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This policy falls into six sections: 
 
1 Principles for the Production of Decision Sheets 
 
This section sets out the rationale for the adoption of Decision Sheets. It is of 
importance to all concerned with the implications of the policy.  
 
2 Arrangements for the Production of Decision Sheets 
 
This section sets out the process of producing Decision Sheets. It is of importance to 
Deputy Chairs, Departmental Administrators and Examinations Office Staff. 
 
3 Format of Decision Sheets 
 
This section sets out the format of Decision Sheets. It is of importance to 
Examinations Office Staff, but of interest to Deputy Chairs and Departmental 
Administrators. 
 
4 Checking and Authorisation of Decisions, and Storage of Final Decision Sheets 
 
This section sets out the process for checking the information contained on Final 
Decision Sheet, and the signatures required for implementation of the Decisions. It is of 
importance to Deputy Chairs, Academic Registrar, Deputy Vice Chancellor and 
Examinations Office Staff, but of interest to Departmental Administrators. 
 
5 Recording of Information on the Decision Sheet Log 
 
This sections sets out how the Examinations Office staff are to track the various 
processes relating to the Decision Sheet. It is of importance to Examinations Office 
Staff. 
 
6 Examinations Office Procedures for the Ratification of Awards on QLS 
 
This sections sets out how the Examinations Office staff are to complete the process by 
entering the data relating to programme completion on QLS. It is of importance to 
Examinations Office Staff. 
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Important Note: There is a separate set of arrangements relating to the BA/BSc 
Scheme Boards of Examiners.  
 
Appendix One  
 
This appendix summarises the process for Heads of Department, Deputy Chairs and 
Department Administrators. 
 

1 Purposes of Decision Sheets 
 
1.1 A record of decisions of a Board in a Uniform Way 
 
The primary purpose of a Decision Sheet is to provide a definitive and approved record 
of the decisions of Boards of Examiners in a common University format.  
 
The University no longer publishes pass lists on notice boards. In addition, the University 
has moved away from issuing pass lists as a means of informing candidates of results in 
favour of transcripts or letters. Therefore, the more comprehensive approach to the 
recording of decisions represents a natural development of the process. A Decision Sheet 
fulfils the purpose of a pass list, in that it identifies each candidate presented for an 
award or institutional credit. As such, it authorises the award of a qualification or credit. 
Additionally, a Decision Sheet records all the various decisions that a Board makes. 
Additionally, it records the review of each candidate with a current record associated 
with either the programme or the cohort.  
 
1.2 Accounting for All Registered Students  
 
The Decision Sheet identifies all candidates forming part of a cohort of students, or 
currently enrolled on a programme. This enables an account to be provided of each 
registered student, with regard to completion, progression or otherwise. It is a 
comprehensive record, which draws data directly from the central student database 
(QLS), and matches it with information usually generated from the Department 
responsible for the programme. This provides an opportunity for a check of records held 
on QLS to be made against Departmental Records. As such, it is an important means of 
tracking students.  
 
There is an exception in the BA/BSc Scheme, in that the Examinations Office is 
responsible for the production of the Board papers, with the department checking the 
output against Departmental records.  
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1.3 Authorisation to Act on the Decisions of a Board of Examiners 
 
The third purpose of a Decision Sheet is to authorise action by appropriate members of 
the University, and the sheets will be used to give sufficient authorisation for action to 
take place. As such, the sheets will create a shared understanding between the 
interested parties of the outcome of a meeting of the Board of Examiners.  
 
The Examinations Office will use the sheets to issue transcripts and to communicate with 
students concerning the results of their examinations, and to complete students on QLS. 
The Graduations Office will use the sheets to invite students to graduation ceremonies. 
The Department of Admissions and Records will use the sheets to progress students to 
the next level of study.  
 
Departments may use the sheets internally to track the progress of students. Although it 
is not a substitute for a set of minutes, it is of sufficient standing to be placed alongside 
those minutes as a record of the meeting. It is also means of helping make anonymous 
the recording of candidates in minutes of Boards of Examiners, which may enter the 
public domain under the Freedom of Information Act, 2000, when the Act becomes 
effective. 
 
1.4 Validation of Decisions of a Board 
 
The fourth purpose of a Decision Sheet is to provide the means by which the decisions 
can be validated by the Deputy Chair, the Academic Registrar and the Deputy Vice 
Chancellor, on behalf of Academic Board.  
 

2 Arrangements for the Production of Decision Sheets 
 
2.1 Responsibility for the production, completion and distribution of Decision Sheets 
 
The Administrative Assistant in the Examinations Office is the principal officer concerned 
with communications from Boards of Examiners to other members of the Registry, the 
Department of Admissions and Records, and Deputy Chairs. As such, the Administrative 
Assistant is responsible for the co-ordination of the production, completion and 
distribution of the Decision Sheets.  
 
The responsibility may be shared with other members of the Examinations Office for 
specific purposes.  
 
At present, this responsibility is shared with the Certification Secretary, who will 
undertake the completion of Decision Sheets for particular programmes under the 
control and direction of the Administrative Assistant.  
 
In addition, the Examinations Manager and the Graduations Manager will from time to 
time undertake the production of Decision Sheets, when there is a large number of 
meetings of Boards of Examiners in a short period of time and as cover for periods of 
absence and leave. 
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Where reference is made to Administrative Assistant, this also refers to any other 
member of either the Examinations or Graduations Office acting for the Administrative 
Assistant.  
 
2.2 Production of the Board Decision Sheet 
 
A distinction is made between Board Decision Sheets for use by the Board of Examiners 
to help in the administration of the Board, and Final Decision Sheets that summarise the 
decisions of the Board and form the definitive record of those decisions.  
 
The Board Decision Sheet consists of the proposed set of recommendations to be made 
by the Deputy Chair.  
 
The purpose of the Board Decision Sheet is to enable the Deputy Chair to undertake 
planning in advance of the meeting. This might be done in the following ways 
 

• checking all candidates are accounted for 
• entering proposed decisions for each of the candidates, preferably on the 

spreadsheet, which can be forwarded to the Administrative Assistant for 
updating after the Board 

• providing a copy for members of the Board along with any other papers, as a 
basis for discussion at the Board 

 
The Administrative Assistant will draw up a Board Decision Sheet in advance of the 
meeting of a Board of Examiners by extracting the data from QLS deemed relevant for 
the forthcoming meeting of the Board of Examiners.  
 
The Board Decision Sheet will be forwarded to the Deputy Chair in advance of the 
meeting. This is to enable the Deputy Chair to have notice of the candidates expected to 
come before the Board of Examiners.  
 
