmation by the Awards/Progression Assessment Board.
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9.4 Non-disclosure to other persons

Only a student’s own assessment marks shall be disclosed to that student and no
member of the University shall be permitted to disclose to or discuss with a student or
other unauthorised person the marks gained by another student. Should a student
come to a member of staff having discovered, by whatever means, the marks of
another student, and wish to discuss them, possibly in relation to his or her own
assessment performance, the member of staff shall decline to do so.

Assessment results will not be released over the telephone. !
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Introduction

11

1.2

1.3

14

15

16

1.7

The academic appeals procedure is intended to allow students of the University of
Chester to raise concerns about their academic progress, where there is evidence to
suggest that it is reasonable to do so. The procedure is designed to ensure that these
concerns are fully considered and that, where appropriate, action is taken to deal with
them.

Itis in the student’s interest to raise concerns formally with the department(s) concerned
prior to submitting an academic appeal. This is especially true iir¢ases where the student
believes that there is clear evidence of an administrative‘error which could be corrected
without the need to submit a formal appeal.

The academic appeals procedure does not allew students to challenge the marks that they
have been awarded for a particular piece of assessment. The decisions made by the
Examiners about the academic value of a piece,ofwork areracademi¢’judgements and
cannot be overturned.

The academic appeals procedure is designed to enable students to raise concerns relating
to decisions of the Awards Assessment Board{the Progression Assessment Board, the
Postgraduate Research‘Degree Awards Board,the Progress Review Board, the Mitigating
Circumstances Board and, in limited cireumstances, the Academic Malpractice Panel or
the Subgroup on,Academic*Malpractice Penalties. Other matters that do not relate directly
to these, suchras alleged poor teaching, stipervision or academic guidance, should be
raised at the time through studentirepresentation arrangements or via the Complaints
Proceddre:

When a student or former'student of the University submits an appeal they are referred to
as'‘the appellant’

The academic appeals procedure is primarily evidence based. It is the appellant’s
responsibility alone to provide sufficient independent documentary evidence to
substantiate the contents of their appeal. An appeal is highly unlikely to succeed if no
suitable evidence is provided. The University will publish separate guidance on the type of
evidence that appellants may wish to consider submitting.

Throughout these procedures, where reference is made to specific post-holders, the line
manager of that post-holder may nominate another person to act instead.
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1.8

Throughout these procedures, indicative timescales are given in calendar days. However,
where a deadline (either for the appellant or the University) falls on a Saturday, Sunday,
Bank Holiday or on any other day that the University is closed, the deadline is extended to
2pm the next weekday (i.e. Monday — Friday).

Rights and Responsibilities

2.1

2.2.

2.3.

2.4,

2.5.

Any decision that is the subject of an academic appeal remains in force while the appeal
is being considered and the appellant must abide by that decision until the academic
appeals procedure has been completed. Where an appellant has completed a
programme of study, they must not attend any award ceremony-until the academic
appeal is completed. Attendance at a ceremony will inyalidate the appeal and all
decisions will stand.

The University undertakes that any student whe submits an academic appeal under this
procedure will not be academically disadvantaged{for havingdong’so. Any student who
believes that they have been disadvantaged by, submittingsan academic appeal at any
point should contact the Dean of Academic Quality & Enhantement immediately.

The University accepts that any student'who submits an academic appeal under this
procedure will do so in good'faithyand that any statements made in writing or verbally are
truthful. However, it res€@rves the right to investigate the authenticity of any documents
submitted in supportyof an academic appealy Any student found to have deliberately
attempted to decgeivey manipulate or in\any way interfere with the operation of this
procedure willshe subject to disciplinary action.

All mepibers of,staff who_ have beenvinvolved in the investigation, management or
administrationrof an academic appeal will observe the requirements for confidentiality.
The,appellant has thewight,tosrestrict the extent to which any part of their appeal
submission is disclosed outside of Academic Quality Support Services and to the
Academic Appeals Board. However, appellants exercising this right must be aware that
doing so may impair the full investigation of the case.

As long as the appellant has not had their studies at the University terminated or has
otherwise completed their programme of study, they will retain the same rights of access
to the resources and support of the University as any other student. Following
submission of an appeal, communication which directly relates to the substance of that
appeal must be channelled through the Student Affairs team in Academic Quality
Support Services.



2.6.

2.7.

2.8.

2.9.

2.10.

2.11.

2.12.
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The University will use its best endeavours to ensure that academic appeals are dealt
with in a timely way. If the appellant meets all of the deadlines outlined in these
procedures, a decision by the Academic Appeals Board should normally be made within
60 days of the date of submission. Where any delay is caused by the University, the
appellant will be kept informed and reasons provided.

To facilitate the swift handling of appeals, communication will be to the appellant’s
University of Chester email address and may be copied to one other alternate email
address specified by the appellant. It is the appellant’s responsibility to check their email
regularly during the appeals process. The University will regard any email sent to an
appellant by 4pm (Monday-Friday) as having been received on'the same day. The
appellant may indicate that they would like to receive letterS byspost in addition.

If at any point in the conduct of an appeal under these procedures it appears that other
students who may or may not have appealed have beenaffected by an identified
irregularity, this will be reported to the Dean ofsAcademic Quality»& Enhancement and
the Deputy Registrar who shall be empowered to ifstruct that‘appéals are considered on
behalf of all students believed to have been affected.

In most cases the outcome of a_successful' appeal will be taxallow the appellant a further
opportunity to be assessed. Therefore, the academig judgements made by the
Examiners and the marks agreed, by‘them will'not be altered unless an administrative
error has been identifiedwhich warrants stch a,course of action.

Appellants who are registered for or seeking to return to a professional programme may
be referred tasthe Professional Suitability Procedure where their appeal submission or
supporting evidente suggests that it would be prudent to do so. Such a decision may be
made by the Dean of Academic Quality & Enhancement, the Academic Appeals Board
or thevAsSessment Review Board.

ThesUniversity willnot be liable for any expenses an appellant might incur arising out of
an Academic Appealyirfespective of whether the appeal is successful or not.

The appellant is permitted to withdraw their appeal at any point until 5pm on the day
prior to its hearing by the Academic Appeals Board. After this time, an appeal may not
be withdrawn. In the event of the appeal being upheld, the appellant must abide by the
decision of the Examiners which shall be determined by the Assessment Review Board.
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Grounds for Appeal

3.1.

3.2.

3.3.

A student may appeal against a decision of the Awards Assessment Board or the
Progression Assessment Board on the following grounds only:

3.1.1. That there were procedural or administrative irregularities in the conduct of the
assessment process;

3.1.2. That there were factors which materially affected the appellant’s performance,
provided that these circumstances were not known by the Examiners and there
are compelling reasons why the appellant failed to follow the procedures for
requesting an extension or deferral or for submitti
Mitigating Circumstances Board;

3.1.3. That the appellant had been assessed as

during the current academic sessiongprovide
this procedure has been adhered to.

f the M%@Jmstances Board on

3.2.1. That there is evidence of eduralsr administrative irregularity in the conduct

of the Mitigatin\ tances rd;
3.2.2. That the@ome new'ev hich, for compelling reasons, could not be
ailable p

A student may appeal against a de
the following grounds only:

madg a rior to ing of the Mitigating Circumstances Board.

Subgroup on Academ practice Penalties on the following grounds only:

3.3.1. That there % nce of procedural or administrative irregularity in the conduct
of the published academic malpractice procedures;

A st a peal r@ decision of the Academic Malpractice Panel or the

3.3.2. That the appellant, for compelling reasons that can be substantiated, was unable
to mount a defence of the allegation of academic malpractice.

Submission of an Academic Appeal

4.1.

A student may only submit an appeal after the formal publication of results by the
Awards Assessment Board or the Progression Assessment Board, or after receiving final



4.2.

4.3.

4.4.

4.5.
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notification of the decision of the Mitigating Circumstances Board, the Subgroup on
Academic Malpractice Penalties or the Academic Malpractice Panel.

In all cases, appeal submisisons must be made using the appropriate form and be
received by the University no later than 10 days after the date of publication of results or
notification of outcome.

Academic Appeals may be submitted as email attachments to
academicappeals@chester.ac.uk. Where an appellant chooses to submit an appeal by
email, it must meet the following requirements:

4.3.1. Documentary evidence provided in support of an appeal(e.g. medical certificates,
letters etc.), must be attached to the email as full’‘colour scans and preferably as
PDF files.

4.3.2. ltis the appellant’s responsibility to beable te produce thesoriginal documents
submitted in support of an academic @ppealiif requested to.do so by the University.
Failure to produce such original documents'will invalidate the appeal.

Academic Appeals may be submittedhin hardcopy to onetef thesfollowing authorised
receiving departments:

4.4.1. Academic QualityaSupport Services (byypost only);
4.4.2. Chester Students’ Union (in person-enly);
4.4.3. Student Welfarey/ Disability Support (located in Student Support and Guidance).

Irrespective of the tnethod chosenyto submit, it is the appellant’s responsibility to ensure
safe receipt ohans@appeal submission:

4.5+, Ifemailed ossubmittedsto the University in person, the appellant should expect to
receive an‘acknowledgement from Student Affairs within 7 days.

4.5.2. Where the appellant chooses to post their appeal submission, they are strongly
advised to use a suitable tracking service. The appellant should expect to receive
an acknowledgement from Student Affairs within a reasonable amount of time
depending upon where the documents were posted from and, in every case,
should make contact if no acknowledgement is received within 14 days of posting.

4.5.3. Appellant’s submitting appeals from outside the UK are likely to find it more
convenient to make their submission via email. However, if this is not possible, the
appellant is advised to notify the Student Affairs team to ensure that the
submission is not inadvertently considered late.
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4.6.

4.7.

4.8.

4.9.

4.10.

Where it is not possible to provide all of the supporting documentation with the appeal
submission, the appellant must clearly indicate this and undertake to provide it
separately, normally within no more than 10 days.

The Senior Assistant Registrar (Student Affairs) will receive appeal submissions.

If an appeal is submitted late it will not normally be considered unless the Senior
Assistant Registrar (Student Affairs) determines that this would be unreasonable in the
circumstances. An appellant who submits a late appeal must clearly explain why it was
not possible to adhere to the relevant deadline.

The appellant may give consent for their appeal to be discussed with a nominated third
party by indicating this on the Academic Appeal Form.

Where the appellant supplies supporting evidencethat.is not in English, it is their

responsibility to arrange for translation by a qualified, certified translator with copies
appropriately marked.

Appeals relating to Spegificdearning Differences

5.1.

5.2.

5.3.

If a student wishes to appeal a decision ofthe"Awards Assessment Board or the
Progression Assessment Board on ground 3.1.3 (diagnosis of a Specific Learning
Difference in the,current. academic session and not being in receipt of the reasonable
adjustments fomassessment indicatedyonthe student’s Inclusion Plan), the student must
contact the (Disability Support Service as possible.

The DisabilitysSupport Service \will notify Academic Quality Support Service of any
stident wishing to submitian.appeal on ground 3.1.3 and the deadline for receipt of the
appeal shall automatically be extended to 21 days.

The Disability Support Service will, in consultation with the appellant, determine whether
all of the following hold:

5.3.1. The student had been diagnosed in the current academic session, and before the
meeting of the relevant Awards Assessment Board or Progression Assessment
Board; and

5.3.2. The Disability Support Service is in receipt of a report compiled by an
Educational Psychologist or other person qualified to diagnose Specific Learning
Differences; and
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5.3.3. The student had not been afforded all opportunities agreed in a full Inclusion Plan
to support the assessment or examination in question.

5.4. If the Disability Support Service is unable to verify that all of the provisions of 5.3 hold,
the appellant will be notified and advised of their right to submit an appeal on any of the
other grounds listed at 3.1.
5.5. If the Disability Support Service verifies that all of the provisions of 5.3 hold, the
Academic Appeals Form should be completed in consultation with the appellant and sent
to Academic Quality Support Services with the following: s
5.5.1. Confirmation that the appellant had been diagne n accordance with the
requirement of 5.3.1. in the current academi on;
5.5.2. A copy of the report compiled by an ychologist or other person
qualified to diagnose Specific Learning Differences; @
5.5.3. A copy of the appellant’s ful jon Plan; and %
5.5.4. Confirmation that the appellant had not bee d all opportunities agreed in
a full Inclusion Plan in aceordance with the requirement of 5.3.2.
5.6.  On receipt of the A &A eals F,
Dean of Academic [ Enhance
assessment without the need to con
57. Innoci efe
take i d session.
5.8. v%
about whether the
sent to the Academic Appeals Board for resolution. Where this happens, both the
appellant and the Disability Support Service will be notified.
6.  Preliminary Stage
6.1. The Senior Assistant Registrar (Student Affairs) will nominate an Officer to receive

appeal submissions. The Officer will review the submission and may make some limited
investigations, only to the extent of verifying information contained in the appeal.
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6.2.

6.3.

6.4.

6.5.

6.6.

The Officer will make a recommendation to the Senior Assistant Registrar (Student
Affairs) that either:

6.2.1. There are sufficient reasons to accept the submission for further investigation; or
6.2.2. The appeal should be rejected.
A decision to reject the appeal at this stage may be based on any of the following:

6.3.1. The appeal has been submitted outside of the stipulated deadline, the appellant
has not given a sufficient explanation for the delay and nothing in the submission
gives cause to suspect that it would be unreasonable te*declare it ineligible;

6.3.2. The appeal is based wholly on disagreementwithvacademic judgement;

6.3.3. The appeal is not accompanied by appropriate of relevant independent
documentary evidence, the appellant has not indicated that'this is to follow and/or
the appellant has failed to provide documentary evidence,reguested by the
Officer by the stipulated deadline;

6.3.4. The appeal is based wholly‘on factors whichiwwere outside of the University’s
control and which the appellant might#easonably have been expected to foresee
and/or take reasonable steps to avaid.

If the appellant has indicated that further documentary evidence is to follow, it will
normally be expected within 10 days‘ef thé appeal submission deadline. Where the
appellant cannot meet this deadline, it'is’their responsibility to notify Academic Quality
Support Serviees/(Student-Affairs) and suggest a reasonable deadline.

Thesappellant alonesisssesponsible for the content of their appeal submission and any
accompanying doeumentary evidence. However, where it is reasonable to do so based
on the full submissionyréceived, the Officer or the Senior Assistant Registrar (Student
Affairs) may delay the decision and invite the appellant to provide further documentary
evidence. Where this happens the appellant will normally be invited to supply evidence
within 10 days, as set out in 6.5.

The decision of the Senior Assistant Registrar (Student Affairs) will be communicated to
the appellant by the Officer, normally within 7 days of the deadline for the appeal
submission. If the appeal had been submitted late, or if the appellant was asked to
provide further evidence, the decision will be communicated within 14 days of the date
of the submission or receipt of evidence.



6.7.

6.8.

6.9.
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If the decision is to reject the appeal at this stage, the Officer will:
6.7.1. Write to the appellant giving reasons for the decision to reject the appeal;

6.7.2. Explain any additional information that was requested of the department/service
which was the subject of the appeal at the preliminary stage;

6.7.3. Explain whether there might be a different procedure that the appellant can use
to pursue the case (for example, the Complaints Procedure);

appeal has been rejected at the preliminary stage c est a review of that

6.7.4. Explain the review procedure and the grounds upon Whl!h an appellant whose
decision;

Procedures Statement if the
S to re st a review; and

6.7.5. Explain the procedure for requesting a Co

appellant does not believe that they 0
6.7.6.

If the decision is to ac he appeal forfurther investigation, the Officer will:

nin ircumstances, a
ersation or meeting will
t d is not an opportunity to

6.8.1. Write to the t to expla @ e appeal is to be investigated further and
give ated date when ase might be heard by the Academic Appeals
Board (however appella note that this date is subject to change to

te theprigritisation of cases according to 10.3.);

lain the possi comes if the Academic Appeals Board was to uphold the
seems that the appellant’s expectations go beyond what the
als Board might reasonably be expected to do.

If in the opinion of the Senior Assistant Registrar (Student Affairs) there is clear evidence

of an administrative error, the department(s) concerned will be invited to correct the error
in accordance with the procedure outlined in section 9.

Review of the Preliminary Stage

7.1.

Following the rejection of an appeal at the preliminary stage, the appellant may request
a review of that decision by the Dean of Academic Quality & Enhancement.
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7.2

7.3.

7.4.

7.5.

7.6.

7.7.

A request for a review of the decision at the preliminary stage may only be made on the
following grounds:

7.2.1. That the preliminary stage was not conducted in accordance with the procedures
outlined in section 6; and/or

7.2.2. That new evidence has come to light which could not have been disclosed in time
to be considered at the preliminary stage.

An appellant wishing to request a review of the decision at the preliminary stage must do
so in writing to the Dean of Academic Quality & Enhancem in 10 days of
receiving the letter outlining the reasons why the appe rejected.

If, on receipt of the request for review, the Dean ¢
identifies any potential conflict of interest, a
to undertake the review.

The Dean of Academic Quality & 'Q ent w&@ request and determine
either:

7.5.1. The decision to rejectith al at thé preliminary stage should stand and that a
Completion of dures Statement uld be issued; or

¢ Quality & Enhancement
\cademie Faculty will be asked

7.5.2. The decision ject the a > preliminary stage should be overturned

and t he.case shoul d for further investigation.
In con in
rega
r able inall o
The decision of the of Academic Quality & Enhancement will be communicated to

the appellant, normally within 21 days of the date that the request was received.

Investigatory Stage

8.1.

The Senior Assistant Registrar (Student Affairs) will nominate an Investigating Officer to
handle an appeal that has been accepted for investigation. The appellant will receive the
name and contact details of the Investigating Officer.



8.2.

8.3.

8.4.

8.5.

8.6.

8.7.
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Where necessary, the Investigating Officer will contact the appellant to clarify any aspect
of the appeal submission at any point during the investigatory stage.

Where the appeal relates to a decision of the Mitigating Circumstances Board, the
Subgroup on Academic Malpractice Penalties or the Academic Malpractice Panel, the
Investigating Officer will normally request information from the Secretary of the relevant
Board or Panel.

In all other cases the Investigating Officer will, subject to the provisions of 2.4, forward
the submission to the department(s) referred to in the appeal with a request to:

8.4.1. Provide a response addressing the central issues om%)eal, including the
reasons and justifications that the appellant ad ;

8.4.2. Provide details of any additional factors wi @\ ave a bearing on the case;

8.4.3. Provide details of any actions undertaken if relation t@ellant and the
case;

8.4.4. Provide details of any co t posed by any. Preféssional or Statutory
Regulatory Body;

8.4.5. Respond to an ific questions @e Investigating Officer feels are
pertinent to %a.

If the appell as.indicated that so of their appeal submission or supporting
evidence should not be disclosedyto epartment(s) referred to in the appeal, they
may o providée a su instead. The Investigating Officer may consult with the

appe ermine @x be disclosed.

epartment(s @ d to in the appeal will be asked to respond within a reasonable
maount of time whic all not normally exceed 28 days. Where additional time is
requested, reasons for this will be communicated to the appellant.

T
a

8.6.1. If a department fails to respond within a reasonable amount of time, the
Academic Appeals Board will be notified. The Board may draw whatever
conclusions it wishes from a failure to respond or it may compel the department
to respond under powers delegated to it by Senate.

On receipt of the responses from the department(s), the Investigating Officer will review
and decide one of the following:
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8.8.

8.9.

8.10.

8.11.

8.12.

8.7.1. The department(s) have accepted that the appeal submission is with merit and
there would be no detriment to the appellant or other students by seeking a
resolution to the case prior to its hearing by the Academic Appeals Board; or

8.7.2. The case should be heard by the Academic Appeals Board.

Appeals which relate to decisions of the Mitigating Circumstances Board, the Subgroup
on Academic Malpractice Penalties or the Academic Malpractice Panel will normally only
be resolved by a hearing of the Academic Appeals Board.

Where the Investigating Officer decides in accordance with 8.7/1., the decision must be
ratified by the Senior Assistant Registrar (Student Affairs) andthe procedure at Section
9 must be followed.

Where the Investigating Officer decides in accordance with*8.7.2., the response(s)
received will be summarised and forwarded testhe appellant. The appellant will also be
advised of the date that the Academic Appeals Board will heat thefcase.

Appellants who wish to exercise their right to see the fullicase file before it is presented
to the Academic Appeals Board will'he notified that this'mayseause a delay to the
hearing. This is to allow additionaltime for the file to,be checked in order that the
confidentiality of others is not inadvertently bréached.

If they wish, the appellant may comment in‘writing on the response received from the
department(s) and this'will'be presented to the Academic Appeals Board. However, the
appellant may=not introduce new evidencéwhich, in the opinion of the Academic
Appeals Board, could have beenidisclosed with the original submission.

Resolution Priorto the Academic Appeals Board

9.1.

9.2.

During the course ofthe investigation, if it becomes clear that the department(s) referred
to in the appeal accept that the case is with merit, it might be possible to resolve the
matter without it being heard by the Appeals Board. Normally, this will only happen
where an administrative error is clearly identified (for example, an incorrect mark having
been entered).

The Investigating Officer will present the case to the Dean of Academic Quality &
Enhancement who will decide whether or not to permit an attempt at resolution. A
decision to allow such an attempt may only be made where the Dean of Academic
Quality & Enhancement is satisfied that there would be no detriment to the appellant or



Quality and Standards Manual S

other students by concluding the case without it being heard by the Academic Appeals
Board.

9.3.  On behalf of the Dean of Academic Quality & Enhancement, the Investigating Officer will
liaise with the department(s) concerned to determine how the error might be corrected.
This will normally entail the department(s) following another procedure, for example, the
mark amendment process. A reasonable deadline for resolving the error will be agreed.

9.4. The Investigating Officer will write to the appellant to explain the proposed course of
action and confirm that the appeal will be suspended while the matter is dealt with.

9.5. In very exceptional circumstances, the appellant may chall@%e proposed course of
action. Where this happens, the appellant must give t sons in writing. The case

will be referred to the Academic Appeals Board an ellant advised of the date
that the case will be heard.

9.6. The department(s) concerned will confirm ta the Investigating{Officer when the agreed

course of action has been completed. The | igating Officer will write to the appellant
with details of the outcome. < >

9.7. If any procedure that is initiateéd de€s not result in anew assessment outcome, or if the
department(s) concerned refus uggested resolution, the appeal will be
recommenced.

9.8. The appellant w.
is heard by t
time, it will be as

Xays in @ ject the outcome and request that the case

cademic Appeals rd-“If the appellant fails to respond within this
d that the reso n has been accepted.

10. rings of the Appeals Board

10.1. The/Academic Appe oard operates will the full delegated authority of Senate. This
means that it has the power to require staff and students of the University to make
written submissions, give evidence and answer any questions.

10.2. The Academic Appeals Board will meet as frequently as necessary to deal with cases
referred to it in a timely way. Normally, it will meet not less than once per calendar
month.

10.3. Cases will be referred to the Academic Appeals Board according to the following order of
priority:
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10.4.

10.5.

10.6.

10.7.

10.3.1. Appeals against decisions which have led to the appellant’'s programme of
study being terminated,;

10.3.2. Appeals against decisions which have led to the appellant being prevented from
progressing to the next level of study;

10.3.3. Appeals against decisions which have resulted in the appellant’s ability to
commence (or continue) employment is affected, where this can be confirmed

independently by the employer concerned in writing;

10.3.4. Appeals against decisions not covered by 10.3.1., 10.3.2. or 10.3.3., but where
the appellant has not yet completed their program tudy;

10.3.5. Appeals where the effect of a decision to ould result in the appellant
needing to undertake further assessme

10.3.6. Appeals which do not fall into one fthe evious ¢

10.3.7. Appeals received late, bu@ere accepte stigation.
The members of the Academi¢ A oard will be appointed by Senate for a two year

term. Retiring members may be te-pominated:

Each Academic A a oard will be@ s follows:
10.5.1. AC @lllnorm or an Associate Dean; and

of academic staff.

of the Academic Appeals Board should work in the

d nt(s) wi h the appellant’s programme of study resides. Any member
fromithe appellant’s rtment(s) will be asked to declare any perceived interest which
could give rise to conflict at the beginning of the meeting and this will be recorded. If
deemed appropriate by the Chair, the member will absent themselves from any relevant
areas of discussion.

Vi ossible

The Senior Assistant Registrar (Student Affairs), or other nominee of the Dean of
Academic Quality & Enhancement will attend the Academic Appeals Board to give
regulatory advice and make a record of the hearing, but will not be a member of the
Board.

The appellant is not permitted to attend the hearing.
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10.9. Other than through the presentation of their case via the means explained in this
procedure, appellants must not seek to influence the Chair or members of the Academic
Appeals Board or in any other way seek to sway the operation of the Academic Appeals
Procedure.

10.10. For each case, the relevant Investigating Officer will be present to answer any questions
about the investigatory stage and will hear the full deliberations and decisions of the
Board in order to communicate them fully to the appellant. The Investigating Officer will
not offer an opinion on the validity or otherwise of the appeal submission and the
academic members of the Board alone will make the decision on whether to uphold or
reject the appeal.

10.11. Neither the University nor the appellant may be legally regresented at meetings of the
Academic Appeals Board. However, the Academi @ 5 oard may take advice from

a member (or members) of staff of the Unive v appropriate clinical expertise or

from others with such expertise relating soléely to the interpretationfof medical or other
is to be requested

evidence supplied in support of an academi I. An h
and received in writing and made available to the app II%

a
der each c individually and on its own merits.

10.13. The Academic Appeal rd.will not be bou y legal rules of evidence nor by
previous decisions N;c ses wi veydue regard to whether a decision that is the
subject of an ap%r sonable % circumstances.

10.14. For each case, the Academic Appea ard will receive a file containing the following:
10.1 of the g @ ’s original submission with all supporting evidence

ovided;

10.12. The Academic Appeals Board will.€on

10.14.2. A copy of a port or response received during the investigatory stage;

10.14.3. A copy of any further comments made in writing by the appellant following
receipt of the responses received during the investigatory stage;

10.14.4. A copy of the appellant’s most recent academic results transcript.
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11.

Outcomes of the Academic Appeals Board

11.1.

11.2.

11.3.

For each case, the Academic Appeals Board will decide either:

11.1.1. The appeal should be upheld in part or in full or;

11.1.2. The appeal should be dismissed and the original decision should stand.

Where the Academic Appeals Board decides in accordance with 12.1.1. it will determine
a remedy using the procedure at section 13. The appellant will receive a letter from the

Investigating Officer within 14 days of the decision containing the following:

11.2.1. Where necessary, the reasons for the decisi lation to each part of the
appeal submission; and

11.2.2. Details of the remedy decided upo th demic

Where the Academic Appeals Board ides ccordance wi .1.2. it will give full
reasons for the decision. The app receive a lettefFfrom the Investigating Officer
within 14 days of the decision gontai e following:

11.3.1. The reasons fc@ ion in relation to each part of the appeal submission;
11.3.2. Advice on \there mig ﬁ different procedure that the appellant can
use to e case (f amp

e, the Complaints Procedure);
11.33. A planation of the review procedure and the grounds upon which an

X
e whos al has been dismissed can request a review of that
decision;

f the procedure for requesting a Completion of Procedures
if the appellant does not believe that they have grounds to request a
review; and

11.3.5. An offer of a telephone conversation or, in some circumstances, a meeting with
the appellant within 28 days. Any such conversation or meeting will be to clarify
the reasons why the appeal was rejected and is not an opportunity to have the
decision reviewed or overturned.
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Powers of the Academic Appeals Board

12.1.

12.2.

12.3.

12.4.

12.5.

The Academic Appeals Board operates with the full delegated authority of Senate.
Therefore, when it decides to uphold an appeal, it can impose whatever remedy it deems
is reasonable to resolve the matter, except it can never:

12.1.1. Increase (or decrease) the marks awarded by the Examiners;
12.1.2. Alter a degree classification determined by the Awards Assessment Board; or
12.1.3. Quash a decision that there is academic malpractice present in a piece of work.

Where the Academic Appeals Board decides to uphold.an appeal against a decision of
the Awards Assessment Board or the Progression"Assessment Board it may
normally:

12.2.1. In the case of mitigating circumstances being established and the Academic
Appeals Board being satisfied.that there are justifiable reasons for the appellant
having not used one of the other proceduresdavailable, make a
recommendation to the"Assessment Review Board that the relevant
assessment attempt(s) be set aside or that'any late penalty be revoked.

12.2.2. In the case ofyprocedural or administrative error, instruct the department(s)
concerned to,correct the matter using one of the University’s established
proceduress

12.2.3. Inthe case of a Specific hearning Difference diagnosis not resolved under
section’5, autharise the Dean of Academic Quality & Enhancement to grant a
deferral of the affected assessments.

Where the Academic Appeals Board decides to uphold an appeal against a decision of
the Mitigating Circumstances Board, a recommendation will be made to the
Assessment Review Board that the relevant assessment attempt(s) be set aside or that
any late penalty be revoked.

Where the Academic Appeals Board decides to uphold an appeal against a decision of
the Subgroup on Academic Malpractice Penalties or the Academic Malpractice
Panel, it will decide whether to refer the case back to the department or require that a
new Panel hears the case again.

In very exceptional circumstances, where the Academic Appeals Board does not believe
that any of the normal remedies outlined at 13.2., 13.3., or 13.4., are sufficient to resolye
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12.6.

13.

the matter, it may decide on another remedy. Where it does this, the Chair of the
Academic Appeals Board must provide a report to Academic Quality & Enhancement
Committee.

Where the Academic Appeals Board decides on a remedy that does not involve the

Assessment Review Board, the Officer who investigated the case will monitor
compliance with the Academic Appeals Board’s decision.

Assessment Review Board

13.1.

13.2.

13.3.

13.4.

13.5.

Where the Academic Appeals Board instructs the Assessment'Review Board to
reconsider an assessment decision, it will normally provide reasons which must be taken
into consideration when determining any amended_outcome.

The Deputy Registrar (or nominee) will receivesthesAcademic Appeal Board’s decision
and, normally within 10 days, will determiné the level of discrétionfavailable to the
Assessment Review Board to amend the originalsassessment decision. The Deputy
Registrar (or nominee) will then decide either:

13.2.1. The Assessment ReviewBoard would have no discretion and the original
decision of the Awards‘AssessmentdBoard or the Progression Assessment
Board must be"amended according toithe regulations and conventions of the
University;er

13.2.2. ThesAssessment Review Board ffiay have some discretion on matters relating
to progression or for any,other feasons deemed relevant.

Where, the“Deputy Registrar (or, nominee) decides in accordance with 14.2.1., the Chair
of'the Assessment Review,Boeard will be invited to authorise an amendment to the
original decision of.the Awards Assessment Board or the Progression Assessment
Board according to advice from the Deputy Registrar (or nominee). Any such
amendment will be reported to the next meeting of the Awards Assessment Board.

Notwithstanding the advice of the Deputy Registrar (or nominee) the Chair of the
Assessment Review Board may determine that there is sufficient reason for the matter to
be considered at a full meeting of the Assessment Review Board.

Where the Deputy Registrar (or nominee) decides in accordance with 14.2.2., the Dean
of Academic Quality & Enhancement (or nominee) will be invited to convene a meeting
of the Assessment Review Board.



13.6.

13.7.

13.8.

13.9.

13.10.

13.11.

13.12.
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The Assessment Review Board will be composed as follows:

13.6.1. A Chair who shall normally also be the Chair of the Awards Assessment Board
or Progression Assessment Board; and

13.6.2. Normally two, but no fewer than one, members of academic staff, at least one
of whom has some knowledge of the appellant’s programme of study.

The Assessment Review Board will be advised by the Deputy Registrar (or nominee).
The Investigating Officer will normally be present to take a record of proceedings.

Where a full meeting of the Assessment Review Boardds convened it must meet within a
reasonable amount of time to consider the cases referred(o it, taking into consideration
the reasons advanced by the Academic Appeals Board.\The Assessment Review Board
must act in a way that is compatible with the decisien of'the Academic Appeals Board
and it is not empowered to overturn any decision of the Academic/Appeals Board.

The Assessment Review Board may'decide as follows:

13.10.1. The original decisionfof the Awards Assessment/Board or Progression
Assessment Board'shall,befoverturneéd and a'new recommendation for the
relevant assessment(s) is made; or

13.10.2. Exceptionally,itheoriginal decision of the Awards Assessment Board shall be
upheldrand the original recommendation confirmed.

Whereshe Assessment Review Board decides in accordance with 14.10.1., the Deputy
Registrar’(ermominee) will write to the appellant and the Investigating Officer to confirm
thesnew outcome. Thendeeision of the Assessment Review Board will be final. If the
appellant remainsidissatisfied with the outcome, they may request a Completion of
Procedures Statement@nd refer the matter to the Office of the Independent Adjudicator
for Higher Education.

Where the Assessment Review Board decides in accordance with 14.10.2., the Chair of
the Assessment Review Board will write to the Chair of the Academic Appeals Board
giving reasons for the decision. On receipt of this, the Chair of the Academic Appeals
Board may decide to refer the matter to the review stage. The Investigating Officer will
write to the appellant with further information.
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14.

Review of the decision of the Academic Appeals Board

14.1.

14.2.

14.3.

14.4.

14.5.

14.6.

At the conclusion of the the process, the appellant may request a review of the academic
appeal under the following circumstances:

14.1.1. If the Academic Appeals Board decided to dismiss the appeal. Where the
appeal was upheld in part, a review may be requested only of those parts which
were not upheld; or

14.1.2. If the Academic Appeals Board decided to uphold the appeal (either in full or in
part), but the Assessment Review Board declined to amend the relevant
assessment outcome, provided that the Chair ofsthe Academic Appeals Board
has not already referred the case for review.

In order to request a review of the academic appeal, thejappellant must be able to
demonstrate one or both of the following:

14.2.1. There is evidence of some proceduralor administrative irrégularity in the
operation of the Academi¢ Appeals Procedure;

14.2.2. New evidence hascome'to light which could,not’have been disclosed in time to
be considered by the Academic Appeals Board.

An appellant wishing‘to reguest a reviéw of an academic appeal must do so in writing to
the Dean of Academic Quality & Enhangement within 10 days of receiving the full
outcome of the Academic Appeals,Board.

If, ongecelpt of the request forreview, the Dean of Academic Quality & Enhancement
identifies any potential cenflict of interest, a Pro-Vice Chancellor will be asked to
undertake'the review.

On receipt of the request for a review of an academic appeal, the Dean of Academic
Quality & Enhancement will consider only the conduct of the Academic Appeals
Procedure and/or the evidence submitted. The review is not an opportunity for the case
to be re-heard and consequently the circumstances which lead to the decision that was
subject to appeal will not normally be considered.

The Dean of Academic Quality & Enhancement will consider the request and determine
either:

14.6.1. The decision of the Academic Appeals Board to dismiss the appeal should
stand and that a Completion of Procedures Statement should be issued; or



14.7.

14.8.

14.9.

14.10.

15.

Quiality and Standards Manual

14.6.2. The case shall be reconsidered by the Academic Appeals Board;

In considering the request, the Dean of Academic Quality & Enhancement will have due
regard to whether the decision to dismiss the appeal in full or in part was reasonable in
all of the circumstances.

Where a request for review has been made because the Assessment Review Board has
declined to amend the original decision of the Awards Assessment Board despite the
recommendation of the Academic Appeals Board, the Dean of Academic Quality &
Enhancement will present the case to the Pro-Vice Chancellor (Academic) whose
decision will be final.

The decision of the Dean of Academic Quality & Enhancement will be communicated to
the appellant, normally within 21 days of the date that the request was received.

Where the Dean of Academic Quality & Enhancement decides in accordance with
15.5.2., the case will be referred to the next meeting of thesAcademic Appeals Board.

Mark amendments

15.1.

15.2.

15.3.

15.4.

If at any point during thé%egnduct of an appealia department agrees to or is required to
submit an amendment to,a mark previguslytagreed by the Awards Assessment Board or
the Progression Assessment Board, the procedures outlined in this section will be used.

The Chair of the rélevant ModuleyAssessment Board, or nominee, will complete a mark
amendment formsSuppliedsby, Registry Services for this purpose. The form will outline the
reasonsforthe amendment, where appropriate, referring to a decision made during the
conduct of an appeal*

Where, in the view ofithe Deputy Registrar, or nominee, the nature and reasons given
for the amendment indicate a serious breach of process, or would change an
assessment outcome decision to the detriment of a student, the request will be referred
to the Dean of Academic Quality & Enhancement.

Where a request for a mark amendment is referred to the Dean of Academic Quality &
Enhancement, the nature and extent of the circumstances which led to the request will
be determined. The Dean of Academic Quality & Enhancement will authorise any action
deemed necessary to avoid a reoccurrence.



W Handbook F:Section 10 — Academic Appeals Procedure

16.

Office of the Independent Adjudicator for Higher Education

16.1.

16.2.

16.3.

16.4.

17.

If an appellant remains dissatisfied with the outcome of their appeal, they may ask the
Office of the Independent Adjudicator for Higher Education (OIA) to review their case. In
order to do this, the appellant must normally have been issued with a Completion of
Procedures Statement.

The University will automatically issue a Completion of Procedures Statement when an
appellant has exhausted all of the University’s internal procedures. Normally, this will
only be following a review either of the preliminary stage o ing the Academic
Appeals Board.

es Statement at an earlier

theyck@thave grounds to
Further and specific details about t can be obt in@it website:
www.oiahe.org.uk. 6

Enhancement Oppertunitie

An appellant is entitled to request a Completion o
point provided that they confirm their unders ing
request a review according to these procedures.

17.1.

17.2.

17.3.

17.4.

The University will u formation @ roughout the conduct of appeals to
ofits practice that e enhanced.

determine ar,
The Qch academic appeal will be communicated to the relevant Head of

0
DepQ"d to the [ @ Registrar (or nominee).

e the need @ e Academic Appeals Board will write to the Dean of Academic
Quality & Enhancement and, where appropriate, other office holders to draw attention to
any specific matters that may require attention or to general issues of policy that the
University may wish to reflect on.

Academic Quality Support Services (Student Affairs) will record details of each appeal
received, its nature and the outcome. Statistical data will be compiled on an annual basis
in order to provide reports to Senate, via Academic Quality & Enhancement Committee.
Such reports will not include any personally identifiable information.
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SECTION 11: CERTIFICATION OF AWARDS/ACHIEVEMENT

The regulations governing the certification of awards at the University of Chester
encompass any printed verification of achievement or award issued by the
University. Irrespective of the level of award, all certification produced by the
University must conform to institutional guidelines, outlined in this document.

