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8.1 Purposes of assessment 
 

1. Assessment is an integral part of our approach to facilitating student learning. It prepares 
students for life after study and is part of a progressive process by which students learn 
to develop their criticality and their ability to analyse and take responsibility for their own 
work. 

2. Within its regulations the University identifies the purposes of assessment as: 

 Objectively to measure a student’s achievements against the intended learning 
outcomes of the unit and course (summative); 

 To assist student learning by providing appropriate feedback on performance 
(formative); 

 To provide a reliable and consistent basis for boards of examiners to determine 
the progression of, and conferment of awards to, students. 

3. The purpose of summative assessment is to enable students to demonstrate that they 
have fulfilled the learning outcomes of their course and the units therein, to the standard 
required for the award for which they are registered. 

4. All level 4 undergraduate students should have the opportunity to complete a piece of 
summative assessment within the first six weeks of study in, at least, one of their units. 
This helps familiarise them with assessment and assessment processes, provides a 
mechanism for measuring engagement with study and for diagnosing any additional 
learning needs.  Course teams should consider whether they wish to replicate this 
practice at other levels depending on the nature of the student group. 

5. The purpose of formative assessment is to enable students to monitor and improve 
their performance. All courses are required to have effective mechanisms in place to 
ensure that students receive feedback that enables them to continuously improve their 
academic performance (see section 8.3.7) 

6. The purpose of diagnostic assessment is to enable tutors to identify any additional 
support that students might require. All courses are required to have effective 
mechanisms in place to ensure that appropriate diagnostic assessment is undertaken at 
the commencement of study. Further details are given in the Guide to Academic 
Induction available at www.beds.ac.uk/cle.  

7. Assessment practices and processes must be robust and conform to internal and 
national expectations, ensuring confidence in the reliability, validity and authenticity of 
grading. This Chapter of the Quality Handbook sets out the principles and practices 
which support these purposes and supports the implementation of the University’s 
Academic Regulations. Further guidance and support is available on the Centre for 
Learning Excellence web site at www.beds.ac.uk/cle.  

8. The principles and practices set out in this Chapter of the Quality Handbook apply to all 
collaborative provision arrangements unless there has been prior agreement for an 
exception.  

9. The Chapter applies to all taught provision, and may also be relevant to the directed 
studies aspects of professional doctorates. 

10. General provisions for managing the assessment of students with disabilities are set out 
in the Quality Handbook Chapter 10. As a principle, adjustments for students with 
Specific Learning Difficulties such as dyslexia should be made in the period up to the 
submission of an assessment and not in the marking of the assessment itself. Students 
need to be able to demonstrate the skills that employers need and to have the necessary 

http://www.beds.ac.uk/cle
http://www.beds.ac.uk/cle
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coping strategies to ensure that the written material they produce is fit for purpose. 
Appendix 1 provides guidelines for marking written assessments from all students. 

11. The processes outlined in this Chapter of the Quality Handbook have been designed to 
meet the expectations of the UK Quality Code for Higher Education.  

http://www.qaa.ac.uk/quality-code 

8.2 Principles of assessment 
 

8.2.1 Awarding of academic credit and threshold standards 

1. Students may gain credit by: 

 being awarded a pass mark for a unit in which case the credit given is specific 
credit; 

 being credited with a unit on the basis of credit transfer or through the recognition 
of prior learning (RPL), either certificated (RPCL) or experiential (RPEL).  The 
credit given may be specific credit for an individual unit or general credit towards 
the total required for an award (see the University’s policy on Recognition of Prior 
Learning for further details).  

2. In establishing the threshold standards for awards, for units and for individual 
assessment tasks, and the manner in which assessments are conducted, academic staff 
must make use of appropriate external reference points including: 

 The Framework for Higher Education Qualifications: this helps establish the 
standards of awards  

 https://www.qaa.ac.uk/quality-code/qualifications-and-credit-frameworks Subject 
benchmark statements: these help establish the standards set by different 
subjects at undergraduate level and in some areas at master’s level 
https://www.qaa.ac.uk/quality-code/subject-benchmark-statements  

 Level descriptors produced by SEEC which help establish the academic level in a 
range of settings.  

 Any relevant professional, statutory or regulatory body requirements 

 

8.2.2 Constructive alignment 

1. Assessment tasks are designed to test the achievement of stated learning outcomes at 
an appropriate level. The constructive alignment of intended learning outcomes, teaching 
activities and assessment tasks must be evident in the design of all courses and units. 

 

8.2.3 Assessment elements, methods and tasks 

1. The methods of assessment together with their relative weightings are determined at the 
time of approval or revision of a unit and are specified on Unit Information Forms. 

2. The University has a defined range of assessment methods for recording and reporting 
purposes, including Key Information Sets (KIS) and on students’ transcripts. Agreed 
assessment methods are: 

 
 
 
 
 

http://www.qaa.ac.uk/quality-code
https://www.beds.ac.uk/media/240478/uob-rpl-policy-april-17.pdf
https://www.beds.ac.uk/media/240478/uob-rpl-policy-april-17.pdf
https://www.qaa.ac.uk/quality-code/qualifications-and-credit-frameworks
https://www.qaa.ac.uk/quality-code/subject-benchmark-statements
http://www.seec.org.uk/wp-content/uploads/2016/07/SEEC-descriptors-2016.pdf
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Assessment 
type  

Code Sub-categories  Risk 

Invigilated 
exam 

Ex 
Ex-CS 
Ex-CB 
Ex-OT 

Unseen examination  
Case study examination 
Computer-based examination  
Other form of examination e.g. open book, seen 
exam 

Low 

In-class test IT-PT Summative in-class test or phase test Low 

Written 
assignment 

CW-Ess 
CW-CS 
CW-LR 
CW-RW 
CW-DE 

Essay 
Case study 
Literature review 
Reflective writing 
Data exercise 

High 

Portfolio CW-PO 
CW-EPO 
CW-JO 

Portfolio  
e-portfolio  
Journal  

Low 

Report  WR-I  
WR-BUS 
WR-GR 
WR-LAB 
WR-PO 
WR-PR 

Individual report  
Business report  
Group report  
Laboratory report  
Poster  
Problem-based report  

High 

Report WR-F 
WR-WB 

Field work  
Work-based report  

Low 

 CW-OT Other coursework  H/M/L 

Project  PJ-PRO 
PJ-DIS 

Project report  
Dissertation report  

High 

 PJ-EXH 
PJ-ART 
PJ-COL 

Exhibition  
Artefact  
Collaborative activity such as a wiki  

Low 

Oral PR-OR 
PR-VIV 

Oral presentation  
Viva  

Low 

Practical skills 
assessment 

PR-LAB 
PR-OSC 
PR-PER 
PR-PLC 
PR-OT 

Laboratory-based  
Objective Structured Clinical Examination  
Performance  
Placement - where work-based skills are assessed  
Practical skills assessment – not included elsewhere  

 

IELTS IT-L 
IT-R 
IT-S 
IR-W 

IELTS Listening 
IELTS Reading 
IELTS Speaking 
IELTS Writing 

PSRB 

Other ATT Attendance Only for Pass Low 

 

Additional assessment methods for inclusion in the above list may be agreed through 
consultation with TQSC.  

3. Where semesterised, each unit should normally have a maximum of two elements of 
assessment. These represent the reporting points for examination board purposes. Each 
assessment element may be made up of one or more assessment components 
(individual tasks) combined together for reporting purposes. Where there are multiple 
assessment components contributing to an assessment element, the means of 
determining the overall mark must be indicated on the UIF e.g. whether students need to 
complete all of the tasks successfully or a set number.  
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4. Where there are two elements of assessment, and they assess different learning 
outcomes, then the weighting must be 50:50. 

5. Where there are two elements of assessment and they assess the same learning 
outcomes, then the relative weightings should be more than 50% for the major 
assessment and less than 50% for the minor element.  The major assessment will 
normally be the final element of assessment but overall assessment design will be the 
determining factor.  

6. Exemptions may be agreed when a course or unit is approved or through subsequent 
amendment through the modification to course process (see Quality Handbook Chapter 
2).  

7. Units of 30 credits or more may have a single assessment element:  

 when they are taught over concentrated time periods such that feedback from the 
first assessment may not be able to be delivered in time to inform the final 
assessment task. In such cases the opportunity for formative feedback during the 
unit must be provided; 

 where they are assessed through a portfolio or similar process whereby students 
are engaged in the assessment process throughout the unit and the assessment 
encompasses all of the learning outcomes. In such cases the opportunity for 
formative feedback at a stated intermediary point must be provided. 

8. Units may have more than three elements of assessment only when they have individual 
elements that need to be passed and recorded to meet professional body requirements. 

9. The methods of assessment and their weightings should be the same for all students 
taking a unit, regardless of their mode of study, unless an alternative method has been 
agreed to respond to the needs of a particular student (for example, a student with a 
disability or where learning outcomes are to be demonstrated through work-related 
assessment) or in the case of apprenticeships where an alternative assessment has 
been agreed at approval stage. 

10. In designing the core and optional units, course teams must ensure that students 
experience a balance of assessment methods, appropriate to the objectives of the 
course. Assessment methods should be varied in order to enable different aspects of 
students’ aptitudes and skills to be developed and tested, and in order to provide the 
University with sufficient evidence to verify the authenticity of an individual student’s 
work.  

 

8.2.4 Assessment workload 

1. The University does not set hard and fast rules for assessment loading but defines a 
broad framework with the expectation that course teams will have a clearly articulated 
assessment strategy, benchmarked against the framework, with differences considered 
and justified as part of the approval and review process. The framework is designed to 
enable course teams to: 

 design effective assessment strategies; 

 reduce the potential for over-assessment which can lead to a ‘surface’ approach 
to learning; 

 ensure that students are informed about the amount of time typically required to 
complete any given assessment task to an acceptable standard; and 

 enable students to plan their workload. 
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2. The framework uses notional learning hours as the measure for comparability since 
measuring assessments in terms of word length focuses students on outputs and 
encourages a ‘copy and paste’ approach where students see the number as a target and 
are not concerned about the quality of the work they are producing. Furthermore, this 
approach recognises that it may take more student time to produce high quality work 
within a low word limit than within a high word limit. 

3. The framework defines the overall time in terms of two components: 

 Preparation includes time for the individual and group work required to 
undertake the necessary research and analysis, and to be in a position to 
complete the specified assessment task;  

 Compilation gives an indication of the time required for drafting, writing and 
reviewing of the final piece of work. 

4. This information can be useful for students in gaining a better understanding of the effort 
required and hence of planning their studies. It is the total time that should be used in 
estimating the workload associated with a particular assessment. 

5. In some subjects it is recognised that it is hard to differentiate assessment from teaching 
and learning activities. In such cases and where activities can be variable in terms of 
assessment time depending on their nature and scope, course teams should use the 
framework as a reference point seeking to estimate the notional learning hours 
associated with each task and reflecting this in the UIF and course documentation. 

6. In defining assessment strategies for units and courses, course teams should ensure 
that the percentage of the notional learning hours associated with assessment is 
between 20% and 30% of the total notional learning hours for a unit. Higher and lower 
values are permissible depending on subject, level and purpose but should be justified 
as part of the approval or modification process.  

7. It is recognised that, where appropriate, there will also need to be a clear specification of 
word lengths so that students understand the volume of work they are required to 
produce and to prevent staff from having to mark voluminous assessments. The total 
length for assessment activities associated with a 30 credit unit should not normally 
exceed 10,000 words. 

KIS  Assess Sub-categories  per Preparation Compilation Total 

Written 
exam 

Formal 
written and 
invigilated 
exam 

Unseen examination (EX) 
Case study examination (Ex-
CS) 
Computer-based (Ex-CB) 
Summative in-class test (IT-PT) 
Other form of examination (EX-
OT) 

Hr 14 hours 1 hour 15 hours 

Course-
work 

Written 
assignment 

Essay (CW-ES) 
Case study (CW-CS) 
Literature review (CW-LR) 
Reflective writing (CW-RW) 
Data exercise (CW-DE) 
Journal (CW-JO) 

1000 
words 

8 hours 2 hours 10 hours 

 Portfolio 
Portfolio (CW-PO) 
e-portfolio(CW-EPO) 

   Variable 

 Report  

Individual report (WR-I) 
Business report (WR-BUS) 
Group report (WR-GR) 
Laboratory report (WR-LAB) 

1000 
words 

8 hours 2 hours 10 hours 
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Field work (WR-F) 
Work-based report (WR-WB) 
Problem-based report (WR-PR) 

  Poster (WR-PO)  6 hours 2 hours 8 hours 

 Dissertation  
Project report (PJ-PRO) 
Dissertation report (PJ-DIS) 

1000 
words 

8 hours 2 hours 10 hours 

 
Project 
output  

Exhibition (PJ-EXH) 
Artefact (PJ-ART) 
Collaborative activity (PJ-COL) 

   Variable 

Practical Oral  
Oral presentation (PR-OR) 
Viva (PR-VIV) 

10 
min 

6 hours 2 hours 8 hours 

 
Practical 
skills  

Laboratory-based (PR-LAB) 
OSCE (PR-OSC) 
Performance (PR-PER) 
Placement - where work-based 
skills are integral to the 
assessment (PR-PLC) 

   Variable 

Assessment loading framework (in notional learning hours) 

 

8.2.5 Conduct of End-Point Assessments (EPA) 

 
1. All Apprenticeships include an EPA, which establishes whether an apprentice has met 

the standards of the apprenticeship. The structure of the EPA and the elements which 
make it up are described in the relevant Assessment Plan, as approved by the Institute 
for Apprenticeships and Technical Education (IFATE). These set out whether the EPA is 
either: 

 Integrated, in which case the University can administer the end point assessment 
(EPA) and offer training. However, the EPA cannot be delivered by staff who have 
been involved in delivering the apprenticeship training. 

