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Northumbria University 

Academic Registry
Conferments and Replacement Certificates: Guidelines


Process for Production and Distribution of Parchments

The parchments for University degrees and other awards are printed by the Student & Programme Administration Office of the Academic Registry, following the final examination boards and are sent to the student's last recorded home address.

Parchments will include the student's name as recorded on the University's student record system. It is each student's responsibility to ensure that his/her full legal name is recorded.

In the case of a student appeal against the final award, the parchment will be withheld until the outcome of the appeal is known.

In the case of a graduating student having outstanding debts to the University, the parchment will be withheld until the debt is cleared.

Requests for Duplicate Certificates

Completed application forms should be sent to the Student & Programme Administration Office of the Academic Registry. Application forms can be downloaded from the University’s website. 

An applicant seeking a duplicate certificate for a University award must provide the University with either:

a. The damaged or defaced certificate, OR

b. The University's declaration form, setting out fully the circumstances in which the certificate was lost or destroyed, and including an undertaking that, should a duplicate be issued, it will be returned to the University if the original is subsequently found.

c.
All applicants are required to complete an application form, which includes the declaration. The 
application form should be returned upon completion, together with a fee of £30, to the Student and 
Programme Administration Office.  Payment should be made by cheque against a UK bank account 
or by sterling draft. Cheques on foreign bank accounts cannot be accepted. Certificates will be 
issued at the discretion of the Student & Programme Administration Office. 

Process for Letter of Confirmation

If graduates do not wish to pay the charge for a formal degree or award parchment, they may wish to apply for a Letter of Confirmation which confirms the graduate's name and course details, plus the date of the award. Letters of Confirmation are available free of charge from the Student & Programme Administration Office. Tel. No. (0191) 227 4600.

Open University 

The University cannot produce replacement certificates for degrees and awards prior to 1992 when they were conferred by the Council for National Academic Awards (CNAA). Requests for replacements before this date should made to the Open University (Tel. No. 0207 430 2322 or Fax. 0207 447 2523) as the OU now holds all of CNAA's records.

EdExcel

For replacement BTEC awards prior to 1992, please contact EdExcel on 0870 240 9800.
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