











Appendix 9 X Diploma Admin Handbook

Diploma in Market & Social Research Practice

Assignment Despatch List

It is important that the Accredited Centre guard against any possible loss or security breach in
handling the candidates¥completed integrated assignments. This form should be completed and
sent with the candidatesXassessed integrated assignments.

Centre Name:

Centre No: O] IR

Candidates are required to submit 2 hard copies of their assignments. One copy should be retained by the centre
until all aspects of assessment have been completed. The remaining copy should be despatched to the MRS for
external assessment. Each assignment must be accompanied by an Assignment Coversheet, please ensure that
candidates have completed the Candidate Declaration and have included all other requested information.

Please confirm the number of assignments being sent to The Market Research Society for
assessment:

Item Unit No No.
Assignments
. Please send the assignments by registered mail, recorded delivery or courier. A certificate
of posting must be obtained and kept at the centre
o Confirm the despatch of integrated assignments with the Professional Development Co-
ordinator 020 7566 1805.
o Please send to:

Professional Development Co-ordinator
MRS

15 Northburgh Street

London EC1V OJR

Name: Position:

Signature: Date:
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Diploma in Market & Social Research Practice
Assessment: Special Considerations

Special considerations cover those actions taken after an assessment to allow candidates who have
been disadvantaged by temporary illness, injury, indisposition or adverse circumstances just prior
to or at the time of an assessment to demonstrate attainment. This could include unforeseeable
circumstances or events which have prevented them from attending or participating in an
examination (e.g. an accident en route to the examination) or which adversely affect their
performance in the assessment (e.g. sudden illness or indisposition).

‘Adverse circumstances’ include circumstances outside the candidate’s control which can be
shown to have had a marked effect on their performance in the assessment (e.g. bereavement
prior to an examination; severe disruption to examination due to problems at the venue or centre).

This form should be completed by the examinations administrator to report any circumstance that
has had an unavoidable, adverse effect on the individual’s ability to complete an examination. (The
complete Special Considerations Policy & Procedure can be found in the Diploma Administration
Handbook.)

Centre Name:

Examination Administrator:

Date of Examination:

Date of Circumstance:

Does the Circumstance affect an individual candidate: Yes* Q1 No a

*If yes, please enter the candidate name

Does the Circumstance affect all candidates in the examination room: Yes d No d

Details of Circumstance: (Please provide precise times, a description of the event and details of any action
taken)
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| confirm that this is an accurate account of the circumstance.

Name:

Position:

Signature:

All requests for special consideration must be made as soon as the issue to be considered
comes to light, and not later than 7 days following the examination.

In some cases, special consideration may be given to candidates who have failed to inform the
centre or MRS in advance of or immediately following the examination. (These cases are detailed
in the complete Special Considerations Policy & Procedure.)

In these cases, requests for special consideration must be made prior to the results release date.

Please return this form to:

The Qualifications Manager
The Market Research Society
15 Northburgh Street
London

EC1VOJR
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MRS

Advanced Certificate in Market & Social Research Practice

Examination Material Despatch Form

It is important that the Examinations Administrator guard against any possible loss or security
breach when handling the candidates’ completed examination scripts. The Examinations
Administrator should complete this form and return with examination materials.

Centre Name:

Centre No: DDDD DDDD
Examination date: DD/DD/DD

Unit:

Please tick to confirm that the following items are included in the examination package:

Item v
Examination Answer Books (completed)
Attendance Record
Seating Plan
Special Considerations Form

o Wherever possible, despatch examination scripts to the MRS on the same day. If this is not
possible, scripts should be returned to the secure storage for despatch on the following
day;

o Send the scripts by registered mail, recorded delivery or courier. A certificate of posting
must be obtained and kept at the centre

o Confirm the despatch of materials with the Professional Development Co-ordinator.

o Please send to:

Professional Development Co-ordinator
MRS

15 Northburgh Street

London EC1V OJR

Name: Position:

Signature: Date:
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MRS

Diploma in Market & Social Research Practice

Results Enquiry Form

Centre Name:

Centre No: DDDD DDDD
Assessment date: DD/DD/DD

Candidate details

Surname:

First name(s):

