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1. INTRODUCTION

1.1
This guide provides an overview of the Examination Board process by providing clarification on key assessment issues, operation of the Module Examination Board (MEB) and Progression and Awards Board (PAB).

1.2
It should be read in conjunction with:

· Assessment Regulations for Northumbria Awards (ARNA)

· Examiners’ Handbook

both available at

http://northumbria.ac.uk/sd/central/ar/qualitysupport/assess/
· SITS Progression and Awards Manuals (for SITS-trained staff) available from www.northumbria.ac.uk/sitsmanuals
2. KEY POINTS FROM ARNA

ARNA applies to all students on taught programmes leading to Northumbria awards unless a variation has been approved by ULT/RFSC.  Specific credit and award requirements in relation to all Northumbria awards are given in ARNA section 12.

2.1
Assessment 

· Assessment regulations apply to all students regardless of mode of study.

· To pass a module, all assessment components must be completed.

· Module pass mark is normally 40% for undergraduate modules (up to and including level 6) and 50% for postgraduate modules (level 7).

· All marks, including the level average, are rounded to the nearest whole %, using the standard convention.

2.2
Progression

· To progress from one level of study to the next, credit must have been awarded for each module in the level of study:

· by exemption/accreditation of prior learning (ie as part of admissions process)
· by passing the module initially or following deferra (see section 2.1):
· by successful completion of a referral (or resit) opportunity (see section 2.3 below) or

· by compensation of failure (see section 2.4)
· by PAB decision to module pass a PEC affected module
2.3
Referral (or resit)
· No limit on the number of failed modules which can be referred if the required level average is met:
· level 3/4







30%
· level 5 (and level 6 Integrated Masters degrees)

40%

· level 7







45% (for referral of taught modules)
· Module pass mark awarded on successful referral (undergraduate modules 40%; level 7 modules 50%).

· Normally only one resit opportunity per module (but see section 2.4 below)
· Progression and Awards Boards may permit an ‘early resit’ on the understanding that it may have been unnecessary, ie if the module is subsequently compensated or level progression not achieved.

· Referral of a failed Masters dissertation is permitted irrespective of the overall average attained at the first attempt.

· Referral at the award stage of undergraduate unclassified awards (and 60 credit honours completion awards), is permitted if the required level average has been met (30% for level 3 and 4 awards; 40% where level 5 or 6 is the award stage).

2.4
Failure after resit

· If resit/s are failed at intermediate stages of programmes, progression is suspended and the student given the opportunity to retake failed module/s as if for the first time.  The mark gained at that attempt will count in full; a further resit opportunity is available.
· On Honours degree programmes, a student who after referral and compensation is not eligible to progress to the next level normally has the right to repeat the current level as if for the first time if they have attained at least 100 credits.  The student also has a right to repeat level 5 if the 40% level average requirement has not been met but the average mark based on the best 100 credits is at least 40%.
2.5
Failure of programme

If award stage failed, cannot re-register for the original award.

2.6
Compensation – general principles

· All assessment components must be completed at first sit and/or resit.

· Only permitted if level average requirement met:
· level 4


30%

· level 5/6


40%

· level 7


50%
· Compensation cannot be applied to part time students until all the modules in a level have been completed.

· Should not be used for personal extenuating circumstances (PECs). 

· Cannot compensate:

· modules designated as pass/fail 

· modules designated as non-compensatable (maximum of 40 credits per level, unless variation order applies)

· modules failed due to academic misconduct or because assessment is incomplete at first sit and/or resit.
Guidance on how to flag non-compensatable modules can been found in the SITS Module Diets and Scheduling manual at www.northumbria.ac.uk/sitsmanuals 
2.7
Compensation at intermediate stages of undergraduate programmes

· Module mark of at least 30% must be achieved.

· Module pass mark and credit awarded.
· Up to a maximum of 20 credits per standard level may be compensated; where the level of study exceeds 120 credits, compensation may be applied pro rata at 10 credits for each additional 60.  Where current learning is >60 and <100 credits, 10 failed credits may be compensated.

· In view of prospective changes to the regulations, advice from the Regulations and Frameworks Sub-committee for 2011/12 is that compensation should be applied automatically where the number of failed credits does not exceed the maximum number of compensatable credits and the module mark is at least 30%.
2.8
Compensation on postgraduate (level 7) programmes (except Integrated Masters)
· Compensation of up to 20 failed credits at first sit is automatic if a level 7 average of 50% has been attained (level 6 modules are excluded from the average calculation) provided that the module mark is at least 30%.
· Referral of failed modules is required where more than 20 credits have been failed at first sit provided the first sit level 7 average is at least 45%.
· Irrespective of the first sit level average, following resit, up to 20 failed credits is compensated automatically if the module mark is at least 30%.
· When a failed module is disregarded, credit is awarded but the failed mark is retained.
2.9
Compensation at the award stage of an Honours or Integrated Masters degree
· Compensation is non-discretionary; module failure lowers degree classification:

· fail up to 20 credits, no change in classification

· fail more than 20, up to 30 credits, classification reduced by one class

· fail more than 30, up to 40 credits, classification reduced by two classes

· fail more than 40, up to 60 credits, Pass degree awarded

· fail more than 60 credits, no compensation available (ie fail award). 

· No minimum module mark required but all assessment components must have been completed.

· Option to retrieve original classification possible if student fails more than 20, up to 40 credits.

· Modules failed due to academic misconduct or because all assessment components have not been completed cannot be compensated.  If the student has failed 40 credits or fewer, the student is offered the Pass degree or the Option to retrieve the original classification. 
· Failed pass/fail modules can be disregarded for an Honours award (ARNA 3.4.4).
2.10
Honours classification

Classification is based on the most favourable outcome to the student using the average mark of either the qualifying modules in levels 5:6 weighted 40:60 or the qualifying modules in level 6 only. 

2.11
Borderline classification
Borderline classification boundaries apply to all undergraduate Honours degrees (including completion awards).  At the first/2.1 boundary, a 3% borderline applies (ie 67-69%); at other classification boundaries a 2% borderline applies (ie 58-59% at 2.1/2.2, 48-49% at 2.2/3).  There is no borderline boundary at 38-39%.
· If the borderline classification average ends in 9 (ie 69, 59, 49), students receive the higher classification if half of the credits in the award level are at the higher classification (ie where the level comprises 120 credits, at least 60 must be at the higher classification).
· At other borderline boundaries (ie 68/67/58/48), students receive the higher classification if the majority of credits in the award level are at the higher classification (ie at least 70 from 120 credits).
· Pass/fail modules are excluded from consideration of borderline classification.  This includes a module pass awarded by the PAB in recognition of approved extenuating circumstances.
Borderline classification boundaries also apply to Integrated Masters degrees but as a level 7 average of at least 50% is required for honours classification, there is no borderline boundary at 48-49% and the minimum honours classification is 2.2. 
2.12
Distinction/Commendation

Available to all awards other than BTEC, Honours degrees and the HEFC; Distinction awarded for overall average of 70% (above borderline rules apply at 67%), Commendation for overall average of 60-69% (borderline rules apply at 58% for undergraduate programmes; at 59% only for postgraduate programmes).  
3.
CHANGES TO ARNA FOR 2011/12

The main change for 2011/12 is that compensation of failed module/s on level 7 postgraduate programmes (excluding Integrated Masters) is non-discretionary:
· At first sit if:

· no more than 20 credits have been failed (10 credits if there are >60 but <100 credits of current learning) and 
· the module mark is at least 30% and
· the level 7 average is at least 50%

· At resit if:

· no more than 20 credits have been failed overall (10 credits if there are >60 but <100 credits of current learning) and 

· the module mark is at least 30%

ie there is no level 7 average requirement for compensation following referral.

Other changes include:

· For an award to be classified, at least 50% of the credits at the level of the award must have a mark ie there must normally be no more than 60 credits from pass/fail modules.
· A new section 13 comprising summary charts illustrating the application of the regulations.
4. GUIDANCE RELATING TO THE EXAMINATION BOARD PROCESS

4.1
Guidelines on borderline module marks

· Marks awarded for individual components of assessment are a matter of academic judgement.

· There should be no automatic raising of component marks ending in 9, however, academic staff are expected to make a clear judgement with regard to classification, particularly where there is only one component of assessment.

· Marks ending in 9 will arise when the module result is calculated from more than one component of assessment and for objective assessments (eg multiple choice assessment components).

· Where a module mark ends in 9, this will be raised by administrative staff prior to the Module Examination Board (MEB). This applies to all module marks ending in 9 irrespective of whether these will have an impact on progression/award outcomes. 

4.2 Guidance on non-completion of one or more assessment components

· As long as an assessment component (assignment or examination script) is submitted, no matter what mark is given for the work, that component will be judged complete.  Completion of the assignment or examination cover sheet does not constitute completion of assessment.
· The requirement to complete all assessment components also applies to referral opportunities.  ARNA 7.1 iii specifies, however, that compensation is permitted if all assessment components have been completed at the first and/or referral attempt.

· Clear guidance on the implications of non-submission of the referral should be issued to students who failed to submit an assessment component/s at first sit.  

· Where module assessment is incomplete at first sit and at resit, students will not be eligible for the award on which they are registered and the appropriate award, if any, will be made on the basis of the credits attained.

Where non-completion relates to approved extenuating circumstances:

· At intermediate stages of programmes, a module pass should not be awarded

· At the award stage of programmes, PABs should continue to exercise discretion in accordance with custom and practice

4.3
Staff guide to extenuating circumstances affecting student assessed work

A brief guide to extenuating circumstances that affect student assessed work is available on the website at 
http://northumbria.ac.uk/sd/central/ar/qualitysupport/assess/assproc/ 
It covers the procedures and resources relating to late approved submission of coursework, personal extenuating circumstances, technical extenuating circumstances and ongoing disability/medical conditions.  A student guide is also available.
4.4
Guidance on late PECS

Schools determine PEC deadlines locally to reflect variation in assessment practice.

Schools must clearly publish PEC deadlines and communicate each deadline to students by email 2 weeks beforehand.

A student may submit a late PEC claim where there is valid (evidenced) reason for late submission. Where this requirement is met, Schools will consider late claims as follows:

If submitted after the PEC deadline and before the exam board has taken place

· Considered by the PEC Sub-Committee (or by Chair’s action), depending on timing.

If submitted after the exam board has taken place

· Must be submitted to the School Registrar, or their nominee, and considered under the informal procedure of the Student Appeals process (Student Regulations, section 7.4).

· If a valid reason for lateness is determined, the claim will be considered in a reasonable timeframe by the PEC Sub-Committee, a sub-group of it or by Chair’s action. 

· If the claim is accepted, the assessment decision will be re-considered by the PAB Chair or (if timing permits) by the full exam board.  

· If the claim is rejected, the student will be advised of the right of appeal by the School Registrar and any formal appeal will be submitted to the USO.
4.5
Guidelines for late unauthorised submission of work

Schools should have processes in place:

· for scheduling assessment submission deadlines (date and time) to avoid bunching of deadlines 
for individual student cohorts 

· to ensure the appropriateness of deadlines for particular groups of students eg part-time 
students with fixed attendance patterns

· to ensure the appropriateness of deadlines for staff responsible for marking to assure 
achievement of feedback response times (normally within 20 working days
 of the submission deadline)

· to ensure deadlines are clearly communicated to students and to School Offices

Students should be informed:

· of the importance of meeting deadlines as a skill in preparation for employment

· of the process for seeking an extension to the submission deadline (see Student guide to 
extenuating circumstances affecting assessed work at http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/assess/assproc/)

· of the consequences of late unauthorised submission under the assessment regulations ie that module assessment will be regarded as incomplete and the module failed irrespective of the overall module mark

· that where work is submitted by post, sufficient time should be allowed to ensure that the work is received by the School Office in advance of the deadline and proof of postage obtained

· that acceptance of work does not imply that the work will be marked.

School Offices should ensure transparency, fairness and consistency in procedures for the submission of work:

· where applicable, the date and time of receipt is clearly indicated on any coursework cover sheet, and the receipt issued to the student

· adapt the agreed processes where there are particular operational difficulties eg by providing qualifying information on the form where a deadline is missed because of the number of students submitting work at that time

· have processes in place to ensure that academic staff are clear that work submitted late without authorisation will be coded as such on SITS and should not be marked

· in consultation with relevant academic staff, determine the arrangements for returning unmarked work to the student (eg in accordance with the relevant feedback deadline) recognising that it may subsequently be agreed that the work can be marked eg in relation to an approved PEC claim or authorised late submission.

Electronic submission of coursework

In principle, these should not differ from those for non-electronic submission.

5.
PREPARATION FOR EXAMINATION BOARDS

The SITS Good Housekeeping manual covers a series of tasks that can be undertaken by Good Housekeepers.  Appendix 6 provides the Table of Contents.
6.
MODULE EXAMINATION BOARD (MEB)

6.1
Function of the MEB

Section 3 of the Examiners’ Handbook defines the composition and role of the MEB. The MEB is required to:

· Consider student performance by module.

· Confirm that internal and, where appropriate, external moderation has taken place.

· Confirm module marks for submission to the appropriate PAB, taking into consideration any recommendations from External Examiners (it is not necessary to present actual MCRF reports to the MEB, but evidence must then be provided that the marks have been properly moderated, checked and entered onto the system). 
· Consider module statistics.  Statistical reports are available to enable the MEBs to consider whether the performance on the module represents a ‘pattern’ that is in line with School/University norms or expectations or where significant variations are evident in different cohort to which the module is delivered.  Reports can be accessed from the SQL On-line reporting tool at http://gloucesterroad/Reports/Pages/Folder.aspx?ItemPath=%2fProgression+and+Awards%2fStatistics&ViewMode=List  
Examples of reports are provided in Appendix 4.
· Determine marks where academic misconduct is proven or admitted.

