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A.
EXAMINATION REGULATIONS AND PROCEDURES

A.1
DEFINITION OF EXAMINATIONS (SCOPE)
For the purposes of this document the Institute defines the term examination as follows:

‘The term “examination” should be construed to include reference, as appropriate, to written and oral examinations, assessment of coursework, project-work, etc., examination of theses, dissertations and similar work, and such other forms of assessment of candidates’ performance as may have been approved or prescribed by the Council in relation to any course of study or instruction, and cognate expressions should be construed accordingly.’

A.2
INTRODUCTION (PURPOSE)

A.2.1
The Examination Regulations and Procedures of Athlone Institute of Technology are designed to cover the administration and regulation of the assessment and examination of students on all programmes at the Institute in accordance with the requirements of Section 10(3) of the Regional Technical Colleges Act, 1992 and section 23(b) of the Qualifications (Education and Training) Act, 1999.

A2.2
These Examination Regulations and Procedures are, where appropriate, consistent with Marks and Standards, as adopted by the Institute’s Academic Council on 18 June 2001. Where a regulation or procedure is in conflict with the requirements of an external validating or professional body, then the regulations and procedures of that body take precedence over the Institute's regulations and procedures.

A2.3
Where arrangements for the assessment of students to meet the requirements of professional bodies fall outside the scope of the Institute's Assessment/Examination Regulations and Procedures, then responsibility for the organisation of such arrangements rests with the relevant Head of Department, advised and assisted by the Examinations Officer.

A2.4
Any infringement of these Examination Regulations and Procedures constitutes a breach of the relevant Institute Code, including its disciplinary regulations, and shall be dealt with accordingly by the relevant personnel/officers of the Institute.
A2.5
In order to sit examinations and/or be issued with their examination results, students must maintain satisfactory levels of attendance, academic performance, and must be in good financial standing with the Institute. In particular, students must maintain a minimum attendance level of 75% for each subject per month. Students must also complete the schedule of practicals, project work and placement and any other requirements as detailed for each course.

B. 
TIMETABLES FOR FORMAL EXAMINATIONS
B.1
Draft timetables for formal examinations shall be submitted to the Examinations Officer by the relevant Heads of Department, according to the following schedule:

	Formal Examination Period
	Draft Timetable Submission Date

	March - April (Easter)
	15 January

	May - June (Summer)
	1 March

	August - September (Autumn)
	1 July


Timetables for formal examinations are prepared and issued by the Examinations Officer in consultation with the appropriate Head(s) of Department.

B.2
Draft timetables shall indicate the intended date and time for each formal examination. Draft timetables shall be accompanied by a statement of the maximum number of candidates expected to sit the examination. The final draft for each School shall be signed by the appropriate Head(s) of Department. 

B.3
Each page of the timetable for formal examinations shall be published by the Examinations Officer at least 30 days before the first examination in the examination period to which the timetable relates. Copies of the timetable shall be issued to the Registrar, Buildings Officer, Heads of School, Heads of Department and Students’ Union, and a copy shall be lodged in the Institute Library. Copies will be displayed on the Institute noticeboards. Copies of the timetable showing the relevant examinations shall be sent to all external candidates sitting the examinations. If changes are made to the published timetable, a copy of the amended timetable shall be sent to each candidate sitting the relevant examinations. 

B.4
Provision of information on the submission of continuous assessment work is the responsibility of the Heads of Department. Such information shall be communicated, in writing, by way of notice on notice boards, or by communication through the Web to candidates, as soon as is possible and practicable, and in no event later than the end of the second week of the term in which the assessed work falls due.

B.5
Candidates shall be informed through the academic lecturing staff of their provisional continuous assessment marks not later than the end of the second week of the third term.

C. 
CANDIDATES UNDERTAKING FORMAL EXAMINATIONS

C.1
EXAMINATION REGULATIONS

C1.1
All candidates are entered automatically by the Institute (to examinations accredited by HETAC) subject to having complied with all Institute registration requirements and regulations. It is the responsibility of all other entrants, and candidates repeating examinations, to enter for the examination by submitting the appropriate examination entry form, fully completed, together with the required fee (where appropriate) to the Examinations Officer not later than the date specified.

C1.2
It is the responsibility of the candidate to apply for all repeat examinations. Application forms for repeat examinations must be submitted by 

01 December (latest: 15 January) for May/June Summer sitting,

08 July (latest: 18 July) for August/September Autumn sitting.

Students applying after the initial closing date will incur a ‘late fee’ penalty.

C1.3
If a candidate is absent from the examination, an explanation must be sent to the relevant Head of School/Head of Department immediately, together with a medical certificate if the absence was due to illness or other certification if appropriate.

C1.4
It is the responsibility of each candidate to make himself/herself aware of the dates, location and times of examinations. Copies of the formal examinations timetable outlining this information will be displayed on noticeboards throughout the Institute.

C1.5
Candidates shall assemble at the examination centre 15 minutes before the scheduled time for the examination (30 minutes before their first examination), but should not enter the centre until requested to do so.

C1.6
Books, bags, or any other unauthorised material should be left away from the candidate's desk, in the designated area at the examination centre. Candidates should only have the writing (and drawing) implements required for the examination, together with the examination stationery specified in the question paper. Containers, such as pencil cases, should be removed from the desk

C1.7
Upon entering the examination centre, candidates become subject to the authority of the Supervisors/Invigilators and must comply with their instructions.

C1.8
Candidates should seat themselves at the desk indicated by the Invigilator or indicated by candidates’ name/number.

C1.9
All registered candidates must place their student identity card at the top right-hand corner of the desk for the duration of each examination. 

C1.10
Candidates may complete the details requested on the cover sheet of the examination answer booklet, but should not open the booklet until instructed to do so.

C1.11
Candidates are particularly advised to read the instructions at the head of the examination paper before commencement of the examination. It is the responsibility of the candidate to ensure that he/she has been given the correct examination paper.
C1.12
A candidate will normally not be admitted to the examination centre more than one hour after the commencement of the examination. Candidates will not normally be admitted if a candidate has already left the examination centre. Extra time to complete the examination is not allowed under these circumstances.

C1.13
The use of drawing instruments by candidates during examinations is permitted. Mathematical and Statistical Tables, if required, will be supplied by the Institute. Calculators (silent and non programmable) may be used, subject to any regulations which a particular course board within the Institute may impose. Candidates will not be permitted to borrow materials from other candidates. The use of electronic communication devices (e.g. mobile phones) is not permitted within the examination centre.

C1.14
Students are not permitted to bring dictionaries into examination centres. English dictionaries will be available to those students whose first language is not English or Irish unless examination instructions specify otherwise.
Bi-lingual dictionaries will be available to students registered on the Foundation programme, Certificate in English for Academic Studies.
C1.15
If, after reading the question paper, a candidate should wish to withdraw from the examination, he/she may not be allowed to do so until one hour after the start of the examination. Candidates wishing to leave the examination centre temporarily may not do so unless accompanied by an Invigilator. No candidate may leave the examination centre within the last fifteen minutes of the examination period.
C1.16
At the end of the examination, a candidate must remain in his/her desk until an Invigilator has collected his/her answer booklet(s). It is the candidate’s responsibility to ensure that his/her answer booklet(s) is(are) handed to an Invigilator and that he/she has signed the appropriate attendance sheet confirming that the number of answer booklets received have been collected. It is the responsibility of candidates to ensure that any loose or separate sheets are securely fixed within the answer book after the examination using the tags provided. Drawings may be folded as neatly as possible to fit within the answer book.

