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ASSESSMENT POLICY







1
Principles of Assessment 

UCW believes that assessment is an integral part of effective learning processes, and has established the following principles for the design and management of assessment practice. 

1 Each module/unit or course element will have an assessment strategy which is aligned with the intended learning outcomes and learning activities;

2 All stated learning outcomes for a module/unit/course element will be summatively assessed;

3 Assessments will enable students to demonstrate that they have met the learning outcomes of the module(s) /units/course elements and the overall aims and learning outcomes of their course or programme of studies and achieved the standard required for the award;

4 Each course will include a variety of assessment types and an appropriate balance of assessment for summative and formative purposes;

5 Information about assessment, including the details of assignments and due dates for submission, schedules for examinations, assessment or grading criteria, plus assessment regulations and arrangements for publication of results where these are course specific, will be published in the University College Student Handbook, course handbooks, module outlines or equivalent as appropriate, at the start of the academic year or semester (or other defined teaching period) in which the course commences;

6 Assessment tasks and assessment items will be reliable, valid and authentic;

7 The scheduling and amount of assessment will be manageable for students; 

8 Constructive and timely relevant feedback will be an integral part of the assessment process; 

9 Assessment processes and regulations will be transparent, consistent and equitable across courses; 

10 Assessment processes and outcomes will be monitored and evaluated through the annual monitoring process.  

2
Assessment Scheduling and Loading

2.1
To maintain some standardisation and to prevent overloading of students, the summative assessment loadings of modules/units or elements should not exceed a maximum of 4000 words (or equivalent) per 15 credits (pro rata for course elements of larger or smaller credit). Staff may establish lower requirements within this maximum, subject to the criteria that the assessment shall be appropriate to the requirements of the module and shall maintain appropriate quality and standards of provision.

2.2
Where courses utilise end-of-course/module/unit formal examinations as a part of their assessment strategies, such examinations will take place in the last week of the semester, or at scheduled points in the academic year as published in the course handbook. Examinations will be of no more than 3 hours duration, but courses/units/modules employing practical type examinations may employ examinations lasting up to five hours.  Nothing in the above shall prevent courses employing other forms of unseen in-class tests or other assessment exercises taken under examination conditions during the normal teaching time of the semester (or other defined teaching period).

2.3
Each module/unit of a course shall specify an assessment strategy outlining the nature of the summative assessment exercises it employs and the respective weighting of each assessment item in its overall assessment loading. This strategy will be subject to validation.   

2.4
The validated summative assessment strategy for a module or unit, together with details of the relative weighting of each assessment item, the assignment briefing, submission deadline and assessment criteria (including any special rules for passing the module such as requirements to pass each assessment item and/or attendance requirements), must be published to students in the module outline or course handbook at the start of the academic year, or at the start of the semester (or other defined teaching period) in which the module/unit will run, as appropriate.  

3
Language of Assessment

3.1
All assessments contributing to a UCW award will be conducted in the language of English, except in the case of awards or modules in modern foreign languages.  Dictionaries will not be permitted in formal examinations.

4
Formative, Formal and Informal Assessment

4.1 All modules/units/course elements should include both formal and informal assessments.  

4.2 Formal assessments are those which have a summative role in contributing to the final grade or mark for the module/unit or course element.  Informal assessments have a more formative purpose and do not carry a grade contributing to the final mark or grade for the module; their primary purpose is to improve the learning of students.   Informal assessment can include peer-assessment and self-assessment as well as tutor-assessment, and may include evaluation of the effectiveness of the learning process carried out while the module is in progress.

4.3
Effective and timely feedback should be given to students for all formal and informal assessments including examinations.  Where appropriate, feedback may be given in advance of the return of individual assignments to students.
4.4
Work presented for a module/unit/course, whether for summative or formative purposes, should conform to the norms of academic scholarship and referencing unless otherwise specified.

5
Moderation and Verification of Assessments

5.1
It is the responsibility of the Course/Subject Board of Examiners to ensure scrutiny and approval of all summative examination papers and coursework assignments, including specific assessment criteria or equivalent, before publication to students.  The purpose is to ensure that the standards set are appropriate and consistent across modules/units/ course elements, and that the assessments are reliable, valid and authentic.  The Board of Examiners may delegate this task to the course/subject team.  

5.2
Departments and/or Course teams should have a formally stated procedure for the moderation and verification of assessments.

5.3
Moderation applies to re-assessment papers and assignments as well as original assessments, and should normally be undertaken at the same time. 