· Consider and, where possible, resolve marks where assessment for a component of assessment has been affected by Technical Extenuating Circumstance (TEC).  Any changes to marks as an outcome of a TEC must be based on consideration of statistical evidence (ARNA section 11).  If unable to make a quantitative judgement, and impute a mark to a student/s, the MEB should pass on a recommendation to the PAB, or it may have to leave the PAB to make a decision based on overall student performance.  Note that where individual marks have been affected by TECs, the TX code will be displayed at the component level but, for most modules, will not be displayed in the module grade column.

· Review the performance of students on modules, relating only to assessment and not to other elements of review. 

· Establish the nature of, and responsibility for, retrieval requirements.

· Receive External Examiner comment.

After module marks are determined, where practicable, a MEB may reconvene as an informal pre-PAB to consider recommendations to be made to the PAB about progression and award issues for individual students, accepting that the final decision on such issues necessarily and definitively rests with the PAB.  

6.2
Role of MEB Chair 

The Chair of the MEB is responsible for ensuring that the Board operates and functions in accordance with University regulations, as defined in section 3 of the Examiners’ Handbook, including:

· Approving and reporting to the MEB:

· any exceptions to standard second marking 

· any exceptions to standard External Examiner involvement in assessment

· that procedures are in place to allow effective moderation to take place.

· Determining:

· dates on which the MEB will meet

· which report format is to be used (or summary proforma)

· Clarifying policy on retrieval work

6.3
Role of MEB External Examiner
The MEB External Examiner is required to ensure that the assessment process is fair and fairly operated in line with the assessment regulations.  The role is summarised in the Examiners’ Handbook, Appendix C.  The circumstances in which External Examiners can recommend changes to module marks are specified in Appendix A8 of the Handbook.

6.4
Role of MEB Secretary

Before the MEB

· Ensure MEB membership is clarified and that all members (internal and external) are notified of date, time and place of meeting and that travel and accommodation arrangements are in place for external members.  There is a requirement for staff to attend where discussion of a particular module is required.

· Prepare MEB agenda and structured list of modules.  The agenda for all Examination Boards should include the opportunity for External Examiners to provide general comments.1
· Action lists confirming Chair’s actions following the previous Board can be provided as an alternative to the minutes of the meeting.1
· Compile documentation for each module; this may comprise a summary sheet to inform discussion of particular modules.
· In consultation with the Chair, compile statistics for each module.  Module statistics for a particular occurrence (summary, broken down by component and by programme) can be accessed from the SQL On-line reporting tool at http://gloucesterroad/Reports/Pages/Folder.aspx?ItemPath=%2fProgression+and+Awards%2fStatistics&ViewMode=List   See Appendix 4 for examples.
· Check all documentation prior to Board, print minimum sets.

· Prepare attendance register.

· Collate documentation for External Examiner/s (MEB report template, concurrence form, fees/expenses claim forms).

During the MEB

· Record any changes to marks/grades on the MCRF report.

· Confirm any BTEC distinction/merit module grades.

· Record referral details.

· Record MEB recommendations on academic misconduct/TECs.

· Record discussion and External Examiners’ comments.
After the MEB

· Ensure all mark/grade changes are recorded as soon as possible following the MEB.
· Ensure that any recommendations arising are communicated to the PAB. 

· Produce written record of the MEB, which should consist of:

· attendance list

· signed External Examiner concurrence form/s (Appendix 5)
· formal MEB record; to include any issues raised, mark/grade changes, retrieval arrangements and External Examiner comments, if applicable

· annotated MCRF reports

· list of issues arising from the meeting, ie recommendations to go forward to the PAB, procedural issues etc.

7.
PREPARATION FOR THE MEB
7.1
Collection of component marks from Tutors

Marks for components of assessment are recorded using SITS.  Using the SQL online reporting tool, Blank Module Class Record Forms (MCRFs) are printed for distribution to Module Tutors who are asked to provide component marks/grades only.  For entry onto SITS, marks for individual components should be provided on a percentage basis ie on a scale of 0-100 (for pass/fail components of assessment, a grade is provided (normally GP or GF, but other grades are possible eg PX, TX etc.). 

Guidance on the treatment of borderline marks was approved by ULT
 further to feedback from External Examiners.  The following guidance applies for assessment components at marks entry:
· Marks awarded for individual components of assessment are a matter of academic judgement 
· There should be no automatic raising of component marks ending in 9, however, academic staff are expected to make a clear judgement with regard to classification, particularly where there is only one component of assessment.
The names and marks of any students who are not listed should have been handwritten on the MCRF by the Tutor.  The names of any students who have been excluded will be included on the MCRF.  Missing students will need to be attached to the module occurrence either via SITS Client Server or e:Vision, ensuring that the SMR is generated.  
7.2
Entry of component marks

The entry of marks for individual components of assessment should take place as soon as possible following receipt of the marks for the component, and in time for adequate preparation for MEBs.  SITS Users should follow the process outlined in the Marks Entry Manuals (via the Marks entry and module processing link in e:Vision or via the SAS screen in Client Server).
The majority of components are assessed by a combination of mark and grade.  For undergraduate modules (up to and including level 6), if no code is entered, a mark of 40 or more will default to a P (pass grade) and a mark of 39 or fewer will default to a grade of R.  For level 7 modules, a mark of 50 or more will default to a P; a mark of 49 or fewer will default to R.  For components assessed by grade only, GP (pass grade only component) should be entered to indicate that the component has been passed, with GF (fail grade only component) entered to indicate the component has been failed.  
If a mark or grade has been entered incorrectly, the actual mark/grade field should be overwritten with the correct mark/grade using the ‘Undo’ process in e:Vision or Client Server. 
The following codes/grades should be entered, where appropriate, when marks are input.  They provide additional information about the component of assessment.

AM
where academic misconduct is proven or under investigation; the Tutor mark should also be entered

AB
where a student is absent from an examination or has failed to submit coursework, a 
mark of 0 (zero) should also be recorded

EP
where the student has completed an early referral attempt and has been awarded the pass mark or above

ER
where the student has completed an early referral and has not achieved the pass mark
LU
where coursework has been submitted after the published deadline and no extension granted, ARNA (section 1.8) indicates that assessment for the module will be regarded as incomplete.  A mark of 0 (zero) should also be recorded.  
LA
where it is known that authorisation for late submission of the assignment has been granted, a mark of 0 (zero) should also be entered against the component

WD
where it is known that a student has withdrawn, a mark of 0 (zero) should be entered with a code of WD for component/s which have not been completed.  Note that where the module has not been started the new W code can be used.  For further information on this code see Appendix 3.
TX
where Technical Extenuating Circumstances (TECs) have been reported for a student/group of students on a component of assessment, the TX code should be entered with the Tutor mark.

Please note:
· Personal Extenuating Circumstances (PECs) are recorded for individual components/all module components when claims have been accepted by the PEC Sub-committee.  Whilst this process normally takes place after the MEB but before the PAB, MCRFs for year long modules for example, may indicate an accepted PEC for a Semester 1 assessment component. In such cases, the MEB must be advised to ignore any PEC grades (ie NP, PX, XI, XP, XR) on the MCRF as the outcome of these will be determined by the PAB in the context of the individual student’s profile.  Further information on PECs is given in sections 9 and 10.2..
· The marks entry process is not used to record students who have been exempted from a module/s.  Guidance notes for recording exemptions on SITS are available.  (Refer to the SITS Enhanced Enrolment Manual)

· Module Class Record Forms (MCRFs) include marks for students who have been excluded but their overall profiles are not considered by PABs.
7.3
Calculation of overall module result

When all component marks have been entered, module results are calculated and processed automatically.  The Module Class Record Forms (MCRFs) can be printed for the Module Examination Board via SQL, the online reporting tool.  The individual component marks are weighted in accordance with the module assessment body records (eg coursework weighted at 50% and exam weighted at 50%) to provide the overall module mark.  The module marking scheme also determines the overall module grade from the overall module mark and the grades assigned to the individual components.
The automatic calculation process will result in one of the following grades:

AM, EF, EP, IC, TX, LA, WF, W, P, R
The module grade of XI, XP or XR will normally be calculated if a personal extenuating circumstances claim has been accepted and the NP or PX grade has been entered for an assessment component/s (unless an allegation of academic misconduct has been recorded against another assessment component) (see section 8 below).

Marking schemes are attached to individual components of assessment and to modules within SITS module creation.  The grade that is displayed when the module result is calculated will depend on the overall module marking scheme and the marking scheme for each component of assessment. 
All assessment components must have been completed to pass a module.  IC will be the calculated module grade where assessment component/s are graded AB or LU (except where an allegation of academic misconduct has been recorded against another assessment component on the same module or another assessment component is affected by personal extenuating circumstances). 
On most module marking schemes a calculated module result grade of LA or TX will not occur. 
Principles for marking schemes are attached for information as Appendix 2; an explanation of module codes/grades is given in Appendix 3.
7.4
Changes to marks/grades before the MEB

7.4.1
Borderline module marks  In accordance with University guidance on borderline marks
, module marks ending in 9 should be raised by administrative staff prior to the MEB; for example, a module mark of 39 should be raised to 40.  (Note that, in this example, the module grade will also need to be changed from R to P.)  The guidance applies to all module marks ending in 9 irrespective of whether these will have an impact on progression/award outcomes.  SITS Users should follow the process outlined in the SITS Marks Entry Manuals (which cover both the e:Vision and Client Server methods).  All component marks are calculated, agreed and processed automatically.  Where a module mark ending in 9 is the agreed outcome, the ‘Undo and Process’ process should be used to raise the agreed mark (ie a mark of 59 should be changed to 60 etc.).  ‘Undo and Process’ ensures the marks history is retained.
7.4.2
Changes arising from external moderation (not normally required for level 3/4 modules) may result in changes to marks either before or during the MEB, but the entry of marks should not be delayed because of this possibility.  If component marks are moderated before the MEB then administrative staff should, wherever possible, amend the agreed (rather than actual) marks already entered before the Board using ‘Undo and Process’ ensuring the marks history is retained.  Note that the overall module result calculation will be an automatic process.
7.4.3
For any BTEC module where a student has been awarded a Merit or Distinction, M or D will need to be entered in the module grade.
7.5
Pre-PAB scrutiny

After all module marks have been determined, the MEB may reconvene as an informal pre-PAB to consider recommendations to be made to the PAB about progression and award issues for individual students.  PAB Reports can be generated for this purpose but these will not contain recommendations or calculations unless the progression process has been run for the students concerned.
8.
SITS CHANGES AFTER THE MEB

Following the Board, the Secretary submits confirmed MCRF Reports to administrative staff responsible for marks inputting.  Changes to marks may need to be recorded for components of assessment or for the module overall using ‘Undo and Process’.  Where changes to component marks are required, the module result will be recalculated.  Any changes to component marks and grades for an individual module should be made first. The module result will be recalculated automatically.  Changes to the overall module marks and grades can then be made.

Sections 8.1-8.4 indicate the main changes following the MEB.  Please refer to the marks entry manuals for further guidance.  The latest versions can be accessed at www.northumbria.ac.uk/sitsmanuals 
8.1
Academic Misconduct (TP/TR)

The AM grade at component or module level indicates an allegation of academic misconduct that is under investigation or academic misconduct that is proven and awaiting a MEB decision.  Where academic misconduct is proven, the MEB is required to determine the overall mark that should be recorded and whether the module has been passed or failed.  This decision is taken for the module overall and relates to whether module learning outcomes have been met or otherwise.
For academic misconduct that is admitted or proven and there has been a MEB decision,
· the AM agreed module grade should be overwritten using ‘Undo and Process' with TP (to indicate the module has been passed despite the academic misconduct) or TR (if module learning outcomes have not been met). 
· the AM agreed grade will also need to be overwritten at component level by TP or TR.  As Student Module Record Forms (SMRFs) show component marks, this will ensure that the AM code is not reported on the SMRF.  For non-synoptic marking schemes, overwriting AM component grades by TP or TR will ensure that only TR graded components go into re-assessment if the module has been failed.

· the agreed module mark (or component mark) should also be amended, where the MEB has agreed a different mark. 
Where an allegation of academic misconduct is not proven, AM at component and module grade level should be overwritten using the ‘Undo’ process so that there is no indication of academic misconduct in the student record or on the PAB report.  

Where academic misconduct is still under investigation, the AM code should not be overwritten.  AM will therefore indicate either that the investigation is still underway or that academic misconduct is proven but the MEB is still to determine the outcome.
8.2
Technical Extenuating Circumstances (TECs)

Where the MEB has decided to impute a mark in recognition of the effect of TECs on the performance of student/s, any change required to the relevant component mark should be made and the TX grade overwritten with the relevant grade (normally P for a component mark of 40 or more (50 or more for level 7 modules), or R if the mark is 39 or fewer (49 or fewer for level 7 modules).  This change should be made to the agreed (rather than actual) mark/grade so that the marks history is preserved; with the TX grade remaining against the actual mark for the assessment component.  The overall module mark/grade will be recalculated automatically.  Note that on non-synoptic marking schemes (eg MOD2), where the module has been failed overall, failure to overwrite a TX agreed grade, will result in all TX components going into the re-assessment (RAS) process (irrespective of whether the affected component has been passed or failed).
8.3
BTEC Merit and Distinctions codes (M/D)
For any BTEC module where a student has been awarded a Merit or Distinction, an entry of M or D will need to be made in the module result column, if this has not been carried out before the MEB.

8.4
Other changes 
Other decisions made by the MEB may also require changes to the marks/grades, eg changes to the overall mark for a module following external moderation, or corrections reported to the MEB.  Changes following moderation should be made to the agreed mark/grade; corrections should be made to the actual mark/grade.