 Independent, in which case the EPA is delivered by an independent registered 
Apprenticeship Assessment Organisation selected by the employer. 

 
2. Training in EPA is delivered by Schools with support from the University’s Centre for 

Learning Excellence, to ensure assessors are competent to undertake their various roles 
and responsibilities and will include an:-  

 

 Understanding of the nature of apprenticeship standards and assessment in 
apprenticeships and the features of the particular standard they are due to assess; 

 Understanding of the various  assessment instruments i.e. portfolios, professional 
discussion, interviews, observations and case studies and how they address the 
knowledge, skills and behaviours required to complete specific apprenticeship 
standards; 

 Understanding best practice in assessment in terms of grading, consistency, 
feedback and moderation processes;  

 Understanding of the Conflict of Interest practices and principles as set out below 
to ensure that all assessors are able to recognise, disclose and effectively 
manage any possible conflicts of interest. 
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3. Faculties maintain a register of approved EPA assessors, who have attended this 
training and continue to perform satisfactorily in this role, and FTQSC will approve 
assessment panels, by Chair’s action if required. 

a. Conflicts of Interest - Avoiding conflicts of interest 

 
4. A conflict of interest is a situation in which an individual, or organisation, has competing 

interests or loyalties and where there is  the potential for the impartiality of an individual 
or organisation to be undermined because of the possibility of a conflict between an 
individual’s self-interest, personal relationships and professional or public interest. 

5. If University of Bedfordshire staff completing End Point Assessments, the policy that all 
assessments completed by university staff must be included in the sample sent to the 
external examiner should be followed.   

6. Examples of actual or perceived conflicts of interest in relation to the EPA process 
include (but are not confined to) individuals or organisations:- 

 currently involved in apprenticeship programme delivery or assessment, or 
previously been involved; 

 that have connections with and/or are employed in the same organisation as the 
apprentice (unless the apprentice is an employee of the University, in which case 
the individual contributing to the EPA process will have no line management 
responsibility for the apprentice);  

 that have a prior connection with the apprentice, or with their employer over the 
preceding five year period (including having friends or relatives involved in 
assessment or  delivery); 

 that have friends, relatives or colleagues taking the apprenticeship programme to 
which the EPA is aligned; 

 who are  in direct competition with the University; 

 that might derive personal or business gain from the outcome of the assessment; 

 that have any other interest(s) that may compromise their assessment decisions. 
 
7. The University ensures there is independence in the end point assessment by ensuring 

that: 

 There is a distinction between those involved in course delivery teaching and 
support of apprentices and those involved in the EPA. Thereby ensuring that 
anyone involved in the EPA process is free from any conflicts of interest that could 
adversely affect their judgement or objectivity in administering and undertaking 
robust and consistent EPA (in line with the requirements set out in the 
Assessment Plan for the Apprenticeship Standard); 
 

 All contractual arrangements clearly set out the organisation and individual’s 
obligations to declare any actual or perceived conflict of interest; 
 

 All individuals employed by the University who contribute to EPA are contractually 
obliged on an annual basis to disclose any actual or potential conflicts of interest 
via submission of a conflict of interest declaration form which is held on a register 
by the University of Bedfordshire Apprenticeship Board to ensure independence 
when selecting individuals for the development, administration, delivery and 
marking of the EPA. All records regarding the identification of potential or actual 
conflicts of interest and mitigating actions are required to be available for audit 
purposes,  
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b. Action where conflicts are identified 

8. Any identified potential or actual conflict of interest must be passed to the Head of 
School to either resolve the issue or, for issues that cannot be resolved at this level, 
escalate the issue to the Academic Registrar for advice and guidance.  

9. A record of the action taken must be presented to TQSC together with any 
recommended further actions. 

10. Failure to declare actual or perceived conflicts of interest or to comply with the policy 
plan for managing the disclosed conflict will be considered a serious matter and may 
lead to disciplinary action being taken against the individual(s) concerned. 

 

8.3 Processes for assessment 
 

8.3.1 Designing assessment  

a Setting assessment and repeat1 assessment tasks 

1. Specific assessment tasks must comply with the format of the approved assessment 
method as specified on the UIF. They should be approved in advance through the 
moderation process (see also Quality Handbook Chapter 5). 

2. Assessment tasks must: 

 follow the format as approved on the relevant UIF; 

 allow for the demonstration of the designated learning outcomes to the required 
standard; 

 have designated mechanisms for ensuring the authenticity of the work produced; 

 be developmental from level to level; 

 for highly weighted elements such as projects and dissertations, contain 
mechanisms to monitor progress and the development of the final submission; 

 promote student self-assessment against provided criteria. 

3. Repeat assignments may replicate the original assignment provided the authenticity of 
the student’s work can be guaranteed. 

4. Repeat examinations may utilise previous papers at level 4 but must contain at least 
75% of new questions at levels 5, 6, and 7.  

5. The agreement of specific assessment tasks in whatever format (assignments, 
examinations etc.) requires moderation and agreement by the academic team and the 
external examiner.  From 2017/18 the following applies; 

 Wherever possible, the process of assessment setting begins with reflection on 
the effectiveness of the previous assessments on the units considering student 
attainment, external examiner feedback and any other indicators. 

 Schools/Departments should identify a methodology to review prospective 
assignments across units and levels as part of a process of community building.  
The methodology must ensure consideration by academic staff independent of 
the unit team and must allow for external examiner engagement in the process. 

 The process should consider both the assessment and repeat assessment tasks 
for the unit.   

                                                
1
 ‘Repeat’ refers to referral or resit attempts for an individual assessment task. Where a student is 

required to take a unit again, the term used is ‘retake’ 
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 Assessments, including examinations, should be approved prior to the start of 
semester in which they are to be undertaken. 

 Schools/Departments should consider how students can be explicitly involved in 
the assessment setting process through, for example, reviewing assignment 
briefs or providing feedback on assessments after completion.   

6. At collaborative partners the following additional principles apply in the setting of 
assessments 

 For franchised provision the responsibility for all aspects of the process rests with 
the University, unless a TQSC approved variation is in place 

 For validated provision the responsibility for all aspects of assessment will be 
determined by TQSC as part of the approval of the courses. Where a devolved 
approach is approved by TQSC the Link Coordinator for the provision will provide 
oversight to ensure processes are followed 

7. In both cases the arrangements, and those individuals specifically responsible, will be 
described in the Operations Manual for the partnership.  

b Ensuring the authenticity of student work 

8. The University adopts a risk-based approach to the setting of assessments at all levels, 
broadly based on the KIS categories, to ensure the authenticity of students’ work. For 
assessments in the medium or high risk categories additional mechanisms must be put 
in place where the assessment contributes 20% or more to the total assessment 
weighting for a unit.  

 

KIS 
Category 

Risk Assessment type Mitigation 

Formal 
invigilated 
examination 

Low Unseen, case study, computer-based, 
summative in-class test, phase test, 
open book, seen exam. 

No further action required 
 

Practical 
assessments  

Low Oral presentation. Viva, laboratory 
based, OSCE, performance, placement 

No further action required 

Written 
assessment  

Medium Field work  
Work-based report  
Poster  
Problem-based report  
Exhibition  
Group report  
Laboratory report  
Artefact  
Collaborative activity such as a wiki  

Either  
An aspect of the process for 
producing the end product must 
allow for the verification of 
authenticity  
 
or  
Must have a stated additional 
mechanism for verification. 

Written 
assessment 

High Essay  
Case study  
Literature review  
Reflective writing  
Data exercise  
Journal  
Portfolio  
e-portfolio 
Individual report  
Business report  
Project report  
Dissertation report  

Must have a stated additional 
mechanism for verification. 
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9. Possible mitigation for medium or high risk assessment methods include: 

 completion under exam conditions (i.e. invigilated); 

 completion within tight, time scales which inhibits writing by third parties (24 - 72 
hours). Students should be informed of the broad nature of the task well in 
advance to enable them to prepare; 

 regular, recorded, reviews of draft work with tutor in formative sessions; 

 requirement for evidence of a contextualised and personal nature (e.g. a formal 
record of drafts to be logged during the development for subsequent review, 
journals and logs); 

 individual presentations associated with the output; 

 mini-vivas (5 minutes) for all students used to test understanding but not to mark. 

10. Students who do not take all assessment elements and who pass a unit on aggregate on 
the basis of submitting only one assessment will be subject to a viva examination. 

11. Some of these methods, in themselves, do not ensure complete confidence in the 
originality of the work but they do singularly and/or in combination mitigate the inherent 
risks. The list is not intended to be prescriptive and other approaches may be employed 
provided that they ensure a high level of security.  

12. The precise method used to mitigate medium and high-level risks should be established 
at the time of the approval or review of the unit and may be amended by the unit 
coordinator as part of the approval of the moderation process. 

c Timing of assessments 

13. The timing of assessments, in terms of the week of submission within the teaching 
weeks of the unit, is specified on the appropriate UIF.   

14. The period in which a unit runs must be clearly specified so that it must always end with 
the final assessment. Exceptions will rarely be permitted. Where units depend heavily on 
field work or work based learning outside the normal university year, the period must be 
specifically defined. 

15. Course coordinators should ensure that there is an appropriate spread of assignment 
submission dates across the academic year and that final assessment dates for all units 
are spread across the revision and examination weeks for each study plan.  A course 
assessment map is a required part of the CIF.  

16. Assessments may be submitted in designated guided reading weeks on the University 
calendar provided that there are staff available to support students with assessment 
tasks up to and including the submission deadline. 

17. Centrally administered examinations, if included, will only be held within published 
examination periods. If PRSB requirements dictate that an examination is required 
outside these periods, this will be made clear in the course information form. The 
planning and delivery of such exams will be via the Ad Hoc exam process. Time-limited 
invigilated assessments conducted at other times are not examinations. 

18. Where there are no end-of-unit examinations in a course, students must have an 
assignment submission no earlier than the Wednesday of the final formal examination 
week related to their study plan. Exemptions may be granted through approval, review or 
modification to course processes where zero weighted activities constitute end of stage 
tasks (for example non-assessed performances or exhibitions) and which maintain 
student activity through to the end of the final week. 
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d Changing assessments and weightings 

19. The assessment strategy for every unit will be that agreed when the unit is approved, 
and may only be varied subsequently through the modification to course process (see 
Quality Handbook Chapter 2b).  

20. All approved revisions to the assessment methods must be notified to Quality & 
Standards in writing (using the appropriate modification form and with appropriate 
approval gained) before they may be implemented, with the agreement of all courses 
making use of the unit and prior to the commencement of the year in which the unit is to 
be delivered. 

e Examinations 

21. Examinations have an important role to play in assessment strategies and help to 
authenticate the level of attainment of the student. In designing examinations the 
following apply: 

 examinations must test the higher order skills appropriate to the academic level of 
study; 

 since examination papers are available to students, questions must vary from 
presentation to presentation and should not generally be repeated within a period 
of five years. 

22. Written examinations should normally be of two or three hours’ duration. Level 4 
examinations should not normally be of more than two hours’ duration. Alternative forms 
of examination may be shorter: for example, multiple-choice and computer-based 
examinations may be of one hour’s duration. 

23. Where examinations take place at collaborative partner the University reserves the right 
to attend any examination sessions to ensure that processes are being followed. 

24. The operational procedure for examinations is provided at Appendix 7. 

f Repeat tasks 

25. Repeat tasks and examinations should be set at the same time as the initial 
assessments and undergo the same level of scrutiny and approval.  

26. The type and format of the repeat tasks should, as far as is practicable, be similar to 
those of the assessments of the initial presentation.  

27. Repeat examinations should differ from those set in the initial assessment. 

28. In determining the nature of repeat tasks for other assessments, unit coordinators should 
consider how students can demonstrate the expected learning outcomes whilst 
maintaining the integrity of the assessment system. The academic level and nature of 
the assessment task will be key factors. For example, assignments based on project 
work may require re-submission while those based on essay topics may require a new 
topic to be set to prevent plagiarism. 