11.1 Certificates

1111

11.1.2

11.1.3

11.1.4

11.15

11.1.6

11.1.7

11.1.8

11.1.9

The University of Chester issues a humber of differentdypes of certificate,
dependent upon the type of award or achievement. Full'détails, including the type of
parchment and overt security features used, may'be foundibelow as Annex A

All parchments are securely stored within Registry, Services. i order to ensure
quality control, access to the parchments is‘testricted as detailed in Annex A.
Certification for students completings@awards with partnef organisations remains
under the control of University of ChesterRegistry Setvices. These access rights
are determined and managed by the'Deputy Registrar and Head of Student
Administration and any queries relating to this should be directed to
s.nelson@chester.ac.uk

All University certificates incorporate theappropriate level of authentication outlined
in Annex A

Mandatory wording,for each type of certificate is detailed in Annex B. Regardless of
the mode,/method and location of delivery, the wording of all University certificates
is consistent

Certifigation of awards ‘confirmed on or after 1 October 2012 will not include the
partner name; thespartner’'ssname will appear on the Diploma Supplement, with
reference to the‘existence of the Diploma Supplement included on the certificate in
line with QAA guidelings

Only certificates for awards including at least 120 credits at Level 6 or above are
normally presented at the University Awards Ceremony; certificates for awards
which do not allow the recipient to attend the University Awards Ceremony will be
dispatched by mail within 4 weeks of the formal confirmation of the award

Certificates will not be issued to those in debt to the University
Certificates for University of Liverpool Awards are issued by University of Chester
Registry Services in accordance with the agreement between the University of

Chester and University of Liverpool

All certification will be issued in the initial instance without charge. A charge will be
made for duplicates
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11.1.10 Where a request is made to replace a damaged certificate, the original certificate

must be returned prior to a replacement being issued

11.1.11 Where a request is made to replace a lost, destroyed or stolen certificate, the full

circumstances surrounding the request must be made in writing to the Deputy
Registrar and Head of Student Administration. Further information may be
requested and the University reserves the right to refuse a request for the
duplication of a certificate. Duplicate certificates will have the following statement
printed on the reverse: ‘This document is a duplicate of the original and was
reprinted on Day/Month/Year’

11.1.12 Where an award is revoked as in Section 1.3(g) of the Principles and Regulations,

certification is also revoked and any certificate issued should bé returned

11.2 Diploma Supplements/Results Profiles Q

1121

11.2.2

11.2.3

Results remain provisional until they have been ¢ @ d by an Awards
Assessment Board or Examination Commit

All students are expected to access resultsenling’in acco ith"the policy set
out in Section 8 of the Assessment Handbook. Hard copies ofiresults profiles

requested during the course of a s studies wi e issued when all
ified'by an Awards Ass Board/Examination
' ['be issued n official results profile

results displayed have beenr

Committee; provisional resu

Diploma Supplements are issue all st s successfully completing an award
of Senate; students | ir programme having failed to complete an award of

Senate are issued With'a final profile ¢ ults, as are those students successfully
completing module a free-standing ‘

O
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- . . Security

Certificate Type | Issued by Signatories Parchment Features/Guidlelines

Certificate of Academic or | Head of As University Logo may be

Attendance Support Department or appropriate | included but not the

Departments | equivalent University Crest or Hologram

Certificate of Registry Vice-Chancellor | 120gsm iversity Logo and

Credit! Services Cream UV with offset colour-
Dull niversity Crest

Results Registry Director of 120gsm iversity Logo and

Profile/Diploma | Services Registry Cream ’ ologram with offset colour-

Supplement/ Services D tint

HEAR uUniversi rest

Awards of Registry Chancellor 60gsm Iversity Crest and

Senate Services Vice-Chance ream UV ologram, with the Crest also
Dull a central colour-tint.

nique identification number
on reverse

oS

1 Only for modules as approved by Faculty Boards of Study

A
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Annex B — Mandatory Wording

1 Certificates of Attendance

This Certificate of Attendance has been issued to
Student’s full name

by the Department of ......... of the University of Chester.in recognition of
name of activity Q
Date Q
This Certificate of Attendance does no@t e aca icscredit?

2 Certificates of Credit @Q
$ert icate o&

This is t that
Q %full name
<F arde rtificate of Credit in recognition of studies
v alue and Level of Study

Module Code and Title

Award Date

Must appear on all Certificates of Attendance
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3 Awards of Senate

Full Award Title
We hereby certify that
Student’s full name

having undertaken University of Chester approved courses of study, and having
satisfied the examiners, was admitted by resolution of the University’s Senate to the

Full Award Title !

Classification (where applicabl

on the (date)

Further information regarding this award can/be OQ the student’s Diploma
Suppleme

3 this statement will appear on the certificates of awards made on or after 1 October 2012
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SECTION 12. EXTERNAL EXAMINERS

12.1 The Role of the External Examiner

External Examiners perform an essential role in the management and enhancement of
academic quality and standards. In accordance with chapter B7 of the UK Quality Code for
Higher Education, (QAA, December 2011), the University expects external examiners to
provide informative comment and recommendations upon the extent to which:

the institution is maintaining the threshold academic standard or its awards in
accordance with the frameworks for higher education quali jons and applicable
subject benchmark statements;

the assessment process measures student achigvem orously and fairly against
the intended outcomes of the programme(s) and is conducted ifgli ith the

institution’s policies and regulations; %

the academic standards and the ieyements of stu comparable with
titutlo

ts
those in other UK higher educati ns of which xternal examiners have
experience. &
In line with QAA guidance.t h, positi
must be included wi theyelevant P
under no circumstancesfare students“permitted to independently contact an External
Examiner; a s S e included in the Programme Handbook. Any
External E ho is independently contacted by a student should inform the
Programme Leader and AQ earliest possible opportunity.

e University must be subject to scrutiny of an external
standing modules.

ution of the current External Examiner
e Handbook. This is for information only and

Any creditsthat 1s award

O
examiner. This includes any-fre

External Moderators

External Moderators are appointed where appropriate to the specific needs of a programme.
They perform the same duties as an External Examiner but are not responsible for writing an
annual report. The External Examiner with responsibility for writing the annual report for a
programme which uses External Moderators is expected to incorporate their views into the
report. External Moderators are appointed in the same way as External Examiners and an
External Moderator may be extended to the role of External Examiner by submission of a
written statement to Academic Quality and Enhancement Committee via the External
Examiner Approvals Sub-Group.
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Chief External Examiners

To each Awards Assessment Board there shall be appointed no less than one Chief External
Examiner, whose role shall be to oversee the conferment of awards resulting from the
academic provision which falls within the scope of that Awards Assessment Board. The role
is concerned with assessment strategies and their operation, and with the fairness and
equitability of the assessment processes.

In addition to the criteria stated for External Examiners, the University, in appointing a Chief
External Examiner, shall have regard to that individual’s ability to take an overview of the
range of subjects, disciplines and programmes which fall within the remit of the Awards
Assessment Board, as well as the ability to advise on the application of the regulations
governing those awards. A Chief External Examiner should also bring relevant experience of
modular schemes and credit accumulation and transfer. The Chief External Examiner shall
be a member of the Assessment Review Board (see Section 10 ofithis Handbook) and shall
advise the Assessment Review Board in matters relating to assessment decisions following
successful academic appeals.

The specific responsibilities of the Chief External Examiner shall be to assist the University
in ensuring that:

(@) justice is done to each student submitting for the conferment of anfaward and that the
process of student assessment is condueted with rigour and with due regard to best
practice;

(b) students have fulfilled the statedsobjectives’in their submission for the conferment of
the award;

(c) the standard of the award is consistent with that,nationally accepted as appropriate for
the level of award;

(d) the academic provisiombeing assessed gontinues to maintain its academic quality and
standards.

In the event of a Chief External Examiner, unavoidably being prevented from attending an
Awards Assessment®Board meeting, that he/she was due to attend, the Chief External
Examiner should"nétify the relevant Faculty or AQSS (as appropriate) as soon as possible to
agree anyalternpative proeess. Faculties should seek approval of the alternative
arrangements from the Pean of /Academic Quality and Enhancement (via AQSS), who will
grant permission for the Board to proceed.

Collaborative Provision

External Examiners for programmes delivered in partnership with another organisation are
subject to all the requirements and procedures stated within this handbook including policies
relating to appointment. Responsibility for providing programme information and details of
Module Assessment Board arrangements may be subject to negotiation between the partner
organisation and the relevant academic department at the University.
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12.2 Rights and Responsibilities of External Examiners

Rights

It is the right of External Examiners to:

(@)
(b)

(c)

(d)

(€)

()
(¢)]

(h)

(i)

have access to all assessed work which provides evidence of a candidate's ability in
the modules under consideration;

serve as full members of relevant Module or Awards or Progression Assessment
Boards as appropriate and, in the case of subject Externals, additionally to attend the
superordinate Awards or Progression Assessment Board;

to participate in discussions and confirm decisions on modulestesults, or — in the case
of Chief External Examiners-confirm decisions on awardsgsatithe Assessment Board.
Where there is disagreement over decisions, it is accepted,that the view of the External
Examiner will normally be accepted. The signature ofran External Examiner must be
appended to the final list of recommendations as evidence that s/he accepts and
confirms the module marks on the Results Schedule;

expect that the report submitted to the Dean'ef Academic Quality.and Enhancement
(on behalf of the Vice-Chancellor, as Chair of the'Sehate) onghe conduct and outcomes
of the most recent assessment will be.€onsidered by the relevant programme team and
University committee and that a written,response to this report.be sent to the External
Examiner for his or her information by thed/Programme, Leader or Chair of the relevant
committee within six months of thefdatefof submission ofithe report;

make direct and separate, representations tosthe, Vice-Chancellor of the University of
Chester as Chair of théySenate, on any matter of,serious concern arising from the
assessments which puts injjeopardy the standard of the award and the fair treatment
of any individual student;

request to meét students at least@nce _during the term of office;

propose the moderation of marks of a module cohort, where this is deemed to be
justifieds” An External Exapiinér, must not advise a change of mark of an individual
studentyunlessthe/she has seen the work of the complete cohort. However, an External
Examiner may proposeschangesto individual marks in the fail category without having
seen the work of the complete cohort, providing he/she has seen all the work in the fail
categoryAny such proposed changes must be confirmed by the Module Assessment
Board (further guidance on External Examiners’ role in the changing of marks is
provided in Section 5 of this Handbook, as Appendix 5G);

conduct a viva voce examination of any student to determine difficult or borderline
cases or to assist in determining whether or not a student is guilty of academic
malpractice;

where an external examiner has a serious concern relating to systematic failings with
the academic standards of a programme or programmes and has exhausted all
published applicable internal procedures, including the submission of a confidential
report to the head of the institution, he/she may invoke the QAA’s concerns scheme or
inform the relevant professional, statutory or regulatory body.
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Responsibilities

In the interests of ensuring that there is justice for each student submitting for the conferment
of the award and that the process of student assessment is conducted with rigour and due
regard to best practice, the External Examiners shall:

(@)
(b)

(c)

(d)
(e)

(f)

()]

(h)

(i)
()

(k)

assist in ensuring that the standard of award is consistent with that accepted nationally
as appropriate for the level of award,;

attend the meetings of the Module and/or Awards and/or Progression Assessment
Boards at which decisions on module results, or on awards or progression, are made
and ensure that those decisions have been reached throught agreement and in
accordance with the stated regulations and requirements, as well as the norms of
practice in higher education and any other issues such as, academic irregularities.
External Examiners are required to observe the confidentiality of all Assessment Board
proceedings;

in the event of an External Examiner unavoidably being prevented from attending an
Assessment Board meeting that he/she wasdte toyattend, thegExternal Examiner
should notify the relevant Department as soon asfpossible t@ agrée an alternative
process. The Department should seek approval ofthe alterpative arrangements from
the Dean of Academic Quality and Enhancement (via AQSS), whowill'grant permission
for the Board to proceed;

participate as required in any reviews of decisions about individual students’ awards;

report to the Senate, by means of‘annual written reports, on: the academic standards
set for awards, the comparability of those standards with those of similar programmes
in other UK higher education institutions afdwstudents’ attainment of those standards;
the delivery of the objectives of the academic provision, the fulfilment of students’
assessment outcomes and any récommendations arising from the assessment
process; the effectiveness and fairness of the assessment procedures themselves;

be responsible for a/designated batch of identified modules and will take responsibility
for modeérating the"performance,of all students presenting themselves for assessment
in thoseymodules, irrespective of the programme, pathway or course of study on which
theyeare registered,;

moderate impartially‘and assist in ensuring that justice is done to individual students in
respect of those modules contributing to an award in accordance with the University of
Chester criteria;

moderate and provide comments on component and overall module grades achieved
by students.

confirm the award of prior credit for those modules contributing to degree classification;

review whether in their judgement the assessment process has accorded with the
University’s regulations and requirements and has been fair;

report any suspected instances of academic malpractice to the Chair of the Module
Assessment Board via the Programme Leader as soon as possible.
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Sample size

The sample to be sent to the External Examiner shall be negotiated between the Programme
Leader/ Departmental Assessment Contact and the External Examiner. There is no
maximum or minimum size. However, other than at Levels 3 and 4, the sample should be
sufficient to enable the External Examiner to confirm all marks in the Fail category and to see
a selection from each class, including those at borderlines, in order to be satisfied that each
student is fairly placed in relation to the rest of the module cohort. At Level 3 and Level 4,
an External Examiner is not required to see students’ work other than for the purpose of
confirming failures. To this end, the External Examiner should either see all failed work or
a representative sample from each module, by negotiation.

Volume of work

The volume of work to be sent to an External Examiner'is agmatter for negotiation
with the Programme Leader and/or Departmental Asseéssment Contact;
there is no maximum or minimum sample size.

Other duties

External Examiners should scrutinise and gobmment in advance upen the assessment tasks,
in respect of those modules which are within‘theirjurisdiction. This willinclude;

e all examination papers;
o all coursework weighted at 50% or more©f, module assessment;
e the opportunity to appreve In advance all coussework, if they so request.

It may be appropriatesfer prior approval of coursework to relate to the general nature thereof,
rather than to specific questions.

An Exterpal Examiner may also'act as/a curriculum advisor to the Subject Department or
Programme Team, as requested. The University of Chester procedures for approval of new
modules or'major changesyto existing modules on a validated programme require that the
relevant External Examiner shall be consulted and shall signal her/his consent to the new
development or major change to existing module(s).

12.3 Appointing an External Examiner

Schedules for the appointment and reappointment of all External Examiners and Chief
External Examiners are maintained by Academic Quality Support Services. Departments will
be notified via the Faculty Adminstrator when an appointment needs to be made. Once a
programme has been validated and approved to run, steps must be taken immediately to
appoint an External Examiner. If the Programme Team are satisfied that the appointee meets
the criteria they should complete the relevant nomination form as detailed in this section of
the handbook. They should also ensure that the nominee is eligible to work in the UK. Any
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conflicts of interest which arise after an external examiner has been appointed must be
brought to the attention of AQSS.

Appointments are normally for four years and are renewed on an annual basis. To enable
effective continuity in programmes requiring more than one External Examiner, it is
permissible to appoint External Examiners for a shorter term initially with an extension to a
full, four year, term available on request.

For further criteria relating specifically to the appointment of Chief External Examiners see
the section entitled Chief External Examiners on pages 2-3.

The Appointment Process

Programme Leader submits the appropriate pro-forma for appro ot ppropriate Board
of Studies. They should attach all relevant documentation as d @ in the pro-forma.

l

should nybe be submitted
Examine d Quality Support)

If the nomination is approved at the Board of
electronically to the Policy Implementation Officer (
in Academic Quality Support Services.

The nomination will then be pres ner Approvals Sub-Group,
chaired by the Dean of Ac [ ancement. The paperwork will be

considered in detail and® i arding the suitability of the nomination.
Following the meegting cademic ality and Enhancement Committee the Policy
|&

Implementati terna aminers and Quality Support) will contact the relavant
ome of the nomination.

Faculty Ad o confir @

Where a nomination is unsuceessful the academic department is responsible for contacting
the nominee to advise.

!

Where a nomination is successful the Policy Implementation Officer (External Examiners and
Quality Support) will send a letter of appointment to the External Examiner and the relevant
documentation as detailed in section 12.5.
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National Criteria for Appointment

(as set out in chapter B7 of the UK Quality Code for Higher Education)

Person Specification

Institutions appoint external examiners who can show appropriate evidence of the
following:

Vi)

vii)

viii)
iX)

knowledge and understanding of UK sector agreed reference points for the
maintenance of academic standards and assurance and enhancement of
guality

competence and experience in the fields covered by, the programme of study,
or parts thereof

relevant academic and/or professional qualifications to at least the level of the
gualification being externally examined, and/or extensive practitioner
experience where appropriate

competence and experience relating to designing and operating a variety of
assessment tasks appropriate to the ‘subject”and operating assessment
procedures

sufficient standing, credibility and breadth of experienee wWithinshe discipline to
command the respect of academie peers and, where appropriate, professional
peers

familiarity with the standard tozbe £xpected of students to achieve the award
that is to be assessed

fluency in English, and*“wheré programmes are”delivered and assessed in
languages otherthan English, fluengy inthe relevant language(s) (unless other
secure arrangémentsy,are in place to emsure that external examiners are
provided withithe‘information to'make their judgements)

meeting applicable criteria set By professional, statutory or regulatory bodies
awarepness of current developments in the design and delivery of relevant
curricula

competence and experienge relating to the enhancement of the student
learning“experience.

Conflicts\ef Interest

Institutions do not appoint as external examiners anyone in the following categories or
circumstances:

a member of a governing body or committee of the appointing institution or one of
its collaborative partners, or a current employee of the appointing institution or one
of its collaborative partners

anyone with a close professional, contractual or personal relationship with a
member of staff or student involved with the programme of study

anyone required to assess colleagues who are recruited as students to the
programme of study

anyone who is, or knows they will be, in a position to influence significantly the
future of students on the programme of study

anyone significantly involved in recent or current substantive collaborative
research activities with a member of staff closely involved in the delivery,
management or assessment of the programme(s) or modules in question
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Vi)

vii)

former staff or students of the institution unless a period of five years has elapsed
and all students taught by or with the external examiner have completed their
programme(s)

a reciprocal arrangement involving cognate programmes at another institution

viii)  the succession of an external examiner by a colleague from the examiner’'s home

iX)
Terms
i)
i)
iii)

department and institution

the appointment of more than one external examiner from the same department
of the same institution.

of Office

The duration of an external examiner’'s appointment will normally be for four years,

with an exceptional extension of one year to ensure continuity.

An external examiner may be reappointed in exceptional circumstances but only after
a period of five years or more has elapsed since their last appeintment.

External examiners normally hold no more than two external, examiner appointments
for taught programmes/modules at any point in time.

General Criteria for Appointment to the UgAivVerSiiy/of ChgSter

a.

An External Examiner shall not be appointedito an AssessmentiBoard if he or she is
deemed to be ineligible on one or more"oef the grounds set outsn, the UK Quality Code
for Higher Education.

It is an expectation that external examiner nominees, will normally hold a full-time or
fractional post within academia ok in a'related and relevant organisation.

Nominees who have alreadyaleft academia at the,time of their nomination should not
normally be appointed,“ether than in exceptional circumstances. Where these
circumstances exist,pregramme teams must demonstrate, via the nomination form
and other decumeéntation where “necessary, that the nominee has sufficient
subject/discipline currency, academiescredibility and experience, and must describe to
the satisfaction of the External Examiner Sub-group why the post cannot suitably be
filed by an alternative sfominee currently engaged within academia. Examiners
appointed tnder these ¢riteria must, after a two year period, demonstrate continued
aecadenig/professional, curreney and standing to the satisfaction of the External
Examiner Approvals Sub-group. Subsequent to this, they should be permitted to
complete their tenure.

Where an Examiner is appointed, and then leaves academia partway through his/her
term of office, it is acceptable for the Examiner to continue for a further two years. After
this two year period, if the Programme Team/External Examiner can demonstrate
continued academic currency to the satisfaction of the External Examiner Approvals
Sub-group, they should be permitted to complete their tenure.

Notwithstanding the above recommendations, it is recognised that there may, in the
course of an academic year, arise circumstances where the above recommendations
cannot be fully applied due to exceptional circumstances relating to areas such as, but
not restricted to; specific professional programme requirements, External Examiner
resignations/terminations, programme extensions etc. In these cases, a Programme
Team must, to the satisfaction of the External Examiner Approvals Sub-group,
describe a clear rationale for any proposed appointment or extension to duties.
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f.  Nominee’s should normally have at least five years experience teaching and assessing
in higher education.

g. Where a high proportion of a nominee’s teaching experience has been acquired as an
honorary appointment, or similar, departments should specifically detail the nature and
volume of teaching and assessing actively undertaken.’

Nomination forms and procedures

The following criteria indicate which nomination form should be used and situations where a
nomination form is not required:

Full nomination form (Appendix 12A)

e For new External Examiner appointments. 02

o Forrequests to extend an existing External Examiner’s tenur d 4 years.
Abridged nomination form (Appendix#12 %
e For adding another progra cluding a WBIS , to an existing External

Examiner’s duties;

e For adding modules \isting € aminer’s duties if these modules:
o are igher level tha

[ id

Module allocation amendment form

For adding new modules to the programme(s) currently examined, if they do not exceed
the level of the External Examiner’s current duties and are within the same subject area(s)
as the External Examiner’s current programmes.

For adding existing modules to the programme(s) currently examined, if they do not
exceed the level of the External Examiner’s current duties and are within the same subject
area(s) as the External Examiner’s current programmes.
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Letter of continued currency

In situations that require a review of an Examiner’s continued academic/professional currency
after two years of their tenure, a letter demonstrating this currency from the External
Examiner and/or Programme Leader to the External Examiner Approvals Sub-group, in
addition to an up-to-date CV, will usually be sufficient to extend the Examiner’s tenure for
another two years.

External moderators

See the the section entitled External Moderators on page 2 of this handbook for further

information regarding their appointment. !

Procedure for Confirming Eligibility to Work i : UK Border

Agency Requirements C)

The University of Chester is commi quality of o its recruitment,
selection and employment practice ent discriminatio University treats all
igibility of all new staff to work in the UK in

accordance with the procedure

Employing a worker who i ligible to workaK is a criminal offence that carries
substantial financial pe and can lead riso ment. Nobody should commence

work at the Universi in the UK has been verified under the
procedures liste

It has been.confirmed by Universities®tK and the UK Border Agency that they must be
subject a irm eligibility to work in the UK. The University would
be liable € same pena engaged someone as an External Examiner who was
not eligible to,work in tie

The University can engage’ External Examiners who are UK or EEA nationals, or non-
EEA nationals who have been granted indefinite leave to remain in the UK. Some
individuals who have been granted visas through the UK’s Points Based System may be
eligible to undertake work with specific restrictions but any such cases must be checked
with HRM Services.

Obtaining Copies of Documentation

The University requires evidence of an External Examiner’s right to work in the UK before
any work is undertaken. Prior to nomination, the relevant academic department will ask
External Examiners to provide photocopies of appropriate documentation. This must be
either:
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= their passport, residence permit or national identity card, showing that they are
a British citizen or a national of an EEA (European Economic Area) country, or
that they are allowed to stay indefinitely in the UK

or

= other documents as required by Section 15 of the Immigration, Asylum and
Nationailty Act 2006. A full list of acceptable documentation can be obtained by
contacting the Policy Implementation Officer (External Examiners and Quality
Support) in AQSS.

The photocopies should include:
= the front cover

= all the pages which give the potential employee's personal details, including
photograph and signature

= if the individual is not a British citizen or EEA nationalgany, visa/endorsement which
allow the potential employee to do the type of work theyshave been offered.

The photocopies should be forwarded to AQSS/along with*other relévant documentation.
AQSS will be unable to confirm an External Examiner’s appointment without this evidence
of eligibility to work in the UK.

Verifying the Original Documentation

When the External Examiner makes their first visit to the University, Heads of Subject (or
administrators/nominee) in therelevant academic department will need to see and take
copies of the original documentation as (etailed above. If the External Examiner is
expected to undertake a significant amount of work before visiting the University, they
should be asked_ to send their original decuments by courier/secure delivery so that they
can be verifieds

The person taking €opies ofithe ariginal documentation should ensure they are satisfied
that the Extérnal’'Examiner s the rightful holder of the documents by checking:

= ‘phetographs to enstire, that.they are consistent with the appearance of the External
Examiner

= date of birth to ensurefthat this is consistent with the person’s appearance

= expiry dates (passports, visas) to ensure they have not passed.

The photocopies should be signed and dated by the person who has checked the
documents and forwarded immediately to AQSS who will keep them on file.

If there are any queries regarding documentation or an individual’s eligibility to work in the
UK, please contact HRM Services for further guidance.

A copy of all External Examiner’s identity documents will be held by AQSS both in hard
copy and electronically for a maximum of five years or until the External Examiner has
completed their term of office with the University. Any copies held by the academic
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department should be securely destroyed as soon as the nomination form has been
sent to AQSS.

12.4 Discontinuation and non-renewal of appointment

All External Examiner appointments are subject to annual review.

The decision not to renew an appointment may be made for a number of reasons including,
but not limited to:

o failure to submit a report within the agreed time limit;

o if the external examiner fails to carry out his/her responsibiliti propriately;

e non-attendance by the examiner at assessment boards;

e circumstances where a conflict of interest has arisen d e External Examiner’s

term of office.

The decision not to renew an appointment will be tal an of demic Quality and
Enhancement, or representative, in discussion with relévant me rs¢of the academic
department. Academic Quality Support Services wil the E xaminer in writing

if their contract is not being renewed.

If an External Examiner wishes to disco ppointment, they*should notify the Policy
Implementation Officer (External Exami and Quality Support)/in writing and in sufficient
time for a replacement appointment

The University may dismiss

n External Exami m iticonsiders not to be fulfilling his/her
s satisfaction.

to be_provi to External Examiners

>

ic Quality Support Services

Information e provided b @
AQSS a ally set dp IS) individual Portal accounts for new External Examiners.
This takes'place upon appointment using the module list provided on the nomination form.

If departments wish to make any amendments to the list of modules their external examiner
has been appointed to they should use the relevant form indicated in Section 12.3 of this
handbook.

Further information regarding External Examiner use of Grademark can be found at the
following link;

https://portal.chester.ac.uk/reqgistryservices/SiteAssets/Pages/onlinesubmission/External _ex
aminer _use of Grademark.pdf
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The following information and documentation is sent to all External Examiners both on
appointment and at the start of every academic year:

o the External Examiner section of Handbook F: Requirements Governing the
Assessment of Students;

¢ UK Quality Code for Higher Education: Chapter B7 External Examining;

o fee and expenses schedules and claim form;

¢ information about the procedure for confirming eligibility to work in the UK;

e username and password to enable external examiners to access SharePoint (through
which they are able to access information such as the Principles and Regulations and
the full Assessment Handbook);

e acceptance form, to be completed and returned by the External Examiner.

Additional documentation can be provided on request.

Academic Quality Support Services e-mails a copy of the Aanual Report Form Template to
all External Examiners at the appropriate time.

Information to be provided by Programme TeamsW%UniversityJdepattments

Programme Teams should provide External Examiners with, the"follawing as and when
appropriate:

e copies of the relevant Programme Specification(s) andidandbook(s), updated copies
of these should be sent as necessary duringsghe External Examiners term of office;

e assessment briefs/assessment.criteria, marking'schemes and marking criteria and
samples of scripts and prefiles of marks'as appropriate to enable them to undertake
their duties;

e examples of student feedback and responses thereto (for example, the outcomes of,
and responges to, medule evaluatien,questionnaires);

e an annual letter from the Programme Leader or Head of Subject, detailing action
taken in responseto the previeus year's External Examiner report, and/or the
relevant extraet from the programme Annual Monitoring Report addressing this issue
(the response should.be ‘approved by a senior member of staff in the academic
department prior to being,sent to the External Examiner);

e dates of assessment boards should be made available as early as possible and
agreed in negotiation'with External Examiners where possible

12.6 Induction of New External Examiners

It is University policy that all External Examiners should, where possible, attend an induction
during their first year of appointment. Those who are unable to attend on the date specified
will be invited to attend a subsequent event. The primary purposes of the induction event
are:

e to enable External Examiners to meet with other examiners from different
subject/programme or academic specialist areas, and with University staff, from both
academic and central support services;
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e to inform External Examiners concerning University-wide policies relating to
assessment and the External Examiner role;

e to obtain feedback from External Examiners concerning their perceptions of the role,
its responsibilities and their operational delivery, in the light of developments in the
wider HE quality agenda.

12.7 Mentoring system for colleagues new to external examining

To be considered for appointment, all External Examiners must have substantial experience
of examining in HE in the relevant academic discipline. Howeyver,  potential External
Examiners may have limited or no prior experience of the externalexamining role. Therefore,
the following guidance is recommended as good practice foréa colleague new to external
examining:

(a) Where possible the incoming External Examiner should be invited to attend the final
Module Assessment Board of the previous sgssion, ‘assan obseryver, and to meet the
University examiners and the outgoing External Examiner.

(b) Dialogue between the outgoing External Examiner andythesiew appointee should be
encouraged.

(c) The new External Examiner should e providéd with the name and contact details of
an appropriate member‘ofacademic staff who will act as a contact point for queries;
this person is available te supplement thé mentoring provided by an experienced
External Examiner.

(d) The Programme Team should providétthe new External Examiner with copies of
recent Aanual Monitoring reports (past three years).

(e) Asmentormust be appeinted for External Examiners who have no previous experience
ofiexternal examining. The mentor should be another External Examiner (normally
based within the “same’ department), who has previous experience of external
examining. External'Examiners who are themselves new to the University of Chester,
but have had experience of external examining elsewhere, are eligible to be appointed
as mentors.

() Following the appointment of a new External Examiner with a named mentor the
Policy Implementation Officer (External Examiners and Quality Support) will contact
the relevant Programme Leader via the Faculty Administrator requesting that they
initiate contact between the mentor and new appointment.

The University greatly values the willingness of existing External Examiners to offer
mentoring and support to colleagues new to the role. AQSS holds a list of new external
examiners who are being mentored and the name of their appointed mentor.
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The role of the mentor:

o A mentor is someone with previous external examining experience, who is not a
member of University of Chester staff, from outside of the institution who can be
approached as a ‘sounding board’ by the new external examiner for any concerns
they may have. These may include discussions as to whether an issue is within their
remit, whether or not they have the authority to raise an issue and strategies for
raising issues in a constructive manner,

¢ Mentors should be approachable and ensure that the mentee knows they can ask for
general guidance in confidence;

¢ The mentor should be prepared to respond promptly to any queries received from
new external examiners.

Mentors should not be expected to:

e Provide subject specific advice;
e Look at scripts (for example if there are concerns about marking);
e Provide advice on University regulations andgprocedures.

If a mentor is approached about any of these issués they shiould advise the new
external examiner to seek guidance from*AQSS or the academic,department.

It is the responsibility of the academic department to,facilitate an introduction
between the new external examiner and their mentor.

12.8 Annual Reports

All External Examiners “appointed on the%authority delegated to Academic Quality and
Enhancement Committee by, Senate afe=reguired to report annually on the conduct of the
academic provision within/their jurisdictions Reports are submitted to the Dean of Academic
Quality and #Enhancement ons“behalf of the Vice-Chancellor. Where Examiners’
responsibilities incltde Foundation Degrees comments should, where appropriate, reflect the
distinctivesaspeets of the qualification indicated primarily in the QAA’s FD Qualification
Benchmatk /(QAA, Octaber 2004). This will help provide evidence that the particular
characteristics of the Foundation Degree are being demonstrated. Examiners are also
requested to reference their comments as far as possible to specific modules/programmes
where their report covers more than one programme. Industry based Examiners are
requested to give a particularly detailed response to section 3 of the report form. In the
interests of quality assurance and the standard of awards, the report shall include comment
upon:

(@) consistency with requirements of the National Academic Infrastructure (UK Quality
Code for Higher Education), including the Foundation degree benchmark (where
applicable);

(b) the appropriateness of methods of assessment and consistency of marking standards
(in the case of Foundation degrees, particular attention should be paid to the distinctive
aspects of the FD qualification);
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(c) the standard of student performance in comparison with similar provision within the HE
sector;

(d) the aims, learning outcomes and content of the curriculum;

(e) learning and teaching methods, and the resources to support them;

(f)  issues specific to a module or a programme;

(g) documentation, including feedback to students on their assessed work;
(i) the level and effectiveness of administrative support;

()  evaluation and review processes;

(k) collaborative provision (where appropriate);

(D  shortcomings or specific issues requiring attention or development;

(m) examples of good practice;

(n) a brief overview of the term of office (for examiners instheir last year).

The University particularly welcomes comment on thefiuse made ofg#second marking
(monitoring) procedures and on the implementation ofjanenymoussmarking of coursework.

The purpose of the report is to enable the Wniversity to judge the extent'to which:

(@) the academic provision in question is meeting state@,aims ) and objectives and what
actions, if any, are required for the improvement or enhancement of the design and
delivery of the provision and/oriits methods of assessment;

(b) assessment procedurestare being properly,carriediout.

In addition to the main report form external examiners are also required to complete the
External Examinersi’Report'Checklist whieh, will be appended to the template.

Where External/Examiners work as a team the University shall require each Examiner to
submit alseparate report, aceording.to'the guidance provided above. Any report which does
not contain enough detail to fulfilthe quality requirements of the University will be returned to
the External Examiner for additional comment. Further information on the standard required
can be obtained from the Policy Implementation Officer: External Examiners and Quality
Support.

Examiners should be aware that reports will potentially have a variety of readers serving on
University Committees (including student members), internal and external peers, Chief
External Examiners, and validating and professional bodies. As a matter of course, all
reports are read by programme teams (from whom a letter of response is required), and by
AQSS, which produces a summary of key points; issues raised inform the action plan(s) in
the relevant annual programme monitoring report(s) which are considered by Faculty Boards
of Studies. External examiners’ reports must also be shared with students on the
programmes in question and the Students’ Union President is entitled to request sight of any
external examiners’ report. Accordingly, reports should not make reference to named
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students or staff, or allow them to be identified in any way which might be prejudicial to their
interests.

Academic Quality Support Services also produces two annual overviews of external
examiners’ reports, one for undergraduate and the other for postgraduate programmes.
This is submitted to Academic Quality and Enhancement Committee, which includes
Students’ Union representation.

An electronic template is provided for the purposes of completing the Annual Report.

Examiners are required to submit a typed report by e-mail. The report should be submitted
according to the following schedule unless a separate timetable h n agreed with the

Programme Leader and AQSS. Q

all undergraduate reports:

SUBMISSION DATE: 7™ JuLyY 2017 < |

sment B d in January:

reports for postgraduate programmes with@

€

SUBMISSION DATE: 2"° FEBRUA 2

reports for undergraduate A Qt Boar Id r 23 June, or for postgraduate

programmes with an Asses [ place outside the January schedule:

SUBMISSION DATE. - ESSMENT BOARD MEETING

External Ex 1 on receipt of the final Annual Report. Examiners’
expenses ma ring the year, upon receipt of the appropriate claim.

Details ceduresgfo ning expenses are attached to the fees and expenses
schedules included with % nal Examiner's appointment letter.

All fee and expense claims must be submitted within three months of the work it relates to
being completed.

All departments must ensure that copies of External Examiner Reports are made available
to students. Departments may choose to do this in a number of ways. The method

1 Please note that this date is for submission of postgraduate reports relating to the 2015-16 cohort.
The deadline for postgraduate reports relating to the 2015-2016 cohort is 3@ February 2017.
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recommended by AQSS is to make students aware of the following page on Portal:
https://psmd.chester.ac.uk/pos/index.php?th=931 .

Through this facility students are able to search for their programme and view the relevant
external examiner report.

Structure and Format of Annual Reports

The External Examiner’s report follows the template set out below. The template is available

as Appendix 12D.
1. Consistency with requirements of the National Academic ucture (UK Quality
Code for Higher Education), institutional requirement or industry practice (if

applicable)

(a) consistency with the QAA Code of Practice (

f the UK Quality Code) and
adherence to the University assessment r [

d requirements.

ithfreference to relevant
ifications (FHEQ),

standards and

2. Standard of Student Performance (inthe cas Foun n Degrees, Examiners are
invited to pay particular attent to t istinctive characteristics of the FD

gualification) \
(a) in relation tosspe arning uor modules;
(b) in compari ith other similar provision at other HE institutions.
3. Mod ogramme of
( nd lea es of modules/programmes: please comment on

er the early defined and appropriate to the subject matter and the
eeds of students and, where applicable, their vocational relevance.

(b) learning and teaching methods used to support programme aims and intended
outcomes (if External Examiner has evidence of this);

(c) if applicable, Examiners are asked to comment on the nature and extent of the
evidence of independent learning, including, if External Examiner has evidence of
this, the resources for the modules and programme of study; e.g. IT facilities,
library provision, specialist vocational resources (where applicable) etc.

(d) Specific modules/programmes - comments on aspects of provision relating to
individual modules or specific programmes (e.g. single and combined honours in
the same subiject).

4., Assessment


https://psmd.chester.ac.uk/pos/index.php?th=931
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(a) variety and appropriateness of assessment in relation to learning outcomes and
extent to which they enable students to demonstrate achievement of the
learning outcomes (Examiners are also invited to comment on use made of
formative assessment);

(b) extent and quality of feedback to students on their assessed work;

5. Level and effectiveness of administrative support (including provision of
documentation from both the academic department and central support
services)

6. Evaluation and Review Processes

(@) formal methods of monitoring and evaluation to enhanc lity, including the
use made of student feedback on their student exg

(b) Programme Team's response to issues rais ious External Examiner's

report.

7. Please ensure you complete this sectio@ role i

of work from a Partner Colleg isation, ide
communication and compar standards) whi e specific to that
work and refer back to earli S of this ort'where appropriate.

sect
Your comments will ﬂ k t0 the Partner Colfege/Organisation.
8. Shortcomings or \fic iISsu @ iring attention or development
(programme o Ci moduleE
@ rengths or distinctive or innovative features).
10. ief overviev @ Examiner’s term of office (for Examiners in their last
year of office)

An amended version of this template is provided for Chief External Examiners (Appendix
12E. A small number of additional questions are added to the template used by External
Examiners for Initial Teacher Education programmes located within the Faculty of Education
& Children’s Services (Appendix 12F).

the examination
sues (such as

Df practi

Information on The framework for higher education qualifications in England, Wales and
Northern Ireland and Subject Benchmark Statements can be found on the QAA website
http://www.gaa.ac.uk
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12.9 Internal Staff as External Examiners

Members of the University who begin or end an external examiner position with another
institution must ensure that they inform the relevant Faculty Administrator as soon as possible
of the details of the appointment.

Faculty Administrators are responsible for holding a full list of all,External Examiner
appointments for staff within their Faculty !




APPENDIX 2A
Application for Accreditation of Prior Learning

Student Name Student No.
Department Academic
Assessor
Programme of study Starting level
Date of Application Start date

Application for Accreditation of Prior Credited/Cettified Learning (APCL)
Definition: Prior credited learning must be supported by a transeript indieating the number of
credits, and the level of the credits, achieved, and the titles ofthe courses for which they were
awarded. Certified learning must be accompanied by the certificate awarded for the qualification. In
all cases, these must have been achieved within five years of the date of application. There is no
charge for this.