The suggested process for completing a Board Decision Sheet is as follows: 
 

1 The Deputy Chair should formulate a set of draft decisions in advance of the 
meeting, using the template provided.  

 
2 The Deputy Chair may then either (a) present it directly to the Board or (b) invite 

the Administrative Assistant to refine the Board Decision Sheet according to the 
criteria for recording decisions prior to presenting to the Board.  

 
3 The members of the Board will have a copy of the Board Decision Sheet, which 

will form the basis of the Final Decision Sheet that will become the official record 
of the University.  

 
4 If the Board makes a decision different from the one proposed this should be 

struck out and the Board’s decision recorded either on the sheet itself or on a 
separate sheet.  
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5 The Chair and the External Examiners will sign the Board Decision Sheet, along 
with any mark sheets, as part of the process of confirming the outcome of the 
Board.  

 
6 The Registry representative at the meeting of the Board will ensure that the 

signed version of the Board Decision Sheet is presented to the Administrative 
Assistant. 

 
7 The Administrative Assistant will prepare the Final Decision Sheet, which will be 

approved by the Deputy Chair, Academic Registrar and Deputy Vice Chancellor.  
 
2.3 Conditions for drawing up a Final Decision Sheet 
 
It is the responsibility of the Administrative Assistant, after the Board of Examiners, to 
produce a Final Decision Sheet as a definitive record for signature by the Deputy Chair, 
the Academic Registrar and the Deputy Vice Chancellor if the following conditions are 
met: 
 

(a) Signed authorisation from the Board of Examiners, which is to include the 
signature of the Chair and External Examiners. 

 
(Note: when the external examiner is absent, specific authority is to be obtained 
for the award. The Administrative Assistant is responsible for ensuring the 
authority is obtained by the Deputy Chair.) 

 
(b) The correct programme title and student names and identification numbers 

receiving the award are included on the Final Decision Sheet. 
 

(c) The other relevant decisions are set out by the designated class of information.  
 
2.4 Certificates for programmes attracting 60 credits or less, awarded without a meeting 
of a Board of Examiners 
 
Where a certificate is awarded for 60 credits or less, without a meeting of a Board of 
Examiners, the Administrative Assistant will produce a Decision Sheet in the same 
manner as for a Board of Examiners.  
 
The Decision Sheet is to make clear that there has been no meeting of a Board of 
Examiners.  
 
The Head of Department will sign the Decision Sheet in addition to the Programme 
Director and the Academic Registrar. The Deputy Vice Chancellor does not sign on behalf 
of Academic Board.  
 
2.5 Arrangements for BA/BSc Scheme 
 
There is a separate set of arrangements relating to the BA/BSc Scheme Board.  
 



Decision Sheets Summarising the Recommendations of Board of Examiners    Page 6 

2.6 Candidates with Debts 
 
Those who have previously been identified as debtors by the Director of Financial 
Accounting are to appear on the Decision Sheet in a separate section. Students excluded 
for debt are to receive a personal letter from the Academic Registrar.  
 
If the Director of Financial Accounting advises in writing that a student has a debt that 
will mean results being withheld, the student concerned is  
 
(a) to be added to the log of student debtors 
 
(b) added to a separate section of the Decision Sheet when clearance is received from 

the Director of Financial Accounting. 
 
When the debt is discharged, a separate record will be created that will be signed by the 
Academic Registrar to confirm that the decision of the Board may be communicated to 
the candidate. This would be in the same format as the original Decision Sheet, and be 
numbered a part of the original sequence (see 3.1). The date on the certificate would be 
the date of the meeting of the Board. 
 

3 Format of Decision Sheets 
 
In drawing up the Decision Sheets, the Administrative Assistant is to include a consistent 
set of information and data on each sheet.  
 
It is to be noted that the following are particularly important: 
 

(a) Identification of the full and proper name of the qualification awarded. This 
should include the level and the title of the award. Abbreviations are not to be 
used in the creation of the title of the award, other than for the level of the 
award itself (e.g. BA, BSc, MA, MSc) listed below.  
 
The title should be checked against the list of approved titles of awards provided 
by the Academic Standards Unit. Where there is a doubt, a check should be made 
against the validation document. The Administrative Assistant should question 
any title that does not appear correct, and if a resolution cannot be made refer 
the matter to the Academic Registrar. 

 
(b) Identification of the full and proper names of each of the candidates, together 

with the registration number of the candidates concerned. The information 
should be taken from the Decision Sheets or reported directly from QLS. This is to 
minimise data errors.  

 
This is divided into four elements: 
 

1 the information contained at the head of the Decision Sheet that relates to 
the meeting of the Board of Examiners 

2 data relating to the candidates on the programme or cohort 
3 signatures required to validate the decisions 
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4 data relating to the sheet included on the header and footer of the sheet 
 
3.1. Information at the head of the Decision Sheet 
 
The following data items should be included as headings on each Decision Sheet: 
 

1 Unique Identifier for the Board (allocated by Administrative Assistant) [see 
note below] 

2 Date of Board (entered by Administrative Assistant, based on information 
received from the Deputy Chair and recorded on the listings of meetings of 
Boards of Examiners) 

3 Programme of Study (extracted from QLS)  
4 AOS Code (To be included at the top of the Decision Sheet to record the AOS 

extracted for the Decision Sheet) 
5 The nature of the Board, whether it is a final board, a progression board an 

interim board that concerns the confirmation of marks for courses or 
modules, or a combination of the three [see note below] 

6 Awarding Body (where the award is not made by the University) [see note 
below] 

 
Note on 1, concerning the Unique Identifier for the Board 
 
Each Decision Sheet is to have a unique identifier, so that it can easily be found in the 
future.  
 
This identifier is to be coded as follows: 
 
Date of Board by year, month and day, followed by sequential numbering of the Board, 
which enables a running total to be kept of Boards scheduled. (For example, 
03/02/25/01 indicates the Board meeting on 25 February 2003, followed by a sequential 
number for the Board [01]) 
 
If a Chair’s Action Form were produced, this would be coded as follows: 
 
Date of Board followed by sequential numbering, identification of Board as, and then 
alphabetical to indicated that the Chair’s Action is subsidiary to the Board itself (e.g. 
03/02/25/01/a).  
 
Note on 5, concerning the Nature of the Board 
 
Boards of Examiners may meet to consider candidates who are at different stages in 
their studies. The action required will differ, and so it is important to identify the nature 
of the Board. The three categories of Board have been identified as follows: 
 
Final: This is where an award is being made to candidates 
 
Progression: This is where candidates are being considered for progression from one 
level or stage to another, and where the sanction of the Board is required for such 
progression to take place. 
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Interim: This is where candidates are being assessed for one or more courses or 
modules, but where progression is not likely to be an issue, except in an extreme case 
where a student has exhausted opportunities for resits.  
 