9.
PERSONAL EXTENUATING CIRCUMSTANCES SUB-COMMITTEE

A sub-committee of the Progression and Awards Board considers claims for personal extenuating circumstances (PECs) in relation to serious illness or personal trauma affecting assessment.  Claims must indicate which modules (and components of assessment) have been affected and be submitted in the relevant semester, or resit period.  Students should be informed of the outcome of a PEC claim (accept/reject) in writing.  
Any claims which are accepted by the sub-committee must be recorded on SITS at the module component level by overwriting the existing grade with either:

NP (non-submission due to PEC) where the student did not attend an examination or failed to submit work.  Note that the NP component code/grade is always associated with a mark of zero.
or
PX where work was submitted and there is a mark for the assessment component.

Note that it may be the case that every assessment component for one or more modules is affected by the PEC and either NP or PX should be entered for each component as appropriate. 
When component grades are changed in this way, provided that there is no academic misconduct in another assessment component on the same module, the overall module code/grade will normally be either:
· XI where module assessment is incomplete due to a PEC or 
· XR where the overall module mark is 39 or fewer (49 or fewer for level 7 modules) or
· XP where the overall module mark is 40 or above (50 or above for level 7 modules).  
	Note that:

· A student’s PECs are considered by the School owning the programme on which the student is enrolled (the ‘home’ School).  Accepted PECs will need to be recorded by administrative staff from the ‘home’ School against all modules including those that are owned by another School.

· PAB Reports will flag any modules in a student’s profile that have at least one component with an accepted PEC.  School administrators should have information on component marks and weightings to hand so that the PAB is able to determine the outcome; a version of the PAB Report which shows component marks is available for reference.

· The XI module code/grade highlights for the PAB that assessment on the module is incomplete owing to a PEC on one or more components – see guidance on non-completion relating to an approved PEC (section 4.2) 

· On non-synoptic marking schemes, where a PEC claim has been accepted for an assessment component that has been passed the overall module code/grade will be determined by the module mark and any code/grade for other components.  This means that XP will not be the calculated code/grade unless it arises from the code/grade for another assessment component on the same module.

· Where a pass/fail component is affected by a PEC, the overall module grade will be XR irrespective of the overall module mark.


10.
PROGRESSION AND AWARDS BOARD (PAB)

10.1
Function of the PAB
Section 4 of the Examiners’ Handbook defines the role and composition of the PAB.  The PAB is required, to the satisfaction of External Examiners, to ensure the impartial judgment of student performance on the basis of module marks as determined at MEBs.  These decisions are made according to the Assessment Regulations for Northumbria Awards (ARNA) and take account of the specific regulations governing the application of compensation and requirements for referral.  The PAB normally meets at the end of the academic year, and on another occasion to consider the results of referrals and deferrals, in order to: 

· Determine whether the student can progress to the next level of the programme.

· Determine awards and classification.

· Determine referral opportunities to which individual students are entitled. 

· Determine any compensation to be applied to module failure by individual students (for students referred in more than 20 credits, decisions on compensation will normally be deferred until the resit PAB).  
· Consider personal extenuating circumstances (previously accepted by the PECs sub-committee) in relation to the assessment profile of individual students.  In making decisions on PECs, PABs should take into account the Guidelines on non-completion of one or more assessment components (see 4.2).
· Consider MEB recommendations in relation to academic misconduct.
· Apply discretion for any technical extenuating circumstances (TECs) which could not be resolved at the MEB.
· Consider overall student performance by programme.  Programme statistics can be accessed from the SQL On-line reporting tool at http://gloucesterroad/Reports/Pages/Folder.aspx?ItemPath=%2fProgression+and+Awards%2fStatistics&ViewMode=List
· Receive External Examiner comment.

For each programme, the full profile of module results for each student should be available to the PAB but only cases defined as ‘exceptions’ in the pre-scrutiny process should be discussed.  Exceptions include students with PECs, where SITS is unable to recommend an outcome or an error has been identified, where a PAB decision in relation to academic misconduct is required, and any other exception agreed by the Chair.  
10.2
Personal extenuating circumstances (PECs)


For each student, the PAB considers the assessment profile, together with any personal extenuating circumstances approved by the PAB PECs sub-committee.  The PAB may decide to:

· give the student the opportunity to be assessed as if for the first time normally in the module but possibly in a component of assessment (deferral).  Note that this will depend on the marking scheme specified for the module offering.  Students offered a deferral opportunities should be advised that the mark for the deferral will count, irrespective of whether this is lower than the original mark.

· give a module pass, so removing that module from the classification/level calculation.  
Note that all assessment components must normally have been completed at first sit or resit for module pass to be awarded see section 4.2 Guidelines for non-completion of one or more assessment components.
· carry forward consideration of the circumstances to the final award Board.

· confer the award registered for, or an Aegrotat (unclassified) award.


In situations where modules are deferred, the overall calculation of a level average will be affected and therefore progression/award decisions should be deferred until retrieval results are known. 

10.3
Lower level awards 

If a student fails to complete an award, a lower level award may be given provided that the credit requirements and learning outcomes for that award, as specified at validation have been met.  Lower level award/s, if any, are specified for each Northumbria award in section 12 of ARNA.  For example, ARNA 12.13 indicates that Certificate of Higher Education and Diploma of Higher Education are the lower level awards from Honours degrees.  Certificate (60 Level 4 credits) or Diploma (60 Level 5 credits) can only be awarded as lower level awards on an Honours degree where explicitly validated in the programme specification and set up on SITS.  

Where students have insufficient credits for their award, SITS will calculate a recommended lower level award. 
School staff will need to:
· identify students who are eligible for a lower level award because they were eligible to progress to the current level but withdrew at the beginning of the current academic year (ie do not have a current enrolment record).
· identify any direct entrants to programmes who may not be eligible for the recommended lower level award (eg a direct entrant to level 6 of an Honours degree will not be eligible for a Diploma of Higher Education lower level award).
At the discretion of the PAB, higher level credit can be taken into account where there are deficiencies in the number of credits required for the lower level award.  

10.4
Role of PAB Chair

The Chair of the PAB is responsible for ensuring that the Board operates and functions in accordance with University regulations, as defined in section 4 of the Examiners’ Handbook, including:
Approving:

· representation from MEBs on PAB 

· attendance of representatives of professional bodies at the PAB
· cases identified as exceptions in line with the ‘by exception’ approach to PAB (see section 10.1)
Determining:

· dates on which the PAB will meet

Clarifying policy on:

· compensation and borderline module marks (noting University guidelines (section 4.1), how early resit results will be handled
· application of the effects of extenuating circumstances

· where undergraduate honours programmes comprise both compensatable and non-compensatable modules, whether non-compensatable modules are included in the compensation for failure regulations (ARNA section 12.13). 

10.5
Role of PAB External Examiner

The PAB External Examiner is required to: 

· Verify the standards of the University’s awards, and to ensure that its assessment processes are fair and fairly operated in line with the assessment regulations.

· Attend one meeting of the Board, normally the meeting held at the end of semester two. 

· Assist the PAB in the impartial judgment of students’ performance on the basis of their module marks as determined by the MEBs.

· Ensure that recommendations of the Personal Extenuating Circumstances sub-committee are fairly taken into account.

· Provide independent assurance that the University’s regulations are applied consistently and fairly.
10.6
Role of PAB Secretary

Before the PAB
· Ensure PAB membership is clarified and that all members (internal and external) are notified of the date, time and place of meeting and that travel and accommodation arrangements are in place for external members.

· Ensure that staff from any collaborative provision have been invited, or will be represented.

· Ensure that any approved representatives of professional bodies have been invited.

· Prepare and distribute PAB agenda, including structured list of programmes and agreed programme statistics.
· Agree with the Chair, cases identified as exceptions in line with the ‘by exception’ approach to PAB (see section 10.1)

· Agree with the Chair the format of the PAB Report required and ensure that documentation or (electronic presentation) is prepared to a consistent standard

· Ensure all attending and supporting administrative staff are clear on their role, particularly in relation to the recording and coding of decisions and subsequent input to SITS.

· Collate background information on agreed PECs and assessment component/s that have not been completed.  Collate documentation for External Examiner/s (PAB report template, concurrence form, fees/expenses claim forms).
· Determine how many sets of papers are required.

Other required documentation 

· Minutes of previous PAB or summary of Chair’s actions taken after the PAB.
· Recommendations from MEBs 

· Full background information in relation to personal extenuating circumstances (eg where components of assessment are affected rather than the module as a whole, information on component marks and weightings may be required to inform the PAB decision particularly where assessment component/s have not been completed as a module pass can not be awarded by the PAB under these circumstances).  Note that PAB Reports are available which show component marks.  The selection criteria for PAB reports enable a report to be produced of 0AB, 0NP, 0PX and 0LU assessment components via a drop-down menu under Progression/Award.
· Information on early resits.

At the PAB
· Record any amendments to individual module marks and grades for the appropriate module (eg indicate the application of compensation, module pass/disregard, 1st sit, option to retrieve etc.).  This will be a process where changes are by exception; in most cases no entry will be needed. 

· Record the PAB overall decision for each student.  This may simply be to agree the recommendation on the report.
· Record the outcome in non-standard cases, where the Board has exercised discretion (the initials BD could be used to indicate where this has happened).  Although space is limited, if there is any specific discussion on an individual student, this should be recorded on the PAB Report.  There may be a problem if discussion is extensive, or it may not be possible to write clear notes quickly, in which case the PAB Secretary should go through the PAB Reports after the Board and ensure that the record of discussions is intelligible.  A supplementary sheet with a more formal minute could be attached to the PAB Report for more complex cases. 

· Produce the written record of the PAB, which should consist of:

· attendance list

· signed External Examiner concurrence form/s (Appendix 4)
· formal PAB record, to include any issues raised and External Examiner comments

· annotated PAB Reports

· copy of all relevant result/pass lists

· list of issues arising from the meeting, ie recommendations to go forward, procedural issues etc.

11.
PREPARATION FOR THE PAB

11.1
PAB reports 

The PAB Report is the key document for PABs. It converts the presentation of results from module basis to student basis, showing the marks profile for each student.  Provided there is a marks record, the PAB Report can be produced using the SQL On-line reporting tool at any stage of the process for a cohort of students or an individual student provided. 
In terms of general features: 

a. PAB Reports are level based so can be used for FT and PT students, programmes with mixed levels and those with levels that span academic years

b. Marks for any trailed modules will be displayed if the previous level is included in the selection criteria. It will also be clear that the mark relates to the current academic year.

c. Each module is designated by its code and includes indication of level, size (ie number of credits) and the semester/academic year in which it was taken.

d. For each module the PAB report will show:

· original first sit (module) mark/grade 

· resit (module) mark/grade (where applicable) (or module mark/grade following deferral (section 15) or early referral (section 11.6)
· agreed (module) mark/grade.  

Note that:

· for first sit Boards, the original first sit mark will be the same as the agreed mark.
·  where referral/deferral has already been completed:
· the agreed mark will be the capped mark where the referral attempt has been successful or the highest failed mark where the referral attempt has been failed.  Additional processing prior to the first sit PAB is required where referral relates to ‘option to retrieve’ from the previous academic year or an ‘early referral’ completed prior to the end of the level (see sections 11.5 and 11.6 respectively). 
· if the module mark following deferral is higher, it will overwrite the first sit module mark and the same mark will be reported on all lines of the PAB report for the module (first sit, resit and agreed).  

e. if the module mark following deferral is lower, the agreed module mark will automatically be reported as the highest module mark, in this case the original first sit module mark.  As ARNA requires that the mark following deferral counts, even if lower, the agreed mark should have been overwritten in line with the module mark following deferral – the resit mark on the PAB report (see section 15).  Failed modules are highlighted.
f. Module status is designated as C (core), O (option) or NC (non-compensatable).
g. A module grade of XI, XP or XR normally indicates that at least one component has been affected by PECs.  A resit module grade of XI, XP or XR normally indicates that the referral attempt was affected by PECs.  The only exception to this is where there are two or more components of assessment and there is an allegation of, or proven, academic misconduct for one component of assessment when the module grade (AM/TP/TR) will be shown. 
h. Where assessment component/s have not been completed in accordance with the regulations, the module grade will be:
· IC where a student was absent from an examination or failed to submit coursework ie at least one assessment component on the module is graded AB
· IC where coursework was submitted after the published deadline without approval to do so ie at least one assessment component is graded LU
· XI where non-completion of assessment was due to an accepted PEC claim.
Exceptions to this are where there is an allegation of academic misconduct for another component in the same module when the module grade will be AM/TP/TR.  IC will not be the calculated module grade where another component has been affected by a PEC.
i. Normally all modules taken at the current level are shown.  Provided that the progression process has been run, the average calculation (which weights the agreed module marks by credit value) will also be shown.  Module results, credits taken and credits passed from previous levels can also be displayed by selecting the appropriate criteria.  The following modules are excluded:

j. Module offerings coded RP or W are excluded from the PAB Report.  RP is used to exclude one of the offerings when a module has been repeated.  W is used where the student’s original intention to start the module was not realised for some reason.
· Level average calculations for students on postgraduate programmes are based on level 7 modules only; any level 6 modules are excluded from the level average.
· If the level average calculation shown in the box on the top left hand side of the PAB Report is different from the same level average calculation shown on the right hand side with the recommended outcome, this normally indicates the need to re-process the module marks (the CSP process)
k. The level average is rounded up/down by the system in accordance with the requirements of ARNA.

l. Provide information on any module exemptions.
m. Do not include any student who has been excluded.