This form should also be used to confirm the transfer of credits from @nestudent record to another.

For example, to confirm that credits completed on a freesStanding”basis ean'be transferred onto a
programme.

Accredited or Certificated Learning achieved more than five yearsiago, and thus needing its currency
demonstrating, may also be included‘ensthis form. There willhbe a charge for this.

. Credit'Claimed
Awarding Title of Certificatef,complete award , Date of Award
Body Level Credits

Awarding Module/ Course Titles
Body

Application for Accreditation of Prior Experiential Learning (APEL)
Definition: Prior experiential learning is achieved outside education or training systems but may
be assessed and, if appropriate, recognised for academic purposes.

Details of assessment of evidence submitted.
Indicate the type of assessment(s) undertaken:

Assessment Mode Second Marking Volume and Level Codes of specific modules
Undertaken (Y/N) of credit exempted (optional)

Portfolio

Written Report

Assignment

Presentation

Viva Voce

Reflective Interview

Other




Please enter your comments to support your decision for approval/rejection of the requested APL claim.
If approved, please indicate by code the University of Chester modules the student may be exempted from through
prior achievement.

Total Credit Claimed:

Level APCL APEL TOTAL For Uniyersity Use:

N0~ W

TOTAL

Please list module godeés with credit rating fromwhich the student will be exempt, stating how credited and
experiential learning relates to those modules.

Please attach a copy of the certificate/transcript used as evidence for the APCL
application.

Faculty Academic Assessor’'s Name

Faculty Academic Assessor’s Sighature

Faculty Credit Co-ordinator's Name

Faculty Credit Co-ordinator’s Signature




Administration

The Faculty Credit Co-ordinator should undertake the following steps:

Step One
Copy of this form (if claim approved) to be sent to Registry Services — Student Programmes
Team so the student’s record can be amended and so the results will be included on the

student’s transcript.

Step Two
Copy of this form (if claim approved) to be sent to Finance (FAQO Siafn Gee) for information or

action. The student may be billed by accounts.

Step Three

If the claim gives exemption from individual modules the relevant ModulesAssessment Board
should be notified of the outcome of the ARCLLAPEL claim. The Raculty«Credit Co-ordinator
should confirm the outcome of claim with the"applicant. For sugcessful APEL claims the
Faculty Credit Co-ordinator should advise thefstudent 40 contact the Department for further

guidance on their programme ofistudye

To be completed by finan€e:

Fees payable for assessing currency,of transcript for APCL

£220 per claim

No charge is made when the transcript was issued within the last five years.

Fees payable for modules assessed through APEL

modules X £220 per 20 credits = £

The applicant is liable for this fee ]
The partner/employer is liable for this fee L]
(Insert partner/employer name here )

The Faculty is liable for this fee []



Appendix 2B - Academic Assessor Role

Only members of academic staff are able to undertake the role of academic assessor. The academic
assessor must have subject expertise relevant to the specific credit claimed.

In making their judgment whether to approve the APL claim, the academic assessor must ensure
that all of the following are considered:

e Authenticity — the evidence provided must be genuine and must demonstrably be the work
of the applicant

e Sufficiency — there must be enough evidence to fully demonstrate both the level and volume
of the achievement of the credit being claimed.

e Relevance and validity — The evidence must be relevant to theprogramme of study for
which credit exemption is being sought. The applicant must e able to demonstrate that
there is an appropriate match in both level and content betweeh their previous studies or
experience and the credits/modules for which they are seeking exemption.

e Currency — there must be evidence that the learfiing is current. For APCL claims, if the credit
is more than 5 years old the application must beiaccompanied by a demonstration that the
learning has been brought up to date in the workpla€e, via continuing proféessional
development which is shown to be direttly relevant to the newsaward. If this isn’t the case
the application must be accompanied byisome form of assessmentse’g. a reflective portfolio.

e Volume and level — there must be sufficiént evidentte to permit the award of the requisite
number of credits at the appropriate lével.

o Regulations on maximum amount of APL~ The volume of APL must not exceed the
maximum permitted by'the regulations, taking into account any APL which has already been
approved.

The Academic Assessor.must also ensure that work submitted by the applicant for marking as part of
an applicationfor APEL, or in suppgrt of the updating of APCL, must be submitted via Turnitin in
order to establish that it is the applicant’s own work.



Appendix 2C - Faculty Credit Coordinator Role

The Faculty Credit Coordinator is responsible for making sure that that Academic Assessor has
carried out his or her role effectively and that the following have been taken into account:

Entitlement to assess the claim - Only members of academic staff are able to undertake the
role of academic assessor. The academic assessor must have subject expertise relevant to
the specific credit claimed.

Authenticity — the evidence provided must be genuine and must demonstrably be the work
of the applicant

Sufficiency — there must be enough evidence to fully demonstrate both the level and volume
of the achievement of the credit being claimed.

Relevance and validity — The evidence must be relevant to the pfogramme of study for
which credit exemption is being sought. The applicant must be able to demonstrate that
there is an appropriate match in both level and content between their previous studies or
experience and the credits/modules for which they are seekifig exemption.

Currency — there must be evidence that the learning.is/current. For APCL claims, if the credit
is more than 5 years old the applicationsmustibe accompanied by asdémonstration that the
learning has been brought up to date imjthe warkplace, via cantinuing'professional
development which is shown to be'directlyyrelevant to the newiaward. If this isn’t the case
the application must be accompanied by some form of assessment e.g. a reflective portfolio.

Volume and level — there must be sufficient evidence to permit the award of the requisite
number of credits at the appropriate level.

Regulations on maximum amount of APL - Thew/olume of APL must not exceed the
maximum pefmitted bythe regulationsutaking into account any APL which has already been
approved,

In addition to theyabove, the Faculty.Credit Coordinator should ensure that the following
administrative'functions arefcarried out effectively:

That'signed APL forms aré sent to Registry Services and Finance as soon as they have been
approved;

That the student is notified of the outcome of their claim within four weeks of their
application; this may be extended if further information is required from the student

That, where applicable, the partner college/organisation is notified of the outcome of the
claim;

That claims relating to specific module credits are reported back to the next appropriate
Module Assessment Board for information



Notes

an APL form must be submitted in cases where a student seeks to transfer internal
University of Chester credit from one programme/record to another; for example, from a
free-standing module record to a programme. Credits awarded by the University of Chester
do not count towards the maximum APL permitted

the majority of APL credits are approved at the admissions stage — in cases where students
seek advanced entry onto an undergraduate programme the credits must be approved by
the University before the student is able to commence studies. It is extremely important that
this is communicated to everyone involved in the process, including staff and students at
partner colleges/organisations where applicable.

the approval of APL during the course of a student’s studies (eg a nursing student
undertaking CPD modules at another University whilst registeredyon a University of Chester
programme) may reduce the amount of time they are permitted to complete the
programme. Registry will inform both the student and the"academic department if this is the
case.



APPENDIX 3A

EXAMPLES OF OPTIONS AVAILABLE TO STUDENTS
WITH SPECIFIC NEEDS

Hearing-Impaired Candidates

Hearing-impaired students should be allowed fifteen minutes reading time immediately before the
examination to go through the question paper. For prelingually deaf students a lecturer of the
specialist subject should sit with the student to clarify any potential difficulties arising from the
language used in the question. In addition, it is suggested that an allowance of 25% extra time
would be required to compensate for the extra time needed to structuréstheir answers.

Adjustments/maodifications should be made according to the “‘severity of the deafness and the
individual needs of the student.

Assessment by oral presentation may require the sepviees of a signer/interpreter or an alternative
mode of assessment could be considered.

Specific Learning Differences (e.q. Dyslexia)

The options made available to candidates with specific learning difféerences (e.g. dyslexia) will
depend on the severity of the condition and willfonly be offered if 'specially recommended by the
student’s educational psychologist/ar suitability qualified specialist teacher.

Examples might include:

25% extra time in writtemexaminations.

2. Use of a computer with spell checker plus additional time at the end of the written
examination to printsthe answer paper=The use of the computer will require the student to
be examined)in a separate room, (sharing with other students who have similar
arrangements).

3. An.amanuensis to write the student’s dictated answers with additional reading/ checking
time atithe end of the written‘@Xamination.

A reader for unseen written examinations which require long essays.

Oral assessment where appropriate.

Visually-Impaired Candidates

There are a variety of options which can be made available to blind or partially sighted
candidates:
An amanuensis with additional checking time at the end of the written assessment.
Provision of papers in large print e.g. Arial N18 or greater.

All written examination papers transcribed into Braille and the provision of a Braille
computer with Braille keypad. Additional checking time at the end of the examination.

4.  Written examination papers produced on tape and the provision of a Braille typewriter, with
additional checking time.



5.  Oral examination recorded onto tape or video as appropriate.

Physically Disabled Candidates

Depending upon the degree of disability, available options include:

1. an amanuensis (see Appendix 4B) with additional checking time at the end of a written
examination, or

use of a computer and additional checking time at the end of a written examination.
Rest breaks with clock stopped up to 10 minutes per hour — student allowed to stretch walk
around the room.

w N

Students with Mental Health Conditions or Asperger’s Syndrome

1. Accompanied by exam mentor (to assist with reducing anxiety).

Where a computer or amanuensis is used the candidate will take her/his written examination in a
separate room with separate invigilation (sharing_with other students who have similar
arrangements).

Procedures relating to feedback on the assessed work of studentsywith Dyslexia and other
related Specific Learning Difficulties appears as Appendix3B.
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Appendix 3B

Guidelines for Providing Feedback on Assessed Work of Students with Dyslexia and
other related Specific Learning Differences (SpLD)

Introduction

This document has been updated to reflect the changes from the Individual Assessment Feedback
(IAF) system to the Standard Assessment Feedback Form (SAFF). It contains the following:
e A brief overview of legislation;
Good practice with regard to assessment;
Difficulties dyslexic students and students with other SpLDs expetience;
Standard Assessment Feedback Form;
Guidelines on providing feedback;
A copy of the Standard Assessment Feedback Form.

Legislation

The Equality Act (2010) replaces previous disability legislation ingluding the Disability
Discrimination Act (1995), the Special Educational Needs Discrimimation Act (2001), and the
Disability Discrimination Act 2005. The EA’requires institutions “.net'to discriminate against
disabled students by subjecting them to¢less favourable treatment’ or by failing to make
reasonable adjustments to policies, pracedures, provision or theé"physical environment in order to
overcome a disadvantage” (QAA 2010, p.8):

Dyslexia and other specific learning differences/(SpLD) meet the definition of disability contained
within the Equality Act (2010).

Assessment

Higher Educationinstitutions (HEIS) are required to ensure that ‘...disabled students are given the
opportunity tardemonstrate thesaghievement of learning outcomes and competence standards’
(QAA 2010, p.25). In practice this means ‘...ensuring that assessment methods are flexible and
give all students the opportunity, tomeet the objectives of their programme of study’ (ibid).
Moreover, it is considered good practice for institutions to make assessment criteria and allocation
of marks clear and transparent to all students as early as possible (ibid).

Assessors should be assured that the legislation is clear that academic standards cannot be
compromised and as such reasonable adjustments may not be applied to competence standards.
Reasonable adjustments can however be applied to the process of how the competence standard
is assessed (Equality Act Draft Code of Practice Further and Higher Education, 2010). The
University of Chester aims to ensure that reasonable adjustments are applied to assessment as
outlined in Handbook F. To Accompany the Principles and Regulations The Assessment of
Students at Levels 4,5,6,7 and Taught Provision at Level 8. In addition, students with dyslexia and
other SpLDs typically have access to reasonable adjustments during their studies such as
assistive technology, individual study skills tuition and other support.

Marking should always follow University guidelines, thus maintaining academic rigour, and be
clearly related to learning outcomes.



Difficulties students with dyslexia and other SpLDs experience

In discussing the issue of giving feedback to students, Reid describes the need for teaching staff to
have an awareness of ‘how dyslexia may affect a person’s self-esteem’ (Reid 2003, p.273).
Furthermore, in order to develop skills for present and future assignments, he considers it
essential that students are aware of their own performance, stating also that, during feedback, oral
discussions with a student may be beneficial.

A dyslexic student may experience limitations in working memory, causing reading and word recall
difficulties, and slowness in handwriting. There may also be a tendency to misinterpret complex
written and spoken information, all of which impacts upon the writing process. These problems
occur as part of a wider and more persistent pattern of language processing difficulties. This may
include slowness and lack of flexibility in manipulating language, together with difficulties in sorting
information, and a tendency to experience information overload. The student can often explain
what they want to express more effectively verbally than they can on paper.

Students with dyslexia will typically:
= Spend hours reading and processing complex information before writing;
Experience difficulty formulating and transcribing sentenges,as quickly as other students;
Make more spelling errors, even in word processed work;
Tend to use familiar words they can spell, rathegthan,more academic terms;
Have difficulty with punctuation and grammar;
Insert, omit or repeat small function words or werd endings;
Produce written assignments which mayslaek the ‘polish’ demonstrated by their peers.

Standard Assessment Feedback Farm (SAEF)

The SAFF is a form that gives guidance onthew to previde feedback to students with an identified
SpLD. The SAFF will ensure that,staff, who are involved'in the assessment process are provided
with standard information relating t@ generic difficulties that students with an identified SpLD
typically experience. This form has been developed by staff within Disability Support, specialist
Dyslexia Tutors within Disabllity Support and in,consultation with academic members of staff. The
SAFF has been primarily informed by reports=produced by educational psychologists and specialist
needs assessors.

Disability Support'staff will contactiall students who have formally notified the University of their
SpLD, to explainithenew systefin, Disability Support will send a copy to the student and file a copy
the original SAEF. Subsequently, itwill be the student’s responsibility to ensure that a copy of the
SAFF sheet is included with everyspiece of work submitted for assessment. Examples of a SAFF
form can be found at the end of this document.




Guidelines When Providing Feedback

The Standard Feedback Assessment Form gives bullet point guidance; there is further good
practice guidance below that you may want to consider when providing feedback on assessed
work.

e Provide typed or electronic feedback to students, or verbal feedback as appropriate. If
feedback is computer based consider the use of comment boxes or coloured fonts.

e If your marking scheme does not include marks for spelling and grammar and you do
not usually highlight spelling or grammar then let the student know so that they are
aware this has not been checked.

e If you do highlight spelling or grammar then select the most common or major errors for
comment, indicating clearly how a particular aspect of the work can be improved.

e Only correct a small number of errors or focus on a paragraph giving clear guidance about
what is wrong and how it can be improved. Supply or refer the student to a list of key
subject terms or relevant words they need to know.

e Even if an error is highlighted the student may be*unableo corregt this therefore, it is not
productive to highlight errors made without explaining the naturé ofsthe error. Similarly, it is
time consuming and demoralising for a student'to mark everyerror.

e Avoid marking in red as this has a negative effect; use differeént colours to mark and
comment:
1 colour for ideas, understanding ‘and knewledge,
1 for comments about grammar, punetdation and spelling.

e Be clear and specific when writing comments."Make comments legible and explicit avoiding
complex sentences as students with a, SpLD find it difficult to ‘read between the lines’.

e Remind all students that it is their responsibility to seek learning support as early as
possible.

e In some circumstances (where the student experiences extreme difficulties) it may be
necessarysto consider whether-an alternative method of assessment may be more
appropriate to determinge the student’s subject knowledge. Please contact Disability
Support within Student Support & Guidance as soon as possible to discuss any such
situations.



Further reading and references:

ADSHE (2004) Guidance for good practice: institutional marking practices for dyslexic students.
Retrieved April 18" from:
http://www.adshe.org.uk/docs/Marking%20Guidelines.doc

Equality and Human Rights Commission (2010) Equality Act Draft Code of Practice Further and
Higher Education

Pollock, D. (2005). Dyslexia, the self and higher education. Stoke-on-Trent: Trentham Books.

Reid, G. (2003). Dyslexia: a practitioner’'s handbook. (3™ ed.). John Wiley & Sons Ltd: West
Sussex.

Great Britain. (2001). Special Educational Needs and Disability Act 2001, chapter 10. London:
Stationery Office. Retrieved August 30, 2005, from
http://www.opsi.gov.uk/acts/acts2001/20010010.htm

Singleton, C. (Ed.) (1999). Dyslexia in higher education: polieyspravision and practice. Report of
the National Working Party on Dyslexia in Higher Education. Hulli University of Hull.

QAA Code of Practice for the assurance of academic quality and standards in higher education
Section 3 February 2010 (updated March 2010)

Useful Websites:

British Dyslexia Association
http://www.bda-dyslexia.org.uk
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Confidential

Standard Assessment Feedback Form (SAFF)

Student Assessment Number:

Course:

This form is a standard form for students with a specific learning difference (SpLD). Itis
part of the University’s commitment to providing appropriate feedback for all students.

Students may have difficulty with reading accuracy, comprehension and speed as well as
experiencing visual discomfort when reading. Written expression may be adversely affected and
this may impede essay structure and planning. Sentences may be overlong and contain
irrelevant information. Spelling, grammar and punctuation errors may also be present; these
errors may not always be eliminated by spelling and grammar cheek:

The recommendations below will help make feedback mostuseful to the student:

e Structure and sequencing: Clear examples should be provided to show how to improve
the structure and sequencing of the ideas disgussed»Rl€ase indicate where the student
has moved away from the relevant point and, if possible, explain why;

e Examples of good use of academic language=Provide €Xamples‘of good use of
academic language. Students with SpD often need models/and examples of good
practice in order to retain and replicate,these and also to,develop their academic writing
style. Highlight two or three examiples in‘the writing“that need development and, where
possible, model an accurate alternative;

e Subject specific spelling_errors: Highlight subject specific spelling errors only so that
the student can focus on‘orreeting them; a short'comment may be made about spelling.
Please be aware that Spelling and punctuation errors may not always be eliminated by
spelling and grammar chieek.

All feedback shouldgbe clear, conciséand word processed wherever possible. ltis
important tesaveid ambiguity in feedback as confusion may lead to anxiety.

For draft assignments
e Promate early planning forall Students to allow time for techniques of editing and refining
later in‘the process and offer direction on subject specific resources.

e Offer direction (as appropriate) to ensure accuracy in the interpretation of assignment
guestions/project briefs and provide an explanation glossary of complex phrasing and
new vocabulary.

Confidentiality

Disability Support produced this form with the student’s permission. Please ensure that
this information is handled appropriately.

Guidance in relation to these forms is available from Disability Support,
Voicemail: 01244 511059 (please state which campus)
Email: disability@chester.ac.uk



All other disability matters should be referred to Disability Support, Student Support &
Guidance.
Information on how to use this form can be found below.

Using the Assessment Feedback form

Staff

The student has been advised to seek early support from Disability Support to develop study
strategies to support needs.

Draft assignments or outlines

This student is entitled to feedback on draft assignments or outlines (including oral submissions) in
accordance with departmental policy. Where departments do not usually provide feedback on draft
assignments tutors should provide feedback on a plan to indicate if the student has understood the
guestion and appears to be addressing it appropriately. Feedback maybe written or verbal. If
feedback is verbal the student should be allowed to record the sessien. as this will enable her/him
to make best use of the feedback.

Examinations

This student is entitled to feedback on examinations in accordance with departmental policy.
Feedback may be written or verbal. The student should*book,an‘appointment and provide a copy
of their SAFF form. If feedback is verbal the student shouldfbe allowed tosecord the session as

this will enable her/him to make best use of the feedbagk. (
i

V4
Students
The SAFF system works in conjunction with anenymous markingspolicies. Therefore failure to
attach your SAFF form to your assessed work will mean that the assessor will be unaware of your

feedback needs.
N N

Assignments

Copy and paste your SAFF inte your assi%nment in1'm}ediately after the title page. Submit your
work following the e-submission‘instructions.

Draft assignments/or outline

Departmentsawill pravide feed draft assignments, assignment outlines or a plan (including
oral submissions) indicating if you have understood the question and appear to be addressing it
appropriately. Feedback policies will differ between departments. Feedback may be written or
verbal. If feedback is verbal you should be allowed to record the session. You should submit your
SAFF firmly attached to your draft work.

Examinations

You are entitled to feedback on examinations in accordance with departmental policy. Feedback
may be written or verbal. You need to book an appointment with the relevant member of staff in
your academic department and provide a copy of your SAFF form. If feedback is verbal you should
be allowed to record the session.




University of Chester
Turnitin Policy

Introduction

This document sets out the coverage of the University’s Turnitin Policy, access to Turnitin and
acceptable use of the service. Further practical and operational detail is given on the Registry
Assignment Submissions page
https://portal.chester.ac.uk/registryservices/Pages/submissions.aspx

Coverage

Students must submit all assessed work which can be handed in electronically to Turnitin for
originality checking. This applies to all summative assessments submitted for a University of
Chester award at levels Z, 4, 5, 6, 7, and taught provision at level 8.

Access

Access to Turnitin is provided for staff and students on programmes leading to University of
Chester awards only. All students on Undergraduate, Masters‘andsdaught eléments of Professional
Doctorate will submit work directly to Turnitin through Moodle.| The Graddate School manage a
comparable process for the submission and checking of pestgraduate theses.

Acceptable use
Turnitin is used as a tool to:

+ Help students embarking on a‘programme of study toyunderstand the concept of academic
integrity, and to develop academic writing skKills appropriate for their discipline. Students at
levels Z, 4 and 7 will havesthe,right to see the Turnitin originality report for one initial
assignment, and 46 discuss it with a tutor, te,develop their understanding of academic writing
practices. International exchange students and students taking one-off modules for CPD
purposes will not have this entitlement.

+ Assist.academic judgementsyregarding the originality of work submitted for assessment for
University of Chester awards. The use of Turnitin does not replace academic judgement, and
decisions about whether a‘piece of work may be plagiarised should not be based solely, or
mainly, on the originality score. Matches should be scrutinised both individually and to see
whether they form part of a pattern. Scrutiny must be undertaken by a member of academic
staff, normally the first marker.

Staff should use Turnitin as described in the Registry Online Submissions pages for staff
(https://portal.chester.ac.uk/registryservices/Pages/staff-docs.aspx), to ensure equitable practice
across the University.

Students may only use Turnitin to submit their own work for assessments on their own
programme of study. Further information and guidance about Turnitin and step by step instructions
on submission procedures are provided on the Registry Online Submissions pages for students,
https://portal.chester.ac.uk/registryservices/Pages/students-docs.aspx

V3 September 2014



APPENDIX 4B

DISABILITY SUPPORT
Guidelines for Amanuenses

As professionals working for students at the University of Chester, it is important that you adhere
to the following guidelines, which should ensure your professional status and afford appropriate
respect for all parties involved. These guidelines should be read in conjunction with the
document, ‘Instructions to Invigilators’, since an amanuensis may also have responsibility to act
as invigilator.

General Information

You will be assigned a student or students for whom you will act as asseribe. We try to allocate
the student the same scribe for all of their exams; however this is notralways possible.

Some students require their amanuensis to type their answer,_If sofyou will be informed of this
beforehand and a computer will be provided. Registry Serviges wilhprovide a USB stick so that a
saved backed up copy of the student's answer can be saved (in case the computer should
crash). For In-Class Test the Department should provide a USB,for work tofbe saved.

Any students using an amanuensis take their examinations in a separate reéomgnormally in their
department. Additional time is allowed and the ameunt varies according te,theyindividual needs of
the student. If you are not sure of the enddime ofithe exam, yeu should’ask the departmental
office for confirmation of this.

If there are any problems during thetexamination whichsrequiresan‘immediate response (e.g. a
guery to do with the paper), please go'withthé studenisto the departmental office for advice.

You should keep all information“hetween yourselffanéthe student(s) with whom you work strictly
confidential.

Before the Examination
1. The followingwnegotiations should be‘made with the student before the examination:

- Howsare notes to be made? By you on the script, or, where a limited amount of
writing,is possibleyhy. the student on a separate sheet of paper?

- |\ Punetuation and spelling. Does the student want to give only the main punctuation
breaks, leaving the rest to you, or would they rather dictate every punctuation mark?
Are there any unusutal or technical terms which will be used? If so, will the student
be able to spell these to you in the exam or would they like to give you a list of these
beforehand so that you can familiarise yourself with them (n.b. this glossary is to aid
preparation and should not usually be taken into the examination, unless prior
agreement has been obtained from Disability Support).

- What if you can’t grasp a word? Should you ask the student to repeat it there and
then, or would the student prefer you to come back to it later?

2. Arrive in good time (no later than 10 minutes before the start of the exam). Know where
you are collecting the examination question paper from and where the exam is taking
place (or where you are meeting the student).

3. Make sure that you have a selection of blue or black pens, a pencil and an eraser (in
case you have to draw diagrams).



Amanuenses who are typing the examination should note that a desktop computer with
Microsoft Word will be provided. The computer should be ready for you to use. Please
save the document frequently during the exam and also save a backup copy on USB. At
the end of the examination, the paper will need printing out and inserting into the answer
booklet. If there are any problems with the computer in the examination you should
report this to a member of staff in the department.

During the Examination

5.

10.

You must write / type the answers exactly as they are dictated, and draw or add to maps,
diagrams and graphs strictly in accordance with the candidate’s instructions.

There may be some sections of the exam that the student,wishes to complete
independently, and you should include these sections in the appropriate place in the
finished script.

Some students may wish to read and check the exam sefipt themselves, but some may
need, or prefer, you to read the script aloud to them for_checking.

You must never give factual help to the candidate, nor indicate by any word or action that
you think they have made a mistake. If the student asks,you to provide them with factual
information or makes any other requests which you\ consider t@ begunfair, you should
explain that this is not in keeping with your role,and/is against,University policy. If they
continue to make such requests you_sheuld report this t0 thesdepartmental office or
Disability Support.

You should generally speak only when ‘spoken to, leaving the student in charge of the
exam. However, there are certain cireumstances whenythis ‘rule of silence’ has to be
broken. For example, if you are unable to keép up with the speed of dictation or if you
need to ask the candidate to,repeat something youdid not hear well.

You must present thenexam answers (in the fusual format; this includes filling in the
student’s details on, the front of the afswer book, placing papers in the correct order, etc.

After the Examination

11.

12.

Completed paper should be taken to the departmental office

Torarrange paymentgdforyour, work you should fill in and submit a University Claim Form.
Forms can be collécted from Disability Support and should be returned there. The rate of
pay.for an amanuensis is £10.45 per hour.

If you have any queries regarding any of the above, please do not hesitate in contacting:

Disability Support

Chester Room CBK 101, Binks Building tel 01244 511559
Warrington Martin Building tel 01925 534282

Email disability@chester.ac.uk

Thanks to the University of Manchester, University of Hull, University of Essex and University of

Western Australia for their input into these guidelines.



Appendix 4C

Security of Examination Papers

The following guidance seeks to ensure that the security of examination papers is
maintained from the point they are written to the point the students sit them. They must
therefore be followed by all departments and partner colleges/organisations.

=

Before papers are sent to the external examiner for approval

Examination papers must never be sent in the internal mail;

All exam papers are checked by a designated member of academic staff prior to
being sent to the external examiner; the person checking the paper must be able to
comment on the academic content of the paper, in addition to identifying
typographical and formatting errors;

All exam papers stored electronically must be password protected; in cases where
papers are stored on an external device such as a USB pen the device must be
encrypted,;

Any hard copies of exam papers must be stared in'a locked cypboard or cabinet and
access to the keys must be limited — ie they are, not left in open view in the same
office.

Process of approval by external@&xaminers

Wherever possible exam papers'should be sent electronically, with this done in a
secure manner. It is recammended that the/Sharepoint Team sites are used for this
purpose as they provide, a seeure storagesfacility‘accessible by both internal and
external examiners, with access to the/site controlled by the host department. In
cases where papers.areisent to theeexternal examiner via email, they must be
password protected,

Where hard copies, ofithe exam paperstare sent the method of delivery must
guarantee delivery to the individual*and the individual must signto accept delivery;
All external examiners should'be issued with clear guidelines about the security
measures they must adapt when sending, storing or receiving exam papers and that
they,are informed all"éxamination papers must be deleted/destroyed once they have
sentstheir comments/approval back to the University.

Copying the papers once approved by the external examiner

Where departments copy their own papers this must be done on a copier students
are not able to access; if departments do not have access to their own copier, the
papers must be copied by the print unit;

Where exam papers are sent to the print unit for copying, the original must be either
hand-delivered or, where sent electronically, password protected. It must be made
clear to the print unit that the security of the paper must be maintained and that under
no circumstances can the original or any copies be left unattended or in a location to
which others have access;

Papers must be collected by a designated person within the academic department as
soon as they have been copied by the print unit;



e Once the copies have been quality checked by the academic department, the papers
should be delivered to Registry Services immediately, in order that they can be
stored in the most secure manner available.

4. Examinations held at Partner Colleges/Organisations
Registry Services will ensure that information relating to the security of examination papers

is provided to partners as part of an annual update. Academic departments must then take
steps to ensure the principles outlined above are adhered to by all their partners.



APPENDIX 5A

ANONYMOUS MARKING OF ASSESSED WORK

Anonymous marking of coursework assignments
Principles

The first and second markers mark the assignment and agree University internal marks
without knowing the identity of the candidates.

Only when these University internal marks have beenddetermined — if necessary by
recourse to a third internal marker — shall the names.of candidates be revealed. The
marks can then be entered onto e-vision.

There is no further provision made to preserve the anonymity of candidates. Their names
are available to External Examiners when reading assignments and thiey are referred to by
name at Assessment Boards.

It is recognised that circumstances may arise in which ityis not possible to conceal the
identity of an assignment author, (€.9. because of a distinctive script). A candidate may
also deliberately forfeit entitlement te*anonymity by wilfully entering her/his name on the
assignment in a place where it cannet be'concealéd. Such circumstances shall not deprive
other assessment candidates of'the provision” ofyanonymous marking, according to the
procedures set out above.

For dissertations or @ther assessment where the/supervisor is also the first marker, the first
marker will knowsthe student’s identity when marking the work; this will allow them to use
their knowledge of the “student’s ‘work™through their supervision meetings to aid the
identificationyof ‘@cademic malpracticeisuch as data manipulation/invention and material
from othef sources.

UnleSsitherenare compelling technical reasons which make this impossible, all work
must besSubmitted eléctronically via the Turnitin integration in Moodle.

Maintaining anonymity for work submitted electronically via the Turnitin integration
in Moodle

At the start of the academic year and/or well in advance of the first submission deadline,
the module leader will set up a submission box for each electronic submission; when
setting up each postbox the module leader enters:

e the date from which the coursework can first be submitted;

e the submission deadline date;

o the date on which the identity of the students will be revealed; this date must be
after the final internal mark has been agreed, following first and second marking.



Students submitting their work must include their assessment humber (in 2015/16 this will
begin with a K and may be found on the student homepage on e-vision) in the header or
footer.

Maintaining anonymity for work submitted in hard copy

The student collects a Module Assignment Coversheet from the academic department or
Registry. The student completes all sections except for the four boxes marked ‘office use
only’.

The student will use a unique Assessment Number for all anonymous assignments and
exams. This number will be different from the Student Number and will start with a J. The
number will be available on the Portal when they enrol at the beginning of the academic
session. Normally only the student and Registry will havegaccess, to the Assessment
Number. If a student does not know their number or has forgotten it they can check via the
Portal. Students will be issued with a new number for every‘agademic session.

The student hands in the assignment with the coversheet jattached. The bottom of the
coversheet will be perforated so that it can be topr off and.given to the student as a receipt.
The department should stamp the receipt before returning it to thefstudént.

Dissertations or other assessment wheresthe supervisor /s alse.thé first marker

As outlined above, for dissertationsséor other assessment wheré*the supervisor is also the
same marker that first marker willknow the ‘Student’s identity when marking the work.

The second marker must mark the weark anonymously in line with the procedures in this
handbook.

This may be achieved bysthe following method:
o The submission bex on Moodletissset up as NOT anonymous
e The student'submits the werk through the Turnitin Moodle integration

oI he supervisor (first markefr) marks their students’ dissertations either on
Grademark or{otherwise

e The supervisor (first marker) downloads a zip file of their students’
dissertations from Turnitin (this will be without comments) and forwards to the
second marker. These assignments should have the Assessment Number on
them but no other identifier.

o The second marker marks the work without knowing the identity of the
students and returns the marks to the first marker

e The first and second marker agree the marks using the Assessment (J)
Number identifier

e The first marker then enters the marks on e-vision or forwards to the
department administrator as per the department’s practice.



Anonymous Marking of Examinations

University of Chester requires that all written examinations for formal module assessment
are subject to anonymous marking by internal University examiners.

In practice, this means that the following procedures are observed.

1.

At the beginning of each examination, each student must enter her/his name in the
right-hand section of the front page of the examination answer book (and of any
subsequent answer books used during the examination) and enter their assessment
number on the front cover of the answer book. Before the answer book is collected
by the invigilator at the end of the examination, the student must fold and seal the
right-hand section, so that her/his name is no longer visible,

The invigilator writes a number (1,2,3, etc.) on_the“front of each answer book
collected in (using the same number for answer Books‘attached together as the work
of one candidate). This is to facilitate checking'that the requisite number of answer
books have been collected.

The first marker(s) mark(s) the examinationtanswers witheut knowing the identity of
the candidates. The marker(s) shall"refer to scripts by thesassessment number as
entered on the front cover of the examination answer®ook by the student.

The second marker(s) also mark(s) the examination,answers, in accordance with the
University’s second marking“ progedures, #without “knowing the identity of the
candidates, again making reference to thé ‘assessment number as entered on the
front cover of the examinatien .answer beek by the student.

First and secand imarkers agree University internal marks without knowing the
identity of the,candidates. Only when=thiese University internal marks have been
determined — if necessary by recourseito a third internal marker — shall the names of
candidates\be revealed by unsealing the right-hand section of the examination
answer books:

There 18, no furthersprovision/fmade to preserve the anonymity of candidates. Their
namesware available to, External Examiners when reading answer books and they
may be referred tosby name at Assessment Boards.

It is recognised that circumstances may arise in which it is not possible to conceal the
identity of an examination candidate, e.g. because the special circumstances in which an
examination is conducted results in a distinctive script. A candidate may also deliberately
forfeit entittement to anonymity by wilfully entering her/his name on the script in a place
where it cannot be concealed. Such circumstances shall not deprive other examination
candidates of the provision of anonymous marking, according to the procedures set out in
1-6 above.



APPENDIX 5B

SECOND MARKING PRACTICE

Please see Monitoring Form overleaf.

Blind Double Marking

Where double marking (i.e. 100% second marking) of dissertationS*@m0ther scripts applies, it is
recommended that this should normally be conducted ‘blind’, i.e sthe second marker does not have
access to the marks or comments of the first marker. Departments/r programme teams will need
to ensure that the comments and proposed marks of the seeondymarker are recorded on a separate
sheet. When double marking is completed, the two markers should meet to agree internal marks,
with recourse if necessary to the Chair of the Module Assessment Board who may nominate a third
marker if appropriate.

Feedback to Students from Second Markers

Feedback to students must only show the agreed marksfollowing.the completion of internal marking
and monitoring. It must be made, clear to studénts that this mark is provisional, pending
consideration by the external examiner and the decision of the relevant assessment board.
Although the internal mark returned to students’is that agreed by the first marker and monitor, or
by two independent markers inthelcase of double marking, the comments returned to students will
normally be those of the'irst marker alone.\However, all markers should bear in mind that under
the FOI Act students do have a right to@eeessicomments made about them.



MONITORING FORM

Module: Marking
tutor:
Assignment/Exam: Monitor:

Total number of assignments passed to Monitor:

First marker’s comments on performance of the students and any issues for Monitor’s
attention:

Signed (First Marker):

Monitor’s comments (based on sample monitored):

Monitor’s recommendations for scripts other than those first marked at 40% and below (circle
no.)

First marks are the agreed'internal marks

Possible problems,in overall consistency and complete batch should be re-marked.

The marks appear low and all work sheuld be adjusted in the following way .

A 0N PRE

The marks appear high and,all work should be adjusted in the following way .
The verification of the total cohort is based on the sample, as recorded on this form.

Signed (Monitor):

First Marker’s response to Monitor (including details of agreed adjustments, if any):

Any further comments by Chair of Module Assessment Board:

OUTCOME OF MONITOR’S MARKING OF SAMPLE OF SCRIPTS
(only the sample scrutinised should be listed here)



Monitor may suggest an alternative mark for those first marked at 40% and below, but should tick all
others to indicate that they have been read.

Candidate Number 15t Marker’s | Monitor’s | Agreed mark (where applicable) with
mark mark comments if appropriate




APPENDIX 5C

EXCESS WORD COUNT:
NOTES OF GUIDANCE TO STAFF AND STUDENTS

Notes of Guidance to Staff

e The principal justifications for penalising excessive word count are (a) that students who
significantly over-run the stated count are producing work which departs from the original
intention of the assignment, and (b) that such students have an opportunity to include
additional material which those who keep within the limits may have to omit, and they
must not be allowed any advantage as a result.

e University policy should be interpreted to allow a 10% ovef<un without penalty (e.g.
1000-word assignment is allowed 1100 words, 2000-word assignment is allowed 2200
words, and so on.) Permissible word count excludessstudent’s name, title of module
and assignment, references to sources, bibliography, graphs, “tables, maps, diagrams,
captions and appendices. These lie outside the stated word limit. Quotations inserted
into the text and facts/arguments inserted into footnoté/endnotes (beyond essential
referencing) may also be excluded from the word count at the discretion of the relevant
Module Assessment Board, but students must bewnotified via“the modtle handbook of
the Assessment Board’s practice on thissmatter.

e Students should normally submitrittenicourseworkyword-processed using Arial font
size 11 (unless they have permission’in writing fram theseleyant programme leader not
to do so) and should insert word-counts on coversheets or at the end of coursework
assignments; however, markers ‘should not assume that these counts are invariably
accurate. Markers are notyexpected to countseveryword in every assignment, but the
use of standard font andfontysize should assist in estimating overall word count. In a
case where a marker suspects that the limit has been exceeded, the marker should
ascertain the approximate number of words on a sample page and use that as a guide to
estimate the total.

¢ If, on thefbasis_of samplingfand-estimating, a marker is certain that the word count has
been exceeded, the student should be penalised 5 marks per 1000 words excess (e.g. if
a 1000=word“assignment, '§, marks deducted for 1101-2100 words, 10 marks deducted
for 2102-3100 words;sand so on). This penalty should be drawn to the attention of the
secondimarker, who shoeuld check that it has been correctly imposed as part of the
second-marking process.

e Since it is unrealistic to expect all marginal cases of excessive word count to be
detected, the policy can only be implemented in a context in which it is accepted that
students will receive the ‘benefit of the doubt’. This is justifiable, since a student who
exceeds permitted word count only marginally is unlikely to be departing significantly
from the original intention of the assignment.

e Guidelines should be issued to students by Faculties or Departments at the beginning of
the academic year, and students should always be informed if a word-count penalty has
been imposed. Suggested guidelines to students are on the accompanying sheet, but
Faculties / Departments are free to issue their own versions provided that they are
consistent with what is set out here.



o All cases of the imposition of word-count penalties shall be recorded in the minutes of
Module Assessment Boards.

