[image: A black and white image of a building]August 2025 – Version 2


Guidelines for Requesting a Review or Re-Check of Assessment Results
Re-Check of Results
What is a Re-Check?
A re-check involves verifying that your assessment marks were added up and recorded correctly. This process does not involve reviewing or remarking your actual answers or performance.
How to Request an Administrative Re-Check:
· Deadline: You must submit your request within five working days after your results are published on Moodle by the Examinations Office.
· Fee: A non-refundable fee of €100 applies (please access My Themis / My Financial Transactions / Pay Online). If a marking or recording error is discovered, the fee will be refunded to you.
· How to Apply: Fill out the relevant request form, make the relevant payment and submit both to your Faculty Administrator.
· Note: The re-check is purely for administrative errors. It does not assess the quality of your answers. 
Review of Results
What is a Review of Results?
A review allows you to discuss your results and performance with your Lecturer/Programme Director. This is your opportunity to receive guidance for future assessments (where relevant). 
· There is no fee for a review.
How to Request a Review:
· How to Apply: Fill out the review request form (as per your faculty guidelines) and send it to the designated Faculty Administrator.
· Arranging the Meeting: The Faculty Administrator will contact your Lecturer on your behalf and arrange a feedback session (either in person or on Zoom).
· If meeting is to be conducted via Zoom and relates to an Examination Script, your Faculty Administrator will arrange for the Lecturer to share a scanned copy your Examination Script.
· If meeting is to be conducted in person and relates to an Examination Script, your Faculty Administrator will arrange for the Lecturer to have your Examination Script.
After the Meeting: Your Faculty Administrator will follow up with you to ensure your concerns were addressed. Your request will then be formally closed.
Remember: These processes exist to support your academic development. If you are unsure which option to choose or have questions about the process, contact your Faculty Administrator for guidance.

REVIEW/RE-CHECK OF RESULTS FORM

This form is to be used in respect of all requests for Reviews and/or Re-checks of assessment results.  

For information on the Review and Recheck process, please refer to the Learner Handbook (Assessments > Review / Re-check) and the Learner Hub.

Please submit your completed form to your Faculty Administrator, including proof of payment of the appropriate fee within 5 working days of the official results being released on My Themis.

LEARNER PERSONAL DETAILS
Learner Number:	 Click or tap here to enter text.
Forenames: Click or tap here to enter text.	Surname:  Click or tap here to enter text. 
Phone Number:	 Click or tap here to enter text.  Email Address:  Click or tap here to enter text.
Faculty:	 Click or tap here to enter text.		Programme: Click or tap here to enter text.
Study Mode: ☐ Full-Time	☐ Part-Time	☐Blended
Stage/Year: Click or tap here to enter text.	Learner Requiring Immigration Support: ☐


TYPE OF REQUEST
	 ☐ Review				☐ Re-Check  


Modules to be Reviewed/Re-checked:
	
	Module(s)Code:
	Module Title:
	Assessment Component:
(Assignment, Exam, etc.)

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	


Additional Documentation Attached: ☐ Yes	☐ No
Additional Relevant Information: Click or tap here to enter text.
Signed by Learner: ______________________________________________________   
Date: Click or tap to enter a date.
	
--------------------------------------------------------------------------




	For Office Use only:
Received by Faculty Administrator on:	Click or tap to enter a date. 

	1.
	Successful Review
	☐ Yes          ☐ No

	2.
	Successful Re-check
	☐ Yes          ☐ No

	3.
	Learner informed of Result
	☐ Yes          ☐ No       Date:	Click or tap to enter a date.

	In the event of a successful Review/Re-Check:

	5.
	Accounts informed to refund fee:
	☐ Yes          ☐ No       Date:	Click or tap to enter a date.

	6.
	Exams Office sent Change of Results:
	☐ Yes          ☐ No       Date:	Click or tap to enter a date.

	
Signed by HF/PD: _______________________________   Date:	Click or tap to enter a date.
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