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	Minutes of the Final Awards Board


Please Note: These minutes must be recorded by a Scribe supplied by the Provider, and be countersigned by the Chair of the Meeting, as an accurate and true record of the meeting.  The Chair and the Scribe must not be the same person.  
The minutes must be returned to the AVA no later than five working days following the date of the FAB meeting. The Provider must retain a copy of the minutes for its own records.
	Provider:
	     

	Open Awards Centre Number:
	     

	Date of Meeting:
	     

	Chair of Meeting (Provider):
	     

	Lead Moderator:
	     

	Scribe (Provider):
	     

	AVA Representative:
	     

	Pathway:
	     

	Diploma Title:
	     

	Run ID:
	     

	Run Start Date:
	     

	Run End Date:
	     


Also in Attendance

Please list any attendees (other than those named above) for this run that were present:

	Attendee Name
	Role/Responsibility

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


	1.
Confirmation of learners for whom full achievement of the named Diploma is being claimed
	Total Number of Learners

	1a
Fully meet the Rules of Combination *
	Please do not list the details of learners on this form.
	     

	1b 
Learners completing using agreed Credit Transfer, Exemptions or Equivalences *
	Please list the details of learners below and confirm that the appropriate request form (CTF), (REEP) and approval confirmation were available at the FAB.
	     

	1c
Aegrotat awards *
	Please list the details of learners below and confirm that the appropriate request form and approval confirmation were available at the FAB.
	     

	1d 
Posthumous awards *

	Please list the details of learners below, confirm that the appropriate request form and approval confirmation were available at the FAB and confirm approval by the next of kin of the deceased.
	     


*
These learners must all have a ‘Y’ in the ‘QAA Dip’ column on the Learner Summary of the Recommendation for Award of Credit Form.

	Learner Name
	Learner ID
	1b
	1c
	1d
	Confirmed

	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Yes   FORMCHECKBOX 
   No   FORMCHECKBOX 


	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Yes   FORMCHECKBOX 
   No   FORMCHECKBOX 


	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Yes   FORMCHECKBOX 
   No   FORMCHECKBOX 


	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Yes   FORMCHECKBOX 
   No   FORMCHECKBOX 


	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Yes   FORMCHECKBOX 
   No   FORMCHECKBOX 


	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Yes   FORMCHECKBOX 
   No   FORMCHECKBOX 



(Please add additional rows if necessary)
	2.
Consideration of learners for whom a Referral was made during the course
	Number of Learners

	2a
Referrals requests agreed within the duration of the course this period -  reported to the Final Awards Board
	The names of learners for whom a Referral has been agreed are listed on Form LRR and must be available at the FAB. **
	     

	2b
Referrals requests refused within the duration of the course this period -  reported to the Final Awards Board
	The names of learners for whom a Referral has been declined are listed on Form LRR and must be available at the FAB. **
	     

	2c
Number of successful second resubmissions this period – reported to the Final Awards Board
	The names of learners with successful 2nd resubmissions for whom a Referral has been agreed are listed on Form LRR and must be available at the FAB. **
	     


** A copy of Form LRR must be returned to Open Awards with these minutes.
	3.
Consideration of learners for whom a Referral is being made to the Final Awards Board
	Number of Learners

	3a
Referrals requests made to the Final Awards Board
	Please enter ‘NIL’ if none.
	     

	3b
Referrals refused by the Final Awards Board
	Please enter a number or N/A.
If a referral is not agreed the learner names must be listed below.  The learner must have ‘N’ entered in the ‘QAA Dip’ column on the Learner Summary RAC and must be recorded in the total number of learners for whom partial achievement is being claimed in section 4.
	     

	3c
Referrals approved at the Final Awards Board
	The names of learners for whom a referral is approved at the Final Awards Board must be listed below and have ‘Referral’ entered in the ‘QAA Dip’ column of the Learner Summary of the RAC.  The deadline for resubmission of work and the arrangements for verifying achievement if any must be recorded below. 
	     

	3d
Verification Arrangements
	Referral outcomes will be verified by the Lead Moderator

 FORMCHECKBOX 

	Date agreed for verification:      

	
	OR, Referral outcomes will be verified by the Pathway Moderator
 FORMCHECKBOX 

	


	Learner Name
	Learner ID
	3b
	3c
	Number of Units
	Number of Credits
	Submission Deadline

	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	     

	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	     

	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	     

	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	     

	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	     

	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	     

	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	     


	4.
Confirmation of learners for whom Partial Achievement is being claimed
	Number of Learners

	These learners should all have ‘N’ entered in the ‘Access Diploma’ column on the RAC.

Where the number of learners for whom partial achievement is unusually high, please provide an explanation in the comments section below.

Please enter ‘NIL’ if none.
	     

	Comments:
     


	5.
Cases involving Academic Misconduct
	Number of Cases

	Please record, if any, the number of cases of academic misconduct affecting this Diploma that have been or are being investigated by the provider.
Any records relating to such cases must be available for consideration by the Awards Board and returned to Open Awards with these minutes.

Please record any recommendations of the Awards Board in the space below:
	     

	Comments and Recommendations:
     


	6.
Cases involving Extenuating Circumstances that affect achievement
	Number of Learners

	Please record, if any, the number of learners affected by extenuating circumstances brought to the Awards Board and the standardised procedure followed.  (For example requests for extended deadlines, learner’s evidence was lost/stolen, and so forth).
These must have been discussed by the course team, with the External Moderator and the record of these discussions along with any other documentation relating to any extenuating circumstances must be made available for consideration by the Awards Board and returned to Open Awards with these minutes.
	     


	Learner Name
	Learner ID
	Brief Description of Extenuating Circumstance
	Awards Board Comment/Decision

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	7.
Appeals
	Number of Learners

	Please record, if any, the number of appeals brought to the Awards Board.

These must be restricted to cases where:

· there is evidence of administrative or procedural error;

· there are extenuating circumstances that, for good reason, could not be notified prior to the Awards Board.

Please Note the Awards Board cannot receive new representations about academic judgements.  Any evidence relating to administrative or procedural error, or to extenuating circumstances must be made available to the Awards Board. Please record the names and learner IDs of any learners making appeals, and the decision of the Awards Board, below. 
	     


	Learner Name
	Learner ID
	Brief Description
	Awards Board Decision

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


8.
Confirmation of Awards by the Lead Moderator

 FORMCHECKBOX 

I confirm the awards of credit, grades and Access to HE Diplomas recorded in the Recommendations for Award of Credit for this Course Run, and that procedures relating to academic misconduct, extenuating circumstances, and appeals, if any, have been considered in accordance with agreed procedures.
	Lead Moderator Signature:
	     
	Date:
	     


9.
Signature of the Scribe

	Scribe

Signature:
	     
	Date:
	     


10.
Confirmation by the Chair

 FORMCHECKBOX 

I confirm that these are a true and accurate record of the Final Awards Board meeting.
	Chair

Signature:
	     
	Date:
	     


Ref:  MINFAB
Sep-2014
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