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13.3 EXAMINATION 
AND ASSESSMENT 
REGULATIONS
These regulations cover all materials, written 
or otherwise, submitted by a student which 
contributes to a subject mark.

1 EXAMINATIONS AND 
ASSESSMENT REGULATIONS

1.1 Registration each session, including 
payment of all registration fees due, 
also constitutes entry for the relevant 
examinations. However, entries by 
candidates who have not complied 
with all appropriate Academic Council 
and Institutional requirements are 
regarded as provisional (Ref: Section 
6.9.4, Academic Standards and 
Assessment Regulations). 

 Published at the following link:

 http://www.itcarlow.ie/resources/
quality/quality-policies-procedures.
htm

 and available on Sharepoint:

 https://staffportal.itcarlow.ie/
functions/Quality/Student%20Forms/
Forms/AllItems.aspx and accessed via 
the Student Hub on Blackboard

 Repeat candidates must enter for 
examinations and pay the appropriate 
fee.

1.2 Examination candidates are required 
to acquaint themselves thoroughly 
with the Examination Regulations 
and Assessment Regulations in the 
Student Handbook, a copy of which 
are available in the examination halls.

1.3 In order to qualify for admission 
to written and practical exams 
candidates are required to have 
covered the theory and practical 
programme provided by the Institute.

1.4 Candidates are required to be in 
attendance at the examination 
hall at least 15 minutes before the 
examinations commence.

1.5 Candidates will be responsible for 
making their own arrangements to 
ensure their timely attendance at the 
examination hall.

1.6 A candidate will not be admitted to 
the examination in any paper after 30 
minutes of the time for that paper has 
elapsed.

1.7 Examination halls will close 5 minutes 
before examination commencement 
time and candidates who arrive after 
this time shall not be admitted into 
the hall until the examination has 
commenced and staff authorise entry.

1.8 Internal Examiners will not be 
available in Examination Halls during 
examinations.

1.9 Students will be required to present 
their Institute Identity Card in order 
to gain admission to Examination 
Halls or other appropriate 
documentation as approved by the 
Vice President for Academic Affairs & 
Registrar.

2 LEAVING AN EXAMINATION 
HALL

2.1 A candidate is not authorised to 
leave the examination hall until the 
expiration of thirty minutes from the 
time at which the examination began.

2.2 A candidate who leaves the 
examination hall at any time during 
the course of an examination in 
a particular paper without the 
Invigilators permission will not 
be permitted to return during the 
further course of that examination. 
A candidate taken ill, may however, 
be permitted to leave the hall on 
handing his/her answer book to the 
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Invigilator and may be re-admitted 
to the examination provided he/she 
has been in the care of the attendant 
during the entire period of his/
her absence. The time lost by the 
candidate may be compensated for at 
the close of the examination period.

2.3 A person who leaves the 
examination hall during the course 
of their examination shall have their 
examination script endorsed by the 
Invigilator.

2.4 A candidate who completes his/her 
work during the examination shall 
remain seated until the Invigilator has 
collected his/her answer book(s) and 
shall not leave the hall until the time 
appointed for the conclusion of the 
examination, unless permitted to do 
so by the Invigilator.

3 PROCEDURE FOR DURATION 
OF EXAMINATION

3.1  Candidates are required to provide 
themselves with pens, pencils, rulers 
and similar materials as appropriate. 
Borrowing from other candidates is 
strictly forbidden.

3.2 A candidate must occupy the place first 
assigned to him/her by the Invigilator 
unless otherwise directed during   
the entire examination.

3.3 A candidate should raise his/her 
hand if he/she wishes to attract the 
attention of the Invigilator during the 
examination.

3.4 The candidate’s surname, forename, 
programme, class group, year, ID 
Number, Name of Lecturer, Subject 
Title, Date, and candidates signature 
should be entered on all materials used.

3.5 Any additional answer book, squared 
paper, etc issued to a candidate 
whether used or unused, should be put 
inside his/her answer book before it is 
surrendered to the Invigilator.

3.6 Candidates are required to follow the 
direction of the examination personnel 
at all times. Where any violation of 
the regulations is observed or where 
any candidate’s behaviour is such as 
to jeopardise the successful running 
of the examination, the candidate 
concerned will be advised of the 
alleged violation and warned that his/
her examination may be disallowed. 
On resuming behaviour appropriate to 
the examination setting, the candidate 
may be allowed to continue the 
examination. If the candidate, again 
engages in behaviour inappropriate 
to the exam setting during that 
examination, it will result in his/her 
expulsion.

4 CONDUCT OF CANDIDATE 
FOR DURATION OF 
EXAMINATION

4.1  A candidate 

4.1.1 Shall not bring into the examination 
hall, or have in his/her possession, 
or under his/her control, or within 
his/her reach any book(s) notes 
or electronic storage and retrieval 
devices unless specified on his/her 
examination paper.

