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Section One

Introduction

This manual aims to provide guidance on the processing of examination results following the meeting of the Examining Board and to set out clearly the requirements and responsibilities of Schools, INSRV and Student Records Team to ensure that Interim Transcripts (Result Letters) are issued in a timely manner to students.
Students are able to view their results online and will receive an email from the Student Records Team when the letter is available to view.
For additional information regarding regulatory advice or entering and submitting of results please refer to:

· Examining Board Handbook 2010-2011 Postgraduate Programmes of Study. (This Handbook provides an overview on regulatory matters and advice on good practice for Examining Boards), available at http://www.cf.ac.uk/regis/ifs/handbooks/index.html
· For detailed guidance on Regulatory matters the Academic Regulations Handbook 2010/1 is available at http://www.cf.ac.uk/regis/sfs/regs/
· Exams Extracts – User Guide V7D issued in conjunction with this manual

(Schools using the Exam Extract should refer to this guide on the format of the files to be transferred to SIM and how to undertake the process.)
· SIMS Examining Board Processing Training Booklet 2010/1
(Schools inputting marks directly into SIMS should refer to this Booklet.)
· External Examiner Handbook available at http://www.cardiff.ac.uk/regis/ifs/exex/index.html

CONTACT DETAILS.
Should you have any queries or require further clarification after reading the contents of this manual please use the following contact details;

Phone
Cathay’s Park 


Heath Park

Extension 79555


For Schools with Trust extension numbers please prefix 




01798 79555
Email
Schoolrecords@cardiff.ac.uk 

If you have any comments or suggestions about future editions of this manual, we would be pleased to receive them and these can be forwarded in writing to Jane Collins in REGIS (collinsjc@cardiff.ac.uk).

1.1
SUMMARY OF IMPORTANT INFORMATION
The following provides a summary of changes in the 2010/1 Exam Results Processing Manual and also clarification of some procedures:
	NON COMPLETION OF MODULES/UNIT OF STUDY THROUGH UNAUTHORISED ABSENCE 


· New Module grades were introduced in the 2009/0 session, to aid the HEFCW return.  These grades were created to differentiate against those who had genuinely failed the module and those who had failed to engage with the module/unit or not attended.

· These grades must be used by Examining Boards for students with an unauthorised absence, i.e. no extension or extenuating circumstances. These students have not completed sufficient assessment to achieve the learning outcomes of the module/unit of study. 

· The module mark can be above 0.  For example, depending on the weighting of a module/unit of study, a student who has a mark of 30 for one element of a module but has 0 for the other element(s) can be returned with a module grade of XE, XI, XR, or XW, if the Examining Board decide that the student has not been in attendance sufficiently to achieve a pass mark overall for the module/unit of study and has not met the learning outcomes of the module.

· These grades must not be used for students who have authorised absences due to extenuating circumstances.
	SECTION 4, PAGE 22

	MASTERS STAGE DISSERTATATION RE-SUBMISSION STUDENTS 

Students normally resit externally but please note that overseas students who have entered the UK on a student visa must return home if they are an external student and the University have an obligation to report them to UKBA. 

The only reason for a candidate not to return to their home country is if the School decide on academic grounds that he/she is required to remain in the UK e.g. the candidate needs to use laboratory facilities.  These students must then be returned as internal resit students.

Schools are reminded that monitoring procedures must be in place to ensure students are engaging with the programme of study.  For students who fail to meet these requirements, Schools should invoke the Failure to Engage procedure.


	SECTION 5.3, PAGE 31


	FEES FOR POSTGRADUATE STUDENTS 

Taught Stage resit students 

External resit students must pay an administration fee of £100 when 
registering as an external student,

Internal resit students must pay a fee pro-rata depending on the number of modules/units of study they are studying.  This fee is calculated by the Finance Department.

Masters Dissertation Stage resit students

External resit students must pay an administration fee of £116 when registering as an external student.

Internal resit students must pay a fee of 1/4 of the overall fees for the programme
	

	EXAM RESULT TRANSFER EXTRACTS 

All the exam result transfer extracts now have an additional parameter to enable the report to be run by individual student number.  Please note that It is important to enter the student number as 0982345 and not 0982345/1. 

It is very important to extract the data using these extracts at least 3 weeks before the date of an Examining Board to validate the data and ensure that the reports are bringing up the correct students with their modules.  If any data such as a student or a module is missing from the extract you will be unable to upload the exam results.

It is not possible to amend the exam result extract manually.  If the data is missing from the extract then you will not be able to upload the data into SIMS.

Therefore you must email schoolrecords@cf.ac.uk immediately so that we can investigate and if modules are missing from SIMS then you should also return a Late Changes proforma so that the module(s) can be added to SIMS.  Use the Subject Heading of Missing Data from Exam Extract and insert the date of the Examining Board.

Amendment of Error Message Emails Sent to Schools

There have been many queries regarding how to interpret and/or open some attachments to exam extract error reports.  Please see the Exams Extracts – User Guide V7D which is issued in conjunction with this manual for clarification on these error reports.  

Masters Dissertation Results

The extract reports have now been updated so that Schools are able to upload dissertation results and awards.  Please note that when you run the exam extract report you must input the following in the Year of Study (Prompt 7. Enter value for Year of Study or % for all:):

D for standard full time and part-time masters’ programmes that commence in September or October.  

D2 for non-standard masters’ programmes that commence between November to August.

If the required students do not appear on the extract please email Student Records with a subject heading of Urgent Exam Extract Query: Master’s Dissertation Results.

Please ensure that you run this extract well in advance of the examining board to check that all the correct data is appearing on the report.
	SECTION 6.4, PAGE 31-32


	KEY DATES AND SCHEDULES OF ACTIVITY 2010/1

A summary of updated information on all the key dates and important deadlines for processing exam results for students and for Graduation.  


	SECTION 3, Pages 13-17



	UNFAIR PRACTICE

Any queries regarding Unfair Practice should be referred to Student Case Services in REGIS on extension 76628.

Please note that once an Unfair Practice case has been held executive action must be taken by the Chair of the Examining Board and an exam result schedule returned to Student Records so that a letter can be issued to the student.


	SECTION 5.10, PAGE 35

	ERASMUS, SESSIONAL AND OCCASIONAL STUDENTS

Diets have now been created for all non-degree programmes which will enable the accurate recording of marks on SIMS.  Schools should now upload marks for these programmes and formal transcripts can then be issued to confirm the outcome of the Examining Board. 

Results for Erasmus students should be input / uploaded to SIMS in line with the deadlines circulated by CAIRD.

These results should be submitted in the same format as for all other programmes and years.  

Please note that it is the responsibility of the Home School to return results for all modules taken by a student on the Exam Board Result Schedule, even those taken in another academic school.

	

	FAIL CODES FOR MASTER’S DEGREE STAGE ONLY

Please see this section for advice on the return of masters’ dissertation results as the progression codes are different to the ones that you return for taught stage results. 

RN (Fail by non-submission– resubmit within 6 months of the original submission date)

RR (Fail – resubmit within 6 months of date of interim transcript)
	SECTION 4.3, PAGE 27

	GRADUATION AND DEBTORS

Students with an educational debt greater than £30 will not be included in the presentation lists for the Awards and Progress Committee until the debt has been cleared.  

Students eligible to graduate are advised to ensure that they have cleared all debts to the University no later than Monday 23 May 2011.  However, if a debt is incurred during the examination period, Schools should ensure that these fees are communicated to both Finance and students as soon as possible to enable them to graduate this year.
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Section Two

Roles and Responsibility:
Exam Result Processing 
2.1
STUDENT RECORDS RESPONSIBILITY

SIMS Users
· Student Records will issue Business Objects reports to Schools annually with the current Award and Progression rules as held on SIMS, to request confirmation that they are accurate for the current session.

· Changes to Award and Progression rules reported to the Student Records Team will be annually updated on SIMS.

· An annual review of Exam Processing users in each School to ensure that colleagues have the required access to process results on SIMS.

· Student Records will provide support to Schools using SIMS to input and calculate progression and award rules, but will not undertake the processing for Schools.

· Training to Schools using SIMS to calculate Award and Progression will be provided in April and May.

Exam Results Extract 
· An annual review of exam processing users in Schools will be undertaken in January/February of each year to confirm list of users and IP addresses for the upload of marks to SIMS using the exam results extract.

· Examining Board training will be provided in March/April to all Schools in conjunction with INSRV, who will provide training on the Exam Result Transfer Extract.
· Student Records will provide support to Schools using the Exam Result extract but will not undertake to input marks on behalf of Schools.

Student Records Responsibility for All Schools

· A Schedule of Activity will be circulated to Schools in April to confirm the Examining Board dates and deadlines for the submission of results to Student Records.

· Results will not be processed until a hard copy of the Results Schedule has been received complete with Awards & Progress Committee Pro-Forma and an Examining Board Checklist.
· Upon receipt of the Result Schedule, Student Records Team will check SIMS to confirm that results have been uploaded.  Results cannot be processed until the results have been agreed or uploaded to SIMS.

Student Records Responsibility for All Schools

· Validation exercise will be undertaken to ensure that the data submitted to SIMS corresponds to the hard copy of the Result Schedule received.  