C1.17
No candidate shall take any answer booklets (whether used or unused) out of the examination centre.

C1.18
A candidate must not, on any pretext whatsoever, speak to or have any communication with any other candidate; such communication will be regarded as a breach of the examination regulations. If a candidate feels the need to ask a question, he/she should raise his/her hand and one of the Invigilators shall attend to the matter.

C1.19
A candidate in the examination centre who is found to have unauthorised materials in his/her possession, shall be deemed to be in breach of the examination regulations. All breaches of examination regulations shall be considered to constitute unfair practice. The unauthorised materials shall be removed and retained by the Invigilator who shall submit a written report to the Examinations Officer. The Examinations Officer shall then refer the matter to the Institute’s Registrar. The candidate shall be allowed to complete the examination. The same procedure will be applied where a candidate is considered by the Invigilator to have copied or attempted to copy.

C1.20
Personation (to assume the identity of another with intent to deceive) and Plagiarism (the use and submission of other people's work for assessment as though it were one's own) is forbidden. 

C1.21
All reported instances of unfair practice shall be considered under Examination Regulation Section G: Breaches of Examination Regulations/Unfair Practice.

C.2
CANDIDATES WITH SPECIAL NEEDS
C2.1
It is the responsibility of candidates with disabilities to apply, early in the first term, to the Institute Disability Liaison Officer for provision of facilities which best enable them to demonstrate their knowledge of the subject being examined.

C2.2
Candidates must have adequate working practice in any facility which they request to use in the examination. This is to safeguard against delays and errors during the examination.

C2.3
The following examination facilities may be generally available for candidates with disabilities:

· Extra time to complete each examination paper
The amount of extra time candidates may be allowed will depend on his/her individual disability needs.

· Dictation to an Amanuensis (Scribe)
The amanuensis will transcribe to text the indicated verbal examination answers, and will read and re-read the entire or any part of the examination paper, as well as any part of the candidate’s text as required. (An amanuensis should have familiarity with the subject matter being examined, where appropriate.)

· Dictation to an audio tape 
The examination answers are recorded for transcription to text.

· Enlarged print to A3 size
This is a common procedure for partially sighted candidates. Examination papers and other relevant documents are enlarged to a readable size.

· Word processing

Candidates may request the use of a computer. This must be cleared by the Disability Liaison Officer or the Examination Officer.

· Separate examination centres and Invigilators
This facility may be useful to candidates using assistive technology, or to candidates requiring extra time, special furniture, etc.

· Rest Periods
Candidates may require a rest period/break during the examination.

· Availability of a nurse/medical aid
Generally available to all candidates for the duration of the examinations.

C.3
EMERGENCY EVACUATION

C3.1
In the event of any emergency evacuation of the examination centre (e.g. when a fire alarm sounds continuously) candidates must obey the instructions of the Invigilator.

C3.2
Candidates should note, and should be instructed by the Invigilator, that they remain subject to examination rules during the evacuation.

C3.3
Candidates must evacuate the centre quietly, leaving all examination material in the examination centre building.

C3.4
Candidates must follow the Invigilator(s) to the designated assembly area and remain with the Invigilators until instructed by the appropriate authorities that it is safe to return to the examination centre building, or until the Invigilator, after the appropriate consultation, makes a decision to abandon the examination.

C3.5
If it is possible to resume the examination, candidates will be instructed to endorse their scripts with the words ‘examination interrupted’ indicating the time of interruption and the time of resumption. Candidates will be allowed compensatory time equivalent to the period from the time the alarm sounded to the resumption of the examination.

C3.6
The Invigilator will inform candidates of the revised finishing time of the examination. The Invigilator will also submit, in the Invigilator’s Report to the Examination Officer, details of the nature, course and duration of the interruption, together with details of the compensatory time allowed.

C3.7
On receipt of the Invigilator’s Report, it will be the responsibility of the Examination Officer to ensure that a full report of the circumstances of the interruption, including its nature, cause, duration and the length of compensatory time, is made clear to the Registrar, who will inform the Chair of the appropriate Examination Board Meeting.

C.4
BREACHES OF EXAMINATION REGULATIONS/UNFAIR PRACTICE

The definition of Unfair Practice is outlined in Section G: Breaches of Examination Regulations/Unfair Practice.

The procedures governing Unfair Practice are outlined in Sections D5.7 and D5.8 of the Responsibilities of the Supervisor.

C.5
COMMUNICATION FROM CANDIDATE TO MEETING OF EXAMINATION BOARD

C5.1
A candidate who wishes to draw to the attention of the Examination Board any matter or circumstances which he/she believes has materially affected his/her performance in a formal examination (or other form of assessment) must do so, in writing, to the relevant Head of School within seven days of the examination taking place (or within seven days of the designated date for the submission of other forms of assessment).

C5.2
Any candidate failing to comply with C5.1 above, will normally forfeit the opportunity to appeal against the decision of the Examination Board, on these grounds. Communications from candidates, accompanied by supporting documentation (e.g., medical certificate) where appropriate, must clearly state the manner in which performance was affected and the dates or periods involved. The Head of School will acknowledge receipt of all such communications by candidates, and will inform the Chair of the Examinations Board Meeting of all such communications received.

C.6
VARIATIONS TO THE ABOVE REGULATIONS

Where the nature of the formal examination makes necessary any variation to the above regulations, candidates will be informed by the Invigilator, on the advice of the Registrar/Examinations Officer, of any such variation prior to the start of the examination.

D. 
INVIGILATION OF EXAMINATIONS
D.1
APPOINTMENT OF INVIGILATORS

D1.1
The panel of Invigilators shall be reviewed annually by the Examination Officer.

D1.2
This review shall establish the numbers of Invigilators likely to be required. In order to cover eventualities such as illness etc., the number on the panel in any one year shall be greater than the number actually required to supervise a full schedule of examinations.

D1.3
Advertisements shall be placed in the local press for extra panel members, if necessary. A copy of the advertisement shall be retained on file by the Examinations Officer.

D1.4
Written confirmation of availability will be sought from all those whose names appear on the proposed panel.

D1.5
Declaration of Interest forms must be collected from proposed Invigilators.

D1.6
Selection of Invigilators with appropriate qualifications and/or administrative/ supervisory experience, shall be made by the Examinations Officer.

D1.7
Selected Invigilators shall require the formal approval of the Administrative Officer in the Registration Department.

D1.8
Once selected and approved, Invigilators shall be entered on the Institute’s Register of Approved Invigilators. An Invigilator may not delegate his/her appointment.

D1.9
Prior to undertaking invigilation, Invigilators will be required to undertake a briefing session by the Registrar, or nominee.

D.2
SCHEDULING OF INVIGILATORS

D2.1
Only those Invigilators listed on the Institute’s Register of Approved Invigilators shall be permitted to supervise examinations.

D2.2
Invigilators shall be scheduled for examination supervision by the Examinations Officer.

D2.3
Invigilators shall be allocated to the examination centres as deemed appropriate by the Examinations Officer.

D2.4
One Invigilator may be designated ‘Supervisor of Invigilators’ where deemed appropriate by the Examinations Officer/Administrative Officer in the Registration Department.

D2.5
Both male and female Invigilators shall be appointed.

D2.6
For each examination, at least one Internal Examiner or an appropriately qualified and experienced nominee, should be available at the Institute, for the duration of the examination to answer any queries in relation to the accuracy of the examination paper.

