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Application for On-Course Referral for Resubmission and Representation Process
This form must be completed after reference to the under-mentioned documents: 

Policy for Dealing with On-Course Referrals on behalf of Access to HE Diploma Students which is available to download from the Certa website.
QAA Grading Scheme Handbook (September 2013)

http://www.accesstohe.ac.uk/AboutUs/Publications/Documents/Grading-scheme-C.pdf
A minimum fee of £50 per referral will be charged to the provider in accordance with Certa’s Summary Guide to Charging and Services. 

	Provider:


	

	Access to HE Diploma:


	

	Name of Student:


	

	Name of Tutor:


	

	Name of Internal Moderator:


	

	Unit and Assignment Details:
	Prefix:


	Title:

	
	Code:
	Level:



	
	Credit Value:
	

	Assignment Task:




Resubmission leading to Referral:
	Step 1: The student has received feedback about why the learning outcome(s) were not met.  No grading information included.



	Student Signature:

	Date:

	Tutor signature:

	Date: 

	Step 2: The conditions of resubmission have been explained to the student. 


	Deadline date for submission: 


	Student Signature:


	Date:

	Tutor signature:

	Date: 

	(Either) Step 3a: The work has been resubmitted by the student to the agreed deadline (including agreed extensions), the learning outcomes were not met and therefore, no grade indicators were assigned.  The student has received appropriate feedback and advised about the process of Referral in writing. The student would like the college to make a request to the AVA for a Referral opportunity. The student understands that a request for referral does not automatically result in the approval of the request.


	Student Signature:

	Date:

	Tutor signature:


	Date: 

	Internal Moderator Signature:


	Date:

	(Or) Step 3b: The work has not been resubmitted by the student to the agreed deadline (including agreed extensions). Every attempt has been made by the tutor team to give the student appropriate feedback and advice about the process of Referral. The student would like the college to make a request to the AVA for a Referral opportunity. 

	Student Signature:


	Date:

	Tutor signature:


	Date:


	Required Evidence
	Attached (Yes/No)



	1.
	Brief outline of extenuating circumstances
	

	2.
	A copy of the assignment involved in the referral
	

	3.
	Copies of the mapping sheets and feedback from the assessor on both the original and resubmitted work
	

	4.
	Any other responses to assignments that also contribute to the achievement of the unit involving the assignment to be considered for referral; including mapping and feedback evidence on assignments
	

	5.
	The student’s profile of achievement up to the point of referral, which must indicate any achievements resulting from resubmission, late submission or extensions to the set deadline
	

	6.
	Has the student made previous requests for a referral opportunity? (Requests for referrals will not normally be considered where the total credit value of the units that have already been achieved through referral, or might be achieved as an outcome of a further referral, is more than 15)
	

	All work submitted by the student in respect of the assignment involved in the referral process and the evidence submitted for the referral decisions must be kept and presented at the final moderation.


For Certa Use:

	Process


	Date
	By Whom

	Completed form and documentation received from provider:


	
	

	External moderator confirmed:

	
	

	All documentation sent to external moderator:

	
	

	Completed documentation received from external moderator
	
	

	Decision forwarded to provider: 

	
	

	Claim forms received from external moderator and passed to finance: 
	
	

	Request for invoice raised for provider sent to finance:
	
	

	Summary sheet up-dated and all documentation saved electronically in folder
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