· Any discrepancies identified between the data on SIMS and the marks entered on the Result Schedule, the Student Records Team will amend the marks on SIMS to reflect the data entered on the hard copy of the Result Schedule.
· Will contact Schools by email within 3 days of receipt of the hard copy of the result schedule with any discrepancies which cannot be rectified by the hard copy of the results schedule.  A Student Records Exam Queries proforma will be attached to the email and this must be signed by the Chair of the Examining Board or nominee and returned to Student Records.
· Students will receive official notification of their results from the Student Records Team within 5 working days from the receipt of the result schedule.  This is subject to the results being uploaded/agreed on SIMS and validation has not identified any errors and there is no missing documentation.
· Exit award qualifications will be input to SIMS by the Student Records Team, and must be clearly marked on the hard copy of the result schedule sent to Student Records. These cannot be returned via the Exam Result Transfer Extract.
· Student Records will send confirmation of the awards agreed to Schools to ensure accuracy before submission to the Awards and Progress Committee.
2.2
SCHOOL RESPONSIBILITY
SIMS USERS

· To confirm and sign off on an annual basis the award and progression rules for their programmes, highlighting any changes to the rules and confirming the re-sit methods of assessments.

· There must be a minimum of 2 colleagues per section within a School or 2 colleagues per School dependant on size who are able to undertake exam processing on SIMS.

· Colleagues within Schools must be available during the Spring and re-sit period to resolve queries and undertake the exams processing.

· The following processes must be undertaken by the School:

Pre Examining Board
· Enter all marks via web mark entry for current year and also for previous years if external students
· Calculate all module marks to Actual

· Run CSP to calculate actual progression and Award

SIMS USERS

Post Examining Board
· Confirm all module marks from Actual to Agreed, through TMR, SAS and RAS for current year and also for previous years if external students

· Run CSP to confirm the progression and awards.

Exam Results Extract 
· Any changes to Exam users and IP Addresses post review by Student Records must be submitted to Student Records a minimum of 14 days prior to the first upload of marks to SIMS.

· There must be a minimum of 2 colleagues per section within a School or 2 colleagues per School dependant on size who are able to upload the marks to SIMS using the Exam Result Extract and SSH.

· Colleagues within Schools must be available during the Spring and Re-sit period to resolve queries and upload marks to SIMS using the Exam Result Extract and SSH.

· Data must be submitted in the format described in the Exams Extracts – User Guide V7D.

Generic Responsibilities

· Schools are responsible for notifying Student Records of any changes to Examining Board dates and an email should be sent to schoolrecords@cardiff.ac.uk regarding any changes with appropriate subject heading i.e. Change of Exam Board Dates.
· Results should be received in Student Records via:-

· Annotated hard copy of the Exam Board Result Schedule within 3 working days from the date of the Examining Board.

· Results should be uploaded to SIMS via:-

· Exam Result Transfer Extract 

or
· Input directly to SIMS

· All module/unit of study marks and grades undertaken by a student must be input to SIMS by using the Exam Result Transfer Extract or inputting directly to SIMS.  
Generic Responsibilities
· A Year result (progression code) for every student registered on a programme of study and award details (Classification) where applicable must be input to SIMS by using the Exam Result Transfer Extract or inputting directly to SIMS.

· All Examining Boards must complete an Examining Board Checklist signed by the Chair and External Examiner(s) and returned to Student Records with the hard copy of the results schedule and Awards & Progress Committee Pro-Forma.  Results can not be processed until this documentation has been received.
· Chairs of Examining Boards should no longer sign the hard copy of the results schedule.  By signing the Examining Board Checklist this will now replace the signing of the Result Schedule.
· If an Examining Board changes a student’s mark due to an arithmetical or transcription error after the results have been submitted to Student Records, the Chair of the Examining Board or his/her nominee (the nominee notified to Student Records) must complete the Pro-Forma in Appendix 3, specifying the reason for the change.

· A Year Result (progression code) and award details (Classification) must not be returned for Unfair Practice students until the outcome of the case is known. 
· A separate hard copy of a result schedule must be sent to Student Records once the outcome of an Unfair Practice case is known.
· Award details must not be submitted for fail or absent students, for example if the student is required to be reassessed in a module/unit of study.

· Where marks are not given for a module/unit of study only grades a mark of 0 should be returned with the grade to be uploaded to SIM. The upload to SIMS will only work if a mark and grade is returned, if only grades are returned then an error message will be sent to the named contact in the School.
· Study Modules

Where study modules/units of study appear on a programme there is a requirement for Schools to confirm that the student has successfully completed those elements of the programme of study.  These results must be returned as 0 PM if successful.

· Joint Honours programmes (Other than the Humanities Composite Examining Board programmes) must ensure that the results are returned within 3 working days from the date of the Examining Board.

· The Home School for joint honours programmes must return all marks for that programme on one results schedule, not one result schedule per joint honours subject.

Generic Responsibilities
· The Home School for a programme must ensure that free-standing modules/unit of study taken within other Schools are returned on the hard copy of the result schedule sent to Student Records.

· That queries received from Student Records are resolved within 3 working days from the date of the original notification.

· Confirm that the Awards reported to the Awards and Progress Committee are accurate.

2.3
INSRV RESPONSIBILITY

· Will provide support to Schools on the transfer of data to SIMS using SSH and Business Objects.

· Hands on Training will be provided on how to use the Exam Results Extract in Business Objects.

· Co-ordinate with Student Records on the updating, testing and publication of Examination reports prior to the Examination period.
· Will co-ordinate with Student Records to provide annual training to School on the whole process from Examining Boards to submission of results via Business Objects and SSH.
Please note that any delay in the submission of results to SIMS and Student Records will delay the issue of results letters to students and if applicable their recommendation to the Awards and Progress Committee.  This is also the case if queries are not resolved in a timely manner.
Section Three

Deadlines for Return of Results and Graduation
3.1
Examining Board Schedule of Activity 2010/1 for Modular Postgraduate Programmes which commence in September or October.
	Wednesday 15 December 2010
	Results to be submitted to Student Records Team and SIMS for February Awards and Progress Committee

	Monday 10 January 2011
	Awards and Progress Committee report generated for February

	Wednesday 2 February 2011
	University’s Awards and Progress Committee 

	Monday 28 February 2011
	Results to be submitted to Student Records Team and SIMS for March Awards and Progress Committee

	Monday 14 March 2011
	Awards and Progress Committee report generated for March

	Monday 21 March 2011
	University’s Awards and Progress Committee 

	Wednesday 27 April 2011
	Results to be submitted to Student Records Team and SIMS for May Awards and Progress Committee

	Monday 9 May 2011
	Awards and Progress Committee report generated for May

	Wednesday 18 May 2011
	University’s Awards and Progress Committee

	Wednesday 1 June 2011
	Deadline for all Master’s results to be received by REGIS to enable attendance at Graduation

	Wednesday 8 June 2011
	Awards and Progress Committee report generated for June 

	Wednesday 15 June 2011
	University’s Awards and Progress Committee

	Friday 17 June 2011
	End of Spring Semester Examination Period.

	Friday 1 July 2011
	Results to be submitted to Student Records Team and SIMS for July Awards and Progress Committee

	Thursday 7 July 2011
	Awards and Progress Committee report generated for July

	Wednesday 13 July 2011
	University’s Awards and Progress Committee

	Monday 18 July 2011

Tuesday 19 July 2011

Wednesday 20 July 2011

Thursday 21 July 2011

Friday 22 July 2011
	Graduation Ceremonies

	Monday 1 August 2011
	Publication of Re-sit Examination Timetable

	Monday 15 August to Friday 26 August 2011
	Re-sit Examination Period.

	Monday 26 Sept 2011
	Enrolment Week



	Results to be submitted to Student Records Team:
	Date Report Generated:
	Award Committee Date

	Monday 18 October 2010
	Monday 1 November 2010
	Monday 8 November 2010

	Wednesday 15 December 2010
	Monday 10 January 2011
	Wednesday 2 February 2011

	Monday 28 February 2011
	Monday 14 March 2011
	Tuesday 21 March 2011

	Wednesday 27 April 2011
	Monday 9 May 2011
	Wednesday 18 May 2011

	Wednesday 1 June 2011#
	Wednesday 8 June 2011
	Wednesday 15 June 2011

	Friday 1 July 2011
	Thursday 7 July 2011
	Wednesday 13 July 2011

	# Deadline for the Receipt of all Masters results for attendance at Graduation


	Friday 1 June 2012
	Deadline for all Master’s results to be received by REGIS to enable attendance at Graduation

	Friday 15 June 2012
	End of Spring Examination Period

	Monday 16 July 2012

Tuesday 17 July 2012

Wednesday 18 July 2012

Thursday 19 July 2012

Friday 20 July 2012
	Graduation Ceremonies

	Monday 30 July 2012


	Publication of Re-sit Examination Timetable 

	Monday 13 August 2012

to

Friday 24 August 2012


	Re-sit Examination Period.

	Monday 24 September 2012
	Enrolment Week


3.3
Examining Board Schedule of Activity 2011/2.
3.4
CRITERIA FOR INCLUSION IN THE AWARDS & PROGRESS COMMITTEE REPORT.
All Awards recommended by an Examining Board must be conferred by the University Awards and Progress Committee before Certificates and Transcripts can be issued.