It is quite possible that there will be consideration of candidates at different stages of 
their study at the meeting. However, it is important to indicate which of these stages are 
being considered, so that the appropriate action can be taken.  
 
Note on 6, concerning the Awarding Body 
 
If an award is made other than by the University, the Awarding Body is to be included 
on the Decision Sheet. Those other than the University are listed below: 
 

 EdExcel  - HND/HNC 
 OCR   - NVQ 
 Cambridge - ELT 

 
3.2. Data items should be included in the columns on each Decision Sheet: 
 

1 Student ID (extracted from QLS)  
2 Surname (extracted from QLS) [see note below on the ordering of names] 
3 Forenames (extracted from QLS)  
4 Exam Board Decision (Free text to be entered by Deputy Chair or 

Administrative Assistant) 
5 Action Date: the date by which a specific action (for instance, chair’s action) 

is to be completed 
6 AOS Code – to be listed for each student, as the AOS may differ before 

students considered by the same Board (extracted from QLS)  
7 Specialism (extracted from QLS, according the programme: note may not be 

used for all programmes) 
8 Stage Code (extracted from QLS) 
9 AOS Period (extracted from QLS)  
10 Full time/Part time status (extracted from QLS) 
11 QLS Progress Code (To be entered by Administrative Assistant) [Note: a list of 

the main Progress Codes is given as Appendix 1] 
 
Note on 2: Ordering of Names on Decisions Sheets 
 
Decision Sheets are to present students alphabetical by surname and not by Student ID.  
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3.3 Categorisation of Decisions on the Final Decision Sheet 
 
On the final version of the Decision Sheet, names are to be presented alphabetically by 
surname in categories of decision. The categories would be as follows, and presented in 
the order given: 
 

1 Awards to be made [see note below], including the Level of the Award (i.e. 
Level 1, 2, 3 or 4) 

2 Passes to the next year/level of study 
3 Credits to be awarded for students not progressing to another year/level of 

study 
4 Excluded from an award due to a University Debt 
5 Resit 
6 Sit 
7 Required to withdraw  
8 Deferred Chairs Action [see note below] 
9 Extension 
10 Interrupt 
11 Withdrawn 
12 Students continuing with studies where the Board was an interim meeting 
13 Other decisions (to be defined specifically for the Decision Sheet) 

 
Note on 1, Awards to be made 
 
The exact title of the award is required. Where there is more than one award to be made 
by a Board of Examiners, each award is to be listed separately.  
 
Identification of the full and proper name of the qualification awarded is vital. This 
should include the level and the title of the award. Abbreviations are not to be used in 
the creation of the title of the award, other than for the level of the award itself (e.g. 
BA, BSc, MA, MSc) listed below.  

 
The title should be checked against the list of approved titles of awards provided by the 
Academic Standards Unit. Where there is a doubt, a check should be made against the 
validation document. The Administrative Assistant should question any title that does 
not appear correct, and if a resolution cannot be made refer the matter to the Academic 
Registrar. 
 
The following abbreviations should be used to indicate the level of the award: 

 
Cert   Certificate 
Cert HE  Certificate of Higher Education 
Adv Cert  Advanced Certificate 
PG Cert  Postgraduate Certificate 
Dip   Diploma 
HNC Higher National Certificate [Note: these awards are 

made by EdExcel] 
HND Higher National Diploma [Note: these awards are 

made by EdExcel] 
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Dip HE Diploma of Higher Education 
PG Dip   Postgraduate Diploma 
BA   Bachelor of Arts 
BSc   Bachelor of Science 
BMus   Bachelor of Music 
MA   Master of Arts 
MSc   Master of Science 
MMus   Master of Music 
Doctor Doctorate [Note only Doctor of Clinical Psychology is 

currently awarded by the University] 
 
Note on 8, Deferred Chairs Action 
 
The Registry representative at Examination Boards is to confirm a date by which the 
Chairs Action is to be taken. This date would then be recorded on the Decision Sheet. 
This is to enable the Administrative Assistant to check that the Chair’s Action had been 
taken by the appropriate date.  
 
Chairs Action Form 
 
This would be in the same format as the Decision Sheet and would be extracted from 
QLS. This form would then be sent to the Deputy Chair of the relevant Board of 
Examiners for signature. The Academic Registrar and the Deputy Vice Chancellor would 
then add their signatures. 
 
Students not considered by a Board of Examiners 
 
Those candidates not considered by the Board of Examiners are to be listed on the 
Decision Sheet and the Deputy Chair invited, where appropriate, to provide information 
on their current status. 
 
3.4 Data on the Header and Footer of the Decision Sheet 
 
It is necessary to ensure that all Decision Sheets can be linked together, both for audit 
purposes and in the event of sheets becoming separated.  
 
The following information should be included on the Header: 
 
 The Unique Reference Number of the Examination Board (see 3.1 above) 
 The Programme of Study (extracted from QLS) (see 3.1 above) 

 
The following information should be included on the Footer 
 
The page number and the number of sheets, e.g. 1 of 3 (using the default mechanism in 
Excel)  
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4 Checking and Authorisation of Decisions, and Storage of Final Decision Sheets 
 
4.1 Checking of Decisions 
 
It is a vital principle of the system that the data should be checked, both in the Registry 
before the submission to the Deputy Chair, and by the Deputy Chair.  
 
(a) Checks within Registry 
 
Before the Final Decision Sheet is issued to the Deputy Chair, the Decision Sheet is to be 
checked by another member of the Examinations Office or Graduations Office. Normally, 
the Administrative Assistant and the Certification Secretary would check the work of the 
other. However, if the need arises, the Examinations Manager, Graduations Manager or 
an Examinations Officer might undertake the checking.  
 
The checking is to be undertaken against Examinations Board papers and other relevant 
papers to ensure that the decisions of the Board have been correctly transcribed. In 
addition, the check is to ensure that the appropriate classes of decision are included, 
and approved progression codes applied. Any case of query is to be resolved before the 
Decision Sheet is submitted for signature. If a query cannot be resolved by consulting 
the appropriate paperwork, the matter should be referred to the Examinations Manager, 
Academic Registrar or Deputy Chair as appropriate.  
 
(b) Checks by the Deputy Chair 
 
After the Final Decision Sheet has been checked with the Registry, it is to be submitted 
to the Deputy Chair for checking. 
 