11.2
PAB report selection criteria

To appear on a PAB report, a student must have an enrolment record in the current academic year (SCE) and a module marks record (SMR) with at least one module.
Selection criteria include:

· Academic Year of cohort of students / student (drawn from SCE)
· Course (SCE)
· Route (SCE)

· Block and occurrence (eg 2 BN indicating programme stage, location of delivery and start month in accordance with SITS conventions)

· Level/s (one or more consecutive levels can be selected for the report)
· The facility to exclude withdrawn students

· The facility to produce a report for a particular student

· Progression or Award  (‘Do not display recommendations’ can be selected where PAB reports are being used to check student profiles prior to MEBs) 
· The facility to sort the order in which students appear (Surname is the default setting, but alternatively, reports can be sorted by progression outcome or recommended classification (depending on whether the progression or award report has been selected).) 
· A drop-down menu is now available which allows selection of particular recommended outcomes enabling PABs to focus on profiles requiring a PAB decision.

· A drop-down menu under Progression/Award is also available to provide a report on 0AB/0NP/0LU assessment components.  This will aid PAB decision-making where assessment components have not been completed (see section 4.2 for Guidance on non-completion of one or more assessment components).

Whilst the standard PAB report will suffice in most areas, reports can also be produced which display component marks.  These will be useful for reference at the PAB in relation to decisions on the effect of PECs.
Section 12.4 provides information on PAB Reports where students are taking up their ‘Option to Retrieve’ from the previous academic year.
11.3
Recommended Outcomes
ARNA rules have been built into SITS and are applied to generate recommended outcomes, which include the following:

· Award – where the student is eligible for an award

· Progress – where a student has met the requirements for progression to the next level of the programme, ie where the required number of credits at the appropriate level have been passed 

· Potential Progress – where a student may be eligible for progression provided that the PAB agrees to compensate up to 20 eligible credits from failed modules, ie modules that are not non-compensatable and for undergraduate programmes at intermediate stages, where a minimum mark of 30 has been awarded.  Note that advice from the Regulations and Frameworks Sub-committee is that compensation should be applied automatically by the PAB.
· Progress to Dissertation – where a student on a Level 7 programme has passed 120 taught credits and can progress to the dissertation.  Note that compensation by disregard of failure on postgraduate programmes is now non-discretionary.  If the number of failed credits does not exceed the number of credits that can be disregarded and the module mark is at least 30%, the recommended outcome will be Progress to Dissertation (see section 2.8).  
· Refer – where the student has met the level average progression requirement and has failed modules which cannot be compensated by the PAB and must be referred

· PAB Decision Required – In most cases the report will indicate why the PAB is being asked to look at the profile eg insufficient credits taken, AM, LA grades etc.
For undergraduate honours awards, reports show the award mark for each classification method (ie based on the averages from level 5/6 weighted 40/60 and the average based solely on level 6), and indicate the recommended classification.  They also indicate whether the recommended classification has been raised by application of the borderline regulations; Y will be reported where this is the case. An example of how this information will be displayed on the PAB Report is given below:

	Calculation Method
	Award Mark
	Borderline 

Applied?
	Recommended Classification

	40% Level 5 – 60% Level 6 
	67
	Y
	1 – First class

	Level 6 only
	71
	N
	1 – First class


If the classification has been reduced because of the number of failed modules, this will also be indicated.

	Calculation Method
	Award Mark
	Borderline 

Applied?
	Recommended Classification

	Option to retrieve 2/2
	54
	N
	3 - Third

	Option to retrieve 2/2
	51
	N
	3 - Third


Undergraduate Award PAB Reports for some Engineering degree programmes reflect an approved variation from ARNA whereby the averages from level 5/6 are weighted 30/70.
11.4
Checking PAB Reports before the PAB
For each programme, the full profile of module results for each student should be available to the PAB but discussion should focus on the cases defined as ‘exceptions’ in the pre-scrutiny process.  Exceptions include students with PECs, where SITS is unable to recommend an outcome or an error has been identified, where a PAB decision in relation to academic misconduct is required and any other exception agreed by the Chair.  PAB Reports should be printed at an early stage for checking so that this ‘by exception’ process can operate effectively at the PAB.  The facility was introduced in 2009/10 to drill down into module assessment information directly from the on-line PAB Report by clicking on the module code.
· Excluded students will not be included on PAB Reports by default. 

· Check that each student profile is correct/complete (eg that modules are not duplicated).  Note the action to be taken when modules are duplicated (see the bullet point below covering use of the RP grade) and also the action to be taken where profiles include modules which are at a different level from the level of the student (see section 10.1).
· Check for missing students (including those withdrawn, but eligible for lower level award).
· Check that module exemptions are shown on the report (note that for students admitted with advanced standing, the process for recording exempted credits ensures that these are displayed and the correct recommended outcome is generated
).
· Ensure that any missing marks, not identified at the MEB stage, are added.
· Resolve any LA codes, where possible.  (Note that following the PAB, Schools need to ensure that any outstanding LAs, go into re-assessment at the first attempt by overwriting the LA module result code with XR.)
· Check that all non-compensatable modules are identified on the report (NC) (including any project/dissertation modules that are non-compensatable by approved variation).  If non-compensatable modules are not identified as such, the SITS-generated recommendations may be inaccurate where the module has been failed.
· PECs accepted by the PECs Sub-committee must be recorded on SITS at the level of assessment component.  Where the assessment was not completed and the PEC claim has been accepted the new NP code should be entered against the mark of 0, otherwise the PX code should still be used.  Where PECs are deemed to affect the module as a whole, they must be recorded for all components of assessment.  The ‘home’ School (ie the School responsible for the programme) records accepted PECs for all modules affected including modules owned by another School.
· Ensure that all instances of non-completion of assessment components are clear using the new NP code with the mark of zero to indicate where non-completion of assessment is deemed to be for valid reasons (ie a PEC claim has been accepted).  Where an individual assessment component has been coded NP, the overall module grade will normally be XI (indicating incomplete assessment due to a PEC). In most cases, non-completion will be apparent from the IC and XI module grades displayed on the PAB Report but where there is academic misconduct IC and XI module grades will not be displayed and in such cases, annotation of PAB reports will be needed.  Note that a SQL report of 0AB, 0LU and 0NP assessment components has been produced which can be accessed from the Progression/Award drop-down menu when the standard PAB Report is produced.
· The level average calculation will be based on all module marks at that level.  If a module has been repeated and is duplicated on the PAB Report, overwriting the module grade by RP ‘closes off’ the unwanted record and ensures that that particular module offering does not appear on the PAB Report and does not contribute to the level average calculation.  If the student has chosen to repeat a module and has obtained a worse result, the School may decide in the student’s interest to overwrite the module grade for the current attempt with RP so that the best mark counts towards the level average. 

· Where undergraduate programmes have been validated to include credits at a lower (or higher) level (eg for programmes that include up to 20 credits of language options), these modules must be treated for the purpose of progression and award calculations as being at the same level as the student.  As the PAB Reports are level-based, the level of the module must be adjusted to the current level of the student.  Where the SMR has not been generated, this is done by overwriting the level of the module displayed on the SMO screen with the level of the student.  If the SMR has been generated, the mark and grade should be deleted in SMR via e-vision, the level should then be changed via SMO and the SMR re-generated. 

· Descriptive clarification may need to be provided, eg interrupted study.  Where modules have been failed, a lower level award may be recommended; Schools should check whether direct entrants are eligible for the lower level award recommended.
· For students taking up ‘Option to Retrieve’ referral opportunities from the previous academic year, see section 10.5 below.
· Where early has already taken place, see section 10.6 below.
· Ensure that marks are re-processed (CSP process) before reports are produced for PABs.

· Manual annotation may be required in situations where the recommended outcome on the PAB Report is misleading at the award stage of an Honours/Integrated Masters degree relating to the option to retrieve regulations:

· Where the student’s best average indicates Third class honours but 30 credits have been failed, the system is unable to generate the correct recommended outcome of Pass degree (with option to retrieve Third class honours).  The system- generated outcome is Third class honours and manual annotation is required to reflect the outcome under the regulations.  (NB Where the best average indicates Third class honours and 40 credits have been failed the correct recommended outcome (Pass degree) is generated.)  A similar situation arises on an Integrated Masters degree where the best level average indicates Second class honours lower division and 30 credits have been failed with manual annotation required to generate a recommended outcome of Postgraduate Certificate (with option to retrieve Second class honours lower division).  
· Where a student has failed no more than 40 credits but failed credits include module/s failed due to non-completion of assessment (or academic misconduct), the recommended outcome should be Pass degree (or Postgraduate Certificate on an Integrated masters degree) with the option to retrieve the honours classification indicated by the best level average.
· Where a student at the award stage of an Integrated Masters programme has failed the programme and has no further referral opportunities, if current learning permits, the student will also receive the appropriate undergraduate honours degree, classified on the basis of the best average mark (level 5/6 or level 6) and, provided at least 60 level 7 credits have been passed, a Postgraduate Certificate.  The honours classification will need to be calculated manually and, as the system does not allow a student to be awarded two awards in the same year, administrative staff should contact Academic Registry Customer Support for advice on how this should be recorded on SITS and on the generation of the transcript, parchment etc.
· Note that when an honours degree has been failed at the award stage and the student is eligible for the award of a Pass degree the average mark reported will be based on the best 60 credits.  This is also the case for a Postgraduate Certificate lower level award from a level 7 programme.  

11.5
Option to Retrieve from the previous academic year

· Where the student has completed the option to retrieve or referral attempt, OP/IC/TR module grade/s from the record in the previous academic year should be overwritten with RP so that the module is not duplicated on the PAB Report.
· The original first sit mark/codes should be generated via the SAS screen in the current record; a grade of R or IC will be calculated automatically but where module failure at first sit was due to academic misconduct, the R grade will need to be overwritten with TR. 
· The mark for assessment component/s attempted in the current academic year is then entered via RAS; the resit module mark/grade will be calculated automatically.  If the student has not attempted option to retrieve a mark of 0 should be entered with the AB grade. 
· The agreed mark/grade in RAS should be overwritten by the original mark from the previous year with the PR grade where option to retrieve has been successful or the FR grade where unsuccessful.  This will ensure that the recommended outcome is based on the first sit average and credits attained after completion of option to retrieve.
· Marks should be reprocessed.

· The PAB report will show

· original first sit (module) mark/grade (a grade of IC will indicate non-completion of assessment at first sit; TR will indicate failure due to academic misconduct)
· resit (module) mark/grade (ie the option to retrieve attempt)
· agreed (module) mark/grade (original mark and either PR/FR grade)
· correct recommended outcome based on first sit level average and credits attained after option to retrieve.
· See section 12.2.2 for the process to be followed after the PAB.

11.6 
Early referrals completed before the end of the level

· The agreed mark in the previous year should be overwritten in RAS with the first sit mark; the EP/EF agreed grade should be retained. 
· Reprocessing of marks will ensure that the recommended outcome is based on the first sit average and the credits attained.
· The PAB report will show

· original first sit (module) mark/grade 

· resit (module) mark/grade (ie the early referral attempt)

· agreed (module) mark/grade (original mark and either EP/EF grade)

· correct recommended outcome based on first sit level average and on number of credits passed after early referral
· See section 12.2.3 for the process to be followed after the PAB.

12.
AFTER THE PAB
12.1
Updating module marks and codes

Any changes required to module grades and marks must be made before decisions are entered.  The home School is responsible for these changes even where they affect module/s delivered by another School. 
The following codes can be used to manually overwrite the module grade:

	AD
	Flags a failed module that has been disregarded at the award stage of an undergraduate Honours degree or on a postgraduate programme.  No referral is required; the original mark is retained but the AD code ensures that credits are awarded for the failed module.  Note that compensation by module disregard is not permitted where all assessment component/s in the module have not been completed.  As a consequence of the change to the compensation regulations on postgraduate programmes, for students with an agreed outcome of ‘Progress to dissertation’ (or ‘Award’) and any failed credits in the profile, the module record must be updated after the PAB overwriting the agreed module code with AD, thus ensuring that students have a full credit profile.

	C
	Module is compensated and credit is awarded.  The agreed module mark must also be changed to 40; the first sit mark should be retained as this is still a valid mark.  Where module failure following an early referral attempt (ie before the end of the level) is compensated by the PAB, 40C must be entered in the RAS screen to ensure the marks history is preserved.  (Note that compensation on postgraduate programmes and at the award stage of honours degrees operates by disregarding the failed module, retaining the failed mark and using AD code above.)

	F
	Module has been failed.  This ‘closes off’ the module record eg when there is no referral opportunity for a module coded R or IC.  To ensure data quality, it is important that the records for all students with failed modules and no referral opportunities are ‘closed off’, including any students who have withdrawn during the academic year and whose marks profiles may not have been presented to the PAB.

	MP
	The PAB awards a Module Pass (normally this will be in recognition of extenuating circumstances, usually a PEC).  All assessment components in the module must normally have been completed for a Module Pass to be awarded (see section 4.2). 

	OP
	Used at the award stage of Honours or Integrated Masters degrees where a student has the option to retrieve the failed module to achieve the original classification based on the best average mark. (see section 12.4 below).

	TF
	Academic Misconduct - module has been failed. This ‘closes off’ the module record.

	XR
	Module is to be re-assessed as a deferral (or first sit).  Following the module result calculation process, XR is reported where the module has been failed overall with a PEC (ie the module mark is less than 40) but will need to be entered manually where the module has been passed with a PEC (ie the calculated result is XP) but the PAB decides the student has a deferral opportunity.  In exceptional cases, outstanding LA codes may not have been resolved prior to the PAB.  The LA code should then be overwritten by XR to ensure that the component goes into re-assessment at the first attempt.  


· With the exception of OP and XR, all of the above codes ‘close off’ the module record.
· Normally the only change to the module mark following the PAB will relate to the award of compensation.  The existing agreed mark/grade should be overwritten by 40 C.