4.1.2 Shall not have any writing on 
his/her person on entering the 
examination hall; neither shall 
a candidate write upon his/her 
person while in the examination 
hall.

4.2  A candidate shall not, while in the 
examination hall:

4.2.1 Use, or attempt to use any book, 
memorandum, notes or paper save 
the examination paper and such 
answer books etc. as shall have 
been supplied to him/her by the 
Invigilator;

4.2.2 Aid or attempt to aid, another 
candidate;
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4.2.3 Obtain, or attempt to obtain, aid 
from another candidate;

4.2.4 Communicate, or attempt to 
communicate, in any way, with 
another candidate.

4.3  A candidate 

4.3.1 Shall not write on the examination 
materials supplied or any of 
the material brought into the 
examination hall other than the 
answer book supplied.

4.3.2 Shall not take out, or attempt to 
take out, of the examination hall 
any answer books, whether used or 
unused.

4.3.3  Candidates shall not bring into, 
have in their possession, or 
attempt to use a dictionary, in the 
examination hall.

5 QUERIES
5.1  Candidates may not make any 

queries regarding the content of an 
examination paper for purposes other 
than elucidation, legibility or possible 
errors in printing.

5.2 All queries must be addressed to the 
Invigilator by raising your hand.

6 SPECIAL REQUIREMENTS
6.1 Students with a disability who require 

additional examination support 
should refer to the Student Disability 
and Learning Support  Policy and 
must register with the Access Office.

6.2 All other students who require 
additional examination support 
should inform their Head of 
Department at least one month prior 
to the examinations in order that 
special provision may be made.

7 EXTENUATING 
CIRCUMSTANCES

Students who are unable to take an 
examination or complete an assignment due 
to extenuating circumstances such as illness/
bereavement should submit evidence of the 
circumstances to the Head of Department. 
Such evidence may be taken into account 
by the Examination Board in assessing the 
performance of the individual student. 
However, it must be pointed out that under 
no circumstances may a student receive 
marks for an examination or assignment 
which he/she has not taken.

8 INVALIDATION
A Chief Invigilator may, following consultation 
with the Examinations Officer, request a 
candidate to leave the examination hall and 
forfeit his/her answer book for a breach of 
any of the Examination and Assessment 
Regulations or for unseemly behaviour.

9 INFRINGEMENTS
9.1    All alleged examination 

infringements will be recorded and 
brought to the attention of the Vice 
President for Academic Affairs & 
Registrar or his/her nominee who 
will adjudicate as to whether the 
alleged infringement may amount 
to serious breach of the examination 
regulations.

9.2    All alleged examination 
infringements will be submitted to 
the Vice President for Academic 
Affairs & Registrar under the 
Complaints Procedure (Section 11).

9.3    In a case where the Vice President 
for Academic Affairs & Registrar 
or his/her nominee, following 
consultation as appropriate, 
deems the alleged examination 
infringement not to amount to 
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an examination infringement 
only then can the matter be dealt 
with immediately by the Head 
of Academic Administration & 
Student Affairs or his/her nominee 
with a direction or a caution as 
appropriate. A candidate may appeal 
such decision in writing to the Vice 
President for Academic Affairs & 
Registrar.

10 ACADEMIC INTEGRITY AND 
PLAGIARISM

10.1 The Institute of Technology Carlow is 
committed to the highest standards 
of scholarship and aims to foster 
academic integrity in its students and 
graduates. 

10.2 The International Centre for Academic 
Integrity defines academic integrity 
as involving a commitment to 
fundamental values of honesty, trust, 
fairness, respect and responsibility1. 

10.3 Many students experience difficulty 
in using referencing appropriately 
and consistently, contributing 
in some cases to allegations of 
possible plagiarism. This situation 
is exacerbated where students are 
directed to a variety of requirements 
and styles across modules. A 
consistent approach and clear 
guidelines assist in maintaining 
appropriate academic standards.

10.4 Good academic practice in this 
context entails the provision of 
information about accurate citation 
of sources, plagiarism avoidance, and 
plagiarism detection where necessary. 
As a result, students are able to 
advance their referencing skills and 
avoid submitting plagiarised work. 

10.5 The Institute of Technology Carlow’s 
Policy & Procedure for Academic 
Integrity is Published at the following 
link: http://www.itcarlow.ie/resources/
quality/quality-policies-procedures.
htm

 and available on Sharepoint: https://
staffportal.itcarlow.ie/functions/
Quality/Student%20Forms/Forms/
AllItems.aspx and accessed via the 
Student Hub on Blackboard

 The Plagiarism Regulations (Sections 
10.3 of Examination and Assessment 
Regulations) define plagiarism and 
set out the Institute’s procedures 
for dealing with alleged cases of 
plagiarism.

10.1  ACADEMIC INTEGRITY

10.1.1 The institute of Technology 
Carlow upholds the principle 
of academic integrity, whereby 
acknowledgement is given to the 
contributions of others in any 
work, through appropriate internal 
citations and references. Good 
referencing is integral to the study 
of any subject and part of good 
academic practice.

