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Section 1 
 
ROLES AND RESPONSIBILITIES IN THE ASSESSMENT 
PROCESS 

 
 
  Academic Board 

1 Under the Articles of Government for the University, the Academic Board is 
responsible for the policies and procedures for the assessment of the academic 
performance of students.  It has established: 

  
• formal committees for the assessment of student progression and for the 

conferment of awards 
• approved regulations for each of its qualifications   
• a process for appeal against decisions reached by its formal committees 

 
  Faculty Boards 

2 The Academic Board has delegated to Faculty Boards overall responsibility for the 
assessment process for all programmes managed by the Faculty.   

 
  Deans of Faculty 

3 As Chair of their Faculty Boards, Deans have delegated authority to approve the 
conferment of qualifications on students on the basis of recommendations from 
Programme Assessment Boards (taught programmes). 

 
4 The University requires Deans to (or requires them to nominate other senior 

academic staff to): 
 

• establish and maintain good standards of assessment and assessment 
procedures for all programmes taught under the auspices of his/her Faculty  

• act as independent monitors at MABs/PABs to provide impartial advice and to 
ensure consistency of approach.  Where he/she is unable to attend, a named 
alternative must be approved by the Dean  

• ensure that issues raised at the MABs/PABs or in external examiners' reports 
are considered and dealt with appropriately (normally through Boards of Study 
and annual monitoring procedures) and that external examiners are notified of 
action taken through written responses through written responses to their 
reports 

 
 Associate Deans/Heads of School/Directors of Modular Programmes 
5 The University requires these staff to:  

  
• ensure the smooth organisation of assessment for courses or modules 

administered by his/her School, and programmes administered by the Faculty  
• ensure that staff of his/her School acting as field leaders and Assessment 

Board members fulfil the roles and duties assigned to them 
• ensure that students are aware of how to access the Academic Regulations 

and any additional programme specific requirements  
• ensure that all assessment materials including examination papers are 

properly prepared, approved and moderated 
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• confirm, annually, the membership of each Module Assessment Board and 
Programme Assessment Board for which they are responsible and ensure that 
quoracy requirements are met at the meetings 

• chair assessment board(s) as designated by the Dean 
• ensure that all examiners and particularly external examiners are properly 

briefed on assessment requirements 
• ensure that the meetings are conducted in accordance with the regulations in 

this document 
• ensure that there is agreement by examiners on collective results 
• ensure that any items noted on Chief Invigilators’ reports are actioned 

appropriately 
• ensure, with the assistance of the Field Leaders, that mitigating circumstances 

have been considered by a separate panel   
• ensure that there is compliance with the course assessment regulations and 

the University's academic regulations  
• ensure, with the assistance of the Senior Faculty Administrator, that minutes of 

the assessment board meetings are kept and that they provide a correct and 
sufficient record of the decisions made, the consequences of those decisions 
and that they fully document discussion on any borderline cases or where 
pleas of mitigation are involved  

• approve the recommendations for the conferment of the awards and any 
published pass list  

• ensure that candidates are informed where and how assessment results will be 
published 

• ensure that external examiners receive written responses on action taken 
following their comments at meetings or in annual reports 

 
 Field/Subject Leaders  
6 The University requires Field Leaders to: 

 
• clarify any difficulties students may have in understanding the Academic 

Regulations 
• ensure that candidates who have not satisfied the assessment requirements 

are informed within two weeks of the assessment board meeting.  If 
reassessment is permitted, candidates must be informed clearly, in writing, 
what they must do to retrieve the failure, the timescale involved and the 
consequences for them of further failure 

• counsel or appoint nominees to counsel candidates who request further 
information on the outcome of their assessments  

• ensure that all candidates are aware of their responsibility to provide 
documentary evidence of any mitigating circumstances which they consider 
affected their performance in a timely way as defined by the Academic 
Regulations 

• ensure that issues arising from external examiners' reports are raised at the 
Field Board of Study and the outcomes incorporated in annual review and 
development process 

 
 Module Leaders  
7 The University requires Module Leaders to: 

 
• ensure that all assessments are properly prepared, scrutinised and 

examinations papers are submitted to Academic Registry by the agreed 
deadline 
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• ensure that candidates receive feedback on assessment within 4 working 
weeks of the submission deadline 

• ensure all assessment results for their modules are accurate and provided by 
the published deadlines  

 
 Senior Faculty Administrators 
8 The University requires the senior Faculty Administrator to: 