Students who have an educational debt greater than £30 will not be included in the presentation lists for the Awards and Progress Committee and will only be included in the presentation lists once the debt has been paid. 
Students eligible to graduate are advised to ensure that they have cleared all debts to the University no later than Monday 23 May 2011.  However, were a debt is incurred during the examination period, Schools should ensure that these fees are communicated to both Finance and students as soon as possible to enable them to graduate this year.

Dates remaining for the Awards and Progress Committee for 2010/1 can be found on Page 15 of this manual and at http://www.cf.ac.uk/graduation/index.html

3.5
AWARDS AND PROGRESS COMMITTEE DATES
The dates for the Awards and Progress Committee for 2011/2 have not be agreed at time of printing and once agreed will be distributed separately to Schools.

3.6
ATTENDANCE AT GRADUATION

Postgraduate students will only be invited to Graduation in July on the following basis:

1. all documentation has been received in Student Records by 1 June 2011
2. the student has been recommended to the University’s Awards & Progress Committee

Students will no longer be able to clear their debt a day before graduation to enable them to attend. 
Section Four

Recording Exam Results
The Examining Board shall:

· consider the performance of each student in each module/unit of study;

· determine the module/unit result, year result (progression code) into the next Stage/year of study;

· and, if applicable, determine classification (award details) for the Stage/year.  

4.1
MODULE/UNIT OF STUDY RESULTS
The Examining Board shall consider the performance of each student in each module/unit of study, and determine the module/unit result, year result (progression code) into the next Stage of study and if applicable classification (award details) for the Stage.  

Marks must be returned as a percentage e.g. 65, 34.  Marks which are returned with a decimal place e.g. 65.5 will not be uploaded and an error message will be sent to the School contact.

The mark and grade must be returned via the Exam Result Transfer Extract or input directly to SIMS and on the Exam Board Result Schedule.  

N.B Programmes that do not assign marks to modules/Units of Study must enter 0% and the appropriate grade on the Exam Result Transfer Extract.  

Failure to do so will result in the Exam Result Transfer Extract being rejected when uploaded into SIMS, which in turn will cause delays in Student Records being able to process the results and issue result letters to students.  

The following grades are to be used when submitting module/unit of study results. 

Passed Module/Unit of Study
	Grade
	Decision

	PM
	Passed the module/unit of study

	PC
	Pass Awarded Credit or unit of study (Candidate has passed the module/unit without achieving the required pass mark/grade)

	PR
	Required to be re-assessed in the module/unit of study during the next session should only be used for non-modular programmes.


Failed Module/Unit of Study
Where candidates have failed a module/unit of study, the Examining Board is required to determine whether they are permitted, either:
1. to repeat all or part of the assessment in the Re-sit Period (before the start of the next academic session); or
2. to repeat all or part of the assessment in the following session either as an:-

a. Internal student – student to be assessed with attendance on the module/unit

b. External student – student to be assessed without attendance on the module/unit

	Grade
	DECISION

	FR
	Failed: to be re-assessed in the module/unit of study prior to the start of the following session.
Not a valid code during the August Resit Period except for returning Supplementary results

	FE
	Failed: to be re-assessed in the module/unit of study without attendance during following session.

	FI
	Failed: to be re-assessed in the module/unit of study with attendance during following session.

	FC
	Failed: to be re-assessed in the module/unit of study either with or without attendance during the following session, either as an internal a student or as an external b student (student to be allowed to choose Mode of Attendance).

	FW
	Failed: not permitted to be re-assessed in the module/unit of study.


Please note:
Where a calculated mark for a module or unit of study is greater or equal to 50%, but the student is required to retake the module/unit of study a fail grade must be returned i.e. FR, FE, FI, FC and FW.  In this case the mark can either be capped at 49% or the fail mark for the component entered to indicate that a false mark has been returned to provide clarification to students of the requirement to re-it the module /unit of study.

Absent from Module/Unit of Study

Where a candidate has been absent from assessment for a Module/unit of study and has provided written evidence of extenuating circumstances (on reasonable medical or compassionate grounds) or requested an extension, the Examining Board or Extenuating Circumstances Sub-Group, is required to determine whether they are permitted, either:

1.
to attempt all or part of the assessment in the Resit Period (before the start of the next academic session); or
2.  to attempt all or part of the assessment in the following session either as an:

a. Internal student – student to be assessed with attendance on the Module/unit of study

b. External student – student to be assessed without attendance on the Module/unit of study

	Grade
	DECISION

	AR
	Absent: from the assessment on reasonable medical or compassionate grounds.  Permitted to be assessed in the module/unit of study prior to the start of the following session.
Not a valid code during the August Resit Period except for returning Supplementary results

	AE
	Absent: from the assessment on reasonable medical or compassionate grounds.  Permitted to be assessed in the module/unit of study without attendance during the following session.

	AI
	Absent: from the assessment on reasonable medical or compassionate grounds.  Permitted be assessed in the module/unit of study with attendance during the following session.

	AC

	Absent: from the assessment on reasonable medical or compassionate grounds.  Permitted to be assessed in the module/unit of study either with or without attendance during the following session. either as an internal a student or as an external b student (student to be allowed to choose Mode of Attendance)

	AW
	Absent from the assessment on reasonable medical or compassionate grounds.  Not permitted to be assessed in the module/unit of study.


Non Completion of Modules/Unit of Study through Unauthorised Absence

Where students have not completed their modules/unit of study due to an unauthorised absence i.e. no extension request or extenuating circumstances have been provided.  The following module codes should be used and the Examining Board should determine whether they are permitted, either 

1.
to attempt all or part of the assessment in the Re-sit Period (before the start of the next academic session); or
2.  
to attempt all or part of the assessment in the following session either as an:-

a. Internal student – student to be assessed with attendance on the module/unit
b. External student – student to be assessed without attendance on the module/unit
	Grade
	DECISION

	XR
	Non Completion: from the assessment due to an unauthorised absence.  Permitted to be assessed in the module/unit of study prior to the start of the following session.
Not a valid code during the August Resit Period except for returning Supplementary results

	XE
	Non Completion: from the assessment due to an unauthorised absence.  Permitted to be assessed in the module/unit of study without attendance during the following session.

	XI
	Non Completion: from the assessment due to an unauthorised absence.  Permitted be assessed in the module/unit of study with attendance during the following session.

	XC
	Non Completion: from the assessment due to an unauthorised absence.  Permitted to be assessed in the module/unit of study either with or without attendance during the following session. either as an internal a student or as an external b student (student to be allowed to choose Mode of Attendance)

	XW
	Non Completion: from the assessment due to an unauthorised absence.  Not permitted to be re-assessed in the module/unit of study.


Unfair Practice 

Module/unit grades must be returned as follows
	Grade
	DECISION

	D
	Module/Unit result is deferred pending outcome of case


If a candidate is suspected of Unfair Practice the Module or unit  of study mark should be returned as zero for the purpose of uploading the information to the Student Management Information System (SIMS) and a grade of D submitted for the Module or unit of study. 

· No Year results (progression decisions) and/or Classification (award details) should be returned.  
· When the outcome of the case is known a separate hard copy of the exam schedule must be returned to the Student Records Team, to enable the results for the student to be processed.
· NB Any module/unit may be attempted no more than two times. Candidates who fail any module/unit at the second attempt shall be required to withdraw from the Programme of Study.

4.2

DETERMINING YEAR/STAGE PROGRESSION CODES
The Examining Board shall consider the performance of each student in each module/unit of study and shall return an overall year result/progression code for the student.  No student will be allowed to progress to the next year/stage of their study unless an Examining Board decision has been received to this effect and for final year students to determine their eligibility for an award.  
Progression Codes for Students who have passed

	Result Code 
	Decision 
	Additional Clarification

	PP
	 Pass Progress 
Pass and continue to the next stage of the Programme of Study. 

All required modules have been passed and the student may progress to the next stage/year of the programme.
	Not valid code for students already in their final year of study.
When using the PP code the Examining Board is confirming that a student has been awarded all the required credit at that level to proceed to the next year or stage of the programme



	PC
	Progress and Carry

Pass and continue to the next stage of the Programme of Study.  
Students will be required to pursue modules/unit of study from which they were either absent/failed.
	Not valid code for students already in their final year of study.
Sufficient modules/units have been passed to permit progress to the next year of the programme of study. 

However the student must be assessed in one or more modules (where credit has not been awarded) in the following academic year.
The results for these resit modules/units of study carried over from the previous stage or year must not be returned until the end of the next academic year.
The only exceptions are students who have failed on a second attempt and are required to withdraw from the programme in which case the results must be submitted immediately to the Student Records Team.


Progression Codes for Students who have passed (continued)
	PA
	Pass Award


	Only valid for students in their final year

The student has achieved sufficient credit to be awarded the qualification.



	CC
	Course Completed

Programme of Study Completed.
	Progression codes for Sessional, Erasmus and Occasional Students.

The student has passed the module/modules which they have enrolled for during the academic year and has successfully completed the programme of study i.e. there are no re-sits or repeat 

	PT
	 Pass Transfer

Pass and transfer to a different Programme of Study or Award
	Postgraduate Certificate 
Postgraduate Diploma

If PT is transferred using the Exam Extract the Examining Board has confirmed the candidate's eligibility to commence the next stage of study and no Certificate will be issued.