29. Repeat tasks will be completed to a specified deadline ensuring that students have 
adequate time to complete the tasks set. 

30. Repeat examinations will be held during published examination periods, as per the 
academic calendar and published key examination dates unless otherwise confirmed 
through academic appeal or via the TQSC Exception Panel. 

g Assessment of group work 

31. The importance of group working skills to students’ employability (the ability to listen, 
question, persuade, participate and, where necessary, lead) means that group work 
should feature in assessment practices. However, for the purpose of summative 
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assessment, students’ marks at all levels must reflect their individual abilities rather than 
those of the group of which they are part. Therefore, no collective group marks are 
normally permissible. Unit coordinators must have in place processes to ensure that 
individual marks can be ascribed. This may include a range of activities including 
supervisory meetings, observation, journals, individualised activities within a group 
project, personalised reflections etc. A process in which students ascribe marks to other 
students’ contributions is not permissible although such practices can be used for 
formative feedback. 

32. In some subject areas the production of a collective output can be fundamental to the 
learning outcomes of the unit. In such circumstances group marks are permissible only 
where they are: 

 at levels 4, 5 and 7 (because of the increased significance of marks to degree 
classification at level 6); 

 restricted to a maximum of 20% of the overall assessment weighting of a unit; 

 awarded once at any academic level. 

33. Claims for exemptions to these criteria must be explicitly identified on the appropriate 
UIF and agreed through the approval and review process, or through the modification to 
course process, by justification to academic peers in the context of the course and its 
intended outcomes. 

h Integrative assessments 

34. Course teams concerned about the fragmentation of student learning within a unitised 
and semesterised scheme should consider how to use the assessment process to 
integrate learning across units, semesters and levels.  Potential mechanisms include: 

a. Integrative units, in the second semester, which consciously build on knowledge 
and understanding from first semester units.  Here the assessment is self-contained.  
This is only possible if all students have studied the first semester units (i.e. it is not 
always possible if there are likely to be semester two starters studying the course).  

b. Integrative assessments where marks from certain aspects of the assessment are 
ascribed to defined reporting points in other units in the same level. 

c. Explicitly utilising feedback from earlier assessments in subsequent assessment 
tasks within units, across units or across levels.  Here the marking is self-contained 
to the unit but the feedback carries forward to provide the basis for a subsequent 
activity. 

35. Integrative approaches to assessment should be considered as part of the approval or 
review or modification to course processes by justification to academic peers in the 
context of the course and its intended outcomes. 

i Designing and using formative assessment 

36. Where students are required to engage in a formative assessment process but no mark 
is provided, the assessment should feature as a zero-weighted element of the 
summative assessment and will be subject to the same procedures for amendment as 
any summative assessment.  

j Feedback on draft assessments 

37. University policy does not prohibit feedback on draft assessments. However, any such 
practices must adhere to the following principles: 

 The ability to receive feedback on draft assessments should be communicated to 
all students undertaking the assessment. Where this is not indicated then tutors 
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should not provide feedback on drafts that individual students submit to them for 
comment since this may unintentionally favour those students;  

 Tutors should give an indication of the scope of the feedback that will be 
provided. For example, in some instances tutors may agree only to briefly scan a 
submission and provide feedback on style and presentation whilst in others they 
may provide more detailed general comments; 

 Feedback should give guidance on general areas for improvement and must not 
include the re-writing of text or other forms of direct tutor amendment of the 
student’s work; 

 Feedback should be constrained by a specific word limit attached to the draft, e.g. 
‘a rough draft of not more than 1000 words’ or ‘an outline structure’; 

 All unit tutors must consistently apply the agreed approach; 

 Formative feedback on students’ learning is an integral part of the curriculum and 
its assessment, and contributes to ensuring the integrity of the assessment 
process. However, only one instance of feedback on any final piece of work for 
submission is permissible (i.e. students cannot submit, amend and then resubmit 
for additional formative feedback before final submission);  

 Where such feedback is provided it should be within a set timeframe which 
enables students to receive the feedback from the tutor at least two weeks before 
the final submission date to enable students to respond to any issues raised; 

 There is no grading of formative work and students should be informed that any 
feedback provided is not indicative of the final mark that the work will receive.  

 

8.3.2 Providing information to students about assessment 

1. The relevant Unit Handbook and/or BREO Unit site must inform students about the form 
and likely timing of the examinations and assignments, and instructions of how to submit 
their assignments.  

2. The relevant Course Handbook and/or BREO Course Shell must inform students how to 
access the regulations which apply to the course including the regulations for 
progression, for eligibility for awards and for appeals.  

3. The Registrar, or nominee, will provide the definitive schedule of examinations, 
published on the BREO Assessment Information for Staff and Assessment Information 
for Students well in advance of the examination period. 

4. All undergraduate assignments should be provided to students using the Assignment 
brief template (see appendix 9) 

5. All other assignment brief should include the following elements: 

 title of the assignment; 

 the deadline for submission/time of examination; 

 date by which the mark and feedback will be returned; 

 unit title and code; 

 the mode of assessment (i.e. the expectation about the presentation of work 
[portfolio, presentation etc.]); 

 contribution of the assignment to the unit overall mark (as a % weighting); 

 details of the learning outcomes being assessed; 
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 guidance on how the students should engage with the assessment (i.e. what are they 
required to do and how they should present their work); 

 any word-limit/time-limit specifications; 

 the Threshold Expectations of the assessment as written in the Unit Information 
Form; 

 information on how the task can be completed successfully (i.e. above the threshold). 
This should be discussed with students in class; 

 the provision of the associated marking criteria 

6. For examinations, the nature, structure and duration, together with details of any 
specialist equipment, pre-notified case studies or notes that may be taken into the 
examination room, should be provided to students.  
 

8.3.3 Assessment criteria and marking schemes 

7. Assessment criteria set out what is expected and should relate to the learning outcomes 
set for the unit. Assessment criteria should be shared with students in advance of the 
completion of assessments. 

8. Where Assessment Criteria Grids are not used then unit coordinators must ensure that 
students are fully aware of the criteria by which they will be assessed.  

9. Where Assessment Criteria Grids are used (e.g. within the Assessment Brief Template) 
they should conform to the policy as set out below:   

a. Assessment Criteria Grids should relate to only one academic level.  The nature of 
the criteria and the associated indicative statements should vary from level to level 
since, as students progress, assessment is not about doing the same things better. 

b. Typically three to five criteria should be included in any one grid. 

c. If percentage weightings for the criteria are provided, these are indicative only and 
this fact should be conveyed to students. 

d. Normally performance equivalent to four levels should be indicated at undergraduate 
level: First, Upper second, Lower second, Third.  

e. Normally performance equivalent to four levels should be indicated at postgraduate 
level: Distinction, Commendation, Pass. 

f. The descriptive statements include subject-specific language and individual 
topic/assessment details and should be written in plain English. The use of 
‘excellent’, ‘good’, ‘poor’ are not sufficient on their own to distinguish levels of 
performance against a criterion. 

g. Performance above the threshold should always be written in positive terms (i.e. 
what the students have achieved rather than what they cannot yet do) 

h. Assessment Criteria Grids should be made readily available to students as part of the 
assignment brief and students should be supported in their use. 

i. Assessment Criteria Grids should be discussed and agreed within unit teams and the 
threshold expectations should be considered as the pass mark within the assignment 
criteria. 

j. Assessment Criteria Grids should be discussed and shared across course teams to 
ensure appropriate consistency in expectations and language. 

k. The University will provide generic staff development on the design and use of the 
assignment brief template and writing Assessment Criteria Grids. 
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l. Portfolio leaders should ensure that the design and use of criteria grids is understood 
and consistently applied across courses and teams 

10. Assessment tasks may have more detailed marking schemes indicating how marks are 
allocated. These should be submitted for approval to the external examiner together with 
the assessment task. Detailed marking schemes are not shared with students prior to 
assessment. 

8.3.4 The role and responsibilities of students  

1. Students are responsible for ensuring that the University is able to fulfil its responsibilities 
to them by notifying the University of any changes in their name and in home or local 
address. Students are responsible for ensuring that the correct address is provided on 
their student record for delivery of examination results and related information during 
vacation periods. 

2. Students have a responsibility to ensure that they are in good financial standing with the 
University before they undertake any assessments. 

3. It is the responsibility of students to ensure that they comply with the University’s 
Academic Regulations, any course-specific regulations and with the requirements as 
specified in the assignment brief. 

a Completing assessments on time 

4. The ultimate responsibility lies with students to ensure they understand the timing and 
place of all assessments and that they arrive at examinations in good time. 

5. Students are responsible for submitting assignment work for assessment via EMA, 
unless otherwise specified by the Unit Co-ordinator. 

6. Tutors may not approve extensions to deadlines for assessments. All claims for 
mitigation should be submitted to the Student Engagement and Mitigation (SEAM) Team 
and will be considered under the approved University process. 

b Mitigating circumstances 

7. Students must provide the Student Engagement and Mitigation Team with any relevant 
information on personal circumstances which may have affected their performance and 
which they wish to be taken into account. This information should be provided as soon 
as is reasonably possible. 

c Poor academic practice 

8. If a student is found to have cheated or attempted to gain an unfair advantage, the 
Academic Conduct Panel has the authority to deem the student to have failed part or all 
of the assessments concerned, and may determine whether the student shall be allowed 
to be reassessed. Further details are contained in the Academic Discipline Policy. 

d Repeat requirements 

9. The process for notifying students of assessment outcomes – provisional and confirmed 
– is through Evision. The nature and timing of any repeat assessment task will be 
published to students via BREO. 

10. Students are responsible for obtaining information about repeat requirements, including 
details of the assignments from appropriate BREO unit site and the dates of repeat 
examinations from the BREO examinations site.  

e Maintaining copies and records 

11. Students should keep copies of any coursework submitted for assessment and should 
be encouraged to keep copies of drafts of their work; 

f Accessing feedback and marks 
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12. Provisional marks and feedback for all assignments are available online in Blackboard 
(BREO) through the student's My Grades page within 20 working days (see Appendix 3) 
of submission for level 3, 4, 5 and 7 and 15 working days for level 6. The same marks 
will also be available via e-Vision within 10 working days of publication in Blackboard.  

13. Students are responsible for accessing and engaging with any feedback provided and for 
collecting any non-electronic submissions after moderation. For guidance on retaining 
student work that is not collected by students and the length of time assessed work 
should be retained see section 8.3.7 (c) below. 

g Viva availability 

14. Students must attend viva voce examinations if required (see section 8.3.6 (b)). Students 
should normally be given at least 5 working days written notice of a potential viva which 
should normally take place during term time. Where students do not attend then tutors 
will make judgements on the basis of the information available to them and students 
have no right to request another viva opportunity. 

8.3.5 Submission of work 

a Process 

1. Written assignments must be submitted by students in accordance with the procedures 
and deadlines specified as part of the unit handbook and/or BREO Unit, and the 
assignment brief. Other forms of in-course assessment, such as oral presentations, must 
be acknowledged by written confirmation by the tutors involved to the student that the 
assessment task has been carried out. 

2. When submitting work for assessment, students are expected to comply with all 
instructions issued by the unit/course co-ordinator. The importance of meeting external 
specifications is an important requirement of professional life and this should be 
explained to students.  

3. The submission of hard copy assessments is normally limited to artefact assessments 
which cannot be submitted electronically by students via BREO.  Academic Services 
maintain lists of approved artefact assessments and submission is usually via Faculty 
Executive Administrators (based in each faculty).  A receipt confirming submission 
(indicating the date received) should be issued and a copy retained within the Faculty.  
Where appropriate, students should use the assignment top sheets available through e-
Vision (accessible through BREO). These assure anonymity and contain additional 
information with regard to assessment specifications for processing purposes. 

4. Written work presented for assessment must be legible and comprehensible; examiners 
may reject work which does not meet reasonable standards of presentation, and this 
may result in students failing or being referred. Written work must be presented in 
English unless another language is specified. 

5. All text-based assignments must be submitted in electronic format through Blackboard 
and tested for similarity through Turnitin. It is the expectation of the University that all 
electronically-submitted assignments will be marked and moderated wholly online, so 
that a hard copy of the assessment is not necessary. The unit coordinator should ensure 
that the requirements are communicated to students. This also applies to students at 
collaborative partners. 

6. Where coursework is not submitted through Blackboard, then a feedback-only 
assignment should be created with a column in the unit Grade Centre and feedback 
provided for student with no file submitted, released in the same way as with a submitted 
assignment. Moderation and reconciliation should happen in the same way. 



Page 21 of 57 

 

Quality Handbook Chapter 8: Assessing Learning 
QAP0401 

 

7. Where the use of BREO is not possible at a collaborative partner, the partner will be 
required to demonstrate to the University the mechanism it uses to ensure that students’ 
work is their own, and have this approved through TQSC. 

8. Students are responsible for submitting the correct piece of work and version thereof, 
and for any work submitted on their behalf and at their request by another. The 
University provides guidance (see appendix 9), in course handbooks, on acceptable 
practice in relation to the proof reading of assignments.  

