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	Awards Board Minutes 2018/19
The inputting of these minutes is the responsibility of the provider’s scribe.   One set of minutes is required for each Diploma – it is not permitted to group Diplomas together into one set of minutes. Where a Diploma is being delivered across sites, minuting must reflect this.
The formal decision about the award of all Access to HE Diplomas, credits and grades are made by, and recorded at the Awards Board. 

To ensure that students’ results are uploaded to UCAS within the required timescales, the minutes must be fully completed and submitted within the timescales as indicated below. 



	Instructions for completion:
In line with QAA Licensing Criteria 8f: “Certa’s Governing Body has ultimate responsibility for the procedures for the award and certification of  Access to HE Diplomas”

In line with QAA Licensing Criteria 112:  “The AVA operates standard documented procedures for the award of Access to HE Diplomas that are consistent with QAA requirements.  These include: 

a. procedures outlining the function, process and membership of Final Awards Boards

b. procedures that ensure a final moderation process has taken place before the Final Awards Board and before recommendations for the award of credits, grades or Diplomas are made to the AVA

c. procedures to ensure that students on Access to HE courses are awarded credit and, where appropriate, grades for all units achieved and an Access to HE Diploma if the specified units have been achieved.”
· Whilst much of the information can be inputted by the provider’s scribe prior to the event in preparation for the actual Awards Board, the final version of the minutes must be completed at the time of the Awards Board.  Best practice would be for the Awards Board Minutes to be available on a large screen for viewing during the Awards Board.  The timely completion of an Awards Board can be achieved by accurate prior completion of the Awards Board Minutes template. An experienced scribe must be made available for this task and will have familiarised themselves of the requirements of the event and completion of the Awards Board minutes.
· All personnel present should be familiar with the Awards Board documentation which is available to download from the Certa website.

· A printer should be available on the day to ensure that all personnel present sign these minutes before leaving the Awards Board.


	Summary of Events for the Provider to follow after completion of the Awards Board:

	The signed copy of the Awards Board minutes, showing all required signatures, must be scanned in and sent to the AVA’s Access to HE Team at Certa House, Wakefield within two working days of the Awards Board.  Actual signatures are required and not just a change of type font.  The minutes should be printed at the Awards Board for all required attendees to sign the minutes.


	The provider must submit the electronic RACs immediately through the portal (or within 24 hours).   If you have any queries on how to do this please contact the Access to HE Team at Certa.  Following upload, the external moderator will be required to verify the RAC through the portal within 2 working days.  


	The External Moderator is required to check the accuracy of the RAC by accessing the RAC through the portal once it has been uploaded by the provider and verify the results.  


	The RAC cannot be processed by Certa until the Awards Board minutes have been received and the results verified by the EM.   The Access to HE Team will then process and despatch the certificates to the provider. 



	Checklist for the provider in preparation for the Awards Board taking place:

	Date has been confirmed with the External Moderator.


	Yes/No

	Room available with computer, projector and screen (ensuring confidentiality).


	Yes/No

	The following people are available:



	Curriculum Manager/

Course Leader


	Tutor(s)
	Internal Moderator(s)
	Quality Manager or Designate
	Scribe 
	Other(s)

	All populated paper copy RACs are available.


	Yes/No 

	All students have signed to confirm that units, credits and grades for award are correct. 
	Yes/No 

	If “no” to any of the above, please indicate the reasons:


	


	Awards Board Minutes



	Provider:
	

	Site(s): 
	

	Access to HE Diploma Title: 
	

	Date of Awards Board:
	


	Names of Attendees and Roles 

These must include at least: tutors, internal moderator(s), curriculum manager(s), quality manager – or designate, scribe, external moderator(s) and AVA representative. 

	Name
	Role 
	Email

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Please indicate any conflicts of interest:

	


	Confirmation prior to commencement of the Awards Board

By signing this confirmation, the Tutor/Course Leader and Internal Moderator are stating that they have populated and thoroughly checked the RAC for accuracy and that awards for the listed students can be made.

