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Administrative Review Application

Version 3
Designed in England,

Great Britain

This form may be updated at any time to create service efficiency. Please ensure that you are using the most current version of the form.
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Application for Administrative Review
Introduction

IPED has procedures in place to ensure that the assessment results issued to candidates are correct. This includes internal verification/moderation. However in some cases a candidate may request for an administrative review where he/she believes that his/her result does not reflect his/her performance.  A candidate can request for an administrative review only under the following circumstances:

· Where he/she believes our procedures have not been properly applied in arriving at his/her mark – including where a candidate has been disqualified in a subject due to an assessment malpractice (as established and/or communicated by IPED - directly or indirectly to the candidate).
· Where he/she was present at the assessment but has been issued an absent result.
· Where he/she was absent at the assessment but has been issued a result.

Before applying…
Please ensure that you have carefully read and understood our requirements, and the terms and conditions relating to the application.
· Complete the form in full and correctly. We will not process a hand completed application form. An incorrectly or partly completed application form will be rejected.
· Check that the deadline for applying for administrative review has not passed for the respective assessment session. If you took your IPED course through an affiliate IPED organization, please inquire about the respective deadline from that affiliate organization directly. If you took your course directly with IPED, through distance learning, please contact IPED directly for the respective deadline, through your designated IPED office. In all cases you would have been informed of the respective deadline when your result(s) was/were made known to you.
· Please be advised that if the deadline for receiving administrative reviews as communicated or published by IPED has passed, your application will not be considered. If you registered for your IPED course through an affiliate IPED organization and you believe this deadline was not communicated to you by your affiliate IPED organization, please send any complaint you may have directly to the affiliate IPED organization in the first instance. That organization should resolve the complaint with you directly, and not IPED. 
· Under no circumstance, will an application for administrative review submitted for a past deadline be considered by IPED. This includes disqualified assessments. If you wish to dispute a disqualified assessment, please ensure you do so before the deadline passes.
· Please be advised that a review cannot be requested on the grounds of disagreement with the marker's academic judgment. An administrative review is not a remarking exercise – please bear this in mind.
· Please be advised that a candidate cannot request for his/her assessment material(s) as part of the administrative review; as this will be rejected. 
· IPED will undertake a review of the administrative and/or assessment procedures leading to the issue of the results; not academic judgement.

· An administrative review should not be used to notify an error in name on an award. Please request for the appropriate procedure or form that should be used to notify such issue. 
· The administrative review will only be considered when the appropriate fee per paper has been received, and in full. You must pay (fully) upfront for the service before your application will be considered. The service will not be offered (on credit) under any circumstance in the absence of full upfront payment. 
· The review fee will be refunded to you when the outcome of the review results in an upward adjustment of your result and grade.

· You will lose your review fee if the review results in a downward adjustment of your result or where your result remains unchanged.

· Should you need to attach any supporting document/s (although not generally required for this application), please ensure that you scan your supporting document(s) using a purpose built scanner and convert the document(s) into a PDF(s). Do not send us pictures taken of your supporting document(s) using a mobile phone or camera. The contents or information in your electronic supporting document(s) must be clear and should not blur out when printed or when reasonably zoomed in on a computer (typically at 75% on a PDF). If we are unable to make a decision at the point of consideration because the documents you submit to us are of poor quality, your application will be rejected without consideration. You will lose all the fees you have paid towards the request consequently.
· Do not insert picture(s) into this form. Send supporting document(s) as separate attachment(s) – should you have a need to do so.
· You cannot re-apply for an administrative review for the same paper/subject; after a decision has already been made on an initial application - for that paper/subject. Any such re-application will not be considered, and any fees paid towards that application will be lost. 

· The outcome of your administrative review will become your current result of assessment – the result of assessment that you had prior to the decision will no longer count except where there is no change in the result following the review. If you obtain a lower result in comparison to the result you had prior to the decision, the “new” lower result will become your “new” result - the same applies where there is an upward adjustment to the result.
· By submitting this form, you are agreeing to the terms and conditions of our administrative review procedure. 

Fees

· The application fee is a non-refundable; £35 per subject or paper.
· Your application will not be processed if the relevant fee applicable to you is not received in full. You must pay (fully) upfront for the service before your application will be considered. The service will not be offered (on credit) under any circumstance in the absence of full upfront payment.
· Fees are subject to review and change
Who can use this form?

Centre based applicants √
Please complete this form and hand it over to your centre of study, together with the relevant supporting document/s for onward submission to IPED (UK). The centre of study must submit this form for the applicant. The student must not submit this form directly to IPED (UK). Centre is to submit form to info@ipeduk.com. 

Private candidates √
Any individual who is not applying through a centre is deemed to be a private candidate/applicant. If you are registered as a private candidate directly with IPED, and you wish to apply for an administrative review, please submit your application, relevant supporting document(s) and the accompanying application fees directly to IPED; info@ipeduk.com.
Processing time

Up to 15 working days:

· For a correctly and fully completed application form accompanied with the correct supporting document(s) and correct application fee. Working days refer to Monday, Tuesday, Wednesday, Thursday and Friday. Working days do not include weekends nor holidays.
Other relevant information
· The correctly and fully completed application form, and accompanying full payment of the relevant fees must reach IPED no later than the respective deadline.
· In addition, please be aware that you will lose your entitlement to the administrative review if any part of the requirements is unmet before the deadline passes. For instance, if you send a correctly and fully completed application form before the deadline passes, but you fail to send full payment; you will not be entitled to that particular administrative review – or if you send full payment but fail to send a correctly and fully completed application form before the deadline passes. All requirements must be met in full before the deadline passes.
Part A

	Personal details

	Full name
	

	Address
	

	Your IPED reg. number
	
	Your tel. number
	

	Your Email address
	

	Your IPED centre 

(Leave blank if you are a private candidate)
	
	Address of centre
(Leave blank if you are a private candidate)
	


Part B
	About your request

	What assessment session does your request apply to?

	Month/Session
	Year

	
	E.g. June
	2013

	
	
	

	I would like to request for an administrative review of my result(s) for the papers below. I confirm that I have carefully read and understood the requirements, and the terms and conditions relating to the application.

	Subjects
	Disputed results
	Fees

	
	Subject Code
	Subject Name
	Marks
	Grade
	£

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	

	

	                                                                                                                                                      Total fees payable
	


Part C

	Sign 

(please enter your initials as your signature for electronic submission)
	

	Date
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