Progression Codes for Student who have Failed

	NN
	Re-sit before start of next session

Students are required to undertake assessment during the Resit Examining Period before the Examining Board reconsiders whether the student is permitted to continue to the next stage of the Programme of Study.
	Not valid code in the August Resit Period (except to indicate a Supplementary exam result)

Insufficient modules have been passed to enable the student to progress to the next year of the programme. 
However the student is permitted to be (re)-assessed in one or more modules where credit has not been awarded, prior to the commencement of the next academic year i.e. in the re-sit period.

	NR
	Repeat the Year

During the next year of study the student is required to be assessed in modules/unit of study from which they have failed or absent.  
They are not permitted to continue to the next stage of the Programme of Study or recommended for an award.
	Insufficient modules have been passed to enable the student to progress to the next year of the programme.

Re-assessment in the module(s) where credit has not been awarded will take place in the following academic session (i.e. not in the re-sit period) in accordance with the decisions taken for each module.

	NW
	Required to withdraw from the Programme of Study.
	Insufficient modules have been passed for further progress on the programme to be made. The student is required to withdraw from the programme without having an opportunity for re-assessment or all re-assessment attempts have been used.
The decision recorded for modules where credit has not been awarded must be that the student is not permitted to repeat the module(s) or attempt the re-assessment i.e. FW, AW or XW

	PS
	Award exit qualification
	Insufficient credit has been gained for the intended qualification to be awarded.  

However the student has gained sufficient credit to be awarded an exit point qualification such as a Postgraduate Certificate/Diploma


4.3
FAIL CODES FOR MASTER’S DEGREE STAGE ONLY
External Resit Students

Students normally resit externally and one of the following results must be returned:

	Progression Code
	Module Grade

	RN (Fail by non-submission– resubmit within 6 months of the original submission date)
	Dissertation module grade of XE

	RR (Fail – resubmit within 6 months of date of interim transcript)
	Dissertation module grade of AE or FE




Internal Resit Students

Please note that overseas students, who have entered the UK on a student visa, must return home if the Examining Board has confirmed that they should resubmit as an external student.  The University has an obligation to report overseas external students to the UK Borders Agency, and should these students remain in the UK after the notification of result has been issued, they could affect the University’s highly trusted status with the Agency.

The only reason for a candidate not to return to their home country is if the School decide on academic grounds that he/she is required to remain in the UK e.g. the candidate needs to use laboratory facilities.  These students must then be returned as internal resit students.

For these students the following results must be returned:
	Progression Code
	Module Grade

	RN (Fail by non-submission– resubmit within 6 months of the original submission date)
	Dissertation module grade of XI

	RR (Fail – resubmit within 6 months of date of interim transcript)
	Dissertation module grade of AI or FI must be returned


Schools are reminded that monitoring procedures must be in place to ensure students are engaging with the programme of study.  For students who fail to meet these requirements, Schools should invoke the Failure to Engage procedure.
Required to Withdraw
If an Examining Board decide that a student will not be able to resit e.g. if a student has failed his dissertation module on 2 occasions, the following results must be returned
	Progression Code
	Module Grade

	NW (Fail – required to withdraw). Examining Board has decided that the student is not allowed to re-submit
	Dissertation module grade of AW, FW or XW


4.4
INTERRUPTION OF STUDY STUDENTS 
Examining Boards must not return a Year Result (progression code) of AB for a student.  

Students who are on Interruption of study from the University will already have the above year result entered on SIMS via the new Online tasks available to Schools and Students. No year result (progression code) needs to be transferred to SIMS
There is no year result (progression code) required from the Examining Board but the student may have completed modules prior to Interruption of Study, which have been confirmed by the Examining Board. Therefore any completed module results must be returned so that the student can receive formal notification of their results.
If extenuating circumstances have been discussed at the Examining Board an Examining Board decision must be returned for that student and not a retrospective Interruption of Study.  

Module/unit of study grades of absent can be returned for the student, such as AR, if the Examining Board feels that the student can re-sit before the start of next session with a progression code of NN.  If the circumstances are such that the student will be required to repeat the year then module grades of AI, AE or AC can be returned with a progression code of NR.

4.5
WITHDRAWN STUDENTS
Examining Boards must not return a Year Result (progression code) of WD for a student.  

Students who have been Withdrawn from the University will already have the above year result entered on SIMS via the new Online tasks available to Schools and Students. No year result (progression code) needs to be transferred to SIMS.

There is no year result (progression code) required from the Examining Board but the student may have completed modules prior to the withdrawal, which have been confirmed by the Examining Board.  Therefore any completed module results for Withdrawn students must be returned so that the student can receive formal notification of their results.
 AWARD CLASSIFICATION CODES
· Awards details including classification must only be returned for Postgraduate students who have obtained an award.
· No award or classification is to be returned for any students who are absent or who have failed.
· The following codes must be used to return award classifications:

Postraduate Diplomas and Masters Degrees:
	Classification
	Full name

	P
	Pass

	D
	Distinction


Only to be used for Postgraduate Diploma In Bar Vocational Studies: 
	CO
	Competent

	VC
	Very Competent

	OT
	Outstanding


Only to be used for Postgraduate Diploma In Legal Practice:
	P
	Pass

	C
	Commendation

	D
	Distinction


Section Five

Return of Results to Student Records

5.1
CERTIFICATE/DIPLOMA/MASTERS (TAUGHT) STAGE
Following the Examining Board, the School must return results to Student Records by: 

1. Transferring the results into SIMS using the Exam Result Transfer Extract or input directly
2. Returning the following paperwork:
· a hard copy of the results schedule 

· Awards & Progress Committee Pro-Forma

· Examining Board Result Schedule Form (Checklist) signed by the Chair and where appropriate the External Examine(s) to confirm the decisions taken by the Examining Board to allow results to be published.

Results must be returned to Student Records within 3 working days from the date of the Examining Board.

5.3
MASTER’S DEGREE STAGE (DISSERTATION) RESULTS

All Masters’ Degree Stage results must be returned by uploading/inputting results into SIMS and on a hard copy results schedule in the same format as those for Certificate/Diploma/ Masters (Taught) results.

The result schedule must list all candidates, including those who have failed due to non-submission in the format prescribed and returned to Student Records within 3 working days from the date of the Examining Board.  

Schools are responsible for returning results to Student Records within 3 working days from the date of the Examining Board with the following documentation:

· Exam result schedule

· Award and Progress Committee pro-forma

· Examining Board Checklist

· External Examiner Report Form Master’s Degree (Dissertation) Stage

5.4
EXAM RESULT TRANSFER EXTRACTS
Validation of Data

The exam result transfer extracts are used by Schools to transfer exam results into SIMS.  However it is very important to run these extracts at least 3 weeks before the date of an Examining Board to validate the data and ensure that the reports are providing a correct list of students, modules and award details.  If there is any data missing from the extract you will be unable to upload the exam results.

It is not possible to amend the exam result extract manually.  If the data is missing from the extract then you will not be able to upload the data into SIMS.

Instead you must email schoolrecords@cf.ac.uk with a subject heading of Missing Data From Exam Extract: Examining Board [insert date] so that the discrepancies can be resolved before the Examining Board.

There are 4 Business Objects exam result transfer extracts:

Exam Result Transfer Extract (All).rep

This report is downloaded by Schools with standard programmes that commence in September of October to record both autumn and spring semester exam results at the end of the academic year.  Results are uploaded after the Summer Examining Board.
Exam Result Transfer Extract (by Semester).rep

This report is downloaded by Schools with standard programmes that commence in September or October to record autumn semester exam results after the January exam period.  However exam results must not be uploaded until after they have been confirmed at the Summer Examining Board in case there are any changes.
Exam Result Transfer Extract (Non-standard Starts).rep

This report is downloaded by Schools with non-standard programmes that commence in any month between November and August to record exam results at the end of the programme year.  Results are uploaded after the Final Examining Board of the programme year.

Resit Exam Result Transfer Extract.rep
This report is downloaded by Schools with standard programmes that commence in September or October to record resit exam results after the August exam period.  Results are uploaded after the Resit Examining Board in August or September.

The exam result extracts are downloaded using Business Objects and saved as excel files to enable the input of exam results.  There are 3 tabs on the excel report that must be completed and the files uploaded into SIMS:

· MODS for inputting modules/units of study marks and grades;

· YEAR RESULT for inputting the year result (Progression Code);

· AWARDS for inputting the award details including classification.

Please refer to the Exams Extracts – User Guide V7D, for instructions on how to enter and submit results.  

Should you encounter problems when submitting results, please email insrvConnect@Cardiff.ac.uk with a subject heading of Urgent Exams Query.
Colleagues responsible for entering the results via the Exam Result Transfer Extract must ensure that they:-

· have access to Business Objects

· have a Business Objects log-in;
· have provided Student Records with their name, Network username and the IP address of the computer from which the files will be transferred;

· have checked the data for accuracy before submitting the file.  

Submission of incorrect data may cause considerable delay in the issuing of results to students and their eligibility for the Awards and Progress Committee.   