9. Other than for artefact submission set out above, hard copy submission should not 
normally be required.  However, where approval has been given for submission in hard 
and electronic copy, this will be clearly stated in the assignment brief which should 
explicitly specify that both online and physical submission is required and failure to 
submit either element counts as a failure. Students are responsible for ensuring that both 
submissions are identical.  

10. Where students have failed to meet the submission requirements but examination 
boards are convinced that this is as the result of a genuine omission and does not result 
in students gaining extra time for completion or other advantages, the board may agree 
to accept the full mark with no penalty. 

b Timing 

11. The week in which assignments are due for submission is that stated on the UIF as the 
week of operation of the unit starting with the first week as week 1. 

12. The day of the week by which submission is required is determined by the unit 
coordinator and will be contained in the assignment brief. Submission, whether by 
electronic or other means, must be by 10:00 am on the designated day.  

c Anonymity 

13. Wherever feasible, assessments should be submitted and marked anonymously. The 
following exemptions apply: 

 Assessments in which the identification of candidates is central to the process 
(e.g. presentations, vivas, the observation of professional practice, performance); 

 Assessments in which the production of the work has been closely supervised by 
the assessor (e.g. art work, projects, dissertations, some forms of portfolio); 

 Assessments for which anonymous grading would be in contravention of a code 
of practice of a professionally accredited course; 

 Assessments which have a significant formative purpose (e.g. assessments early 
in the first stage) and which account for 20% or less of the grading for the unit. 

14. Other circumstances may be identified by course teams in accordance with the above 
principles. Neither the general administrative workload arising from anonymous grading 
nor the preferences of students are appropriate grounds for exemption. Approval of 
exceptions should be agreed at approval or review, or by the appropriate Faculty 
Teaching Quality and Standards Committee. 

15. Where students’ assessments have been marked anonymously, any seal or other 
mechanism may be broken and the student’s identity established as soon as internal 
grading and moderation is complete. The staff who enter assessment marks and compile 
lists for boards of examiners should list students by name and not by number. Feedback 
to students may refer to students by name. 

16. Exceptionally, in the student’s interests, the ‘anonymity rule’ may be waived and the 
circumstances relating to an individual candidate brought to the examiners’ attention by 
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prior approval of the student and the Academic Registry (Exams) (for example students 
with disabilities). 

d Lost work 

17. In the exceptional event of the mark for an assessment (recorded or receipted as 
completed) not being available due to unforeseen circumstances, students should be 
asked for a duplicate copy for assessment where appropriate. If students are unable to 
provide a duplicate, and there is clear evidence of submission, then the examination 
board will derive an appropriate mark based on the overall performance by the student. 

 

8.3.6 Marking and moderation 

a Marking 

1. All assessments, except those exempt through TQSC, will be marked using the 
simplified percentage scale.  
 

Numerical 
scale 

Classification 
Pass/Merit/Distinction 

Scale 

100 
95 
85 
78 
75 
72 

First Class Distinction 

68 
65 
62 

Upper Second Class Merit 

58 
55 
52 

Lower Second Class 
Pass 

 48 
45 
42 

Third Class 

38 
35 
32 
25 
20 
10 
0 

Fail Fail 

 

2. The following assessments will use the full 100 percent grading scale: 

 Assessments that take the form of tests of complex calculation or knowledge that allow 

for an accumulation of marks; 

 Assessments which are composed of a large number of questions, or questions where 

there is a single correct answer (such as numerical questions); 

 Assessment which have already been approved for pass/fail grading. 
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3. All exemptions must be approved by TQSC. 

4. When marking repeat assessments, the grade will be capped at the pass mark, 40%. 
This is the only instance when a grade not on the scale (40%) can be awarded. 

5. Students who do not hand in their assignments by the published deadline (and have no 
approved mitigating circumstances) are deemed to have failed that element of 
assessment, and will receive a mark of 0. 

6. Grading on a pass/fail basis is not permitted except for zero weighted (formative) 
assessments or exceptionally where required by a professional body, in which case 
approval must be gained from Teaching Quality Standards Committee. 

7. If written assignments exceed the stipulated number of words by a margin of more than 
10%, the first part of the text up to the assignment limit only should be marked. If work is 
not submitted in the specified format, a marking penalty will be applied or the board of 
examiners may decide that the work should be considered a fail.  

b Viva Voce examinations 

8. Examiners may exceptionally choose to examine any student viva voce in addition to the 
assessments specified in course regulations. This form of assessment should be applied 
only sparingly, but may properly be used: 

1. as part of the approved assessment for a unit (typically vivas are used for extended 
pieces of work such as dissertations or projects and it is important that the 
assessment process is open to the same security as other forms of assessment 
including provision for the external examiner to review the outcomes); 

2. where a recognised disability means that a viva is an appropriate and approved form 
of assessment replacing the normal assessment task; 

3. where, whatever the initial assessment task, there are concerns about the 
authenticity of the student’s work (in these circumstances vivas must not be used to 
mark work). 

9. As a matter of policy, the University does not viva students in borderline honours 
classifications. 

10. Further guidance on the conduct of viva examinations is provided in Appendix 4. 

c Multiple assessments contributing to a reporting point 

11. The University does not round up or down the marks for individual assessment points as 
recorded on SITS. However, where multiple assessments contribute to one reporting 
point (e.g. multiple practical assessments contributing to one course work mark) then the 
average mark for the assessments is determined and rounded (0.5 and above would 
move up and below 0.5 would be rounded down) to provide the final overall mark to be 
recorded on SITS. 

12. Where there are multiple assessments contributing to one reporting point, provisional 
marks for each element may be provided to students by appropriate means as they 
become available provided it is made clear that these marks are subject to moderation 
through the assessment and examination board processes. 

d Sanctioned students and academic offence investigations 

13. Students who are not in good financial standing but submit work for assessment will 
have their work assessed alongside that of other students for consistency, but will not 
have their marks processed by examination boards.  

14. Where work is submitted by students is the subject of an academic offence investigation 
it should be marked and graded (in copy if necessary) on the basis of the submission but 
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should not be processed at the relevant Portfolio Board until the investigation is 
completed. 

e Moderation 

15. Moderation is the process by which the University ensures that academic standards and 
assessment criteria are consistently applied. It thus encompasses the whole of the 
assessment process and involves: 

 consideration of the assessment tasks (see above) 

 double and second marking; 

 comparison of the marks of individual markers; 

 input from external examiners.  

16. Departments/Schools should agree an appropriate process for the moderation. This may 
involve the moderation of an initial sample prior to full grading or moderation after initial 
assessment of all the work by the principal marker. Departments/Schools may find it 
helpful to identify designated ‘moderation days’ when all markers are present to engage 
in the moderation process. 

17. Moderation should take place for all summative assessments. The process should be 
recorded on the moderation form (Appendix 5 for on campus provision; Appendix 6 for 
collaborative provision) or through the eMA process which records information regarding 
internal moderation together with confirmation of external examining. 

f Double and second marking  

18. Double and second marking are moderation processes put in place to help ensure 
fairness and objectivity in the assessment process. 

19. In ‘double marking’ the second assessor reviews students’ scripts unaware of the mark 
awarded by the principal marker. This is the process generally used across the 
University. 

20. In the case of examination scripts, the principal marker may add an indication, where felt 
necessary, of the reason(s) for the chosen mark. The second marker may review the 
scripts with the annotations but should not know the mark that has been proposed. 

21. In ‘second marking’ the second assessor reviews students’ scripts knowing the mark and 
comments made by the first marker. This process is used to assist assessors less 
familiar with assessment at higher education level and the University’s standards and 
also for lower weighted assessments.  In addition, second markers can see the feedback 
provided and can thus comment, if necessary, on the feedback provided by the principal 
marker. 

22. The processes employed in relation to the range of the University’s provision are set out 
below. 

Context Process 

Level 4 Sample second marking 

Levels 5, 6 and 7 for assessments weighted 30% or less of 
the assessments of a unit 

Sample second marking 

Levels 5, 6 and 7 for assessments weighted 30% or more of 
the total assessment load (with the exception of projects and 
dissertations) 

Sample double marking 

Projects and dissertations at levels 6 and 7 Complete double marking  

Articulation arrangements 
No requirement although some 
level of moderation is expected 
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23. For collaborative partners the responsibility for marking and moderation is dependent on 
the type of provision delivered. For franchised provision responsibility rests wholly with 
the University. As part of the approval of validated courses TQSC will approve the 
immediate and longer-term approach to marking, moderation and external examiner 
arrangements. Variation from the arrangements for either type of provision may only be 
granted through TQSC on a course-by-course basis; any approved variation(s) will not 
extend automatically to new provision. TQSC may also determine that an approved 
variation can no longer apply. The arrangements for marking and moderation will be 
explicitly articulated within the contract and/or operations manual for the partnership. 

24. Regardless of whether work is marked and moderated by the University or by the partner 
the process should follow the requirements outlined above. 

25. Where hourly paid lecturers are involved in the assessment of students then unit 
coordinators should ensure that their grading is included in the moderation process and 
that appropriate additional steps are taken depending on their experience of the 
University and its standards.  

26. Research students are not allowed to set assessments and normally should not be 
grading Level 6 or 7 assessments as first or second markers. Where research students 
are involved in assessment activity then the unit coordinator should initially blind double-
mark work with the research student before comparing grading and feedback to establish 
comparability. At least the first five pieces of work should be treated in this manner (more 
if comparability has not been agreed) and at least 50% of all the assessed work should 
be moderated. 

27. There is no requirement to show, on students’ work, that second or double marking has 
taken place. However, a clear record of the nature and extent of second and double 
marking should be provided to the external examiner. 

g Double marking of oral presentations  

28. Although presentations should be moderated in the same way as other assessments 
(that is by an appropriate sample), it is regarded as good practice for two members of 
academic staff to be present during the assessment of oral presentations. Double 
marking or second marking must take place on a sample basis as described. Where 
operational considerations make the attendance of two members of staff impractical, 
some other means of recording and reviewing the event (such as video) must be utilised. 
Sample presentations at levels 5, 6 and 7 must be available for scrutiny by external 
examiners. 

h Double marking of computer based assessments 

29. Computer marked work is not double marked, but the system of checking results must 
be secure enough to obviate any necessity for additional scrutiny. 

i Sample size and selection 

30. The sample should typically represent 10% of the assessments with a minimum of 8 and 
a maximum of 20 unless professional body procedures require otherwise. Sampling may 
be on a random basis.  Where scripts for an assignment are divided between several 
principal markers, the sample should include scripts marked by each principal marker 
wherever feasible. 

31. The same principles for sample selection apply to repeat assignments.  

j Agreeing and comparing marks 

32. Marks may require adjustment before consideration by the external examiner(s). The 
moderation process must compare the average mark and standard deviation of all 
markers to ensure that there is broad equivalence. Taking into account the number of 
scripts marked, unit coordinators should consider whether the marking of any individual 
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assessor is anomalous and whether further moderation of all of the assessments marked 
by that assessor is required. Particular attention should be paid where:  

 the average marks of one assessor are 7% or more higher or lower than those of 
the average for the unit; 

 where the standard deviation indicates that an assessor may not be using the full 
grading scale. 

33. Through the moderation process, first and second markers must seek to reach a 
consensus about the mark to be awarded. In reaching agreement markers should take 
into account a range of factors such as level of experience, detailed subject knowledge 
and differing levels of scrutiny by first and second markers.  

34. Where consensus is not possible but there is close agreement (typically within 9%),  the 
script(s) should be reviewed and the marks awarded after moderation by another 
experienced member of staff who has detailed subject knowledge of the content of the 
assessment. If second marking, the third marker should have an awareness of the 
awarded grades; if double marking, no awareness of the awarded grades.  

35. In the event of a serious disagreement (typically more than a classification i.e. 10% 
difference) between the first and second assessor after discussion, the entire set of 
scripts should be double-marked by another internal marker.  

36. The final averages and standard deviations of each assessor should be reported to 
examination boards.  

37. Where scripts are double or second marked both marks should be recorded but only the 
final agreed mark should be notified to the student.  

k Collecting and collating marks 

38. Course administrators will dispatch to individual unit coordinators a file which contains 
the Student ID and name of all students registered on their particular unit(s). It is the unit 
coordinator’s responsibility to ensure the file is completed and returned to the 
administrator by the specified deadline.  

39. Marks for each assessment are expected to be returned to the appropriate administrator 
by the processing deadline for the examination boards which will be communicated to 
the course team by the course administrator.. 

40. Files should be checked for accuracy by unit coordinators prior to submission; instances 
of non-submission should be checked against submission reports, SEAM reports on 
mitigation, registers from the Blackboard unit’s Grade Centre, or the Academic Registry. 

41. Non-submission of, or non-attendance at, assessment should be detailed to the 
appropriate faculty officer dealing with student engagement and to the course 
administrator. 

