Preparing for the Exam Board
Keep for reference information
NB This document does not cover External Examiners, as that is a connected but separate set of operations.
	Information and Advice
	Your notes

	Find the regulations that you need
	

	AQH Chapter 6 - Check the regulations for ALL your programmes. 
	

	
	

	As early as possible
	

	Keep a list of all students that have resit submission or are repeating modules.
· Ensure that lecturers in the appropriate modules know to put up resit links and mark the work for the appropriate deadline
· Ensure that the students are provided with information on exactly what they need to do.

	

	Arrange with Academic Director or Assistant Dean (as appropriate in your Institute) and Registry Officer when your pre-board will take place, and ensure that you keep time available to prepare for it. Ensure that a record of these arrangements is accessible.
Be generous with the time scheduled for the pre-Board; a rule of the thumb is about 3mins per profile, but prepare for it to run over your expectations. 
If you are new to the role, unused to profiles, or you normally need extra time for fiddly data, then better to plan for a long pre-board.

	

	Ensure that you have time spare between Pre-Board and Exam Board to get things in order.
	

	Arrange with the Academic Director who is your “alternate”. The “alternate” should have access to all your notes and information re the pre-board and the board. It can be a member of your programme team or another programme manager or even the academic director themselves, but essentially their job is to take on the work if you fall ill or something happens.
Remember that you should share all your notes, to-dos, etc with your alternate before the pre-board, after the pre-board and before the exam board. 
	

	If possible, it can be helpful to have moodle access to all of the modules in your programme(s). That can speed things up.
	

	
	

	Preparing the Pre-Board
	

	Check that all marks have been submitted on MyTSD.
Do you have colleagues (such as certain types of HPLs) that cannot submit marks via MyTSD? 
Make arrangements for these marks to be submitted ahead of the registry deadline with the marker to an appropriate person – you need to arrange who is the appropriate person.
Do all the markers have access to the modules they need on MyTSD? Do they know what they have to do?
Remind colleagues to check well in advance of the Registry deadline
If there have been issues in the past and/or there are new colleagues, then running a quick training session is a good idea.
Use Management Information and Reporting to check that indeed marks have been submitted and gone through the system
Because sometimes MyTSD has a blip.
And because sometimes colleagues forget to hit the submit button
	

	Check the situation regarding Extenuating Circumstances Claims; having an up-to-date list is crucial (you can get the report on MyTSD).
	

	Keep the list of students that have resits and/or are repeating modules/level handy. 
	

	Liaise with the registry officer to ensure that no cohort is forgotten. 
Remember the students with outstanding appeal action.
	

	Speak to your Academic Director as to whether there is a discipline-wide policy on:
Resit deadlines
In-year resit arrangements (so not Progress/Award Board) – remember never more than 40 credits.
	

	Ensure that you have the people you will need in the pre-board. 
Not everyone needs to be there all the time; indeed in many cases, you primarily need colleagues to be available for questions, etc. 
	

	Never do a pre-board on your own. Always include a second pair of eyes.
	

	
	

	At the Pre-Board
	

	Do a preliminary check that all the student profiles that should be there are there. 
Ensure that you check the module profiles – they often can show any major issues better than the student profiles.
	

	What you need to check in each profile:
	

	Is the Programme Correct? (and do the modules taken correspond with it?)
	

	Enrolment status
Student Partially Enrolled – Check with registry as to why. Do you need to chase the student for something (DBS for example)?
Student Not Enrolled – Check what the issue is. Should the student have been withdrawn already? When was the last time the student actually attended?
	

	Start date and End date. Are they correct?
	

	Number of credits being taken in the current academic year. 
Is it correct? 
Is there a module missing? 
Are there too many modules?
	

	Check the profile of previous years. 
	Is the credit value correct? 
	Are there any failed modules? 
	Are there modules that were condoned but that is not on the profile? 	Should there be record of RPEL/RPCL and is not there?
	

	Check for any missing marks for this academic year/semester/term etc. 
Why are they missing? 
Is it just this student or does it affect the whole of the cohort?
	

	Are all the codes correct? 
CM should only be used in cases where an extended deadline surpasses the mark submission deadline. 
Do you need to check with the marker or remind them that to put in a change of mark form?
NP should only be input by Registry. Check all NPs against your list of EC claims. 
PL and PW are not the same! Check that indeed PW is PW, and that PL has been submitted to Academic Misconduct Co-ordinator and/or AOCases.
	

	Check the previous board decision. 
	Was there an action? Has it been completed?
	For example was the student supposed to resit?
Check that if the work has been submitted, it has been marked and the new mark submitted. 
If the work has not been submitted, is there an EC? Is the result coded correctly?--> 0F or 0NP?
Was there a case of Academic Misconduct? Has the work been resubmitted? Has the case been resolved?
	

	Award Boards ONLY: Check the Award info.
Should the student be awarded but no award is found?
Should old regulations or contingency regulations from previous years be considered? Your registry officer will be able to help you there.
	

	If ALL info is there and correct, then make an initial decision based on the appropriate regulations. Keep the relevant part of Chapter 6 handy.
Remember to check:
Number of attempts.
Repeating the same module or providing a replacement module arrangements.
Your notes are important here:
Be specific as to the decision – include module, component, resit deadline, and any other information.
	

	If you have information to check:
Make a clear note of what it is that needs to be checked (mark, EC claim decision, etc.)
Get in touch with the relevant colleagues asap (for some things you could even do it during the pre-board)
	

	If you are stumped with a profile or are uncertain as to how to apply the regulations:
Speak to the Academic Office by emailing AOCases
	

	If there are changes to be made:
Speak to your registry officer asap. The more they know what is going on, the better the exam board will go.
Do not delay on sending in changes to marks or asking Registry to check issues with end dates, enrolment issues, etc.
	

	
	

	Preparing for the Exam Board
	

	Check with Registry when you will be sent final profiles. Try to make sure that you have enough time to check the profiles before you go into the actual board.
	

	Speak to your Academic Director about having a quick chat with the Chair of the Board. It pays to give them a heads up as to known widespread issues, or specific arrangements.
	

	Check with Registry what is the final deadline for sending in extra marks, changes to marks or codes, etc.
It is better to make any changes before the Exam Board or as soon as you have them. 
	

	Chase everything that you identified in the pre-Board, and check that indeed actions have been completed.
	

	Speak to the Academic Office for cases where you need advice.
	

	As soon as you have final profiles, check that whether the decisions of the pre-board still apply:
Are there any new NPs? à How do they change the decision?
Have missing marks been submitted? à How do they change the profile and hence the decision?
Are all the profiles covered in the pre-board there?
Are there any new profiles that you have not considered at pre-board?
Identify any decisions that will need to be made before the next exam board, and hence require Chair’s Action.
	

	Keep your notes clear throughout. Ensure that each proposed decision is clear.
	

	
	

	At the Exam Board
	

	Keep very careful notes on any changes to the proposed decisions

	

	At the end check with the registry officer that all decisions were clear to them
	

	
	

	After the Exam Board
	

	Make a clear note of any Chair’s Actions required and action them as soon as possible
For example: CMs that need to be added to profiles before a decision can be made
	

	Check the Exam Board minutes sent by Registry as soon as they are sent. If there are any discrepancies to your notes, speak to the Registry Officer.
	

	Inform your programme team of any resit arrangements that they need to action (submission links, deadlines, etc.)
	

	Provide appropriate information to students. This is not covered in this document, but in a different training session.
	

	When a mistake is discovered, then use the Change of Marks form and work with Registry to arrange a Chair’s action. 
	