D.3
RESPONSIBILITIES OF INVIGILATORS

D3.1
Invigilators have a responsibility to ensure that the examination sessions to which they are appointed, run efficiently and are conducted in accordance with the Institute’s Examination Regulations and Procedures.

D3.2
Invigilators must strive to ensure that examinations are conducted fairly and efficiently. They must position themselves so as to have a clear view of the entire examination centre. Wherever possible and appropriate, Invigilators, during the course of the examination, should refrain from conversation.

D3.3
To ensure minimum disruption, suitable footwear should be worn.

D3.4
It is the responsibility of the Invigilators to familiarise themselves with the Emergency Evacuation Procedures outlined in C3.

D.4
DUTIES OF THE INVIGILATOR

D4.1
The designated ‘Supervisor of Invigilators’ shall outline the duties which she/he expects Invigilators to undertake. All instructions given by Supervisors must be followed.

D4.2
The Invigilator shall ensure they have obtained the appropriate examination papers for the scheduled class group(s).

D4.3
The Invigilator shall ensure that candidates are sitting at the correct desk. Each candidate, with the exception of external repeat candidates, is required to leave their student identification card on the top right-hand corner of their desk for the duration of the examination.

D4.4
The Invigilator shall ensure that all candidates have an answer booklet and any other special requirements listed on the envelope containing the examination papers. Prior to commencement of the examination, one answer booklet should be set out on each desk.

D4.5
The Invigilator shall distribute examination papers in good time to allow prompt commencement of the examination. It is the responsibility of each candidate to ensure that s/he has been given the correct examination paper.

D4.6
The Invigilator shall ensure that the Attendance Sheet is signed by each candidate at the commencement of the examination. This signing process should be carried out within 30 minutes of the commencement of the examination. The candidates’ identification cards should be checked at the time of signing.

D4.7
The Invigilator shall issue continuation booklets to candidates on request. Invigilators should initial the candidate's original script when a continuation booklet has been issued (if the first continuation booklet has been issued, the Invigilator shall initial the box marked 1st, etc.).

D4.8
The Invigilator shall maintain constant supervision throughout the examination period. Any person suspected of Unfair Practice must be reported to the Supervisor and is dealt with according to Section D5.7 below.

D4.9
The Invigilator shall ensure that a candidate does not borrow materials from other candidates during the examination.

D4.10
No explanation of the meaning of an examination question should be given. Should a query arise in relation to the accuracy of a question, Invigilators should contact the Examinations Officer. If this is not possible they should advise candidates to answer the question as stated, and to indicate the reason for their doubt in the answer booklet. Invigilators should note such queries on the report forms. 

D4.11
The Invigilator shall ensure that no unauthorised persons enter the examination centre.

D4.12
The Invigilator shall ensure that no candidate leaves the examination centre during the last 15 minutes of the examination. Candidates must remain at their desks until their examination script is collected, and they have been informed by the Invigilator that they may leave the examination centre.

D4.13
The Invigilator shall remind each candidate of their responsibility to sign the appropriate section of the Attendance Sheet, and indicate the number of answer-books that have been handed up, on completion of his/her examination. The number of answer booklets submitted must be recorded by the candidate and these must match the number of booklets handed out.

D4.14
The Invigilator shall ensure that the correct number of scripts are placed in an appropriately marked envelope together with at least six examination papers, and that the envelope is sealed and signed. 

D4.15
The Invigilator shall ensure that the Attendance Sheets are returned to the Examinations Office in a separate envelope.

D4.16
The Invigilator shall ensure that all remaining examination papers shall be put in the original envelope and given to the Supervisor.

D4.17
In the absence of a Supervisor, the Invigilator shall assume the role of the Supervisor.

D.5
RESPONSIBILITIES OF THE SUPERVISOR

In addition to the duties outlined in D.4 (Duties of the Invigilators), Supervisors are assigned the following additional responsibilities:

D5.1
Ensure that all Invigilators are briefed on the Institute’s Examination Regulations and Procedures.

D5.2
Ensure that answer booklets are stamped and distributed prior to the examination. One booklet should be set out on each desk before the commencement of the examination.

D5.3
Distribute the examination papers to the Invigilators.

D5.4
Ensure that candidates are admitted to the examination centre in sufficient time for the examinations to commence on schedule (Allowing time before the examination commences for candidates to complete the details required on the answer booklet.)

D5.5
Ensure that Invigilators distribute the examination papers on time and that the appropriate Attendance Sheets are signed.

D5.6
A candidate who arrives after the first hour will only be allowed to sit the examination at the discretion of the Supervisor. No additional time will be allowed for candidates who arrive late. All candidates arriving more than half an hour after the commencement of the examination should be noted in the Supervisor’s Report.

D5.7
A Supervisor who considers that a candidate is engaging in an unfair examination practice shall inform such a candidate, preferably in the presence of a witness, that the circumstances will be reported and that the candidate may continue that examination and any subsequent examinations without prejudice to any decision which may be taken. Failure to warn shall not prejudice subsequent proceedings. Where appropriate, the Supervisor/Invigilator shall confiscate and retain evidence relating to any alleged unfair examination practice, so that it is available to any subsequent investigation. The Supervisor shall report in accordance with Section D5.8 below.

D5.8
All cases of irregularity must be reported to the Examinations Office. It is imperative that the Supervisor's report gives the fullest possible account of all such instances.

The following must be included with the report:

· A photocopy of the candidate’s unmarked examination script (the original script will be given to the Internal Examiner for marking),

· Any unauthorised materials found in the candidate’s possession,

· Signed statement by the Supervisor/Invigilator(s) concerned regarding the incident(s),

· Candidate’s written statement (if the candidate elects to provide one) regarding the matter.

The staff member designated to collect the examination scripts should be briefed and given the report, which must be returned separately. It may be necessary for the Supervisor to be available for any subsequent Committee of Inquiry (see Section G).

D5.9
A distressed or ill candidate may be permitted to leave temporarily during an examination, if accompanied by an Invigilator, and subsequently return to complete the examination, provided the continuity and quality of supervision is not affected. No additional time is allowed. No medication should be given to a candidate. The duration of, and reason for, absences from an examination should be formally recorded in the Supervisor/Invigilator's report.

D5.10
Ensure that all examination scripts, attendance sheets etc. are collected at the end of each examination, and are given to the staff member designated to collect the scripts.

D5.11
Ensure that examination supplies are requested, as appropriate, from the Examinations Officer.

E.
LATE SUBMISSION OF WORK FOR ASSESSMENT

E.1
Penalties shall be applied for the late submission of work for assessment. Assessed work covers all forms of work submitted for formal assessment and contributing to an award other than formal end-of-year examinations.

These are as follows:

a) Assignments, minor projects, essays, practicals (weekly, bi-weekly, monthly)

	Up to 1 calendar week late:
	mark out of 80%

	From 1 to 2 calendar weeks late:
	mark out of 40%

	More than 2 calendar weeks late:
	automatic 0%


b) Major projects (complete subject, significant element of a subject)

	Up to 1 calendar week late:
	mark out of 80%

	From 1 to 2 calendar weeks late:
	mark out of 60%

	From 2 to 3 calendar weeks late:
	mark out of 40%

	More than 3 calendar weeks late:
	automatic 0%


E.2
Candidates will be informed in advance, in writing or by public notice of the designated submission dates for assessment material and the penalties which shall be imposed for late submission of assessed work, by their relevant Head of Department (or their nominees).

E.3
Where a candidate fails to meet a deadline for assessment work the candidate will be informed at that time of the penalties which shall be imposed for late submission of assessed work, by the relevant Head of Department, or nominee.