· PAB decisions are recorded by the ‘home’ School against all relevant modules (including those that are owned by another School).
· Use of the RP code is not part of the updating process post PAB; but should be undertaken in preparation for a PAB when a module is duplicated on the PAB Report.  

· Please refer to section 11.4 for changes to module marks/codes arising from ‘Option to Retrieve’.

· Where the PAB offers an elective deferral to improve level average or award classification, the agreed module grade should be overwritten by XR.  However, if the student chooses not to undertake the deferral opportunity, the relevant module grade should be re-instated and the module marks re-processed.

12.2
Updating PAB decisions on progression/award

All changes to module marks and results must be made before the PAB decision is agreed or the recommended PAB Result is amended, if required.  A list of the main progression codes is given in section 12.3.  The PAB decision date should also be entered.  This work must be completed to the deadlines given in section 13.1.  Where the marks entry facility is not used (eg for validated programmes), there is a shortened process for entry of progression and awards decisions which is outlined in the SITS Progression and Awards manual available from 
www.northumbria.ac.uk/sitsmanuals  
12.2.1
Updating award decisions
The recommended or system calculated award or agreed classification will need to be amended where the PAB has determined a different outcome.  Where required, the actual award and/or classification can be selected on SITS from a drop-down list of possible awards/classifications. This list includes AEGROTAT which the PAB may recommend where it does not have enough evidence of the student’s performance to recommend an award and FAIL to be used for any students who have failed at the award stage and are not eligible for a lower level award. 
12.2.2
Updating post PAB for students completing Option to Retrieve from the previous academic year
· Academic Registry Customer Support should be contacted with a request to delete the existing award record (ie the reduced classification)

Where the student has successfully retrieved the original classification based on the first sit level average before the failed modules were taken into consideration 
· Once Academic Registry Customer Support has deleted the existing award record, Good Housekeepers can create the new award record in the current academic year the SITS CSP process can be rerun which should recreate the original SAWS record.
· Where an individual module has been successfully retrieved (ie the agreed mark is the first sit mark and the module grade is PR), a module mark of 40P will be reported on the SMRF and Transcript (or 50P on an Integrated masters degree)
· For any remaining failed modules, the agreed module mark should be either retained (or overwritten by the failed resit mark where this is higher); the FR grade should be overwritten by AD
· The average mark reported on the SMRF will be the highest first sit average mark (level 6 or level 5/6 on undergraduate Honours degrees, level 7 or level 6/7 on Integrated Masters degrees) unless a failed resit mark is higher than the first attempt. 

Where the student has failed to retrieve the classification and will be awarded the original reduced classification

· Once Academic Registry Customer Support has deleted the existing award record, the SITS CSP process can be rerun which should recreate the original SAWS record.
· The agreed module mark for all failed modules should be retained (or overwritten by the resit mark, where this is higher).  
· The agreed FR code should be overwritten by AD if the student has been awarded an Honours degree or retained if a Pass degree is awarded. FR will be reported as F on the SMRF/Transcript.

· Any modules passed following referral (and graded PR) will be reported as 40P (50P on Integrated Masters) on the SMRF/Transcript.

12.2.3
Updating for students with Early Referrals results following the end of level PAB
Where the PAB determines that the student was eligible for referral and the early referral attempt was passed
· the agreed mark/grade (ie the original first sit module mark and EP grade) should be overwritten using ‘Undo and Process’ with 40P unless
· the student is at the award stage of a programme when the agreed mark should be retained and the agreed grade should be overwritten by PR.  The SMRF/Transcript will report 40/50P where the PR grade has been used.

Where the PAB determines that the student was not eligible for referral and the early referral attempt was passed, the agreed grade (ie EP grade) should be overwritten with F.
Where the early referral attempt was failed
· The agreed grade (EF) should be overwritten with F; the agreed mark should be overwritten with the failed resit module mark where this was higher unless
· the module was compensated in which case, the agreed module mark/EF grade should be overwritten using the ‘Undo’ process with 40C or 

· the module was on a postgraduate programme or at the award stage of an Honours degree and failure was disregarded in which case, the agreed EF grade should be overwritten with AD; the agreed mark should be overwritten with the resit mark if this was higher than the first sit mark, otherwise the first sit mark is retained.
12.2.4
Awards with a different subject title

Note that awards are normally made with the designated subject title.  If for professional body or other reasons, an alternative named award is required, a Good Housekeeper will be able to manually amend the Award record (SAWS) For example, students on BSc (Hons) Social Work who fail to satisfy the requirements for an Honours degree, are not eligible for the Social Work named award but may be eligible for BSc Social Welfare if they have met ARNA requirements for a Pass degree.  Assurance will be required that the alternative subject title has been approved.  A process in this respect will be developed for 2012/13.
12.3
Progression codes
The following table provides information on the codes to be used where the PAB has agreed a different outcome for a student who is not eligible for an award, the systems implications of these codes and any follow-up action required.
Note that this is not an exhaustive list. Other progression codes have been set up, for example, where programmes operate under an approved variation order. A full list is provided in Appendix 5 of the SITS Progression and Awards Manual available at www.northumbria.ac.uk/sitsmanuals/
	CODE

Description
	NOTES
	SYSTEM ACTION WHEN DECISION AGREED 
	FOLLOW UP ACTION BY SCHOOL

where applicable

	CONT

Continue at same level
	Use for :

· PT students who have passed all modules taken but are continuing at the same level

· ‘spanning’ students at the end of the academic year

· students who are interrupting study.
(See also PGCONT)
	Creates next stage SCE record based on ‘next’ fields in SCE.
	

	CWC

Continue - work to complete/failed modules
	Use for:

· PT students continuing at the same level but with failed module(s) or work to complete in their profile.  

· Students completing deferrals in the next academic year
· Students taking up option to retrieve opportunities in the subsequent academic year.
	Creates next stage SCE record.
	· If student takes up any early referral opportunity, CWC must be overwritten by REF and re-agreed so that referral record is created.
· Use of OR at first sit will have created a resit SPI.  CWC is entered in the resit SPI creating a new SCE in the next academic year.

	DEF

Defer
	Use where the PAB has agreed that the student has deferral (first sit) opportunities in one or more modules.
	Creates a resit SPI and allows access to eLP until after the resits.
	Ensure the module code of XR is in place at marks entry so that the mark obtained at the re-assessment stage counts in full.

	FAIL

Fail – not permitted to repeat
	Use where the student has not met the requirements to progress with no referral or deferral opportunities and where the student will not be permitted to repeat the stage or does not have the right to repeat failed module(s). 
	Closes off SCE/SCJ/SPR records for student and marks record as failure.
	All failed modules must be correctly coded with module code F.


	CODE

Description
	NOTES
	SYSTEM ACTION WHEN DECISION AGREED 
	FOLLOW UP ACTION BY SCHOOL

where applicable

	FAIL REPEAT
Fail – may apply to repeat
	· Use where student has not met the requirements to progress but is permitted to repeat either the stage or the failed modules.

· Should not be confused with the RRP progression code where student at intermediate stage has passed at least 100 credits and has a right under ARNA to repeat the stage either at the first sit or Resit Board.

	None
	· If a student decides to repeat stage, the next course details should be updated on the SCE record and the School’s Data Champion should be approached to create the new SCE. 
· If student decides to repeat failed module/s, the next course details should be updated on the SCE record and the School’s Data Champion should be approached to create the new SCE.  Once the new record is created the student may need to have their SCE status amended to ER if they are classed as being on a reduced diet.
· If student does not apply to repeat stage / failed modules, the record will need to be closed off as a Fail.  If this is not done till after the HESA deadline, it should be processed as a Late Fail.  Refer to appropriate section in SITS Progression & Awards manual.

	OR

Eligible for Option to retrieve
	Use following PAB where a student at the award stage of an Honours/Integrated Masters degree is eligible to retrieve the original classification based on first sit average marks by resitting failed modules.
	Creates a resit SPI and allows access to eLP until after the resits.
	See section 12.4/14.3

	PDD

PAB decision deferred
	Use where there are outstanding module results eg allegations of academic misconduct are still under investigation.
	Creates additional SPI record in same year.
	· Enter appropriate progression code in new SPI record when PAB has made a decision.

· All deferred decisions should be resolved before 31 July so that student does not lose eLP access etc.

	PGCONT

Postgraduate continue
	Use for postgraduate ‘spanning’ students on programmes without a progression point who need to be ‘rolled over’ as enrolled (as long as the student enrolled in the previous period).
	Creates next stage SCE record based on ‘next’ fields in SCE. If the student did not enroll in the previous period, the new SCE will be created with a PE status.
	

	PROG

Progress (ie increment level)
	Use where the student has met all requirements to progress to the next level.
	Creates next stage SCE record based on ‘next’ fields in SCE.
	

	PROG_
DISS

Progress to dissertation
	Use where a Level 7 student has passed all taught modules and is eligible to progress to the Master’s dissertation.
	Creates next stage SCE record based on ‘next’ fields in SCE.
	Record spans into next academic year and student can be considered at Autumn PAB.

	PWC

Progress - work to complete/failed modules (includes placement)
	Use where the student is permitted to progress to the next level with outstanding work from the current level to complete.
	Creates next stage SCE record based on ‘next’ fields in SCE.
	· Trailed module will need to be attached to student module diet for next stage.  

· Module record for current academic year will need to be ‘closed off’ eg by using module code F.

	PY

Student on placement in current session
	Set up mainly for Built Environment programmes for use where student is on a placement year and is not required to pass the placement to progress to the next level.
	Allows access to eLP until Resit Board on basis of previous year SCE.
	

	RD

Refer & Defer
	Use where student has both referrals & deferrals to complete.
	Creates a resit SPI and allows access to eLP until after the resits.
	XR is agreed module code should be in place for any deferred modules so that mark obtained at re-assessment stage counts in full.  XR can also be used where late submission has been authorised and module result will be considered at Resit Board.

	REF

Refer
	Use for students who have referrals to complete to satisfy progression requirements.
	Creates a resit SPI and allows access to eLP until after the resits.
	

	RRP

Fail to progress – right to repeat stage
	Used at intermediate stages of undergraduate honours degrees:

· at first sit where students are not eligible for referral but have an average mark of at least 40% from the best 100 credits.

· at resit where students have passed 100 or 110 credits.  

Should not be confused with FAIL REPEAT where student may apply to repeat the stage.
	None
	· If student decides to repeat stage, a new enrolment record must be created via SCE with the same block/occurrence (ie stage not incremented).

· If student decides to repeat failed module(s), a new enrolment record must be created via SCE with the same block/occurrence (ie stage not incremented).  Relevant modules should be attached on SPR.


12.4
Option to retrieve
PAB Reports for Honours/Integrated Masters degree programmes will recommend a classification for each student provided that the award requirements are met.  On undergraduate honours degrees, the recommendation will be based on the best outcome to the student of either the Level 6 average or the average of the Level 5:6 average weighted 40:60 (following the application of the borderline rules, where appropriate).  On Integrated Masters degrees it will be based on either the Level 7 average or the Level 6:7 average weighted 40:60 (following the application of the borderline rules, where appropriate).  
Provided that no modules have been failed due to academic misconduct or non completion of assessment, the recommended classification will be reduced if the number of failed modules is equivalent to more than 20 credits.  The option to retrieve the original classification is offered where a student fails more than 20, and up to 40 credits.  
Where up to 40 credits have been failed including module/s failed due to academic misconduct or non-completion of assessment, ARNA requires that the classification be reduced to a Pass degree (or Postgraduate Certificate on an Integrated Masters degree) with the option to retrieve the honours classification.  The system generated recommendation cannot represent the regulations in this respect and PAB Reports should have been manually annotated in preparation for the PAB (see section 11.4).  
Where there is the option to retrieve:
· the agreed result grade for all individual failed modules should be overwritten with OP except where the module has been failed due to academic misconduct or non-completion of assessment when the first sit agreed grade of TR (academic misconduct) or IC (incomplete assessment) should be retained to ensure that the marks history is evident when the resit outcome is considered 
· the OR progress code should also be entered to indicate that the student is eligible to retrieve the classification based on the level average.  A separate Award list can be printed for students eligible for option to retrieve and students will be given a deadline by which they need to decide whether to take up the option to retrieve the original classification determined before the failed modules were taken into account (section 13.1).  Note that students whose option to retrieve opportunity includes module failed due to academic misconduct or non-completion will need to be manually added to the award list as their award will not have been generated at this stage.
If the student chooses to take the lower honours classification:

· the OP module grade should be overwritten by AD to indicate that the module failure has been disregarded in the final classification. 
· the marks should be re-processed and the original recommended award (the reduced classification) should be agreed. 
If the student chooses to accept a Pass degree, 
· the OP/IC/TR module grade should be overwritten by F
· where module failure includes IC/TR modules, the OR progress code will create a resit SPI record and comp should be entered and agreed

· otherwise the marks should be re-processed and the original recommended award (the Pass degree) should be agreed. 

In both scenarios, the Award list should be produced and sent to Academic Registry so that the student’s degree certificate can be released.  
If the student chooses to take up the option to retrieve, s/he will have to undertake resit/s to retrieve their original classification.  The resit/s will normally be taken at the next scheduled sitting of the module/s, which could be in the next academic year or within the normal referral timescale.  Modules designated OP will be included on referral MCRFs.