5.4
A sample of internally moderated and verified draft examination papers and coursework assignments should be provided to the external examiner for comment.  

6
Anonymous marking

6.1 
Wherever possible and practical the anonymity of students in the assessment process should be maintained.  Anonymous marking is a system whereby the student's identity is not made known to the internal/external examiner at the time of marking. A student's assessed work should be identified only by a reference number, which will normally be the student number found on their identity card.  

6.2  
It is recognised that certain forms of assessment cannot be marked anonymously as it is impossible for the students not to identify themselves.  The following forms of assessment should normally be marked anonymously: 

· essays 

· seminar papers 

· examinations 

· book reviews 

· library assessments/projects 

· data analysis 

· case study analysis 

· report of practicals for taught courses

7
Verification and Moderation of Marking Standards

7.1
All Departments and/or course teams should have a formally stated policy for internal and external verification and moderation of marking.  This policy must comply with the UCW stated minima (see below) but should also specify arrangements for the pre-examination board verification and moderation of marking of practical, oral, work-based, performance or other non-written elements of assessment as appropriate, and the post-examination board review of marking standards.

7.2
Where courses are delivered at more than one site the policy should specify the arrangements for ensuring consistency of marking standards across sites.  

7.3
The policy should include arrangements for maintaining a record of verification and moderation independently of the student assignments or examination papers, and also evidence for the post-examination board review of marking standards.

7.4
The minimum requirement for internal moderation is that a sample of student work for each module should be internally verified by double (non-blind) marking.  The sample should include all fails and a minimum of 10% of all other work across the grade bands.  Where moderation indicates that marking standards are not consistent, the work for the whole student cohort should be re-marked and internally verified; where moderation indicates that marking standards are not appropriate, the course or module team should adjust the grades for the cohort.

7.5
All independent studies and dissertations or similar major projects should be double marked.  

7.6
A minimum sample of 15% of the work for each element of assessment for individual modules should be made available to the external examiner(s).  This should normally include all modules contributing to the final award, and must include student work across all grade bands, including those in the highest and fail categories. In the case of small cohorts the sample should never be less than 6 in number.   The external examiner is expected to use the sample to ensure that marking standards are appropriate.  
7.7 Assessment relating to level 1 modules in three-year degree programmes is not normally subject to external moderation and verification after the first year of delivery.  

7.8
In addition to the sample of student assessments, external examiners should also be provided with the module outlines, examination papers and/or assessment briefs and criteria, together with the provisional statistical profile of marks for the modules/units for which they are responsible.

7.9
Module results statistics should be used by the Board of Examiners to identify issues in the performance of students and/or the standards of marking, and provide important information for the referral of modules which would benefit from review through scrutiny by the departmental, subject or course team.  This may include scrutiny of a sample of assignments and marking standards for modules that have for example results out of line with those for the course as a whole.  Post-examination board scrutiny does not alter marks, but seeks to assure the consistent application of marking standards and identification of issues, which will inform the annual course review.  A report on the outcomes of the post-examination board review should be presented to the Head of Department and to the next meeting of the relevant Board of Examiners.

8
Review of Student Performance

8.1
There is a two-stage process for considering the assessment taken by a student in any given year or other defined period of study.  

Stage 1 involves staff from a cognate subject area reviewing the results for the modules taken, to make recommendations regarding the grade achieved by each student to the appropriate Board of Examiners.  This stage normally takes place at the end of each semester.  The recommendations remain provisional until approved by the Board of Examiners

Stage 2 involves the Board of Examiners who review the student’s entire profile of module results, confirm grades achieved, make decisions regarding reassessment and progression, and recommend to Academic Board any award and, if appropriate, the classification of each student.    Boards of Examiners normally meet at the end of the academic year.  In the case of programmes which are part of a Scheme, eg the UMS, FD or HN scheme, Boards of Examiners operate in a two tier process, whereby Subject Boards of Examiners make recommendations on grades and re-assessment, with Scheme Boards of Examiners recommending to Academic Board any award and classification.

8.2
Reassessment decisions may only be taken by a Board of Examiners.

8.3
Normally work set for re-assessment should only be made available to the student after the Board of Examiners has confirmed the grade and any reassessment decision, in order to prevent students from being overloaded with reassessment at the same time as commencing new modules. Where exceptions to this are necessary, such as courses involving professional placements when the reassessment must take place immediately after the original assessment, either the Board of Examiners should be convened or Chairs action should be taken and approved at the next meeting.