Notes of Guidance to Students

The University implements a standard policy for the penalising of excessive word count in
written coursework assignments. The main reasons for imposing these penalties are:

() that students who significantly over-run the stated count are producing work which
departs from the original intention of the assignment;

(i) that such students are taking an unfair advantage over those wha strive to keep within
the stated word limits.

Students should therefore observe the following points:

¢ Permissible word count excludes the student’'s hame, title of module and assignment,
references to sources, bibliography, graphs{ tables;»maps, diagrams, captions and
appendices. These lie outside the stated waord limit.

o Itis permissible to exceed the stated/word, limit by up to L0%jgwithout penalty. Thus,
a 1000-word assignment is allowedto run to 1100 words, a 2000-word assignment to
2200 words, and so on.

¢ Assignments which exceed theseylimits are ligble to be penalised by the deduction of
5 marks per 1000 words,excess (e.g. if a 1000-word assignment, 5 marks off for
1101-2100 words, 10 marks off for 210131200 words, and so on).

e Students should“normally. submit all, written €oursework word processed using Arial
font size 11 (anlessythey have writtenypermission from the programme leader not to
do so) and should,” wherever“possible, include a word count on assignment
coversheets“er at the end_of theiryassignments, derived from the electronic word
count'facility. They willfbe netified through the feedback process if a penalty has
been deducted for excess word count.



Generic Marking Criteria for Level 3 Appendix 5D

The assessment criteria are used to measure student performance: how well you have fulfilled the specific learning outcomes of the module. The learning outcomes at level 3 define
the complexity of understanding and skills that you must achieve in that module.

The criteria offer descriptions of standards of achievement relating to four types of learning outcome:

e Knowledge and understanding

e Cognitive skills

e  Practical or professional skills

e Communication skills.
There are various descriptors under these headings, describing different aspects of understanding or skill. Assessors use thexonés that apply to the particular outcomes you should
demonstrate: if the learning outcomes of your module do not require (for example) practical skills, then these'criteria do'neét apply.

Because not all of the criteria will apply to each module, the Foundation School teaching staffimay customise these ctiteria to describe how they apply to your particular area of study
or to a particular type of assessment. They may also customise them to show how they'interpret and apply them. In these cases, they will publish the criteria for you to see. These
discipline-specific, task-specific and level 3-specific criteria will always conform to the‘instititionallevel 3 criteria'set out here: they will specify, not contradict them.

40% is the pass mark for graded assessments.



Appendix 5D

Generic Marking Criteria for Level 3
Knowledge and 90-100 80-89 70-79 60-69 50-59 40-49 30—39 20-29 10-19 0-9
Understanding
Use of Exemplary use Comprehensive Excellent use of Wide range of Good range of Background Insufficient Information used is | No evidence of No use of
information from | of information and extensive relevant core and reading and reading mostly evidence of hardly relevant in subject reading; sources; no
variety of sources | sources and use of wide reading; very background investigation relevant but few background content; weak or content almost evidence of
to be applied to reading; wide variety of good selection reading done; relevant sources of reading; issues inaccurate entirely irrelevant | knowledge
subject coverage of sources and of variety of effectively used; references but information used; §poorly identified; knowledge base or erroneous
knowledge topic reading, sources of good knowledge without wide adequate contains very
integrating a integrating information; shown, variety of knowledge slight detail
wide range of relevant extensive sources; showin.
academic academic coverage of the
sources. sources. topic;
Understanding of | Outstanding Outstanding Excellent subject | Very good Contént generallyy " Acceptable level Insufficient Significant Negligible No
subject contexts and exemplary and extensive knowledge, relevant and of good standard, | of detail; not all understanding of weaknesses and understanding of understanding
and theory extensive subject detailed and detailed relevantand aspects subject matter, gaps in subject matter, evident;
subject knowledge with | focused use of information with accurate; most addressed. context, ideas understanding of context, ideas and | response to
knowledge with | detailed and examples. Clear use of examples. issues identified. Adequate and issues; subject matter, issues; fail to question
insight, detail very relevant understanding Understanding'of | Satisfactory level understanding of misreading context, ideas and address the virtually nil.
and highly use of of subject subject matter, of understanding, | subject matter and/or issues; question.
relevant use of understanding matter and theary and subject matter and context, core | misinterpretation | misunderstanding
examples. Work | of complexities theory; disciplinary and theory and contepts and of question. of question.
produced could | of theoretical identification of contexts. their contextual relevant issues;
hardly be models, disciplinary relevance,for the sufficient
bettered under concepts and relevance. discipline field. reference to
parallel arguments. theory.
conditions.
Cognitive Skills 90-100 80-89 70-79 60-69 50-59 40-49 30—39 20-29 10-19 0-9
Structure, Exemplary Outstanding Excellent Very good Good Adequate Insufficient Poor organisation Disorganised No
method and organisation of organisation of organisation of organisation,of organisation of organisation of organisation of of ideas; confused presentation of organisation of
reasoning ideas; ideas; very ideas; coherent ideas; logical ideas; ideas; basic ideas; muddled or incomplete ideas; very ideas; no
exemplary good structure; structure; structure; well- comprehensible principles of structure; weak structure; limited unclear structure; recognisable
structure; thoughtful and strong and reasoned structure; structure evident; | reasoning or reasoning or very little structure; no
consistently coherent coherent discussion; clear capable adequate application of application of evidence of evidence of
excellent reasoning or reasoning or reasoning or reasoning or reasoning or method. method. reasoning or reasoning or

reasoning or
application of
method.

application of
method.

application of
method.

application of
method.

application of
method.

application of
method.

application of
method.

application of
method.
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Selection and use | Exemplary Outstanding Excellent use of Robust use of Good evidence of | Satisfactory use Insufficient use of | Incorrect Little or no use of | Little or no use
of information drawing use of information; relevant drawing together | of material; correct material information or material or of material or
together of information. good breadth of information and information; superficial or information; material used; few information. information.
information Substantial use materials breadth of limited information with few references references. No references
with excellent of relevant selected. material; Good consideration of some integrated used. used.
use of relevant references. Significant use of | integration of alternative views references.
references. references references. or perspectives.
closely linked
and integrated.
Practical and 90-100 80-89 70-79 60-69 50-59 40-49 30—39 20-29 10-19 0-9
Professional
Skills
Technical/ Evidence of Evidence of Evidence of Evidence of very Evidence of good Evidence of Insufficient Little evidence of Minimal evidence No evidence of
scientific skills exemplary outstanding excellent levels good practical practical and satisfactory evidence of practical of practical and any practical or
practical practical of practical skills. Links theoretical practical practical and competence, theoretical theoretical
competence. competence competence and | between theory competence, a competence. theoretical engagement with competency, competency,
Links between throughout all understanding and practice good Some linksgMade competence: process and theory | engagement with engagement
theory and activities with of links between | discussed with understanding®@f |y between theory Ehgagement with™ | as well as the process or ability with process or
practice from outstanding theory and reference to the links between | ‘ahd practice from ¢}, basic'processes ability to follow to follow basic ability to
external links between practice course material theory and course material but limited ability | basic instructions instructions. follow basic
sources and theory and discussed with and external practice made and tofollow some and procedures. instructions
course material practice from reference to sources from,course understanding ofy, | instructions and
discussed. external external sources | identified. materialand basic inStructions “Juprocedures.
Relevant sources and and course diseussed. anddprocedures.
application to course material.
real world materials. Some
situations. application to
real world
situations.
Practical/ Outstanding Extensive and Sustained Very good; clear Evidence of Adequate Insufficient Little evidence of Minimal evidence No evidence of
Creative skills and exemplary sustained engagement evidence of engagement with | evidence of evidence of engagement in of effort to engagement
engagement engagement with a variety of engagement with | relevant creative engagement in engagement in necessary engage with with creative
with a variety of | with a variety of | creative relevant creative processes, necessary necessary processes and creative processes | processes or
creative creative processés and processes and collation of processes and processes and applications. No or relevant arts relevant arts

processes and
sources,
excellent
creative skillset
with the ability
to talk
confidently
about work and
its context in a
reflective
manner.

processes and
sources, a
strong creative
skillset with the
ability to talk
confidently and
in detail about
work and its
context.

sources,
developmentiof
creative skillset
with the ability
to talkiin detail
about'work and
its context.

sources,
development,of
creative skillset
with theability to
talk aboutworks

sources and
attempts made
towards the
development of
individual
creative skillset.

applications and
collation of
relevant sources.

applications but
limited collation
of relevant
sources.

collation of
relevant sources.

and media
applications and
sources.

and media
applications
and sources.
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Reflective
practice

Sophisticated
reflection on
personal and

Sophisticated
reflection on
personal and

Clear and
insightful
reflection on

Clear
understanding,
reflection and

Good reflection
on personal and
professional

Adequate
reflection on
personal and

Insufficient
reflection on
personal and

Little reflection or
reference to
personal and

Minimal reflection
or reference to
personal and

No reflection
or reference to
personal and

professional professional personal and evaluation of practice. professional professional professional professional professional
practice. practice. professional implications for practice issues. practice issues. practice. practice. practice.
Exemplary practice. personal and

insight professional

demonstrated. practice.

Communication 90-100 80-89 70-79 60-69 50-59 40-49 30—39 20-29 10-19 0-9

Skills

Written Logically and Logically and Logically and Clearly presented | Clearly presented | Reasonably clear Limited Lack of clarity with Extremely unclear | Incoherent and

vocabulary and coherently coherently coherently using very good with some but lacks fluency coherency with limited use of work with no use incomplete

using academic structured using | structured using | structured using | academic unstructured and little uSe of appropriate of academic work.

English. exemplary outstanding excellent language skills. areas and good sophistication. academic academic language. | language. Very
academic academic academic writingfskills. Demonstrates language. Demonstrates poor | poor writing skills.
language skills. language skills. language skills. basic writing writing skills.

skills.

Referencing All sources All sources All sources Most sources Sources Saurces Referencing Referencing No attempt at No attempt at
acknowledged acknowledged acknowledged acknowledged acknowledged acknowledged; incomplete or inaccurate or referencing. referencing.
and and and accurately and accurately and referencing references not inaccurate. absent.
meticulously meticulously presented. presented. mostly accurate. always correctly
presented. presented. cited/presented.

Spelling, Exemplary Outstanding Excellent Very.good QOverall Satisfactory Many errors in Many serious Many serious and Heavily

punctuation and spelling, accuracy with spellingg standard of competence in spelling, spelling, errors in spelling, basic errors in inaccurate and

syntax punctuation spelling, punctuation@nd | spelling, spelling, punctuation and punctuation and punctuation and spelling, inappropriate
and punctuation aprangementof punctuationsand punctuation and arrangement of arrangement of arrangement of punctuation and use of
arrangement of | and words and arrangeiment of: arrangement of words and words and words and phrases arrangement of language.
words and arrangement of | phrases for the words‘and words and phrases that do phrases that that take away words and
phrases words and majority of the phrases fonthe phrases. not generally compromise meaning. phrases. All
throughout. phrases work. majority of the interfere with meaning. meaning is lost.
throughout. work. meaning.

Oral Exemplary Outstanding Excellent Very good Good standard of | Satisfactory Insufficient Poor standard of Extremely unclear | Incoherent and

communication standard of oral | standard of oral | standard of oral standard of oral oral standard of oral standard of oral oral oral incomplete
communication communication communication communication communication communication communication communication; communication. work.

using
disciplinary
terminology
with the highest
level of
accuracy.

using
disciplinary
terminology
with a high level
of accuracy.

using
disciplinary
terminology

with confidence.

with examples of
application of
disciplinary
terminology.

demonstrating an
understanding of
disciplinary
terminology.

but limited
number of
examples of
disciplinary
terminology.

with little use of
disciplinary
terminology.

lack of clarity and
little relevance.




Generic Marking Criteria for levels 4,5 and 6

The assessment criteria are used to measure student
performance: how well you have fulfilled the specific learning
outcomes of the module. The same criteria can apply to each
level, because the learning outcomes are graduated by level. The
learning outcomes at different levels define the complexity of
understanding and skills that you must achieve in that module.

The criteria offer descriptions of standards of achievement
relating to four types of learning outcome, and four separate
charts of these appear below:

e Knowledge and understanding

e  Cognitive skills

e  Practical or professional skills

e Communication skills.
There are various descriptors under these headings, describing
different aspects of understanding or skill. Assessors use the
ones that apply to the particular outcomes you should
demonstrate: if the learning outcomes of your module do not
require (for example) practical skills, then those criteria do not
apply.

Because not all of the criteria will apply to each module, different
departments and faculties in the University may customise these
criteria to describe how they apply to your particular area of
study or to a particular type of assessment. They may. also
customise them to show how they interpret and apply them at
different levels (4—6). In these cases, they will publish theriteria
for you to see. These discipline-specific, task-sp€eific andylevel-
specific criteria will always conform to the institutionalteriteria
set out here: they will specify, not contradict them.

The University classifies Honours Degrees and awards Foundation Degrees (FD) with Distinction and Merit. A brief
summary of the broad characteristics of each class is given here, but you should consult the full grids below to fill out
the detail and full range of descriptors. Classifications are made at the point of award, using a formula set out in the

APPENDIX 5E

Principles and Regulations. Further details and examples may be found on the Registry Services Portal pages.

Honours 1st 2.1 2.2 3rd Fail
Degrees
Foundation Distinction Merit Pass Pass Fail
Degrees
Excellent command of | Clear, sound Basic knowledge Limited consistency of | Content may be thin
Knowledge highly relevant, understanding of sound but may be depth and accuracy of | orirrelevant; scant
and extensively- subjectymatter; patchy; detail; background evidence of
under- researched material; breadth and depth of reasonable range of material relevant but background
standing very sound material, accurate and )| .Source material. over-reliant on few investigation.
understanding of relévant. sources.
complexiti€s.
Convinging ability'to Ability to synthesise a Evidence of drawing Limited perspective or | Superficial use of
Cognitive synthesiseia range of range of views,or information together; consideration of information;
skills viéws or. information infofmation and ideas tend to be alternative views explanations may be
and integrate incorporate stated rather than largely descriptive; muddled at times;
references references; developed; some ability to poorly structured,
sophisticated perceptive, thoughtful | attempt made to construct an argument | little logic;
perception, interpretation; well- argue logically with but may lack clarity or may have
critical insight & reasoned discussion; supporting evidence, conviction, with unsubstantiated
interpretation; coherent argument. although some claims unsupported conclusions based on
logical, cogent may be assertion. generalisation.
development of unsubstantiated.
argument.
Expert dem@nstration, | Good performance; Mostly competent and | Sufficient evidence of Little evidence of skill
Practical or and accomplished and | capable and confident | informed application developing specialist development or
professional innovative application application of of specialist skills; skills; satisfactory level | application;
skills of specialist skills; specialist skills; sound level of of professional questionable level of
very high level of substantial level of professional competence. professional
professional professional competence. competence.
competence. competence.
Very clear, fluent, Clear, fluent, Clearly written, Expression, vocabulary | Expression of ideas
Communic- sophisticated and confident expression; coherent expression; and style reasonably insufficient to convey
ation skills confident expression; appropriate reasonable range of clear but lack clear meaning;
highly effective vocabulary and style; vocabulary and sophistication; inaccurate or
vocabulary and style; high standard of adequate style; overall | inaccuraciesin unprofessional
near perfect spelling, accuracy in spelling, competence in spelling, syntax and terminology; many
punctuation and punctuation and spelling, punctuation punctuation do not errors in spelling,
syntax. syntax. and syntax. usually interfere with punctuation and
meaning. syntax.




Generic Marking Criteria for levels 4,5 and 6 APPENDIX 5E
KNOWLEDGE & 90-100 80-89 70-79 60-69 50-59 40-49 30—39 20-29 10-19 0-9
UNDERSTANDING (1% class/FD (1% class/ FD (1% class/FD (upper second/FD | (lower second/FD (third class/FD (Fail/FD Fail) (Fail/FD Fail) (Fail/FD Fail) (Fail/FD Fail)
Distinction Distinction) Distinction) Merit) Pass) Pass)
Range and Far-reaching Comprehensive Excellent Wide range of Reasonable range Background Scant evidence of No evidence of No evidence of No use of sources
relevance of investigation and research and command of core and of reading; reading mostly background relevant reading reading
reading and insight coverage of topic highly relevant, background references to relevant but over=ij readingpweak
research integrating wide extensively- reading, relevant but not reliant on few investigation
range of academic | researched effectively used wide variety of sources
sources material sources
Breadth and Develops new Extensive subject Extensive, Breadth and Content generally Fairly basic Contains very Little relevance of | Knowledge base Material not
depth of knowledge or knowledge with thorough depth of relevant and knowledge, slight detail; content; extremely weak; relevant or
knowledge novel perspective detailed insight coverage of topic, | coverage, accurate, most limited contént may be unacceptably content almost correct; no
going beyond the into and focused use of accurate and central issues consistency of thin or irrelevant; weak or entirely irrelevant | evidence of
literature understanding of detail and relevant in detail identified; basic depth/and issuesdpoorly inaccurate or erroneous knowledge
relevant theory examples and example knowledge sound accufacy of detaily™§videntified knowledge base
but maybe not all aspects
patchy addressed,some
omissions
Understanding of | Work produced Sophisticated Excellent, very Clear, sound Reasonable level Partial Very little Significant Devoid of No relevant
subject matter could hardly be understanding of sound understanding of of dinderstanding understanding of: understanding of weaknesses and understanding of understanding
and theory bettered when complexities of understanding of subject matter, of subject matter, [#Subject matten subject matter, gaps in subject matter, evident; response
produced under key theoretical complexities of theory, issues and\ | theoefy and ideas; core concepts and | ideas and issues; understanding of ideas and issues to question
parallel conditions | models, concepts key theoretical debate main issues relevant issues; may be issue of subject matter, virtually nil
and arguments models, concepts satisfactorily: basiereference to | misreading/ ideas and issues;
and arguments understood theory misinterpretation misunderstanding
of question of question
Textual studies Outstanding Sophisticated Excellent, Good, careful Reasohablygood Some ability to Inadequate Little awareness Misunderstanding | No reference to
engagement with engagement with consistent engagement with ability toxespond respond to the familiarity with of text of text text
text text engagement/with text to text text the text
text
Contextual Outstanding Sophisticated Compfehensive Good Sound,ybut may Adequate but Weak Lack of Inaccurate No awareness
studies understanding of understanding of understanding of understanding of be limited, partial understanding of understanding of reference to demonstrated of

artistic or critical
context

artistic or critical
context

artisticor critical
context

artistic oncritical
context

understanding of
artistic or critical
context

understanding of
artistic or critical
context

artistic or critical
context

artistic or critical
context

artistic or critical
context

artistic or critical
context
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COGNITIVE 90-100 80-89 70-79 60-69 50-59 40-49 30—39 20-29 10-19 0-9
SKILLS (1¢ class/FD (1¢ class/FD (1¢ class/FD (upper second/FD | (lower second/FD (third class/FD (Fail/FD Fail) (Fail/FD Fail) (Fail/FD Fail) (Fail/FD Fail)
Distinction) Distinction) Distinction) Merit) Pass) Pass)
Selection and Outstanding level Creative, Convincing ability Ability to Evidence of Little Superficial use of Incorrect use of Little or no use of Little or no use of
use of of original innovative to synthesise a synthesise arange | drawing discrimination in information, material or material or material or
information synthesis, synthesis of ideas range of views or of views or information use of material; minimal information information information
analysis, information and information and together limited association;
argument and integrate incorporate perspective or references not
evaluation references references considerationfof integrated
alternative views
Interpretation Work produced Sophisticated Excellent Perceptive, Sound Some Little attempt to Purely descriptive; | Any attempt at No interpretation
of information could hardly be perception, critical | perception, critical | thoughtful explanation; this interpretation or interpret material, | very limited discussion limited of information
bettered when insight and insight and interpretation may be partly insight;ymay be or merely discussion to personal view;
produced under interpretation interpretation descriptive and largely descriptive; no discernible
parallel conditions factual; ideas descriptive, or explanations may insight
tend to be stated superficial; over- be muddled at
rather than reliance on times
developed narrative or
anecdote fof
explanation
Critical Work produced Challenging, Very good depth Consistent Some attempt@at Some evidence of Limited breadth Lacking or Isolated Isolated
analysis using could hardly be comprehensive and breadth of development of critical analysis rationale; minimal '] and depth of erroneous statements statements
theory bettered when critical analysis critical analysis; critical analysis using theéory; may |@ttempt to analysis, analysis; negligible | indicating lack of indicating lack of
produced under sustained sustained, and questioning, be limited and examine strengths | inadequate critical | evidence of thought thought
parallel conditions | throughout thorough using theory lack consistency or | andweaknesses skills; shallow and thought
questioning conviction of an‘@argument superficial
informed by
theory
Structure and Work produced Authoritative and Excellent Logically Reasonable Basic structure; Poorly structured, Structure Lack of Lack of evidence
argument could hardly be persuasive organisation of structured; good structure; may be some little logic; confused or recognisable of reasoning
bettered when argument ideas; clear, organisation of organisation‘may repetition or may have incomplete; poor structure or
produced under coherent ideas; well- lack some logical deviation; some unsubstantiated if any relationship reference to
parallel conditions structure and reasoned progression; ability to construct | conclusions based between argument; no
logical, cogent: discussion; attempt made to an argument but on generalisation introduction, related evidence
development of coherent argue logically may lack clarity or middle and or conclusions
argument argument with supporting conviction, with conclusion; lack of
evidence, unsupported evidence to
although some assertion support views
claims may be expressed
unsubstantiated
Awareness of Thorough and Thorough and Thorough Good awareness Reasonable Some awareness Little or muddled Discussion of own Very little No evidence of
self- sophisticated sophisticated appreciation of of learning and awareness of of learning and awareness of learning and evidence of self- self-awareness
development, appreciation of appreciation of learning gained self-development; learning and self- self-development; learning and self- development awareness
and for learning gained learning gained and impact on pertinent personal | development; may | personal development; incoherent ; issues
personal and impact on and impact on self; pertinent comment; some show a little engagement only minimal appraisal are not appraised
engagement self; pertinent self; pertinent personal analysis; freshness of indication of very slight
personal analysis; personal analysis; imaginative, insight, some originality or

insightful, creative
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imaginative, imaginative, creative thinking personal
insightful, creative | insightful, creative and imagination engagement

PRACTICAL OR 90-100 80-89 70-79 60-69 50-59 40-49 30—39 20-29 10-19 0-9

PROFESSIONAL (1* class/FD (1* class/FD (1* class/FD (upper second/FD | (lower second/FD (third class/FD (Fail/FD Fail) (Fail/FD Fail) (Fail/FD Fail) (Fail/FD Fail)

Distinction) Distinction) Distinction) Merit) Pass) Pass)
SKILLS

Specialist skills | Outstanding Sophisticated Expert Good Mostly competent | Sufficient Little evidence of Very little Minimal evidence No evidence of
expertise and flair | expertise and flair | demonstration, performance; and informed evidence of skill development evidence of of specialist skill skill development
in the application in the application accomplished and capable and application of developing or applieation specialist skill development
of specialist skills of specialist skills innovative confident specialist skills specialist skills development

application of
specialist skills

application of
specialist skills

Integration of

Skilled integration

Skilled integration

Skilled integration

Useful links drawn

Consideration of

Consideration of.

Uneven balance

Little appreciation

Relationship

No awareness of

theory and of theory and of theory and of theory and between theory related theory both theory and between theory of theory in between theory theory in practice
practice practice practice practice and practice and practice practicepwhich and practice practice and practice not evident
may be uneven evident
Professional Extremely high Extremely high Very high level of Substantial level Sound level of Satisfactory level Questionable level | Lack of Serious lack of Professional
competence level of level of professional of professional professional of professional of professional professional professional incompetence
professional professional competence competence competence competence competence, e.g. competence competence
competence competence may be some
evidence of
unsafe practice
Reflective Sophisticated Sophisticated Clear and Clear Sound reflection Adequatebut Inadequate Slight, if any, Slight, if any, Slight, if any,
practice reflection on reflection on insightful understanding, onfpersonaland limited reflection reflection on reflection or reflection or reflection or
personal and personal and reflection on reflection and professional on personal and personal and reference to reference to reference to
professional professional personal and evaluation.of practice professional professional personal and personal and personal and
practice practice professional implicati@ns for practice issues practice issues professional professional professional
practice persohal and practice practice practice
professional
practice
Technical Excellent technical | Excellent technical | Thorough Accurate technical | Mostly aceurate Adequate though Slight technical Feeble technical Almost no No technical
understanding understanding understanding technical understanding technical only partially understanding understanding technical understanding or
and use of and judgement; and judgement; understanding and judgement; understanding accurate technical and judgement, and judgement; understanding or judgement;
materials work produced exceptional level and judgement; good level of and judgement; understanding with inaccuracies; incompetence in judgement; uninformed and
could hardly be of competence in excellent level of competencedn satisfactory level and judgement; lack of use of materials serious arbitrary use of
bettered when use of materials competence in use of materials of competence in adequate level of competence in and erroneous incompetence in material,
produced under and appropriate use of materials and appropriate use of materials competence in use of materials application of use of materials methods,
parallel conditions | application of andiappropriate applicatiomof and appropriate use of materials and erroneous working processes | and erroneous processes and
working processes | application” of working processes | application of and application of | application of and techniques application of techniques
and techniques working processes | andtechniques working processes | working processes | working processes working processes
and techniques and techniques and techniques and techniques and techniques
Relationship Work produced Excellent design Excellent design; Good design; Fair design; Adequate Limited or Very limited Minimal evidence No evidence of
between could hardly be and sophisticated strong meaningful generally sound evidence of some unresolved relationship of understanding understanding of
content, form bettered when relationship relationship relationship relationship relationship relationship between content, of relationship the relationship
and technique produced under between content, between content, between content, between content, between content, between content, form & technique between content, between content,
parallel conditions | form & technique form & technique form & technique form & technique form & technique form & technique form & technique form & technique
Analysis of Outstanding Sophisticated Strong and Good critical Sound analysis of Adequate analysis | Limited Very limited Insufficient No evidence of
performance critical analysis of critical analysis of thorough critical analysis of performance of performance information about | information about | evidence of knowledge of
performance performance analysis of performance performance performance knowledge of performance
performance performance
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COMMUNICATION 90-100 80-89 70-79 60-69 50-59 40-49 30—39 20-29 10-19 0-9
SKILLS (1% class/FD (1% class/FD (1% class/FD (upper second/FD | (lower second/FD (third class/FD (Fail/FD Fail) (Fail/FD Fail) (Fail/FD Fail) (Fail/FD Fail)
Distinction) Distinction) Distinction) Merit) Pass) Pass)

Written Exceptional clarity | Extremely well- Very clear, fluent, Clear, fluent, Clearly written, Expression, Expression of Lack of clarity, Inaccuracies of Incoherent
vocabulary and and coherence; written, with sophisticated and confident coherent vocabulary and ideas insufficient very poor expression and expression
style highly accuracy and flair; | confident expression; expression; style reason@bly to convey clear expression; style vocabulary render

sophisticated Highly expression; highly | appropriate reasonable range clear but lack meaning; inappropriate, meaning of

expression; sophisticated, effective vocabulary and of vocabulary and | sophistication inaccurate or terminology written work

work produced fluent and vocabulary and style adequate style unprofessional inadequate and extremely unclear

could hardly be persuasive style terminology inappropriate

bettered when expression of

produced under ideas

parallel conditions
Spelling, Near perfect Near perfect Near perfect High standard of Overall Inaccuracies in Manyerrors in Many serious Many serious Heavily
punctuation and spelling, spelling, spelling, accuracy in competenceiin spelling, spelling, errors of spelling, errors of even inaccurate;
syntax punctuation and punctuation and punctuation and spelling, spelling, punctuatiofand punctuation and punctuation and basic spelling, inappropriate use

syntax syntax syntax punctuation and punctuation and syntax do not syntax syntax punctuation and of language

syntax

syntax, altheugh
thiere may be
some.rrors

usuallyinterfere
with meahing

syntax

Referencing

All sources
acknowledged

All sources
acknowledged

All sources
acknowledged

Sources
acknowledged

Sources
acknowledged

Sources
acknowledged;

Referencing
incomplete or

Referencing
inaccurate or

No attempt at
referencing

No attempt at
referencing

and meticulously and meticulously and meticulously and accurately and referencing references not inaccurate absent
presented presented presented presented mostly accurate always correctly
cited/presented

Presentation skills Complete Great clarity and High standard of Good standard of Presentation Some confidence Few presentation Ineffective Inadequate Presentation
accuracy in maturity of presentation; presentation; generallylsound, in presentation, skills; weaknesses | presentation presentation totally ineffective;
presentation; presentation; evidence of! Well-organised; maybe some with some lapses; of organisation, skills; serious skills; almost no no evidence of
highly independence in thorough relevant planning weaknesses; fairly | adequate planning and deficiency in evidence of organisation,
autonomous, extensive planfing, and preparation good organisation, preparation organisation, organisation, planning or
thorough and planning and pfeparationand organisation, planning and planning and planning or preparation
well-managed preparation organisation planning and preparation preparation preparation

approach preparation

Dialogic skills Outstanding Excellent ability to |, Excellent ability to [¢/Clear evidence of Capable attempts | Adequate Little constructive | Inadequate No attention No attention
ability to stimulate and stimulate and ability to at participation in | participation in participation in attention givento | given to given to
stimulate and enable discussion enable discussion stimulatéand discussion discussion discussion discussion discussion discussion
enable discussion facilitate

discussion
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Distinction 70%+ Merit 60-69% Pass (strong) 50-59% Pass (threshold +) 40-49% Fail 20-39% Fail 0-19%
Evidence of... Evidence of... Evidence of... Evidence of... Evidence of... Evidence of...
4
KNOWLEDGE as 60-69 & as 50- 59 & as 40-49 & adequate understanding of poor coverage of paucity of
& UNDERSTANDING | o excellent e an awareness of ¢ a systematic understanding of relevantsknowledge; relevant issues relevant
of the academic coverage, offering problems and insights relevant knowledge; identification, Selection and with limited material in
discipline, field of sophisticated or much of whichis at, or | e good identification, selection mdderate understanding of understanding; support of
study, or area of original insights; informed by, the and sound understanding of key keyissues; identification of response
professional * a synthesis, forefront of the issues; some conceptual awareness some
practice possibly, of discipline/practice.  awareness of current problems enabling critical analysis; underpinning
disparate material. and/or new insights; response is appropriate to the issues.
e accuracy in detail. guestion and adequately
addresses the range of
learning outeomes;
accyrate knowledge, but may
lack sustained depth or detail.
RESEARCH I: as 60-69 & as 50- 59 & as 40-49 & arange of seading, beyond the range of inadequate
READING & e extensive, well- e arange in breadth or e a good range of reading, corerand basic texts and reading is limited resourcing
UsE oF OTHER referenced depth of well-referenced beyond ebre and basic texts including some reference to to core and basic and/or sources
APPROPRIATE research both in research and in€luding reasonably wide current research in the texts; insufficiently
RESOURCES breadth & depth. reference to current research at discipline, with sources sources not acknowledged
thenleading edge of the appropriately acknowledged always explicitly
disciplineywith sources according to academic or accurately
appropriately acknowledged conventions of referencing. acknowledged.
according to academic
conventions of refereneings
as 60-69 & as 50-59 & as 40-49 & a practical understanding of some very limited
Where relevant | e sophisticated use e acritical use and o comprehensive understanding how established techniques of demonstrated understanding

to LOs and evaluation of interpretationyof of how established techniques research and enquiry are used understanding of of
possibilities and methodologies and of réseareh and enquiry are to create and interpret methodologies methodologies
RESEARCH Il limitations of the methods applicablesto used to create and interpret knowledge in the discipline; used but these which are
METHODOLOGY methodologies the student’s,own knowledge in the discipline; research work planned in may have been used
used by the research: e research work planned in scale scale and scope so that applied inappropriately
student. and scope so that robust and adequate and appropriate ineffectively or
appropriate evidence can be evidence can be gathered. erroneously.
gathered.
as 60-69 & as 50- 59 & as 40-49 & some ability to deal with a lack of ability to analysis is
CRITICAL ANALYSIS | e imaginative, e a convincing command e an ability to deal with complex complex issues both deal with complex very limited,

& INTERPRETATION

insightful, original
or creative
interpretations;

e impressive,
sustained level of
analysis and
evaluation;

of accepted critical
positions;

e conceptual
understanding that
enables the student to
propose new
hypotheses.

issues both systematically and
creatively, and make sound
judgements;

e consistent analysis and critical
evaluation of current research
and advanced scholarship in
the discipline;

systematically and creatively,
and to make sound
judgements;

whilst the analysis may be
inconsistent, there is adequate
critical evaluation of current
research and advanced
scholarship in the discipline;

issues;
judgements not all
well
substantiated;
some evaluation
of research and
scholarship;

deriving from
limited

sources and/or
too limited to a
single
perspective;




e a cogent argument
with awareness of
limitations.

e ability to devise and sustain a
coherent argument supported
by evidence.

ability to devise a coherent
argument is supported by
evidence.

o the ability to
construct an
argument is
limited.

argument or
position not
made clear;
self-
contradiction
or confusion.

as 60-69 & as 50- 59 & as 40-49 & adequate expression, e Some errors in very poor
COMMUNICATION | e authoritative, e persuasive e clear expression, observing observing academic form; academic form observation of
SKILLS & articulate communication skills; academic form; (in written wark) predominantly and/or (in written academic
PRESENTATION communication the academic form o (in written work) accurate in accurate in'spelling and work) spelling and conventions;
demonstrating a largely matches that spelling and grammar; grammar; grammar. repeated
balance of expected in published ¢ conclusions communicated conclusions communicated deficiencies in
enthusiasm and work clearly for specialist and non- satisfactorily for specialist and spelling and
control specialist audiences as non-specialist audiences as grammar.
appropriate. appropriate.
Where relevant | as 60-69 & as 50- 59 & as 40-49 & Seme collabgrative or e minimal initiative clear
to LOs e a very e demonstrated decision- | e collaborative or individual individual problem-solving, and and personal or weakness in
CRITICAL sophisticated making in complex problem-solving, and planning planning andimplementing of professional independent
REFLECTION: critical self- situations; and implementing of tasks tasksrappropriatedo a responsibility but learning,
PERSONAL &/0OR evaluation; e originality in addressing appropriate to a professional professionalcontext; a limited self- decision-
PROFESSIONAL e new insights needs or specifications, context; the independent learning evaluation making and/or

APPLICATION &
EVALUATION

informing practical
situations.

and /or solving
problems.

¢ the independent learning ability
and self-evaluation required to
continue to,advance the
student’s knowledge and
understanding,'and to develop
new skills‘@appropriate to a
professional contexi

ability and’self-evaluation
required to continue to
advance the student’s
knowledge and understanding,
but limited ability to develop
new skills appropriate to a
professional context.

self-
evaluation.




Generic Feedback Criteria for Level 8

Appendix 5G

Strong Pass

Pass

Fail

Creation and
interpretation of new
knowledge

All of the qualities of
pass with the addition
of: clear evidence of
original research
and/or advanced
scholarship;
potentially extending
the forefront of the
discipline; and with
the potential to be
published.

Meets key learning
outcomes in all
respects, with some
evidence of
originality.
Demonstrates a good
grasp of key ideas,
debates and methods
within the discipline.
Evidence of good
conceptual awareness
and sound academic
scholarship.

An overall lack of
knowledge and
understanding,
showing significant
gaps and/or errors in
scholarship. A
tendency to express
unsupported
assertions with
limited critical
analysis and
interpretation.

Systematic acquisition
and understanding of a
substantial body of

Demonstrates a level
of understanding and
knowledge which is at

Rigorous and
appropriate
methodology;

Inappropriate and/or
unsystematic
collation of data, with

conceptualise, design
and implement a
project for the
generation of new
knowledge/applications
or understanding.

creatively inspired
and exceptionally:
well, designed
projecthappropriate
for implementation
and application, and
with requisite
flexibility to
accomm@odate
unforeseen problems.

well-designediprojéct,
appropriate for
implementation and
application.

knowledge the forefront of an evidence of clear nosvidence of a clear
academic discipline or | understanding, with understanding of a
area of professional scope for further body of knowledge.
practice. research.

Ability to Demonstratessa A'well-conéeived and | Poorly conceived

and/or poorly
designed.
Inappropriate for
implementation
and/or application.

Understanding of.
applicable techniques
for research and
advanced academic
enquiry.

Avery detailed
understanding of the
appropriate methods
and methodologies in
relation to the
academic enquiry.
Demonstrating an
ability to manage any
complex issues
arising.

A competent
understanding of the
appropriate methods
and methodologies in
relation to the
academic enquiry.

Poor understanding
and/or inappropriate
methods and
methodologies with
little relationship to
the academic enquiry.




APPENDIX 5H

GUIDANCE TO EXTERNAL EXAMINERS
ON CHANGING MARKS

The Handbook on Assessment, Section 12, states that “External Examiners shall... moderate
and provide comments on component and overall module grades achieved by students.
External Examiners have the right to propose the moderation of marks of a module cohort,
where this is deemed to be justified, but not to adjust individual module marks on the basis of
only a sample of assessed work.” This section of the Handbook-also'states that External
Examiners shall “assist in ensuring that the standard of award is gonsistentiwith that accepted
nationally” and that “departments should request that the{External Examiner confirms
individual marks in the fail categories, and see samples of students’ assessed work from the
top, middle and bottom of the range and at class borderlines.”

In the light of these statements, AQSS advice is as follows.

1.  An External Examiner must not advise a change‘efsmark of amindividual student, unless
he/she has seen the work of the compléte eohort. However, an*External Examiner may
propose changes to individual marks in.the fail category without having seen the work of
the complete cohort, providing he/she has seen all the work'in the fail category.

2. In circumstances where an ExternalfExaminér has reservations about the agreed
internal mark awarded to<an.individual student he/she may wish to point this out to the
internal markers but if he/she is'satisfied withithe overall standard of marking the internal
mark should normally be allowed to stand.

3. While internal markers will wish to'heed*the External Examiner’s advice, responsibility
for determining,a student’s mark ultimately rests with the Module Assessment Board,
where @ll decisions must be reaghed collectively. Any disagreements between internal
and External Examiners will normally be resolved informally before the Assessment
Boardumeets so that afifm, reeemmendation can be made to the Board in each individual
case. An External Examiner whose advice is not followed by an Assessment Board may
of course choose to cemment to this effect in his/her formal report, and in exceptional
circumstances may wish to write to the Dean of Academic Quality and Enhancement
and/or the Vice Chancellor.