· Option to retrieve in the referral period is covered in section 14.3 of the Guide. 
· Where the option to retrieve is in the following academic year
· the OP/TR/IC module grade should be retained on the current record
· the OR progression code should be overwritten by CWC to indicate that the student is continuing in the next academic year with work to complete.  The student should be re-registered on the failed modules in the next academic year.
12.5
Results lists

Once the systems have been updated, results lists can be produced.  This will be done through SQL using similar selection criteria that were used to produce the PAB Reports.  The Award selection produces a list which identifies all passes; a list which identifies all referrals and deferrals; a list which identifies all students who have the option to retrieve their classification based on the award mark and a list (not for public display) which identifies all failures.  The final page of the Award selection will also list all students who currently have a queried SITS record.  Certificates cannot be produced for students with a queried record; guidance on the resolution of SITS queries can be found in the SITS Progression and Awards manual.  The Progression selection produces a list which identifies passes, referrals and deferrals (on the same list), and a list (again, not for public display) which identifies all failures.  
13.
INFORMATION FOR STUDENTS AFTER THE PAB

13.1
Anonymised results from the Progression and Awards Boards will be posted on appropriate notice boards within the University as soon as possible following the PAB and by no later than 26 June 2012 for awards and 3 July 2012 for all other results.  The results of the PABs should not be made known until officially published.  The deadline for final year students to confirm that they are taking up an option to retrieve classification is 13 July 2012.

13.2
Arrangements must be in place to ensure that students with referrals/deferrals receive retrieval information as soon as possible. Cross-school retrieval information should be posted by 29 June 2012 to All Public Folders/Academic Registry/Referral Deferral Information/2011/2012 and placed in the relevant School Folder, so that it can be accessed by other schools.
13.3
When all marks and results have been updated, Student Module Record Forms (SMRFs) can be printed.  The following grades will not be reported on the SMRFs or Transcripts:

FR, PR, TF, TP, TR, XP

P/R/F will be reported instead, as appropriate.  Where the PR code was used on the PAB Report, the module pass mark (40/50) will be reported automatically on the SMRF/Transcript. 

13.4
Note that for 2011/12, students progressing to the next level of their programme will access their results via MyNorthumbria as long as they have an Agreed SPI and the School has formally agreed for their students to view their SMRF online. This decision is taken at School level and can be actioned by the School’s Data Champion.  Results should be distributed to other students, with SMRFs and any retrieval information as soon as possible after the PAB.  Schools should give consideration to how this can be most effectively carried out.  
· Letters to students who have referral opportunities on failed module/s because they did not complete all assessment components on the module will need to explicitly state the consequences of non-completion of the referral attempt.  

· Some students may have the right under ARNA to repeat the stage on the honours programme.  They can also choose to suspend progression to repeat the failed modules.  Letters to students should explain the alternatives open to them and provide a deadline for students to respond.  
A range of standard letters has been created within SITS.  According to the letter type, these can be printed from either SPI or SAW.  
An information sheet has been produced for issue to students providing an explanation of component and module grades etc and references to ARNA regulations.  This is attached as Appendix 7 and can be accessed electronically from the website at http://northumbria.ac.uk/sd/central/ar/qualitysupport/assess/assproc/assdocstud/ 
13.5
Relevant academic staff should be available to provide advice and guidance to students when results are published.

13.6
In accordance with the Data Protection Act 1998, the University cannot withhold a student’s results.  Final year students who are classified as debtors are not considered at the PAB.  If the Board considers results in the normal way, the results are released to the student.  However, a debtor’s award certificate should be withheld until the debt is paid.

13.7
Awards Results lists should be sent to rg.certificates@northumbria.ac.uk to enable parchment printing.  Students who are either in the process of appeal against the Examination Board decision, or who have chosen to attempt to retrieve their classification, will appear on Pass Lists and will be entitled to attend the July Congregations.  The point of conferment of the award is at the Examination Board and not the Congregation.  If retrieval or appeal is successful then the Pass List will need to be subsequently amended, but the student will not be invited to attend a further Congregation.  Option to retrieve students will be included on a separate pass list.  When a student decides to accept a reduced classification, the Award list should be reprinted for the individual student/s concerned and sent to Academic Registry. 

13.8
Students receiving awards will also receive a transcript of all module marks contributing to their award (the Diploma) together with a Diploma Supplement which describes the qualification they have received in a standard format.
14.
THE REFERRAL PROCESS
14.1
Standard referral for progression on undergraduate programmes
First sit module marks are stored automatically on the system in a User Defined Field (UDF) and will be reported on PAB reports.  The resit mark should be entered at the component level via RAS; the module mark will automatically be calculated by the system.  The codes/grades that apply at initial marks entry will also apply to marks entry for referrals (see section 7.2/7.3).  Where the module has been passed on referral, the agreed mark will be capped at the module pass mark and it is this mark that will contribute to the new level average.  Where the module has been failed on referral, the highest failed mark will contribute to the level average.  
PAB Reports will indicate the first sit (module) mark/grade, the agreed resit (module) mark (before the capping has taken place)/grade and the agreed mark/grade (capped at the module pass mark where the referral attempt was successful.  The level average after referral has taken place will also be displayed.  
Following the Resit PAB  

· Where the Resit PAB agrees to compensate a failed module, the agreed module mark/grade should be overwritten by 40C via RAS.  
· Module records should be ‘closed off’ as appropriate ie any codes indicating a further referral attempt (IC, R, TR, etc.) should be reviewed and replaced (with F, TF etc.) as necessary.

· The recommended outcome should be agreed or amended, if required (see section 12.3 for the list of progression codes).  The PAB decision date should also be entered.
The SMRF will indicate the average mark after referral has taken place and either the capped module mark (40P) (where the referral attempt was successful) or the highest failed module mark.  

Please note that these are the standard arrangements under ARNA; local practice may differ in accordance with approved variation orders.

14.2
Referral on Masters programmes and at the award stage of undergraduate programmes (with the exception of option to retrieve)
ARNA indicates that award classification cannot be improved by successful retrieval of failed modules.  As for referral at intermediate stages, first sit module marks are stored automatically on the system in a User Defined Field (UDF) and will be reported on PAB Reports.
The resit mark should be entered at the component level via RAS and the module mark will automatically be calculated by the system.  The codes that apply at initial mark entry will also apply to marks entry for referrals (see section 7.2/7.3).  
Prior to the Resit PAB
· The agreed module mark/grade (this will be 40P or 50P where the referral attempt was passed) should be overwritten by the first sit mark and
· either PR where the module has been passed on resit
· or FR where the module has been failed on resit.  
Where this process has been followed, the PAB report will indicate:

· the first sit module mark/grade (stored in the UDF field)

· the actual resit module mark (uncapped)/grade

· the agreed mark and PR/FR grade – this should be the same as the first sit module mark
· the first sit level average.  
The system-generated recommendation will be based on the first sit level average and the number of credits passed after referral.
Following the Resit PAB
· The agreed module mark for all failed modules should be retained (or overwritten by the resit mark, where this is higher).  
· The FR code should be overwritten by AD where the failed module has been disregarded for the award.  Compensation is permissible at the award stage of some programmes (eg Foundation degrees); where the PAB has agreed to compensate the failed module, the agreed module mark/grade should be overwritten by 40C in RAS.  
· The recommended system calculated award or agreed classification should be amended where the PAB has determined a different outcome.  Where required, the actual award and/or classification can be selected on SITS from a drop-down list of possible awards/classifications.
The average mark reported on the SMRF (where selected) will be the first sit average mark (except where a failed resit mark is higher than the first attempt).  Modules that have been passed on referral (ie with PR module grade) will be reported on the SMRF and Transcript with the capped mark (ie the module pass mark, 40P or 50P, as appropriate); any remaining failed modules will be reported with the F grade (or in accordance with the agreed mark/grade entered following the Resit PAB).
14.3
Option to retrieve in the referral period
Following the first sit PAB, the agreed module grade will have been overwritten with OP to indicate that the student has the option to retrieve the failed module/s (see section 11.4).  There will be an automatic process whereby the failed first sit module mark/grade will be stored automatically by the system in a User Defined Field (UDF).  

The resit mark should be entered via RAS at the component level and the module mark will automatically be calculated by the system. The codes that apply at initial mark entry will also apply to marks entry for referrals (see section 7.2/7.3).  
Prior to the Resit PAB

To ensure that the recommended outcome is based on the first sit average:

· The agreed module mark/grade should be overwritten by the first sit mark and 
· either PR where the module has been passed on resit 
· or FR where the module has been failed on resit.
Where this process has been followed, the PAB report will indicate:

· the first sit module mark and OP grade (stored in the UDF field)

· the actual resit module mark (uncapped)/grade

· the agreed mark and PR/FR grade – this should be the same as the first sit module mark
· the first sit level average.
The system-generated recommendation will be based on the first sit level average and the number of credits passed after referral.
Following the Resit PAB:

· The agreed module mark for any failed modules should either be retained (or overwritten by the resit mark, where this is higher).  
· The FR code should be overwritten by AD where the student has been awarded an Honours degree or retained where a Pass degree (or Postgraduate Certificate on an Integrated Masters programme) has been awarded.  
· The recommended or system calculated award or agreed classification will need to be amended where the PAB has determined a different outcome. Where required, the actual award and/or classification can be selected on SITS from a drop-down list of possible awards/classifications.

Modules that have been passed (ie with PR module grade) will be reported on the SMRF and Transcript with the capped mark (ie 40/50P).  The highest failed mark and AD or F grade will be reported on the SMRF/Transcript.

14.4
Early referral

On a local basis, with the authority of the PAB Chair, early referral of modules can take place before the level has been completed and a progression point or award stage has been reached.  

Where students have completed an early referral opportunity, the actual resit mark should be entered with the appropriate code (EP where the referral has been passed; ER where the pass mark has not been achieved).  The automatic calculation process will result in a module grade of EP or EF (ie the module has been passed or failed following early referral).  

At this point, a SMRF can be produced without the level average to inform the student of the early referral result where this has been confirmed by the Examination Board. The PAB decision on progression or award will only be taken once the level of study has been completed.
15.
DEFERRAL


Under the assessment regulations, when a deferral opportunity is given, the student has the opportunity to be reassessed as if for the first time and the module mark counts in full.  The module mark following deferral counts even if it is lower than the first sit module mark.  SITS reports the highest module mark (first sit or following deferral) as the agreed module mark.

The mark for the deferred component/s is entered in RAS and the module result re-calculated.  
· Where the module mark following deferral is higher than the first module mark, the agreed module mark (and the mark stored in the UDF) will be the mark for the deferral attempt where this is higher than the first mark.  
· If, following deferral, the module mark is lower than the first sit mark (ie the actual resit mark displayed on the PAB report is lower than the agreed mark), the agreed mark in RAS should be overwritten with the module mark/grade following deferral (displayed on the PAB Report as the resit mark/code).
APPENDIX 1

Assessment and Progression Dataflow
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APPENDIX 2
PRINCIPLES FOR MARKING SCHEMES (MODULE AND COMPONENT ASSESSMENTS)

1.
GENERAL 

· All module availabilities have a mark scheme attached at the component and at the overall module level.
· Component schemes send signals (grades) to module marking schemes.
· Module marking schemes receive signals from components; only one signal (grade) is displayed against the overall module mark.  Where there is more than one signal being sent, the overall module grade is determined by the relative signal strength.  (The order of strength is W, AM, NP, PX, AB, LU, TX, LA, EP, ER, WD, GF, GP but AM is the strongest signal displayed on examination board reports.)  Note, however, that some of these grades do not send signals on every scheme.
· Re-assessment under SITS (RAS) covers referral and deferral

· Referral re-assessment is incremented at the module (rather than component) level (ie the full mark is entered for the component but a mark of 40/50 is assigned to the module if the module has been passed following referral).
· Deferral (first sit) re-assessment attempts (for PECs) are not incremented ie full mark assigned.

· There are three possible stages of the assessment process - the module/component result value is either Agreed or Complete (A), sent to Re-assessment processing (R) or Held because it has to be modified (H).  Academic Misconduct (AM) is the only grade which is held until a decision is reached at the MEB, or by Chair’s action on behalf of the MEB.

2.
COMPONENT MARK SCHEMES 

Information on the main schemes is provided below.  Other marking schemes have been set up (eg for HEFC, Law undergraduate provision and Accounting).
	COMP1/C5OSY
Component mark scheme with SYNOPTIC re-assessment; 
COMP1 relates to 40% pass mark (ie for modules up to and including level 6); 
C50SY relates to 50% pass mark (ie level 7 modules).
	· One form of re-assessment for module which tests all learning outcomes
· Agreed (ie complete) status for all outcomes except AM which is held – re-assessment status comes from module marking scheme (not component)
· AB, AM (held), NP, PX, EP, ER, LU, and WD send signals
· NP, PX and WD lead to different outcomes at module result stage:

· NP results in XI if no AM on another component 

· PX results in module passed with PECs (XP) or deferred (XR) 
· WD results in WF irrespective of whether module pass mark achieved overall
· Following MEB decision:
· AM component overwritten by TP or TR in accordance with agreed module outcome (ie TP agreed module grade then AM component grade overwritten by TP; TR agreed, then AM component overwritten by TR).
· TX component grade overwritten with P or R depending on whether passed or failed; mark may also have been changed. TX retained as actual grade to retain history.

	COMP2/C50NS
Component mark scheme with NON-SYNOPTIC re-assessment
COMP2 relates to 40% pass mark (ie for modules up to and including level 6); 

C50NS relates to 50% pass mark (ie level 7 modules).
	· If module failed overall, individual failed components are reassessed (ie referred or deferred).

· All components except those passed and AM which is held have an agreed status of R.

· AB, AM, NP, PX (< 40/50), EP, ER, LU and WD send signals.  

· Component with PX and mark above 40/50 will not go into re-assessment, so no signal sent.

· Following MEB decision:
· AM component overwritten by TP or TR in accordance with agreed module outcome (ie TP agreed module grade then AM component grade overwritten by TP; TR agreed, then AM component overwritten by TR).
· TX component grade overwritten with P or R depending on whether passed or failed; mark may also have been changed. TX retained as actual grade to retain history.