 
• ensure that the annual Schedule of Modular Processes is met 
• manage the recording of student assessment data on SITS and the required 

reports available for Module Assessment Boards and Programme Assessment 
Boards 

• ensure that Assessment Boards are clerked by suitable trained staff and 
minutes prepared in a timely manner and in accordance with the University 
Guidance for the Servicing of Committees and the regulations in this document  

• ensure that the agreed results are recorded and accurate data is available for 
the production of diploma supplement and certificates after the Assessment 
Boards are completed  

• ensure that students are informed of their results within the published 
timescale.  If reassessment is required, ensure that students are informed in 
writing of the detailed reassessment requirements 

 
 Academic Registrar 
9 The University requires the Academic Registrar to be responsible for: 

 
• the administration of examinations including the appointment and training of 

invigilators  
• the confidential processing and storage of examination question papers 
• the approval process, appointment and remuneration of external examiners  
• the receipt of external examiners’ reports and the highlighting of any items for 

action by the Faculty  
• the submission of an annual report on assessment board processes to the 

Academic Regulations Committee  
• the appeal process 

 
 External Examiners 
10 The University requires external examiners to audit the assessment system of the 

University, its academic standards, assessment regulations, processes and 
procedures. 

 
11 The University has agreed that the role of the external examiner should be: 
 

• to advise the University on whether the academic standards of all of its awards 
are consistent with the standards defined by Kingston University, the 
standards of similar awards elsewhere and the standards maintained by 
professional bodies and accrediting agencies 

• to provide an external evaluation of the effectiveness of academic regulations 
and an external monitoring of the consistent and fair application of those 
regulations and associated processes and procedures 

 
12 The University has defined the purpose of the external examiner system to be: 
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• to help to ensure that all of the awards of Kingston University meet the 
standards expected by the University and the standards of similar awards 
elsewhere 

• to help to ensure the effectiveness of its academic regulations, processes and 
procedures, and their fair application 

 
 Module Assessment Boards (MAB) 
13 Each module is the responsibility of one Module Assessment Board.  Each MAB is 

responsible for groups of cognate modules (subjects). 
  

14 The MAB is responsible for agreeing module grades within the context of subject 
benchmark standards.  All MABs meet to an agreed schedule in order to enable 
module grades to be available for PABs.  The grades cannot then be altered by a 
PAB (see below) although credit may be awarded. 

 
15 The main functions of the MAB are: 
 

• to agree grades/marks for all students registered on a module 
• to be responsible for the academic standards of modules and of groups of 

cognate modules 
• in the case of failure, to recommend to the student’s PAB, the form of 

reassessment required 
 
16 A MAB will normally be chaired by a senior member of staff responsible for the 

cognate group of modules (subject) nominated by the Dean.  It will include all 
relevant module and field leaders (or their representatives) and the external 
examiners appointed to audit standards in the modules concerned.  The Dean (or 
their representative) will attend to act as an independent monitor to provide 
impartial advice and to ensure consistency of approach.   
 

 Programme Assessment Boards (PAB) 
17 Each student who is registered on a course is the responsibility of one Programme 

Assessment Board.  Each PAB is responsible for groups of related programmes of 
study which are part of a course or a number of related courses. 
 

18 The PAB is responsible for each individual student’s programme of study. 
 
19 The main functions of the PAB are: 
 

• to agree recommendations for awards and/or progression 
• to be responsible for the academic standards of courses and awards 
• in the case of failure, to agree reassessment requirements including 

compensation and, where necessary, the termination of registration 
 

20 All courses with half, major and minor fields will be allocated to a PAB. 
 
21 A PAB will normally be chaired by a senior member of staff responsible for the 

course(s) nominated by the Dean.  It will include all relevant field leaders and the 
external examiners appointed to audit standards of awards and courses.  These 
may be an agreed sub-set of the external examiners appointed to audit the subject 
standards.  The Dean (or their representative) will attend to act as an independent 
monitor to provide impartial advice and to ensure consistency of approach.   
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 Reassessment Boards 
22 Reassessment boards are subsidiary boards of assessment boards. 

 
 

 Assessment Boards at Collaborative Partner Institutions 
 
 
23 In the case of franchised provision, the University will ensure comparability of 

standards across both its own delivery of a module/programme and the delivery of 
its partner institutions.  To this end, the University requires Faculties to establish 
common MABs and common PABs to consider student assessment across all 
partners involved in the delivery of a module/programme, including delivery at the 
University.  These common assessment boards will normally be chaired by a 
senior member of staff from the University (normally Head of School, or 
equivalent) and be attended by module/programme leaders from the partner 
institutions involved.  Exceptions to these arrangements must be agreed by the 
Academic Registrar. 