APPENDIX 5l

GUIDANCE ON ASSESSMENT FEEDBACK SHEETS

The University does not have a standardised feedback sheet for return to
students with marks and comments on their coursework. However, in
addition to such obvious matters as assignment title, Student Assessment
Number and agreed internal mark (which must be indicated as provisional
pending the meeting of the relevant Module and Awards/Progression
Assessment Boards), feedback sheets are expected underthe University's
requirements to make reference to such matters as:

e word count limit

e assignment weighting within the module

e priorities for developmental guidance

e guidance on how to obtain further advice

Most external examiners commentvery favourably on theshigh quality of the
University’s written feedbacky the best examples®of awhich balance
supportive comments with sdggestions/for improvement and which offer a
similar amount of adviee “whatever the,standards of the student’s
performance.



APPENDIX 5J

STANDARDS ON ASSESSMENT, FEEDBACK, AND THE
ORGANISATION AND MANAGEMENT OF STUDENTS'
LEARNING EXPERIENCE

At the University of Chester all academic departments work hard to manage student
expectations at all levels and in all aspects of their academic experience. Good
communication and the application of the following standards age among the ways in
which a high quality student experience is ensured.

Standards in Assessment and Feedback

At the University of Chester:

1. All departments review assessmentgmethedss and timings across each
programme on an annual basis prior ta the production offmodule handbooks, in
order to try and minimise assessment bunching_forastudents within the
department.

2. Staff communicate with students at an early stagéwin the academic year
information about their programmetincluding their assessments and the timing of
these assessments, in Qrder to raise awareness ofassessment requirements and
to assist students in planningvahead.

3.  Departments previde to students poth the hand-in dates for assessments and the
dates when feedbackon assessments will be made available. Departments will
provide feedback to students withinstheé four term-time weeks as prescribed by
the University.

4.  |f#in exceptional circumstances'work is not to be returned to students within the
prescribed four term-time weeks then students are notified at the earliest
opportunity and.given an/explanation and a revised date when they will receive
feedback.

5. Students receivef formal feedback on an item of formative or summative
assessment before the end of the autumn term.

6. Feedback is detailed and clear so that students can understand how they have
performed, the strengths of their work and how it might be improved. Tutors make
themselves available to students in order to discuss feedback.

Standards in Organisation and Management

At the University of Chester:

1.  When occasional temporary room changes have to be made this is communicated
quickly and clearly to students. Departments take all reasonable steps to make
students aware of any changes including, for example: the tutor giving advanced
notice whenever possible; an email being sent to all students affected by any



change; notices being posted in the relevant buildings and on doors; the relevant
administrative staff being fully briefed about the change.

Programme information is provided to all students at the start of each year. Staff
indicate to students the importance of such information and highlight key issues to
students.

Module handbooks are provided to all students at the start of the module and this
will include clear and appropriate information and give details of the timings and
requirements for assessments.

All students are made aware of the location of the department office (or equivalent)
and the names of the departmental staff.

Students are informed about how best to contact their tuters, including how to
arrange appointments. Tutors advertise office hours, when they are available to
deal with student queries.

Departments provide feedback to all apprapriate Students on actions taken in
response to evaluations.

Departments have robust processes forStaff/Student Liaison Meetings, to ensure
that communication of issues is maximised. Feedback to.students on actions taken
in response to meetings are c@mmunicated back4o students in a timely manner.
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Academic Malpractice in an Examination

Date:

Time of examination:

Time at which the incident was noted:
Module code:

Location:

Name of invigilator(s):

Name of candidate:
Student number of candidate:
Student assessment number:

Statement of events:

Invigilator 1 Invigilator 2 Student
Print name
Signature
Date
Time

Quality and Standard Manual, Handbook F, Section 6, Appendix 6A



Academic malpractice in an examination

= communicating with, or copying from, another person by any means during an
examination;

= copying or gaining information from any unauthorised source, by any means, from
either inside or outside of the examination room;

* introducing any written or printed material into the examination room unless expressly
permitted by the rubric of the examination;

» introducing any electronically stored information into the examination room, unless
expressly permitted by the rubric of the examination;

= gaining access, or attempting to gain access, to unauthorised material before or during
an examination;

* being a party to impersonation in an examination;

= preventing or attempting to prevent another“student’s assesSment taking place
properly;

» any other dishonest practice resultinggdnpor intending to résultin, a'student gaining
an unfair advantage in assessmentgor disadvantaging«ether students’ assessments.

Initial Witnessing and Accusationi Examipation

If an invigilator suspects that4a sttident is engaging in ‘academic malpractice (and provided
that the student is not disturbingyother candidates) the student shall be allowed to continue
the examination. Howeyver, the,invigilator shall immediately require another invigilator to act
as a witness and apy unauthorised materialsSwshall be removed. The script (or other
assessment form where appropriate) shallbe.endorsed by the invigilator at the point where
the occurrence of cheating is suspected, and on the front cover of the examination answer
book. In a practical examinationgtheyinvigilator will take note of the stage reached when the
infringement'was observed.

The invigilater'should instruct the student to report to them at the end of the examination when
other students have been‘dismissed from the examination hall. The invigilator and student
should then'meet with the Examinations Officer (or other senior member of the Registry) who
will make a written record of the circumstances and retain or make notes regarding any
relevant materials. A copy of this record should be sent to both student and invigilator for them
to sign and record any comments as soon as possible and no later than 2 working days
following the incident.

Immediately after the examination/assessment, a full report shall then be made by the
invigilator(s) to the Chair of the relevant Module Assessment Board. Any unauthorised
materials should be attached to the report. The candidate shall be advised, after the
examination/assessment, of the procedures for dealing with suspected cases of academic
malpractice. Where feasible, the examination script shall be marked in the normal way as for
all other scripts. However, the student’s mark will be withheld until the case has been judged.

A student who, in the opinion of an invigilator, is behaving in a manner which may disturb other
examination candidates or may disrupt the smooth progress of the examination shall be

Quality and Standard Manual, Handbook F, Section 6, Appendix 6A



required to leave the examination room forthwith. At the discretion of the chief invigilator,
examination candidates may be allowed additional time to compensate for the time lost as a
result of any disturbance/disruption.

Quality and Standard Manual, Handbook F, Section 6, Appendix 6A



Initial letter from the Chair of the Module Assessment Board

<<Date>>

<<Student Name>>
<<Address 1>>
<<Address 2>>
<<Address 3>>
<<Postcode>>

Dear <<Name>>,

It has been brought to my attention that the tutors responsible for marking your assessed
work have identified that some of it may contain academic malpragtice. | have enclosed a
form that explains the piece of work that this relates to and‘details of the malpractice that is
suspected.

You should take some time to read all of the information enclosed with thisdetter, then:

e A meeting has been arranged for youswith <<me/nomineg>>at,<<Time>> on
<<Date>> in <<Room/building>>.

¢ You might find it helpful to write 40 me(bypost or email) before this meeting with your
initial response.

The purpose of this meeting is to discuss the allegation and your response to it. This will
help <<me/nominee>> to decide whether malpractice has occurred and, if so, to talk about
the reasons why it might have happened. It is @lso an opportunity for you to explain anything
that you think is relevant,andsfor,the rest ofithe\process to be explained to you.

You have the right to be accompanied to thissmeeting by a friend, who must be a member of
the University community, for example, a fellow student or officer of the Students’ Union. If
you wish to he"accompanied to the meeting, you should advise me beforehand so that | can
confirm the identity 6fthat person.

Documenis included withéthis letier
I have enclosed some otherdocuments, which you should pay careful attention to:

e A form that gives details of the piece of work suspected of containing elements of
academic malpractice and a description of it

e A copy of the piece of work suspected of containing elements of academic
malpractice, with the relevant sections highlighted and details relevant to those
sections

o A leaflet from Chester Student’s Union explaining the support available to you from
them

e A brief guide outlining the procedure and the outcomes

The University's Academic Malpractice Procedure is governed by the regulations in Section
6 of Part F of the Quality and Standards Manual. You can access this through Portal at
http://tinyurl.com/cstr-malpractice. If you have difficulty in downloading this document, or if
you need it in an accessible format, please contact academicmalpractice@chester.ac.uk.
You are strongly advised to access this information as soon as possible.




Initial letter from the Chair of the Module Assessment Board

The suspected finding of academic malpractice is a serious matter. Therefore, | urge you to
respond.

If anything in this letter or any of the enclosed documents is unclear, you should contact me
straight away.

Yours sincerely,

Chair of Module Assessment Board
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Module Assessment Board
Allegation of academic malpractice

This form should be used to notify a student of suspected academic malpractice in coursework
assignments and should be included with a letter inviting the student to a meeting with the Chair of
the Module Assessment Board (or nominee) to discuss the allegation.

SECTION A: Student details

Student name:

Student number:

Level:

Programme of study:

Faculty:

Department:

Partner institution:

SECTION B: Assessment details \ ’ Av Y 4

Module code:

Module title:

Credit value:

Assessment title:

Weighting of assessment:

Attempt number:

Submission deadline:

SECTION C: Brief details ofithe malpractice 4, ./

Please indicate type of academicynalpracticesuspected:

. What type of evidence has been gathered (e.g. Turnitin, source material)?

Plagiarism

[

Incorporating matérial previously/ What'type of evidence has been gathered (e.g. Turnitin, source material)?

submiitted

[J

[ Who is the student alleged to have colluded with?

Collusion

[l

_ State the allegation being made: (refer to the list in Handbook F):

Other
[] Choose an item.

Please provide a clear and
concise description of the
alleged malpractice and how it
relates to the whole piece of
work:

Quality and Standard Manual, Handbook F, Section 6, Appendix 6B



SECTION D: Student support to avoid academic malpractice

In respect of all students undertaking the module listed in section B, please comment on the following:

When and how are referencing
skills taught?

What information about
academic malpractice is
provided?

SECTION E: Declaration PRV 4

| have invited the student to attend a meeting with me to discugs thisimatter further

Date of meeting:

Chair of Module Assessment Board
Signature:

Name:

Date:

Notes:
1. The student must be advised of their right to provide a written response to the
allegation containedn this form.

2. The meeting with‘thé Chair of the Module,AsSessment Board or their nominee should
normally také place no earlier thamsz.days and no more than 21 days after this form
is sent to the student.

3. The studentsmust be advised ofitheir right to be accompanied to that meeting.

4. The'student should beyadvised that further correspondence regarding this

matter may be sent to their University of Chester email account only. It is the
student’s responsibility to check their account regularly.

Quality and Standard Manual, Handbook F, Section 6, Appendix 6B
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Module Assessment Board
Determination of academic malpractice

This form should be used to record a department’s decision on the existence of academic malpractice in
a piece of assessment submitted by a student. It is to be completed after the student has had the
allegation put to them and been given the opportunity to respond in writing and at a meeting with the
Chair of the Module Assessment Board (or nominee).

NOT FOR FIRST OFFENCES AT LEVELS 3 OR 4. USE AM-2a INSTEAD

SECTION A: Student details A2 N\

Student name:

Student number:

Level:

Programme of study:

Partner institution:

SECTION B: Assessment details _— w N/

Module code:

Module title:

Credit value:

Assessment title:

Weighting of assessment:

Attempt number:

Submission deadline:

SECTION C: Details of meeting with the student,

Date of the meeting thatthe student was asked,to attend:

Did the student submit a written respense? YES NO
(If yes, please inClude aeopy of the response) ] ]
Did the student attendithe meeting? YES '\ﬁ)
All of the evidence presented was discussed with the YES NO
student ] ]
The assignment brief was discussed in relation to the YES NO
evidence of malpractice presented L] L]
The support and teaching available to students to avoid YES NO
malpractice was discussed ] ]

Brief details of any other relevant points discussed:
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SECTION D: Confirmation of malpractice

On the basis of the evidence provided, and having provided the student with an opportunity to
respond, please indicate whether, in your academic judgement:

There is academic malpractice
evident in the piece of work detailed
in section B and there exists
sufficient evidence to justify this
finding*:

YES
[]

Confirm the type of academic
malpractice identified (i.e. plagiarism,
collusion etc.)

In your academic judgment, please
give an opinion on the extent of the
malpractice identified

(tick one box)

The academic malpractice

identified impacts less than

half of the overall piece of
work

[

The academic malpractice
identified impacts more than
half'ef the overall piece of
work

[l

Chair of Module Assessment
Board/nominee signature:

Name:

Date:

* |f the Chair of the MAB (or nominee) finds that theicase has not'been proven, this form should still be signed and
a copy given to the student. However, there is no need for a copy te be sent to AQSS.

If the case is to be considered by either the Subgroup on Academic Malpractice Penalties or the Academic
Malpractice Panel, the outcomeywill be*ecommunicated taithe person named in Section D. This can be copied to
one administrative contact inthe Raculty/Department. Rleasesindicate the name of the person to be copied in or

the generic email address o be used:

Having completedssections A¢D a cepy of this form:

o If the student has attended the meeting, they should be asked to complete
Section E before they leave. A scanned copy must then be sent to AQSS, along
with the case file as detailed in Academic Malpractice Procedures: Guidance
for Departments. The student must be provided with a copy of the full form and

the department should retain a copy for their records.

e If the student has not attended the meeting, Section E should be left blank and
a copy of the form must be sent to the student. A scanned copy must then be
sent to AQSS, along with the case file as detailed in Academic Malpractice
Procedures: Guidance for Departments. The department should retain a copy

for their records.
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SECTION E: TO BE COMPLETED BY THE STUDENT

If the Chair of the Module Assessment Board or their nominee has decided that there is academic
malpractice in the piece of work detailed in Section B of this form, then you should respond to that
decision by completing Section E of this form. You should tick one of the following statements.
However, please note that you have 7 days from the date of the meeting with the Chair of the
Module Assessment Board to change your mind.

| accept the finding of academic malpractice. | agree that the information on this form is
a fair and accurate record. | understand that the matter will now be passed to AQSS and
that | will receive an email to my University account regarding the next steps in the ]
process. | understand that | have the right to change my mind about accepting this
finding, and/or to provide a written statement by emailing
academicmalpractice@chester.ac.uk within 7 days.

I do not accept the finding of academic malpractice. | understand that the matter will
now be passed to AQSS and that | will receive an email to my University account, inviting
me to attend a hearing of the Academic Malpractice Panel. | understandythat | have the ]
right to change my mind about not accepting this finding, and/ar to provide a written
statement by emailing academicmalpractice@chester.ac.ukwithin _Z«ays.

I do not wish to respond to the finding of academic malpractice at this time. |
understand that the matter will now be passed to AQSS and that | have 7 daysitdo make a
formal response by emailing academicmalpractice @chester.ac.uk.ql understand that if | ]
do not respond within that time it will be assumedithat | have accepted thesfinding and
that | will receive an email to my Universityfaccounttégarding the next steps in the
process.

Student signature:

Name:

Date:

IMPORTANT.NOTE

Where required, AQSS will send all letters and documents regarding this case to
your University email account only. This will include any invitations to attend the
Academic Malpractice Panel if this is required in your case. If you have difficulty in
accessing your email account, please contact the LIS Helpdesk on 01244 511234
or lis.helpdesk@chester.ac.uk.

If you would like copies sent in the post and/or in an alternative format, you must
contact academicmalpractice@chester.ac.uk.
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Module Assessment Board
Determination of academic malpractice (Level 3/ Level 4)

This form should be used to record a department’s decision on the existence of academic malpractice in a
piece of assessment submitted by a student at Level 3 or Level 4 who has not previously been found
guilty of an offence of academic malpractice. It is to be completed after the student has had the allegation
put to them and been given the opportunity to response in writing and at a meeting with the Chair of the
Module Assessment Board (or nominee).

THIS FORM IS FOR LEVEL 3 OR LEVEL 4 FIRST OFFENCES ONLY
USE FORM AM-2 FOR ALL OTHER STUDENTS

SECTION A: Student details a -

Student name:

Student number:

Level:

Programme of study:

Partner institution:

SECTION B: Assessment details N\ LAY

Module code:

Module title:

Credit value:

Assessment title:

Weighting of assessment:

Attempt number:

Submission deadline:

SECTION C: Details of/meeting'with the student

Date of the meetingghat'the student was askedto attend:
Did the student sGbmit-a,written response? YES NO
(If yes, please.include a copy of the response) [] []
. : YES NO
Did the student attend the meéting? (] (]
All of the evidence presented wasydiscussed with the YES NO
student ] ]
The assignment brief was discussed in relation to the YES NO
evidence of malpractice presented ] ]
The support and teaching available to students to avoid YES NO
malpractice was discussed ] ]

Brief details of any other relevant points discussed:
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SECTION D: Confirmation of malpractice

On the basis of the evidence provided, and having provided the student with an opportunity to respond,
please indicate whether, in your academic judgement:

There is academic malpractice
evident in the piece of work detailed

. . . YES NO
in section B and there exists O] (]
sufficient evidence to justify this

finding*:

Confirm the type of academic
malpractice identified (i.e. plagiarism,
collusion etc.)

* |f the Chair of the MAB (or nominee) finds that the case has not been proven¢this formishould still be signed and a
copy given to the student. However, there is no need for a copy to be sent t0. AQSS.

SECTION E: Decision on penalty (if academic malpracticelhas occurred)

Departments are entitled to impose a penalty on a Level3 or Level'4 student who has been found to
have engaged in academic malpractice for the first timeonly. The University’s guidance suggests that
where less than 10% of the full text is involved, a warning ofsad practice shouldde given. Where more
than 10% of the full text is involved, it is recommeéndedithat the student.should fail (with a mark of 0%)
the work in question.

No penalty to be imposed ]

The student is warned to take care tayavoid poor practice imfuture and to [
seek advice and guidance on goodtacademic writings

The student shall fail (with asnarkof,0%) the piece of work in question. (]
Reassessment is permitteekif this would normally be the*case.

Chair of Module Assessment
Board/nominee signature:

Name:

Date:

Having completed sections A-D a copy of this form:

e If the student has attended the meeting, they should be asked to complete
Section F before they leave. A scanned copy must then be sent to AQSS, along
with the case file as detailed in Academic Malpractice Procedures: Guidance
for Departments. The student must be provided with a copy of the full form and
the department should retain a copy for their records.

o If the student has not attended the meeting, Section F should be left blank and
a copy of the form must be sent to the student. A scanned copy must then be
sent to AQSS, along with the case file as detailed in Academic Malpractice
Procedures: Guidance for Departments. The department should retain a copy
for their records.
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SECTION F: TO BE COMPLETED BY THE STUDENT

If the Chair of the Module Assessment Board or their nominee has decided that there is academic
malpractice in the piece of work detailed in Section B of this form, then you should respond to that
decision by completing Section F of this form. You should tick one of the following statements.
However, please note that you have 7 days from the date of the meeting with the Chair of the
Module Assessment Board to change your mind.

| accept the finding of academic malpractice and the penalty imposed by the Chair of
the Module Assessment Board. | agree that the information on this form is a fair and ]
accurate record.

| do not accept the finding of academic malpractice or the penalty imposed by the Chair
of the Module Assessment Board. | understand that the matter will now be passed to
AQSS and that | will be invited to attend a hearing of the Academic Malpractice Panel. | ]
understand that | have the right to change my mind about not acceptingtthis finding,
and/or to provide a written statement by emailing academicmalpractice@chester.ac.uk
within 7 days.

I do not wish to respond to the finding of academic malpraciice at this time. | have 7
days to inform the Chair of the Module Assessment Board of whether or notd‘wish to ]
accept the finding and the penalty.

Student signature:

Name:

Date:

IMPORTANT NOTE

Where requiredy AQSS-will sepd-all letters and documents regarding this case to
your Universitytemail®account only.; This will include any invitations to attend the
Academic Malpractice Panehif this'is required in your case. If you have difficulty in
accessing your email acéeunt, please contact the LIS Helpdesk on 01244 511234
or lis.helpdesk@chester.acuk.

If you would like copies sent in the post and/or in an alternative format, you must
contact academicmalpractice@chester.ac.uk.
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University of

Chester

Guidance on Penalties for Academic Malpractice

Where the University Academic Malpractice Panel finds that a student has engaged in
academic malpractice, it acts on behalf of the relevant Chair of the Module Assessment
Board to impose a penalty. When undertaking this task, the Panel may wish to consider the
following guidance.

1. First offences at Level 3 or Level 4 only (dealt with by the académic department)
1.1 If less than 10% of the work is affected, the student should normally be given a
written warning of poor practice.

1.2 If 10%-100% of the work is affected, the student shouldynermally fail, with a mark of
0%, the work in question.

2. Standing Subgroup on Academic MalpracticesPenalties
If the Panel receives a case where, ordinarily, the student would have been eligible for
consideration of a standard penalty, the Panel may only impose,a penalty’equal to the
standard penalty that would have been applied.

3. First offences by any student regiStered for an undergraduateé programme
3.1 Where the department recomimends that less thanthalf of the work is affected by
academic malpractice, and thedPanel accepts’that recermimendation, consider
imposing the penalty given in section 11.54.

3.2 Where the departmenttecommends that mere than half of the work is affected by
academic malpracticeyand the Panel accepts that recommendation, consider the
imposing the penalty given in section 11:5:0.

3.3 The Panel has discretion in imposing either of the penalties given in section 11.5.
and/er imposing an additional penalty given in section 11.6. for a first offence,
where it'determines that the seriousness of the case requires it.

4. Firstoffences by any student registered for a Level 7 or Level 8 taught
programme
4.1 The Panel should cepsider the imposing the penalty given in section 11.5.b.

5. Definition of second or subsequent offences by all students.

5.1 Inthe case of students at Level 3 or Level 4, all cases will be regarded as
concurrent, until formal written feedback about academic malpractice has been
given to the student. Any further allegations of malpractice after this point should
normally be regarded as a subsequent offence.

5.2 Inthe case of students at Level 5 and above, where multiple allegations are
presented and the student has not previously been found guilty of academic
malpractice, the Panel should normally consider all offences as first offences if it
judges that there was insufficient time for the student to benefit from appropriate
academic guidance between the identification of academic malpractice in one piece
of work and the submission of another.
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6. Second and subsequent offences
6.1 Inthe case of students at Level 3, 4, 5 and 6, where the Panel judges that the
student has committed a second or subsequent offence, it should normally impose
at least the penalty given in section 11.5.b and consider 11.6.a-11.6.g. Depending
on the number of allegations and the gravity of the offences, the Panel may wish to
consider imposing one of the penalties given in 11.6.a-11.6.d for second/third
offences and 11.6.h for third/fourth offences.

6.2 Inthe case of students at Level 7 and 8 where the Panel judges that the student
has committed a second offence, it should normally impose at least the penalty
given in section 11.5.b and consider 11.6.a, 11.6.d or 11.6.e. Where the Panel
judges that the student has committed a third offence, it should normally impose at
least the penalty given in section 11.5.b and consider 11.6.f-11.6.h which would
have the effect of terminating the student’s programme of study.

7. Reassessment
7.1 In all cases, the imposition of a penalty given in sectionidd.5.a or 11.5.b must be
accompanied by a decision on whether the student shall be permitted a
reassessment opportunity.

7.2 Academic malpractice at the first assessment attempt
The Panel shall normally permit reassessment, except where the penalty has the
effect of terminating the student’s studies.

7.3 Academic malpractice at the secondyassessment attempt
At its discretion, the Panel may permit'a third assessment attempt in the following
circumstances:
» ltis the student’s first offence
= The offence is,onevef plagiarism,incorperating material previously submitted
for assessment or collusion
» The academicunalpractice,is in one piece of work only
» The departmentrecommends thatsless than half of the work is affected by
academic,malpractice,“andsthe Panel accepts that recommendation
* The student is not otherwise barred from a third attempt due to professional
body requiremepts or,due to the non-submission of reassessment in other
modules.

All of'the above griteriaimust normally apply. Where the Panel decides,
notwithstanding the abaove criteria, to allow a third assessment attempt, the reasons
for'doing so must beglearly documented in the record.

7.4 The University does not permit fourth assessment attempts.

8. Academic malpractice other than plagiarism, incorporating material previously
submitted for assessment or collusion
8.1 When considering academic malpractice that does not meet the definitions of
plagiarism or collusion, the Panel may use whatever criteria it sees fit to determine
an appropriate penalty, but shall have due regard to the following:
= The student’s Level of study
The seriousness of the offence
Whether it is a first or subsequent offence
Precedent
Any other pertinent issues raised by the case.
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University of

.Chester

Guidance on the conduct of a viva voce examination

Suspected academic malpractice is where the tutor suspects that the student is not
the author of all or part of the work submitted for assessment.

Initially, the tutor should investigate the case thoroughly and make all reasonable attempts to
locate the original source of work suspected of not being the student’s own. If such sources
are found, the case may proceed to the Chair of the Module Assessment Board (or nominee)
for action in the normal way.

If no sources are located but there remains reasonable suspicion that the,student may have
engaged in academic malpractice, the Chair of the MAB shouldde consulted about whether
to conduct a viva voce examination.

The purpose of the viva voce examination is to assess the student’s knowledge and
understanding of the piece of work that has been submitteds, It is'not the purpose of the viva
voce examination to investigate whether the student has engaged in academic malpractice;
although the outcome of the examination may informyany such investigation.

Before the viva voce examination

The student should receive a letter advising them that there are‘grotunds to suspect that they
may not be the author of the work in guestion. The letter sheuld require them to attend a viva
voce examination. The student shodldbé infoefmed that the examination is a continuation of
the assessment, but that the outcome of the examination may be used to assist the Chair of
the Module Assessment Board in“deciding whether or net to put a formal allegation of
academic malpractice.

The student should be infermed‘in writing ofithedate, time, place, and the names of
members of staff cahductingythe viva vaeesexamination. The department must be willing to
alter these arrangements, where the student presents valid reasons for doing so.

The student‘shouldsbe advised that they may bring in any supporting evidence that they may
have gathered during the preparation or production of the piece of work. This may be notes
they may have,made in theé coutse of researching the assignment, textbooks, lab books etc.

The viva voce examination

Preparation

Questions, the purpose of which should be to investigate whether the student is the author of
the piece of work in question should be prepared beforehand. A copy of these questions
should be retained and added to any case file that is prepared following the examination.

The questions should be confined to the area of work pertinent to the module/assignment.
They should have the primary purpose of testing the student’s knowledge and understanding
of the piece of work under suspicion.

Conduct of the viva voce examination
The viva voce examination is part of the assessment of the piece of work in question, and as
such, the student may not normally be accompanied.
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There should normally be two members of academic staff conducting the viva voce. A
written record should be made. It is recommended that it is a member of academic staff who
takes the record of the examination.

It should be remembered that the examination is not, in itself, an investigation of academic
malpractice and care should be taken not to directly question the student’s academic
integrity. The examination should be conducted in a professional and courteous way that
implies no pre-judging of the outcome. Similarly, the student should be advised not to infer
anything from the discussions held during the examination.

At the end of the examination, the student should be advised that the outcome will be
conveyed in writing in a timely way. It might be added what the possible outcomes are (see
below).

Following the viva voce examination

If, in the opinion of the examiners, the student has exhibited a sdfficient knowledge and
understanding of the piece of work to demonstrate that they are thé author and that no other
academic malpractice practice has occurred, a mark should be“agreed and released in the
normal way. A note should be kept that a viva voce examination was conducted.

If, in the opinion of the examiners, the student has not exhibited a sufficient’knowledge and
understanding of the piece of work to demonstrate that they are the.author, asreport shall be
made to the Chair of the Module AssessmentsBeard (or nominee). ThesChair of the MAB will
then determine whether to initiate the académic malpractice precedures.

Deliberations of the University Academi€ Malpractice Panel

If the Chair of the Module Assessmeént Board‘determipes that the student has engaged in
academic malpractice, the matter shall befeferred 16the University Academic Malpractice
Panel. The Panel will normallysexpeet to see, at a minimum, the work in question and the
report from the viva voce examination. It would be helpful if one of the members of staff who
conducted the examination alse presented the case to the Panel.

As a minimum, the Panel wilhwish to satisfysitself that:
all reasonable'steps werestaken to provide the Panel with direct evidence of
academic malpractice;

the'wiva voce examination was conducted in a fair manner consistent with these
guidelines;

the decision of the vivasvoce examination panel, in judging that the student may not
be the author of the work under discussion, was an academic judgement.
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Letter instructing a student to attend a viva voce examination

<<Date>>

<<Student Name>>
<<Address 1>>
<<Address 2>>
<<Address 3>>
<<Postcode>>

Dear <<Name>>,

The markers for <<Module Code>> <<Module Title>> are concerned that the
<<Assignment>> which you have submitted may not be your ownwork or may be
plagiarised for an unknown source, or data may have been falsifiedy It has been decided
that, in accordance with the University’s regulations, a viva voce examination should be held.

The examination has been scheduled for <<Date>>, at <<Time>> in <<Venue>>.

If you have pre-arranged commitments whichsmake this time and datesinconvenient, please
let me know as soon as possible and | will €onsider whether itean'be rescheduled.

Two members of academic staff will b€ presentto conduct the examination and to take
minutes. They are <<Names and Titles>>.

During the examination, we will askwyou questions aboutithe assignment that you have
submitted and you will have'the ‘Qpportunity to/Say whatever you wish in response. As the
examination is a continuation‘of,.the assessment process, you are not permitted to be
accompanied to this meeting.

Following the examination, a report will belsubmitted to me so that | can make a decision on
whether or not'l think that academic'malpractice has occurred. If | decide that it has, you will
receive a furtherletterfrom me @nd you will be invited to a meeting to discuss the matter
further and you'will be permittedto be/accompanied at that meeting.

If you fail t@ attend the examination without notifying me, | may conclude that academic
malpractice has occurred andy will put the allegation to you formally.

If anything is unclear to you about this process, please do not hesitate to contact me.

Yours sincerely,

Chair of Module Assessment Board
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University of

.Chester

Guidance on the role of the student accompanier

The University’s procedures on academic malpractice makes provision for two formal
meetings at which students may attend to discuss an allegation of academic malpractice
made against them:

= A student will be invited to discuss the allegation with the Chair of the relevant
Module Assessment Board, or nominee, in the case of offences defined in section
l.4.ato l.4.iand 1.4.pto 1.4.s. If the case is then referred to a hearing of the
University Academic Malpractice Panel, the student will also be invited to attend a
hearing.

» |nthe case of allegations defined in section 1.4.j to 1.4.0%asStudent will only be
invited to attend a hearing of the University Academic Malpractice Panel.

The University recognises that a formal hearing can besdaunting, and students may need
support. Therefore where a student elects to attend/one orgother of the'meetings outlined
above, she/he may be accompanied by a member ofithe University of Chester; to be known
as the student’s ‘friend’. Where this is the case;the accompanying ‘friend“may only be
either:

= A fellow student of the University ofs*Chester; or
= An officer of Chester Students: Union.

In exceptional circumstances, the, friend’ may be a member of the University of Chester Staff
who shall be a member of Student'Support and Guidance. A request for such a member of
staff to act in this way must'be at'the express, request of a senior member of that department
and must have the prior consent of theChair Ofithe relevant Module Assessment Board, or
nominee, or the Chair of the University Academic Malpractice Panel as appropriate.

A student’s‘parent.or guardian shall .only be permitted to attend the hearing if the
student s under 18 years of age.

A third party will not be permitted to attend the hearing on behalf of a student without the
student’s presence. No discussions will be entered into with a third party about the matter.

The role of the ‘friend’ during either a meeting with the Chair of the relevant Module
Assessment Board, or nominee, or the University Academic Malpractice Panel is to support
the student against whom the allegation has been made:

= The ‘friend’ may not answer questions on behalf of the student, but may prompt the
student;

» The friend’ may not appear instead of the student; and
= At the discretion of the Chair of the relevant Module Assessment Board, or nominee,

or the Chair of the University Academic Malpractice panel, the ‘friend’ may be invited
to make a statement.
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University of

Chester

Guidelines for hearings of the University Academic
Malpractice Panel

1. Before consideration of the case begins
1.1 The panel shall have an opportunity before the start of the hearing to discuss
any matters arising from the written submissions, but shall make no judgement
as to the outcome.

1.2 Where a student has requested that the hearing be deferred, but the Senior
Assistant Registrar (Student Affairs) has not agreed on.executive action to the
deferral, the case for deferral shall be considered.

1.3 The panel will satisfy themselves that the clarity.of the’documentation is
sufficient for a fair consideration of the case.

1.4 The Panel will satisfy themselves that eyery effortshias been/made to ensure that
the student has had fair notice of the hearing, and that all‘available evidence has
been provided to the student in good time:

1.5 Where more than one studentis,suspected of being,involved in a single case of
alleged academic malpractice, theyChair will decide:

a. Whether to hold an initialymeeting with'the departmental representative, to
gain an overview,of the case beingdpresented,;

b. Whether to held an initial meeting with each student separately in order to
gain independent evidencedfrom each student;

c. Whether itis appropriatefor-all’students involved in a single case of alleged
academic/malpractice to beypresent at the hearing.

2. Audioxecording of the hearing
2.1%AQSS will normally, arrange for the hearing to be recorded. The recording shall
include the hearing of all evidence by the departmental representative and by
the student. It shall also include the questioning of the departmental
representative and of the student.

2.2 The audio recording shall not include any private discussions held by the Panel
prior to the hearing, nor the Panel’'s deliberations on the outcome and any
recommendation on penalty.

2.3 At the commencement of the hearing all those present shall be advised that the
proceedings are to be recorded. The date of the Panel, the case number and the
student number shall be read into the record prior to introductions being made
by the Chair.

2.4 A digital copy of the audio recording will be held by AQSS and referred to in the

minutes. However, the recording will not be routinely transcribed unless this
becomes necessary at a later stage.
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3. Consideration of the case

3.1

3.2

3.3

3.4

3.5

3.6

3.7

3.8

All evidence which is to be considered in the case shall be available to all
parties. Where there is concern that all of the evidence may not have been
disclosed, the Chair shall decide whether to adjourn.

The Chair shall introduce themselves, to be followed by introduction and role by
the rest of the Panel and officers.

Any person present who is not a member of the Panel should clarify the purpose
of their being present and the Chair should indicate if they may be permitted to
ask questions or take part in the decision making.

The Chair shall invite the departmental representative to outline the case and
the student to present a defence and/or to comment on the allegations and
evidence. The Chair shall decide the order in which these take place and the
point at which to invite the Panel to ask questions.

Where there is no departmental representative’ present)the Chair shall outline
the case for the student.

Where there is no student present, the Chair ahd the Pangl shall not make any
inference from this, but shall ask whatever guestions of.ithe ‘departmental
representative they deem necessary,to test the casefand.the evidence.

At the conclusion of the heafing, the Chair shall invite,the“student to make any
final statement. The student shall be advised that the gutcome will be
communicated to them via €mailgo the University email account within 10
working days.

The Chair may ‘adjourn the hearing before proceeding to deliberations if further
investigation, is warranted, or if additional evidence is produced during or before
the meeting, which either party has netshad sufficient time to consider. The
length of the adjournment shall=be:at the discretion of the Chair.

4, Deliberations*and outcome

4.1

4.2

Thedepartmental representative and the student shall withdraw and the Panel
shall deliberate.inprivate.

The Panel shall,determine the outcome based solely on the written evidence
and the oral representations (if any) made during the hearing. The Panel may
reach one of the following conclusions:

a. That the case has not been proven and should be dismissed. The Panel
should then decide whether or not the student should receive a warning as
to their future conduct.

b. That the case has not been proven and should be returned to the
department. This outcome should be used sparingly and only in instances
when the Panel believes that the department have erred procedurally.

c. That the student is not guilty of academic malpractice.

d. That the student is guilty of academic malpractice.
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4.3 If the Panel decides that the student is guilty of academic malpractice, it shall
determine and appropriate penalty in line with section 11 and having due regard
for the guidance on penalties at Appendix 6E.

The University Academic Malpractice Panel will normally conduct hearings as outlined
above. The Chair will be responsible for the conduct of the hearing and will have regard to
the suggested format. Notwithstanding this, the Chair will conduct the hearing as they
believe appropriate, so long as the format adopted provides a fair and impartial process and
is outlined, insofar as is possible, to all parties at the beginning of the hearing.
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APPENDIX 7A

LATE WORK AND REQUEST FOR EXTENSION:
NOTES OF GUIDANCE FOR STUDENTS

These notes of guidance should be read in conjunction with Section 7.6 of Handbook F:
The Assessment of Students at Levels Z, 4, 5, 6, 7 and Taught Provision at Level 8.

e The Late Work Requirements will be in the module handbook.
¢ The deadline date and time will be stated in the module handbook.

e The deadline date is the final date for submission and early*submission prior to the
deadline date is encouraged.

e The time and date of all submissions will be re€erded automatically when the
submission has been through the Turnitin integration on Moodle; only when this is
complete will the work be recorded as having “been/submitted; students should
therefore ensure that they commence the submission process insufficient time to allow
this to happen before the deadline. .

e |If you need to request an extensigh you,should complete”form EX1 (Request for
Extension to the Submission Date for. Assessed Work):y Forms are available on the
Registry Services Portal pages!

¢ Requests for an extension are considered bythe Head of Department or Deputy Head,
who will only grant an exteasion if there are mitigating circumstances. Claims should
be accompanied by, a“walid medical gCertificate “or other valid certified evidence.
Acceptable and unaceeptable reasons for granting an extension are listed under
mitigating circumstances>» You mustigbtain_ the signature of the Head of Department
who will make a decision basedsn.the written evidence.

o If an extensiomiss@pprovedyyour Department will confirm the new submission date.

o \Work submitted after the original submission date/time or after the extended
submission date will be fecorded as LATE.

e LATE assessed workwill be penalised and the penalty incurred will be 5 marks for
anything up to 24 hours after a deadline and 5 marks per day after this, including
weekends, e.g.:

Intrinsic Merit Penalty Mark
(% mark awarded by tutor) %
Work up to 24 hours late 65 60
Work up to 48 hours late 65 55
Work up to 72 hours late 65 50

e Non-submission of assessed work will result in zero (0%) being awarded for that
component of assessed work; non-submission at second or third attempt will lead to a
termination of studies.

o \Where an assessment component is assessed on a Pass/Fail basis, a fail will be
recorded in cases where that component is submitted after the deadline



APPENDIX 7B

LATE WORK AND REQUEST FOR EXTENSION:
NOTES OF GUIDANCE FOR STAFF

These notes of guidance should be read in conjunction with Section 7.6 of Handbook F:
The Assessment of Students at Levels Z, 4, 5, 6, 7 and Taught Provision at Level 8.

The Late Work Rules of Procedure must be in the module handbook.
The deadline date and time must be stated in the module handbook.
Deadline dates must not be Fridays or the last day of term.

The time and date of all submissions will be recorded automatically when the
submission has been through the Turnitin integration onVoaodle.

When requesting an extension students should be™teld “to complete form EX1
(Request for Extension to the Submission Date for Assessed Work). Forms are
available on the Registry Services Portal pages,

Requests for an extension should only be, considered if there are, mitigating
circumstances. Claims should be accompanied bysa valid medical certificate or other
valid certified evidence. Acceptable” andy unacceptable reasons for granting an
extension are listed under mitigatingycircumstances. The, student must obtain the
signature of the Head of Department ‘or Deputy Head, who will make a decision
based on the written evidence.