	COMP3

Grade only component scheme with synoptic 

re-assessment
	· One form of re-assessment for module testing all learning outcomes

· GF and GP are weakest signals but all codes send signals otherwise a GP and a second code would result in overall module pass. 

· All agreed status except AM which is held

· Following MEB decision

· AM component overwritten by TP or TR in accordance with agreed module outcome (ie TP agreed module grade then AM component overwritten by TP; TR agreed, then AM component overwritten by TR).
· TX component overwritten with GP or GF depending on whether passed or failed.  TX retained as actual grade to retain marks history.

	COMP4

Grade only component scheme with non-synoptic 

re-assessment

	· If module failed overall, individual failed components are reassessed (ie referred or deferred)

· All codes send signals (same as COMP 3).  

· GP, WD, EP and ER (except where used for early deferral attempt) have agreed (complete) status at component level

· Following MEB decision

· AM component overwritten by TP or TR in accordance with agreed module outcome (ie TP agreed module grade then AM component overwritten by TP; TR agreed, then AM component overwritten by TR).
· TX component overwritten with GP or GF depending on whether passed or failed. TX retained as actual grade to retain marks history.


3.
MODULE SCHEMES

Information on the main schemes is provided below.  Other marking schemes have been set up (eg for HEFC, Law and Accounting undergraduate provision).
	MOD1/M50SY
Module mark schemes with SYNOPTIC re-assessment
MOD1 relates to 40% pass mark (ie for modules up to and including level 6); 

M50SY relates to 50% pass mark (ie level 7 modules).
	· One form of re-assessment either deferral or referral – cannot be deferred in one component and referred in another 

· Must have at least one component with mark.  A grade only component will influence module grade eg GF component will result in referral module result irrespective of mark
· XI indicates at least one assessment component not submitted due to PEC (0NP). (PAB can only award MP if all assessment components completed (see 4.2).)
· XP =Module passed with PEC; XR= Module failed with PEC (equivalent to defer).  PAB decides whether these codes overwritten with MP, or in the case of XP, with XR if a deferral opportunity agreed.  
· IC module grade indicates assessment for the module has not been completed under ARNA (ie assessment component/s graded AB or LU)
· Following MEB, overall module grade overwritten for BTEC modules by M, D or for proven/admitted academic misconduct by TP, TR

· Following PAB, overall module grade can be overwritten by C, AD, MP, F, OP, TF (XR can also be used in exceptional circumstances to ensure mark at reassessment counts in full eg for outstanding LAs or where PAB offers deferral opportunity for module passed with PEC (XP))


	MOD2/M50NS
Module mark schemes with NON-SYNOPTIC re-assessment
MOD2 relates to 40% pass mark (ie modules up to and including level 6); 

M50NS relates to 50% pass mark (ie level 7 modules).


	· Referral (or deferral) dependent on overall module grade and individual component grade: 

· where module passed overall and all assessment components were completed, no re-assessment even for failed component/s

· where module failed overall, only individual failed components reassessed.  
· all components reassessed as referrals or deferrals ie combination not possible because determined by module outcome. XR=defer module grade - all failed components on module deferred irrespective of whether individual failed component/s are R or XR
· Where individual components of assessment must be passed, a qualifying mark can be specified against assessment component/s on the Module Assessment Body (MAB) record.  Where module pass mark met, QR grade reported and failed component will be sent into reassessment (RAS).

· Must have at least one component with mark.  A grade only component will influence module grade eg GF component will result in overall module referral but if mark overall is pass only GF component goes into re-assessment).
· XI indicates at least one component not submitted due to PEC (0NP) PAB can only award MP if all assessment components completed (see 4.2).

· No signal received from passed PEC component; XP is calculated code where module passed overall with failed PX component; XR where module failed overall with failed PX component.

· IC module grade indicates assessment for the module has not been completed under ARNA (ie assessment component/s graded AB or LU)

· Overall module result code can be overwritten for BTEC modules by M, D or following MEB by TP, TR.
· Overall module result can be overwritten following PAB by C, AD, MP, F, OP, TF (XR can also be used in exceptional circumstances to ensure mark at reassessment counts in full eg for outstanding LAs or where PAB offers deferral opportunity for module passed with PEC (XP))

	MOD3

Grade only scheme with synoptic re-assessment
	· No marks

· All components send signals – strongest appears as module grade.

· Ranking in order of signal strength (strong – weak) is:

AM (strongest), NP, PX, AB, LU, TX, LA, EP, ER, WD, GF, GP (weakest)

· Manual overwrites are same as MOD1/M50SY (except M,D)


APPENDIX 3
COMPONENT AND MODULE CODES/GRADES


GENERAL

· P (Pass) and R (Referral) grades are automatically generated by the system.
· Other codes/grades have to be entered.
· Unless the component is assessed by grade only (pass/fail), a mark must also be entered, a mark of zero would be used for AB, LA, NP, WD codes, for example.
· The following grades are used for assessment components:

W, AM, NP, PX, AB, LU, TX, LA, EP, ER, WD, GF, GP.
· These grades are listed in order of signal strength (AM is the strongest signal reported on SQL reports relating to the examination board process, and GP is weakest).
· Component schemes send signals; module schemes receive signals.
· Only one grade appears against the module result. 

· The signal strength is important only when a signal is being sent by the grade on the component mark scheme.
· If a module is receiving more than one signal, the overall module result grade depends on the strength of the signal, for example, where PX and AM signals are received from components, the module grade would be AM as this has a stronger signal.

	AB

Absent from exam/work not submitted
	· For all module mark schemes, AB sends signal resulting in IC module grade (unless another component in module is AM, NP or PX)
·  0 (zero) AB would be entered at component level at marks entry.  May be overwritten by PX for approved extenuating circumstances.

	AD

Module disregarded for award
	· Entered manually overwriting agreed module grade following PAB

· Used for modules disregarded at award stage on undergraduate honours degrees, Integrated Masters degrees and postgraduate programmes only
· Original mark retained, credit awarded

	AM

Academic Misconduct proven or under investigation
	· Strongest signal

· ‘Held’ status at component level and module level

· Overwritten at module processing stage by TP, TR (MEB) or TF (following PAB).  AM component grade will also need to be overwritten by TP or TR to determine re-assessment status for component and/or so that AM does not appear on SMRF
· AM to be replaced by appropriate code (normally P or R) for component and module if academic misconduct is not proven.
· AM grade indicates that misconduct is still under investigation or is proven but MEB decision needed

	C

Compensated
	· PAB has agreed that module can be compensated (ARNA 7.1/7.2/7.4)
· Agreed module grade is overwritten by C and a mark of 40 is assigned to the module

· Not used at award stage of Honours/Integrated Masters degrees or on postgraduate programmes (see AD above)

	D

Distinction (BTEC programmes)
	· Entered manually overwriting a P module grade for students on BTEC programmes achieving a module mark of 70 or more.  This is non-discretionary so decision can be entered, if required, before MEB.
· ARNA 12.5 (HNC) / 12.9 (HND)

	EF
Early referral attempt module failed
	·  Module grade only - arising through calculation of module result where there has been an early referral attempt
· Overwritten after end of level PAB with either :

· F if module failed or 

· AD if module failure disregarded on postgraduate programmes or at award stage of honours degrees  

· 40C if module compensated at intermediate stage of programme or at award stage of other programmes 


	EP

Early referral attempt passed
	· Module and component grade.
· EP is entered for the component where the attempt has been passed.  EP module grade indicates that the module has been passed following early referral.
· At the end of the level, the first attempt module mark counts towards the level average so that the PAB can determine eligibility for referral (ARNA section 5)

· Overwritten after end of level PAB with either:

· 40P at intermediate stages of undergraduate programmes

· PR on postgraduate programmes or at award stage of honours degrees. 

	ER

Early referral attempt component failed
	· Entered as component grade only for an early referral attempt.
· ER indicates that the early referral attempt has not been passed.
· The overall module grade will normally be EF on synoptic schemes.
· On non-synoptic schemes, the EP module grade will indicate the module was passed overall.

	F

Fail
	· Automatically calculated when referral attempt has been failed or entered manually following the PAB where the module has been failed and there is no referral opportunity in the current stage (eg where the progression average requirements have not been met).  The student may be permitted to re-register on the failed module in the next academic year.

	FR

Module failed on resit
	· Entered manually with first sit mark as agreed code when module has been failed on resit and original mark needs to be retained for level average and PAB decision ie 

· where student has failed module following resit/early resit opportunity at award stage of programme  

· where student has failed ‘Option to Retrieve’ opportunity

· Not used at intermediate stages of programmes
· If agreed failed resit mark is higher than first sit mark, this should be entered post-PAB so that highest failed mark is reported on SMRF/Transcript. Where module has been disregarded for award or compensated, FR code will be overwritten post-PAB with AD or 40C.  Otherwise, FR code is retained and will be reported on SMRF/Transcript as F.

	GF

Fail grade only component
	· Used for grade only component failed
· Only GP signal is weaker

	GP

Pass grade only component
	· Used for grade only component passed
· Weakest signal – where another component is coded AM, PX, AB, TX, LA, LU, EP, ER, WD, GP will not appear as the module result

	IC

Assessment incomplete
	· Module grade where one or more assessment components graded AB or LU
· If the module grade is IC at first sit and the student is not eligible for referral, the agreed module grade should be overwritten by F to ‘close off’ the record.

· Where there is an allegation of academic misconduct (AM) or personal extenuating circumstances (NP, PX) against another assessment component, the IC module grade will not be reported because these signals are stronger than AB and LU. 

	LA

Late approved


	· For all module mark schemes (ie except grade only), LA does not normally send signal.
· 0 LA entered at component level.
· LA would normally be overwritten either by a mark (and P or R code) or 0 PX if there are approved PECs.
· Following PAB, module grades should be overwritten by XR so that module goes into re-assessment as first attempt.

	LU

Late Unapproved
	· 0LU entered at component level.

· For all module mark schemes, LU sends signal resulting in IC module grade (unless another component in module is AM, NP or PX)

	M

Merit (BTEC programmes)
	·  Entered manually overwriting a P module grade for students on BTEC programmes achieving a module mark of 55-69.  This is non-discretionary so decision can be entered, if required, before MEB.
· ARNA 12.5 (HNC) / 12.9 (HND)


	MP

Module pass (PEC)
	· Entered manually overwriting agreed module grade following PAB

· Used for extenuating circumstances –module mark taken out of calculation of level average.
· Credit awarded
· Is reported on SMRF/Transcript as P.

	NP

Non-completion related to PEC
	· Entered with mark of 0 where non-attendance at exam or failure to submit coursework due to accepted PEC claim
· Only AM sends stronger signal

· Module grade will be XI, unless AM grade on another component

· See Guidance on non-completion of one or more assessment components (4.2)

	OP

Option to retrieve module
	· Entered manually overwriting module grade following PAB.
· Used for award stage of Honours/Integrated Masters degrees where student has option to retrieve original classification by retrieving failed modules (ARNA 12.13/18).
· OP would be overwritten by AD if student did not take up option to retrieve but was awarded an Honours degree; F would be used where student was awarded a Pass degree.

	PR

Module passed on resit
	· Entered manually with first sit mark when module has been passed on resit and original mark needs to be retained for level average and PAB decision ie 

· where module has been passed following resit/early resit opportunity at award stage of programme
· where student has passed ‘Option to Retrieve’ opportunity.
· Not used at intermediate stages of programmes.
· SMRF/Transcript reports module pass mark and P code.

	PX

Personal Extenuating Circumstances

(PEC)


	· Only AM and NP send a stronger signal

· For COMP1/C50SY, PX from the component sends a signal resulting either in XP (pass with PEC) or XR (defer). 

· For COMP2/C50NS, PX sends a signal if the mark is below 40/50 but does not if mark above 40/50.  If re-assessment required, this will be for all failed components.

For two equally weighted components on non-synoptic module scheme 


40PX + 60P = 50P no signal, module passed

30PX +40P = 35XR signal, defer PX component only in re-assessment*
35PX + 65P = 50XP signal, defer PX component only in re-assessment*

20PX + 30R = 25XR signal, increment attempt for module, both 
components in re-assessment as deferrals.
· For COMP3 and COMP4 (ie grade only schemes) PX sends signal.
· PAB determines whether XP or XR module grade retained or overwritten by MP (to take module out of level average calculation).
*however, PAB can award MP

	QR

Qualified refer/resit
	· Where an assessment component must be passed or a minimum mark achieved, a qualifying mark can be added to the MAB.
· Where the qualifying mark has not been achieved for assessment component/s but the overall module pass mark has been achieved, the module grade will be QR and the component/s concerned will go into reassessment (RAS).


	RP

Repeated module
	· Entered where a module has been repeated and is duplicated on the PAB Report. Overwriting the module grade by RP closes off the unwanted record and ensures that that particular module offering does not appear on the PAB Report and does not contribute to the level average calculation. 

· If the student has chosen to repeat a module and has obtained a worse result, the School may decide in the student’s interest to overwrite the module grade for the current attempt with RP so that the best mark counts towards the level average.

	TF

Academic Misconduct – module failed
	· Entered manually (overwriting the module result) where PAB determines there should be no referral opportunity eg where there are multiple cases of academic misconduct in the student profile or where level average marks have not been met for referral.

· F Is reported  on SMRF/Transcript

	TP

Academic Misconduct – module passed
	· Entered manually (overwriting the module and component grade of AM) where MEB determines module learning outcomes have been met and module passed.
· P is reported on SMRF/Transcript.

	TR

Academic Misconduct – module referred
	· Entered manually (overwriting the module and component grade of AM) where MEB determines module learning outcomes have not been met and referral is required.

· R is reported on SMRF.