E.4
Candidates have the responsibility to make themselves aware of these dates and penalties.

F. 
AWARD EXAMINATION
F.1
EXAMINATION BOARD MEETINGS

F1.1
The eligible membership of Examination Board shall be as follows:

(a)
Director or nominee.

(b)
Registrar.

(c)
Head of contributing School.

(d)
Head of contributing Department.

(e)
All other staff who have participated in examinations of subjects within the award.

(f)
All extern examiners assigned to the courses under consideration.

A Minutes Secretary shall be appointed by the relevant Head of School to each Board. The Minutes Secretary shall not be a member of the Board. Minutes shall not be circulated, but shall be available for viewing. No individual board member names, just proceedings, shall be recorded.

F1.2
All eligible members may contribute to the discussions and may vote. Notification of the date, time and venue of the Examination Board Meeting shall be given in writing, one week in advance, to all members of the Board, by the relevant Head of School/Department.

F1.3
The responsibility of the Examination Board shall be to determine:

(a)
Candidates’ overall classification/award;

(b)
The effect of personal/individual extenuating circumstances submitted by candidates;

(c)
The application of decisions of Committees of Inquiry into Unfair Practice.

F1.4
Examination Boards shall adhere to the following standard agenda:

(a)
Apologies for absence.

(b)
Confirmation of membership.

(c)
Confirmation of confidentiality of proceedings.

(d)
Terms of Reference.

(e)
Personal/Individual Extenuating Circumstances and mitigating factors, if any, which may have affected examination/performance of group.

(f)
Any cases of unfair practice (including alleged cases).

(g)
Consideration of candidate performance.

(h)
Report and feedback from external examiners.

(i)
Publication/notification of results.

(j) Any other business.

F.2
PRELIMINARY BOARD MEETINGS

F2.1
The Examination Board may find it helpful to hold preliminary meetings to ensure that required administrative procedures have been carried out, that appropriate documentation is in place, and that Examination Board members are aware of the regulations and issues which will need to be considered in relation both to general matters and to individual candidates. Such a preliminary board meeting is designed to promote the smooth flow of business at the subsequent Examination Board Meeting. No decisions or discussions affecting a candidate’s progress or award can be made by a Preliminary Board Meeting. A formal record of the deliberations of a Preliminary Board Meeting is not required, other than the completion of the documentation which shall form the basis for the subsequent Examination Board’ discussions.

F2.2
Membership of a preliminary board meeting shall normally consist of the head of department and the academic staff teaching on the course.

F.3
NOTIFICATION AND PUBLICATION OF RESULTS

The notification and publication of results is governed by the Examination Regulations and Procedures, Section K: Publication of Examination Results.

G. 
BREACHES OF EXAMINATION REGULATIONS/UNFAIR PRACTICE
G.1
DEFINITION OF UNFAIR PRACTICE

It is an Unfair Practice to commit any act whereby a person may obtain, for himself/herself or for another, an advantage which may or may not lead to a higher mark or grade than his/her abilities would otherwise secure. In particular, but without prejudice to the generality of the foregoing, it is Unfair Practice to:

(a)
introduce into the examination centre any unauthorised form of materials such as a book (including mathematical tables) manuscripts or loose papers of any kind, electronic communication devices or any source of unauthorised information. These items should be placed in the designated areas.

(b)
communicate with any other person within, or outside, the examination centre, except as authorised by an Invigilator.

(c)
copy or use in any other way unauthorised materials or the work of any other candidate.

(d)
impersonate an examination candidate or allow oneself to be impersonated.

(e)
engage in plagiarism by using other people’s work and submitting it for assessment as though it were one’s own work.

(f)
claim either to have carried out experiments, observations, interviews or any form of research which one has not in fact carried out or to claim to have obtained results which have not in fact been obtained.

G.2
SUSPECTED UNFAIR PRACTICE
G2.1
If a member of staff considers, that Unfair Practice has occurred in relation to work submitted as a piece of coursework, a dissertation, a project or any other work, he/she shall report the matter in writing to the relevant Head of Department as soon as possible.

G2.2
Where there is suspected Unfair Practice in a written or other examination session, the Examination Supervisor/Invigilator who considers that a candidate is engaging in an unfair examination practice shall follow the procedure outlined in D5.8 and D5.9.

G2.3
If a candidate is suspected of Unfair Practice that is detected during or subsequent to the marking period, the internal/external examiner shall report the matter in writing to the appropriate Head of Department as soon as possible.

G2.4
The Head of Department shall decide whether there is a prima facie case to suggest a breach of regulations (i.e. are there grounds for treating the matter as a case of Unfair Practice). The Head of Department may take whatever reasonable steps are necessary to inform a decision as to whether the candidate has gained or attempted to gain unfair advantage.

G2.5
All associated material [which may include the question paper, original copy of answer book(s), material at basis of alleged infringement, statements from lecturers] is collated by the Head of Department and this pack with an explanatory covering letter, is forwarded to Office of the Registrar. An allegation of unfair practice may also be instigated by the Examination Office.
G2.6
If it is considered by the Registrar that a prima facie case is established, the Registrar shall inform the Head of School, Head of Department and the student in writing that further action is to be taken.

G.3
ON RECEIPT OF AN ALLEGATION OF UNFAIR PRACTICE
G3.1
On receipt of a written report from the Head of Department or Examination Office concerning an allegation of Unfair Practice, the Registrar shall proceed as follows:

-
obtain a written report of the circumstances from the candidate concerned;

-
discuss the matter with the Head of Department/Examination Officer, as appropriate, to determine whether, in the light of all the circumstances, a prima facie case has been established.

G3.2
If it is decided not to proceed with the case, no further action against the candidate is taken and the Registrar shall inform the candidate in writing that the matter is closed. The Registrar will, at the same time, inform the Director, the Head of Department and the Examination Office.
G3.3
If a case is considered to exist, the Registrar shall report the case in writing to the Director. The Registrar’s Office informs the candidate and invites him/her to a formal meeting to discuss the alleged incident. The candidate is informed of the date, place and time of the meeting and that he/she shall have the right to have legal and/or other representation for the discussion of the matter, and to review all relevant material presented. This meeting of the Registrar with the candidate is minuted.

G3.4
In certain cases the nature of the alleged breach will lead the Registrar to refer the case directly to the Committee of Inquiry (reasons for this decision may include where the incident is a second or subsequent alleged breach, where the alleged breach is considered to be of an especially serious nature, where a family member of an institute staff member is involved). In this case the procedures as per G.4-G.8 are invoked.
G3.5
If the candidate does not attend the arranged meeting (with no notice of non-attendance) or is unable to attend the arranged meeting and does not provide the Registrar with a satisfactory explanation for that inability (i.e. the candidate chooses not to engage with this process), the case is referred directly to the Committee of Inquiry as per section G.4-G.8 below.

G3.6
Arising from the discussion with the candidate and the review of the case presented the Registrar considers the extent of the breach concerned, if any, and the associated circumstances. There are three possible outcomes of this process:

(a) it is deemed that the allegation has been sustained and the Registrar determines a fitting penalty (from the range of available penalties) appropriate to the breach

(b) it is deemed that there is insufficient grounds to support the allegation of unfair practice, that no further action against the candidate is taken and that the matter is therefore closed. No documentation relating to the allegation or the associated investigations are retained on the candidate’s academic record
(c) the Registrar feels that the case requires further consideration and refers the case to the Committee of Inquiry.