10.1.2 All work submitted by learners 
for assessment purposes, or for 
written or oral publication, must 
be their own work2. Where this is 
informed by the work of others, the 
source shall be properly attributed 
and referenced. The attribution 
of sources shall be in the form of 
standard and consistent referencing 
and bibliographic conventions. The 
Harvard Style is the nominated 
referencing style for use in IT 
Carlow, unless an alternative 

1  International Center for Academic Integrity http://www.academicintegrity.org/icai/assets/FVProject.
pdf (accessed May 04, 2016).

2 As well as written text, submitted work extends to other forms including, though not limited to, drawings, 
diagrams, charts, formulae, computer codes and programmes, performance, concepts and ideas.



88

referencing style is specified by 
the individual examiner. It is the 
learner’s responsibility to use the 
required style. Programme boards/
streams shall ensure a consistency 
of referencing style and citation 
method, as well as the approach 
in preparing learners. This shall be 
communicated to the learner by the 
examiner.

10.1.3 Prior to the submission of 
assessments, learners shall be 
briefed on academic practice 
by academic staff, and shall be 
provided with information about the 
accepted referencing and citation 
methods for all assessed work in 
their subject area. Generic learning 
resources and guidance on the 
Harvard referencing style will also 
be made available by the Teaching 
and Learning Centre within the 
Institute of Technology Carlow

10.1.4 Learners shall be informed in 
advance of assignment submission 
if Turnitin (or other text-matching 
software) is to be used. If both 
electronic and hard copies of an 
assignment are to be submitted, 
learners shall submit copies identical 
in form and content with the 
exception of the names of learners 
(any differences may be considered 
a breach of academic integrity). The 
lecturer shall make the academic 
judgment as to whether or not work 
adheres to academic integrity and 
good academic practice. The use 
of Turnitin (or other text-matching 
software) shall be guided by the 
procedures (Appendix A.)

10.1.5 Plagiarism is a serious academic 
issue and the Institute of 
Technology Carlow shall examine 
all alleged instances of plagiarism 

thoroughly and apply such 
penalties as it considers appropriate 
where plagiarism is confirmed to 
have taken place (see Plagiarism 
Regulations, as amended).

10.1.6 The act of submitting an assignment 
(hard or electronic copy) is taken 
as confirmation by the learner of 
adherence to academic integrity and 
good academic practice as set out in 
this policy.

10.1.7 Extensions to assignments will 
only be granted in exceptional 
circumstances. An application for an 
extension must be made in the first 
instance to the lecturer responsible 
for the assignment prior to the 
deadline for the assignment. A right 
of appeal in relation to the non-
granting of an extension must be 
made within three working days of 
the application being refused to the 
relevant Head of Department.

 The Policies and Procedures in 
relation to extensions are outlined 
in: Institute of Technology Carlow’s 
Policy and Procedures on Late 
Submission of Assignments, which 
is available in the relevant Faculty 
Office or online.

10.2  PROCEDURES FOR USE OF 
TURNITIN (or other text-matching 
software)

 Turnitin is an online text- matching 
service for which IT Carlow has a 
site licence. The software makes no 
judgement about whether a student 
has plagiarised, it simply shows 
the percentage of the submission 
that matches other sources on the 
system’s database. In many cases 
the software highlights correctly 
cited references or ‘innocent’ 
matches. Turnitin will not detect 
parts of assignments copied from 
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sources not within its database. 
Therefore, examiners must carefully 
review originality reports to assess 
whether the work does contain 
plagiarism.

10.2.1 Turnitin may be used: 

• formatively as part of the teaching 
of good academic practice 

• to deter potential plagiarists and 
to act as an incentive to following 
good academic practice 

• to help examiners to detect the 
extent and source of plagiarised 
material in work submitted for 
assessment.

10.2.2 IT Carlow acknowledges that 
students will need support in 
interpreting and addressing feedback 
from Turnitin Originality Reports. 
Supporting resources shall be 
made available to students by the 
Teaching and Learning Centre.  

10.2.3 IT Carlow recognises the educational 
desirability that students should 
have the opportunity to self-submit 
a draft of their work to Turnitin. The 
Turnitin Originality Reports may 
help students to identify poorly 
referenced and plagiarised work 
before submitting for assessment.

10.2.4 Irrespective of the Turnitin 
Originality Report, the lecturer shall 
make the academic judgment as to 
whether or not work is plagiarised.

10.2.5 Lecturers who use Turnitin shall:

• Participate (where feasible) 
in appropriate professional 
development such as a Turnitin 
workshop (or access related 
resources) provided by the 
Teaching and Learning Centre.

• Use Turnitin as part of a holistic 
approach to fostering academic 
integrity among students. 

• Inform students in advance of the 
use of Turnitin for assignments 
and that assessment data may be 
stored on the Turnitin database. 