Before applying a signature, it is expected that the Deputy Chair will check the 
following: 
 

(i) that where an award is being made, the correct validated title is applied to 
the candidates concerned  

 
(ii) the decisions recorded for each candidate are correct 

 
(iii) that all relevant candidates are included 

 
It is not expected that the Deputy Chair will check information derived from QLS. 
However, where there is a query, for instance in relation to the name, this would be 
drawn to the attention of the Administrative Assistant for checking.  
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4.2 Signatures 
 
The following are to sign a Final Decision Sheet: 
 

• Deputy Chair of Board of Examiners, on behalf of the Board [Note: the Chair of 
Board of Examiners may act as alternate in event that the Deputy Chair is 
unavailable.] 

• Academic Registrar [Note: the Pro-Vice Chancellor (Academic) may act as 
alternate in event that the Academic Registrar is unavailable.] 

• Deputy Vice Chancellor, on behalf of Academic Board [Note: the Vice Chancellor 
and Vice Chancellor and Principal may act as alternate in event that the Deputy 
Vice Chancellor is unavailable.] 

 
The Deputy Chair will sign to confirm: 
 
“I confirm that the above decisions are those taken by the Board of Examiners, and that 
the title of awards to be made to the specified candidates are the validated titles for 
those candidates. Where additional checks have been made on candidates not 
considered by the Board, the comments included have been checked against 
Department records.” 
 
The Academic Registrar will sign to confirm: 
 
“I am satisfied that the Regulations and Conventions have been appropriately applied.” 
 
The Deputy Vice Chancellor will sign to confirm: 
 
“On behalf of the Academic Board, I authorise the awards to be made as recommended 
by the Board of Examiners, and other decisions to be implemented.”  
 
4.3 Arrangements for Obtaining Signatures to Decision Sheets and Submission of Signed 
Final Decision Sheets 
 
Important Note: There is a separate set of arrangements relating to the BA/BSc 
Scheme Boards of Examiners.  
 
When the Final Decision Sheet is ready for signature, it should in the first instance be 
submitted to the Deputy Chair. This should normally be undertaken within 72 hours of 
the meeting of the Board of Examiners.  
 
When the Final Decision Sheet is returned from the Deputy Chair, any amendments 
should be made as a matter of urgency and returned to the Administrative Assistant. 
The Final Decision Sheet should be amended by the Administrative Assistant and 
returned to the Deputy Chair for signature, before being submitted to the Academic 
Registrar and Deputy Vice Chancellor for signature.  
 
It is expected that Deputy Chairs will return the definitive signed sheet within a week of 
the meeting of the Board of Examiner. Deputy Chairs should be aware that transcripts 
and other communications would not be sent until the signed Final Decision Sheet is 
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returned. In the event that a Final Decision Sheet is not received on the day that results 
are due to be sent to candidates, the Academic Registrar may authorise the release of 
the results after scrutiny of the original Board papers.  
 
Only in exceptional circumstances can an amendment be made to a Final Decision Sheet 
after the Academic Registrar and Deputy Vice Chancellor have signed it. A report must 
be prepared outlining the reasons for the amendment, signed by the individual requiring 
the change.  
 
A reminder with a duplicate copy should be sent to the Deputy Chair after one week, 
and weekly thereafter until returned. The Administrative Assistant should copy the 
request to the Head of Department, in case the Deputy Chair is unexpectedly 
unavailable. If more than one reminder is required, a copy of the reminder will be sent 
to the Pro-Vice Chancellor (Dean of Faculty) as well as the Head of Department.  
 
4.4 Storage of Decision Sheets  
 
Electronic Storage of Working Copies 
 
A copy of the Working Copy of each Final Decision Sheet, which represents work in 
progress, is to be stored on the Administrative Assistant’s folder on the R Drive. This is 
available to other members of the Examinations Office in the event of absence or leave. 
 
The Working Copy will be deleted once the Deputy Vice Chancellor has approved the 
final version.  
 
It is the responsibility of the Administrative Assistant to maintain these files, and to 
ensure that redundant working copies are deleted.  
 
Electronic Storage of Final Decision Sheet 
 
A copy of each Final Decision Sheet is to be stored on the R Drive under ‘Examinations 
Boards’ for use by staff in the Registry and Department of Admissions and Records.  
 
The Final Decision Sheet will be stored on the R Drive once the Deputy Chair, Academic 
Registrar and the Deputy Vice Chancellor have signed the sheet. The Decision Sheets will 
be stored under the month and year in which the Board took place.  
 
The sheets will be stored for a period of four years after the meeting of the Board, and 
then the folder for the month will be deleted.  
 
It is the responsibility of the Administrative Assistant to maintain these files, and to 
ensure that redundant copies are deleted.  
 
Paper Storage of Final Decision Sheet 
 
The signed paper copy of the Final Decision Sheet, together with any other papers 
relating to the Board, will be stored in date order in the programme file. It is the 
responsibility of the Administrative Assistant to maintain these files.  
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The paper copies will not be destroyed, and will form an archive.  
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5 Recording of Information on the Decision Sheet Log 
 
The Administrative Assistant will make maintain a log to track the significant phases of 
the Decision Sheet, from creation through certification, to signing off on QLS. This will 
be a shared document, with the Graduation Manager also inserting data.  
 
The log is to be maintained as a spreadsheet on the R drive, but it is the responsibility of 
the Administrative Assistant to back the spreadsheet up on the N drive each week. A 
paper copy of the most recent page(s) should be run off weekly, to maintain a current 
paper log. Periodically, a copy of the log is to be made available to the Incomes 
Receivables Office for information purposes, to enable a check to be made by that office 
of the current state of the information.  
 
The spreadsheet should be used for all programmes with the exception of the BA/BSc 
Scheme. A separate log will be created for these programmes.  
 
(a) Decision Sheet Reference 
 
The unique identifier for the Decision Sheet should be listed.  
 
(b) Level 
 
The abbreviations should be used to indicate the level of the award: 
 

Cert   Certificate 
Cert HE  Certificate of Higher Education 
Adv Cert  Advanced Certificate 
PG Cert  Postgraduate Certificate 
Dip   Diploma 
HNC Higher National Certificate [Note: these awards are 

made by EdExcel] 
HND Higher National Diploma [Note: these awards are 

made by EdExcel] 
Dip HE Diploma of Higher Education 
PG Dip   Postgraduate Diploma 
BA   Bachelor of Arts 
BSc   Bachelor of Science 
BMus   Bachelor of Music 
MA   Master of Arts 
MSc   Master of Science 
MMus   Master of Music 
Doctor Doctorate [Note only Doctor of Clinical Psychology is 

currently awarded by the University] 
(c) Title 
 
The full title of the award should be given, where possible pasted in from the Decision 
Sheet itself. Where appropriate, the text can be wrapped.  
 