9
Publication of Results

9.1
The Registry Services Officer present at a Board of Examiners shall produce a list recording the Board’s decisions on the progression of students and the awards for which they are recommended.  The list shall be checked in accordance with arrangements approved by the Academic Board and shall be signed by the Chair of the Board of Examiners and the external examiners.  Publication shall be by the Registry posting a version of the list, signed by the Chair of the Board of Examiners, containing all those who pass and whose results are not being withheld, on an appropriate notice board.  It is the student’s responsibility to ascertain his or her results.

9.2
For students who do not satisfy the Board of Examiners that they have fulfilled the requirements of the assessment process, Registry Services shall communicate the decision of he Board of Examiners in writing to the student concerned, with instructions on any reassessment permitted.  

10
Return of Student Work

10.1
In normal circumstances work should be marked and returned to students with feedback within four working weeks of the date of submission. Where, for valid reasons, this cannot be achieved, the member of staff concerned should consult with the course leader and where appropriate the Head of Department; agree an alternative date, and inform the students affected of the revised date of return.  In such circumstances it may be desirable to provide students with feedback in advance of the return of the assignment and determination of the provisional grade.

11
Ownership and Archiving of Students' Assessed Work

11.1
Students hold the intellectual property inherent in all work produced for assessments, but the material produced by students for assessment (essays, projects, examination scripts, dissertations, artworks, computer disks, etc) is the property of the University College, and may be retained pending confirmation of marks awarded by Examination Boards, possible appeals and quality audits.  With the exception of examination scripts, the University College will endeavour to return to students assessed work whenever a student explicitly requests this.  Arrangements for returning assessed work to students are the responsibility of individual tutors.

11.2
Each course should maintain an archive of sample marked student work that is representative of the range of assessment tasks and grades awarded, for the purposes of quality audit, staff induction and development, and monitoring and benchmarking of standards.  The sample should be periodically updated at least every three years.

11.3
Assessed coursework that has not been collected by the student will be retained by the University College for six months after the relevant Examination Board, after which time it may be disposed of.  Arrangements for the disposal of such work is the responsibility of the Department.  

12
Failure and Reassessment

12.1
Reassessment is not available to improve upon a mark or grading above the pass level required for an award.

12.2
A candidate for reassessment may not demand reassessment in elements that are no longer current within the programme. However, the Board of Examiners may exercise its discretion in providing special arrangements where it is not practicable for students to be reassessed in the same elements or by the same methods as at the first attempt.  Such arrangements shall be subject to the principle that an award is only made when a candidate has fulfilled the objectives of the programme and achieved the required standard.

12.3
In order to ensure consistency and fairness to all students, there should be no vivas to determine marks for borderline students. The only circumstances in which viva voce examinations are permitted are in the examination of research degree candidates.  In cases where a viva forms part of the formal assessment, this should be termed an  ‘oral exam’. 

13
Late Submission of Assignments

13.1
Students will be permitted to submit course assignments late in accordance with the Procedures approved by the Academic Board, which are published in Part 3 of the Academic Regulations and included in the Student Handbook.  The Procedures establish the acceptable grounds for late submission and the process, which must be followed by students.  They also refer to special arrangements for individual cases.

14
Mitigating Circumstances

14.1
Students who believe that their assessment performance has been affected by exceptional mitigating circumstances may bring forward claims for consideration by the Mitigations Committee.  Such claims must be submitted and considered according to the procedures which are approved by the Academic Board and which are published in Part 3 of the Academic Regulations and included in the Student Handbook.


15
Allegations of Cheating

15.1
The University College will investigate all cases of alleged cheating and where upheld will impose penalties as appropriate.  All cases will be investigated according to the Procedures approved by the Academic Board, which are published in Part 3 of the Academic Regulations and included in the Student Handbook.

16
Appeals Against the Decisions of Boards of Examiners

16.1
Students will be allowed to appeal against the decisions of Boards of Examiners on the following grounds:-

· a material administrative error in the conduct of the assessment;

· a misinterpretation of the current assessment regulations;

· some other material irregularity relevant to the assessment(s) concerned which has substantially prejudiced the results of the assessment;

· and, in the case of postgraduate research students only that there has been a bias or inadequacy in the assessment of their work on the part of one or more of the examiners.

16.2
Disagreement with the academic judgement of an Examination Board in assessing the merits of an individual piece of work, or in reaching any assessment decision based on the marks, grades or other information relating to a student’s performance cannot in itself constitute grounds for appeal.

16.3
Appeals must be submitted and considered according to the Procedures approved by the Academic Board, which are published in Part 3 of these Academic Regulations and included in the Student Handbook.
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