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2 papers produced by Module Tutor in required 
format using guidelines and templates 

Reference number is issued by ASS using the 
Exam Paper Tracking database 

Hard copy of paper or encrypted electronic paper 
is given to SEO for final quality check 

An encrypted electronic copy or hard copy of the 
paper is forwarded by the Module Tutor for 
internal moderation 

No corrections required 

Programme Leader or Academic Co-ordinator 
(SELE) sends encrypted electronic copy of the 
papers to the External Examiner for external 
moderation 

Encrypted exam papers returned to Module Tutor 
with External Examiner’s comments which are 
noted and acted upon 
 

The exam paper is signed off by Module Tutor for 
printing and submitted either electronically or by 
pen drive to Academic Support Services (ASS) 
with Sign Off Cover Sheet 

Papers are duplicated and passed back to 
Academic Support Administrators for distribution Corrections made by ASS 

and re-submitted to SEO 

Corrections required 

Internally moderated exam papers are forwarded 
by Module Tutor to Programme Leader or 
Academic (SELE) Co-ordinator 


