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SOUTH EAST REGION



Guidelines for the Conduct of Access Examination Boards/Final Assessment Boards (AQR5)

All Access to Higher Education Programmes, are required to hold an Examination  Board.  A Board should be held for each Programme/Pathway and may include more than one individual Access Qualification Award. However these Access Qualification Awards must be clearly specified in the Examination Board minutes.
The Exam Board is a critical element of the quality assurance process for Access to HE provision. The Exam Board has the delegated authority to make the award of an Access to HE Diploma on behalf of the OCN/AVA to individual students. It must be conducted in accordance with the OCN/AVA’s guidelines.

· The Examination Board is the place where all final decisions concerning achievement of certification are proposed.  This includes re-sits and agreed extensions for learners with mitigating circumstances.  Only in the most exceptional circumstances will learners be allowed to complete assessments after the final Examination Board.

· Those to be present at an Examination Board must include the Programme Co-ordinator, members of the programme team, the External Moderator, and the relevant curriculum manager.  Neither the Moderator or the Programme Co-ordinator should chair the Board.

· All Examination Boards for Access programmes must take before the RACs are signed. The date of an Examination Board should be agreed in advance with the Moderator.

· Other than in exceptional circumstances agreed with the Moderator in advance, all assessed work required from learners for certification should be completed before the Examination Board.

· A results profile for each learner should be presented to the Examination Board and should directly address the various clauses in the programme’s Assessment Regulations.

· Portfolio’s of learner’s work must be available at the Board.  It is desirable for the Moderator to review the work of any learners thought to be borderline in advance of the Examination Board.

· The purpose of the meeting is to work in collaboration with the Programme Team to review the assessment evidence produced by the Tutor(s), in order to agree or revise the recommendations for the award of credits and of the Access to HE Diploma .  The final decision rests with the Moderator.  

· Where exceptional circumstances are brought to the attention of the Programme Team, following the Examination Board, which may affect the final decision regarding award of a QAA approved Access to HE Diploma these should be brought to the attention of the Moderator. The Moderator must then make a formal report to OCNSER which will be referred to the Chair Access Quality & Development Committee for a final decision.

· Examination Boards must be formally minuted and a copy of the minutes sent to OCNSER as soon as possible, or by 31 July.  The minutes must accompany the RAC Form Recommendation for Award of Credit.  The RAC Form should be completed at the Examination Board. An appended list of all learners approved for the award of an Access to HE Diploma must be included with the RAC.
Access to HE Final Examination Board

AGENDA

1. Present

To include as a minimum: programme co-ordinator, members of the programme team, external moderator/s, curriculum manager

2. Election of Chair

This should not be the programme co-ordinator or moderator

3. Apologies

4. Report from Programme Co-ordinator

A verbal report will suffice but an outline of the content should be recorded in the minutes – to include confirmation that all assessed work had been completed and made available to the moderator.  If not – the reasons for this to be identified.

5. Report from Programme Moderator

As above.  To include comment on the sample of portfolios and any learners considered to be borderline.  Summary of key recommendations.  Areas of good practice. 

6. Consideration of Learners with Mitigating Circumstances

7. Formal Confirmation of Results: Award of QAA- Access to HE Diploma and/or partial achievement of credit
The results profile for each learner to be discussed and the outcome – pass/fail – to be recorded in the minutes.  Where a learner has failed the reasons for failure must be noted in the minutes

Confirmation that learners achieving the Access to HE Diploma have achieved the required number of credits/units to meet the QAA credit & qualification specifications.

A list of the names of all learners who are approved for the award of an Access to HE Diploma must be appended to these minutes and provided to the OCN along with the RAC

8. Signature of RAC Notification of Results Form

9. Any other Business
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