Any changes following the submission of the results to Student Records will need to be reported to Student Records in writing (See Section Seven –Change of Result after Issue of Result Letter).    
Please note that results will need to be entered on SIMS before running the report .
Masters Dissertation Results

The extract reports have now been updated so that Schools are able to upload dissertation results and awards.  Please note that when you run the exam extract report you must input the following in the Year of Study (Prompt 7. Enter value for Year of Study or % for all:):

D for standard full time and part-time masters’ programmes that commence in September or October.  

D2 for non-standard masters’ programmes that commence between November to August.

If the required students do not appear on the extract please email Student Records with a subject heading of Urgent Exam Extract Query: Master’s Dissertation Results.

5.5
SIMS EXAM PROCESSING USERS 
Schools entering marks directly into SIMS are required to calculate and agree module/unit marks, module grades, Year Result (progression code) and Awards (Classification) where applicable.  It is the School’s responsibility to ensure marks are accurate and reflect the results submitted in the hard copy of the results schedule. Any amendments post Examining Board must be undertaken by the School, the only exception will be the 

Humanities Composite Board where Student Records will make the necessary amendments to SIMS.

Colleagues responsible for processing results on SIMS must ensure that they:-
· have the required access on SIMS to process results from web mark entry to running award and progression rules;

· have access to Business Objects to run exam board schedules;

· have a Business Objects log-in;
· have undertaken all processes to confirm module/year and award details.

Schools entering marks directly into SIMS can use the Pre Exam Board HUMSS.rep and for CARBS the Pre Exam Board CARBS&PHRMY.rep(to be used for Final yr students only) or Pre Exam Board CARBS&PHRMY Yr1&2.rep(for yr’s 1 and 2) for use at the Exam Board. 
Once the marks are agreed the Post Exam Board HUMSS.rep and for CARBS the Post Exam Board UG CARBS&PHRMY.rep(final year) or Post Exam Board UG CARBS&PHRMY Yr1&2.rep(yrs 1 and 2) should then be used as the result schedule to be returned to Student Records.  
To run both Pre and Post Exam Board report you will also need to know the Examining Board Code for your year and programme of study.  (Please email Schoolrecords@cardiff.ac.uk or Ext 79555 if you do not know your Examining Board Code).
(For more detailed information please refer to the SIMS Examining Board Processing Handbook 2011)
5.6
EXAMINING BOARD RESULT SCHEDULES

Within 3 working days from the date of the Examining Board, the School must submit in hardcopy a complete set of results for all students registered on a programme.  Student Records refers to this as the ‘Result Schedule’.   

The Result Schedule must include the following data:

· Programme title
· Student Name
· Student Number (as held on SIMS)
· Module/unit Code (as held on SIMS)

· Module/unit Title

· Module/unit Result

· Module/unit Grade

· Year Result (Progression Code)
· Classification (Award details if appropriate)

Examples of the format to be used for the Result Schedule can be found in Appendix 4.  

Student Records will not proceed with checking results until a signed copy of the Awards and Progress Committee Pro-Forma and Examining Board Checklist has been received in Student Records together with a hard copy of the result schedule.  
Marks/grades submitted on the annotated Result Schedule will be taken as the confirmed results.  It is the School’s responsibility to ensure that the data submitted to Student Records is accurate.

5.7 EXTERNAL EXAMINER REPORT FORM: MASTER’S DEGREE (DISSERTATION) STAGE 

This form must also be completed by all external examiners and returned with the exam results to Registry.  If the form is not returned with exam results then Student Records will contact the School to query when the form is going to be returned.

If the School hold several masters Examining Boards in the same academic year then we would expect this form to be returned after the final Examining Board.
It is essential that this form is submitted as soon as possible to prevent any delay in the processing of the payment to the external examiner. 

5.8
AWARDS AND PROGRESS COMMITTEE PRO-FORMA AND EXAMINING BOARD CHECKLIST
All Chairs of Examining Boards are required to complete an Awards and Progress Committee Pro-Forma in Appendix 1 and an Examining Board Checklist in Appendix 2 which must be submitted at the same time as the hard copy of the results schedule to the Student Records Team.

Examination results cannot be processed until the Awards and Progress Committee Pro-Forma and Examining Board Checklist have been submitted. 

Student Records must receive an Awards and Progress Committee Pro-Forma and Examining Board Checklist for every Examining Board held to confirm the decisions taken by the Examining Board to enable the publication of results to students.

The requirement to complete the Awards and Progress Committee Pro-Forma will enable the release of exit qualifications at a later date to confirm the quality and standard of the award made.

If the External Examiner(s) is not present at the Examining Board then an email confirmation from the External Examiner or written confirmation from the Chair to confirm that the External Examiner has been consulted attached to the Examining Board Checklist will suffice.

5.9
STUDENT RECORDS EXAM QUERIES PROFORMA

Student Records will email this proforma to Schools if as a result of a query there is a change to be made to the hard copy exam result schedule before exam result letters are issued.  This must be signed by the Chair of the Examining Board or nominee and returned either by fax (76982) or scanned and emailed to schoolrecords@cf.ac.uk . 
5.10
UNFAIR PRACTICE STUDENTS
If a case of Unfair Practice has not been resolved in time for the Examining Board the decision should be deferred.

A mark of zero must be uploaded / input for the Module or unit mark to SIMS along with a grade of D (Deferred) to confirm that the investigation has not been concluded. 

No Year results (progression decisions) and/or Classification (award details) should be returned.  When the outcome of the case is known a separate hard copy of the result schedule must be returned to the Student Records Team, to enable the processing of the students result.

Please annotate the Hard copy of the Result Schedule sent to Student Records with UFP to highlight these students
5.11
Erasmus, Sessional and Occasional Students

Diets have now been created for all non-degree programmes which will enable the accurate recording of marks on SIMS.  Schools should now upload marks for these programmes and formal transcripts can then be issued to confirm the outcome of the Examining Board. 
Results for Erasmus students should be input / uploaded to SIMS in line with the deadlines circulated by CAIRD.

These results should be submitted in the same format as for all other programmes and years.
5.12
DEBTORS

Please note that Schools must still confirm the results of debtors to Registry because due to the provisions of the Data Protection Act results cannot be withheld from students for reasons of debt.  
Debtors will receive the standard result letter from Student Records Team on confirmation of results by Schools.

However, Final year candidates who have an outstanding educational debt will not:

· be recommended to the University’s Awards and Progress Committee;

· be invited to Graduation Ceremony;

· receive their Certificate and Transcript

The University is entitled to withhold certificates in the event of non-payment of an educational debt greater than £30.  

It is not until Student Records has been notified by Finance that the educational debt is cleared that the student will be presented to the next Awards and Progress Committee.

5.13
ACTION TO BE TAKEN BY STUDENT RECORDS

Student Records will not process any results until the School has uploaded/input  results into SIMS and a hard copy of the Result Schedule has been received by the Student Records Team.

Upon receipt of the Result Schedule, Student Records will:-
· Check that the Module/Unit Results, Module/Unit Grades, Year Result (progression codes) and Classification (Award Details) have been uploaded into SIMS.  If no results have been entered into SIMS, Student Records will contact the School.
· When the results have been uploaded into SIMS, Student Records will undertake a validation exercise to ensure that the information recorded on SIMS is an accurate record of the results recorded on the Result Schedule.  

· Where there is a discrepancy between the marks submitted onto SIMS and the hard copy of the results schedule, Student Records will input the marks recorded on the Result Schedule and will update SIMS accordingly.
· Student Records will email a Student Records Exam Queries proforma to Schools if, as a result of queries, any changes are made to results on the hard copy exam results schedule.  No results will be issued until all queries are resolved and the proforma has been signed and returned.
· Student Records will record exit qualifications on SIMS.

· Student Records will formally notify students of the decisions taken by the Examining Board by means of an Interim Transcript (result letter).
· The following information is included on the Interim Transcript for each student: 
Module/Unit of Study  Mark
Module/Unit of Study Grade

Progression Result
Award and Classification

Credit value for Modular Programmes

· Providing the results returned to Student Records are complete and accurate, Student Records will dispatch the Interim Transcript (result letters) to students within 5 working days, and an email will be sent to confirm that the Interim Transcript (Result letter) is available to view online.

· Emails will be sent to students’ Cardiff and personal email accounts.

· Should there be any outstanding queries, which are not resolved in a timely manner, the results for the whole cohort of these students will be held back until the queries have been resolved. 

· Amendments of Examining Board decisions due to an arithmetical or transcription error in the calculation of the module mark or degree classification must be submitted using the Change of Result pro-forma and will be actioned when approved by the Chair of Academic Standards and Quality Committee, a Change of Exam Result letter will be issued and an email notification sent to the student.