• Allow students at least one 
revision submission with access to 
their Originality Report before final 
submission. 

• Receive permission from a student 
prior to uploading an assignment 
on their behalf.

10.2.6 Turnitin is not a document 
repository and thus student 
assignments may not be accessible 
in subsequent academic years. 
In the case where students have 
only submitted assignments 
electronically, the lecturer shall 
retain the assignments as required 
by the Institute’s Record Retention 
Schedule .

10.2.7 Through the act of submission to 
Turnitin, a student consents to 
the storage of their submission in 
the Turnitin database. Without a 
student’s permission, IT Carlow will 
not add the student’s assignment 
to the Turnitin database. For the 
purposes of data protection, the 
work of students submitted to 
Turnitin should not contain personal 
data such as names but may carry 
the students’ registration number 
(e.g. C01234567). 

10.2.8 View Requests are requests for 
permission to view student work 
that matches another submission. 
View Requests from within IT 
Carlow may be considered by the 
lecturer. View Requests from outside 
IT Carlow must be referred to the 
Vice President for Academic Affairs 
Office for consideration.
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10.3  PLAGIARISM REGULATIONS

10.3.1 Definition of Plagiarism 

10.3.1.1 IT Carlow understands plagiarism 
to be the practice of taking 
another person’s work or ideas 
and passing them off as one’s 
own.3 This involves the inclusion of 
another person’s writings or ideas 
in any formally presented work 
(including essays, theses, projects, 
laboratory reports, examinations, 
oral, poster or slide presentations) 
which form part of the assessment 
requirements for a module or 
programme of study, without due 
acknowledgement, either wholly 
or in part, of the original author 
or source of the material through 
appropriate citation. Plagiarism 
is a form of academic dishonesty 
and occurs where ideas are 
presented falsely, either implicitly 
or explicitly, as being the original 
thought of the author’s4.  

10.3.1.2 Plagiarism is usually associated with 
written text but extends to other 
forms of work including, though 
not limited to, drawings, diagrams, 
charts, formulae, computer codes 
and programmes, performance, 
concepts and ideas. Plagiarism can 
include the following:

(i) Presenting work authored 
by another person, 
including other students, 
friends, family, or work 
obtained on the internet;

(ii) Presenting work which has 
been copied from another 
source with only minor 
textual changes;

(iii) Improper paraphrasing, 
where a passage or idea is 
summarised without due 
acknowledgement of the 
original source;

(iv) Failing to include 
appropriate citation of all 
original sources;

(v) Representing collaborative 
work as one’s own.5 

10.3.1.3 Plagiarism is a serious academic 
offence which may be committed 
inadvertently. Accordingly, it 
is defined by the act, not the 
intention. At all times, students 
are themselves responsible for 
ensuring that they comply with 
their obligations under this policy. 
If students are uncertain as to 
what their obligations are, they are 
encouraged to seek guidance and 
advice from an academic member 
of staff.

10.3.1.4 The Institute of Technology 
Carlow also considers that it is 
academically dishonest to submit 
the same, or substantially similar, 
body of work for two different 
assessments for academic credit 
in this, or any other, educational 
institution. Therefore it is an 
academic offence for any student 
to submit to IT Carlow, the same, 
or substantially similar, body of 
work for two different assessments 
for academic credit in this, or any 
other, educational institution. 
Breach of this regulation may 
result in referral by the examiner 
of the student in question to 
the Vice President for Academic 

3  Oxford English Dictionary: plagiarism - definition of plagiarism in English from the .., http://www.
oxforddictionaries.com/definition/english/plagiarism (accessed March 03, 2016).

4 Plagiarism Policy - University College Dublin, http://www.ucd.ie/registry/academicsecretariat/docs/
plagiarism_po.pdf (accessed March 03, 2016).
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Affairs’ office, who may deal with 
the infringement in accordance 
with Sections 12 to 15 of the 
Examination and Assessment 
Regulations below.

10.3.2 Plagiarism Policy

10.3.2.1 The Institute will examine all 
alleged instances of plagiarism 
thoroughly and apply such 
penalties as it considers 
appropriate where plagiarism is 
confirmed to have taken place;

10.3.2.2 Alleged cases of plagiarism will be 
carefully examined to establish the 
facts and context of the alleged 
offence, taking into account the 
nature and extent of plagiarism, 
and the experience and seniority of 
the student;

10.3.2.3 The Institute’s Plagiarism 
Regulations and associated 
procedures will be published and 
will be readily accessible to all staff 
and students;

10.3.2.4 The Institute reserves the right to 
use electronic and other detection 
mechanisms to identify instances 
of potential plagiarism and any 
work submitted for assessment 
may be subject to electronic or 
other detection procedures6 (as set 
out in Section 10.2). 

