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UNIVERSITY OF CAMBRIDGE

Representations to Examiners Form



STUDENT TO COMPLETE THIS SECTION OF THE FORM
1. Complete your personal details
	CRSid:
	

	Non-Cambridge email:
	

	Candidate no./Blind Grade no.:
	
	
	
	
	
	
	
	
	

	Course (including Part):
	

	College:
	                                           

	College Tutor (and e-mail):
	


2. Please specify the paper that have been affected by the irregularity (if more than one paper has been affected, you must fill out a form for each paper):
	Paper no.
	Paper title
	Date of paper
	Time paper began
	Venue

	
	
	
	
	


3.
Please state the irregularity that took place in the paper(s) and the effect that it had on you (if the irregularity affected you as a direct result of a disability or other health condition do not use this form; find the correct form at www.studentcomplaints.admin.cam.ac.uk/examination-reviews) 
	


4.
Please provide a list of all evidence that you wish the Examiners to consider. 

(Your name will be redacted from all evidence your provide)
	Evidence


	Author of Evidence


	Date of Evidence


	Relevance of Evidence

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


5.
Please state what outcome you are hoping to obtain.  
	


6.
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 agree to the University sharing this form and evidence I have provided to my Examiners and other relevant staff in order to enable full consideration of the irregularity.
	

	I confirm that any statement I have included from someone supporting that the irregularity took place has been provided with the explicit consent of that person and that they are aware their statement will be shared with Examiners and other relevant staff.
	

	(Optional Statement) I agree that the University may share this form, evidence and any outcome from the Examiners with my College or Graduate Tutor (as named on page 1) 
	

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

	Signed: 

________________________________________________________
Date: 


________________________________________________________



Do not complete the next section of the form - submit the entire form and all evidence to ExamReview@admin.cam.ac.uk 
Receipt of your application will normally be acknowledged within 7 calendar days.
Examiners’ Response

EXAMINERS TO COMPLETE THIS SECTION OF THE FORM



1.
Consideration of investigation
Having considered all of the information, the Examiners determined (tick one):

	a)
	The information provided by the student did not warrant an investigation because it did not constitute an irregularity in the examination (proceed to question 3)
	

	b)
	The information provided by the student warranted an investigation, to understand whether an irregularity had taken place (proceed to question 2)
	


2.
Investigation


The following action was taken by the Examiners to investigate the alleged irregularity (include evidence of this action when returning the form):

	


3.
Conclusion 


The Examiners concluded that (tick one):

	a)
	An irregularity has taken place that has adversely impacted the Candidate’s examination results
	

	b)
	An irregularity has taken place but it has not adversely impacted upon the Candidate’s examination results
	

	c)
	An irregularity has not taken place.
	


5.   Reasons/remedy 
Explain the reason for your statement 3 a), b) or c) below.  If option 3 a) has been chosen, please also confirm the action that was taken in relation to the Candidate’s examination, and others in the cohort who were affected (please confirm a list of the Candidates affected):
	


6.   Examiners’ declaration

The Examiners considered the Candidate’s representations and any evidence they provided in reaching the decision outlined above. 

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

Signed: ___________________________________________ (Chair of Examining Body)

Name:   ____________________________________________ (Chair of Examining Body)

Date:     __________________________
Submit this form and any additional material to ExamReview@admin.cam.ac.uk 
within 7 days of the Examiners’ meeting taking place.

Use this form if:


You have sat an undergraduate examination, or an examination for the L.L.M., M.C.L., M.B.A., M.Ed., M.Fin. M.B., B.Chir., Vet.M.B., Mus.B., P.G.Cert in Education, Examination in Law for European Students, or the Qualifying Exam in Theology for Ministry, the First and Second Exams for the B.Th, or any diploma except International Law and Legal Studies.


You want to make Examiners 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 if:


your exam is not in the list above or it took place over 5 calendar days ago; or


your Examiners meet immediately after your examination (for example a viva).  


Instead, wait for your formal results and within 28 days of receiving them, 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, or the Students’ Unions’ Advice Service (� HYPERLINK "http://www.studentadvice.cam.ac.uk" �www.studentadvice.cam.ac.uk�), or another source of advice/support.


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 the form and include any evidence you wish to be considered by the Examiners;


Do not include unnecessary information about other people in your request;


submit all documents to � HYPERLINK "mailto:ExamReview@admin.cam.ac.uk" �ExamReview@admin.cam.ac.uk�;


you will receive an email within 7 days to confirm your form has been sent to the Examiners;


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


if you have any questions then contact Student Registry at � HYPERLINK "mailto:ExamReview@admin.cam.ac.uk" �ExamReview@admin.cam.ac.uk�.





Important Information


The contents of this form and any evidence supplied by the Candidate must be considered by the Examiners during their meeting, if it is received before the Examiners consider the candidate’s results.


The Candidate will be provided with a copy of this form.


You should return this form within 7 days of the Examiners meeting to � HYPERLINK "mailto:examreview@admin.cam.ac.uk" �examreview@admin.cam.ac.uk�.








Examination Review Procedure Extract


3. Review before the Examiners confirm the Examination Results (informal) 


3.1.	This informal stage applies only to requests for the consideration of irregularities in the examination process received from Candidates for examinations listed in the Schedule to the General Regulations for Examiners and Assessors. 


3.2. 	Where a Candidate becomes aware of an irregularity, this should be reported within 5 calendar days of the examination to the Student Registry using the Representations to the Examiners form. 


3.3. 	Where a form is received by the Student Registry, or the Student Registry becomes aware of an irregularity, it shall be communicated to the Chair of Examiners and considered by the Examiners at their final meeting. Following consideration, the Examiners shall take whatever action they think fit in the light of the representations. The consideration of the form and any action that has been taken will be recorded in the minutes of the Examiners’ meeting. 


3.4. 	The Chair of Examiners shall communicate the outcome of any review under this section of the procedure to the Student Registry who will confirm the outcome to the affected Candidates. 


3.5. 	Due to the short timeframe between the examinations taking place and confirmation of the list of successful candidates, Candidates are not required to raise irregularities before receiving their Examination Results and may request reconsideration of Examination Results (Section 4 of this procedure) if the Examiners have not previously considered the matter under this informal stage. 
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