(d) Number of names of candidates (No.) 
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The number of names on the Decision Sheet for each award should be inserted.  
 
(e) Tracking a Decision Sheet  
 
This section is concerned with ensuring that the progress of the sheets is tracked within 
the system. This is to be undertaken by employing a colour-coded method, by which 
each stage of the Decision Sheet process can be easily identified.  
 
Each Decision Sheet will be colour coded on the log according to the stage. Once the 
Decision Sheet has completed all of the stages, this will be signified by the absence of 
colour.  
 
There is a six stage process as follows: 
 
 Stage 1  Final Draft for Internal Checking 
 Stage 2  Submission for Signature by the Deputy Chair 
 Stage 3 Confirmation received from the Deputy Chair 
 Stage 4  Confirmation by the Deputy Vice Chancellor 
 Stage 5  Decision Sheet awaiting Certification 
 Stage 6  Submission of Certificate(s) for Signature by the Academic Registrar 
 
There are six stages that are indicated by different colours, as follows 
 
Stage 1  Final Draft for Internal Checking 
 
This should be when the Decision Sheet is produced in a final form for internal checking 
within the Registry before submission to the Deputy Chair. The purpose is to check the 
Decision Sheet against the Board papers before it is made available for formal approval.  
 
This will be recorded in GREY. 
 
Stage 2  Submission for Signature by the Deputy Chair 
 
At this stage, the Decision Sheet is forwarded to the Deputy Chair for signature. The 
Deputy Chair checks the awards recommended by the Board of Examiners, together with 
other decisions, for accuracy. At this stage, the Examinations Officer enters the award 
data on QLS, and prepares the transcripts for despatch to the candidates. The 
Administrative Assistant prepares correspondence relating to students requiring 
personal communication relating to the assessment process.  
 
Once the Deputy Chair has signed (and where necessary amended) the Decision Sheet, 
the transcripts, and other correspondence, will be sent to the candidates. 
 
In the event that the Deputy Chair failing to return the signed Decision Sheet, the 
Academic Registrar will determine whether the transcripts, and other correspondence, 
may be sent to the candidates based the original Board papers. 
 
When the Decision Sheet is passed to the Deputy Chair, this will be recorded in YELLOW. 
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Stage 3  Confirmation received from the Deputy Chair and Passed to Academic 
Registrar 
 
This should be when the Decision Sheet is received from the Deputy Chair. This is the 
final checking stage before the award is approved on behalf of the University. 
 
When the Decision Sheet is received from the Deputy Chair, this will be recorded in 
LAVENDER. 
 
Stage 4  Confirmation by the Deputy Vice Chancellor 
 
This should be when the Deputy Vice Chancellor confirms the Decision Sheet. This is the 
final stage where the award is approved on behalf of the University. 
 
When the Decision Sheet is passed to the Deputy Vice Chancellor, this will be recorded in 
PINK. 
 
Stage 5 Decision Sheet awaiting Certification 
 
This should be when the Decision Sheet has been signed by the Deputy Chair and the 
Deputy Vice Chancellor, and now requires certificates to be produced. It is only 
necessary to use this colour code reference if the certificates are to be sent directly to 
students. This is to ensure that certificates that are not for a Graduation Ceremony are 
dealt with quickly. 
 
This will be recorded in GREEN. 
 
Stage 6 Submission of Certificate(s) for Signature by the Academic Registrar 
 
This is when the certificates have been produced and forwarded to the Academic 
Registrar for signature.  
 
When the certificates have been passed to the Academic Registrar, this will be recorded 
in BLUE. 
 
(f) Results Posted to Students 
 
The date the transcript, letter or certificate is sent to the cohort as confirmation as to the 
outcome of the examination process. 
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(g) Ceremony Arrangements 
 
(a) Graduation Date 
 
The Graduation Manager will complete this section, to indicate whether there is a 
ceremony to be organised by the Graduation Office. This will indicate the date of the 
ceremony.  
 
The date should be recorded in red.  
 
(b) Other Ceremony Date 
 
Where a ceremony is organised by a department or a franchised University, the date 
should be recorded in blue.  
 
This is so that the certificates can be produced well in advance of the ceremony, and 
notification given that the certificates are not to be posted directly to the students.  
 
(c) Certificates 
 
In this box, the recipient of the certificates should be noted. For Graduation office 
ceremony programmes, GRAD will be sufficient. For other ceremonies, the name, of the 
recipient of the certificates should be entered. Where certificates are to be posted 
directly to the candidates CAND should be entered.  
 
(h) Date Certificates Posted 
 
Where the certificates are posted to the candidates, the date the certificates were sent 
for posting should be entered.  
 
(i) Date System Completed 
 
This should be the date that QLS is updated with 
 
(a) completion status 
(b) the award 
 
It is an indication that the full process has been completed of signing the student off 
from the programme of study.  
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6 Examinations Office Procedures for the Ratification of Awards on QLS 
 
6.1 Use of Decision Sheet to Complete Students on QLS 
 
The information contained on the Decision Sheet is the source of information to be used 
to ratify the Award on QLS via the “Faculty Ratification Panel” (FRP) Screen. 
 
6.2 Procedures to Complete Students on QLS 
 
An Award is ratified on QLS upon entry of the following fields in the Faculty Ratification 
Panel Screen: FRP Date, FRP Code and FRP Class  
 

 The ‘FRP Date’ must be entered as the Date of the Exam Board as confirmed on 
the Decision Sheet. [Note: This date should correspond to the date that COM is 
entered on QLS AOS. However, where a record has been entered as COMX 
(completed with debt), and subsequently changed to COM, the date should 
correspond to the date that COMX is entered onto QLS.] 

 
 The ‘FRP Code’ should be selected from the drop down box and must comply 

strictly with the outcome on the Decision Sheet e.g. COM (Decision Sheet) / 
COMPL (FRP Screen) 

 
 The ‘FRP Class’ should be selected from the drop down box and must strictly 

comply with the outcome on the Decision Sheet e.g. BA First Class (Decision 
Sheet) / BAF (FRP Screen). For general reference purposes, a full listing of the 
various classifications and QLS entry codes is maintained on the R Drive under: 
templates\ QLS Information\QLS Codes\Exit Qualifications.  