Franchised collaborative provision 

 
  

24 In the case of validated provision, assessment boards will normally be chaired by 
a senior member of staff from the University (normally Head of School, or 
equivalent) and be attended by module/programme leaders from the partner 
institutions involved. 

Validated provision 

 
  Mitigating Circumstances Panels 

25 The University requires Faculties to establish a panel to consider all claims for 
mitigating circumstances submitted by students on courses which it manages.  
Where the panel upholds a claim for mitigating circumstances it will make a 
recommendation to the MAB and/or PAB in line with the Mitigating Circumstances 
procedures. 
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Section 2 
 

REGULATIONS GOVERNING THE CONDUCT OF 
ASSESSMENT BOARDS 
 
 
 Quoracy of Assessment Boards 
26 The University requires normally that all internal members of an assessment board 

and at least one external examiner be present for a board to be quorate.  
However, an assessment board may resolve itself quorate and competent to act 
when the requirement for members to attend has been waived in the manner duly 
authorised below: 

 
 
27 In the case of an internal member, the requirement to attend may be waived in the 

case of sudden illness, or other good cause, by agreement with the Chair of the 
board.  The absence may be covered by either the attendance of an agreed 
alternate, or by the submission to the Chair of any comments on candidates, or 
other items on the agenda.   

Internal members 

  
28 If no alternate is available, and there are no means of ascertaining the views of the 

member, the Chair must refer the matter to the Academic Registrar to consider 
whether the meeting should be postponed or be allowed to continue with a revised 
remit. 

 
 
29 In the case where no external examiner is able to attend an assessment board, 

the Chair of the board must refer the matter to the Academic Registrar.   

External Examiners 

 
30 The Academic Registrar may agree a waiver to the requirement for external 

examiner attendance at a board provided that formal arrangements are made to 
ensure that at least one external examiner is able to make an appropriate 
contribution to the decision making process.   

 
31 If no such arrangements are possible, the Academic Registrar will consider 

whether the meeting should be postponed or be allowed to continue with a revised 
remit. 
 

32 If a member of an assessment board is related to or personally connected with 
any candidate, this must be declared.  S/he must withdraw while the individual 
student’s results are considered.  This absence does not affect quoracy where it 
has been established previously. 

 
 
33 No student may be a member of an Assessment Board.  However, if a person who 

is otherwise qualified to be an examiner for a course (for example as a member of 
academic staff or as an approved external examiner) is coincidentally registered 
as a student on another course either at the same institution or elsewhere, this will 
not, in itself, disqualify that person from carrying out normal examining 
commitments.  

Student Membership of Assessment Boards 

 
 External Examiner Participation at Reassessment Boards 
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34 External examiners have the right to attend reassessment boards; however, it is 
not a requirement that an external examiner must attend a reassessment board.   

 
 Delegation of authority to a subsidiary board 
35 The University has agreed that an Assessment Board may delegate certain 

responsibilities to a subsidiary board, for example, to consider the results of 
reassessments.  A full minute must be taken at the parent Board describing the 
scope of delegation and what functions may be performed.  Minutes shall be taken 
at subsidiary boards detailing decisions and actions taken.  The Assessment 
Board shall subsequently confirm, normally under matters arising, actions taken 
on its behalf.  

 
 Assessment Board Meeting Agendas 
36 The University requires the following items should be included: 

• confirmation of membership, apologies for absence and confirmation of 
quoracy 

• minutes and matters arising from previous meetings or any chair’s actions 
• reminder of terms of reference and confidentiality 
• declaration of interest by any member of the Board concerning individual 

candidate’s results 
• confirmation of those authorised by the board to disclose decisions to 

candidates 
• reminder of the assessment regulations for the course 
• consideration of assessment process 
• consideration of the performance of individual students 
• comments from external examiners on any issues which need urgent attention 

otherwise it is assumed that issues will be raised in their annual reports 
 
 Minutes of Assessment Board Meetings 
37 The University has agreed Assessment Board meetings should be minuted in 

accordance with the University Guidelines for the Servicing of Committees. 
 

38 Where an assessment board decides to delegate to a sub-committee specific 
functions, such as decisions on referrals, the Minutes of the meeting of the sub-
committee should record the membership and terms of reference of the sub-
committee.  The sub-committee should formally report the outcome of its meeting 
to the parent committee. 

 
39 In the case of meetings of Mitigating Circumstances Panels, minutes should be 

kept and retained within the School.   
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