Section Six

Support for Exam Result Transfer/
SIMS Processing

6.1
EXAM result transfer Extract 
If Schools have problems with the Exam Result Transfer Extract they should contact the following help lines:

Discrepancies in Data;

Queries should be directed to the Student Records on 79555 or email Schoolrecords@cardiff.ac.uk using a subject heading of Exam Extract Data Errors.
Queries with using Business Objects;

Email should be sent to InsrvConnect@Cardiff.ac.uk with a subject heading of Exams Problem so that the query can be prioritised.
Errors or Advice on the Exam Result Transfer Process, e.g. uploading of marks 

Email should be sent to InsrvConnect@Cardiff.ac.uk with a subject heading of Exam Errors/Advice so that the query can be prioritised.
6.2
SIMS EXAM PROCESSING USERS
Discrepancies in Data/ advice on SIMS processing should use the following contact details:
Queries should be directed to the Student Records on 79555 or email Schoolrecords@cardiff.ac.uk with a subject heading of  Exam Query – Data Discrepancy.
Section Seven

Change of Result 

After Issue of Result Letter
7.1
ChangeS to EXAM results proforma
Schools must notify Student Records of changes to module/unit of study marks and/or progression codes using the Change of Exam Result pro-forma in Appendix 4.  The pro-forma must be signed by the Chair of the Examining Board.

The Academic Standards and Quality Committee have approved a procedure to amend Examining Boards' decisions.  The procedure specifies that unless an Examining Board re-considers a student case following an appeal, an Examining Board may only be permitted to change its original decision where:

.1
an arithmetical error has subsequently been discovered in the calculation of the module mark or degree classification, or where there has been an error in reporting the decision of the Examining Board,


and

2.
the amendment, and the explanation for it, is notified to the Director of Registry, Governance and Students in writing by the Chair of the Examining Board or his/her nominee (the nominee notified to Student Records) and subsequently authorised by a Pro Vice-Chancellor, usually the Chair of the Academic Standards and Quality Committee.

Schools must inform REGIS of an amendment to an Examining Board decision by completing the pro-forma in Appendix 4.  This pro-forma should be returned to Student Records Team, REGIS.

REGIS will submit the request to the Chair of Academic Standards and Quality Committee for approval and once approved the student’s record will be amended on SIMS and a revised letter sent to the student.

PLEASE NOTE
1) Only arithmetical or transcription errors can be amended using the Change of Exam Result pro-forma;

2) No amendment to a student’s result will be made until it has been approved by Chair of the Academic Standards and Quality Committee.

7.2
VERIFICATION AND APPEALS PROCEDURE

Any amendment that is not an arithmetical or transcription error must be dealt with under the Verification and Appeals procedure.  This procedure is documented in the Academic Regulations and can be downloaded from the following webpage:

 http://www.cf.ac.uk/regis/sfs/regs/index.html
Should you receive queries from students regarding the Verification and Appeals procedure they can contact the Student Union Representation & Advice Centre on 029 2078 1506 or email advice@cardiff.ac.uk  for independent advice and help.
Section Eight
Re-Sit Results

8.1
RETURN OF RE-SIT RESULTS

Following the Resit Examining Board, the School must return results to Student Records by: 

· Transferring the results into SIMS using the Resit Exam Result Transfer Extract or input directly,

· a hard copy of the results schedule 

· Awards & Progress Committee Pro-Forma

· Examining Board Result Schedule Form (Checklist) signed by the Chair and where appropriate the External Examine(s) to confirm the decisions taken by the Examining Board to allow results to be published.

Results must be returned to Student Records within 3 working days from the date of the Examining Board.
Please note that all students with a year result (progression code) of NN in the Spring Examination period must be considered by the Re-sit Examining Board prior to the start of the next stage or year for the Programme of Study and will not receive enrolment information on how to enrol for the next year or stage of programme.

8.2
MODULE/PROGRESSION CODES RE-SIT PERIOD

Module codes of FR/AR and progression code of NN should not be returned during the re-sit period except for student sitting supplementary examinations or coursework.  

If a student is sitting a supplementary exam or coursework please highlight this on the result schedule to ensure that this is not queried with you.
All students who had a module/unit of study returned with a grade of FR/AR/XR at the main Examining Board meeting and Progression decision of NN, must be considered at the Re-sit Examining Board and a result returned to Student Records.

Please note that a student who passes a module, in which he/she has previously failed, shall be credited with no more than the pass mark (40%).

(paragraph 7.5, Senate Regulations for Modular Postgraduate Programmes of Study).
8.3
EXAM RESULT TRANSFER EXTRACT RESIT PERIOD

Schools must use the Resit Exam Results Transfer Extract for the re-sit period.
Schools must not keep a copy of the Spring extract to resend the module/unit, progression or awards details for students in the re-sit period.

Results submitted using the Spring details in the Resit period will override the marks submitted in the Spring and will not increment the number of attempts at a module/unit of study correct which will appear on students Official Transcripts.
8.4
SUPPLEMENTARY EXAMINATION RESULTS
Should students sit any supplementary examinations post the re-sit Examining Board, Schools should ensure that results are sent to Registry as soon as possible once the examination or course work has been marked to ensure that students are able to progress and enrol for the next session prior to teaching week.
Any delay in the submission of results to Registry will inevitably delay the enrolment for the student.

Please note that the Year Result NN – Resit before start of next session and module codes of FR/AR/XR are not valid codes for supplementary examinations.
Section Nine
Frequently Asked Questions

EXAM PROCESSING: FREQUENTLY ASKED QUESTIONS

1.
How do I get access to Business Objects/SIMS?

You need to complete an application form which can be downloaded from the Cardiff web site:

http://www.cardiff.ac.uk/regis/ifs/handbooks/ugatguide/sims/index.html
2.
I can’t open Business Objects to access the exam result extract.  What can I do?

If you have been given access to Business Objects, but are unable to open the application, you need to email insrvConnect@Cardiff.ac.uk with your query.  In the subject area of the email please insert ‘Exam Query’ or ‘Exam Problem’ to ensure that the query is dealt with promptly.

3.
What happens if I have downloaded the exam result extract from Business Objects but I cannot log onto the FTP package SSH 3.2 FTP to transfer the data?

You should have previously arranged for access to this package via INSRV.  Please email 

insrvConnect@Cardiff.ac.uk for advice with a subject heading of Exam Query.
4.
What should I do if I have received an email informing me that there are errors in the data that I have transferred into SIMS?

Please email insrvConnect@cardiff.ac.uk  for advice with a subject heading of Exam Query.
5.
The Exam Results Extract file has students missing that I need to return results for.  What should I do?

The extract is a Business Objects report which takes its data from SIMS.  

If a student is not showing on the extract then this indicates that the student is not registered on SIMS.  You need to contact the Student Records team (email: Schoolrecords@cardiff.ac.uk. with a subject heading of Exam Query – Missing Students. Exam Board [Dates] or telephone ext. 79555) to correct the information on SIMS and then run the report again.

6.
The Exam Results Extract file has modules missing for some of my students that I need to return results for.  What should I do?

If the student is showing but missing some modules then this indicates that these modules are missing from SIMS.  This is why it is very important that Student Records are informed of all module selections including any late changes.  You need to contact the Student Records Team (email: Schoolrecords@cardiff.ac.uk with a subject heading of Exam Query – Missing Modules. Exam Board [Dates] or telephone ext. 79555) to correct the information on SIMS and then run the report again.

7.
What should I do if a student has had an extension to her coursework, and has either not submitted, or has submitted, but there has not been time to mark the coursework?

Schools must return a progression code for all students at the end of each academic year. However there may be exceptional occasions where a student has been given an extension to coursework beyond the date of the Examining Board and the result will not be known in time to be considered at the Examining Board. In these cases results should not be submitted until executive action has been taken by the Chair of the Examining Board once the coursework has been marked.

However, please note that this does not apply to students who have failed to submit coursework.  In these cases the new module codes for unauthorised absence should be used i.e. XR, XE, XI or XW and the results submitted to Student Records.
8.
What should I do if a student is on Interruption of Study but has completed a module(s)?  Do I return a module result and progression code for the student?

During the online Interruption of Study task you will have previously confirmed which modules a student has completed prior to their interruption of study.  You should return the results for these modules that the student has completed, but you do not return a progression code. Interruption of study students will receive an Interim Transcript (result letter) detailing any module results, which has been confirmed by the Examining Board.  

Students who are on Interruption of study will already have a year result of AB on SIMS input via the new Online task available to Schools, Students and Student Records Team.  As part of the task Schools are asked to confirm which modules students are due to complete in the current academic year.
The Examining Board should not return a progression code of AB as an Examining Board decision as this must not be returned as part of the Exams process.

9.
What should I do if a student has withdrawn but has completed a module(s)?  Do I return a module result and progression code for the student?

You should return a result for any modules that the student has completed prior to their withdrawal, but you do not return a progression code. Withdrawn students will receive an Interim Transcript (result letter) detailing any module results, which has been confirmed by the Examining Board.
Students who are Withdrawn from SIMS already have a year result of WD on SIMS input via the new Online task available to Schools, Students and Student Records Team. 
The Examining Board should not return a progression code of WD as an Examining Board decision as this must not be returned as part of the Exams process.

10.
What should I do if the School have lost contact with a student and they have not completed all their modules?

This would be regarded as an unauthorised absence and so the new codes of XR, XI, XE or XW should be used for any incomplete modules. We would then advise that a progression code of NW (Fail – Required to Withdraw) is returned so that the student can be sent an Interim Transcript (result letter) and will be able to appeal against this decision if they wish. 
11.
What should I do if a student has a missing module result because they are involved in a case of Unfair Practice, which has not been resolved in time for the Examining Board?