G3.7
The Registrar may inform the candidate verbally of the outcome of the hearing but must inform the candidate in writing of the findings and of the penalty, where relevant, as soon as possible. The Registrar will, at the same time, inform the Director, the Examination Board, and the Head of Department of the outcome. The Award Examination Board concerned shall determine the candidate’s overall examination result with regard to the penalty recommended by the Registrar.
G3.8
Where the allegation of the breach is upheld by the Registrar and a penalty imposed, the Registrar shall inform the candidate of his/her right of appeal to the Committee of Inquiry (as set out in G.4-G.8 of the examination regulations) and the procedure to be followed to invoke the appeal process: any such appeal shall be sent in full, in writing, to the Registrar, not later than ten days after despatch to the candidate of the Registrar’s decision.
It should be understood by, and identified in the written communication to, the candidate that such a course of action might result in the candidate attracting a higher tariff for the breach if established by the Committee of Inquiry.

G3.9
When a case has been substantiated, a note must be placed on the candidate’s record. This note will remain on the student's record throughout their period of study. If a further allegation of Unfair Practice is made against a student with such a note on their record, the case must automatically be referred to the Committee of Inquiry.
G.4
APPOINTMENT OF COMMITTEE OF INQUIRY

G4.1
The Institute’s Academic Council shall establish a Standing Panel of Inquiry (12 members) for the purpose of investigating allegations of Unfair Practice. The panel shall consist of:

· 8 members of the full-time academic staff of the Institute, chosen to be representative of its academic departments, and
· 4 Heads of School to act as Chairpersons of the relevant Committees of Inquiry.

G4.2
On receipt of an allegation of Unfair Practice communication from the Registrar, the Director shall arrange for an appropriate Committee of Inquiry to be convened as soon as possible.

G4.3
Each Committee of Inquiry shall consist of three members, selected by the Director from the Standing Panel of Inquiry, from a school or function not related to the case for discussion.

The Chairman of the Committee of Inquiry shall be a Head of School from a school not related to the case for discussion, selected by the Director.

The Registrar, or nominee, shall act as Secretary to each Committee.

A Minutes’ Secretary shall be appointed by the Institute.

G4.4
The Chairman’s role shall be to conduct the meeting and present the case but without performing any decision-making function in arriving at a decision of any Unfair Practice.
G4.5
Within 7 working days, of the appointment of the Committee of Inquiry, the Secretary to the Committee shall:

(a) notify the candidate in writing of the allegation to be considered by the Committee of Inquiry.
(b) inform the candidate of the date, place and time when the Committee of Inquiry intends to meet and that he/she shall have the right to have legal and/or other representation for the hearing of the matter, to hear all the evidence, to question witnesses, to submit other evidence and to call witnesses on his/her own behalf in relation to the matter.

(c) send the candidate copies of:

(i) the Student Handbook (containing the detailed examination procedures),

(ii) the Institute’s Examination Regulations and Procedures (drawing particular attention to Section G),

(iii) witnesses’ statements, and

(iv) documents to be placed before the Committee of Inquiry; and request the candidate to indicate which statements or documents are agreed and which are in dispute.
(d) notify the Chairperson and members of the Committee of Inquiry of the date, place and time of the meetings and supply them with copies of the allegation and all relevant statement or documents.

(e) notify the relevant Examination Supervisor(s)/Invigilator(s) of the date, place and time of the Committee of Inquiry meeting in relation to any alleged unfair practice, and of the fact that they shall be required to give oral evidence at any such Committee of Inquiry.

G4.6
The candidate shall be required to inform the Secretary, at least 48 hours in advance, whether or not he/she intends to attend the meeting of the Committee of Inquiry. If the candidate indicates that he/she does not wish to attend the meeting, the Committee of Inquiry shall proceed in his/her absence. A candidate who intends to be accompanied and/or represented shall be required to inform the Secretary in writing at least 48 hours in advance. The Institute may obtain legal representation to support the work of the Committee of Inquiry and to attend hearings. A candidate may not be represented by a member of the Institute’s academic staff.

G4.7
Should a candidate not attend the meeting of the Committee of Inquiry, having indicated that he/she would attend, the meeting shall proceed in his/her absence.

G.5
FUNCTIONS OF THE COMMITTEE OF INQUIRY

G5.1
The functions of the Committee of Inquiry shall be:

*
to consider the evidence submitted to it on the allegation of Unfair Practice;

*
to determine whether the allegation has been substantiated;

*
recommend, in appropriate cases, the penalty to be imposed.

G5.2
The Chairman, or the legal representative acting for the Institute, shall conduct the hearing and present the case, call witnesses and present appropriate evidence.

G5.3
The Chairman shall have no deliberate vote in relation to the finding of any Unfair Practice.

G5.4
The members of the Committee of Inquiry may question both the candidate and the witnesses. Each member of the Committee shall have a vote in relation to the finding of any Unfair Practice.

G.6
PROCEDURE DURING THE HEARING OF THE COMMITTEE OF INQUIRY

G6.1
The Chairman shall conduct the hearing and present the case, call witnesses and present appropriate evidence. He/she should ensure that the candidate understands the nature of the allegation being made and the potential penalties. No evidence of any kind shall be called before the Committee that has not been previously notified to the candidate in advance.

G6.2
In cases where two or more students are accused of connected offences, the Committee of Inquiry may deal with the cases together. However, each student must be given the opportunity to request that the cases be heard separately. The decision on whether separate hearings will be allowed rests with the Chair of the Committee of Inquiry.
G6.3
For the purposes of the minutes the Chairman shall ask the candidate to acknowledge that he/she has received, in advance of the hearing, copies of all statements and/or documentation upon which it is intended to rely in the course of the Hearing, a copy of the relevant sections of the Student Handbook and also a copy of the Institute’s Examination Regulations and Procedures.

G6.4
The candidate shall be entitled to have legal and/or other representation present. Where the candidate does not have representation present the Chairman shall ask the candidate to acknowledge that he/she was afforded the opportunity to have legal and/or other representation present.

G6.5
The Chairman shall then proceed to put the case to the candidate in terms of the previously furnished copy documentation. The Chairman, or Institute legal representative, shall call the appropriate witness to present their evidence against the candidate.

G6.6
Witnesses shall be called in person to give oral evidence in relation to the allegations made. The witnesses may include Examination Supervisor, the lecturer, the Internal Examiner and/or other interested parties. Witnesses shall only be concerned with evidence relating directly to the allegation and shall withdraw after questioning.

G6.7
The candidate shall be afforded the opportunity to hear all the evidence brought against him/her, to cross-examine and question each witness, to call other witnesses and to submit other evidence relating to the matter.

G6.8
The opportunity to question and cross-examine witnesses shall be presented to the candidate before any member of the Committee asks any questions of the witness. When the candidate has completed his/her cross-examination and questioning of the witness, only then shall the witness be made available to the Committee for further questioning.

G6.9
When the Committee have completed their questioning of the witness, the candidate shall be asked whether he/she has any further questions arising for that particular witness.

G6.10
When all of the witnesses have been called in the manner outlined above the candidate shall be afforded the opportunity to present a Defence. As part of that defence the candidate shall be entitled to call whatever witnesses he/she wishes.

G6.11
The Committee shall not ask questions of this witness until the candidate has completed questioning the witness. When the Committee have concluded asking questions of the witness the candidate shall again be afforded the opportunity of further questioning that particular witness.

