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Guidance to Chairs of Pre-Boards

The Chair of the Pre-Board should be the relevant Subject Leader.

· The purpose of the Pre-Board is “an administrative function to ensure that all recorded modules results have been correctly entered into the student records system; identifying any missing, late or unexpected marks and reporting according to the Module Assessment Board for consideration”.

· Ensure that the standard Pre-Boards agenda template is used (available on the Assessments page).

· Ensure that the standard Pre-Boards meeting notes template is used (available on the Assessments page).

· Ensure that module marks and grades have been checked in eVision and that any missing or amended mark information is added through eVision notes and not in the minutes (for reassessments which are from modules which ran several years previously and which are no longer available on eVision, please enter these marks in the relevant Reassessments spreadsheet provided by the Assessments team).
	Comment by Madeleine Carter: Clarify that eVision notes are for individual changes and Pre-board is latest time for them. Meeting Notes are for bigger issues (not individual changes)
· Please ensure that 0 F is entered for all non-submissions (including those who have approved Exceptional Circumstances) - the appropriate capping or uncapping of marks will be updated by the Assessments team.

· Ensure that completed moderation forms have been uploaded to the moderation form folders on the relevant Assessment Sharepoint site (a link will be sent by the Assessments team mystudents@bathspa.ac.uk). Note any missing moderation forms on the meeting notes to be sent to mystudents@bathspa.ac.uk 

· Ensure that the completed meeting notes are sent to mystudents@bathspa.ac.uk prior to the date of the relevant Module Assessment Board (MAB), highlighting any modules missing marks (including the rationale for these missing marks and an indication of when the marks will be available), missing moderation forms or other issues that should be highlighted to the Chair of the MAB and considered at the MAB meeting.
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