42. Once all assessments for a unit have been marked and confirmed to the course 
administrator the process of unit confirmation can take place (see BREO site: 
Assessment for Staff and Quality Handbook Chapter 6 for further information).  

43. A unit result report will be produced and the relevant unit coordinator will check and 
confirm to the appropriate course administrator and Head of Department/School that the 
results contained are correct. If there are disparities with the results these should be 
discussed immediately with the course administrator. 

l Moderation of late submissions  

44. Late submissions (i.e. after moderation of the standard submission set), including any 
late submissions accepted on the basis of mitigation or academic appeal, must be 
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subject to internal moderation, regardless of whether the moderation process has been 
completed in full within the standard submission set. 

45. Where unit marks are subject to external examining then all late submissions must be 
considered and approved by the external examiner.  

m Early submissions  

46. Early submissions should not be marked or moderated until after the submission 
deadline. 

n Role of external examiners 

47. External examiners are expected to undertake the following duties: 

a. To be given the opportunity to comment on the intended assessment methods and 
Academic Regulations which directly affect students on the course; 

b. To review all draft examination papers and assignment briefs for units for which the 
external examiner is contracted (including units at level 4 and tasks for provision at 
collaborative partners);  

c. To consider a sample of graded scripts from each unit to which the external examiner 
is contracted, in order to confirm that the scripts have been graded in accordance 
with the criteria stated, to the proper standard, fairly and accurately.   The sample 
will automatically include all assessments completed by university staff 
studying the unit.  The sample will not normally include work at level 4 unless work 
at level 4 contributes to the final award (for example, in the case of foundation 
degrees, in order to satisfy PSRB requirements and in the case of exit and target 
awards) or it is the first year of operation of the course.  Samples will normally 
comprise scripts based on borderlines between classifications, fails and 
firsts/distinctions. The external examiner may request to see all scripts if necessary 
or may be required to do so as part of the moderation process; 

48. External examiners may not request a change to the marks for individual pieces of work 
which they sample. However, they may request that: 

 unit teams give consideration to future marking (typically at threshold or 
outstanding levels); 

 all the work of a particular assessor is re-marked by an independent assessor; 

 an amended marking scheme is applied to all students’ work submitted for a 
particular assessment task.  

49. External examiners are provided with access to BREO and thus have access to all 
assessments submitted online together with feedback. The external examiners must 
receive samples of examination scripts and other assessed work in good time before the 
board of examiners meeting.  

50. Examination boards should only be held after the external examiners have had the 
opportunity to scrutinise and moderate scripts for all of the assessments in a unit and 
especially the end of unit assessment. A clear schedule must be set for the dispatch and 
return of work for scrutiny. If the schedule is not adhered to, the board of examiners 
should be provided with a report from the internal and external examiners on the reasons 
for the deviation from the schedule. 

o Examination Boards 

51. Full details of the processes for and remit of examination boards are given in the Quality 
Handbook Chapter 6.  

p Internal monitoring of assessment administration 
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52. The University places great emphasis on reviewing and improving assessment and 
examination processes. The administrative processes associated with assessment are 
regularly scrutinised. Mark entry and examination board processing are subject to a 
number of mechanisms to ensure data is accurate, and outcomes are monitored.   

53. The Academic Registry confirms assessment submission by students through a series of 
reports and logging methods. Unit information regarding due dates and submission types 
is collated each academic year and is audited for accuracy by comparison to Unit 
Information Forms. 

54. Throughout examination periods registers are produced and non-attendance at 
examinations is monitored and reported to faculties. Registers also enable the accuracy 
of unit registration to be monitored and inaccuracies to be noted to faculty administrative 
officers. 

 

8.3.7 Aggregation of marks 

1. At unit- and course- level all marks are aggregated using the University’s grading 
scheme, the full percentage scale. 

Mark 

Band % 
Descriptor Award Classification 

   Honours degree 
Foundation  

degree 
Master’s degree 

80-100 Outstanding 
 

 

 

 

P 

 

A 

 

S 

 

S 

First 1 Distinction Distinction 75-79 
Excellent 

70-74 

67-69 

Commendable Upper Second 2:1  Merit Commendation 64-66 

60-63 

57-59 

Good Lower Second 2:2 

Pass Pass 

54-56 

50-53 

47-49 

Satisfactory Third 3 44-46 

40-43 

35-39 Marginal Fail 

F 
A 
I 
L 

   

25-34 Fail 

 

   

1-24 Fail    

0 Non-submission    

 

8.3.8 Providing feedback after assessment 

a Feedback on assignments 

1. The provision of comments is particularly important as feedback contributes to students’ 
learning. Tutors should emphasise the importance of using feedback to improve 
performance and communicate ways that feedback will be utilised post-assessment.  

2. Marks and feedback on all assignments must be returned as quickly as possible to 
students (within 20 working days of the submission date for level 3,4,5 and 7 work; within 
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15 working days for level 6 work; within 10 working days for any course delivered in 
block mode, or unless otherwise state on the approved UIF). Markers may be required to 
complete marking and feedback within a shorter time period should the processing 
deadline for examination boards require completion.   

3. Exceptionally, where this is not achievable (for example due to staff sickness), students 
must be notified as soon as is reasonably possible, of the revised date as agreed by the 
relevant Head of Department/School (normally no longer than 20 or 25 working days 
after the submission date) and the reasons behind the change.  

4. All in-unit summative assessments must provide post-marking formative feedback via the 
approved University process as a minimum unless otherwise agreed as part of the 
approval of the unit concerned (see Appendix 3).  

5. Students may have other opportunities to receive formative feedback for example 
through in-class activities, online via podcasts or other means. Where this is an 
additional part of the curriculum, unit coordinators are free to amend such processes 
without further University approval provided that all students within the cohort are treated 
equitably.  

6. Feedback for students at collaborative partners should be provided by the party 
responsible for marking the assessment. The Link Coordinator should liaise with the 
partner to ensure local staff are clear about the reasons why particular comments have 
been made, and therefore to enable them to provide students with additional assistance 
in understanding their feedback. 

b Feedback on examinations 

7. Students may be provided with generic or specific feedback on performance in final 
assessments (including examinations) on request. 

c Access to material after assessment 

8. Hard copies of assignments and end of unit assessments, other than copies retained for 
external examining and archiving purposes, should be returned to students with any 
associated feedback. Where students are not available to receive returned assessments, 
uncollected work held by academic staff should be confidentially destroyed at the end of 
the calendar year following the academic year of submission (so uncollected work 
submitted at any point in the 2017-18 academic year should be destroyed on or after 
31st December 2018.) 

9. All examination scripts will be retained until the end of the calendar year following the 
academic year of completion (so exam scripts relating to the 2017-18 academic year, 
would be destroyed on or after 31st December 2018), apart from a sample of scripts 
which should be retained for the full academic year (a sample of examination scripts 
relating to the 2017-18 academic year would, therefore, be retained until the end of the 
2018-19 academic year).  

d Access to past examination papers 

10. The Academic Registry is responsible for forwarding examination papers and associated 
model answers or marking schemes to the Learning Resources Centre, for reference by 
students. Exceptions may be determined at the request of the unit coordinator, or by the 
Academic Registry with the approval of the Director of Organisational and Academic 
Development. Exceptions may include certain kinds of multiple choice papers, computer-
based papers, and those based on case studies which may be in part individual to 
particular students.  
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Appendix 1: Marking guidelines 
 
Background 
The need to ensure that academic standards are maintained is a fundamental premise 
embodied within the Equality Act (2010). The purpose of assessment is for the student to 
demonstrate academic competence as prescribed by the course requirements. Students 
who are eligible for Disabled Students Allowances will have assistive technology e.g. 
software, digital recorder, the support of a specialist study skills tutor, a note taker. The 
philosophy underpinning this support is to ‘en-able’ students with Specific Learning 
Disabilities (SpLDs) to develop those skills that will ensure their academic success and 
prepare them for employment. Although it is possible for those with SpLDs to obtain support 
in employment (Access to Work), it can be difficult and, without the development of personal 
skills and strategies, they can be at a disadvantage in the workplace. 
 
Students with SpLDs are supported in advance of assessment (their reasonable 
adjustments). These adjustments ‘level the playing field’ and therefore the need to make 
adjustments in marking is limited to ensuring that that all students are marked against the 
same criteria and that students are not additionally penalised because of their disability. No 
other compensation should be given and, as marking is anonymous, there is no indication to 
the marker as to whether the student has a SpLD or whether the poor communication is just 
poor practice. 
 
The marking guidelines embody an approach that can help assessors ‘see beneath’ the poor 
expression that may characterise the writing of a student with dyslexia or, for example, any 
student for whom English is not their first language or a student who has other difficulties 
that may affect their learning, and to enable markers to comment on work in a constructive 
way. The approach will help ensure consistency across the University in the marking of 
written assessments. The assessor needs to look for a clear separation between the content 
of the work and minor language errors to ensure there is no subjective interpretation of the 
student’s ability. It is not a ‘compensatory’ approach. All students should be marked to the 
same criteria thus the guidelines are considered good practice for marking the work of all 
students.  
 
A recommended approach to marking 

 Be clear about the need for effective communication skills in the assessment 
criteria for any assignment as appropriate to the task. 

 Read the work looking for ideas, understanding and knowledge: ‘core content’/ 
‘clarity of argument’ rather than immediately marking for minor errors in syntax or 
spelling. 

 Minor inaccuracies of spelling, grammar and punctuation are often commented 
on but not penalised. ‘Minor inaccuracies’ means those errors that do not 
interfere with the reader’s ability to understand what is written. The 
communication should be effective (coherent and intelligible). 

 Where accuracy is of vital importance in the subject being assessed e.g. English 
language, pharmacology, then minor inaccuracies may be penalised. 

 If you are commenting on spelling, grammar and punctuation, select a sample 
section rather than correcting the entire piece of work and inform the student that 
this is your approach (otherwise they may believe that the rest of assignment 
contains no errors!). 

 Be specific: rather than just state ‘grammar’, indicate what you mean and give an 
example of how they could write the same idea in an appropriate, academic, 
style.  
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 Be sensitive: make constructive and positive comments.  

 Provide feedback online in line with University policy and, if you are providing 
additional feedback avoid handwriting since some students find this particularly 
difficult – even if the handwriting is clear. 

If a student’s written work indicates that they may have difficulties with their written 
communication, you should suggest they engage with one of the following: 

 

 Professional and Academic Development (PAD) pad@beds.ac.uk where there is 
a need for additional general support with academic writing. 

 Language Centre languagecentre@beds.ac.uk where the issue relates to English 
language competence. 

 Health & Well-being Team (Disability Support) disability@beds.ac.uk where you 
suspect that the student may have an undiagnosed Specific Learning Difficulty 
such as dyslexia. 

 
It is possible that a student will not be diagnosed with a SpLD until part way through or at the 
end of the assessment process. If as a result of such a diagnosis a student should have 
received support earlier in the process, a claim for mitigating circumstances should be 
submitted through the Student Engagement and Mitigation Team. 
 

  

mailto:pad@beds.ac.uk
mailto:languagecentre@beds.ac.uk
mailto:disability@beds.ac.uk
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Appendix 2: Computer-based assessment procedures 
 
1. The booking of CBTs for delivery in a University designated space is locally organised and 

delivered.  

2. CBEs form part of the centrally administered examination arrangements and are organised 
by the Exams team within Academic Registry. 

a Pre-assessment arrangements 

3. Students should have the opportunity to undertake a mock test as part of a familiarisation 
exercise, including the full range of question types. Since the purpose of this mock test is 
familiarisation, it may be undertaken directly online in Blackboard (BREO) and does not 
require that students should be invigilated in a designated exam location. Any aspects of 
the assessment must also be reflected in the mock test, e.g. negative marking or particular 
question types. 

4. CBAs must be checked before delivery for: 

 spelling, content, grammar, verified according to University guidance available from 
the CLE’s website; 

 expected question behaviour and correct answer indication verified by the exam 
setter; 

 appropriate question content to suit the level of the assessment. 

5. A paper copy of each CBE including cover sheet, should be available to the assessment 
team within Academic Registry 6 weeks before the exam for duplication in the event that the 
electronic delivery of the CBE cannot be accomplished owing to technical difficulties, and 
for students with particular LTSAs Also for franchise partners where the examination runs 
overseas. 

6. Unit coordinators must provide the assessment team within Academic Registry with any 
additional information sheets or data required for the examination no later than 6 weeks 
before the assessment. 

7. Unit coordinators or an appropriate deputy are responsible for the creation and provision of 
assessments within the University’s standard assessment software in a timely manner. 

8. Where University policy dictates, examination questions must be reviewed by the relevant 
appointed external examiner and their confirmation must be recorded. 

9. CBAs must be created within unit sites – but not made active – no later than 6 weeks before 
the expected examination time. The relevant Head of Department/School and Faculty 
Executive Dean will be informed in the event that this deadline is not met. 