G6.12
When the candidate has concluded calling his/her witnesses, he/she shall be asked by the Chairman whether he/she has any further information or documentation to present to the Committee in relation to the matter. In particular the candidate shall be asked if there are any exceptional personal or other circumstances which are not known to the Committee, and which the candidate wishes to make known.

G6.13
The candidate shall once again be asked if he/she has anything else to bring to the attention of the Committee.

G6.14
When the submission of evidence and the questioning of witnesses are completed, the Chairman shall ask the candidate to acknowledge that he/she is happy with the conduct of the proceedings. Once this is complete the Committee shall meet in private to consider the case.
G6.15
The Committee of Inquiry shall determine whether the allegation has been substantiated. It is not necessary to prove that the Unfair Practice was a willful or deliberate act. The Chairman of the Committee shall have no deliberative vote in relation to the finding of any Unfair Practice.

In considering whether to make a finding of Unfair Practice the Committee shall only consider that information presented to them at the Hearing. The Committee will be informed of the route of referral of the candidate to this procedure: directly to Committee of Inquiry/appeal of Registrar’s decision in relation to the candidate. The Committee is not entitled to consider any other information that was not previously put to the candidate and which was not learnt through evidence at the Hearing. In particular, the Committee is precluded from considering or knowing details of the candidate’s previous disciplinary record. The Committee shall not enquire as to any previous breaches of the Institute’s Examination Regulations and Procedures save and excepting where the candidate him/herself has claimed to have a previously unblemished disciplinary record, when this is not the case. 

G6.16
If the finding of the Inquiry is that a case has not been substantiated, the Chair of the Committee of Inquiry may inform the candidate verbally of this decision. Irrespective of whether or not the candidate is informed verbally, the Secretary of the Committee shall notify the candidate formally and in writing of the Inquiry's findings and that the matter is therefore closed. No documentation relating to the allegation or the associated investigations are retained on the candidate’s academic record.
G6.17
If the case has been substantiated, the Committee shall then consider the penalty to be recommended (as per section G.7).

It is only when the Committee of Inquiry has, after careful deliberation, arrived at a finding of Unfair Practice that is shall consider previous breaches of the Institute’s Examination Regulations and Procedures to determine the penalty to be recommended.

G6.18
When a case has been substantiated, a note must be placed on the candidate’s record. This note will remain on the student's record throughout their period of study. If a further allegation of Unfair Practice is made against a student with such a note on their record, the case must automatically be referred to the Committee of Inquiry.
G.7
PENALTIES AVAILABLE TO THE REGISTRAR/COMMITTEE OF INQUIRY

The Registrar/Committee of Inquiry shall determine the penalty appropriate to each case, on a case-per-case basis. Penalties available to the Registrar/Committee of Inquiry include one or any combination of inter alia:

(a) a written warning, which will be entered on the candidate’s academic record

(b) the cancellation of the candidate’s marks for all or part the examination paper or other assessment component in question 

(c) the cancellation of the candidate’s marks in the whole module concerned
(d) the cancellation of the candidate's marks in all of the modules for the particular year of study
(e) candidate allowed to resit at the next available sitting

(f) postponement of the candidate’s facility to resit for one year/candidate’s progress to be postponed for one academic year
(g) reduction of the award result by one class or the non-award of a distinction, as appropriate
(h) disqualification of the candidate from any future examination of the awarding body

G.8
ACTION TO BE TAKEN FOLLOWING THE COMMITTEE OF INQUIRY

G8.1
When the Committee of Inquiry has investigated the facts of the alleged Unfair Practice it shall in its report state whether or not the allegation has been substantiated and shall determine any penalty to be recommended.

G8.2
If the finding of the Committee of Inquiry deem that the allegation has been sustained, the Chair of the Committee of Inquiry may inform the candidate verbally but there shall be no discussion of the Committee’s decision with the candidate. Irrespective of whether or not the candidate has been informed verbally, the Secretary of the Committee (the Registrar) will inform the candidate in writing of the findings and of the penalty recommended, as soon as possible. The Secretary will at the same time inform the Director and the Award Examination Board.

G8.3
In all cases the Secretary shall inform the candidate of his/her right of appeal to an Independent Appeals Committee and the procedure to be followed to invoke the Appeal process. Any such appeal shall be sent in full, in writing, to the Registrar, and must reach the Registrar not later than ten days after despatch to the candidate of the Committee of Inquiry’s decision.

G8.4
Where a Committee of Inquiry has found an allegation of Unfair Practice upheld, the Award Examination Board concerned shall determine the candidate’s overall examination result with regard to the penalty recommended by the Committee of Inquiry.

G.9
EXAMINATION RESULTS LIST

G9.1
If a case of alleged Unfair Practice is under investigation at the time of the meeting of the relevant Award Examination Board, the Board shall defer consideration of the candidate’s work until the Committee of Inquiry has made a decision on the case and the decision has been conveyed to the Chair of the Award Examination Board.

G9.2
Should a case be under investigation when a Results List is due for completion and publication, the name of the candidate concerned shall be withheld from this List.

G.10
APPEALS OF THE FINDINGS OF THE COMMITTEE OF INQUIRY

G10.1
A candidate found guilty of Unfair Practice may only request an appeal on grounds of:

· irregularities in the conduct of the Unfair Practice procedure and/or;

· exceptional personal circumstances which were not known to the Committee of Inquiry when the candidate’s case was considered and which can be shown to be relevant to the Unfair Practice. (In Appeals based on these grounds, the appellant must show good reason why such personal circumstances were not made known to the Committee of Inquiry before its meeting).

G10.2
The Director is required to disallow an appeal which is based wholly on factors which were known to the Committee of Inquiry when the penalty was imposed.

G10.3
The Director shall refer permissible appeals to the Institute’s Appeal mechanism, whose decision shall be final.

G10.4
Appeals shall be heard by an Independent Appeals Board.

G.11
APPEALS REFERRED TO THE INSTITUTE’S INDEPENDENT APPEALS MECHANISM

G11.1
The Institute is only prepared to consider appeals which are based on one, or both, of the grounds previously listed in G10.1.

G11.2
Any appeal against a decision of a Committee of Inquiry shall be sent in full, in writing, to the Registrar, and must reach, him/her not later than ten days after despatch to the candidate by the Institute of the Committee’s decision. The Chair of the Independent Appeals Board shall have discretion to declare inadmissible any matter introduced by the appellant, or by any person accompanying the appellant, if it is deemed not to be directly related to the contents of the appeal lodged in writing within the stipulated deadline.

G11.3
Appeals shall be considered by an Independent Appeals Board appointed by the Academic Council of the Institute. The Independent Appeals Board shall consist of three members.

· Head of School drawn from a school not involved in the case (Chair)

· a member of academic staff from another institute or university, and 

· a practising solicitor or barrister.

The committee shall appoint a Secretary from among its members.

A Minutes Secretary shall be provided by the Institute.

G11.4
The Independent Appeals Committee shall base its decision on the evidence of the appellants’ submission and the testimonies of the Chair of the Committee of Inquiry concerned, together with any further evidence which it considers relevant. If an applicant wishes to appear before the Independent Appeals Board they must apply in writing. 

G11.5
If a request to appear in person is granted the appellant shall be informed (at least 7 days in advance) of the time and date of such a hearing and that he/she may be accompanied at the hearing. A candidate who intends to be accompanied and/or represented shall be required to inform the Secretary in writing at least 48 hours in advance.

G11.6
The decision of the Independent Appeals Board shall be final.