If an extension means the_mark will not be“available to the next relevant Module
Assessment Board thetstudent should seek, defefral of assessment and complete
form DF1.

Work submitted, after the original submission date/time or after the extended
submission date will be recorded as EATE:

Late aSsessed*work should be, marked by the tutor in the usual way so that the
student is’given feedback on the\standard of work achieved.

LATE assessed work willlbe penalised and the penalty incurred will be 5 marks for
anything up to 24, hours after a deadline and 5 marks per day after this,
including weekends,eq.:

Intrinsic Merit Penalty Mark
(% mark awarded by tutor) %
Work up to 24 hours late 65 60
Work up to 48 hours late 65 55
Work up to 72 hours late 65 50

The lowest mark that can be awarded to a piece of LATE assessed work is zero
(0%).

Where an assessment component is assessed on a Pass/Fail basis, a fail will be
recorded in cases where that component is submitted after the deadline

Non submission of coursework will result in zero (0%) being awarded for that
component of assessed work.



APPENDIX 7C

MITIGATING CIRCUMSTANCES:
NOTES OF GUIDANCE FOR STUDENTS

These notes of guidance should be read in conjunction with the Handbook of
Requirements Governing Assessment.

All forms, with guidance notes attached, are available on the Registry Services
Portal pages.

Mitigating circumstances applications must be submitted to Registry Services before
the deadlines published on Registry’s Portal pages. Students in the Faculty of
Health and Social Care should consult the Faculty for the deadline dates.

Claims submitted after the deadline date, may, at the diseretion of the Mitigating
Circumstances Board, be submitted, but in no circumstances will they be considered
if the relevant Module Assessment Board has met

What should I do if | have mitigating circumstaneeS affectifg coursework?

If you know in advance that you will bequnable to meet theysubmission deadline you
should apply for an extension to thé submission datedy completing the Request for
Extension Form (EX1). If the agreed submission date ‘means the mark will not be
available to the relevant Module Assessment Board (your academic department will
be able to tell you if this is¢the case) you shodld eomplete the Request for Deferral
Form (DF1). In both casestyou must seek thewapproval, by signature, of the Head or
Deputy Head of Department.

If you have a deferfal to the next assessment period approved and then decide to
submit the work gthe deferral will be_set aside and the mark will stand.

If you have missed a stubmission deadline, or if you have already attempted the
assessment=and, handed in the workybut feel your performance was adversely
affected,gyou/should complete a“'Mitigating Circumstances Form (MC1) before the
published“ymitigating circumstances deadline date. Your application will be
considered by the Mitigating Ciremstances Board. If you submitted the work and
your claim is’deemed valid the original mark for that component will be set aside and
you will\be deferred withoutspenalty to the next assessment period. The mark gained
for this subsequent attempt will replace any previous mark. For example, if you were
awarded a mark of 50 for a component of assessed work and had a claim for
mitigating circumstances deemed valid for that component by the Mitigating
Circumstances Board the mark of 50 would be erased and you would do the
assessment again. If, when you took the assessment again you were awarded 49 for
the component, the mark of 49 would stand.

If you submitted the work late due to mitigating circumstances you should complete a
Mitigating Circumstances Form (MC1) before the published mitigating circumstances
deadline date. Your application will be considered by the Mitigating Circumstances
Board. You must make clear on the form that you are requesting that the late work
penalty be waived.



What should | do if | have mitigating circumstances affecting examinations?

If you know in advance that you will be unable to sit an examination due to valid
mitigating circumstances you should complete the Request for Deferral Form (DF1)
and seek the approval by signature of the Head or Deputy Head of Department.

If you miss an examination due to mitigating circumstances you should complete a
Mitigating Circumstances Form (MC1). Your application will be considered by the
Mitigating Circumstances Board. If your claim is deemed valid you will be deferred
without penalty to the next assessment period.

If you sit the examinations but have mitigating circumstances you should complete a
Mitigating Circumstances Form (MC1) before the relevant deadline date. Your
application will be considered by the Mitigating Circumstances Board. If your claim is
deemed valid you will be deferred without penalty to the next assessment period. The
mark gained for this subsequent attempt will replace afy previous mark. For
example, if you were awarded a mark of 50 for an examination and had a claim for
mitigating circumstances deemed valid for that examination by the Mitigating
Circumstances Board the mark of 50 would be erased jand you would do the
examination again. If, when you took the examifatiomwagain you were awarded 49
for the examination, the mark of 49 would stand.



APPENDIX 8A

CONDUCT OF MODULE ASSESSMENT BOARDS

Those responsible for the conduct of a Module Assessment Board (MAB) should ensure
that:

e all work associated with the process of assessment prior to the meeting, and the
conduct of the meeting itself, is in accordance with the University’s Principles and
Regulations, and with the requirements contained withinethis' Handbook; in cases
where this cannot be established the results of the relévant medules must not be
confirmed by the MAB. Following the MAB the chairimust immediately seek advice
from the Deputy Registrar;

. in advance of the MAB, all module leaders must check the Infoview reports and
confirm they are satisfied that the results to b€"presented to thedoard are accurate;

e a quorum (50% of approved membership)iis present and the agenda is consistent
with that set out below;

e  External Examiners are cognisant{f their,powers, rights and responsibilities as equal
members of the Board and thaty'while they may proposejthe®moderation of the marks
of an entire module cohort, theygnay not adjust the marks of individual students on
the basis of only a sample of wark from that eéhort;

e  Module marks must bespresented on thé approved University Module Assessment
Board reports available,via Infoview. Fhisuis in order to ensure the marks presented
are those entered onte e-vision.

e the presentation¥of module marks, to=the Board makes clear the pattern and
weighting of assessment;

° all Boardhmembers have.aecess tovall module marks, including component marks, so
that@@all members participate inithe determination of recommended results;

e ({amponent markspresentedsto the Board will be the actual marks attained; only the
averallemodule ¢mark ‘will be capped (40%) in cases of reassessment or third
assessment attempt;

e in determining the recommended marks for modules assigned to the Board, no
consideration is given to individual students’ profiles of results;

e the permission of the Board is given for any Chair's Action which may be necessary
subsequent to the meeting, although such action would normally involve consultation
with an External Examiner;

e  The Chair and External Examiners sign the confirmed marks coversheet at the end of
the meeting;

The terms of reference of a Module Assessment Board appear in section 8.2. In all cases,
these shall include the determination of recommendations on the results of individual
modules of study. The membership of a Module Assessment Board also appears in
section 8.2.



Presentation of Marks on-line

To ensure that any meeting of a Module Assessment Board is not disrupted by network or

other technical issues please observe the following:

the marks presented on-line must be the Module Assessment Board reports
available via Infoview. The reports should be saved as PDF files and presented to

the MAB via a local drive or storage device, not via the network.

hard copies of all the marks to be presented to the Module Assessment Board
must be made available to the Chair, External Examiners, Departmental

Assessment Contact(s) and the Secretary.

Following confirmation of the marks by the MAB the saved RDF files of the marks

should be deleted.

Guidance on the conduct of Module Assessment Boards where members of
the board are not all in the same location

In addition to the guidelines outlined above, in gases where boarddmembers are not
all in the same location, with the board conducted via video conferencé or equivalent,
the Chair must ensure the following;

1.

In advance of the MAB, the réeports from Infoviewymust be circulated to all
module leaders in order that'the aceuracy of the data entered on e-vision may
be checked thoroughly in ‘advance_ of the meeting;,it isirecommended that the
Sharepoint Team sites are used.for this purpose;

Board members._ atyall locations must, have) identical copies of the MAB
reports;

Extra care"mustibe taken under agenda item 3 (below) to confirm the terms of
reference and the'method by which*results will be confirmed;

lt¥fmust_be made clear to“all Board members that any errors in the results
presénted on the Infoview reports must be clearly identified during the
meeting and that any“such amendments are specifically confirmed by the
Chair and included in the minutes.

Agenda for a Module Assessment Board (MAB)

The following agenda must be used for all Module Assessment Boards

n

No ok ow

Welcome and introductions

Apologies for unavoidable absence and confirmation of the board member
representing each absentee

Receipt of the terms of reference and confirmation the meeting is quorate
Declarations of interest with regards to the results

Summary of responses to the most recent External Examiner(s) report(s)
Minutes of the previous Module Assessment Board(s)

Report of chair’s actions taken since the previous Module Assessment
Board(s)



8. Other matters arising from the minutes

9. Receipt of a report listing approved claims for APCL/APEL relating to
modules assigned to the board

10. Consideration of results for modules assigned to the board, including
confirmation of all late work and excess word count penalties

11. Confirmation of the deadline for submission of reassessed and deferred
components

12. External Examiner(s) comments

13. Responses to points raised by the External Examiner(s)

14. Authorisation that the Chair may sign off mark amendments

15. Issues raised at the Module Assessment Board which need to be brought to
the attention of the Faculty Board of Studies

16. Date of next meeting

17. Any Other Business

Module Assessment Boards — how to minute agenda item 10

The Module Assessment Board (MAB) marksheets generated from Infeview must be
retained by the academic department; these marksheets are the fulhformal record of
decisions on component and module results,taken by the MAB. This méans it is not
necessary to minute outcomes for those students with standard results and
outcomes (55% Pass, 22% Fail etc),

However, the following types of outcome must be eitheriminuted on an individual
basis, in the way prescribed below, @r clearly noted in liststappended to the minutes,
with reference made to the appendicesfin the minutes:

Late work penalties

EX4001 — Introductionio University Studies

Lucy Jones 5 mark late workypenalty imposed for component 1 (50%
(12345678/1) coursework)

Excess werd count genalties

EX4001— Introduction to'University Studies

Lucy Jones 5 mark excess word count penalty imposed for component 1
(12345678/1) (50% coursework)

Pending academic malpractice cases

EX4001 — Introduction to University Studies

Lucy Jones Academic malpractice investigation in progress for component
(12345678/1) 2 (75% examination)



Malpractice investigation outcomes
EX4001 — Introduction to University Studies

Lucy Jones Found guilty of academic malpractice for component 2 (75%
(12345678/1) examination). Fails the component with a mark of zero

It is also necessary to minute any discussions relating to the results of individual
students, components or modules; for example, if an external examiner, having seen
the work of the full cohort, proposes changes to marks, the discussions arising from
this should be minuted, along with the final decision.



APPENDIX 8B

REASSESSMENT AND THIRD ASSESSMENT ATTEMPTS

The Principles and Regulations affirm (F1, F2.9) that a student who fails a module overall shall
normally have a right to reassessment in that module, except where specified circumstances
apply. A student who fails a module at reassessment may be given the opportunity of a third
assessment attempt (F2.9). The guidance which follows is intended to assist those
responsible for administering such reassessment or third assessment attempts.

The guidance is expressed as if for reassessment. Circumstances pertaining to third
assessment attempts are dealt with at the end.

Regardless of the number of credits outstanding, all candidates,will normally be reassessed
at the first opportunity following initial failure. Undergraduatesstudents with in excess of 60
credits outstanding following an Awards/Progression Assessment Board where the next
opportunity does not permit repeating attendance will be given the gption to undertake
outstanding assessment with attendance during the next academicgSession. In particular
Undergraduate students with in excess of 60 credits outstanding, at the July
Awards/Progression Assessment Board will be given=the option"to undertake outstanding
assessment with attendance during the next‘academic year.

Where more than one component withif' a modulé requiresireassessment, those components
shall be reassessed in the same assessmient period in order that the results of all components
can be confirmed at the same "Modulé AssesSment Board unless valid mitigating
circumstances apply. The date 6freassessment will'be determined by the Awards/Progression
Assessment Board.

A student may pass a module overall even ifishe/he has attained a ‘fail’ mark of less than 40%
in certain component(s) therein, unless such internal compensation within the relevant module
is specifically prohibited (See 8.6 of Handbook F for further details). A student is not required
to be reassessedhin any failed’ componentsywithin a module which has been passed overall.

A student whothas failed a module overall with a mark of less than 40% is not required to be
reassesseduin, any component(s) therein for which a ‘pass’ mark of 40% or greater has been
attained (FZ) S/he will be reassessed only in those components (or their equivalents) for which
a ‘fail’ mark of less than 40%has previously been attained.

The components for assessment and reassessment, with the weightings assigned to them,
are specified in module descriptors. The assessment tasks associated with those
components “shall be proportionate, equivalent, and comparable in character to the original
assessment task” any variation from this is permitted only in circumstances where an
assessment task cannot be practicably replicated in the reassessment (F1).

Marks of 40% or greater in component(s) of a failed module shall be carried forward for the

purposes of calculating whether a student has passed a module overall on reassessment, but
marks of less than 40% shall not be. The following examples are offered for guidance.

EXAMPLE 1



First attempt

Written assignment (67%): 22%
Examination (33%): 44%

Total for module: 29%

Student fails the module but has passed one component (examination) that does not have to
be reassessed.

Reassessment (second attempt)

Written assignment (67%):  39%
Examination (33%): carried forward from first attempt)): 44%

Total for module: 41%

Student passes the module, module mark capped at 40%.

In paragraph F3.2 and F4.2 the Principles and Regulation§ require a¢minimum of 20% to be
attained in all assessment components within a given, madule in orderithat the module may
be passed overall. Therefore a student whe=has a component matk, below 20% fails the

module even if the total module mark comes to 40% or above@and'must/be reassessed in the
failed component.

EXAMPLE 2

First attempt

Written assignment (67%):  60%
Examination (33%): 19%

Total for module: 46%

Student dfails the module, .everall maedule mark is capped at 39%, but has passed one
component (written assignment)ithat does not have to be reassessed.

Reassessment (second attempt)

Written assignment (67%):  (carried forward from first attempt): 60%
Examination (33%) 20%

Total for module: 47%

Student passes the module, module mark capped at 40%.

Where a third assessment attempt at assessment is permitted, the guidance set out above shall
apply, although where assessment tasks for first assessment and reassessment in failed
component(s) are different, the Awards Assessment Board shall determine which assessment

task(s) shall be attempted.

EXAMPLE 3



First attempt

Written assignment (33%): 23%

Oral presentation (33%): 46%
Examination (34%): 18%
Total for module: 29%

Student fails the module but has one passed component (oral presentation) which does not need to
be reassessed.

Reassessment (second attempt)

Written assignment (33%): 41%
Examination (34%): 19%
Oral presentation (33%: carried forward from first attempt): 46%
Total for module: 35%

Student fails the module but now has two passed components/(word wfitten assignment and oral
presentation which do not need a third assessment attempt.

Third assessment attempt

Written assignment (33%: carried forward from reassessment): “41%

Examination (34%): 31%
Oral presentation (33%: carried forwarddromsfirst attempt): 46%
Total for module: 41%

Student passes the module, moedule mark capped at 40%.

EXAMPLE 4

First attempt

Written assignment (33%): _23%

Oral presentation (33%): 46%
Examination (34%): 18%
Total for module: 29%

Student fails the module but has one passed component (oral presentation) which does not
need to be reassessed.

Reassessment (second attempt)

Written assignment (33%): 39%
Oral presentation (33%: carried forward from first attempt): 46%
Examination (34%): 19%
Total for module: 35%

Student fails the module, module mark is 35%; must be reassessed in written assignment and
examination



Third assessment attempt

Written assignment (33%): 25%
Oral presentation (33%: carried forward from first attempt): 46%
Exam (34%): 37%
Total for module: 36%

Student fails the module, module mark is 36 %

(Note that no fail’ marks are carried forward from reassessment, even though the mark for written
assignment was higher at reassessment than at third assessment attempt.)

THIRD ASSESSMENT ATTEMPTS:
REGULATIONS FOR AWARDS/PROGRESSION ASSESSMENT BOARDS

A student who has been granted a further reassessment (third ‘assessment attempt) by the
Awards/Progression Assessment Board following failureyin‘teassessmentshall be offered that
third assessment attempt at the next available oppaortunity. The™ Awards/Progression
Assessment Board shall only offer a third assessment attempt to a student who attempted or
deferred at least one component for which, reassessment was due.“Students failing to
attempt or defer at least one component for which reassessmentwas due will not be offered
a third assessment attempt and wille have their studies terminated. A student with
reassessment in only one module will begoffered a third“assessment attempt, even if they
failed to submit any of the componehntsifor which reassessment.was due.

A third attempt will not be offered*te,a‘student whose registration period has expired.



APPENDIX 8C

DEPARTMENT OF
XXXXXX

MODULE ASSESSMENT B@ARD
for

XX XX XXX XXXX
(Title of Department ornProgramme(s))

Lo\

Levels XXXX(7,%6, 5, 4 etc)

DATE/ MONTH /2015

External Examiner(s):
External’s signature

Date:

Print External’s name

External’s signature
Date:

Print External’s name

External’s signature
Date:

Print External’s name

Chair: Signature

Date:

Print name



APPENDIX 8D

GUIDANCE ON SUBMISSION OF LATE OR CORRECTED
MARKS

1. Itis an expectation that, following submission of module marks via E-vision according
to published deadlines, all such module marks are finalised by the time the pre-
meeting of an AAB/PAB is held, certainly by the conclusion of that meeting.

2. In exceptional circumstances, missing or incorrect modulé marks may be identified at
the pre-meeting which cannot be rectified there and thens In such circumstances,
Departmental Assessment Contacts should submit@Mark,Amendment Form (MAF),
signed by the Chair of the relevant Programme/Subject Assessment Board and
showing the correct marks, to Registry Services, net later than 9,30 a.m. on the first
working day following the pre-meeting. This, will allow 4the 4correction to be
incorporated into the printed results sheets for the AAB/PAB. % Jf on_eccasion there
are practical difficulties in delivering the MAF in"person an e-maihwill suffice, but the
completed MAF should be submitted'as soon as possible:

3. In the unlikely event that this deadline“gannot be met, the MAF, signed by the Chair
of the relevant Module Assessmént Board, should be _given to the senior Registry
officer in attendance at the AAB/RAB prior te'the commencement of the meeting, so
that the correction can, bésannounced by the Registry officer at the appropriate point
in the meeting.

4. There may stillybé awvery small number of instances where Departmental
AssessmentgContacts notice anmerroryor anomaly relating to an individual student
during the 'course of an AAB/PAB. In such circumstances, it is the duty of the
DepartpientalhAssessment«Contactto draw this to the attention of the meeting, so
that the Awards/Progression Assessment Board may take a decision on the basis of
the correct marks. A Mark Amendment Form must be submitted to Registry Services
immediately after the AAB/PAB.

5. Where no pre-meetingsfof an AAB/PAB is held, these procedures should still be
followed if an error is identified in the interval between a Module Assessment Board
and the relevant Awards/Progression Assessment Board.



APPENDIX 8E

EXAMINATION COMMITTEE:
NOTES OF GUIDANCE

Under the Principles and Regulations decisions on reassessment are taken by an
Awards/Progression Assessment Board. However, in certain exceptional
circumstances and mainly to facilitate timely professional registration, decisions on
deferral and reassessment are required at a specific point, which may fall between
scheduled Awards/Progression Assessment Boards.

In recognition of this scenario, the Principles and. Regulations allow an
Awards/Progression Assessment Board to appoint an_Examination Committee, to
which the Awards/Progression Board delegates its fauthority (F2.5). An External
Examiner must be a member of this committee.

Where an Examination Committee is required this must begapproved by the
preceding Awards/Progression Assessment Boardh

Membership of Examination Committee

e Dean or Associate Dean,ofiFaculty,(Chair)
e External Examiner(s)
¢ Representative of each,Module AssessmentBoard which is subordinate to

the Awards/Progression Board (normallyathe Departmental Assessment
Contact or Head of'bepartment. Modules Assessment Boards for
professional pregrammes may beyepresented by more than one member.

¢ One representative of each partAerorganisation with students under
consideration by the board. Partner organisations may be represented by the
mémber of the Module Assessment Board as above

In attendance

¢ A member of University of Chester staff, normally an administrator from
an academic department, who will service the meeting
e Deputy Registrar and Head of Student Administration (or nominee)

Minutes from the Examination Committee must be forwarded to Registry Services
and AQSS.

The decisions of the Examination Committee must be forwarded to the Assessment
Team in Registry Services who will then notify the students. Official results and
decisions on deferrals or reassessments must come from Registry, not academic
departments. In many cases students will already have had their provisional marks
as it will have formed part of the feedback given to students.



Any Examination Committee decisions must be reported to the next
Awards/Progression Assessment Board.

AGENDA FOR AN EXAMINATION COMMITTEE

UNIVERSITY OF CHESTER

A meeting of an Examination Committee for the
XXXXXXXXXX programme
will held on date at time in location

AGENDA

1. Welcome and Introductions

2. Apologies for absence

3. Declarations of interest with regard to consideration of, results

4. To receive notes of guidanceffor Examination Committees

5. Confirmation by academic departments that'all module results displayed on
the results schedulesyhave been confirmed by the appropriate Module
Assessment Board:

6. Consideration ofresults

I.  Togeceiverguidance oprregulatory information, and on the format of the
résults'sehedules.

[I. % Tosmake recopimendations concerning progression and opportunities for
module reassessment and third attempts, and to note those students who are
proceeding on theigprogramme or who have deferred assessment.

7. Late results: to authorise action

8. Confirmation by academic departments that assessment deadlines will be
communicated to all students with reassessment and/or deferrals to
complete, and that consideration has been given to the Awards Assessment
Board or Progression Assessment Board at which the results of this
assessment will be confirmed.

9. Confirmation of date for release of results to students

10. Any other business

11. Signing of results schedules



APPENDIX 8F

University of Chester — Reqgistry Services

Assessment Administration Schedule 2016/17

October 2016
Wednesday 5%
Thursday 6™ (1pm)
Thursday 13" (1.30pm)
Friday 14"

w/c 315t October

November 2016

Wednesday 9"
Thursday 10" (1pm)
Thursday 17" (1.30pm)

Friday 18™"

December 2016

Wednesday,/ 7%
Thursday 8%(1pm)
Wednesday 14"
Thursday 15" (1.30pm)
Friday 16™

Monday 19*

Monday 19™

University Mitigating Circumstances Board

E-vision and MAB deadline for October University PAB
University Progression Assessment Board (PAB)
Results released (October PAB)

Module Assessments to be generated and made available
on e-vision

University Mitigating Cir€umstanges Board
E-visionand,MAB deadline forNovember University PAB
University Progression, Assessment Board (PAB)

Results released (November PAB)

University Mitigating Circumstances Board

E-vision and MAB deadline for December University PAB
Pre-meeting - Health and Social Care AAB

University Progression Assessment Board

Health and Social Care AAB

Results released (Health and Social Care AAB)

Results released (December University PAB)



January 2017

Wednesday 11™

Wed 11" (1pm)
Wednesday 18™ (1pm)
Friday 20" (1.30pm)

Monday 23"

February 2017

Thursday 2™ (1pm)
Friday 3rd

Wednesday 8"
Thursday 9™ (1pm)
Monday 13™

Thursday 16" (1.30pm)
Friday 17%

Tues 21

Thursday 23"
Friday 24"

Monday 27"

March 2017
Wednesday 8"
Thursday 9™ (1pm)
Friday 10th

Monday 13™
Wednesday 15"
Thursday 16" (1.30pm)
Friday 17

Friday 17%

Friday 31%

University Mitigating Circumstances Board

E-vision and MAB deadline for January University AAB
Pre-meeting — University Awards Assessment Board
University Awards Assessment Board (AAB)

Results released (January AAB)

Initial Teacher Education (ITE) AAB

Results released (ITE AAB)

University Mitigating Circumstances Board

E-vision and MAB deadline for February University PAB
Publication of Level 5 Examination timetable

University Progression AssessmentsBoard (PAB)
Results released’(February. PAB)

Pre-Meeting Health and Social Care AAB (Pre-Registration
Nurses)

Health and Sacial Care AAB (Pre-Registration Nurses)
Results.released (Pre-registration Nurses)

Publicationof Levels 4/6 Examination timetable

University Mitigating Circumstances Board

E-vision and MAB deadline for March University PAB

All copied Level 5 exam papers to be received by Registry.
Pre-meeting — Health and Social Care AAB

Health and Social Care AAB

University Progression Assessment Board (PAB)

Results released — (March University PAB)

Results released - Health and Social Care AAB)

Undergraduate Results removed from e-vision



Monday 27" March — Friday 7" April 2017 — Level 5 Examination Period

April 2017

Wednesday 5" University Mitigating Circumstances Board

Thursday 6™ (1pm) E-vision and MAB deadline for April University AAB

Tuesday 18" (1.30pm) University Awards Assessment Board (AAB)

Wednesday 19™ Results released (April AAB)

May 2017

Wednesday 3™ University Mitigating Circumstances Board

Thursday 4™ (1pm) E-vision and MAB deadline for May University PAB

Friday 5" All copied Levels 4'and 6 exam papers.te’be received by
Registry

Thursday 11" (1.30pm) University Progression Assessment Beard (PAB)

Friday 12 Results released (May, PAB)

Tuesday 16™ Pre-meeting — Healthand Social Care AAB

Thursday 18" Health and Sacial Care AAB

Friday 19" Results.released (Health and Social Care AAB)

Wednesday. 34 University Mitigating Circumstances Board

Monday 22%"'May — Friday 9" June 2017 — Levels 4 and 6 Examination Period

June 2017

Thursday 1 (1pm) E-vision and MAB deadline for June University PAB
Thursday 8™ (1.30pm) University Progression Assessment Board (PAB)
Friday 9" Results released (June University PAB)
Wednesday14™ University Mitigating Circumstances Board

Friday 23" (1pm) E-vision and MAB deadline for July University AAB



July 2017
Wednesday 5" (10.30am)

Friday 7" (1.30pm)
Monday 10™
Tuesday 11
Tuesday 11"

Thursday 13"

Thursday 13"
Friday 14"

Friday 14

by Friday 14"

Wednesday 19" (1pm)

by Friday 21

Friday 215 (1pm)
Monday 24th

Monday 31%

August 2017

Wednesday 2"
Thursday 3™ (1pm)

Friday 4"

Thursday 10" (1.30pm)
Friday 11%"

Thursday 31%

Pre-meeting - University Awards Assessment Board
University Awards Assessment Board (AAB)

Results released (July AAB Undergraduate Finalists)
Results released (July AAB Continuing Undergraduate)
Pre-meeting — Health and Social Care AAB

E-vision mark entry deadline for programmes going to the
Initial Teacher Education AAB

Health and Social Care AAB
Results released (Health and So¢ial, Care’AAB)

Results released (Postgraduate students from University
AAB)

Re-assessment/defér information made available to
Departments via Infoview

Pre-meetingfInitial Teacher Education AAB

All coursework,re-assess/defer info to have been made
availablefto students

InitialFeacher EducationtAAB

Initial Teacher Education results released

Re-assessment/defer exam timetable published

University Mitigating Circumstances Board
E-vision and MAB deadline for August University PAB

All copied Re-assess/Defer exam papers to be submitted to
Registry

University Progression Assessment Board (PAB)
Results released (August University PAB)

University Mitigating Circumstances Board

Monday 14" August — Friday 25" August 2017 - Reassessment and Deferral

Monday 21° (12 noon)

Examination/In-class test period for all Undergraduate
Levels. Week commencing 14" August will only be
used if required.

Deadline for submission of deferred/reassessed
coursework



September 2017

Tuesday 5" (1pm)

Tuesday 5" (10am)

Thursday 7™ (1pm)

Friday 8" (1pm)

Monday 11™ (10.30am)
Tuesday 12

Wednesday 13" (1.30pm)

Thursday 14"

Friday 15

Friday 15%

Friday 15

E-vision and MAB deadline for September University AAB

E-vision and MAB deadline for programmes going to the
Initial Teacher Education AAB

Pre-meeting Initial Teacher Education AAB

Initial Teacher Education AAB

Pre-meeting - University Awards Assessment Board
Pre-meeting — Health and Social Care;:AAB
University Awards Assessment.Board

Release of results (September AAB Undergraduate
continuing students)

Health and Social Care AAB

Release of sesults (September AABsUndergraduate finalists
and all Postgraduate students)

Releasesof results (Health and Sacial Care AAB)



APPENDIX 8G
2015/16

Honours Degree Classifications (360 credits) — Summary sheet and examples

e All modules must be passed or compensated in order to complete the
award

e The classification is based on a weighted average of Level 5 (one-third)
and Level 6 (two-thirds). This average is expressed to 2 decimal places

e The lowest mark (to the value of 20 credits) is discarded from the
calculation at both levels 5 and 6. However, this discard only occurs
where numerical marks are available for all 120 credits at the level in
question. For example, a student with 20 credits of APL{at Level 5
would not have any Level 5 marks discarded from the classification
calculation

e Module credit values are taken into account in the calculation of the
average percentage mark; a 40 credit moduleshas double the worth of
a 20 credit module, for example.

e Level 4 marks do not contribute to the elassification, altheugh the
modules must be passed or compensated fer the award tosbe made

The following criteria are applied:

1. Average Mark

70%+ First ¢lass honours

60 — 69.99% Upperisecond class henours (2.1)
50 — 59.99% Lower'second glass, honours (2.2)
40 — 49.99% T hird class honours

0 —39.99% Fail

However, where the average markfalls within 0.5% of the classification
boundary; the classificatiom"wilhbe raised:

69.5%nis raised to 70% ancha.2* is awarded
59.5%.is raised to 60% and a 2.1 is awarded
49.5%is raised to 50%.and a 2.2 is awarded

2. Average mark and profile

Where the student’s average percentage mark is no more than 3% from the
classification boundary (displayed in the table above), they will be awarded
the higher class where half their Level 6 credits are at the required level:

67 — 69.49% may be considered for a 1st
57 - 59.49% may be considered fora 2.1
47 — 49.49% may be considered for a 2.2

The following examples are based on the University’s standard 20 credit
module size; hence there are 6 marks at each level (a 40 credit module mark
would appear twice in order to reflect its weighting). Marks in bold are
discarded from the calculation.




Example 1

Level 5
1 2 3 4

72 69 59 59

5

58

6 1 2

55 68 60

Level 6
3 4 5 6

56 54 52 40

The average in Example 1 is 59.8%. This would be raised to 60% and a 2.1

would be awarded

Example 2
Level 5 Level 6
1 2 3 4 5 6 1 2 3 4 5 6
72 69 59 59 58 55 68 60 60" 45 43 40

The average in Example 2 is 57.93%. As the average Is withint 3% of the 2.1
classification boundary and half the Level 6 credits are at the 241 level, a
classification of 2.1 would be awarded

Example 3
Level 5 Level 6
1 2 3 4 5 6 1 2 3 4 5 6
72 69 59 59 68 55 68 60 58 47 43 40

The average in Example 3 is 57.93% (as in Example 2). However, on this
occasionga 2.1 weuld not be"awarded as less than half the Level 6 credits are
at the 2.3 level=TFhe classification in Example 3 would be a 2.2

Example 4
Level 5 Level 6
1 2 3 4 5 6 1 2 3 4 5 6
72 69 59 59 58 55 61 60 60 44 41 40

In Example 4, although half the Level 6 credits are at the 2.1 level, a 2.1
would not be awarded as the average is only 56.6%, and does not, therefore,
fall within 3% of the classification boundary. The classification would be a 2.2

Steve Nelson
August 2014




APPENDIX 8H
2015/16
Honours Degree Classifications — Direct Entrants to Level 6

e All modules must be passed or compensated in order to complete the
award

e The classification of the honours degree is based on Level 6 marks
only; the marks from previous programmes of study (eg the Foundation
Degree) are not included in the calculation of the average percentage
mark.

e Where numerical marks are available for all 120 credits at Level 6, the
marks of the lowest 20 credits will be discarded from the calculation of
the average percentage mark upon which the classifieation is
determined

e Module credit values are taken into account in the calculation of the
average percentage mark; a 40 credit module*has double the worth of
a 20 credit module, for example.

The following criteria are applied:

1. Average Mark

70%+ First claSs honours

60 — 69.99% Uppersecond,class honours, (24)
50 — 59.99% Lower seecond classdhonours (2.2)
40 — 49.99% Third class honours

0 —39.99% Fail

However, where_ thevaverage mark falls within 0.5% of the classification
boundary, theClassification will be raised.:

69.5% issraised t0"70% and a 2st is awarded
59.5% israised to 60% and a 2.1 is awarded
49.5%nis raised to 50% andwa«2.2 is awarded

2. Average mark and profile

Where the student’s average percentage mark is no more than 3% from the
classification boundary (displayed in the table above), they will be awarded
the higher class where half their Level 6 credits are at the required level:

67 — 69.49% may be considered for a 1st
57 - 59.49% may be considered for a 2.1
47 — 49.49% may be considered for a 2.2

The following examples are based on the University’s standard 20 credit
module size; hence there are 6 marks at Level 6 (a 40 credit module mark
would appear twice in order to reflect its weighting). In each example, the




lowest mark (highlighted in bold) is discarded from the calculation of the
average percentage mark:

Example 1
1 2 3 4 5 6
65 63 60 58 53 40

In Example 1, the average is 59.8%. This would be raised to 60% and a 2.1
would be awarded.

Example 2
1 2 3 4 5 6
65 63 60 55 47 40

In Example 2, the average is 58%. As the averagesis within 3% ofthe 2.1
classification boundary and half the Level 6 credits are at.the 2(1 level, a
classification of 2.1 would be awarded

Example 3
1 2 3 4 5 6
65 63 59 56 47 40

In Example 3, the average i$:58% (as in Example 2). However, on this
occasion a 2.1 wouldot be awardedhashalf the Level 6 credits are not at the
2.1 level. The glassification in Example 3 would be a 2.2

Example 4
1 2 3 4 5 6
65 168 60 44 42 40

In Example 4, although half the Level 6 credits are at the 2.1 level, a 2.1
would not be awarded as the average is only 54.8%, not within 3% of the
classification boundary. The classification would be a 2.2

Steve Nelson
July 2014



APPENDIX 8l
Postgraduate Classifications — 2015/16

e All modules must be passed in order for the award to be made
e Postgraduate Certificates are not classified

Modules are assessed on the following basis:

Percentage Classification
70-100 Distinction
60-69 Merit

40-59 Pass

0-39 Fail

In order to be eligible for a Distinction, a candidate for‘a, Masters Degree or
Postgraduate Diploma must attain a mark of 70% erhigher in Level 7 modules
representing at least half the credits for which numerical marks are available.
The modules may include the dissertation. The'same classification rules apply
to the award of Merit, with the threshold being module marksfof 60%+

The average percentage mark across all modules/is not censideredsin
classification calculation.

Example 1 — Masters Degree

Module Credit Valué Mark Classification
EX7000 20 72 Distinction
EX7001 20 65 Merit
EX7002 20 69 Merit
EX7003 20 70 Distinction
EX7004 20 62 Merit
EX7005 20 64 Merit
EX7006 (Dissertation) 60 70 Distinction

In Example 1, the Student has 100 of the 180 credits required for the award of
the Masters Degree atiDistinction level and would therefore be awarded a
Distinction. The fact the overall average (68%) is not at Distinction level is not
considered

Example 2 — Masters Degree

Module Credit Value Mark Classification
EX7000 20 69 Merit
EX7001 20 68 Merit
EX7002 20 69 Merit
EX7003 20 79 Distinction
EX7004 20 67 Merit
EX7005 20 68 Merit
EX7006 (Dissertation) 60 78 Distinction

In Example 2, although the student has an overall average percentage mark
of 72.67%, a Distinction would not be awarded as only 80 of the 180 credits
are at the Distinction level. The student would be awarded a Merit.




Example 3 — Masters Degree

Module Credit Value Mark Classification
EX7000 20 70 Distinction
EX7001 20 72 Distinction
EX7002 20 74 Distinction
EX7003 20 78 Distinction
EX7004 20 43 Pass
EX7005 20 71 Distinction
EX7006 (Dissertation) 60 65 Merit

In Example 3, although the dissertation is not at the Distinction'level, a
Distinction would be awarded as the student has 100 of the, 180 ¢redits at the

Distinction level.

The same principles apply to Postgraduate Diplomas.

Example 4

Module Credit Value Mark Classification
EX7001 20 70 Distinction
EX7002 20 70 Distinction
EX7003 20 42 Pass
EX7004 20 72 Distinction
EX7005 20 50 Pass
EX7006 20 61 Merit

In Example 4, the student would be awarded a Distinction as 60 of the 120
credits required for thevaward of thesRostgraduate Diploma are at the

Distinction level.

Examples

Module Credit Value Mark Classification
EX7001 20 79 Distinction
EX7002 20 60 Merit
EX7003 20 76 Distinction
EX7004 20 57 Pass
EX7005 20 58 Pass
EX7006 20 59 Pass

In Example 5, the student does not qualify for a Distinction as only 40 of the
120 credits required for the award of the Postgraduate Diploma are at the
Distinction level; however, as 60 of the 120 credits are at the Merit level or
above, a Merit would be awarded.

Steve Nelson
July 2014




APPENDIX 8J
2015/16
Foundation Degree Classifications

e All modules must be passed or compensated in order to complete the
award

¢ The classification of the Foundation Degree is based on Level 5 marks
only; Level 4 modules must be passed or compensated but are not
included in the calculation of the average percentage mark upon which
the classification is based.

e Where numerical marks are available for all 120 credits at Level 5, the
marks of the lowest 20 credits will be discarded from the calculation of
the average percentage mark upon which the classifieation is based

e Module credit values are taken into account in the“calculation of the
average percentage mark; a 40 credit module has double the worth of
a 20 credit module, for example.

The following criteria are applied:

1. Average Mark

70%+ Distinction
60 — 69.99% Merit

However, where the average,mark falls within 0:5% of the classification
boundary, the classifieation will be raised:

69.5% is raised to 70% and a Distinctionvis-awarded
59.5% is raised to 60%»and a Méritissawarded

2. Average mark and'profile

Wherethe student’siaverage percentage mark is no more than 3% from the
classification boundaryy(displayed in the table above), they will be awarded
the higher class where half their Level 5 credits are at the required level:

67 — 69.49% may be considered for a Distinction
57 - 59.49% may be considered for a Merit

The following examples are based on the University’s standard 20 credit
module size; hence there are 6 marks at Level 5 (a 40 credit module mark
would appear twice in order to reflect its weighting). In each example, the
lowest mark (highlighted in bold) is discarded from the calculation of the
average percentage mark:

Example 1




In Example 1, the average is 69.8%. This would be raised to 70% and a
Distinction would be awarded.

Example 2
1 2 3 4 5 6
75 73 70 65 57 40

In Example 2, the average is 68%. As the average is within,3% of the
Distinction classification boundary and half the Level 5.credits are at the
Distinction level, a classification of Distinction woule*be awarded

Example 3
1 2 3 4 5 6
75 73 69 66 57 40

In Example 3, the average is 68% (as i Example 2). However, on this
occasion a Distinction would not,be awarded as halfithe Level 5 credits are
not at the Distinction level. The classificationdn Example 3 would be a Merit

Exampled
1 2 3 4 5 6
75 73 70 54 52 40

In Example 4, although half theyLevel 5 credits are at the Distinction level, a
Distinctionavould not be awarded as the average is only 64.8%, not within 3%
of the“elassification betndany.-The classification would be a Merit

Steve Nelson
July 2014
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Compensation of failure in assessment

Under certain circumstances (detailed below), failure in particular modules
may be compensated. Students compensated in a module would not be
required to resubmit work. The module would be treated as a pass, with a CM
code appearing on the transcript of results. However, the original fail mark
would still appear on the transcript and be included in the classification
calculation where appropriate.