MRS candidate number: DDDD DDDD

Candidate enquiry

Breakdown of Examination Mark D Yes D No
Examiners Report D Yes D No
Unit 1 D Yes D No
Unit 2 L] Yes ] No
Unit 3 L Yes L] No
Unit 4 D Yes D No
Unit 5 D Yes D No
Administration Instructions

1. Please complete all required details.
2. MRS must receive this form within 40 days of the release date of the results.
3. An administrative fee is payable for each type of report.
4, Prior to returning this form to MRS please take a copy for your own records.
Name: Position:
Signature: Date:
Please return to: Professional Development Co-ordinator

MRS

15 Northburgh Street

London EC1V OJR



Appendix 12A - Diploma Admin Handbook

MRS

Diploma in Market & Social Research Practice

Appeal Procedure Administration Timetable

At this time...

| The MRS will....

| The centre should...

STAGE 1

within 40 days of the
release of results

submit an Appeal in writing
for any candidates wishing to
appeal against decisions
which affect their grade

within 3 working days of
receipt of appeal

despatch a letter confirming
receipt of appeal

within 14 working days of
receipt appeal

despatch a response to the
centre detailing the outcome
of Stage 1 of Appeal

STAGE 2

within 14 working days of
receipt of letter detailing
the outcome of Stage 1

submit a request for their
candidates appeal to be sent
to the MRS Qualifications
Appeal Committee

within 3 working days of
receipt of request for appeal
to be sent to Qualifications
Appeal Committee

despatch a letter confirming
receipt of request

within 12 weeks* of receipt
of request for appeal to be
sent to Qualifications Appeal
Committee

despatch of a letter advising
centres of the Appeals
Committee’s decision - Stage
2

INDEPENDENT REVIEW

within 21 days of the
receipt of the letter advising
centres of the outcome of
the result of the Appeals
Committee’s  decision -
Stage 2

submit a request for their
candidates appeal to be sent
for an independent review

within 12 weeks of receipt
of request for appeal to be
sent for an independent
review

despatch of a letter advising
centres of the outcome of
the independent review

*It should be noted, however, that some appeals may take longer to investigate. In such cases, MRS Qualifications
undertakes to keep centres and candidates informed of the progress of the complaints procedure
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MRS,

Replacement certificate/
Statement of achievement request form

This form may be photocopied

1. Name of awarding body that Qualification was achieved through

The Market Research Society |

2. Details of Qualification achieved

Title of Qualification

Year and month of examination / assessment

v Iy ] [m]m]

Name of centre where studied Centre number

Address of centre Centre contact

3. Candidate number

4, Candidate details (as they appeared on certificate at time of issue)

First name Initial Surname

Date of Birth Sex

[d ol fmlv]v] | Male | | Female [ |
5. Criteria under which replacement certificate can be issued

Please tick as appropriate

1** copy damaged in transit*
Lost in post never received 1° copy
Certificate details are incorrect®

* original to be attached to this form
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6. Criteria under which Statement of Achievement can be issued
Please tick as appropriate

Lost
Damaged

Application notes
1. Criteria under which replacement certificates may be re-issued are as follows:
0 If the Certificate is damaged in transit to candidate and the original damaged
certificate is returned with Replacement Certificate Request Form
0 Ifthereis proof that the Certificate has not been delivered to the candidate
0 Details are incorrect on the Certificate and the incorrect certificate is returned with
Replacement Certificate Request Form
Candidates who have lost or damaged their certificate but do not meet the criteria for re-issue
of a duplicate can receive a Statement of Achievement.
Please refer to MRS for details on fees and method of payment.
All claims for replacement certificates must be made within 3 months of the certification date
All sections of this form must be completed.
Re-issued Certificates will be clearly marked ‘Replacement’.
Please allow a minimum of 2 weeks for the processing of the application.
You may only use one form per requested replacement or statement. This form may be
photocopied if more applications are needed.
9. Please make sure the application is sent to the correct awarding body.
10. Candidate details must appear on this form as they were when certification was originally
issued.
11. Please make sure that you know the qualification title and the month and year of certification.

N

©ONOU; AW

Disclaimer

Awarding bodies reserve the right not to issue a replacement certificate. The awarding body will
make every effort to check the candidate identity and certification against the information given,
and to provide a replacement certificate or statement of achievement. The organisation can take
no responsibility for fraudulent claims.