G11.7
The decision of the Independent Appeals Board shall be conveyed by its Secretary to the Institute’s Registrar, who shall inform the appellant, the Chair of the Committee of Inquiry and the Chair of the appropriate Award Examination Board as soon as possible.

G11.8
If an appeal is unsuccessful the Registrar shall inform the appellant in writing.

G11.9
If, as a consequence of a successful appeal, a candidate has been presented for the award to the Award Examination Board and is regarded as being qualified for an award, such a candidate shall be presented for that award at the next appropriate Institute Awards Ceremony.

H.
REVIEW/APPEAL MECHANISM

H1.
GENERAL

H1.1
These Regulations cover all awards at all stages, except where such awards are covered by specific regulations of an external awarding body. In such cases the regulations and procedures of the external awarding body shall apply.

HI.2
The Institute operates a procedure for the discussion, review and appeal of examination results.

H2
DEFINITION

A Review/Appeal means the consideration of factors which may have influenced a candidates’ performance, and may be made only on the following grounds.

(a)
The assessment was not conducted in accordance with the current regulations for the course, or there has been a material administrative error or some other material irregularity relevant to the assessments has occurred.

(b)
For those programmes where mitigating circumstances are considered, there were circumstances of which the Examination Board had been unable to take proper account. This refers to a situation where the mitigating circumstances were not drawn to the attention of the Examination Board because:

· either they were unknown to the student at the appropriate time;

· or the student was unable to present them because of circumstances outside his/her control:

(c)
For a student with disability or special educational need, the agreed revised assessment procedures were not implemented.

H3
PROCEDURES FOR DISCUSSION OF EXAMINATION RESULTS

H3.1
Each Head of School/Department shall afford students the opportunity of discussing their results after the publication of the results on the notice boards.

H3.2
Each School shall arrange specific times when each examiner will be available for these decisions.

H3.3
The aim of the discussion is to provide guidance to students regarding repeats, future options, etc, and help avoid formal appeals, acrimonious disputes, or legal proceedings. This discussion is an opportunity to avail of counselling, not an opportunity to challenge marks. The intern examiner may show the script to the student but is not obliged to do so.

H4
REVIEW/APPEAL OF EXAMINATION RESULTS

H4.1
A request for a review/appeal must be received by the Institute’s Registrar, or nominee, not later than 5 working days after the posting of the examination results on the Institute noticeboards. Students are required to undertake the consultation as defined in 3.1 above before being eligible to make a request for a review/appeal.
H4.2
Only a written request for a review/appeal, signed by the person concerned, shall be considered.

H4.3
There shall be a fee for the review/appeal of examination results.

H4.4
The Registrar/nominee shall review the content of the review/appeal request to ensure that a prima facie case exists, and may dismiss an appeal in the following circumstances:

(a)
when the appeal is lodged late, without a satisfactory explanation;

(b)
when it can be demonstrated that the appeal does not comply with these regulations;

(c)
when it can be shown that the appeal, although complying with these regulations, could not lead to any change in the assessment which is the subject of the appeal. (Such a conclusion may follow from the assessment structure of the course concerned, but may not be based on qualitative judgements concerning the assessment of the appellant’s case.)

H4.5
If the notification of review/appeal is considered valid and complies with Institute regulations, the Registrar/nominee shall inform the relevant Head of School and the Examinations Officer in writing, that a review/appeal has been requested, and that it may proceed to an Appeals Committee hearing

H4.6
The Head of School shall contact the relevant internal examiner(s) to inform them of the appeal in process and to request a review of the examination material be carried out as soon as possible.

H4.7
The review (reconsideration in detail of all or part of the existing examination material) shall be carried out by the internal examiner(s), and a third-party internal examiner or the relevant external examiner(s), where feasible.
Where there is disagreement regarding the outcome of the review/appeal this is dealt with according to Marks and Standards, as adopted by the Institute’s Academic Council on 18 June 2001.

H4.8
The Head of School shall inform the Registrar in writing of the outcome of any review/appeal. In the case where there appears to be grounds for an appeal, the report from the School should be accompanied by all relevant supporting documentation e.g. examination board meeting minutes, broadsheets, etc.
H4.9
If a change in a result is recommended by the Report from the School, the Registrar shall make the necessary arrangements to have the official result amended i.e. shall inform the Institute’s Examinations Office, the student and HETAC of the outcome.

H4.10
Where an appeal is warranted an Appeals Committee is established. The Appeals Committee(s) shall:

· have delegated powers to act on behalf of the Institute’s Academic Council.

· be separately constituted by the Director for each appeal or group of appeals with the following membership:

· Chairperson: Head of School/Department, not involved with the appeal, from the panel nominated by the Academic Council. (To the extent practicable, the same Chairperson should preside in hearings of appeals from a particular Examination Board in any one year.)

· Three members of academic staff, not involved with the appeal, from the panel nominated by the Academic Council.

· A person from outside the Institute who may be a practicing solicitor or barrister.

The Committee shall nominate a secretary from among its members.

A Minutes Secretary, not a member of the Committee, shall be appointed by the Institute. 

The Chairperson of the Examination Board (or his/her nominee) shall have the right to be present at the hearing of the appeal.

The Institute branch of any relevant Trade’s Union and the Institute’s Students' Union may be admitted as observers only with the permission of the Appeals Committee and of the appellant, but shall not be entitled to speak.

· meet on one pre-arranged/published date to review all cases.

· have access to the results of the review of the examination material to date.

· shall base its decision on the evidence of the appellant’s submission and shall as appropriate consult with the testimony of the Chair of the Examination Board concerned, together with any further evidence which it considers relevant. 

H4.11
The Chairperson shall, at an Appeal Committee meeting, have discretion to declare inadmissable any matter introduced by the appellant, if he/she deems it not directly related to the contents of the appeal previously lodged in writing within the stipulated deadline.
Where there is disagreement regarding the outcome of the appeal this is dealt with according to Marks and Standards, as adopted by the Institute’s Academic Council on 18 June 2001.

H4.12
If the appellant does not appear at the date and time scheduled for the hearing the Appeals Committee shall consider whether any reasons advanced for non-attendance are valid, and:

(a)
if members so judge, adjourn proceedings to a later meeting;

(b)
if no reasons are advanced, or if they are judged invalid, proceed in the appellant's absence.

H4.13
The Appeals Committee shall be empowered to take either of the following decisions:

· Reject

· Uphold

H4.14
If the appeal is rejected, no further action will be taken. The Committee Secretary shall inform the Registrar, who shall inform the appellant, the appropriate Head of School, the internal examiner(s) and the external examiner(s). The decision of the Appeals Committee is final and the matter is, therefore, regarded as closed.

H4.15
If the appeal is upheld, the Committee, in consultation with the internal examiner(s) and/or external examiner(s), shall determine any change to the level of award and/or marks as appropriate.

H4.16
The Appeals Committee Secretary shall inform the Registrar of the outcome of the Committee’s deliberations, in writing. 

H4.17
The Registrar shall, if a change in a result is recommended, make the necessary arrangements to have the official result amended and shall inform the candidate, the Examinations Office, the internal examiner(s), the external examiner(s) and HETAC of the final outcome, in writing.

H4.18
There shall be no appeal against the finding of an Appeals Committee. Allegations of procedural irregularities in the conduct of an appeal may be heard by the Director who may, at his/her discretion, require the Academic Council to reconsider the case.

H4.19
NOTE: Candidates shall also be advised that an appeal may not necessarily be successful. Candidates should therefore avail themselves of any opportunity to resit an examination, on the understanding that the re-sitting of an examination will not prejudice their appeal in any way.

