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MINUTES OF A BOARD OF EXAMINERS
	Full Title of Board of Examiners
	

	Date & Time
	

	Venue (note if via Zoom/Teams)
	

	Chair
	

	Assessment Officer(s)
	

	Reviewers
	

	Internal Examiners
	

	External Examiner(s)
	Where an examiner is not present at the Board, the minute should acknowledge receipt of any written comments.


	Clerk
	

	List of Other Attendees
	

	List of Apologies
	



	List of Programmes and/or courses being examined
	


Boards of Examiners are reminded to:
· observe confidentiality in relation to matters discussed at the Board;
· refer to individual students by GUID only to preserve anonymity during discussion and in the minutes;
· avoid including personal information other than as detailed in the template below (such as the final outcome for each student);
· ensure that the minutes attribute all decisions to the Board, rather than referring to individual examiners;
· follow the Instructions for Assessment Officers and Chairs of Boards of Examiners.


1.	Introduction
Summary of Discussion:
· Record decisions and rationale
· Ensure any important documents, dates etc. mentioned are recorded
Action Points:
	Description
	Owner
	Due Date
	Status

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


2.	Discussion of Assessment 
Any notable changes to assessment in relation to the relevant programmes/courses during the session.
Summary of Discussion:
· Record decisions and rationale
· Ensure any important documents, dates etc. mentioned are recorded
Action Points:
	Description
	Owner
	Due Date
	Status

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


3.	Pre-Scrutiny Arrangements
The Instructions require the Assessment Officer(s) to present a report on the pre-scrutiny process, outlining checks undertaken and highlighting any issues identified during review that require collective consideration or any patterns that warrant discussion. Reviewers may at this point add additional comments for the Board. The Board data pack must include the Clerk’s data integrity statement confirming completed checks and a scrutiny log containing reviewer names, exceptions list, and corrections made. These statements should also be included here or as an appendix.
Summary of Discussion:
· Record decisions and rationale
· Ensure any important documents, dates etc. mentioned are recorded
Action Points:
	Description
	Owner
	Due Date
	Status

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


4.	Extenuating Circumstances Claims
Summary of Discussion:
· List of candidates considered by this Board of Examiners
· Outcome of claims
Action Points:
	Description
	Owner
	Due Date
	Status

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


5.	Calculations and Results
Explanation of calculations used in determining results or, where percentage marking has been employed, a statement of the conversion scheme translating percentages to the Schedule A bands.
Summary of Discussion
· Record decisions and rationale
· Ensure any important documents, dates etc. mentioned are recorded
Action Points:
	Description
	Owner
	Due Date
	Status

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


6.	List of Results
The list of final outcomes for all students can be provided in a supplementary data pack. In addition to completing the boxes below, minutes should also include details of all fail grades where a student is required to retake an assessment.
	Any special decisions approved by or to be referred to the Clerk of Senate e.g. cases of irregular curriculum.
	

	Agreed arrangements for contacting any non-completing students to discuss their options (who is responsible and relevant timelines).
	


7.	Sign-Off
Minutes of a Board of Examiners must be signed off by both the Chair and Assessment Officer(s).
	Chair (name and date of sign-off) 
	

	Assessment Officer(s) (name(s) and date(s) of sign-off)
	



Completed minutes must be sent, alongside the completed checklist and Board data pack, to Academic Policy & Governance within five working days, following sign-off by both Chair and Assessment Officer(s).
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