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 Introduction
The Distance Learning Unit is engaged with the principals and terms of the Assessment Board of Neapolis University, though the implementation procedure is differentiated from the procedure of a conventional programme.
The Distance Learning Unit outlines the procedure followed for the Higher Education Assessment Board as well as the responsibilities of those staff who are members of those Boards.
Assessment Boards are responsible for the operation of the decision‐making process relating to marks, progression, and awards. Decisions of Assessment Boards in respect of assessment results and the conferment of awards are being constituted by the Programme Director as the Chairman and therefore given as recommendations for ratification to the Dean of the School.
Each Assessment Board will make judgments on student performance within its respective terms of reference. It will minute the basis on which decisions are made and record these on the Student Record System.
Stage 1
The DLU Administration forwards the grading books of each course group to the course tutors. The tutors complete the student grades on the grading books but also upload the student grades on Moodle separately per student as provisional grades until their final approval by the Assessment Board.
Stage 2
The DLU Administration, after gathering all the grading books, submits them in hand to the Registrar and also uploads them to the University’s archive for as the exam boards to be ready. 
Stage 3
The DLU Administration forwards a letter of invitation on behalf of the Programme Coordinator to the Course Coordinators and Academic Teaching Staff in order to attend the Assessment Board of the Programme through Skype, on the selected date and time.
Stage 4
The DLU Administration before the assessment board, prepares all the draft minutes per programme and proceeds to organizing arrangements of the exam boards, in order to support the Assessment Board.

Stage 5
All the academic members invited to the Assessment Board must be in present either with physical appearance either through Skype. Then, the programme coordinator presents all the students grades per course from the exam board for transparency purposes. The course coordinators and academic teaching staff must have in their possession the grading books of the course of their audience. The programme coordinator reviews and validates all students progress based on the evaluation assessment and the minutes.

Stage 6
The programme coordinator validates the Assessments Board as Chairman and then it is submitted for ratification to the Dean of the School.

Stage 7
The DLU Administrator stores the assessment board minutes and exam boards in the University's digital archive and handles the printed ones to the Registry Office.

Stage 8

The Registry checks the minutes.
Stage 9

The IT Department of the University sends out the grades to students who have no financial pledges.
Relative documents
1. POLICY for "Student-Exam Evaluation" (NUP Policy 01.414)
1. Quality Assurance Management Handbook (6.2.2 Scheduling of teaching and examination activities)
1. Distance Learning Program Guide
1. Academic calendar
1. Internal exam rules
1. Invigilator form
1. The role and tasks of the Assessment Board
1. Request to justify absences from the exam
1. Appeal Policy and Procedure (NUP 01.412)
1. Appeal form 
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