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Context - Stage Reassignment requests
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The stage assignment of students to modules should be audited after the students have completed registration 
at the start of a trimester.

Stage assignments can be updated by College/Programme offices throughout a trimester and prior to grades 
being committed to academic history.

Once grades have been committed to academic history as part of a Grade Approvals Process and Stage GPAs 
approved by Governing Boards changing the assignment of a stage in registration will not amend the stage 
assignment in academic history. A Stage Reassignment request needs to be raised, approved by the Governing 
Board and forwarded in the Infohub tasks workflow to UCD Assessment for actioning.

All Governing Boards should consider Section 5.8 of the academic regulations when approving a Stage 
Reassignment request:

5.8 After a stage GPA is awarded it may not be adjusted, save in the case of identified error on the part of the 
University or fraud.
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Initiating Stage Reassignment Requests.
Stage reassignment requests are initiated by College/Programme Office colleagues

through the Programme Exam Board reporting in Infohub.

● Go to Infohub>Assessment & Grading>Programme Exam Board Reporting

● Go to the Programme Code and Stage the student is registered to and drill in to the 

blue student number count
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https://hub.ucd.ie/usis/W_HU_REPORTING.P_DISPLAY_REPORT?p_report=GB600&p_parameters=2E536970B1531C20876C787A7F09FAA9368F4A22AF75F450FBFE4489C3BD7C7C9C045A8D9953086921C6997B8F00BA67
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Initiating Stage Reassignment requests (cont’d)
● This will bring you to the student listing and click on the blue student number link for

the student you are initiating a Stage Reassignment request for

● This opens the Student Details page and click on the Request Stage Reassigment 

button next to the module in question
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Initiating Stage Reassignment requests (cont’d)

● This brings you to the following page which autopopulates with some details.

● Please select the new Stage the module is to be assigned to

● Provide details of the request in the mandatory text box

● Select the Originating Area of the request

● Click Submit
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Initiating Stage Reassignment requests (cont’d)

● The request now routes through your Governing Board for approval similar to

Infohub Delegated Authority Student Decision Tasks

● Once received in the workflow by UCD Assessment it will normally be actioned within

5 working days.

● Once the Stage has been reassigned in academic history and GPAs of both impacted

stages have been updated by UCD Assessment the request will be forwarded in the

Infohub workflow to Student Records who will update the stage assignment in the

student’s registration if necessary.

● When the task has been entirely closed out the details will populate in Banner and

Unishare and a generic automated email will be generated to the student advising

them of a change to their academic record.

● If you have any queries with raising a Stage Reassignment request please contact

grading.support@ucd.ie
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https://www.ucd.ie/registry/t4media/Student_Decisions_HowTo.pdf
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