10.3.3 Plagiarism Procedures

10.3.3.1 Where an examiner detects a 
suspected instance of plagiarism in 
a student’s submitted work, taking 
account of the particular context 
and nature of the case, one of the 
following two courses of action may 
be followed: 

a) Communication directly with 
the student to offer advice 

about correct citation and 
how to avoid plagiarism 
in the future, following 
which the student may be 
required to resubmit the 
work. An appropriate mark 
will then be awarded by 
the examiner, which may 
be appealed through the 
normal examination appeals 
mechanism, or

b) Referral of the alleged 
instance to the Vice 
President for Academic 
Affairs for resolution by 
the Examination and 
Assessments Infringements 
Committee through the 
procedure set out in Section 
12 of the Examination and 
Assessment Regulations. 
Where an alleged case of 
plagiarism is referred to the 
Vice President for Academic 
Affairs, a report setting out 
the grounds of suspicion, a 
copy of the submitted work, 
if and where possible, a copy 
of the material allegedly 
plagiarised, and any other 
supporting evidence, should 
be provided by the examiner.

10.3.3.2 In all cases of referral, the student 
should be informed by the Vice 
President for Academic Affairs’ 
Office that their submitted work is 
under scrutiny as an alleged case of 
plagiarism;

10.3.3.3 Where plagiarism is established 
following a decision of the 
Examination and Assessments 
Infringements Committee, a penalty 
may be imposed under paragraph 13 

5 ibid.
6 ibid.
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of the Examination and Assessment 
Regulations, subject to an appeal 
under paragraph 14;

10.3.3.4 Where a case of plagiarism referred 
to the Vice President for Academic 
Affairs has been proven, the outcome 
of the case will be noted on the 
student’s record by the Vice President 
for Academic Affairs’ Office.
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11 COMPLAINTS PROCEDURE –
Examination & Assessment 
Infringement Committee (EAIC)

Disciplinary Committee Examination & 
Assessment Infringement Committee 
(DCEAIC)

11.1 Where a complaint of misconduct 
or alleged breach of the Examination 
and Assessment Regulations by a 
student has been brought before the 
Vice President for Academic Affairs 
& Registrar, the Vice President for 
Academic Affairs & Registrar or his/
her nominee will investigate the 
matter and if necessary refer it to 
the Examination and Assessment 
Infringements Committee (EAIC).

11.2 Terms of reference of the EAIC: 

 To establish the facts and 
circumstances of the alleged 
infringement of Examination and 
Assessment Regulations by a student, 
and where the Committee decides 
that infringement has occurred, 
make appropriate recommendations 
under Section 13 – Examination 
Infringement Penalties to the Institute 
Board of Examiners.

11.3 Membership: 

 Chairperson: Head of Faculty/
Department/Campus (not of the 
Faculty of the candidate concerned) 

 Academic Staff Member of Academic 
Council 

 Head of Faculty/Department of the 
candidate 

 Student Member of the Academic 
Council 

 Head of Academic Administration and 
Student Affairs or his/her nominee. 

 The Chairperson of the committee 
may invite an observer, expert or legal 
adviser, to be present at the hearing. 

 In exceptional circumstances, 
where the student member of 
Academic Council cannot sit on 
the committee, then a registered 
member of the student body may 
sit on the committee, nominated by 
the Student Union President, where 
possible.

 A member of the administrative staff 
may attend as a non-voting Secretary 
to the Committee.

 Where a student is registered on a 
programme covered by a collaborative 
partnership, a representative of the 
partner may be invited to attend as 
an observer.
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12 PROCEDURES OF THE 
EXAMINATION & ASSESSMENT 
INFRINGEMENTS COMMITTEE

12.1  The Vice President for Academic 
Affairs & Registrar or his/her nominee 
shall prepare a file containing 
the particulars of the alleged 
examination/assessment infringement 
including all information required 
for the hearing, which may include 
the, question paper/submitted 
work, invigilator’s and examination 
officer’s reports, the candidate’s 
internal examiner(s) and/or Head of 
Department reports if required, and 
any other material deemed relevant.

12.2  The Vice President for Academic 
Affairs & Registrar or his/her nominee 
shall cause notice of the hearing to 
be sent by registered post to the last 
known address of the respondent 
student or handed personally to the 
said student/s, along with the content 
of the file for hearing normally 7 days 
in advance of the date for hearing.

12.3  The student has a right to bring 
representation, legal or otherwise, to 
the hearing, and if he/she intends to do 
so, they must inform the Vice President 
for Academic Affairs & Registrar 
beforehand. Likewise, the Vice President 
for Academic Affairs & Registrar 
reserves the right to bring legal or other 
representation, as deemed necessary.

12.4  At the hearing the Vice President for 
Academic Affairs & Registrar or his/ 
her nominee will present a summary 
containing the particulars of the 
alleged examination/assessment 
infringement. The student/his or 
her representative will have the 
opportunity to make a statement on 
the matter and present any evidence 
they deem relevant. Following this, 

members of the Examination and 
Assessment Infringement Committee 
may ask questions of the Student/
his or her representative and/or the 
Vice President for Academic Affairs 
& Registrar or his/her nominee on 
the evidence presented or any other 
matters they consider relevant.