Examining Boards must not discuss the case until the outcome of the Unfair Practice is known.  No progression code should be returned but a module mark of 0 and module grade of D should be returned on the Exam result extract.  This indicates that the result has been deferred pending the outcome of the Unfair Practice case.

When the Unfair Practice case has been resolved you will need to send a signed result schedule to Student Records so that we can issue an Interim Transcript (result letter).

12.
What should I do when the Chair of the Examining Board takes executive action to amend a previously returned result?

You need to complete a Change of Examination Result Pro-Forma (Appendix 3 in this Handbook).  This must be signed by the Chair of the Examining Board or nominee (the nominee notified to Student Records) and returned to Student Records for the result to be amended and the student notified of the amendment. .  Please note that only arithmetical or transcription errors can be amended in this way.
13.
Is there any other documentation that Student Records requires apart from the Exam Result Schedule?

The Chair of the Examining Board must complete a University Awards and Progress Committee pro-forma and Examining Board Checklist to be returned with all Exam Result Schedules.  This is a report on the conduct of the Examining Board and is a compulsory requirement for all exam results.  These Pro-Formas are included in this handbook and the Examining Board Handbook Postgraduate Taught Programmes 2010-2011, provided to Examining Board chairs and convenors.
14.
What result should be returned for students who have failed a module(s) but the Examining Board has indicated that they can progress to the next year of study and re-sit in the next academic year?

The following results must be returned depending on whether the student will be re-sitting internally or externally.  
	Module Grade
	FE
	Failed: permitted to repeat the assessment as an external student during the next academic session

	
	FI
	Failed: permitted to repeat the module/unit of study as an internal student during the next academic session 

	Progression Code
	PC
	Pass Progress Carry fail.  Student allowed to proceed to next year of study but required to repeat/complete modules/units of study from previous year.




15.
What result should I return when a student has been awarded a mark of 50 or above for a module but is required to re-sit the module?

A mark of 50 or above must not be returned for a student who has failed a module.  In these cases it is the responsibility of the Examining Board to cap the mark for the module to 39, to indicate a false mark has been entered or return a mark for the lowest component in the module/unit of study.  

16.
What result should I return when a student has been awarded a mark of below 50 but the Examining Board has awarded the student credit for the module?

A module grade of PC should be returned along with the mark for the module, which will indicate that the student has been given credit for the module even though the mark is below 50.
17.
What is the difference between a student re-sitting a year of study internally and externally?

A student who re-sits a module internally is permitted to be re-assessed with attendance on a module i.e. students will attend lectures/seminars 

A student who re-sits a module externally is permitted to be re-assessed without attendance on a module i.e. students will not attend lectures/seminars and the Examining 

Board will decide which element of the module the student must re-sit e.g. coursework or exam or both elements.

18.
What should I do if the external examiner is not present to sign a Result Schedule?

There is no longer a requirement for External Examiner(s) to sign the Hard copy of the result schedule.  

They are now required to sign the Examining Board Checklist to confirm that the decisions recorded in the results schedules were those taken by the Examining Board to enable the results to be published.  

If the External Examiner(s) are not present at the Examining Board an email confirmation from the external examiner, attached to the Examining Board Checklist, will be sufficient, or confirmation in writing from the Chair of the Examining Board that the external examiner has been consulted.  

External Examiners must confirm any final awards and although not all results will be final awards some students will withdraw or be required to withdrawn and may be eligible for an exit award at a later date.
19.
We have been contacted by a Student who has not received their Result Letter for 2010/1

All students are able to view their Interim Transcript (Result letters) online as well as receiving a paper copy. 

Student Records will email the student’s Cardiff and personal email accounts as held on SIMS to notify that the letter is available to view online, if they have not received a copy of the result letters by post, students must be directed to their email accounts to check that they have been notified that the letter is available to view, which will provide details on how to view the letter.

If they have not received the email, students should be referred to the following web address http://sims.cardiff.ac.uk and when prompted to input their Cardiff username and password.  Once logged in they should see a container called Correspondence from Cardiff University.  Click on View Correspondence.  The letter will be named Interim Transcript (Result Letter).

This information can also be accessed from the University Home page at http://www.cardiff.ac.uk, by following the ‘Current Students’ link and then the ‘My Student Record’ link, which will take them to the http://sims.cardiff.ac.uk and then follow the above guidance.

If the student cannot view the letter online please direct to Student Records, Ext 76211 or Studentrecords@cardiff.ac.uk.
20.
A student has been given a Year Results of NN Re-sit prior to the start of next session, how will they be informed for the method of re-assessment?

Registry will send examination timetables to students who are required to sit an examination prior to the start of next session, for programmes which commence in September/October this will be in August.  These can be viewed on the web at http://www.cf.ac.uk/regis/sfs/exams/timetables/index.html 
The Examination timetable will notify the student of when and where the examination will take place.

If a student is required to re-submit a piece of coursework or class test then the School responsible will notify the student.
21.
We have been contacted by a Student who has qualified for his/her degree, what happens next? 
Once students have received their interim transcript from Registry confirming the award agreed at the Examining Board, the award will need to be conferred by the University Awards and Progress Committee.

For students to be included in the presentation lists for the Awards and Progress Committee they must not have an educational debt greater than £30.  Any educational debt outstanding will need to have been cleared by the end of May for each academic session to ensure inclusion in the Awards and Progress Committee presentation lists for attendance at Graduation in July of that year. Any debt which is incurred during the exam period e.g typing of illegible scripts must be communicated to Finance and students as soon as possible to enable them to graduate this year.
Dates of the Awards and Progress Committee for 2010/1 can be found at http://www.cf.ac.uk/graduation/graduands/awardcommittee/index.html.

Once the award has been confirmed by the Committee, the Assessment and Graduation Team in Registry will post out tickets to the students home address or the address confirmed through the Graduation task, a week before the ceremony is due to take place in July 2011.  Students should contact Graduation@cardiff.ac.uk or phone 029 20 89000 if they have any queries regarding Graduation.
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Appendix 1

RECOMMENDATION OF AWARDS TO




UNIVERSITY AWARDS AND PROGRESS COMMITTEE PRO-FORMA

Purpose

All awards recommended by an Examining Board are received by the University Awards and Progress Committee.  

To enable the Awards and Progress Committee to consider Examining Board recommendations, it is necessary for the Chair of the Examining Boards to report on matters relating to: 

· the application of Regulations and Examining Board conventions

· the standards of Awards

The Awards and Progress Committee has therefore resolved that the attached Pro-Forma should be completed for each Examining Board held.  This is necessary to ensure that those who subsequently fail to complete their intended award can exit with a certificate or diploma.
Action required

Chairs of all Examining Boards are required to complete and sign the pro-forma.

The signed pro-forma should be submitted along with a hard copy of the result schedule, no later than 3 working days after the date of the Examining Board.   A copy of the Examining Boards minutes should be submitted (ideally at the same time or as soon as possible thereafter).  

RECOMMENDATION OF AWARDS TO




UNIVERSITY AWARDS AND PROGRESS COMMITTEE PRO-FORMA

	EXAMINING BOARD DETAILS

	Title of Examining Board

	Date of Meeting

	Name of Chair

	Programmes covered by Board


Please respond to the following questions.

	CONDUCT OF EXAMINING BOARD

	1.
	Quoracy of Examining Board:

· were half of more of the internal examiners present at the meeting;         Yes/No

· did the Examining Board have an appropriate input relating to each
module/unit of study under consideration?                                                Yes/No

	2.
	Were the external examiners present at the meeting?                                            

Yes/No

	3
	If the external examiners were not present at the meeting, what consultation was undertaken?



	4.
	Did the Examining Board consider extenuating circumstances on an individual
student basis (please note that the decisions made and the reasons thereof
should be recorded in the minutes)?                                                                       

Yes/No

	5.
	Were all the required marks available to the Examining Board to enable
the confirmation of results for all students?                                                           

Yes/No




RECOMMENDATION OF AWARDS TO




UNIVERSITY AWARDS AND PROGRESS COMMITTEE PRO-FORMA

	6.
	If you have answered No to any of 1 to 5 above, please provide summary 
details in the space below.

(electronic copy of the pro-forma allows for insertion of free text)



	ISSUES OF GENERAL IMPACT

	7.
	Were there any issues of general impact reported to and considered by the
Examining Board?                                                                                                  

Yes/No

If you have answered Yes, please go to question 8. below.

If you have answered No, please go to question 9. below.

	8. 
	Please provide summary details of the issue(s) of general impact that were
considered and any action agreed by the Examining Board (please note that a 
full record of any issue(s), the action taken by the Board and the reasons
thereof should be made in the minutes of the meeting).                                      

(electronic copy of the pro-forma allows for insertion of free text)



	9.
	Were there any issues that the Examining Board would wish to refer for 
consideration at an institutional level?                                                                   

Yes/No

If you have answered Yes, please go to question 10. below.

If you have answered No, please go to question 11. below.

	10.
	Please provide summary details in the space below of the issues being 
referred for consideration at an institutional level.