 
Note: the ‘FRP Class’ must be applied consistently for individual Programmes of 
Study. In the case of the BA/BSc Scheme, the classification entry codes are 
apparent from the Decision Sheet. In the case of programmes of study other than 
the BA/BSc Scheme, the classification code may not be so apparent. The 
Examinations Officer (PG) is to compile and maintain a list on the R Drive 
indicating the appropriate entry codes for Programmes where the classification 
code may not be apparent, in order to maintain consistency 

 
(For additional instructions in relation to FRP data entry, see: ‘Procedure: 
Entering Degree Classification on QLS via the Faculty Ratification Panel Screen 
(EO/15/03) on R Drive\templates\Registry Procedures\Examinations\Draft 
Documentation. A department outside the Registry and the Department of 
Admissions and Records on application may obtain a copy to the Administrative 
Assistant.) 
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6.3 Checking of Completion Data on QLS 
 
Once the FRP data (date, code, class) has been entered, the ‘Summary Section’ showing 
the full descriptions of the coded fields, should be checked by the person inputting the 
data, to ensure that the data input is consistent with the award description as it appears 
on the Decision Sheet.  
 
FRP Data should only be stored / executed, by the person inputting the data, when 
satisfied that the entry is consistent with the Decision Sheet. 
 
If incorrect data has been stored / executed and an amendment cannot be made, the 
Examinations Manager should be notified immediately. 
 
6.4 Areas of Responsibility / Channels of Communication / Timescales 
 

Overall Responsibility for FRP Screen 
 
 The Examinations Manager holds responsibility for ensuring that the process 

operates smoothly and for monitoring the overall FRP process. 
 
Responsibility for Updating of FRP Screen 
 

 The FRP Screen should be updated by the Registry Assistant (Examinations) under the 
close supervision of the relevant Examinations Officer, who is the principal officer 
concerned with the ratification of awards on QLS. 

 

 In the event that the Registry Assistant (Examinations) is unavailable to assist with 
the entry of data into the FRP Screen, the Examinations Officer should resume 
responsibility for inputting FRP data into QLS.  

 

 In addition, the Examinations Manager will from time to time be engaged in the 
ratification of awards when there is a large amount of FRP input in a short period of 
time, and as cover for periods of absence and leave. 

 

Channels of Communication 
 

 Upon receipt of the Board Decision Sheet from the Administrative Assistant, the 
Examinations Officer should scrutinise the Decision Sheet and advise (in writing on 
the copy of the Decision Sheet provided for this purpose) of the FRP award code(s) 
to be entered into the FRP screen. 

 

 The Examinations Officer should hand (in person) the copy of the Decision Sheet 
with the FRP annotations to the Registry Assistant ((Examinations). The Examinations 
Officer should date stamp the Decision Sheet with the date upon which it is handed 
to the Registry Assistant (Examinations). 

 

Timing of Entries 
 

 The Registry Assistant (Examinations) should update the FRP Screen as a priority task 
and within 24 hours of receipt of the Decision Sheet from the Examinations Officer. 
(Note: At times when work demands are excessive, the time period may be extended 



Decision Sheets Summarising the Recommendations of Board of Examiners    Page 21 

to within 48 hours, but this is strictly subject to the absence of pressure upon the 
processes that follow on from the FRP process, i.e. the production of Transcripts 
currently established that is within 7 days of the date of the meeting of the Board of 
Examiners.) 

 

 If it is anticipated that the deadline of ‘within 24 hour’ cannot be met, the Registry 
Assistant (Examinations) should raise this issue immediately upon receipt of the 
Decision Sheet from the Examinations Officer, with the Examinations Officer and/or 
Examinations Manager. 

 

Reporting of Entry of FRP Data and Maintenance of Records 
 

 Upon completion of the FRP data entry into QLS, the Registry Assistant 
(Examinations) should hand (in person) the Decision Sheet to the Examinations 
Officer as confirmation that the award(s) data has been entered on QLS. The Registry 
Assistant (Examinations) should date stamp the Decision Sheet (with the date upon 
which the sheet is handed to the Examinations Officer) and also stamp the Sheet to 
indicate that it has been processed. 

 

 The Registry Assistant (Examinations) should also enter the date of FRP completion 
on the ‘Decision Sheet Log’ held on the ‘R’ Drive showing the overall progress of the 
Decision Sheet. 

 

 The Registry Assistant (Examinations) will file/maintain the processed Decision Sheet 
as a record confirming that the award(s) has/have been ratified on QLS. 

 

Use of FRP Data for Transcripts 
 

 Completion of the FRP process provides an indicator that the information (i.e. 
Award/ Degree Classification) is complete for the production of Transcripts. 

 

 The Examinations Officer responsible for the production of Transcripts should check 
for discrepancies between marks and the Award/Degree Classification stated on 
Transcripts, before issuing/posting. 

 

 
Document History 
 
Version 1.0 Approved by Academic Board 18 June 2003 
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Appendix One 
 

Decision Sheets Summarising the Recommendations of Board of Examiners 
 

 A Guide for Heads of Department, Deputy Chairs and Departmental Administrators 
 
The University is now using Decision Sheets to summarise the recommendations of Board of 
Examiners. Pass Lists are no longer being produced. This is because the Decision Sheets will 
act as the comprehensive record of recommendations.  
 
Decision Sheets have been produced for over two years for internal use within the Registry, 
and have been ‘signed off’ by Deputy Chairs for over a year. The change is designed to make 
the Decision Sheet the authoritative record in place of the Pass List.  
 
Why make the change? 
 
The Data Protection Act 1998 has implications for the way in which results are notified to 
candidates. To continue to issue pass lists would require more administration. Furthermore, 
the move towards issuing transcripts for all candidates means that there is a need to issue 
personal statements to students.  
 
What are the Purposes of Decision Sheets? 
 
The purposes of a Decision Sheet are: 
 

• to provide a definitive and approved record of the decisions of Boards of Examiners 
in a common University format;  

• to identify all candidates forming part of a cohort of students, or currently enrolled 
on a programme and to account for them on a regular basis;  

• to authorise action by appropriate members of the University, for example the 
production of transcripts and award certificates; 

• to create a shared understanding between the interested parties of the outcome of a 
meeting of the Board of Examiners; and 

• to provide the means by which the Deputy Chair, the Academic Registrar and the 
Deputy Vice Chancellor, on behalf of Academic Board, can validate the decisions.  

 
Do Decision Sheets apply to the BA/BSc Scheme? 
 
No. There is an exception for the BA/BSc Scheme, since the Examinations Office is 
responsible for the production of the Board papers, with the department checking the 
BA/BSc Scheme Board papers against Departmental records.  
 
This means that Deputy Chairs of BA/BSc programmes will not receive Decision Sheets as a 
matter of course.  
 
What does a Decision Sheet look like? 
 