10. Unit coordinators are responsible for testing and confirming the content of assessments no 
later than 15 working days before the assessment. 

b Students with academic support needs 

11. For CBEs, provision for students with pre-notified special academic support needs will be 
managed by the Registry in conjunction with the Health and Well-being team. For CBTs any 
adjustments are the responsibility of the unit coordinator. No notification of access 
arrangements for CBEs or CBTs will be accepted later than 6 weeks before the scheduled 
assessment.  

c CBE delivery 

12. Assessment delivery should only commence once all students are properly seated, logged 
in and provided with any extra resources required for the examination. General Exam 
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notices will be read at the published start time of the exams and students guided to get 
access and start the exam via the lock down browser.  

13. Student who access the exam late (i.e. after invigilator states ‘You may begin’) will not be 
granted extra time at the end of the official exam completion time. 

14. In the event of a computer failure, students should be offered the opportunity to log into a 
different machine to re-commence their examination. 

15. Once an assessment is submitted it is at the discretion of the senior invigilator to allow 
students to restart the assessment if the final submission was in error. 

16. Assessments which are currently active cannot be provided with additional running time, 
and problems with computer speed or other negative factors must be taken into account by 
the relevant Board of Examiners. 

d Post assessment delivery 

17. It is the responsibility of the unit coordinator to ensure that analysis of the CBA is conducted 
to determine: 

 question effectiveness by utilising tools within the VLE and with regard to guidance 
provided on the CLE’s website; 

 that the difficulty of the test was appropriate for the level of assessment; 

 that no errors exist within correct answer indicators which would impact marks. 

Evidence of this process must be made available for moderation and external examining. 

e CBEs at Study Centres 

18. Computer-based examinations (CBEs) at study centres will be managed in line with the 
following operating principles for the operation of CBEs at academic partners, produced by 
the Examination Office at the University. In the case of a study centre, where adequate 
computing facilities have not been confirmed at the delivery site of that centre, alternative 
facilities for CBEs should be sourced nearby which meet the University expectations as 
detailed below.  

 
Operation of computer based exams at academic partners 
 
1. In anticipation of unit diets that require the delivery of computer-based tests or examinations 

at an academic partner, the initial site visit/approval process should confirm that adequate 
computing facilities exist either at the premises or in reasonable facilities nearby.  

2. Where adequate computing facilities are not available, it has been custom and practice (for 
international overseas partners) that the unit should be approved to allow for paper-based 
version of the assessment to be sent via secure email process.  

3. It is a requirement of the Quality Handbook that all CBEs are sent to the Examinations 
Office as a paper-based version in case of technical failure. 

 
f Physical Requirements 

 
4. Computing facilities should be of sufficient minimum quantity that an expected standard 

cohort can sit the exam in one sitting, with allowances for extra computing facilities / 
stations in case of computer malfunction, and additional provision (preferably available in 
nearby rooms) to deliver Access arrangements. 
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5. Computer stations should be widely spaced to allow movement of students/staff between 
computer stations without disturbing other individuals and to assist with invigilation 
processes. 

6. CBEs must be managed through BREO and set up for randomisation. Any alternative 
systems used should also be set up for randomisation and in exceptional circumstances 
when randomisation is not possible, privacy screens must be used to reduce chances to 
cheating. 

7. The facilities must be available to be accessed/hired for examination periods as published 
on the academic timetable, and to match the requirements of the University examination 
timetables, and for practice/training purposes. 

 
g Software 

 
8. Computer-based assessments must be delivered through BREO (our VLE- software name 

Blackboard).  

9. This requires secure and reliable internet access and the security of the Lock Down 
browser. 

 
h Delivery 

 
10. Students should be exposed to and trained in the mechanisms of delivery of CBEs prior to 

formal assessments.  

11. CBEs are time-based assessments which are timed automatically by the software set up. 
Access arrangement students’ time allowances must be adjusted according to their LTSA. 

12. Students must be registered on the BREO Unit shell for their partner site to get access to 
the assessments. 
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Appendix 3: Online feedback policy 
 
1. The purpose of this policy is to ensure feedback on assignments is made available online 

for all students. To respond to requests to reduce the task’s complexity we have simplified 
the process. 

2. The process uses the Blackboard (BREO) Assignment tool. Assignments must be checked 
for similarity using Turnitin once submitted, following guidance provided in CLE Electronic 
Management of Assignments (EMA) training and support materials. This process is 
intended to replace the existing, paper-based coversheet and its summary feedback with an 
online equivalent.  

3. It will continue to use the two questions students wanted to have answered in their 
assignment feedback: 

 How well did your work meet the stated assessment criteria? 

 How could you improve your future performance in this type of task?  

4. This process thus becomes ‘the coversheet online’ and the intention is to replace, rather 
than add to, staff workload. 

5. Part of the requirement is that feedback must cross reference the marking criteria.  

6. The feedback process uses a single large box in the Blackboard assignment tool alongside 
the assignment (‘Feedback to Learner’ box), and the text in this box is saved as an 
addendum to each individual student’s assignment. This can be saved by the student as a 
pdf document combining the original submission with the feedback added at the end. 

7. Once the feedback and moderation online has been completed by reconciling marks for the 
cohort, feedback and provisional marks should be made available for view by the students, 
checking the box in Assignment setup to “Show to students in My Grades”. It should be 
emphasised to students that these marks are provisional and may be changed at exam 
boards. Provisional moderated marks will be available simultaneously with feedback 
privately to each student in their My Grades view in Blackboard. Shortly afterwards the 
same mark will be entered into SITS and available via e-Vision. Additional feedback by 
other means is outside the scope of this policy and should be subject to course level 
deliberation. Support and guidance on additional forms of feedback can be provided by the 
Centre for Learning Excellence (CLE). 

  



Page 36 of 57 

 

Quality Handbook Chapter 8: Assessing Learning 
QAP0401 

 

Appendix 4: Guidelines on Viva Voce examinations 
 

1. Although there are similarities in process, vivas differ from oral presentations in that 
students are required to respond to unknown questions around a specified topic. These 
guidelines specifically cover University expectations for the conduct of viva examinations.  

Operational issues 

2. Before the Viva  

 Students must be advised as to the purpose, place and expected length of the viva 
so that they can be fully prepared.  

 Where the viva is part of the approved assessment for a unit, students should be 
advised at the start of the unit of the date of the viva. 

 Students must be informed of the precise date and time of the viva at least five 
working days in advance. 

3. During the Viva  

 All vivas must involve at least two, and not normally more than three, members of 
academic staff and those present should be formally introduced to the student. 

 The purpose of the viva should be re-iterated at the start of the meeting. 

 The student should be asked to present their student ID card for confirmation of their 
identity. 

 A brief written record of the outcome of the viva must be made (in addition to any 
other recording).  

4. Outcome of the Viva  

 After the viva, the outcome must be communicated to the student, together with 
feedback, within five working days. 

 If a student does not attend for a viva, and has no approved mitigating 
circumstances, then for assessed elements of a unit this should be recorded as a 
non-submission and the normal procedures in such circumstances will apply. 

Recording of Vivas 

5. Vivas may be audio and/or video (with audio) recorded. Where the viva will be recorded 
then the students must be informed in advance. 

6. External examiners should have the opportunity to view samples of vivas in the same 
manner as for any other piece of assessed work (students across the range of marks). The 
precise procedure should be agreed with the external examiner and may involve providing 
all recordings or a sample. Recordings must not be edited before being made available for 
external review.  

Vivas for suspected academic offences 

7. Students who do not take all assessment elements and who pass a unit on aggregate on 
the basis of submitting only one assessment will be subject to a viva examination. 

8. Where students are being interviewed in relation to coursework suspected of being in 
breach of the University’s policies and procedures regarding assessed work then the 
procedural issues outlined above apply including that the student is aware of the concerns 
of the assessors.  

9. The viva should seek to establish: 
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 the student’s awareness of the knowledge and understanding covered by the task 
(the viva should not extend to areas of the course not covered by the assessment 
under suspicion);  

 the procedure by which the student undertook the work. 

10. A formal record of the discussions must be kept but this is not required to be a verbatim 
record.  

11. Where, after a viva, the case is being referred to an Academic Conduct Panel then the 
following should be included in the report to the ACP: 

 the student’s name together with the names and designations (unit coordinator, tutor 
etc.) of all those present; 

 the purpose of the meeting (as articulated to the student); 

 the key questions asked together with a summary of the student’s responses and 
the collective conclusions of those present in response to the questions.; 

 a final short summary statement of whether, on the balance of probabilities, an 
academic offence has been committed; 

 the signatures of the members of academic staff present. 

Vivas by electronic means 

12. Occasionally it is not possible for students to attend for a viva at the University in person. 
This may be because the student is studying at a remote campus or with a partner 
institution, or because a student cannot return to the UK because of visa or other 
restrictions. In such instances the viva may take place via electronic means.  

13. Where the viva is a normal part of the assessment procedure, and students are expected 
to attend the University, the student must attend in person and cannot opt for a viva by 
electronic means. 

14. Vivas by electronic means must involve video link via Collaborate, Skype or video-
conferencing. It is not possible for a viva to be held as a tele-conference unless 
arrangements for an established video-link fail and there is a means of verifying the 
student’s identity. 
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Appendix 5: Moderation record form 
 

Moderation Record Form  

For all examinations  

This form should be completed in respect of each separately assessed assessment task, by the 
unit coordinator unless otherwise specified.   

Unit and assessment details 

Academic year  

Unit title 

Unit code 

 

Unit coordinator  

Month of submission  

Principal marker  
(please list if more than 
one 

 

Double marker 
(please list if more than 
one) 

 

Assessment number 
and title (as on UIF) 

 

Total scripts/events 
submitted/presented 

 

 

Double marking moderation record (second marking if level 4) 

Number of scripts/events reviewed 10% or maximum of 20, unless PSRB requires otherwise 

Who was the sample selected by? 

If sample is non-standard, please 
explain reasons and how sampled. 

 

Sampling should pay particular attention to students 
awarded marks/ above 70% and below 40%, and to 
students with marks/ that are marginal to class 

 
 
  



Page 39 of 57 

 

Quality Handbook Chapter 8: Assessing Learning 
QAP0401 

 

Record sheet for double marking of a sample 

For an independent project or dissertation (which requires complete double marking) please use 
continuation sheet at page 4 and make further copies as needed. 

 

 

   Justification for agreed mark where 
principal and double marker marks/marks 
differ significantly. 

See Chapter 8 of Quality Handbook section 
8.3.6 

Student 
number 

Principal 
marker  

Double 
marker  

Agreed 
mark 

Consensus Average Difference more 
than 10%  

Tick  if yes, otherwise blank 

       

       

       

       

       

       

       

       

Total 
number  

 In column In column In column    

Of all scripts 

 

Average 
mark  

 In column In column In column    

Of all scripts 

 

Standard 
deviation  

 In column In column In column    

For all scripts 

 

If a re-double-mark is required the unit coordinator must identify, with Head of 
Department/School, a new person to mark all scripts again (‘full-double-mark’) 
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Review by moderation team 

Comments and actions taken by Unit Coordinator 

 

 

 

Name of Principal marker 

Signature Date 

Name of Double marker  

Signature Date 

 

Review by external examiner 

Number of scripts/events 
reviewed. 

Send the double-marked sample. 

 

Comments from external examiner 

 

 

 

Confirmation of receipt of ‘a clear record of the nature and extent of double-
marking’ 

Yes No 

Name of external examiner 

Signature Date 

 

Review by portfolio administrator 

Completed form received by portfolio administrator 

Scanned and filed in annual unit record file 

Name 

Signature Date 
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Continuation record sheet for double marking of independent project or dissertation 
(which requires complete double marking).  Please make further copies as needed. 

 

 

   Justification for agreed mark where 1st and 
2nd marker differ significantly. 

See Chapter 8 of Quality Handbook section 
8.3.6 

Student 
number 

Principal 
marker  

Double 
marker  

Agreed 
mark 

Consensus Average Difference more 
than 10% 

Tick  if yes, otherwise blank 

       

       

       

       

       

       

       

       

       

       

       

       

       

       

Total 
number  

 In column In column In column    

Of all scripts 

 

Average 
mark 

 In column In column In column    

Of all scripts 

 

Standard 
deviation 

 In column In column In column    

For all scripts 
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Appendix 6: Moderation record form for collaborative provision 
 

Moderation Record Form for assessments at collaborative partners 

For all assignments, examinations, independent projects and dissertations  

This form should be completed in respect of each separately assessed assessment task, by the 
unit coordinator unless otherwise specified.   

