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Guidance on Chair’s action requests

A Chair’s action (CA) template is used to make requests for and to record Chair’s actions for Subject Examination Boards (SEBs) and Degree Examination Boards (DEBs). The following guidance gives instructions for how to fill in and how to submit a CA.

Please note there are separate templates to request Suspension of Regulations, First take of academic year and Retake of academic year.

Details of request

Please explain 
· what action you are requesting, 
· what is the expected outcome and
· why the action is necessary, detailing the relevant circumstances.

If you are requesting mark updates, please detail the module and element of assessment and confirm the revised mark. If you wish, you can include screenshots from MySIS/SITS.

	Please note that if the requested action is for mark amendment only and does NOT affect the student’s award or classification then SEB approval is sufficient and, once SEB Chair’s approval is confirmed, the form can be emailed to Registry for processing (chairs-actions@qmul.ac.uk).



If you are requesting that a student be awarded, fill in the award details in the dedicated table. Please refer to the Academic Regulations when calculating the Classification Mark.

Rationale

Please explain why the decision could not be taken by the SEB or DEB at its meeting. This might include reference to a decision by the SEB or DEB which noted that a Chair’s action would be necessary for a specific student.

If the Chair’s action is requested following an outcome of an appeal or academic misconduct investigation, please note the outcome of that appeal/investigation.

SEB approval

Please ensure that you have filled in SEB Chair’s name and date of approval and that you forward the approval email together with the form.

Please note that to be acceptable as evidence the approval email MUST include the name and student ID number of the student(s) concerned.


DEB approval

If the Chair’s action is to request an award, submit the form to DGLS at qualityandstandards@qmul.ac.uk to seek approval from the Chair of the Degree Examination Board.

[bookmark: _Hlk214885734]First take and retake of academic year

First take and Retake forms can be found on the SEB Document templates webpage. Once approved by the SEB Chair the forms must be submitted to DGLS to seek DEB Chair approval.

Suspension of regulations

A template for Suspension of Regulations requests can be found on the SEB Document templates webpage. The completed template must be sent to DGLS to seek DEB Chair’s endorsement and approval by the Principal’s Nominee. 

Record keeping

Each SEB must keep a record of Chair’s actions taken. The record should be reviewed to learn from mistakes so that avoidable errors are not repeated. 

A summary of Chair’s actions must also be recorded at the end of the SEB minutes in the post-meeting notes section and reported at the next meeting of the Board.
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