Guidelines on the conduct of Course and Scheme Boards of Examiners

Examination Boards are organised on an Institute basis (except in the case of Scheme level Boards). Chairs of Examination Boards are required to attend a briefing session as are Examination Board secretaries. A register of approved Chairs of Boards of Examiners is maintained by the Registry. Training covers the role, purpose and conduct of Examination Boards as well as relevant regulatory frameworks.

Agenda should include the following items (in the order best suited to the Board):

1
Apologies for Absence

2
Approval of Minutes from previous meeting

3
Matters Arising from previous meeting (to include a report of Chair’s Action since previous meeting; a report from the mitigation committee; a report from the cheating committee; a report from the module moderation sampling sub-group)

4
To receive and consider marks.  There are three types of Examination Board in operation:

a. Examination Boards at Institute level for provision within a scheme.   These boards confirm marks and make recommendations to the Scheme Board on re-assessment.  External Examiners attend these (and sign to indicate their approval).

b. Examination Boards at Institute level for areas of provision which do not belong to one of the University-wide schemes (e.g. DipHE Nursing, BA (QTS).  These Boards both confirm marks and also take decisions on student progression and make the final award  (including classification of students eligible for honours degrees, and/or award of distinctions where appropriate).  External Examiners attend these boards (and sign to indicate their approval).

c. Examination Boards for a scheme which receive student profiles and make decisions on progress and the final award.  They also consider condonement and make recommendations regarding prizes.  The Chief External Examiner attends these (and signs to indicate approval).

5
To make recommendations for students who have failed modules or failed to satisfy the regulations

6
To agree dates for re-assessments, to obtain confirmation that re-assessment questions have been set and the date for the Re-sit Board of Examiners and/or to agree any Chair’s Action following resits/resubmissions. 

7
To receive comments from the (Chief) External Examiner(s) 

8
To consider issues arising from analysis of module statistics and to refer any module issues to the module moderation sampling sub group as required.

9
Any Other Business

10
To note the date of the next full Board of Examiners

Conduct of Meeting

11
Membership of an Examination Board will include all staff who have made a contribution to the assessment of students taking the programme. It is the module leader’s responsibility to ensure that either s/he attends the Examination Board to present the results of students who have taken the module, or that s/he is represented by a nominee. 

12
For Institute-level Boards, the Chair should be the appropriate Head of Institute or their nominee.

13
For Scheme Boards, the Chair should be a senior member of academic staff appointed by the relevant Board of Studies.

14
External Examiners should be present at Course Boards. Where this is not possible, they should submit a letter to the Board confirming their involvement in, and approval of, the assessment process.  

15
The Chair should ensure that a clear recommendation is given for each student presented at the Board, including the requirement for re-assessment (and date if appropriate).

16
Amendments made during the meeting should be recorded on the papers presented at the Board. These lists are used by the Registry in order to produce the pass list.

17
Boards of Examiners may not make changes to Course Handbooks, although can request that such changes be made.

18
All members present should sign the attendance register.

Registry

19
The Registry should produce the pass-list within seven working  days of the Board of Examiners. (This has to be signed by the Chair).

20
Registry staff are responsible for producing and circulating the minutes of the meeting as well as recording marks and producing the pass list.

21
The minutes should have the amended board papers attached to clarify all decisions regarding failure and re-assessment, a paper-based summary of issues, and should be produced within four weeks.

22
The minutes should include the nature of the comments made by the external examiner(s).

23
Copies of the minutes should be circulated to the members of the Board, and to the Registry for the University archive.

24      The Registry Services make arrangements for the conferment of taught awards. 

25   
The Head of Registry Services produces an annual report to Academic Standards and Quality Enhancement Committee on procedural issues. 
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