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1. Purpose 

The purpose of this procedure is to outline the processes for: 

 allowing students access to markers’ comments; and  

 to guide staff towards a recommended route for providing such access. 

2. Principles  

Marked examination scripts are not returned to students, nor are photocopies or 

scanned copies made available for students to retain. The main reason for this is to 

protect those subject areas where there are a limited number of questions used in 

examinations and a need to protect the integrity of these. There is also a desire to limit 

the administrative burden on staff when it comes to retaining sufficient samples for 

external examiners, subject reviews, professional body requirements etc. 

Students may request access to markers’ comments on their examination scripts 

(whether written on the script itself or attached on a separate piece of paper) by 

making a request to the relevant School1. Staff involved in the marking process should 

be aware of this and manage their comments appropriately. 

3. Comments on examination scripts 

If comments are made directly onto the examination script, and the School chooses not 

to make the full script available, the markers' comments must be reproduced onto a 

separate form. In practice, however, it may be simpler to provide a candidate with 

access to both the script and the markers' comments. It is worth considering recording 

                                           

1 The normal timescale for responding to requests for personal information under the Data Protection Act is 40 

calendar days. The university will be unable to respond to access requests where exam scripts and comments no 

longer exist. As policy, assessments are retained for a minimum of 20 days following the Assessment Board (refer 

Assessment Policy paragraph 4i).  
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comments separately from the examination script or in another way that would enable 

them to be easily separated from the actual script in the event of a subject access 

request. 

In all cases, markers’ comments must be provided to students in an intelligible and 

understandable form - this may mean providing a word-processed version if hand-

written comments are potentially illegible. In addition, the use of symbols and 

underlines, or other such marks, must be balanced and understandable to ensure the 

comments are intelligible to students. 

4. Organising access to examination scripts (including supervision) 

Access to scripts may be organised in different ways and this is left to the School to 

manage. The following are examples of how this might be arranged: 

 the whole class meets and has supervised access to examination scripts together, 

generally accompanied by generic feedback. This method may be only appropriate 

for small classes which can be thoroughly supervised, as students must not be able 

to change their scripts and all scripts must be returned intact; 

 Schools may offer appointments for students to view scripts on a scheduled day; 

 students may request independent access, giving prior notice to the School to 

enable supervision to be arranged at a mutually agreeable time and place. When a 

script is viewed outwith the university, the student will be responsible for the 

payment of any fees charged by the external centre at which the script is viewed 

(refer to exemplar procedure below). 

Supervision of students viewing examination scripts may be provided by administrative 

or support staff or by staff not associated with the course; when this is the case no 

explanation or justification of comments written on the script will be given to the 

student at the time of viewing it. Students are not permitted to challenge the rationale 

for the exam marks, nor is there any obligation to reveal the identity of the markers 

who wrote the comments. 

The supervisor’s function is to ensure that the student does not alter the examination 

script in any way and that the student does not copy or take a photograph or remove 

the examination script from the supervised area. The key function of the supervision is 

to ensure that all scripts issued are returned intact. This is the critical minimum.  

Arranging scheduled feedback sessions on examinations is encouraged as good 

practice. 

5. Example procedure 

1. A student who wishes to look at an examination script must make a request to their 

School. Scripts will only be made available on the production of the student’s 

enrolment card or photographic identification. 
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2. A student may opt to: 

a. visit the University personally at an agreed time to view the script under 

supervision; 

b. visit an agreed external centre (usually a British Council Office) and view the 

script under supervision. An additional fee will be payable to the centre by the 

student.  

3. In the case of 2b, above: 

a. the university will email a scan of the examination script to the external centre; 

b. the external centre will print the scan; 

c. the external centre will supervise the student during the viewing of the printed 

scan; 

d. after viewing, the centre will retain all copies of the script. the student will not 

be allowed to take a copy of the script; 

e. the student and the external centre will sign a form to confirm that viewing has 

taken place and that no copy has been provided to the student; 

f. on completion, the external centre will securely dispose of the print and the 

scan, and then email a scanned copy of the signed form to the school, 

confirming at the same time the form of photographic identification used and 

that the print and scan of the script have been disposed of securely.  
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