Compensation shall not be applied to a module that, for praefessional reasons,
is stated in the formal programme documentation to be essentiakto the
fulfilment of programme objectives. This means that campensation is not
applied to many of the programmes in the Facultiessef,Health and Social Care
and Education and Children’s Services.

Compensation of failed modules is not permitted at.Level 3.

Undergraduate students may be compensated in:
40 credits at Level 4

20 credits at Level 5
20 credits at Level 6

However, certain criteriaapply:
1. The module'mark may not falhbelew 30%
2. The mark for any component.may not fall below 20%

3. The average percentage mark for the level must be at least 40%

Where thesstudent has an overall module mark of 40%+ but has
coemponent marks_ef,less than 20%, a mark of 39% will be recorded.

Levels 5 and 6
The student will only be compensated (in modules totalling no more than 20

credits) if they have successfully completed all other modules at that level and
have an overall average for the level of at least 40%

Example 1

Module Credits Mark
EX5001 20 55
EX5002 20 61
EX5003 20 46
EX5004 20 48
EX5005 20 52
EX5006 20 32




On the assumption that no component mark for module EX5006 falls below
20%, the module would be compensated as all other modules have been
passed and the overall average for the level is 49%

Example 2

Module Credits Mark
EX5001 20 40
EX5002 20 41
EX5003 20 40
EX5004 20 40
EX5005 20 40
EX5006 20 30

In Example 2, EX5006 would not be compensated as,‘@lthough all other
modules have been passed, the average for the levehis 38.5%

Level 4

The student will only be compensated where'no more than,40'¢redits have
been failed. The Board will compensateshoth modules wheresthe€riteria
outlined above have been met. Where only,one of theifailed modules falls
within the compensatable band, this medule will only be'eompensated where
the criteria outlined above hayé beén met.

Example 3

Module Credits Mark
EX4001 20 59
EX4002 20 43
EX4003 20 45
EX4004 20 50
EX4005 40 35

In Examiple”3, EX4005 would be compensated (assuming no component mark
falls below 20%) as alhother modules have been passed and the overall
average for the level is 44.5%

Example 4

Module Credits Mark
EX4001 20 59
EX4002 20 67
EX4003 20 38
EX4004 20 28
EX4005 40 60

In Example 4, EX4003 would be compensated (assuming no component mark
falls below 20%), as there are only 40 credits of failure and the average for



the level is 52%. Reassessment would be required in module EX4004 as the
module mark falls below 30% and may not therefore be compensated.

Example 5

Module Credits Mark
EX4001 20 38
EX4002 20 67
EX4003 20 38
EX4004 20 36
EX4005 40 60

In Example 5, although all failed modules have marks above,30%, and the
overall average is 49.83%, no compensation would be applied as,in excess of
40 credits have been failed.

Steve Nelson
December 2015
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This form is for students at Level 3, 4, 5, 6, 7 and 8 who wish to appeal against a decision of
one of the following:

e Awards / Progression Assessment Board

e Mitigating Circumstances Board

e Academic Malpractice Panel

e Subgroup on Academic Malpractice Penalties



Introduction

The University of Chester’s Acade

Appeal procedure is set out in sec 0
Handbook F of the Quality & dards
Manual. It is available to s d students

of the University on Pogtal.
If you need help tofput y ppeal
together, you optact the Cheste

Students’ U an give @ ntial
and impastial ice.

For guidance on the Aca ppeal
Procedure, you can contact the Student

Affairs team in Academic Quality Support
Services by email at
academicappeals@chester.ac.uk.

If you have a disability (whether or not you
have previously disclosed it) and need
further help, you should contact Student
Support & Guidance.

In all cases, appeals must be submitted
within 10 days of the decision that you are

: appeali

Q%{o

agaipst. Failure to meet this

deadline m mean that your appeal
annet be considered.

u are submitting your appeal late,
ase use the blank space on page 16
to explain why. You should also provide
additional evidence to show why you
could not submit your appeal on time.

The University will try to deal with your
appeal as quickly as possible, whilst
ensuring that it is properly considered. It
can take up to 60 days for a decision to
be made by the Appeals Board. We will
keep you updated throughout the
process.

Whilst you are waiting for the Academic
Appeals Board to hear your case, the
decision you are appealing against
still stands.



Part A:
About you

Use this section to give us details
about you

Student number:

Programme of study:

Title: Mr Mrs Miss Ms Mx Dr Other

Surname/Family name:

First/Given name(s):

Postal address:

Post code: Country:

Landline: Mobile:

Email:

We will use your Universityaof Chester email address to keep you informed about progress with your appeal,
but if you provide us with a private emailiaddress, we will copy any messages to it. If we send you a
message before 4pm Monday < Friday, we will assume that you have received it on the same day.

If you would alsotlike us to send letters to your postal address, please tick this box:

To help us direct your appeal appropriately, please answer the following questions:

YES NO

Have your studies at the University been terminated?

If your studies have not been terminated, have you been
prevented from progressing to the next level of study?

Have you been sponsored by the University for a Tier 4 student
visa?




Use this section to tell us who you
want us to discuss your appeal with

Part B:
Talking to
others

We will handle the information you provide on this form in accordance with our Gonfidentiality Statement. To
ensure that you have access to appropriate support throughout the process, you might find it helpful to
allow us to discuss your case with others. In this section, you can state whethemyou give your permission

for us to do this.

YES

NO

Have you previously disclosed a disability to the University
and/or been issued with an inclusion plan? If you tick ‘yes’ we'will
automatically contact the Disability Support Service fordetails.

If you contact the Chester Students’ Union_for support with your
appeal, can we discuss your case with them?24f youtick ‘yes’ we
will only discuss details of your case with the'SU if you ask them to
contact us on your behalf.

Do you give permission for us to discuss the details of,your'case
with a third party? If you want to give permission for us to talk to a
friend or relative on your behalfyyou should tick ‘yes’ and give their
details below.

Title: Mr Mrs Miss Ms Mx

Dr

Other

Surname/Family._ name;

First/Given name(s):

Relationship to you:

When your appeal is received by Academic Quality Support Services, you will receive an acknowledgement
by email. This acknowledgement will contain a unique reference number for your case. If you have given
permission for us to discuss your case with a third party, it is your responsibility to ensure that they

have your student number and the reference number of your case.




Part C:
Assessments
to be appealed

Use this section to tell us which
decisions you want to appeal against

Your appeal must relate to the outcomes of the assessment components in each of the modules that you
are registered for. You must include all of the information requested in the table below. If you don't, it
is likely that your form will be returned to you.

The first line in the table is completed for you as an example. There aré,spaces for 12 different assessment
components on this page. If you need more space, use the blank pages at the end of this form. The
deadline you give must be your deadline. For example, if you had an extension or deferral, your deadline
will be different from the one given in the module handbook or.on‘Moodle.

Module
Code

Attempt | Deadline for

Module Title Component Title Nufmber | submission

Assegssment 2: Essay on

CD4291 | Colours of the Rainbow :
Primary Calours

1 20/04/15




Part D:
Grounds for
your appeal

Use this section to tell us about the
grounds for your appeal

Using this form, you can appeal against three types of decision:

1. Decisions of the Awards or Progression Assessment Board (box 1)
2. Decisions of the Mitigating Circumstances Board (box 2)
3. Decisions of the Academic Malpractice Panel or Subgroup on A€ademic Malpractice Penalties (box 3)

Normally you will only appeal one type of decision at a time.

You must give the date that the decision was made. You will find this on/the letter, notifying you of the
decision. You should also send us a copy of the letter with your appeal.

1 | AWARDS OR PROGRESSION ASSESSMENT BOARD

There were procedural or administrative irrégularities’in the cenduct of the
assessment process. [You will need toicomplete Part E of this form]

You were suffering from illness or had other personal circumstances which
materially affected your performance, provided that these were not known to the
3.1.2. | Examiners and there are‘compelling reasensiwhysyou did not request an
extension, a defefral’or did not applyde.the Mitigating Circumstances Board. [You
will need to completefPart F and G of this form]

Please give the date of/the decision:

You can also appeal onthe grounds that'you were diagnosed as having a Specific Learning Difficulty
during the course’of the year if'you did/nhot have the reasonable adjustments you are entitled to. Please
contact the Disability Support Service as soon as possible to do this.

2 | MITIGATING CIRCUMSTANCES BOARD

There were procedural or administrative irregularities in the conduct of the
3.4.1. | Mitigating Circumstances Board. [You will need to complete Part E of this
form]

That there is new evidence which, for compelling reasons, could not be made
3.4.2. | available to the Mitigating Circumstances Board. [You will need to complete
Part H of this form]

Please give the date of the decision:




ACADEMIC MALPRACTICE PANEL / SUBGROUP ON

3
ACADEMIC MALPRACTICE PENALTIES
There were procedural or administrative irregularities in the conduct of the
3.5.1. | published academic malpractice procedures. [You will need to complete Part E
of this form]
That there are compelling reasons, which can be substantiated, to explain why
3.5.2. | you were unable to mount a defence to the allegation of academic malpractice.

[You will need to complete Part F of this form]

Please give the date of the decision:

The instruction shown next to the ground(s) yourhave ticked in one of
the boxes above tells you which sections of the form you now need to
complete from E — H.

If you are typing information into this form, each section is limited to
3,100 characters (around 460 words). However, if youseed more space,
there are some blank pages at the.back of the form.

Clear and concise appeals are easier to investigate and easier for the
Academic Appeals Board tonunderstand.thamones that contain lots of
irrelevant detail. Follow the guidance given at the top of each of the
sections that you need torcomplete.

When you have completed the sections that apply to you, go to Part | and
continue to fill'in the,rest of the.form.




Part E:
Procedural or
administrative

irregularity

If you think something has gone wrong either procedurally or administratively that might have affected the
decision you are appealing against, use this section to tell us about it. Try to explain your point as
clearly and as briefly as possible. Try to explain things in the order i ich they occurred. Explain
what evidence you are providing to support your point and how yousfeel roblem affected you.

O

The information you provide in this section will be shared with the department(s) concerned.




Part F:
Personal
circumstances

If you have been ill or had other personal circumstances which you think have affected the decision you are
appealing against, use this section to tell us about it. Try to explain your point as clearly and as briefly
as possible. Try to explain things in the order in which they occurred: in what evidence you are
providing to support your point and how you feel this problem aff you:

To help investigate your case thoroughly, we will share the information you include in this section
with the department(s) concerned, unless you choose to restrict access to this in Part | of this form.




10

Part G:
Use of other
o] oY e =Yo [F] (=13

The University expects that students who have been ill or had other personal circumstances will request an
extension or a deferral or submit a claim for mitigating circumstances at the time that an assessment was
due to be submitted. You should use this section to explain why you did n is. Try to explain your

point as clearly and as briefly as possible. Q

To help investigate your case thoroughly, we will share the information you include in this section
with the department(s) concerned, unless you choose to restrict access to this in Part | of this

form.




Part H:
New evidence

If you are appealing against a decision of the Mitigating Circumstances Board to reject your application, but
you have new evidence, use this section to tell us about it. Try to explain your point as clearly and as
briefly as possible. Explain what the new evidence that you are providi and why it could not
have been made available to the Mitigating Circumstances Board youisubmitted your

application.

Information provided in this section will normally only be shared with the Academic Appeals
Board.

11
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Part I:
Confidentiality

Use this section to give details about
how we can use your information

Only complete this section if you want to restrict access, to information in your
appeal. Otherwise, continue to Part J.

Normally, the contents of your appeal will be disclosed to the relevant Head of Department for a response.
They might ask others to provide information as part of that response. Anyone who receives information
relating to your appeal must abide by the University’s rules jon confidentiality.

In some cases, you can restrict who has access to the informatiof you haye provided. If you choose to do
this, you must be aware that this might limit our/ability to thoroughly investigate your case.

You cannot restrict access to information provided onythis'form if your appealrelates to a procedural or
administrative irregularity. Under the provisions of'the Data Protection Act/(Schedule 3) if you disclose a
disability to any member of University staff;we‘havesto take nétice of this information and we will inform the
Disability Support Service accordingly.

You must tell us what information we may share by completing the following:

| wish to restrict access to the information providediin Parts F & G. | understand
that by doing so, it may' not be possible for thesUniversity to investigate my
case thoroughly.

Tick all those that apply and give dates'whete appropriate: From To

| was suffering from illness/otherpersonal circumstances which affected my
performance imassessment between these dates:

| disclosed information to the department around the following dates:

| did not disclose information to the department

| requested an extension/deferral around the following dates:

| requested/was given advice on the procedure for requesting an extension
or deferral of assessment.




In order that the department can provide some response to your appeal, it would be helpful if you could
provide a summary of the factors that were affecting you that you would be happy to share. You may do

this now, or after speaking with an Investigating Officer if your appeal is accepted for investigation.

13
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Use this section to tell us about the

evidence your are providing

Part J:
Supporting
evidence

It is important that you provide appropriate documentary evidence to support your appeal. Please use the
table below to tell us what pieces of evidence you are providing. Please remember that you must submit
original evidence as photocopies cannot be accepted. We will return the original copies to you as soon

as possible.

The first line of the table is completed as an example. There are spacesifor8 pieces of evidence. Please
label your evidence A-H etc. clearly. If you need more space, use theé'blank,pages at the end of this form.

Label

Description of evidence

Date of
evidence

GP letter from Garden Lane Medical Centre

03/11/2015

G

H

must normally be within 10 days)

If you are unable to provide evidence at the time you are submitting this form, you must give an
explanation in the box below and an expected date by which you will be able to supply the evidence (this




Part K:
Checklist &
declaration

You must complete and sign this
section before submitting your appeal

Please go through the checklist below carefully and make sure that you have addressed all of the points. If
you need help to compile your appeal, you should contact the Chester Students? Union. We will
acknowledge receipt of your appeal normally within 7 days of the deadline for appeal submissions.

Have you read the Academic Appeal Procedure and Notes forsGuidance? These
documents explain how the University will deal with your appeal/If anything is unclear you can
ask for assistance from the Chester Students’ Union.

Have you completed all of the relevant sections of this form? The appeals form is long, but
this is so that we can gather all of the information necessary‘to.consider your case. Please
make sure that you have completed all of the sections‘that are relevant fo your

If you have restricted access to the information‘contained in your-appeal, are you sure
that you want to do this? If you have completedPartd of this form, you have restricted who
we can share information with. This will limit the amoeunt of investigatiensWe can undertake. You
are advised only to do this in exceptional circumstances.

Have you included evidence to supportwyour appeal?,.The Appeals Procedure is primarily
evidence based. Although we will"accept that any statements you make are truthful, you should
provide solid evidence to support what you say inyyour appeal. In particular, you must make
sure that evidence relates specifically to you.

Are your contact details correct? It can take'up 1060 days for the Appeals Board to hear and
decide your case andsyou'must/ensure that we can contact you throughout this period of time.

Remember that the decision you aré appealing against stands while a decision is being
made. This means that you must abide by the original decision until you receive confirmation
that the decision*has been changéd-nternational students must also comply with any
instruction from the visa compliance team and the Home Office.

Declaration to be signed by the student

| confirm that | have read and understood the Academic Appeal Procedure.
| confirm that | am the student making the appeal, | agree to be bound by the terms of the Academic
Appeal Procedure and confirm that | believe the facts stated in my appeal submission are true.

Signature: Date:

You should save a copy of this form and retain a copy for your records. Details of how to submit your form
and accompanying evidence are given on the back page.

Print form Save form

15
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Further
information

If you need further space for any part of your appeal, please use this pageA




Further
information

If you need further space for any part of your appeal, please use this page.

17
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How to submit your completed form
and evidence

Submitting
your appeal

Once you have completed this form, you should submit it to Academic Quality Support Services. You
can do this in three ways:

1.

By email

If you submit your appeal by email, you must ensure that the documentary evidence you
provide is attached as a full-colour scan. The University reservessthe right to require original
copies of any documents that you providesin support of your appéal. Failure to produce the
originals, if requested, will result in your appeal being invalidateds

You should send your completed foarmand evidence as attachments to

academicappeals @chestegacthwk.You are stronglysadvised to send your form from your
University of Chester emailiacceunt. If you are unable to do this, you should ensure that your
email message contains,your student IDhumber, the full title of the programme that you are
registered on and your date,of birth farwerification purposes.

. In person to'either Chester Students’ Union or Student Welfare

Chester Students’ Union

Takeyour form and evidence to the Students’ Union building on either the Parkgate
Road campus in Chester or on the Warrington campus. Please remember that the
Students’ Union can also offer you confidential and impartial advice about your appeal.

Student Welfare

Take your form and evidence to the Student Welfare Office in the Binks building (room
CBK-113) on the Parkgate Road campus in Chester or to the Martin building (room
WMA-012) on the Warrington Campus.

If you submit your form in person, it will be recorded has having been received on that date.
However, it might take a day or two to reach Academic Quality Support Services. If you have
not received an acknowledgement within 72 hours of submitting your form, you should contact
academicappeals@chester.ac.uk



mailto:academicappeals@chester.ac.uk
mailto:academicappeals@chester.ac.uk

How to submit your completed form

and evidence

3. By post

You post to the following address:

Academic Quality Support Services (AppealO

University of Chester

Parkgate Road
Chester
CH1 4BJ

If you post your form, you are

&

strongl¥ ads e use a

SR

QC)

Submitting
your appeal

propriate tracking service.
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(AA-2) AWEaIS g to Specific Learning Differences

This form is for students at Level Z, 4, 5, 6, 7 and 8 (taught provision only) who wish to
appeal against a decision of the Awards / Progression Assessment Board on the basis of
being diagnosed with an SpLD, but who have not had the additional arrangements they are

entitled to.



Introduction

Appeal procedure is set out in sec 0
Handbook F of the Quality &

The University of Chester’'s Acader%: paperw

that the provisions of sectio
Academic Appeal Procedure] have been
adhered to.

Students wishing to appeal on this ground
are advised to contact Disability Support as
soon as possible. This form should be
completed by Disability Support, in
conjunction with the student.

In the event that Disability Support is
unable to confirm that all of the necessary

O

is injplace for a student to

appeal on e grounds, they should be
dvised to submit an appeal on other

using the form AA-1, which is

ghoun
& ilable on Portal.

Advice regarding completion of this form
can be obtained by contacting the
Student Affairs team in AQSS at
academicappeals@chester.ac.uk.

AQSS should be notified when a
student contacts Disability Support
regarding an appeal on these
grounds. The deadline for submitting
this form will then be extended to 21
days from the date of the decision
being appealed against.



Part A:
About you

Use this section to give us detalls
about you

Student number:

Programme of study:

Title: Mr Mrs Miss Ms Mx Dr Other

Surname/Family name:

First/Given name(s):

Postal address:

Post code: Country:

Landline: Mobile:

Email:

We will use your Universityaof Chester email address to keep you informed about progress with your appeal,
but if you provide,us with a private.emailaddress, we will copy any messages to it. If we send you a
message before 4pm*Monday Friday, we will assume that you have received it on the same day.

If you would also like us to send letters to your postal address, please tick this box:

To help us direct your appeal appropriately, please answer the following questions:

YES NO

Have your studies at the University been terminated?

If your studies have not been terminated, have you been
prevented from progressing to the next level of study?

Have you been sponsored by the University for a Tier 4 student
visa?




Part B:
Talking to
others

Use this section to tell us who you
want us to discuss your appeal with

We will handle the information you provide on this form in accordance with our Gonfidentiality Statement. To
ensure that you have access to appropriate support throughout the process, you might find it helpful to
allow us to discuss your case with others. In this section, you can state whethemyou give your permission
for us to do this.

YES NO
If you contact the Chester Students’ Union for support with your
appeal, can we discuss your case with them? If you tick“yes’ we
will only discuss details of your case with the SU if yeumask them to
contact us on your behalf.
Do you give permission for us to discussfthedetails of your case
with a third party? If you want to give pefmission for us to talk to a
friend or relative on your behalf you shouldtick ‘yes’ and give, their
details below.
Title: Mr Mrs Miss Ms Mx Dr Other
Surname/Family name:
First/Given name(s):
Relationship to'yeu:

When your appeal is received by Academic Quality Support Services, you will receive an acknowledgement
by email. This acknowledgement will contain a unique reference number for your case. If you have given
permission for us to discuss your case with a third party, it is your responsibility to ensure that they
have your student number and the reference number of your case.



Part C:
Assessments
to be appealed

Use this section to tell us which
decisions you want to appeal against

Your appeal must relate to the outcomes of the assessment components in each of the modules that you
are registered for. You must include all of the information requested in the table below. If you don't, it

is likely that your form will be returned to you.

The first line in the table is completed for you as an example. There a @ es for 12 different assessment
components on this page. If you need more space, use the blank pages at the end of this form. The
deadline you give must be your deadline. For example, if you had an exte
will be different from the one given in the module handbook or.on'Moodle.

nsion or deferral, your deadline

Module
Code

tempt | Deadline for

Module Title Component Title .
ber submission

CD4291 | Colours of the Rainbow 20/04/15

N

S




Part D:
Confirmation
of Specific

_Learning
This section is to be completed by the Difference
Disability Support Service

In order to be admissible, an appeal on the ground of an in-year diagnosis of a SpLD where the student was
not in receipt of alternative arrangements must be supported by Disability Suppart and be accompanied by the
appropriate documentation. Confirmation of this should be given in this section,

Name of the person completing this section:

Job title:
YES | NO
The student had been diagnosed indhe current academic Ssession, and
5.3.1. before the meeting of the relevant Awards/Assessment Beard or
Progression Board.
The Disability Support Service.is in receipt of & report compiled by an
5.3.2. Education Psychologist omether person qualified to diagnose Specific
Learning Difficulties.
533 The student had net been,afforded all opportunities agreed in a full
T Inclusion Plan tessupport the assessment 6f examination in question.

If you haveiticked ‘No’ to, any of the statements above, an appeal on the
ground,ofshaving an‘in-yeardiagnosis of a SpLD is not permissible.
However, the remainder of this form should still be completed and sent to
AQSS.

Where this happens, the appellant should be advised that if they still wish
to appeal, they will have to do so on the basis of another ground, using
the AA-1 form available on Portal.

Students who wish to continue with an appeal on other grounds should
be advised to contact Chester Students’ Union for assistance.




Part E:
Other details

Please provide any further details that either Disability Support or the student feel is relevant to this case. It

student’s appeal on these grounds.

is especially important to give further information if Disability Support is xable to support the




Part F:
Checklist and
declaration

Supporting documentation and student
declaration

The documentation requested below must be sent to AQSS along with this form.

The Disability Support Service confirms that:

This student had been diagnosed in the current academic session.

A copy of a report by an Educational Psychologist or othegperson gualified to diagnose
Specific Learning Difficulties has been received for this student and that a‘Copy is
appended to this form.

This student has been given a full Inclusion Plan and that a copy is @ppendedsto this
form.

This student was not afforded all of the opportunities agreed in theirinclusion Plan to
support the assessments in question.

Declaration to be signed on behalf of the Disability Support Service

| confirm that | believe the declarations made on thisferm ombehalf of the Disability Support Service
are true.

Signature: Date:

Declaration to be sighed by the student

| confirm that | have read and understood the Academic Appeal Procedure.
| confirm that | am thestudent making the appeal, | agree to be bound by the terms of the Academic Appeal
Procedure and confirm that | believe the facts stated in my appeal submission are true.

Signature: Date:

A copy of this form should be given to the student I'yR I- TlzliiK S 02U &Sy 2 1-01-RS Y I0I-LILIS I3 260K SaiSHiol-Oodz {0

Print form Save form




Academic

(AA-3) Rostgraduate Research Degrees

This form is for students at Level 8 who wish to appeal against a decision of one of the
following:

e Postgraduate Research Degree Awards Board

e Progress Review Board

Students on an MRes or Professional Doctorate programme who wish to appeal the
outcome of one or more of the taught modules they have been registered for should use

form AA-1 instead.



Introduction

The University of Chester’s Acade

Appeal procedure is set out in sec 0
Handbook F of the Quality & dards
Manual. It is available to s d students

of the University on Pogtal.
If you need help tofput y ppeal
together, you optact the Cheste

Students’ U an give @ ntial
and impastial ice.

For guidance on the Aca ppeal
Procedure, you can contact the Student

Affairs team in Academic Quality Support
Services by email at
academicappeals@chester.ac.uk.

If you have a disability (whether or not you
have previously disclosed it) and need
further help, you should contact Student
Support & Guidance.

In all cases, appeals must be submitted
within 10 days of the decision that you are

: appeali

Q%{o

agaipst. Failure to meet this

deadline m mean that your appeal
annet be considered.

u are submitting your appeal late,
ase use the blank space on page 12
to explain why. You should also provide
additional evidence to show why you
could not submit your appeal on time.

The University will try to deal with your
appeal as quickly as possible, whilst
ensuring that it is properly considered. It
can take up to 60 days for a decision to
be made by the Appeals Board. We will
keep you updated throughout the
process.

Whilst you are waiting for the Academic
Appeals Board to hear your case, the
decision you are appealing against
still stands.



Part A:
About you

Use this section to give us details
about you

Student number:

Programme of study:

Title: Mr Mrs Miss Ms Mx Dr Other

Surname/Family name:

First/Given name(s):

Postal address:

Post code: Country:

Landline: Mobile:

Email:

We will use your Universitysof Chester email address to keep you informed about progress with your appeal,
but if you provide us with a private emailiaddress, we will copy any messages to it. If we send you a
message before 4pm Monday < Friday, we will assume that you have received it on the same day.

If you would alsotlike us to send letters to your postal address, please tick this box:

To help us direct your appeal appropriately, please answer the following questions:

YES NO

Have your studies at the University been terminated?

Have you been sponsored by the University for a Tier 4 student
visa?




Use this section to tell us who you
want us to discuss your appeal with

Part B:
Talking to
others

We will handle the information you provide on this form in accordance with our Confidentiality Statement. To
ensure that you have access to appropriate support throughout the process, you might find it helpful to
allow us to discuss your case with others. In this section, you can state whethemyou give your permission

for us to do this.

YES

NO

Have you previously disclosed a disability to the University
and/or been issued with an inclusion plan? If you tick ‘yes’ we'will
automatically contact the Disability Support Service fordetails.

If you contact the Chester Students’ Union_for support with your
appeal, can we discuss your case with them?24f youtick ‘yes’ we
will only discuss details of your case with the'SU if you ask them to
contact us on your behalf.

Do you give permission for us to discuss the details of,your'case
with a third party? If you want to give permission for us to talk to a
friend or relative on your behalfyyou should tick ‘yes’ and give their
details below.

Title: Mr Mrs Miss Ms Mx

Dr

Other

Surname/Family._ name;

First/Given name(s):

Relationship to you:

When your appeal is received by Academic Quality Support Services, you will receive an acknowledgement
by email. This acknowledgement will contain a unique reference number for your case. If you have given
permission for us to discuss your case with a third party, it is your responsibility to ensure that they

have your student number and the reference number of your case.




Use this section to tell us about the
grounds for your appeal

Part C:
Grounds for
your appeal

Using this form, you can appeal against five types of decision:

o=

Decisions of the Postgraduate Research Degree Awards Board (box 1)
Decisions of the Progress Review Board (box 2)

Decisions of the University PGR Progress Panel (box 2)

Decisions of the PGR Academic Malpractice Panel (box 3)
Termination of Studies for non-engagement (box 4)

Normally you may only appeal one type of decision at a time.

You must give the date that the decision was made. You will find thisgon the letter'notifying you of the decision.
You should also send us a copy of the letter with your appeal.

POSTGRADUATE RESEARCH DEGREES\AWARDS &

1
PROGRESSION BOARD
3.9 1 There were procedural or administrativeirregularities the conduct of the
=" | examination process. [You willeneedto complete Part,D of this form]
3992 There is evidence of bias ofwunlawful discrimingtion @n the part of one or more of
=7 | the Examiners. [You will needyto complete Part D of this form]
You were sufferingdrom illness or had ether,personal circumstances which
3929 materially affectediyour performance, provided that these were not known to the

Examiners andtheresare‘compelling,reasons why you did not notify the
Examiners beforehand. [You will need,to complete Part E of this form]

Please give the date’of.the decision:

INDEPENDENT PROGRESS ASSESSMENT PANEL / UNIVERSITY

2
PGR PROGRESS PANEL
There were procedural or administrative irregularities in the conduct of the Annual
3.1 1 Progress Monitoring process generally or the Independent Progress Assessment
o Panel or University PGR Progress Panel specifically. [You will need to complete
Part D of this form]
312 There is evidence of bias or unlawful discrimination on the part of one or more of

the Examiners. [You will need to complete Part D of this form]




There is some new evidence of satisfactory progress which, for compelling
343 |reasons, could not have been made available to the Independent Progress

""" | Review Panel or University PGR Progress Panel at an earlier stage. [You will
need to complete Part F of this form]

That you were suffering from illness or had other personal circumstances which
314 materially affected your performance, provided that these were not known to the
""" | Independent Progress Assessment Panel or University PGR Progress Panel
beforehand. [You will need to complete Part E of this form]

Please give the date of the decision:

3 |PGR ACADEMIC MALPRACTICE PANEL

There were procedural or administrative irregularities in the conduct of the
3.3.1 | published PGR Misconduct in Research and Academic Malpraectice Procedures.
[You will need to complete Part D of this form]

That, for compelling reasons that can be substantiated, you.were unableto mount
3.1.2. | a defence of the allegation of misconduct in research or academic malpragctice.
[You will need to complete Part E of this form]

Please give the date of the decision:

4 | TERMINATION OF STUDIES/#FOR NON-ENGAGEMENT

There were procedural or administrative irregularities in the conduct of the
341 procedure for the terminatiomof studies for non-engagement as published in

" Handbook G of the Quality and‘Standards Manual. [You will need to complete
Part D of this form]

That you were suffering from illness or hadyother personal circumstances which
materially affected your.ability to emgage, provided that these circumstances were
3.1.2. | not known té.thedPre-Vice-Chancellor (Academic) at the time of the decision and
there are_ compelling reasons why you did not notify the University beforehand.
[You willneed to complete Part E"of this form]

Please give the date of the decision:

e Theinstruction shown next to the ground(s) you have ticked in one of the
boxes above tells you which sections of the form you now need to
complete from D - F.

e If you are typing information into this form, each section is limited to 3,100
characters (around 460 words). However, if you need more space, there
are some blank pages at the back of the form.




e Clear and concise appeals are easier to investigate and easier for the
Academic Appeals Board to understand than ones that contain lots of
irrelevant detail. Follow the guidance given at the top of each of the
sections that you need to complete.

¢ When you have completed the sections that apply to you, go to Part G and
continue to fill in the rest of the form.



Part D:
Procedural or
administrative

irregularity

If you think something has gone wrong either procedurally or administratively that might have affected the
decision you are appealing against, use this section to tell us about it. Try to explain your point as
clearly and as briefly as possible. Try to explain things in the order i ich they occurred. Explain
what evidence you are providing to support your point and how yousfeel roblem affected you.

O




Part E:
Personal
circumstances

If you have been ill or had other personal circumstances which you think have affected the decision you are
appealing against, use this section to tell us about it. Try to explain your point as clearly and as briefly
as possible. Try to explain things in the order in which they occurred: in what evidence you are
providing to support your point and how you feel this problem aff you:

O




Part F:
New evidence

If you are appealing against a decision of the Progress Review Board, and you_ have new evidence that was
not previously considered, use this section to tell us about it. Try to explain your point as clearly and as
briefly as possible. Explain what the new evidence that you are provi and why it could not
have been made available to the Progress Review Board when yo mitted your application.
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Part G:
Supporting
evidence

Use this section to tell us about any
supporting evidence your are providing

Please use the table below to list any supporting evidence you are providing.

The first line of the table is completed as an example. There are spaces for.8,pieces of evidence. Please
label your evidence A-H etc. clearly. If you need more space, use the bl agesiat the end of this form.
Label Description of evidence O Date of

evidence
GP letter from Garden Lane Medical Centre 03/11/2015
A
B
(o

; N

T A

: S,

H

If you are unable to provide evidence at the time you are submitting this form, but intend to do so, please
use the box below to state what evidence you intend to provide and give a date by which you expect to be
able to submit it.




Part H:
Checklist &
declaration

You must complete and sign this
section before submitting your appeal

Please go through the checklist below carefully and make sure that you have addressed all of the points. If
you need help to compile your appeal, you should contact the Chester Students? Union. We will
acknowledge receipt of your appeal normally within 7 days of the deadline for appeal submissions.

Have you read the Academic Appeal Procedure and Notes for.Guidance? These
documents explain how the University will deal with your appeal £If anything is unclear you can
ask for assistance from the Chester Students’ Union.

Have you completed all of the relevant sections of this form?,Please make sure that you
have completed all of the sections that are relevant to you.

Are your contact details correct? It can take up t6'60ydays for the Appeals’Beard to hear and
decide your case and you must ensure that we can contact you throughout this period of time.

Remember that the decision you are appealing against stands while)a decision is being
made. This means that you must abide by,the ariginal decision untilyyoufeceive confirmation
that the decision has been changed. International.students must also comply with any
instruction from the visa compliance téam and the Home Office.

Declaration to be signed by thestudent

| confirm that | have read andanderstood’the Academic Appeal Procedure.
| confirm that | am the student making the appeal, Ihagreesto be bound by the terms of the Academic
Appeal Procedure and canfirm thatyl believe the*faets stated in my appeal submission are true.

Signature: Date:

You should save’a copy of this\form and retain a copy for your records. Details of how to submit
your form and accompanying evidence are given on the back page.

Print form Save form

11
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Further
information

If you need further space for any part of your appeal, please use this page.




Further
information

If you need further space for any part of your appeal, please use this page.

13



Submitting
your appeal

How to submit your completed form
and evidence

Once you have completed this form, you should submit it to Academic Quality Support Services. You
can do this in three ways:

1. By email
If you submit your appeal by email, you must ensure that theydoCumentary evidence you
provide is attached as a full-colour scan. The University'reserves the right to require original
copies of any documents that you provide in support of your appeal. Failure to produce the
originals if requested will result in your appeal being invalidated.

You should send your completed form and‘evidence as attachments,to
academicappeals@chester.ac.uk. You are strongly advised tossend your form from your
University of Chester email account{If you are unable to'do this, you should ensure that your
email message contains your student 1D ntimber, the full title of the programme that you are
registered on and your date of bigth for verification purposes.

2. In person to either Chester Students’ Union or,Student Welfare
Chester Students’ Union
Take your farm and evidence to the Students’ Union building on either the Parkgate
Road.ampus in Chester or oen the Warrington campus. Please remember that the
Students” Union can alse offer you confidential and impartial advice about your appeal.

Student Welfare

Take your form and evidence to the Student Welfare Office in the Binks building (room
CBK-113) on the Parkgate Road campus in Chester or to the Martin building (room
WMA-012) on the Warrington Campus.

If you submit your form in person, it will be recorded has having been received on that date. However,
it might take a day or two to reach Academic Quality Support Services. If you have not received an
acknowledgement within 72 hours of submitting your form, you should contact
academicappeals@chester.ac.uk

15
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How to submit your completed form
and evidence

3. By post
You post to the following address:
Academic Quality Support Services (Appeals)

University of Chester
Parkgate Road Q
Chester
CH1 4BJ
If you post your form, you are strongly adv%@n appropriateytr

SN

Submitting
your appeal

ng service.
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Mark Amendment Request

This form should be used to request that the Dean of Academic Quality & Enhancement
consider a request to amend a mark that has been approved by the Progression or Awards

Assessment Board.

SECTION A: Student details

Student name:

Student number:

Level:

Programme of study:

Partner institution:

SECTION B: Module details

Module code:

Module title:

Credit value:

Current overall mark:

SECTION C: Component details (as described on e-vision)y, 4w’

Component title

Weighting

Original
Mark

Amended
Mark

SECTION D:Reason for amendment

Signature:
(Head of Department)

Date:

SECTION E: Decision

Approve: L[]

Decline: [

Signature:
(Dean of AQE)

Date:

Quality and Standard Manual, Handbook F, Section 10, Appendix 10D



APPENDIX 11A

Procedures governing the approval and award of a Certificate of Credit

In response to a number of requests from academic departments, the
University has now approved the award of a Certificate of Credit for students
successfully completing a specified module or modules outside of one of our
currently validated awards.

Certificates of Credit will only be awarded where a request has been formally
approved by the Faculty Board of Study. Requests must include a clear
rationale for the award as they will only be approved where.it is clearly
demonstrated that there is a genuine requirement.

The award of the Certificate of Credit may be madeshy. atthe Module
Assessment Board. Registry Services will issue the award upon notification
from the academic department that the awards:have been formally confirmed
by the Module Assessment Board.



University of

*Chester

4
Certificate of
This is to certifQ)
5%

has been awar. icate d|t in recognition of

studiesgu es yco as etalled below

0 at level 4
in Professi nallsm in Decision Making and Appeals

Q‘( Work .znd Integrative Studies)
E : January 2010

ProfessorT J Wheeler
Vice Chancellor

This certificate does not constitute an academic award of the University of Chester
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APPENDIX 12A

EXTERNAL EXAMINER NOMINATION FORM

Full details of appointment criteria and process including an electronic version of this
nomination form can be found in the External Examiners section of Handbook F:
Requirements Governing the Assessment of Students

Name and Title

Position

Institution

Contact address

Email address

Highest level of aca

™ N (@'mentor m ied)

Use th¥ space to pro ates and locations of previous and current external
examining commitments or where this is a first appointment identify a mentor

Programme(s) of study (including award):

Modules:

Academic department




All Sites of Delivery

Academic Partner(s) (where appropriate)

Proposed Period of Appointment (month/year — month/year)
This should usually run for 4 years from 15t October
Name of External Examiner being replaced 4

Home Institution of External Examiner being replacegs, \

Annual Report Submission /\S

This should usually be summer 20XX for undefgradudte reports and spring
20XX for postgraduate reports. Please indi€dte i€ annuygl report is due
outside of this submission cycle.

Please complete the tick box tosconfirm that the nominee:

™ has the right to work in the UK and holds a UK bank account

is not currently.empleyed, or has not been employed within the last
5years, by the University of Chester

= has net been,a student of the University of Chester within the last 5
years

is not from an institution at which an internal examiner in the
programme(s) in question is also an External Examiner

has been made fully aware of the expense schedule relating to the
[~ University's External Examiners and will not incurr excessive
travel expenses




Please answer all questions and refer to the National Criteria for
Appointment (attached) and External Examiner section of the
Assessment Handbook.