(electronic copy of the pro-forma allows for insertion of free text)




RECOMMENDATION OF AWARDS TO





UNIVERSITY AWARDS AND PROGRESS COMMITTEE PRO-FORMA

	RECOMMENDATION OF AWARDS

	11.
	Was it possible for the Senate Regulations to be observed in full by the 
Examining Board?                                                                                                  

Yes/No

	12. 
	Was it possible for the Examining Board conventions and 
Programme Regulations to be observed in full?                                                    

Yes/No

	13.
	If you have answered No to any of questions 11 to 12  above please:

· provide summary details in the space below; and

· confirm what alternative mechanisms were in place to preserve the
standards of the awards being made

(electronic copy of the pro-forma allows for insertion of free text)



	EXTERNAL EXAMINERS

	14.
	Did the External Examiner(s) raise any concerns at the Examining Board 
about the standards of the awards being recommended?                                       

Yes/No

	15.
	If you have answered Yes to question 14, please provide summary details
about the concerns raised in the space below.

(electronic copy of the pro-forma allows for insertion of free text)



	RECORD OF MEETING

	16.
	Are the minutes of the Examining Board attached to this completed 
pro-forma?                                                                                                              

Yes/No

If you have answered No, please confirm in the space below the name of the
person who will be responsible for providing the minutes.

Name: 

Telephone Number:


RECOMMENDATION OF AWARDS TO





UNIVERSITY AWARDS AND PROGRESS COMMITTEE PRO-FORMA

	ACCURACY OF RESULT SCHEDULE

	I confirm that the individual decisions shown in the accompanying result schedule are accurate and have been verified by the Examining Board.  These results are recommended to the Awards and Progress Committee for approval.

Signed:

Date:


Please return this completed pro-forma with the accompanying result schedule and Examining Board minutes (if available) no later than 3 working days after the date of the Board to:

Student Records, REGIS 

Appendix 2 

EXAMINING BOARD CHECKLIST

Purpose

This form must be completed for all Examining Boards to confirm that the decisions recorded in the results schedules were those taken by the Examining Board to enable the results to be published.  

Result letters will be issued to students 5 working days from the date of receipt of the completed result schedule and accompanying documentation in Student Records and subject to results being entered / submitted to SIMS.

Results cannot be processed until all the required documentation is received by Student Records.

	EXAMINING BOARD DETAILS

	Title of Examining Board

	Date of Meeting

	Programmes covered by Board


Action required by External Examiner(s)

External Examiner(s) to sign to confirm:

	
	their attendance at the meeting of the Examining Board at which classifications or specific elements of the award were determined.

	
	that they were not in attendance at the meeting of the Examining Board but were consulted on specific elements determining an award or classifications.


	External Examiner(s)
	

	Signature:
	

	Print Name:
	

	Date:
	


Action required by Chairs of Examining Board

I confirm that all documents are attached and that the accompanying result schedule(s) reflect the decisions taken at the Examining Board.
	Chair 
	

	Signature:
	

	Print Name
	

	Date:
	


Check list

Please tick to confirm that the following documents are enclosed:

	
	Hard Copy of Results Schedule;

	
	Awards & Progress Committee Pro-Forma;


Please return this completed form no later than 3 working days after the date of the Examining Board to Student Records, REGIS.
Appendix 3

STUDENT RECORDS EXAM QUERIES PRO-FORMA.

On checking the hard copy of the result schedule submitted to Student Records and results to SIMS the following queries and discrepancies have arisen, which require immediate action to resolve.  This pro-forma must be signed by the Chair of the Examining Board or his/her nominee as confirmed to Student Records.
	School:


	

	Programme Title:


	

	Student No & Name:


	

	Year of Study:


	


Module Marks

	Module Code
	Original Module Mark 
	Amended Module Mark
	Original Module Grade
	Amended Module Grade

	
	
	
	
	

	
	
	
	
	


Progression Decision

	Original Progression Code
	Amended Progression Code

	
	


Award Details

	Original Classification 
	Amended Classification 

	
	

	Original Award
	Amended Award

	
	


Query from Student Records and reason for Amendment:……………………………..….............

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Response from School:.................................................................................. ………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
I confirm that the above amendments are correct;

Signature:
_________________________________________(Chair of Examining Board)

Name:

_________________________________________(Please Print)

Date: 

___________________________  

Please return to Student Records, REGIS or Fax to 76982
Appendix 4 
CHANGE OF EXAMINATION RESULT PRO-FORMA
The Chair shall have power in a matter of urgency, or when it seems to the Chair to be desirable, to act on behalf of the Examining Board and report any action taken to the Board at its next meeting.  (paragraph 12.4.1.8, Senate Assessment Regulations for Taught Programmes of Study);

Please note that this pro-forma is only to be used for arithmetical or transcription errors.

Any changes of fail results as a result of evidence of extenuating circumstances must be processed using the Appeals and Verification procedure.

The following information is required in order to make any changes to a student's results as a result of executive action by the Chair of the Examining Board 

This pro-forma must be signed by the Chair of the Examining Board or nominee (as notified to REGIS).
	School:


	

	Programme Title:


	

	Student Name:


	

	Student Number:


	


Module Marks

	Module Code
	Original Module Mark 
	Amended Module Mark
	Original Module Grade
	Amended Module Grade

	
	
	
	
	

	
	
	
	
	


Year Results

	Original Progression Code
	Amended Progression Code

	
	


Award Details

	Original Classification (Award)
	Amended Classification (Award)

	
	


Reason for Amendment: ..........................……………………………………………………………………………………………...
………………………………………………………………………………………………………………….
I confirm that the above amendments are correct;

Signature:
_________________________________________ (Chair of Examining Board)

Name:

_________________________________________ (Please Print)

Date: 

___________________________

Please return to Student Records, REGIS.
APPENDIX 4
EXAMPLE ONE:  FORMAT FOR EXAM BOARD RESULT SCHEDULE

Department Name: CLAWS

Programme Name: LLB
Year of Study: 1

	Student Number
	Student Name


	Module Code
	Module Title
	Module Result
	Module Grade
	Progression Code
	Classification

	0599999
	BLOGGS, JOE
	CL3106
CL3107
CL3108
	FOUNDATIONS OF ENGLISH LAW 
CONTRACT
PUBLIC LAW PUBLIC LAW
	55

61

59
	PM

PM

PM
	PP
	

	0599998
	BROWN, MIKE
	CL3106
CL3107
CL3108
	FOUNDATIONS OF ENGLISH LAW 
CONTRACT
PUBLIC LAW PUBLIC LAW
	39

50

55
	FE

PM

PM
	NR
	

	0599997
	DAVIES, JOHN
	CL3106
CL3107
CL3108
	FOUNDATIONS OF ENGLISH LAW 
CONTRACT
PUBLIC LAW PUBLIC LAW
	53

60

61
	PM

PM

PM


	PP
	


EXAMPLE TWO: FORMAT FOR EXAM BOARD RESULT SCHEDULE

Department Name: CLAWS

Programme Name: LLB
Year of Study: 1

	Student Number: 0599999
	Student Name: BLOGGS, JOE

	Module Code
	Module Title
	Module Result
	Module Grade

	CL3106
CL3107
CL3108
	FOUNDATIONS OF ENGLISH LAW 
CONTRACT
PUBLIC LAW PUBLIC LAW
	55

61

59
	PM

PM

PM

	Year Result:


	PA
	Classification:
	2-1


	Student Number: 0599998
	Student Name: BROWN, MIKE

	Module Code
	Module Title
	Module Result
	Module Grade

	CL3106
CL3107
CL3108
	FOUNDATIONS OF ENGLISH LAW 
CONTRACT
PUBLIC LAW PUBLIC LAW
	39

50

55
	FE

PM

PM

	Year Result:
	NR
	Classification:
	


	Student Number: 0599997
	Student Name: DAVIES, JOHN

	Module Code
	Module Title
	Module Result
	Module Grade

	CL3106
CL3107
CL3108
	FOUNDATIONS OF ENGLISH LAW 
CONTRACT
PUBLIC LAW PUBLIC LAW
	53

60

61
	PM

PM

PM



	Year Result:


	PA
	Classification:
	1
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3.2  Schedule of Activity 2010/1 for non-standard programmes.  Programmes which commence outside of September/October














Run Exam Result Transfer extract at least 3 weeks prior to exam board to validate data














POSTGRADUATE taught Exams Processing





Marks in SIMS - Validation checks undertaken by Student Records.





Examining Board





Decisions transferred to Student Records by Exam Result Transfer Extract or directly input into SIMS.





Copy of annotated Result Schedule and Awards & Progress Committee Pro-forma & Examining Board Checklist, signed by the Chair, must be sent to Student Records within 3 working days of the board.





Student Records checks that data has been input to SIMS or by extract 3 days after exam board has been held





Key





The whole process should take 8 working days from date


of the Exam Board to dispatch of results by following arrow.





Any errors or missing data by following arrow will result               


in the delay of result letters being issued. 





Marks not in SIMS, Student Records will contact School.





Student Records will run Checking report from SIMS to compare with Exam Board Result Schedule.





Missing marks, Student Records will contact School for missing data using Student Records Exam Queries Proforma 








No errors, result letters printed and dispatched. Email sent to Student to confirm results are available to view online.








Checking Report is re-run





Errors in checking report, Student Records will change marks to reflect Exam Board Result Schedule
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