[A labelled example of a Decision Sheet will be attached in the copy circulated]. 



Decision Sheets Summarising the Recommendations of Board of Examiners    Page 23 

What is the Difference between a Board Decision Sheet and a Final Decision Sheet? 
 
The Board Decision Sheet is in the control of the Deputy Chair, and is meant to help smooth 
the running of the Board of Examiners meeting.  
 
The Final Decision Sheet is the control of the Examinations Office, as it represents the final 
stage of approving the award. It will form the final record of the decisions.  
 
What is a Board Decision Sheet? 
 
A Board Decision Sheet consists of the proposed set of recommendations to be made by the 
Deputy Chair.  
 
The Board Decision Sheet is drawn up in advance of the meeting of a Board of Examiners, by 
the Administrative Assistant in the Registry (e-mail decisionsheets@cant.ac.uk), and 
circulated to the Deputy Chair. The Administrative Assistant is responsible for the co-
ordination of the production, completion and distribution of the Board Decision Sheets. 
 
What is the Purpose of a Board Decision Sheet? 
 
The first purpose of the Board Decision Sheet is to enable the Deputy Chair to undertake 
planning in advance of the meeting. The Deputy Chair might undertake this in the following 
ways 
 

• by checking all candidates are accounted for, and therefore contributing to the 
progressive improvement of data quality 

• by entering proposals for each of the candidates, preferably on the Board Decision 
Sheet, which can be forwarded to the Administrative Assistant for updating after the 
Board 

• by providing a copy for members of the Board along with any other papers, as a 
basis for discussion at the Board 

 
The second purpose of a Board Decision Sheet is to produce a record for final decision at the 
meeting of the Board of Examiners. The Board may well amend the proposals at its meeting.  
 
When can I expect to be sent a Board Decision Sheet? 
 
The Administrative Assistant will send out a template of the Board Decision Sheet about 
three weeks before a Board meeting. The date on the schedule of meetings will be used to 
determine when these Board Decision Sheets are produced. Deputy Chairs are responsible 
for notifying the Administrative Assistant of the date of the meeting of the Board of 
Examiners for inclusion on this schedule, and any subsequent changes.  
 
No Board Decision Sheets will be sent out for BA/BSc Scheme subjects, because the 
Examinations Office will produce a version of the Board Decision Sheet.  
 
What happens if there is no meeting of a Board of Examiners for the programme (e.g. 
there is a small number of credits or it is an NVQ programme)? 
 

mailto:decisionsheets@cant.ac
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Where there is no meeting of a Board of Examiners (for instance, because the certificate is 
awarded for 60 credits or less or it is for programmes such as NVQs) the Administrative 
Assistant will produce a Decision Sheet in the same manner as for a Board of Examiners, but 
only on the request of the Programme Director.  
 
The Decision Sheet will record there has been no meeting of a Board of Examiners.  
 
The Head of Department will sign the Decision Sheet in addition to the Programme Director 
and the Academic Registrar. The Deputy Vice Chancellor does not sign on behalf of 
Academic Board.  
 
What is the Process for Completing a Board Decision Sheet? 
 
The suggested process for completing a Board Decision Sheet is as follows: 
 

8 The Deputy Chair should formulate a set of draft decisions in advance of the 
meeting, using the template provided.  

 
9 The Deputy Chair may then either (a) present it directly to the Board or (b) invite the 

Administrative Assistant to refine the Board Decision Sheet according to the sections 
used by the Examinations Office for recording decisions prior to presenting it to the 
Board.  

 
10 The members of the Board will have a copy of the Board Decision Sheet, which will 

form the basis of the Final Decision Sheet that will become the official record of the 
University.  

 
11 If the Board makes a decision different from the one proposed, this should be struck 

out and the Board’s decision recorded either on the sheet itself or on a separate 
sheet.  

 
12 The Chair and the External Examiners will sign the Board Decision Sheet, along with 

any mark sheets, as part of the process of confirming the outcome of the Board.  
 

13 The Registry representative at the meeting of the Board will ensure that the signed 
version of the Board Decision Sheet is delivered to the Administrative Assistant. 

 
14 The Administrative Assistant will prepare the Final Decision Sheet, which will be 

approved by the Deputy Chair, Academic Registrar and Deputy Vice Chancellor.  
 
What if there is a candidate who does not appear on the Board Decision Sheet? 
 
Deputy Chairs should inform the Administrative Assistant by e-mail of any missing 
candidates, so that their registration status can be checked, and an accurate and complete 
Board Decision Sheet issued.  
 
What if there are names that appear on the Board Decision Sheet, but are not being 
considered by the Board? 
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It is important to account for every student, even if it is just to note that the student is 
continuing and no decision is required on this occasion. This is a way of keeping a regular 
check on student statuses.  
 
What is a Final Decision Sheet? 
 
After the Board of Examiners meeting, the Administrative Assistant will produce the Final 
Decision Sheet, working from the amended Board Decision Sheet, for signature by the 
Deputy Chair, the Academic Registrar and the Deputy Vice Chancellor if the following 
conditions are met: 
 

(d) Signed authorisation from the Board of Examiners, which is to include the signature 
of the Chair and External Examiners. 

 
(e) The correct programme title and student names and identification numbers receiving 

the award are included on the Final Decision Sheet. 
 

(f) The other relevant decisions are set out. 
 
What checks are undertaken in Registry? 
 
It is a vital principle of the system that the information entered on the Final Decision Sheet is 
checked, both in the Registry before the submission to the Deputy Chair, and by the Deputy 
Chair.  
 
Before the Decision Sheet is issued to the Deputy Chair, a member of the Examinations 
Office other than the officer preparing the Final Decision Sheet checks the Decision Sheet. 
 
The checking is to be undertaken against Examinations Board papers and other relevant 
papers to ensure that the decisions of the Board have been correctly transcribed.  
 
Any case of query is to be resolved before the Decision Sheet is submitted for signature by 
the Deputy Chair. If a query cannot be resolved by consulting the appropriate paperwork, 
the matter will be referred to the Examinations Manager, Academic Registrar or Programme 
Director as appropriate.  
 
What does a Deputy Chair do on receiving a Final Decision Sheet? 
 
After the Final Decision Sheet has been checked within the Registry, it will be submitted to 
the Deputy Chair for checking and signature. 
 
Before applying a signature, it is expected that the Deputy Chair will check the following: 
 

(iv) that where an award is being made, the correct validated title is applied to the 
candidates concerned  

(v) the decisions recorded for each candidate are correct 
(vi) that all relevant candidates are included 

 
It is not expected that the Deputy Chair will check information derived from the student 
record system. However, where there is a query, for instance in relation to the name, this 
would be drawn to the attention of the Administrative Assistant for checking.  
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Who signs a Final Decision Sheet? 
 