Unit and assessment details 

Academic year  

Unit title 

Unit code 

 

Unit coordinator  

Month of submission  

Principal marker  
(please list if more than 
one 

 

Double marker 
(please list if more than 
one) 

 

Second marker/ 
Link Coordinator 
(please list if more than 
one) 

 

Assessment number 
and title (as on UIF) 

 

Total scripts/events 
submitted/presented 

 

 

Moderation record  

Number of scripts/events reviewed: 
double marking 

 

Number of scripts/events reviewed: 
Second marking 

 

Double and second marking should be for100% of cohort unless otherwise agreed, see 
Quality Handbook 8.3.6(f)) 

If sampled, please explain how sample was selected. 
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Record sheet for double and second marking of all assessments.  

(please use continuation sheet at page 4 and make further copies as needed). 

 

 

    Justification for agreed mark 
where principal, double and/or 
second marker marks differ 
significantly. 

See Chapter 8 of Quality 
Handbook section 8.3.6 

Student 
number 

Principal 
marker 

mark/mark 

Double 
marker  

Second 
marker/Link 
Coordinator 

 

Agreed 
mark 

Conse
nsus 

Average Difference 
more than 
10%  

 Tick  if yes, otherwise blank 

        

        

        

        

        

        

        

        

        

        

        

Total 
number  

 In column In column In column In column    

Of all 
scripts 

Average 
mark  

 In column In column In column In column    

Of all 
scripts 

Standard 
deviation  

 In column In column In column In column    

For all 
scripts 

If a re-double or second mark is required the unit coordinator must identify, with Head of 
Department/School, a new person to mark all scripts again  
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Review by moderation team 

Comments and actions taken by Unit Coordinator 

 

 

 

Name of Principal marker 

Signature Date 

Name of Double marker  

Signature Date 

Name of Second marker/Link Coordinator  

Signature Date 

 
 

Review by external examiner 

Number of scripts/events 
reviewed. 

 

 

Comments from external examiner 

 

 

 

Confirmation of receipt of ‘a clear record of the nature and extent of double-
marking’ 

Yes No 

Name of external examiner 

Signature Date 

 

Review by portfolio administrator 

Completed form received by portfolio administrator 

Scanned and filed in annual unit record file 

Name 

Signature Date 
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Continuation record sheet for double and second marking of all assessments.  

(Please make further copies as needed). 

 

 

    Justification for agreed mark 
where principal, double and/or 
second marker differ 
significantly. 

See Chapter 8 of Quality 
Handbook section 8.3.6 

Student 
number 

Principal 
marker  

Double 
marker  

Second 
marker/Link 
Coordinator 

 

Agreed 
mark 

Conse
nsus 

Average Difference 
more than 
10%  

 Tick  if yes, otherwise blank 

        

        

        

        

        

        

        

        

        

        

        

        

Total 
number  

 In column In column In column In column    

Of all 
scripts 

Average 
mark/ 

 

 In column In column In column In column    

Of all 
scripts 

Standard 
deviation  

 In column In column In column In column    

For all 
scripts 
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Appendix 7: Examinations Operational Procedures 
 
This document should be read in conjunction with the rest of Chapter 8 

 
What is an Exam? 

1. The University has a defined range of assessment methods for recording and reporting 
purposes, including Key Information Sets (KIS) and on students’ transcripts. Agreed 
assessment methods are listed in the Quality Handbook section 8. 

2. Assessments organised and run by the Exams team are as outlined below. 

 Formal written and invigilated examinations 

 Unseen examinations 

 Case study examinations 

 Computer-based examinations (CBEs) 

 Other form of examination e.g. open book, seen exam 

When are exams scheduled? 

3.  The Registrar, or his/her nominee, will provide definitive schedules of examinations and 
publish details of the examination period, on the BREO Assessment Information for Staff 
and Assessment Information for Students, well in advance of the examination period. 

4.  Centrally administered examinations will only be held within published examination 
periods.  Computer-based examinations (CBE) are taken at the end of a unit and 
centrally operated and invigilated as for other University examinations during published 
examination periods. 

5.  If PRSB requirements dictate that an examination is required outside these periods, this 
will be made clear in the Course Information Form and in the course handbook for 
students.  The planning and delivery of such exams will be via the Ad Hoc exam 
process. Time-limited invigilated assessments conducted at other times are not 
examinations. 

Exam papers 

6.  Cover sheets must be prepared for every examination paper, including CBEs in 
accordance with the specimen obtainable from Academic Registry (Exams). The cover 
sheet must give details in the rubric to enable the invigilating team to deliver 
successfully, including whether any additional materials need to be printed in colour. 
These details include title, duration of the examination and any special conditions which 
may apply, any materials which should be supplied to candidates (such as case 
studies), equipment or materials allowed and directions to candidates about the choice 
of questions and how/where to provide their answers.  

7.  Approved exam papers (original and repeat, and separate overseas versions where 
required), and printable copies of CBEs, should be sent to the Academic Registry 
(Exams) no later than 6 weeks prior to a scheduled session (dates listed on Key 
Examinations document on BREO). The Academic Registry (Exams) will insert the date 
and starting time of the examination as per the published timetable before printing for 
exam delivery. 

8. Papers are provided in an electronic, password protected, file and hard copies are not 
made of papers until just before exams to avoid the need to securely store large 
numbers of physical papers, at which point a secure printer is used. Students are not 
permitted access to the Exams Office. When exam papers are required at partner 
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institutions these are also sent electronically in a password protected file, with the 
password being sent separately to a known and trusted email address. The security of 
offices for exam paper storage at partners is tested as part of the partner approval 
process. 

9.  Unit Coordinators are expected check and sign off printed copies before exam papers 
are printed (normally two weeks before the exam session). 

10.  Exam paper administration for Franchise courses are normally handled by the Centre 
for Academic Partnerships/ faculties but should follow the principles set out in this 
document.  

Repeat tasks 

11.  Repeat tasks and examinations should be set at the same time as the initial 
assessments and undergo the same level of scrutiny and approval.  

12.  Repeat examinations will be held during published examination periods, as per the 
academic calendar and published key examination dates unless otherwise confirmed 
through academic appeal or via the TQSC Exceptions Panel. 

Access to past examination papers 

13.  The Academic Registry is responsible for forwarding examination papers and 
associated model answers or marking schemes to the Learning Resources Centre, for 
those that they have received, for reference by students. Exceptions may be determined 
at the request of the unit coordinator, or by the Academic Registry with the approval of 
the Director of Academic and Organisational Development.   Exceptions may include 
certain kinds of multiple choice papers, computer-based papers, and those based on 
case studies which may be in part individual to particular students.  

The Conduct of Examinations   

Responsibilities of the University 

14. The Academic Registry will coordinate formal invigilated examinations as published in 
the University’s Academic Calendar. 

15. Any formal examinations which are faculty-based, off-site, overseas or arranged outside 
of the main sessions are expected to abide by the same principles detailed in this 
Chapter, and details will be included in the main exams timetable. The arranging officer 
will liaise with the Academic Registry to assure standards. 

16. Requests for ad hoc/PRSB scheduled exams should be made to the Academic Registry 
(Exams) as soon as possible, preferably before arrangements are confirmed to 
students. For all exams that need to be arranged outside the main scheduled periods, a 
minimum of eight weeks’ notice is normally required. 

17. The Academic Registry will communicate with internal staff and students through a 
variety of methods. The main source will be BREO for information relating to timing, 
venues, timetables, guidance, instructions for candidates and other necessary 
information. The ‘Exam Information for Students’ and ‘Exam Information for Staff’ sites 
contain information and guidance necessary for staff and students alike. 

18. The University will deliver examinations in a number of locations, details of which are 
available on the BREO sites for Assessment; it is the student’s responsibility to ensure 
they are in attendance at the specified location in a timely manner. Examinations may 
take place during normal working hours, in the evening or at weekends. Split venues are 
not normally acceptable for examinations, except where class sizes are very large or the 
examination is also taking place at a collaborative partner. Examinations delivered at 
micro-campuses and study centres will be conducted under the same instructions as to 
those on UOB premises.  



Page 48 of 57 

 

Quality Handbook Chapter 8: Assessing Learning 
QAP0401 

 

19. The timetable for each period of examinations will be prepared as soon as is practically 
possible after students are successfully registered for their units; or for repeat dates as 
soon as examination boards have completed their deliberations. Normally, the 
Academic Registry will aim to deliver timetables six weeks prior to each examination 
period; however, these are subject to change and timetables should be checked 
regularly.  

20. Students with a learning and teaching support agreement (LTSA) should expect exams 
to run at the same time as for their peers, and they will be notified by the Health and 
Wellbeing team about arrangements, where relevant (see Quality Handbook Chapter 
10). 

21. Where an oral presentation or viva by faculty staff is used as an alternative form of 
assessment for a student with an LTSA, an invigilator and room must be arranged in the 
usual way.  

22. Examinations which have to take place across more than one venue at the same time 
due to numbers of students are subject to the same principles, and start times should be 
the same across all the provision, including where the exams take place at partner 
institutions, and those overseas. This applies equally to examinations sat at micro-
campuses and study centres.  

23. If it is necessary to deliver examinations in consecutive – or ‘split’ – sittings, for example 
CBEs where the numbers of students are greater than the resource available (i.e. 
computers), the Registry will notify candidates of the time, date and venue for the 
examination through the BREO site. Changeover between sessions will be controlled to 
ensure that student groups are kept separate and opportunities for communication is 
minimised. Students in the first sitting will not normally be permitted to leave until the 
whole exam duration has run. 

24. Difficulties arising during the examination must be managed between the senior 
invigilators for each venue and notified to the Academic Registry. Unit Coordinators will 
be provided with invigilator reports with each collection of examination scripts, to enable 
further reporting the Examination Boards as necessary. 

Responsibilities of students   

25. It is the responsibility of students to make themselves available for examination during 
the published examination weeks and to attend for examination at the specified time and 
location. 

26. It is the responsibility of students to ensure they are fully informed of the arrangements 
for their examination. All information and guidance regarding examination delivery 
including timetables is available on the BREO site: ‘Exams Information for Students’ and 
must be checked regularly for amendments.  

27. Students are advised to arrive at the exam venue 30 minutes before the published start 
time of an exam. Students will be invited into the exam room 10 minutes before the 
exam starts. 

28. Students must bring their student ID to the examination and produce it on request. In the 
event that student ID is not available alternative photo ID is necessary. Failure to 
produce ID may invalidate the examination process and lead to the student being 
considered to have failed the assessment.   Persistent offenders may be barred from 
further examinations. 

29. Students without ID and those not on the published registers may not be permitted to 
enter the exam room. 

30. Students must have a working password for accessing BREO if taking a CBE, and 
should check this in advance to allow time for a password reset. 
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31. Students are advised not to bring personal belongings to the examination room, but if 
necessary the senior invigilator will specify an area for storage of coats and bags. 
Students will not be permitted access to this area once the examination is underway.  

32. Formal invigilated examinations at the University are held in silence; students will be 
instructed prior to entering the room of this requirement. Students must be silent upon 
entry to and exit from the examination room, and listen carefully to the instructions given 
by any invigilator. Any infringement may result in disciplinary procedures. 

33. Registers showing candidate seat number will be available and displayed on 
noticeboards at each exam venue and outside of the relevant campus examination 
office or at a place specified on the BREO site.  

34. Registers for consecutive exams that have ‘split sittings’ will be available on the BREO 
site in advance, and at the exam location. Students attending split sitting examinations 
(where the resource available does not allow for the number of students to sit at once) 
are only allowed to attend for their timed sitting. 

35. Students attending but not on the register should report to the relevant examinations 
office at the venue where the exam is taking place 15 minutes prior to the start of the 
examination to discuss authorisation to undertake the examination. Students with LTSA 
however should attend the Exams Office on campus. 

36. Students are not permitted late entry to examinations. Staff will note the details of late 
arriving students noting name, ID number, unit code, time of arrival, and pass these to 
unit coordinators for consideration at the Portfolio Board of Examiners Mitigating 
circumstances will not normally be granted for travel delays.  

37. Students will be advised prior to the examination by the unit coordinator/team of any 
specific requirements e.g. additional materials, calculators required for the examination. 
The student will be allowed to take into the examination room only those materials set 
out in notified requirements, which will appear on the examination paper rubric.  

38. No food or drink may be taken into the examination room by students, with the 
exception of unwrapped sweets and water in a clear, unlabelled, plastic bottle.  

39. Students must not take into the examination room any unauthorised materials or 
equipment (e.g. cases, bags or pencil cases) and all permitted materials should be 
carried in a transparent plastic bag. All materials will be checked by invigilators for any 
unauthorised entries or material. 

40. Students are not permitted to bring electronic devices (e.g. mobile phones; electronic 
tablets; smart watches or other form of electronic, radio or wireless application protocol 
(WAP) communication devices) to their exam desk. Students will be asked to remove all 
watches or other form of electronic, radio or wireless application protocol (WAP) 
communication devices. Any such devices inadvertently brought in to the exam room 
should be switched off and placed in coat or bag in the storage area. Senior invigilators 
will remind students of this regulation outside the exam room, and finally when reading 
the formal exams notices at the start of the exam. Any infringement may result in 
disciplinary procedures and possible invalidation of any grade.  