By signing this confirmation, the External Moderator is confirming that he/she has checked that the process has been undertaken by the Tutor/Course Leader and Internal Moderator and is confident that the information is accurate and that the Awards Board can proceed. 

An actual signature is required. 



	Role
	Name
	Signature

	(1) Tutor/Course Leader
	
	

	(2) Internal Moderator
	
	

	(3) External Moderator 
	
	


	Summary of the achievement rate for the classes being considered by the Awards Board. 

It is a QAA requirement that Certa can account for the achievement rate. QAA define the achievement rate as the number of students registered that complete the full Access to HE Diploma within one academic year. 

Please outline what the achievement rate was for this group and any factors that impacted upon the achievement rate (i.e. what did the Provider do to help students achieve and was this successful? Also what factors caused students to leave the course without achieving the full Access to HE Diploma?).

	


	On-Course Referrals (submitted to the AVA prior to the Awards Board) in line with the AVA On-Course Referral Policy (please see the Access Section of the Certa website).

Recorded evidence must be presented to the Awards Board of all requests for On-Course Referrals made to the AVA during the academic year in accordance with the AVA’s Policy for Dealing with On-Course Referrals.    

NB There is a maximum of 15 credits allowed for referral for each student. 



	Student Name
	Unit Title and Code
	Credit Value 
	AVA Decision (agreed or rejected)
	Evidence checked by EM

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Please add additional lines as required
	
	
	
	

	On-Course Referrals (submitted to the EM at final moderation) in line with the AVA On-Course Referral Policy (please see the Access Section of the Certa website).

Recorded evidence must be presented to the Awards Board of all requests for Referrals made to the External Moderator at final moderation in accordance with the AVA’s Policy for Dealing with On-Course Referrals.    

NB There is a maximum of 15 credits allowed for referral for each student. 

A fee of £50 per student referral/extension will be made for each referral presented at final moderation.



	Student Name
	Unit Title and Code
	Credit Value
	External Moderator Decision 

(agreed or rejected)

	
	
	
	

	
	
	
	

	Please add additional lines as required
	
	
	


	External Moderation – Amendment to Unit Outcome

Following the external moderation process, the External Moderator has amended the following results.  As the student will have signed the RAC to confirm initial results, it is the responsibility of the provider to ensure that the student is made aware of the amendments. 

	Student Name
	Unit Code
	Unit Outcome before change:
	Unit Outcome after change:

	
	
	
	

	
	
	
	

	
	
	
	


	Aegrotat Awards (will only be considered if the student has completed more than 30 credits)
Please give details including name, extenuating circumstances, documentary evidence submitted, number of credits completed, attendance level and units/assignments that were not completed, and evidence that the student has assurance from their receiving HEI of choice that an Aegrotat will be accepted for progression. The reason why an Aegrotat is appropriate must also be given and appropriate supportive evidence available, e.g.  a police incident report number, a hospital document.

	Student Name:



	Please give details of extenuating circumstances, documentary evidence submitted etc:



	External Moderator feedback based on work sampled:



	Awards Board decision:




	Posthumous Awards 

Please provide a testimonial and give details of student name and completed units. 

	Student Name:



	Testimonial:



	Awards Board decision:




	Appeals

Each student must have presented details in writing of the process against which the appeal is directed and copies of any documentary evidence.

	(1) Student Name, process and evidence:



	College response:



	Awards Board advice:



	

	(2) Student Name, process and evidence:



	College response:



	Awards Board advice:




	Students who are deferring, or returning to complete at a later date should be recorded here.  Certificates will not be issued for the under-mentioned students.  

Please note that an admin fee of at least £50 will be charged for each student whose work is submitted after the Awards Board.   It is the responsibility of the provider to ensure that a tutor and internal moderator are available to progress over the summer period. 