12.5  Failure by the student to attend the 
hearing will not preclude the hearing 
from going ahead, nor the power of 
the Examination and Assessment 
Infringement Committee to come to 
a decision on the matter.

12.6  Following the hearing, members of 
the Examination and Assessment 
Infringement Committee make a 
decision as to whether or not the 
student is found to have committed 
the infringement, and what penalty, if 
any, to apply.

12.7 The decision of the Committee will 
be conveyed in writing by the Vice 
President for Academic Affairs & 
Registrar to the student as soon as 
possible after the hearing, but not 
later than ten working days and will 
include details of the student’s right 
to appeal the decision.

13 EXAMINATION INFRINGEMENT 
PENALTIES

Where a student is found to have committed 
an Examination/Assessment infringement, 
the Committee is empowered to recommend 
to the Institute Board of Examiners the 
imposition of any of the following penalties, 
either separately or in combinations:

13.1 Exclusion from the examination in 
question in part or in total.

13.2 Reduction in the mark awarded for 
the module and/or examination and/
or assessment in question or part 
thereof.
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13.3 Resubmission of the work, with or 
without academic penalty.

13.4 Exclusion from the academic course 
being followed by the student or any 
part thereof.

13.5 Payment of a fine (maximum up to 
!1000).

13.6 Debarring from Institute modules for 
a specified period.

13.7 Disqualification of the student by 
withholding results in accordance 
with (Ref Section: 6.9.5 of the 
Academic Standards and Assessment 
Regulations.) Published at the 
following link: http://www.itcarlow.
ie/resources/quality/quality-policies-
procedures.htm and available on 
Sharepoint: https://staffportal.
itcarlow.ie/functions/Quality/
Student%20Forms/Forms/AllItems.
aspx and accessed via the Student 
Hub on Blackboard.

 Repeat candidates must enter for 
examinations and pay the appropriate 
fee.

13.8 A record and a note on the student’s 
Institute record.

13.9 Deprivation of award of degree, 
diploma, certificate, scholarship prize 
or other academic award.

14 EXAMINATION INFRINGEMENT 
APPEAL

14.1 The candidate may appeal the 
decision. The appeal must be made 
in writing, stating the grounds of the 
appeal, within ten working days after 
the decision is conveyed to them.

14.2 Where no appeal is lodged, the Vice 
President for Academic Affairs & 
Registrar or his/her nominee will 
present in writing the decision of the 
Committee to the Institute Board of 
Examiners.

14.3 If an appeal is made, a Committee 
will be convened to hear it. The  
committee will have the following 
membership:
• Chairperson: President of the 

Institute or his/her nominee 
• Head of Department/Faculty/

Campus 
• One Academic Staff Member of 

Academic Council 
• One Student Representative  
• Head of Academic Administration 

and Student Affairs or his/her  
nominee. 

Members of the original infringement 
committee may not sit on the Appeals 
Committee.

The Chairperson of the committee may invite 
an observer, expert or legal adviser, to be 
present at the hearing. A member of the 
administrative staff may attend as a non-
voting Secretary to the Committee. Where 
a student is a student on a programme 
covered by a collaborative partnership, a 
representative of the partner may be invited 
to attend as an observer.

14.4 The student has a right to bring 
representation, legal or otherwise, 
to the appeals hearing, and if he/she 
intends to do so, they must inform 
the Vice President for Academic 
Affairs & Registrar beforehand. 
Likewise, the Vice President for 
Academic Affairs & Registrar 
reserves the right to bring legal or 
other representation, as deemed 
necessary. At the appeals hearing 
the Vice President for Academic 
Affairs & Registrar/his or her 
nominee will present a summary 
containing the particulars of the 
alleged examination/assessment 
infringement. The student/his or 
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her representative will have the 
opportunity to make a statement on 
the matter and present the grounds 
of appeal and any other evidence 
they deem relevant. Following this, 
members of the Examination and 
Assessment Infringement Committee 
may ask questions of the Student/
his or her representative and/or the 
Vice President for Academic Affairs 
& Registrar/his or her nominee on 
the evidence presented or any other 
matters they consider relevant.

14.5 Failure by the student to attend the 
hearing will not preclude the hearing 
from going ahead, nor the power of 
the Examination and Assessment 
Infringement Committee to come to 
a decision on the matter.

14.6 Following the hearing, members of 
the Examination and Assessment 
Infringement Committee make a 
decision to:
• Allow the appeal and find that 

the student did not infringe the 
regulations; 

• Reconsider the penalty imposed 
and impose an alternative penalty/
penalties under Section 14;

• Reject the appeal . 

