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   APPLICATION FOR AMENDMENT OF AN EXAM BOARD DECISION (FOR ACADEMIC
   STAFF USE ONLY)
   =================================================================
   
   Application for Amendment of an Exam Board Decision – Staff Use Only
   This form is only to be used in exceptional circumstances where there
   is good reason for a school to request a change to a confirmed Exam
   Board Decision – please see guidance notes at the back of the form for
   examples of when this would be appropriate.
   If there is simply an erroneous mark to be corrected, please use form
   07.3A ‘Application for Amendment of Erroneous Marks’.
   The form should be completed electronically by the Programme Director
   and sent to Registry Services via email ([email protected]).
   All sections must be completed.
   Student Name
   Student Number
   Programme of Study
   School or Collaborative Partner
   Chair of relevant Examination Board
   Date & Decision of Examination Board
   Modules/Assessments affected (if applicable):
   Module code
   Module name
   Assessment
   (e.g. WRIT1)
   Note
   Revised Exam Board decision requested:
   Reason for request:
   Please attach any supporting evidence, if applicable.
   Exam Board Decision Amendment requested by:
   Name
   Signed Date
   GUIDANCE NOTES - APPLICATION FOR AMENDMENT OF EXAM BOARD DECISION
   This form is for use by academic staff only and should be submitted by
   a student’s Programme Director in the exceptional event that the
   school wishes request to change a confirmed Exam Board Decision.
   Examples of when this may be necessary (not exhaustive):
     * 
       Mitigating Circumstances which were formally accepted before the
       Exam Board were not properly reported to the board
     * 
       There has been a genuine error on the part of the University in
       consideration of the student’s profile
     * 
       Information has come to light which was already known to the
       University at the time of the Exam Board but was not taken into
       consideration
   Please note, if Mitigating Circumstances were not formally reported by
   the student before the Exam Board, this process is not appropriate.
   The student must complete a 7.5 Application for Appeal (Exam Board
   Decisions).
     * 
       Once reviewed by Registry Services, further information and/or
       supporting evidence may be requested if necessary (e.g. exam board
       minutes, correspondence with the student, evidence of a mitigating
       circumstances claim).
     * 
       Any request to be approved will be sent to the Chair of the
       Examination Board and whoever submitted the request will be
       informed of the outcome.
     * 
       The student shall be informed directly by Registry Services of any
       approved Application for Exam Board Amendment, however details of
       any (re)assessment which may arise as a consequence must be
       confirmed to the student in writing by the school.
   In case of further query, the student will be referred to whomever
   submitted the application.
     * 
       If you have any queries regarding the form or process, please
       contact Registry Services ([email protected]).
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