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STUDENTS TO COMPLETE THIS SECTION OF THE FORM





1. Complete your personal details
	CRSid:
	

	Non-Cambridge email:
	

	Candidate no./Blind Grade no.:
	
	
	
	
	
	
	
	
	

	Dept/Faculty:
	


2. Please specify the paper(s)/Essays/Dissertation marks that you wish to have checked: 
	Course (e.g NST IB HPS)
	Paper/Essay/

Dissertation 
	Title
	Date of exam
	Mark

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




3.
Please state the reason why you think a mark check is necessary:  
	


4.
Please state what outcome you are hoping to obtain.  
	


5.
Statement by Student (please tick to indicate your agreement with each statement):
	I have read and understood the Examination Review Procedure available at: http://www.studentcomplaints.admin.cam.ac.uk/sites/www.studentcomplaints.admin.cam.ac.uk/files/examination_review_procedure.pdf
	

	I confirm that any information I have included from any person/s supporting the request for a mark check has been provided with their explicit consent and they are aware that this will be shared with Examiners and other relevant staff.
	

	I declare that the information I have given on this form is true, correct and complete, to the best of my knowledge.
	

	Signed: 

________________________________________________________
Date: 


________________________________________________________



6.
Support of College Director of Studies

	I have read and understood the Examination Review Procedure available at: http://www.studentcomplaints.admin.cam.ac.uk/sites/www.studentcomplaints.admin.cam.ac.uk/files/examination_review_procedure.pdf
	

	I have discussed the reasons for this request with the student concerned and confirm that I support this request for a mark check 
	

	Signed: 

________________________________________________________
Date: 


________________________________________________________



Submit this form and all evidence to administrator@hps.cam.ac.uk 

Examiners’ Response

SENIOR EXAMINER TO COMPLETE THIS SECTION OF THE FORM


1.
Conducting a Mark Check
Having considered all of the information, the Senior Examiner determined that the correct marks for this student are as follows: 
	Course (e.g NST IB HPS)
	Paper/Essay/

Dissertation 
	Title
	Date of exam
	Marks

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


2.
Conclusion 


The Senior Examiners concluded that (tick one):

	a)
	An error in the recording of marks has taken place that has adversely impacted the Candidate’s examination results
	

	b)
	An error in the recording of marks has taken place but it has not adversely impacted the Candidate’s examination results
	

	c)
	There has been no error in the recording of marks for this Candidate.
	


3. Reasons/remedy 
Explain the reason for your statement 2 a), b) or c) below.  If option 3 a) has been chosen, please also confirm the action that will be taken in relation to the Candidate’s examination, and any other candidates that may have been affected (please confirm a list of the Candidates affected):
	


5.   Senior Examiner’s declaration

The decision is made in accordance with the written regulations and guidance available to the Examiners.

Signed: ___________________________________________ 

Name:   _______________________________________ Date:    _____________________
Submit this form and any additional material to administrator@hps.cam.ac.uk within 7 days
Use this form if: You want to request the Senior Examiner for your course to perform a clerical check to ensure that no errors or omissions were made during the marking process and that all the marks awarded for your performance in the exams have been correctly calculated and transferred to the final markbook.


 immediately aware of an irregularity in your examination that has taken place in the last 5 calendar days (for example there was an issue with the paper, or something went wrong in the examination venue).





You cannot use this form:


to question the judgement of your Examiners; or


if your examination took place over 10 working days ago; or


if something wrong during the examinations process, for this you must submit an Examination Results Review Form to use the Examination Review Procedure.








Before completing this form you should:


seek advice or support from your College Director of Studies � HYPERLINK "https://www.hps.cam.ac.uk/students/dos" �https://www.hps.cam.ac.uk/students/dos�


Read the Examination Review Procedure, available at: � HYPERLINK "http://www.studentcomplaints.admin.cam.ac.uk/sites/www.studentcomplaints.admin.cam.ac.uk/files/examination_review_procedure.pdf" �http://www.studentcomplaints.admin.cam.ac.uk/sites/www.studentcomplaints.admin.cam.ac.uk/files/examination_review_procedure.pdf� 








Things to remember when submitting this form:


complete all sections of the form and include any evidence you wish to be considered by the Examiners;


submit all documents to administrator@hps.cam.ac.uk


you will receive a response within one week, confirming that your form has been submitted to the Senior Examiner for your course;


the Examiners will be sent a redacted version of your form, that only identifies you by your Candidate Number/Blind Grade Number.





Important Information


The contents of this form and any evidence supplied by the Candidate must be considered by the Senior Examiner.


The Candidate’s Director of Studies should be provided with a copy of this form to confirm the outcome. 


The Student Registry must be contacted if any irregularity in the marks is uncovered, so the markbook can be corrected and any adjustment to the overall mark and class formally recorded.
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