14.7 The decision of the Appeals 
Committee will be conveyed in 
writing to the candidate as soon as 
practicable after the hearing, and if 
possible before the meeting of the 
Institute Board of Examiners, but 
no later than ten working days. The 
Vice President for Academic Affairs 
& Registrar or his/her nominee will 
present the Appeals Committee 
decisions in writing to the Institute 
Board of Examiners.

15 EXAMINATION RESULTS
Official examination results will be 
published on the Institute Website (www.
itcarlow.ie) as soon as practical after the 
Examination Board Meeting. Academic Staff 
will be available for consultation on that day.

16 VIEWING EXAMINATION 
SCRIPTS

The Institute of Technology Carlow will 
provide a facility for examination candidates 
to view their examination scripts on an 
appointment basis. In order to avail of this 
facility examination candidates are asked to 
complete the ‘Request to view Examination 
Scripts Form’ within five working days of 
the issue of their examination results. An 
examination script may only be viewed 
following ratification of the examination result 
by the Academic Council of the Institute.

16.1 Viewing of scripts is by appointment 
only and will be supervised. 
Candidates are asked to complete the  
‘Request to view Form’, if they wish 
to view their scripts. The request form 
duly completed should be returned 
to the Examinations Officer within 
five working days of the issue of 
examination results.

16.2 Candidates will be informed of the 
viewing time allocated to them to view 
their scripts and they will be  
permitted to have one person to 
accompany them. Each candidate will 
be allocated a maximum period of time, 
usually forty-five minutes viewing.

16.3 During the viewing of scripts 
candidates will not be permitted to 
have in their possession any materials  
likely to damage the integrity of the 
examination or any materials likely to 
cause a disturbance in the  
viewing area.

16.4 Mobile Phones or other Electronic 
Devices are prohibited. 
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16.5 Examination scripts are provided 
for viewing in order to facilitate 
candidates in deciding whether or 
not to appeal a result. Accordingly 
candidates will be given access to:

(a) Their examination script(s)
(b) The relevant model answers
(c) The relevant marking scheme(s).

 At the end of the viewing period the 
three items must be formally returned 
to the Supervisor.

 Any issue that arises during the 
viewing, of concern to a candidate can 
be processed only through the formal 
Recheck/Review system Candidates 
should contact the relevant Head of 
Department/Faculty/Centre in relation 
to queries arising following the viewing 
of scripts. Supervisors at the viewing 
Centre will not provide clarification to 
candidates or advise them in any way 
in relation to their scripts.

17 EXAMINATION AND 
ASSESSMENT REVIEW POLICY 
AND PROCEDURE

17.1 Introduction
 IT Carlow believes that everyone 

involved in the examination and 
assessment process which leads to 
an Institute award should be fully 
informed as to the regulations and 
procedures in accordance with the 
process conducted and entitled to 
have decisions made in relation 
to that examination/assessment 
process reviewed upon request, 
in the interests of transparency, 
accountability and learner and 
public confidence. Accordingly, the 
Institute puts forward the following 
mechanisms for the review of final 
examination/assessment results 
within the Institute. This is the only 
mechanism by which a final result 
issued by the examinations office can 
be appealed or amended.

17.2 Examination/Assessment Reviews
 Examination/assessment results, once 

issued, may be reviewed in one of two 
ways: 

17.2.1 An application for a Review may 
be made by a student (Student 
Instigated Review). 

17.2.2 The Institute itself may instigate a 
Review (Institute Instigated Review)

 A Review, however instigated, means 
the reconsideration of the assessment 
decision by two competent persons, 
and includes a full recalculation of all 
component marks awarded.

17.3 Student Instigated Reviews

17.3.1 Students are advised to seek feedback 
on examination/assessment results 
in question from the relevant module 
lecturer before an application for 
Review is made. 

17.3.2 Review applications to be received by 
the Examination Office within five 
working days after publication on the 
Institute website of the candidate’s 
provisional examination results

17.3.3 Application(s) for a Review must be 
made on the appropriate form, signed 
by the applicant, include the fee and 
be submitted to the Examination 
Office. Forms are available from the 
Examination Office and the Faculty 
Administration Office.

17.3.4 The review will be carried out by 
two competent persons, namely 
the Internal/External Examiner and 
another Internal/External Examiner. 
The reviewers will conduct a 
recalculation of the marks awarded 
and a review of the available relevant 
examination and assessment material 
which comprise the mark in the 
module(s) under review. 

17.3.5 One review report form to be 
completed by each Examiner in 
respect of each subject reviewed.
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17.3.6 Decisions in relation to the Review will 
be entered on the appropriate form, 
brought to the relevant Examination 
Board for consideration and returned 
to the Examination Office

17.3.7 The official result of the Review will be 
communicated to the student, via the 
Institute’s examination results system 
where practicable. 

17.4 Institute Instigated Reviews

17.4.1 In exceptional cases, the Institute 
itself may instigate a review of a 
student’s examination/assessment 
results. This may be required, for 
example, if an error or omission 
comes to light. In such cases, the 
Institute will pro-actively take steps 
to investigate the matter, to bring 
the error or omission to light, and 
amend the examination results record 
accordingly, if required.  Therefore the 
Institute reserves the right to correct 
a learner’s examination results/record 
in circumstances where the result 
awarded is shown to be as a result of 
an error or omission. 