1. Fully describe the nominee’s previous experience teaching and
assessing in HE as an internal examiner in the relevant academic
discipline(s).

This should normally be at least five years and the nominee should
currently hold an academic post. Please refer to Handbook F12, Section
12.3, ‘General Criteria for Appointment to the University @f Chester’ (c)
for the policy on appointing External Examiners who do not currently
hold an academic post.

Include reference to specific dates and job roles:

2. Fully describe the nominee’s relevant experience,and knmowledge of the
subject area and/or modular degree‘programmes and/or programme of
study management and assessment.

3. List belgw the institutionsfrem,which other external examiners within
the academic department arexdrawn.

4. Where appropriate, describe how this appointment would secure and
maintain an appropriate balance and mixture of professional experience
within the external examiners for this course.

5. Where this is a joint appointment with professional or other validating
body, clearly describe how the proposed examiner will be acceptable to
that body.




6. Appointments are normally for four years — if this is a fifth year extension
of tenure rather than a new appointment, clearly describe the grounds
for the reappointment and why there should not be a new appointment in
this case.

7. Please use this box to add any further information y@u believe to be
relevant to the nomination.

| confirm that:

the appointment will not result in a.conflictof intergst as detailed in
section b of the appended Natighal Criteria for Appeintment

™ there are no other grounds fogeoncerndver this appointment

a full, up-to-date CViandya photocopy of relevant documents as
[ detailed in the 'Rrocedure for External Examiner Identity Checks' is
attached tosthis pre-forma

| understand.that if any fields are invalid or blank this form will be
[ returnedyfor completion which may result in a delay in the nomination
being ¢ensidered




Approved by Programme Leader

NaAME (please print)

Signature Date ...............

Approved by Head(s) of subject

NaAME (please print)

Signature Date ...............

Approved by Board of Studies
Minute number ................
Name e (please print)

(Dean of Faculty)

| confirm that the ‘appropriate documentation, regarding the nominee’s

eligibility to work in the UK, is attached to this proforma.

Signature Date ...............

Approved by Academic Quality and Enhancement Committee

Minute number ..............

Signature Date ..............

Dr Chris Haslam
Pro Vice Chancellor (Student Experience and Corporate Performance)




National Criteria for Appointment

Person Specification

a.

ii)

i)

vi)

vii)

viii)
ix)

X)

Institutions appoint external examiners who can show appropriate evidence of
the following:

knowledge and understanding of UK sector agreed reference points for the
maintenance of academic standards and assurance and enhancement of quality
competence and experience in the fields covered by the programme of study, or
parts thereof

relevant academic and/or professional qualifications to at least the level of the
qualification being externally examined, and/or extensive practitioner
experience where appropriate

competence and experience relating to designing anddperating a>variety of
assessment tasks appropriate to the subject and operating assessment
procedures

sufficient standing, credibility and breadth of experience within the discipline to
command the respect of academic peers and, where appropriate,,professional
peers

familiarity with the standard to bemexpected of students to_achieve the award
that is to be assessed

fluency in English, and where programmes are delivered\and assessed in
languages other than English, fluency in the relevant language(s) (unless other
secure arrangements are.in place to ensdre that external examiners are
provided with theinformation to make their judgements)

meeting applicable criteria set by professional, statutory or regulatory bodies
awarenessief current developments,in the design and delivery of relevant
currigula

competence and experience relating to the enhancement of the student
learning experiencg’

Confliets of Interest

b

i)

i)

iv)

Institutions’do notappoint as external examiners anyone in the following
categories orcircumstances:

a member of a governing body or committee of the appointing institution or
one of its collaborative partners, or a current employee of the appointing
institution or one of its collaborative partners

anyone with a close professional, contractual or personal relationship with a
member of staff or student involved with the programme of study

anyone required to assess colleagues who are recruited as students to the
programme of study

anyone who is, or knows they will be, in a position to influence significantly the
future of students on the programme of study

anyone significantly involved in recent or current substantive collaborative
research activities with a member of staff closely involved in the delivery,
management or assessment of the programme(s) or modules in question

6



vi)

vii)
viii)

ix)

former staff or students of the institution unless a period of five years has
elapsed and all students taught by or with the external examiner have
completed their programme(s)

a reciprocal arrangement involving cognate programmes at another institution
the succession of an external examiner by a colleague from the examiner’s
home department and institution

the appointment of more than one external examiner from the same
department of the same institution.

Terms of Office

C.

The duration of an external examiner’s appointment will normally be for four
years, with an exceptional extension of one year to ensure continuity.

An external examiner may be reappointed in exceptional circumstances but
only after a period of five years or more has elapsed@ince'their last
appointment.

External examiners normally hold no more than two external examiner
appointments for taught programmes/meodules-at any point ingime.
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APPENDIX 12B

PROFORMA FOR INCREASING THE RANGE OF ACADEMIC PROVISION
WITHIN AN EXISTING EXTERNAL EXAMINER’S DUTIES

Full details of appointment criteria and process including an electronic version of this
nomination form can be found in the External Examiners section of Handbook F:
Requirements Governing the Assessment of Students

Name and Title ,! !

Position ( ‘ N
Institution l "

Contact address PaN LAY

Email address _ S v /\

Highest level of @ualifigat&n )
Name of Exte(nal I‘*aniner bemced (if appropriate):

Year of ori appointﬁent‘

mgramnﬁs) O‘Study examined:
 Programme Information |

Proposed programme(s) of study (including award) to be added to
External Examiners allocation:

Modules:

Academic department

All Sites of Delivery




Academic Partner(s) (where appropriate)

Appointment to commence:

Proposed period of appointment:

This should usually run from 15t October — 30" September

(Please note: University policy is that an External Examiner's term of
appointment with the University is normally four years. If an existing Examiner
is later appointed to examine a second programme, the term of appointment
for both programmes would normally finish at the end of thesfeurth year of the
Examiner’s association with the University.)

A full and up-to-date CV must be attached o this'pro-forma




Criteria for Appointment — please provide full answers to all questions.

1. Clearly describe the examiner’s relevant experience and knowledge of the
proposed subject area and/or modular degree programmes and/or programme
of study management and assessment.

2. Explain why an increase in the scope of the existing/external examiner’s
duties is appropriate in this case.

3. Clearly describe the current ‘distributiont of external examiner workload
within the relevant subjectsarea, and how it will change as a result of this
appointment.

4. Other than the aboveplease describe any other circumstances or relevant
issues occurring since the initial nomination that may have a bearing on this
appointment.




Approved by Programme Leader

NaAME

Signature

(please print)

Approved by Head(s) of subject

NaAME

Signature

(please print)

Approved by Board of Studies

Minute number ................

Name A

(Dean of Faculty)

Signature

(please print)

Approved by"Aecademic Quality and Enhancement Committee

Minutesnntmber .£.......0...

Signature

Dr Chris Haslam

Pro Vice Chancellor (Student Experience and Corporate Performance)
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APPENDIX 12C

External Examiner/Assessor Annual Report Form

(for internal use only — not for publication

Academic Year:

Name of External Examiner:
Home Institution of External
Examiner (or professional
standing)

Programme of Study:

Modules examined: (where
entire programme not
examined)

Subject Department:

Head of Subject:

Programme Leader(s):

Site of Delivery:

Mode of Delivery (i) classroomilaboratory (i) residential/open
(delete as appropriate) (ii) distance learning (iv)'work-based
Mode of Study

(full-time, part-time or both)

Date(s) of Awards/

Date(s) of Module Progression
Assessment Boards Assessment
attended: Boards attended:

(where applicable)

Number of years ecompleted
as examiner for this
programme;

Notes:

= The form shiould be completediin the format laid out overleaf by providing details in the comment sections.

= Comments ‘should be provided for@ll questions, industry based externals should give a particularly detailed
response to section 3 of the report form.

= Please DO NOT make comments on or name individual students or members of staff.

= Reports will be made available for students to view.

= An external examiner is entitled to write in confidence to the Vice Chancellor, University of Chester, should
there be a matter which s/he does not wish to address within their report.

= Please reference your comments as far as possible to specific modules/programmes where your report
covers more than one programme.

Please complete this Annual Report Form and e-mail a copy to the AQSS department at
agss.extexam@chester.ac.uk and also to the relevant Programme Leader.

The submission date for undergraduate reports is 7 July 2017; for Undergraduate Assessment Boards held after
that date, the submission date is 2 weeks after the date of the Board. The submission date for reports for
postgraduate programmes with an Assessment Board held in January is 2 February 2018; for Postgraduate
Assessment Boards held at other points in the academic year, the submission date is 2 weeks after the date of
the Board.

Please return your fee/expenses claim form in hard copy to the Policy Implementation Officer: External
Examiners and Quality Support. Payment of your annual fee will be authorised on receipt of your
report.




The examiner should clearly identify where any comments are
specific to a particular site/partner, where a report covers provision delivered
at more than one site OR at more than one partner institution OR at the
University and a partner institution.

1 CONSISTENCY WITH REQUIREMENTS OF NATIONAL ACADEMIC
INFRASTRUCTURE, INSTITUTIONAL REQUIREMENTS AND/OR INDUSTRY PRACTICE
(IF APPLICABLE)

(a) consistency with the QAA UK Quality Code and adherence to the University
assessment regulations and requirements.
Comments:

(b) appropriateness of standards and assessment tasks)with reference to relevant
subject benchmarks(s), Framework for Higher Edtcation’ Qualifications (FHEQ, the
Foundation Degree benchmark (where applicable), industry standards and practice
(where applicable) and/or programme specification(s):

Comments:

2 STANDARD OF STUDENT&PERFORMANCE¢(inythe case of Foundation Degrees
please pay particular attention™to thegdistinctive characteristics of the FD
qualification)

(@) inrelation toghe speeified learning.outcomes for modules.
Comments:

(b) in comparison with/similar provision at other HE institutions.
Comments:

3 MODULES/PROGRAMMES OF STUDY

(@ aims and learning outcomes of modules/programmes: please comment on
whether these were clearly defined and appropriate to the subject matter and the
needs of students and, where applicable, their vocational relevance.

Comments:

(b) learning and teaching methods used to support programme aims and intended
outcomes (if external examiner has evidence of this).
Comments:




(c) if applicable, please comment on the nature and extent of the evidence of
independent learning, including, if external examiner has evidence of this, the
resources for the modules and programme of study; e.g. IT facilities, library
provision, specialist vocational resources (where applicable) etc.

Comments:

(d) Please comment on any aspects of provision relating to individual modules or
specific programmes (e.g. Single and Combined Honours in the same subject)

Comments:

(e) Please comment on the currency of the curriculum for the programme(s) of
study and/or, where appropriate, the content of individwalmodules.

Comments:

4 ASSESSMENT

(a) variety and appropriateness of‘assessiment in refation te learning outcomes and
extent to which they enable studénts4o demaonstrate,achievement of the learning
outcomes (please also commentien’use made of formative assessment).

Comments:

(b) extent and quality of staff feedback“to students in relation to their assessed
work.
Comments:

5 LEVEL 'AND EFFECTIVENESS OF ADMINISTRATIVE SUPPORT (including provision
of documentation from boths#he academic department and central support services)

Comments:

6 EVALUATION AND REVIEW PROCESSES

(@) formal methods of monitoring and evaluation to enhance quality, including the
use made of student feedback on their experience
Comments:

(b) Programme Team’s responsiveness to issues raised in previous external
examiner’s report(s).




Comments:

7 COLLABORATIVE PROVISION

Please ensure you complete this section if your role includes the éxamination of work
from a Partner College/Organisation, identify any issues (suchsas communication and
comparability of standards) which are specific to that worksand refer back to earlier
sections of this report where appropriate.

Your comments will be fed back to the Partner College/Organisation.

Comments:

8 SHORTCOMINGS OR SPECIFICY, ISSUES REQUIRING# ATTENTION OR
DEVELOPMENT (PROGRAMME ORSPECIRIG/MODULES)

Comments:

9 EXAMPLES OF GOOBR_PRAECTICE: STRENGTHS, OR DISTINCTIVE OR INNOVATIVE
FEATURES

Comments:

10 IF THIS IS YOUR LAST YEAR OF APPOINTMENT PLEASE PROVIDE A BRIEF
OVERVIEW OF YOUR TERM/OF OFFICE

Comments:

External EXaminer’'s SIgNatUre ..ot e e e e e e

Date report SENt oo




External Examiners Report Checklist

Programme Materials

Did you receive: Yes No N/A

Programme handbook(s)?

Module descriptors and programme specifications?*

a
b. Programme regulations?*
o
d

Ogig|o
Ogig|o
oo

Assessment briefs/marking criteria?

* these may be in the programme handbook

Draft Examination Papers Yes No N/A

a. Didyou receive all the draft papers?

b. (i) Was the nature and level of the questions appropriate?

(ii) If not, were suitable arrangements made to consider your

[Ny O
oW OO
oo O-

comments?

c. Were suitable arrangements made to conSider your comments?

Marking Examination Scripts
Yes No N/A

a. (i) Did you receive a sufficient number of scripts?

(ii) If you did not receiyve all the scripts, was the method of O O O
selection satisfactory? O O O
b. Was the general standard and consistency of marking appropriate?
c. Were thescripts marked in such”aWay as to enable you to see the | [] O O
reasons forthe award of given marks? O O ]

Dissertations/Project Reports

Yes No N/A
a. Was the choice of subjects for dissertations appropriate?

b. Was the method and standard of assessment appropriate? [ ] [

Coursework/Continuously Assessed Work

Yes No N/A
a. Was sufficient coursework made available to you for assessment?

b. Was the method and general standard of marking and consistency | ] . .

satisfactory? O O O

If you answered ‘no’ to any of the questions listed please add further details in the box at the end
of the form.



External Examiners Report Checklist

Oral/Performances/Recitals/Appropriate Professional Placements Yes No N/A

a. Were suitable arrangements made for you to conduct orals and/ ‘ O ‘ O ‘ O ‘

or moderate performances/recitals/appropriate professional
placements?

Module/Awards/Progression Assessment Boards Yes No N/A

a. Were you able to attend the meeting of the assessment board?

b. Was the meeting conducted to your satisfaction?

g o
Oy g
Oy g

Were you satisfied with the recommendations of the assessment
board?

If you answered ‘no’ to any of the questions listed please add further details in the box at the end
of the form.



External Examiners Report Checklist — Comments

Please use this section to add further detail if you answered ‘no’ to any of the questions listed above. You may also add any
general comments in this section.
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APPENDIX 12D

External Examiner/Assessor Annual Report Form

(for internal use only — not for publication

Academic Year:

Name of External Examiner:
Home Institution of External
Examiner (or professional
standing)

Programme of Study:

Modules examined: (where
entire programme not
examined)

Subject Department:

Head of Subject:

Programme Leader(s):

Site of Delivery:

Mode of Delivery (i) classroomilaboratory (i) residential/open
(delete as appropriate) (ii) distance learning (iv)'work-based
Mode of Study

(full-time, part-time or both)

Date(s) of Awards/

Date(s) of Module Progression
Assessment Boards Assessment
attended: Boards attended:

(where applicable)

Number of years ecompleted
as examiner for this
programme;

Notes:

= The form shiould be completediin the format laid out overleaf by providing details in the comment sections.

= Comments ‘should be provided for@ll questions, industry based externals should give a particularly detailed
response to section 3 of the report form.

= Please DO NOT make comments on or name individual students or members of staff.

= Reports will be made available for students to view.

= An external examiner is entitled to write in confidence to the Vice Chancellor, University of Chester, should
there be a matter which s/he does not wish to address within their report.

= Please reference your comments as far as possible to specific modules/programmes where your report
covers more than one programme.

Please complete this Annual Report Form and e-mail a copy to the AQSS department at
agss.extexam@chester.ac.uk and also to the relevant Programme Leader.

The submission date for undergraduate reports is 7 July 2017; for Undergraduate Assessment Boards held after
that date, the submission date is 2 weeks after the date of the Board. The submission date for reports for
postgraduate programmes with an Assessment Board held in January is 2 February 2018; for Postgraduate
Assessment Boards held at other points in the academic year, the submission date is 2 weeks after the date of
the Board.

Please return your fee/expenses claim form in hard copy to the Policy Implementation Officer: External
Examiners and Quality Support. Payment of your annual fee will be authorised on receipt of your
report.




The examiner should clearly identify where any comments are
specific to a particular site/partner, where a report covers provision delivered
at more than one site OR at more than one partner institution OR at the
University and a partner institution.

1 CONSISTENCY WITH REQUIREMENTS OF NATIONAL ACADEMIC
INFRASTRUCTURE, INSTITUTIONAL REQUIREMENTS AND/OR INDUSTRY PRACTICE
(IF APPLICABLE)

(a) consistency with the QAA UK Quality Code and adherence to the University
assessment regulations and requirements.
Comments:

(b) appropriateness of standards and assessment tasks)with reference to relevant
subject benchmarks(s), Framework for Higher Edtcation’ Qualifications (FHEQ, the
Foundation Degree benchmark (where applicable), industry standards and practice
(where applicable) and/or programme specification(s):

Comments:

2 STANDARD OF STUDENT&PERFORMANCE¢(inythe case of Foundation Degrees
please pay particular attention™to thegdistinctive characteristics of the FD
qualification)

(@) inrelation toghe speeified learning.outcomes for modules.
Comments:

(b) in comparison with/similar provision at other HE institutions.
Comments:

3 MODULES/PROGRAMMES OF STUDY

(@ aims and learning outcomes of modules/programmes: please comment on
whether these were clearly defined and appropriate to the subject matter and the
needs of students and, where applicable, their vocational relevance.

Comments:

(b) learning and teaching methods used to support programme aims and intended
outcomes (if external examiner has evidence of this).
Comments:




(c) if applicable, please comment on the nature and extent of the evidence of
independent learning, including, if external examiner has evidence of this, the
resources for the modules and programme of study; e.g. IT facilities, library
provision, specialist vocational resources (where applicable) etc.

Comments:

(d) Please comment on any aspects of provision relating to individual modules or
specific programmes (e.g. Single and Combined Honours in the same subject)

Comments:

(e) Please comment on the currency of the curriculum for the programme(s) of
study and/or, where appropriate, the content of individwalmodules.

Comments:

4 ASSESSMENT

(a) variety and appropriateness of‘assessiment in refation te learning outcomes and
extent to which they enable studénts4o demaonstrate,achievement of the learning
outcomes (please also commentien’use made of formative assessment).

Comments:

(b) extent and quality of staff feedback“to students in relation to their assessed
work.
Comments:

5 LEVEL 'AND EFFECTIVENESS OF ADMINISTRATIVE SUPPORT (including provision
of documentation from boths#he academic department and central support services)

Comments:

6 EVALUATION AND REVIEW PROCESSES

(@) formal methods of monitoring and evaluation to enhance quality, including the
use made of student feedback on their experience
Comments:

(b) Programme Team’s responsiveness to issues raised in previous external
examiner’s report(s).




Comments:

7 COLLABORATIVE PROVISION

Please ensure you complete this section if your role includes the éxamination of work
from a Partner College/Organisation, identify any issues (suchsas communication and
comparability of standards) which are specific to that worksand refer back to earlier
sections of this report where appropriate.

Your comments will be fed back to the Partner College/Organisation.

Comments:

8 SHORTCOMINGS OR SPECIFICY, ISSUES REQUIRING# ATTENTION OR
DEVELOPMENT (PROGRAMME ORSPECIRIG/MODULES)

Comments:

9 EXAMPLES OF GOOBR_PRAECTICE: STRENGTHS, OR DISTINCTIVE OR INNOVATIVE
FEATURES

Comments:

10 IF THIS IS YOUR LAST YEAR OF APPOINTMENT PLEASE PROVIDE A BRIEF
OVERVIEW OF YOUR TERM/OF OFFICE

Comments:

External EXaminer’'s SIgNatUre ..ot e e e e e e

Date report SENt oo




External Examiners Report Checklist

Programme Materials

Did you receive: Yes No N/A

Programme handbook(s)?

Module descriptors and programme specifications?*

a
b. Programme regulations?*
o
d

Ogig|o
Ogig|o
oo

Assessment briefs/marking criteria?

* these may be in the programme handbook

Draft Examination Papers Yes No N/A

a. Didyou receive all the draft papers?

b. (i) Was the nature and level of the questions appropriate?

(ii) If not, were suitable arrangements made to consider your

[Ny O
oW OO
oo O-

comments?

c. Were suitable arrangements made to conSider your comments?

Marking Examination Scripts
Yes No N/A

a. (i) Did you receive a sufficient number of scripts?

(ii) If you did not receiyve all the scripts, was the method of O O O
selection satisfactory? O O O
b. Was the general standard and consistency of marking appropriate?
c. Were thescripts marked in such”aWay as to enable you to see the | [] O O
reasons forthe award of given marks? O O ]

Dissertations/Project Reports

Yes No N/A
a. Was the choice of subjects for dissertations appropriate?

b. Was the method and standard of assessment appropriate? [ ] [

Coursework/Continuously Assessed Work

Yes No N/A
a. Was sufficient coursework made available to you for assessment?

b. Was the method and general standard of marking and consistency | ] . .

satisfactory? O O O

If you answered ‘no’ to any of the questions listed please add further details in the box at the end
of the form.



External Examiners Report Checklist

Oral/Performances/Recitals/Appropriate Professional Placements Yes No N/A

a. Were suitable arrangements made for you to conduct orals and/ ‘ O ‘ O ‘ O ‘

or moderate performances/recitals/appropriate professional
placements?

Module/Awards/Progression Assessment Boards Yes No N/A

a. Were you able to attend the meeting of the assessment board?

b. Was the meeting conducted to your satisfaction?

g o
Oy g
Oy g

Were you satisfied with the recommendations of the assessment
board?

If you answered ‘no’ to any of the questions listed please add further details in the box at the end
of the form.



External Examiners Report Checklist — Comments

Please use this section to add further detail if you answered ‘no’ to any of the questions listed above. You may also add any
general comments in this section.
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O 24 APPENDIX 12E

External Examiner/Assessor Annual Report Form

(for internal use only — not for publication

Academic Year:

Name of External Examiner:

Home Institution of External
Examiner (or professional
standing):

Programme of Study:

Modules examined (where
entire programme not
examined):

Subject Department: Education & Children’s Services

Head of Subject:

Programme Leader(s):

Site of Delivery:

Mode of Delivery 0] classroom/laboratory (iir) vesidential/open
(delete as appropriate) (i) distance learning (iv) work-based
Mode of Study

(full-time, part-time or both)

Date(s) of Awards/

Date(s) of Module Progression
Assessment Boards Assessment
attended: Boards attended:

(where applicable)

Number of years completed
as examiner for this
programme:

Notes:

= The form'shouldhbe completed in the format laid out overleaf by providing details in the comment sections.

= Commentsshould be provided for all questions, industry based externals should give a particularly detailed
response to section 3 of the reportform.

= Please DO NOT make comments oh or name individual students or members of staff.

= Reports will be made available for students to view.

= An external examiner is entitled to write in confidence to the Vice Chancellor, University of Chester, should there
be a matter which s/he does not wish to address within their report.

= Please reference your comments as far as possible to specific modules/programmes where your report
covers more than one programme.

Please complete this Annual Report Form and e-mail a copy to the AQSS department at
agss.extexam@chester.ac.uk and also to the relevant Programme Leader.

The submission date for undergraduate reports is 7 July 2017; for Undergraduate Assessment Boards held after
that date, the submission date is 2 weeks after the date of the Board. The submission date for reports for
postgraduate programmes with an Assessment Board held in January is 2 February 2018; for Postgraduate
Assessment Boards held at other points in the academic year, the submission date is 2 weeks after the date of the
Board.

Please return your fee/expenses claim form in hard copy to the Policy Implementation Officer: External
Examiners and Quality Support. Payment of your annual fee will be authorised on receipt of your report.




The examiner should clearly identify where any comments are
specific to a particular site/partner, where a report covers provision delivered
at more than one site OR at more than one partner institution OR at the
University and a partner institution.

1 CONSISTENCY WITH REQUIREMENTS OF NATIONAL ACADEMIC
INFRASTRUCTURE, INSTITUTIONAL REQUIREMENTS AND/OR INDUSTRY PRACTICE
(IF APPLICABLE)

(a) consistency with the QAA UK Quality Code and adherence to the University
assessment regulations and requirements.
Comments:

(b) appropriateness of standards and assessment tasks)with reference to relevant
subject benchmarks(s), Framework for Higher Edtcation’ Qualifications (FHEQ, the
Foundation Degree benchmark (where applicable), industry standards and practice
(where applicable) and/or programme specification(s):

Comments:

(c) appropriateness of standards and assessment with reference to the Teachers'
Standards and the Ofsted Framework*forinspection.

Comments:

2 STANDARD OF STUDENT PERFORMANCE (in the case of Foundation Degrees please
pay particularattention to the'distingctive characteristics of the FD qualification)

(a) in relation to the speeified learning outcomes for modules.
Comments:

(b) in comparison with similar provision at other HE institutions.
Comments:

(c) in relation to the Teachers’ Standards and Ofsted’s Initial Teacher Education
Inspection Handbook as appropriate.

Comments:




3 MODULES/PROGRAMMES OF STUDY

(@ aims and learning outcomes of modules/programmes: please comment on
whether these were clearly defined and appropriate to the subject matter and the
needs of students and, where applicable, their vocational relevance.

Comments:

(b) learning and teaching methods used to support programme aims and intended
outcomes (if external examiner has evidence of this).
Comments:

(c) if applicable, please comment on the nature and extent of the evidence of
independent learning, including, if external examiner has evidence of this, the
resources for the modules and programme of study; e.g. IT facilities, library
provision, specialist vocational resources (where applicable) etc.

Comments:

(d) Please comment on any aspects of provisiont€lating gesindividual modules or
specific programmes (e.g. Single and Cambined Honours.f the same subject)

Comments:

(e Please comment on the currency ofsthe curriculum for the programme(s) of
study and/or, where appropriateythe content of individual modules.

Comments:

(f) theextent to which all elements of the programme (University and school-based)
combifne,to’ensured@a coherent training programme for all students.

Comments:

(@) the level of commitment and involvement displayed by all members of the
Partnership.

Comments:

4 ASSESSMENT




(@) variety and appropriateness of assessment in relation to learning outcomes and
extent to which they enable students to demonstrate achievement of the learning
outcomes (please also comment on use made of formative assessment).

Comments:

(b) extent and quality of staff feedback to students in relation to their assessed work.
Comments:

(c) the extent to which assessment has consistently high but realistic expectations
of all students.

Comments:

5 LEVEL AND EFFECTIVENESS OF:

€)) administrative support (including provision=of documentation’from both the
academic department and central suppoft services).

Comments:

(b) programme management.

Comments:

6 EVALUATMONAND REVIEW/PROCESSES

(@) formalimethods of#monitoring and evaluation to enhance quality, including the
use 'made of student feedback on their experience.
Comments:

(b) Programme Team’s responsiveness to issues raised in previous external
examiner’s report(s).
Comments:

(c) the extent to which resource-based issues are addressed.

Comments:




(d) the extent to which a range of internal and external data is used to inform both
student outcomes and action planning.

Comments:

7 COLLABORATIVE PROVISION

Please ensure you complete this section if your role includes the examination of work
from a Partner College/Organisation, identify any issues (such as ecommunication and
comparability of standards) which are specific to that work afiderefer back to earlier
sections of this report where appropriate.

Your comments will be fed back to the Partner College/@rganisation.

Comments:

8 SHORTCOMINGS OR SPECIFIC ISSUES' REQUIRING ATTENTION OR DEVELOPMENT
(PROGRAMME OR SPECIFIC MODULES)

Comments:

9 EXAMPLES OF GOOD PRACTICE: STRENGTHS, OR DISTINCTIVE OR INNOVATIVE
FEATURES

Comments:

10 EQUAL OPRORTUNITIES

The extent'to which training"promotes equality of opportunities, values diversity and
eliminates harassment and discrimination.

Comments:

11 MANAGEMENT OF CHANGE

The extent to which there is evidence of an awareness of, and capacity to, drive change
and to respond to local and national initiatives.

Comments:




12 IF THIS IS YOUR LAST YEAR OF APPOINTMENT PLEASE PROVIDE A BRIEF
OVERVIEW OF YOUR TERM OF OFFICE

Comments:

External EXaminer's SIgnature oo e

Date report SENt oo e



External Examiners Report Checklist

Programme Materials

Did you receive: Yes No N/A

Programme handbook(s)?

Module descriptors and programme specifications?*

a
b. Programme regulations?*
o
d

oo
Qoo
ogig|o

Assessment briefs/marking criteria?

* these may be in the programme handbook

Draft Examination Papers Yes No N/A
a. Didyou receive all the draft papers? g g g
b. (i) Was the nature and level of the questions appropriate?
.. . \ ] Ul ]
(ii) If not, were suitable arrangements made to consider your
comments? \ O ’ O ‘ 0 |

c. Were suitable arrangements made to conSider your comments?

Marking Examination Scripts Yes No N/A

O O O
a. (i) Did you receive a sufficient number of scripts? m O O
(ii) If you did not receiyve all the scripts, was the method of
selection satisfactory?
b. Was the general standard and consistency of marking appropriate? [ [ [
c. Were thescripts marked in such"aWway as to enable you to see the O U O
reasons forthe award of given marks?
Dissertations/Project Reports Yes No N/A
O O O
a. Was the choice of subjects for dissertations appropriate? 0 0 0

b. Was the method and standard of assessment appropriate?

Coursework/Continuously Assessed Work Yes  No N/A

a. Was sufficient coursework made available to you for assessment?

0
0
0

b. Was the method and general standard of marking and consistency

satisfactory?

If you answered ‘no’ to any of the questions listed please add further details in the box at the end
of the form.



External Examiners Report Checklist

Oral/Performances/Recitals/Appropriate Professional Placements Yes No N/A

a. Were suitable arrangements ,made for you to conduct orals and/ ‘ OJ ‘ OJ ‘ OJ |
or moderate performances/recitals/appropriate professional
placements?

Module/Awards/Progression Assessment Boards

Yes No N/A
a. Were you able to attend the meeting? Ul Ul
b. Was the meeting conducted to your satisfaction? 0 0 0
Were you satisfied with the recommendations of the assessment = 0 O
board?

If you answered ‘no’ to any of the questions listed please add further details in the box at the end
of the form.



External Examiners Report Checklist — Comments

Please use this section to add further detail if you answered ‘no’ to any of the questions listed above. You may also add any
general comments in this section.
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External Examiner/Assessor Annual Report Form

(for internal use only — not for publication

Academic Year:

Name of External Examiner:

Home Institution of External
Examiner (or professional
standing):

Programme of Study:

Modules examined (where
entire programme not
examined):

Subject Department: Education & Children’s Services

Head of Subject:

Programme Leader(s):

Site of Delivery:

Mode of Delivery 0] classroom/laboratory (iir) vesidential/open
(delete as appropriate) (i) distance learning (iv) work-based
Mode of Study

(full-time, part-time or both)

Date(s) of Awards/

Date(s) of Module Progression
Assessment Boards Assessment
attended: Boards attended:

(where applicable)

Number of years completed
as examiner for this
programme:

Notes:

= The form'shouldhbe completed in the format laid out overleaf by providing details in the comment sections.

= Commentsshould be provided for all questions, industry based externals should give a particularly detailed
response to section 3 of the reportform.

= Please DO NOT make comments oh or name individual students or members of staff.

= Reports will be made available for students to view.

= An external examiner is entitled to write in confidence to the Vice Chancellor, University of Chester, should there
be a matter which s/he does not wish to address within their report.

= Please reference your comments as far as possible to specific modules/programmes where your report
covers more than one programme.

Please complete this Annual Report Form and e-mail a copy to the AQSS department at
agss.extexam@chester.ac.uk and also to the relevant Programme Leader.

The submission date for undergraduate reports is 7 July 2017; for Undergraduate Assessment Boards held after
that date, the submission date is 2 weeks after the date of the Board. The submission date for reports for
postgraduate programmes with an Assessment Board held in January is 2 February 2018; for Postgraduate
Assessment Boards held at other points in the academic year, the submission date is 2 weeks after the date of the
Board.

Please return your fee/expenses claim form in hard copy to the Policy Implementation Officer: External
Examiners and Quality Support. Payment of your annual fee will be authorised on receipt of your report.




The examiner should clearly identify where any comments are
specific to a particular site/partner, where a report covers provision delivered
at more than one site OR at more than one partner institution OR at the
University and a partner institution.

1 CONSISTENCY WITH REQUIREMENTS OF NATIONAL ACADEMIC
INFRASTRUCTURE, INSTITUTIONAL REQUIREMENTS AND/OR INDUSTRY PRACTICE
(IF APPLICABLE)

(a) consistency with the QAA UK Quality Code and adherence to the University
assessment regulations and requirements.
Comments:

(b) appropriateness of standards and assessment tasks)with reference to relevant
subject benchmarks(s), Framework for Higher Edtcation’ Qualifications (FHEQ, the
Foundation Degree benchmark (where applicable), industry standards and practice
(where applicable) and/or programme specification(s):

Comments:

(c) appropriateness of standards and assessment with reference to the Teachers'
Standards and the Ofsted Framework*forinspection.

Comments:

2 STANDARD OF STUDENT PERFORMANCE (in the case of Foundation Degrees please
pay particularattention to the'distingctive characteristics of the FD qualification)

(a) in relation to the speeified learning outcomes for modules.
Comments:

(b) in comparison with similar provision at other HE institutions.
Comments:

(c) in relation to the Teachers’ Standards and Ofsted’s Initial Teacher Education
Inspection Handbook as appropriate.

Comments:




3 MODULES/PROGRAMMES OF STUDY

(@ aims and learning outcomes of modules/programmes: please comment on
whether these were clearly defined and appropriate to the subject matter and the
needs of students and, where applicable, their vocational relevance.

Comments:

(b) learning and teaching methods used to support programme aims and intended
outcomes (if external examiner has evidence of this).
Comments:

(c) if applicable, please comment on the nature and extent of the evidence of
independent learning, including, if external examiner has evidence of this, the
resources for the modules and programme of study; e.g. IT facilities, library
provision, specialist vocational resources (where applicable) etc.

Comments:

(d) Please comment on any aspects of provisiont€lating gesindividual modules or
specific programmes (e.g. Single and Cambined Honours.f the same subject)

Comments:

(e Please comment on the currency ofsthe curriculum for the programme(s) of
study and/or, where appropriateythe content of individual modules.

Comments:

(f) theextent to which all elements of the programme (University and school-based)
combifne,to’ensured@a coherent training programme for all students.

Comments:

(@) the level of commitment and involvement displayed by all members of the
Partnership.

Comments:

4 ASSESSMENT




(@) variety and appropriateness of assessment in relation to learning outcomes and
extent to which they enable students to demonstrate achievement of the learning
outcomes (please also comment on use made of formative assessment).

Comments:

(b) extent and quality of staff feedback to students in relation to their assessed work.
Comments:

(c) the extent to which assessment has consistently high but realistic expectations
of all students.

Comments:

5 LEVEL AND EFFECTIVENESS OF:

€)) administrative support (including provision=of documentation’from both the
academic department and central suppoft services).

Comments:

(b) programme management.

Comments:

6 EVALUATMONAND REVIEW/PROCESSES

(@) formalimethods of#monitoring and evaluation to enhance quality, including the
use 'made of student feedback on their experience.
Comments:

(b) Programme Team’s responsiveness to issues raised in previous external
examiner’s report(s).
Comments:

(c) the extent to which resource-based issues are addressed.

Comments:




(d) the extent to which a range of internal and external data is used to inform both
student outcomes and action planning.

Comments:

7 COLLABORATIVE PROVISION

Please ensure you complete this section if your role includes the examination of work
from a Partner College/Organisation, identify any issues (such as ecommunication and
comparability of standards) which are specific to that work afiderefer back to earlier
sections of this report where appropriate.

Your comments will be fed back to the Partner College/@rganisation.

Comments:

8 SHORTCOMINGS OR SPECIFIC ISSUES' REQUIRING ATTENTION OR DEVELOPMENT
(PROGRAMME OR SPECIFIC MODULES)

Comments:

9 EXAMPLES OF GOOD PRACTICE: STRENGTHS, OR DISTINCTIVE OR INNOVATIVE
FEATURES

Comments:

10 EQUAL OPRORTUNITIES

The extent'to which training"promotes equality of opportunities, values diversity and
eliminates harassment and discrimination.

Comments:

11 MANAGEMENT OF CHANGE

The extent to which there is evidence of an awareness of, and capacity to, drive change
and to respond to local and national initiatives.

Comments:




12 IF THIS IS YOUR LAST YEAR OF APPOINTMENT PLEASE PROVIDE A BRIEF
OVERVIEW OF YOUR TERM OF OFFICE

Comments:

External EXaminer's SIgnature oo e

Date report SENt oo e



External Examiners Report Checklist

Programme Materials

Did you receive: Yes No N/A

Programme handbook(s)?

Module descriptors and programme specifications?*

a
b. Programme regulations?*
o
d

oo
Qoo
ogig|o

Assessment briefs/marking criteria?

* these may be in the programme handbook

Draft Examination Papers Yes No N/A
a. Didyou receive all the draft papers? g g g
b. (i) Was the nature and level of the questions appropriate?
.. . \ ] Ul ]
(ii) If not, were suitable arrangements made to consider your
comments? \ O ’ O ‘ 0 |

c. Were suitable arrangements made to conSider your comments?

Marking Examination Scripts Yes No N/A

O O O
a. (i) Did you receive a sufficient number of scripts? m O O
(ii) If you did not receiyve all the scripts, was the method of
selection satisfactory?
b. Was the general standard and consistency of marking appropriate? [ [ [
c. Were thescripts marked in such"aWway as to enable you to see the O U O
reasons forthe award of given marks?
Dissertations/Project Reports Yes No N/A
O O O
a. Was the choice of subjects for dissertations appropriate? 0 0 0

b. Was the method and standard of assessment appropriate?

Coursework/Continuously Assessed Work Yes  No N/A

a. Was sufficient coursework made available to you for assessment?

0
0
0

b. Was the method and general standard of marking and consistency

satisfactory?

If you answered ‘no’ to any of the questions listed please add further details in the box at the end
of the form.



External Examiners Report Checklist

Oral/Performances/Recitals/Appropriate Professional Placements Yes No N/A

a. Were suitable arrangements ,made for you to conduct orals and/ ‘ OJ ‘ OJ ‘ OJ |
or moderate performances/recitals/appropriate professional
placements?

Module/Awards/Progression Assessment Boards

Yes No N/A
a. Were you able to attend the meeting? Ul Ul
b. Was the meeting conducted to your satisfaction? 0 0 0
Were you satisfied with the recommendations of the assessment = 0 O
board?

If you answered ‘no’ to any of the questions listed please add further details in the box at the end
of the form.



External Examiners Report Checklist — Comments

Please use this section to add further detail if you answered ‘no’ to any of the questions listed above. You may also add any
general comments in this section.
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