	Student Name and Run Number
	Indicate unit(s) for which work will be submitted late
	Hand-in date for work
	Name of Tutor to be responsible for marking and progressing
	External Moderator to indicate what documentation/work etc is to be submitted by the student/provider to enable a decision to be made 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Please add additional lines as required
	
	
	


	Students who registered but did not achieve any credits and have withdrawn from the course since registration with Certa should be recorded here. 

	Student Name
	Run Number
	Reason for Withdrawal

	
	
	

	
	
	

	Please add additional lines as required


	Awards Board Decisions for the Recommendation of the Award of the Diploma (being 60 credits in line with the Diploma Rules of Combination). All students’ names must be read out and recorded below.    The names should be spelt correctly in accordance with the Recommendation for the Award of Credit (RAC) documentation.  The AVA will cross-check these names with those on the submitted RAC.  Any anomaly will result in certification being delayed and charges incurred. 

	Student Name
	Programme Run Number (eg 15250)

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Please add additional lines as required
	


	Awards Board Decisions for the Recommendation of the Award of the Credit (being less than 60 credits).  Only students who are not returning to complete the full Diploma should be listed here.  Any student who has not achieved a full Diploma is entitled to and must receive a transcript of units achieved.  This will include students who have been unsuccessful in achieving a full Diploma due to a referral being unsuccessful. 

All students’ names must be read out and recorded below.    The names should be spelt correctly in accordance with the Recommendation for the Award of Credit (RAC) documentation.  The AVA will cross-check these names with those on the submitted RAC.  Any anomaly will result in certification being delayed and charges incurred.

	Student Name
	Programme Run Number (eg 15250)

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Add further lines as required
	


	Oral Report on Mitigating Circumstances

The Diploma Co-ordinator will supply the number and range of extenuating circumstances accepted and rejected.  The Quality Manager (or designate) should confirm that the extenuating circumstances accepted is in line with the provider’s policy, or provide guidance for use the following run of the Diploma. 



	Overview of the process:



	Total number of requests for extensions:



	Total number of requests for extensions accepted:



	Overview of the types of extensions requested by students: 



	Awards Board advice:




	Oral Report on Academic Misconduct

The Quality Manager (or designate) should provide details of all cases including: student ID (not name), the type of misconduct, and the audit trail of action taken.  By completing this section the Quality Manager (or designate) is also confirming that the action taken was in line with the provider’s policy. 

	(1) Student ID:

	Action taken:



	Awards Board advice:



	

	(2) Student ID:

	Action taken:



	Awards Board advice:




	Date of Awards Board in the next academic year (subject to final confirmation) 

	          /                   /2020


	External Moderator Feedback to the Tutor Team

	


	Declaration.   The under-signed confirm that the Awards Board minutes are a correct and accurate record and that the certificates can be issued and information uploaded to UCAS.     An actual signature is required.

	Role
	Name
	Signature

	Awards Board Chair


	
	

	External Moderator
	
	

	AVA Rep


	
	


	Request to Run the Access to HE Diploma and Approval (or otherwise) to run the Access to HE Diploma in 2019/20



	The senior member of staff is requesting approval to run this Access to HE Diploma in 2019/20 on behalf of the Centre:

Signed:

	The AVA Representative confirms that the Centre may run the Access to HE Diploma in 2019/20:

Signed: 

	The AVA Representative defers confirmation of the Centre approval to run the Access to HE Diploma in 2019/20

	Rationale:



	Signed:




And Finally: 
	Task
	Person Responsible

	The completed Awards Board minutes will be signed, scanned and submitted to accesstohe@certa.org.uk by:

	

	The completed RAC will be uploaded through the portal by: 
	


Please note that post-Awards Board amendments that highlight administration errors, is considered as maladministration by QAA; an administration fee will be charged to process amendments and may impact on the Diploma risk rating.

Awards Board Minutes – April 2019 
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