17.4.2 Institute Instigated Reviews are 
initiated by the relevant Head of 
Faculty/Campus /Department by 
completing the appropriate form, 
available from the Examinations/
Faculty Office. The form will record 
the name and ID of learners affected 
and the revised result. It will also 
detail the circumstances in which the 
error/omission came to light, and also 
what steps will be taken to prevent 
re-occurrences in the future. 

17.4.3 The student(s) shall be informed 
of the purported error or omission 
as soon as possible, and be notified 
by the Faculty that a review has 
been instigated by the institute. 
The student will be invited to make 
written representations to the 
relevant Examination Board on the 

matter, and these will be brought to 
the attention of the reviewers and the 
Board. 

17.4.4 The review will be carried out by 
two competent persons, namely 
the Internal/External Examiner and 
another Internal/External Examiner. 
If the External Examiner is not one 
of the reviewers, he/she will be 
informed of the review and the 
recommendations thereof. One 
review report form will be completed 
by each Examiner in respect of each 
subject reviewed.

17.4.5 Following the Review, an 
Examination Board will be convened 
to consider the outcome of the 
Review. Decisions in relation to the 
Review made by the Examination 
Board will be recorded by the 
Faculty, which will then inform the 
Examination Office of the decision.

17.4.6 The official result of the Review will be 
communicated to the student by the 
Examinations Office.

17.5  Status of Results
 A provisional or ratified examination 

result remains in force unless it 
is withdrawn in writing by the 
Institute. Changes to provisional or 
ratified examination results, arising 
from reviews will be considered by 
Academic Council on the basis of 
a recommendation made by the 
appropriate Examination Board.

17.6  Date(s) of the Academic Council 
meeting ratifying the Examination 
Results

 These dates will normally be 
published in advance each year by the 
Institute. The outcome of all reviews 
will be brought before the Institute’s 
Academic Council. All ratified results 
will be issued within two weeks of 
the appropriate Academic Council 
meeting.
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18 REPEAT EXAMINATIONS
Entry to Repeat Examinations 
Students enter and pay the appropriate entry 
fee to the Institute of Technology, Carlow, 
Kilkenny Road, Carlow by the specified closing 
date.

Timetables are published on www.itcarlow.
ie. Transcript of results achieved can be 
printed electronically to those students in 
good standing with the Institute.

19 REPEATING PROGRAMME 
ELEMENTS

Students who fail a continuous assessment 
component of a subject must apply for 
readmission to attend the relevant class subject 
or resubmit material, as agreed with the Head 
of Faculty / Centre / Department.

The student will be liable for appropriate fees.

20 EMBEDDED STUDENT EXIT 
PATHWAY

20.1 Students who choose not to 
progress to the subsequent year of 
an academic programme and who 
formally exit from the programme of 
study and from the Institution, may 
apply for an Exit Award where eligible 
and where this Exit Award exists.

20.2 Completed Exit/Withdrawal 
forms should be submitted to the 
Examination Office by the 20th 
September. (Available from the 
Admissions or Faculty Office) and 
available on Sharepoint: https://
staffportal.itcarlow.ie/functions/
Quality/Student%20Forms/Forms/
AllItems.aspx and accessed via the 
Student Hub on Blackboard.

20.3 Students who apply for and are 
approved for an Exit Award may 
be conferred at the next Institute 
graduation ceremony.   

 These graduates may apply for re-
entry to the subsequent year/s of 
their original programme subject to 
continuation of the programme in 
later academic sessions.

13.4  RESEARCH CODE 
OF PRACTICE

HONESTY
At the core of all research endeavour, regardless 
of discipline or institution, is the need for 
researchers to be honest in respect of their 
own actions in research and in their responses 
to the actions of other researchers. This applies 
to the whole range of research, including 
experimental design, generating and analysing 
data, applying for research funding, publishing 
results and acknowledging the direct and 
indirect contributions of formal collaborators 
and other researchers. All individuals in the 
Institute’s employment must refrain from 
plagiarism, deception or the fabrication or 
falsification of results and committing any of 
these actions is regarded as a serious disciplinary 
offence. Researchers are required to declare on 
the Institute Postgraduate application forms 
and Postgraduate Progress Reports conflicts 
of interest.

OPENNESS
Whilst recognising the need for researchers 
to protect their own research interests 
in the process of planning their research 
and obtaining their results, the Institute 
encourages researchers to be as open as 
possible in discussing their work with other 
researchers and the public. Once results 
have been published, the Institute expects 
researchers to make available relevant 
data and materials to others, on request 
(provided that this is consistent with any 
ethics approvals and consents which cover 
the data and materials and any intellectual 
property rights in them).