The following are to sign a Final Decision Sheet: 
 

• Deputy Chair of Board of Examiners, on behalf of the Board [Note: the Chair of Board 
of Examiners may act as alternate in event that the Deputy Chair is unavailable.] 

• Academic Registrar [Note: the Pro-Vice Chancellor (Academic) may act as alternate in 
event that the Academic Registrar is unavailable.] 

• Deputy Vice Chancellor, on behalf of Academic Board [Note: the Vice Chancellor and 
Principal may act as alternate in event that the Deputy Vice Chancellor is 
unavailable.] 

 
The Deputy Chair will sign to confirm: 
 
“I confirm that the above decisions are those taken by the Board of Examiners, and that the 
title of awards to be made to the specified candidates are the validated titles for those 
candidates. Where additional checks have been made on candidates not considered by the 
Board, the comments included have been checked against Department records.” 
 
The Academic Registrar will sign to confirm: 
 
“I am satisfied that the Regulations and Conventions have been appropriately applied.” 
 
The Deputy Vice Chancellor will sign to confirm: 
 
“On behalf of the Academic Board, I authorise the awards to be made as recommended by 
the Board of Examiners, and other decisions to be implemented.”  
 
What are the timescales for signing a Final Decision Sheet? 
 
When the Final Decision Sheet is ready for signature, the Administrative Assistant will submit 
it to the Deputy Chair. This should normally be undertaken within 72 hours of the meeting 
of the Board of Examiners.  
 
It is expected that Deputy Chairs will return the signed sheet to the Administrative Assistant 
within a week of the meeting of the Board of Examiners. Deputy Chairs should be aware 
that transcripts and other communications will not be sent until the signed Final Decision 
Sheet is returned. 
 
Why should a Final Decision Sheet be checked, signed and returned promptly? 
 
Several important actions cannot be taken until the final sheet is returned. These include: 
 
 informing the student of the outcome of the examination 
 the despatch of a transcript to a student detailing the results of the examination 
 the completion or progression of a student 
 for completing students, invitation to any ceremony organised for the student or 

issue of the certificate 
 
What happens if any amendments need to be made to the Final Decision Sheet? 
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Any amendments required because of a transcription error need to be made and returned by 
the Deputy Chair to the Administrative Assistant as a matter of urgency. The Decision Sheet 
will be amended and returned to the Deputy Chair for signature. Any amendments need 
making before the Final Decision Sheet is submitted to the Academic Registrar and Deputy 
Vice Chancellor for signature.  
 
Who can I contact for Advice on completing Decision Sheets? 
 
 Michelle Hancock, Administrative Assistant (Examinations Office) 
 Ext. 2505, Email: decisionsheets@cant.ac.uk 
 (Production, use and completion of Decision Sheets;  
 Maintenance of Exam Board Schedule) 
 
 Ellie Armes, Certification Secretary (Graduations Office) 
 Ext. 2738, Email: decisionsheets@cant.ac.uk  
 (Production, use and completion of Decision Sheets) 
 
 Jane Wrench (Examinations Manager) 
 Ext. 2274, Email: jsw2 
 (General Procedure) 
 
 Paul Kusel (Academic Registrar) 
 Ext. 2297, Email: pak1 
 (Procedure and Policy) 
 
Can I make suggestions for the development of Decision Sheets? 
 
Comments and suggestions are most welcome, and would be best made to Paul Kusel 
(Academic Registrar), who is overseeing the implementation of the policy, or to Robert 
Melville (Assistant University Secretary).  
 
Where can I obtain the Policy on Decision Sheets? 
 
The full policy and procedure document is available from the Administrative Assistant. 
The Document Title is: “Decision Sheets Summarising the Recommendations of Board 
of Examiners” (Document Reference: PPE14) 
 
Robert Melville 
Assistant University Secretary 
 
Last updated: 11 June 2003 

mailto:decisionsheets@cant.ac.uk
mailto:decisionsheets@cant.ac.uk
http://www.canterbury.ac.uk/support/quality-and-standards-office/documents/policies/Registry%20procedure/PPE14%20Decisions%20Sheets.doc
http://www.canterbury.ac.uk/support/quality-and-standards-office/documents/policies/Registry%20procedure/PPE14%20Decisions%20Sheets.doc
http://www.canterbury.ac.uk/support/quality-and-standards-office/documents/policies/Registry%20procedure/PPE14%20Decisions%20Sheets.doc
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Appendix Two 
 

Decision Sheets Summarising the Recommendations of Board of Examiners 
 

A Check List for Deputy Chairs 
 
Three Weeks before the Board of Examiners Meeting 
 

 Receive the template for the Board Decision Sheet  
 

 If Decision Sheet not received, contact Administrative Assistant 
(decisionsheets@cant.ac.uk) 

 
In preparation for the Board of Examiners Meeting 
 

 Check the names on the Board Decision Sheet match those in Departmental Record 
 

 Notify the Administrative Assistant (decisionsheets@cant.ac.uk) of any discrepancies, so 
that a revised Board Decision Sheet can be issued 

 
 Enter proposed decisions on the Board Decision Sheet for those candidates to be 

considered  
 

 Enter the status of candidates where the Board does not need to make a decision  
 

 E-mail a copy of the Board Decision Sheet to the Administrative Assistant 
(decisionsheets@cant.ac.uk) to form the basis of the Final Decision Sheet (see After the 
Board) 

 
 Prepare copies for the Board of Examiners 

 
At the Board of Examiners Meeting 
 

 Ensure the Registry representative has a copy of the Board Decision Sheet to make 
amendments by hand and invite the Chair and External Examiners to sign the amended 
copy 

 
After the Board of Examiners Meeting 
 

 Receive as an e-mail attachment from the Administrative Assistant the Final Decision 
Sheet (based on the Board Decision Sheet, see In Preparation for the Board) within 72 
hours 

 
 Check the decisions, reporting to the Administrative Assistant 

(decisionsheets@cant.ac.uk) any transcription errors so a replacement Final Decision 
Sheet can be prepared 

 
 Sign the Final Decision Sheet  

 
 Copy the Final Decision Sheet for the Department Records 

 
 Return the original signed copy of the Final Decision Sheet to the Administrative Assistant 

within one week (otherwise results to students will be held up) 

mailto:decisionsheets@cant.ac.uk
mailto:decisionsheets@cant.ac.uk
mailto:decisionsheets@cant.ac.uk
mailto:decisionsheets@cant.ac.uk
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