I.
EXTENUATING CIRCUMSTANCES
I.1
When an Examination Board makes any decision as to a candidate’s final award, or assessment affecting a candidates progress, it shall consider in accordance with these regulations and procedures any circumstances referred to it by the Head of School/Head of Department.

I.2
A candidate who is of the opinion that

(i) his/her performance in an examination or in other assessed work, or that his/her ability to attend an examination or to comply with regulations governing a subject, programme or examination had already been adversely affected, or
(ii)
defects or irregularities in the conduct of the examinations or in written instructions or advice relating thereto, where there is a prima facie case that such defects, irregularities or advice could have had an adverse effect on his/her performance

may refer these circumstances to the appropriate Head of Department with a request that the circumstances be brought to the attention of the appropriate Examination Board. If the applicant requests an extension regarding submission date for course work, the provisions of Examination Regulations and Procedures, Section E: Late Submission of Assessment Work shall apply.

I.3
The candidate shall, in the written request, explain fully and clearly the circumstances and state in what way, and between what dates, they affected him/her. The request shall be accompanied by any relevant documentary evidence.

I.4
The notification to the Head of Department shall be in writing, on the appropriate form, and shall be received as soon as is practicable, and in any event not later than 48 hours before the appropriate Examination Board Meeting.

I.5
The Head of Department may on receipt of a request for the consideration of extenuating circumstances discuss these circumstances with the Head of School/Registrar. The Head of Department may, on advice from the Head of School/Registrar seek such supplementary information as may be deemed appropriate from whatever source to assist the Examination Board in its consideration of the extenuating circumstances identified by the candidate and/or may interview the candidate in order to allow him/her to clarify the request.

I.6
After considering all the available information, the Examination Board may, in accordance with the regulations governing the award, adjust the outcome of the assessment to compensate the candidate for the adverse affect, if any, of the circumstances considered in accordance with Section F: Award Examination.

J.
PRODUCTION OF EXAMINATION QUESTION PAPERS

J.1
SPECIFIC INTEREST DECLARATIONS

All staff are required to sign a declaration stating whether they are in any way related to, or connected with, a candidate sitting any examination within the Institute.

J.2
ROLE OF THE HEAD OF DEPARTMENT

J2.1
It is the responsibility of the relevant Head of Department to ensure that the preparation of the question papers for that examination adheres to the Examination Regulations and Procedures, and timescale of the Institute.

J2.2
It is the responsibility of the Head of Department to ensure that External Examiners, where required, have the opportunity to scrutinise and comment on examination question papers as appropriate (ref. also Procedures and Guidelines for the Operation of the External Examiner System for Taught Courses, Validated by HETAC). 

J2.3
Where more than one member of academic staff is involved in the preparation of a question paper the Head of Department is responsible for co-ordinating the setting, liaising with External Examiners (ref. also Procedures and Guidelines for the Operation of the External Examiner System for Taught Courses, Validated by HETAC) and checking drafts. 

J.3
ROLE OF THE EXTERNAL EXAMINER

The duties and responsibilities of External Examiners with regard to the production of examination question papers are contained in the Institute document ‘Procedures and Guidelines for the Operation of the External Examiner System for Taught Courses, Validated by HETAC’ or the handbook of the external validating or professional body, as appropriate. 

J.4
FORMAT OF EXAMINATION PAPERS

Each examination paper shall have the following:-
(a)
Title of Subject in accordance with approved course schedules.

(b)
Year/Level.

(c)
Date and Time of Examination.

(d)
Time Allowed.

(e)
Instructions to Candidates.

(f)
Any Special Requirements/Additional Materials Allowed.
J.5
ROLE OF THE LECTURER RESPONSIBLE FOR THE SETTING OF AN EXAMINATION PAPER

It is the responsibility of the lecturer(s) setting an examination to:

(a)
Prepare the initial draft.

(b)
Check and amend drafts at end stage.

(c)
Supply details (copy) of any special requirements/additional materials needed by the candidate.

(d)
Liaise with External Examiners where required.

(e)
Adhere to the timescale identified in J.6 below.

(f)
Confirm, in writing, to the Head of Department that the final version is authorised for printing.

J.6
TIMESCALES

J6.1
It is the responsibility of the Head of Department to ensure that sufficient copies of the examination paper are deposited with the Examinations Officer at least five days before the examination is due to take place, and to ensure that sufficient quantities of the special requirements/additional materials required/allowed are available.

J6.2
The examination papers must be in sealed envelopes and this envelope must have all special requirements/additional materials required/allowed detailed on its outside.

J.7
SECURITY WHILE DRAFTING AND DURING THE PRODUCTION OF EXAMINATION PAPERS

J7.1
It is the responsibility of those involved in the production and administration of examination papers to maintain the highest level of security at all times.

J7.2
The examination papers (draft or final) or individual questions must not be sent through the internal post. Papers and questions should be handed to the individual concerned.

J7.3
Examination papers or questions must not transmitted electronically i.e. via email, internet, etc.

J7.4
Manuscripts, typed or electronically produced drafts or individual questions for discussion with colleagues before the composite paper is prepared should not be copied more widely than is absolutely necessary and should not carry any identifying title.

J7.5
The number of members of staff (both academic and non-academic) handling draft examination papers, individual questions, papers in final form for printing, or printed papers should be kept to a minimum.

J7.6
Examination papers whether in draft form, ready for printing, or in final printed form must be kept secure at all times. At academic departmental level, arrangements for security are the responsibility of the Head of Department. For printed papers, responsibility for security rests with the Examinations Officer.

J7.7
Whether at departmental level, in the Internal Examiner’s office, or within the Examinations Office, examination papers are held in one secure location and not removed from that place without, in the case of draft papers, the consent of the Internal Examiner for the paper or, in the case of printed papers, without the consent of the Examinations Officer.

J.8
EXTERNAL AWARDING BODIES

In the case of the external awarding bodies where the Institute does not participate in the production of examination papers responsibility for the security of papers received from any external awarding bodies rests with the Examinations Office.

K. DUTIES/RESPONSIBILITIES OF EXTERN EXAMINER

Refer to the Institute document ‘Procedures and Guidelines for the Operation of the External Examiner System for Taught Courses, Validated by HETAC’ or the handbook of the external validating or professional body, as appropriate, for details of the duties and responsibilities of the External Examiner.

L. 
PUBLICATION OF EXAMINATION RESULTS
L1.
The definitive record of the examination results shall be the Broadsheet duly completed and signed. A broadsheet shall contain the candidate’s name, examination number, individual subject mark, overall result and subject exemptions. The definitive record shall be lodged, with the Examinations Officer, immediately after the Board meeting, where it shall be copied with one copy sent to the Head of School, one copy submitted, if appropriate, to HETAC and the original retained by the Examinations Officer.

L2.
Provisional Results Lists shall be prepared by each School for each year of each course, giving name of candidates in alphabetical order under the appropriate award classification. The lists shall be checked and signed by the appropriate Head of Department or nominee.

L3.
The formal publication day for results shall be the next working day after the holding of the Examination Board Meeting.

L4.
Publication of results shall be by posting of a copy of the Results List on the notice board of the appropriate academic Department/School. It is the responsibility of each candidate to ascertain his/her own results. Under no circumstances shall officers of the Institute provide results over the telephone.
L5.
As soon as possible after the publication of results the Registrar shall arrange, through the Schools, for candidates to be supplied with subject marks or grades obtained, in the form of a transcript.
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