	TX

Technical Extenuating Circumstances
	· For all module mark schemes (ie except grade only), TX does not send signal.  

· TX sends a signal for grade only component marking schemes.
· Following MEB decision, the code will normally be overwritten by ‘P’ or ‘R’ – this could be important for non-synoptic re-assessment schemes as a passed TX component would be sent into re-assessment if the module result overall is a referral; also for grade schemes where a module result of ‘TX’ would send the module into re-assessment.  

· TX signal on grade only schemes overwritten for module result by a stronger signal.  

· MEBs need to consider TX at component level.
· TX would not be relevant where a grade only component has been passed - GP should be used.

	W

Withdrawn before starting module
	0(zero)W entered for all module components where student has withdrawn from programme before starting particular module/s eg where student on Masters programme exits with PgDip lower level award at progression point, or whose original intention was to undertake the module but this was not realised for some reason.

· Sends signal with module outcome 0W

· Module/s coded 0W will not be displayed on MCRF, PAB Report, SMRF etc. and are excluded from level average calculation.

	WD

Withdrawn
	· 0 (zero)WD entered at component level where student has withdrawn having started the module.
· Sends signal but outcome at module level will always be fail (WF) irrespective of overall module mark because all assessment components must be completed to pass a module. 

	WF

Withdrawn – module failed
	· Module has been failed – no credit awarded.
· Outcome where 0WD has been entered for at least one assessment component.

	XI

Module assessment incomplete due to PEC
	· Calculated outcome for module with 0NP component/s and no academic misconduct 

· Reassessment will be deferral opportunity

· See Guidance on non-completion of one or more assessment components (4.2)

	XR

Deferred
	· Calculated outcome for module with failed mark and PEC.  

· Could be used in exceptional circumstances for deferral re-assessment opportunity where there are no PECs eg where LA is outstanding at PAB and component needs to go into re-assessment.

	XP

Pass with PEC
	· Module has been passed although there are approved extenuating circumstances.
· Provided all assessment components have been completed, PAB may decide to award MP with mark taken out of level average calculation or XP can stay on record to inform decision of subsequent PAB.

	X3

Exceptional third resit attempt in the current stage
	· Used in exceptional cases where the PAB has agreed a third referral attempt in the current stage to enable progression to the next stage of the programme without a break in study subject to satisfactory completion of the referral attempt.

· This decision is outwith ARNA regulation 5.7.2 which permits a student who has failed a resit/s at a non-final stage of his/her programme to suspend progression to repeat the failed module as if for the first time with a further referral opportunity available.


APPENDIX 4
STATISTICS 
Statistical reports are available via the SQL on-line reporting tool at 
http://gloucesterroad/Reports/Pages/Folder.aspx?ItemPath=%2fProgression+and+Awards%2fStatistics&ViewMode=List 
or via Report Manager 

http://gloucesterroad/Reports/Pages/Folder.aspx
Select Progression and Awards, then Statistics
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1.
Module and Component Statistics for MEB 

· Select MEB Stats – Module and Component Outcomes
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· Select Year, Module (ie module code), Period (eg SEM 1), Occurrence
· Use drop down box to Exclude (or include) Marks of Zero on report and Unconfirmed or Agreed Mark
· Click on View Report
An example of a report for a module with two assessment components is given on the next page:
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2. Module statistics by occurrence and route
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· Select Year, Module (ie module code), Period (eg SEM 1), Occurrence
· Use drop down box to Exclude (or include) Marks of Zero on report and Unconfirmed or Agreed Mark
· Click on View Report

The example below is an extract from the report.  It shows a tabular breakdown of average marks, % fail and % with module mark of 60% and above, together with a graphical presentation of the number of students in each mark band for the module as a whole and for each programme.  Only the first programme is shown.
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3.
Progression and Awards statistics for PAB

Use the links provided earlier to Select Progression and Awards, then Statistics, then PAB Outcomes Summary 

[image: image7.png]Home > Progression and Awards > Statistics > PAB Outcomes Summary Home | My Subscriptions | Hel

Year 20112 - School

Course ¥ rRoue
Block T [ ocourrence

Show Students? No - Enrolment Status €: Enrolled (most students),

‘Show Recommended or Agreed Outcomes  <Select a Value> ~+





· Select  Year, School, Course (ie Family Code), Route, Block, Occurrence
· Select Recommended or Agreed Outcomes (normally Recommended (pre-PAB), Agreed (post-PAB)) and Enrolment Status (normally E: Enrolled (most students)

· Click View Report
At intermediate stages of programmes, progression outcomes are reported as follows:
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At the award stage of programmes, recommended classifications are reported as follows:
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FOIP with DISTINCTION 1
FOIP with COMMENDATION 7
FOIP PASS 2
433

Total





APPENDIX 5

MEB CONCURRENCE TEMPLATE

Northumbria University

School:

MODULE EXAMINATION BOARD:

Date and time:

1.
The following External Examiner/s hereby confirm their attendance at the Module Examination Board and their concurrence with the ratification of marks/agreed marks:-


Name




Signature
2. The following External Examiner/s were unable to attend the Module Examination Board, and their concurrence with the ratification of marks/agreed marks has been obtained:-

Name

PAB/FINAL EXAMINATION BOARD CONCURRENCE TEMPLATE


Northumbria University

School:

Date:

1.
The following External Examiner/s hereby confirm their attendance at the PAB/Final Examination Board meeting and their concurrence with the Board’s recommendations:-


Name




Signature
3. The following External Examiner/s were unable to attend the PAB/Final Examination Board, and their concurrence with the Final recommendations entered on the Pass List has been obtained:-

Name

3.
The following External Examiner/s were not required to be in attendance at the meeting of the PAB/Final Examination Board


Name

APPENDIX 6

SITS

Good Housekeeping 
TABLE OF CONTENTS
Introduction 

Checking Assessment Patterns 

Making Modules Ready to Mark 

Setting up Marker Records 

Resetting SPI Records 

Deleting SPI Records 

Students with Incomplete SPIs Report 

Resetting SAWS Records 

Deleting SAWS Records 

Good Housekeeping Audits 
The latest version of the manual can be accessed from the SITS Manuals and Documentation web page: www.northumbria.ac.uk/sitsmanuals
APPENDIX 7

STUDENT MODULE RECORD FORM (SMRF) – GUIDE FOR STUDENTS, 2011/12
The Exam Board (PAB) decision is given in the top right hand corner of your SMRF.  Where the level average is shown, this has been calculated from the marks for individual modules and the number of credits each module contributes to the level of study.  It has been rounded to the nearest percentage using standard conventions (.5 and above rounded up to the nearest whole number, .4 and below rounded down).

Information on the modules you have taken in the level of study or academic year is also provided.  This includes the marks for each assessment component completed, the overall module mark result and grade, and the credits awarded.  Most modules and assessment components are marked on a percentage scale (1-100); some may be grade only (pass/fail).  Module marks are also rounded up or down to the nearest percentage.  The pass mark for undergraduate modules (up to and including level 6) is normally 40%; the pass mark for postgraduate modules (level 7) is 50%. From 2009/10, to pass a module you must have completed all assessment components and have achieved the module pass mark.

Your module marks have been calculated from the marks for individual components of assessment and their weightings (for example a student on a module assessed by an exam (weighted at 50%) and an essay (weighted at 50%) who has a mark of 60% for the exam and a mark of 50% for the essay, will have an overall mark of 55% for the module).  The following table gives information on component and module grades.  Please note that exceptionally, in confirming the module marks the Exam Board may have agreed that overall module marks be scaled either upwards or downwards; with no change to the component marks.  

COMPONENT AND MODULE GRADES

	Grade
	Description
	What this means
	Assessment Regulations for Northumbria Awards (ARNA)


	AB
	Absent from examination or non-submission of coursework
	Our records indicate that you did not attend an exam or that you did not submit coursework.  If this is not the case, you should contact your School Office as soon as possible.  
	1.5

	AD
	Module disregarded at award stage
	Your module failure has been disregarded and you have been awarded the module credits. The mark is unchanged.
	Honours/Integrated Masters degrees – 7.3; 12.13/18 Compensation for failure

Postgraduate awards – 7.5; 12.20-22 

	AM
	Academic Misconduct
	This is a temporary grade used when an allegation of academic misconduct is being investigated. 
	1.6; Appendix 1

	C
	Compensated
	Your module failure has been compensated.  The module pass mark and credit have been awarded.
	2vi; 7.1; 7.2; 7.4

	D
	Distinction
	You are on a HNC or HND or programme and have been awarded a mark of 70% or more for the module. 
	12.5 (HNC)

12.9 (HND)

	EF
	Early referral – module fail
	You have taken an early referral and failed the module.  The Exam Board has noted this but cannot make a decision until you have completed all modules at that level.
	5.6.2

	EP
	Early referral - pass
	You have taken an early referral and passed the component or module.  The Exam Board has noted this but cannot make a decision until you have completed all modules at that level.
	5.6.2

	ER
	Early referral –component fail
	You have taken an early referral and failed the component.
	5.6.2

	F
	Fail
	You have failed the module and have no referral opportunity.  No credits have been awarded.  The PAB decision will indicate whether you may repeat the level or the failed module/s. 
	5.7-8


	Grade
	Description
	What this means
	Assessment Regulations for Northumbria Awards (ARNA)


	GF
	Grade only component - fail
	You have failed a grade only component – see module grade for overall result.
	

	GP
	Grade only component - pass
	You have passed a grade only component – see module grade for overall result.
	

	IC
	Assessment incomplete
	You have not completed one or more assessment components in the module.
	1.5; 1.8; 3.1.2; 9.2

	LA
	Late approved
	You have approval to submit coursework after the set deadline.
	1.5; 1.8; 9.1/2

	LU
	Late unapproved
	You submitted coursework after the set deadline without approval.  Assessment for the module is regarded as incomplete.
	1.5; 1.8; 9.3

	M
	Merit
	You are on a HNC or HND programme and have been awarded a mark of 55% or more for the module.
	12.5 (HNC)

12.9 (HND)

	NP
	Non-submission with PEC
	Your personal extenuating circumstances claim has been accepted as a valid reason for non-attendance at an exam or non-submission of coursework.
	1.5, 10

	OP
	Option to retrieve
	You are at the award stage of an honours degree and have a referral opportunity to regain the classification based on either your level 6 average mark (or your level 6/5 average mark weighted 60/40, if this is higher).  You may also have the option to retrieve failed modules at the award stage of integrated masters degrees based on your level 7 or level 7/6 average mark weighted 60/40.  Your School Office needs to know whether you wish to take this up or whether you wish to accept the reduced classification which takes into account the credits at the award stage that you have failed.  
	5.4.1; 
12.13/18  - see Option to Retrieve

section

	P
	Pass
	You have completed all assessment components, passed the module and been awarded credit.
	2ii; 2iii; 3

	PX
	PEC
	Your personal extenuating circumstances claim has been accepted for this assessment component.
	10

	QR
	Qualified Refer
	You have achieved the module pass mark but have been referred in one or more failed assessment components as your programme regulations require you to pass each assessment component.
	3.1.3

	R
	Refer
	R component grade 

You have failed the component – see module grade for overall module result.

R module grade 

You have a referral (resit) opportunity.  The module pass mark will be awarded if you pass the resit.  
	2v

	TX
	TEC
	Technical Extenuating Circumstances have affected the component.
	11 

	WD
	Withdrawn
	You were recorded as withdrawn when this assessment was held.
	1.16

	WF
	Withdrawn - fail
	You have withdrawn, the module has been failed and no credit has been awarded.
	1.16

	XI, XR
	Defer
	You have a deferral (first sit) opportunity.  The mark for the deferral opportunity counts in full.  XI denotes that assessment for the module was incomplete.
	10.7ii

	X3
	Exceptional third resit
	The Exam Board has agreed to offer you a further resit opportunity.  Please note that this is only offered in exceptional circumstances.
	


Please contact your School Office if you require further information.
MAB audit 





Marks received from tutors





CSP run for progression recommendation (must be run again if agreed marks change)





Students added/removed to/from module lists, as appropriate








SMRs generated, if necessary





Actual component marks and relevant grades entered (LAs, TXs, etc.)





PABs held 


(make changes to marks as appropriate, then run CSP again) – except when student is at AWD stage as the first attempt average determines classification





If PECs accepted between MEB and PAB, actual grades change to PX or NP and module result must be recalculated





Markers set up  for e:Vision marking


(Good Housekeepers)








Marks calculated and agreed automatically





MEBs held then relevant grades entered (related to AM only, eg. TP/TR)





PAB decisions entered via CSP and awards defined, if appropriate





Modules made ready to mark


 (Good Housekeepers)











�  Approved by University Learning and Teaching Committee on 26 March 2007, minor revision approved April 2010.


�  Updated by Regulations and Frameworks Sub-committee on 8 March 2012.


� At its meeting on 29 November 2007 (Minute 07.51), University Learning and Teaching Committee defined ‘working days’ as any day when the institution was open.


� Approved by University Learning and Teaching Committee, 28 January 2008


� Approved by University Learning and Teaching Committee on 26 March 2007; reviewed April 2010


� Approved by University Learning and Teaching Committee on 26 March 2007, minor revision approved April 2010.


� Guidance notes for recording exemptions on SITS are available (refer to Enhanced Enrolment Manual)





� �HYPERLINK "http://northumbria.ac.uk/sd/central/ar/qualitysupport/assess/assproc/assdocstud/"��http://northumbria.ac.uk/sd/central/ar/qualitysupport/assess/assproc/assdocstud/�


� �HYPERLINK "http://northumbria.ac.uk/sd/central/ar/qualitysupport/assess/assproc/assdocstud/"��http://northumbria.ac.uk/sd/central/ar/qualitysupport/assess/assproc/assdocstud/�
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