41. Permitted calculators will exclude those which require mains electricity supply, those 
which are noisy in operation, and those which have alphabetic keys and permit storage 
of quantities of text. Mobile phones are not allowed to be used as calculators for 
examination purposes. The Exams office does not maintain a supply of spare 
calculators or other stationery. 

42. Apart from medical or other emergencies no student shall be allowed to leave the 
examination room during the first hour, and then only after the register has been 
completed. 
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43. After one hour students may leave at the senior invigilator’s discretion but must not 
leave before their papers have been collected in.  

44. Where examinations of different durations are held in the same room students will be 
given an extra five minutes on the time of their examination for each disruption caused 
by earlier groups of students leaving the examination room, at the discretion of the 
senior invigilator. 

45. If a student is suspected of misconduct or cheating in an examination by using notes or 
other additional material, devices or sources of information (e.g. electronic devices), the 
senior invigilator will sign and note the time on the student’s script. The offending item(s) 
will be removed and the incident will may be reported as an academic offence through 
the academic offences channel. The student will be permitted to continue with the 
examination.  

46. Where students are suspected of communicating with each other in the examination 
room they will be warned and the incident will be recorded on the invigilation report. If 
such communication recurs one of the students will be moved and a further note made 
on the invigilation report. This will be reported through the academic offences panel. 

47. If there is behaviour of any kind which disturbs other candidates, the offender will be 
removed; all circumstances will be noted on the invigilation report. 

48. During the examination students will be advised when there are 30 minutes of the 
session remaining and they will not be permitted to leave the examination room during 
this time. 

Responsibilities of staff 

49. For each invigilated examination there shall be designated, by the Academic Registry, a 
senior invigilator responsible for the conduct of the examination from the time that 
examination papers are collected from the relevant examinations office to the time that 
the completed scripts are returned.  

50. The senior invigilator is responsible for all decisions made in the examinations room and 
should be referred to with queries as to the operation of the examination, any anomalies 
with papers, and conduct in the examination room. 

51. The senior invigilator will work together with such other invigilators as may be 
necessary. These invigilators and senior invigilator will be composed of members of 
academic staff and representatives from the professional invigilation pool.  

52. All instructions and guidance for invigilation are available on the BREO site: ‘Exams 
Information for Staff’ and should be read and understood prior to any invigilation duties 
being undertaken. The Academic Registry will also undertake periodic training courses 
of which colleagues are expected to attend one session per year. 

53. Written instructions for invigilators will be issued on arrival at the relevant examination 
office. 

54. All invigilators must be present in the examination room at least 30 minutes before an 
examination is due to begin, and must sign in at the relevant examination office on 
arrival and departure. 

55. For each examination session, the Academic Registry and the appropriate Faculty 
Executive Dean or nominee will be responsible for allocating staff to act as invigilators. 
The number of such invigilators required will be notified to the Faculty Executive Dean 
by the Academic Registry. 

56. Unit coordinators are not allowed to invigilate their own unit examinations but must be 
available in the Examinations Administration office on campus (or some other location 
agreed in advance with the Examination team) for 30 minutes prior to and 30 minutes 
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following the start of their examination. They should also ensure the Academic Registry 
has contact details for them throughout the examination in case of query. 

Computer-based assessment procedures 

57.  Computer based assessment are categorised as Computer based tests (CBT) [coded 
IT-PT in SITS] and Computer based Exams (CBEs), [coded as EX-CB]. 

58.  The booking of CBTs for delivery in a University designated space is locally organised 
and delivered.  

59.  CBEs form part of the centrally administered examination arrangements and are 
organised by Academic Registry (Exams). 

Pre-assessment arrangements 

60.  Students should have the opportunity to undertake a mock test as part of a 
familiarisation exercise, including the full range of question types. Since the purpose of 
this mock test is familiarisation, it may be undertaken directly online in Blackboard 
(BREO) and does not require that students should be invigilated in a designated exam 
location. Any aspects of the assessment must also be reflected in the mock test, e.g. 
negative marking or particular question types. 

61.  All computer based assessments must be checked before delivery for: 

 spelling, content, grammar, verified according to University guidance available 
from the CLE’s website; 

 expected question behaviour and correct answer indication verified by the exam 
setter; 

 appropriate question content to suit the level of the assessment. 

62.  A formatted paper copy of each CBE including cover sheet and rubric, should be 
available to Academic Registry (Exams) 6 weeks before the exam. This is for use  

  in the event that the electronic delivery of the CBE cannot take place owing to 
technical difficulties; 

 for students with particular LTSAs; 

 for franchise partners where the examination runs off campus. 

63. Unit coordinators must provide the Academic Registry (Exams) with any additional 
information sheets or data required for the examination no later than 6 weeks before the 
assessment. 

64. Unit coordinators or an appropriate deputy are responsible for the creation and provision 
of assessments within the University’s standard assessment software in a timely 
manner. 

65. Where University policy dictates, examination questions must be reviewed by the 
relevant appointed external examiner and their confirmation must be recorded. 

66. Computer based assessments (CBAs) must be created within unit sites – but not made 
active – no later than 6 weeks before the expected examination time. The relevant Head 
of Department/School and Faculty Executive Dean will be informed in the event that this 
deadline is not met. The BREO team must be told the date and start time of the 
assessment. 

67. Unit coordinators are responsible for liaising with BREO support and testing and 
confirming the content of assessments no later than 15 working days before the 
assessment. 

Students with academic support needs 
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68.  For CBEs, provision for students with pre-notified special academic support needs will 
be managed by Academic Registry (Exams) in conjunction with the Health and Well-
being team.  

69.  For CBTs any adjustments are the responsibility of the unit coordinator. No notification 
of access arrangements for CBEs or CBTs will be accepted later than 6 weeks before 
the scheduled assessment.  

CBA delivery 

70. Assessment delivery should only commence once all students are properly seated, 
logged in and provided with any extra resources required.  

71. For CBEs, General Exam notices will be read at the published start time of the exam 
and students guided to get access and start the exam via the lock down browser.  

72. Students who access the exam late (i.e. after invigilator states ‘You may begin’) will not 
be granted extra time at the end of the official exam completion time. 

73. In the event of a computer failure, students should be offered the opportunity to log into 
a different machine to re-commence their examination  

74. Once an assessment is submitted it is at the discretion of the senior invigilator to allow 
students to restart the assessment if the final submission was in error. 

75. Assessments which are currently active cannot be provided with additional running time, 
and problems with computer speed or other negative factors must be taken into account 
by the relevant Board of Examiners. 

 
The use of mobile devices for CBA/Es or in-class tests 
 
76. Authorisation is required from the Head of the CLE to conduct CBAs or in-class tests 

using mobile devices. 

77. Assessments must be low-risk and must not present an opportunity to successfully 
complete a unit (other assessment methods should be used in conjunction. 

78. Where such activities take place, teaching staff should ensure that an alternative 
suitable means are available for students to complete the exam (e.g. paper). 

 
The use of scrap paper during CBAs/CBEs 
 
79. Students may be provided with coloured scrap paper which must be handed in to the 

invigilator at the end of the examination with the student’s ID number inscribed. 

80. In examinations where the use of coloured scrap paper is anticipated, questions must 
be presented in a randomised manner. 

81. Invigilators and staff in attendance should carefully monitor students to ensure there is 
no risk of collusion or cheating. 

82. In the event of any misconduct the usual procedures for evidence gathering for written 
exams can be applied. 

 
Split sittings of CBA/E’s 
 
83. Where a cohort is larger than the space provided in the exam room, or rooms it is 

possible to split the sitting of the assessment over a period of time e.g. two or three 
sittings during a morning, or across multiple rooms. 
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84. Teaching staff should ensure that the assessment questions are randomised or use a 
separate assessment (e.g. variants of an original assessment).  

85. The sitting of the assessments should be performed back-to-back with students (where 
possible) who have just undertaken the exam leaving through a different exit to avoid 
potential collusion.  

 
Post-assessment delivery 

86. It is the responsibility of the unit coordinator to ensure that analysis of the CBA is 
conducted to determine: 

 question effectiveness by utilising tools within the VLE and with regard to 
guidance provided on the CLE’s website; 

 that the difficulty of the test was appropriate for the level of assessment; 

 that no errors exist within correct answer indicators which would impact marks. 

87. Evidence of this process must be made available for moderation and external 
examining. 

88. All related forms and procedures associated with the operation of examinations are 
provided on the BREO Assessment Information for Staff and Assessment Information 
for Students, or from the Academic Registry (Exams). 

 
CBEs at Study Centres 

89. Computer-based examinations (CBEs) at study centres will be managed in line with the 
following operating principles for the operation of CBEs at academic partners, produced 
by the Examination Office at the University. In the case of a study centre, where 
adequate computing facilities have not been confirmed at the delivery site of that centre, 
alternative facilities for CBEs should be sourced nearby which meet the University 
expectations as detailed below.  

 
Operation of computer based exams at academic partners 

90. In anticipation of unit diets that require the delivery of computer-based tests or 
examinations at an academic partner, the initial site visit/approval process should 
confirm that adequate computing facilities exist either at the premises or in reasonable 
facilities nearby.  

91. Where adequate computing facilities are not available, it has been custom and practice 
(for international overseas partners) that the unit should be approved to allow for paper-
based version of the assessment to be sent via secure email process.  

92. It is a requirement of the Quality Handbook that all CBEs are sent to the Examinations 
Office as a paper-based version in case of technical failure. 

 
Physical requirements 

93. Computing facilities should be of sufficient minimum quantity that an expected standard 
cohort can sit the exam in one sitting, with allowances for extra computing facilities / 
stations in case of computer malfunction, and additional provision (preferably available 
in nearby rooms) to deliver Access arrangements. 

94. Computer stations should be widely spaced to allow movement of students/staff 
between computer stations without disturbing other individuals and to assist with 
invigilation processes. 
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95. All CBE’s must have their questions randomised when they are set up on BREO. If the 
CBE is not being hosted on BREO then the CBE questions must be randomised on the 
software used. If the CBE is unable to be randomised, privacy screens must be utilised 
to reduce the chances of cheating.  

96. The facilities must be available to be accessed/hired for examination periods as 
published on the academic timetable, and to match the requirements of the University 
examination timetables, and for practice/training purposes. 

 
Software 

97. Computer-based assessments must be delivered through BREO (our VLE- software 
name Blackboard).  

98. This requires secure and reliable internet access and the security of the Lock Down 
browser. 

Delivery 

99. Students should be exposed to and trained in the mechanisms of delivery of CBTs prior 
to formal assessments.  

100. CBEs are time-based assessments which are timed automatically by the software set 
up. Access arrangement students’ time allowances must be adjusted according to their 
LTSA. 

101. Students must be registered on the BREO Unit shell for their partner site to get access 
to the assessments. 

 
  



Page 55 of 57 

 

Quality Handbook Chapter 8: Assessing Learning 
QAP0401 

 

Appendix 8: Guidance for students, supervisors and examiners on 
editorial assistance 
 
All written work a student produces must be solely their own work.  This requirement should 
determine when and how a student is considering whether to employ a third party such as a 
professional copy editing or proof reading company when producing work in draft or final 
version.  It also applies when a student seeks editorial help from other, non-professional third 
parties, such as fellow-students or friends.  

This requirement is not concerned with the regular and iterative interaction between student 
and tutor/supervisor(s) on draft versions of their work throughout the registration period.  The 
student’s tutor/supervisor is not regarded as a ‘third party’ for this purpose. For research 
students, further guidance is available through Research Institutes and the Research Graduate 
School.  

This requirement does not prohibit group-work on the terms defined in an assessment brief, 
and does not affect the use of a ‘scribe’ where verbatim dictation might be required for a 
student with a particular disability, through an adjustment recognised and supported by the 
University. 

If the student chooses to employ a third party, including computer applications (e.g. translation 
software) offered by a third party, it is their responsibility to give them a copy of this statement 
or to take responsibility for the third party’s adherence to it. 

When submitting work the student must acknowledge what form of contribution they 
have made, by stating for example, ‘this thesis/essay/dissertation was copy edited for 
conventions of language, spelling and grammar by ABC Editing Limited’.    

Where that assistance has been provided according to this policy, there will be NO 
adverse impact on the grade awarded. 
 
A third party cannot be used:  

 to change the text of the work so as to clarify and/or develop the ideas and 

arguments;  

 to reduce the length of the work so that it falls within the specified word limit;  

 to format referencing;  

 to correct information within the work;  

 to change the ideas and arguments put forward within the work; and/or 

 to translate the work into English.  

 

A third party can be used to offer advice on:  

 spelling and punctuation;  

 formatting and sorting footnotes and endnotes for consistency and order;  

 ensuring the work follows the conventions of grammar and syntax in written English;  

 shortening long sentences and editing long paragraphs;  

 changing passives and impersonal usages into actives;  

 improving the position of tables and illustrations and the clarity, grammar, spelling 

and  punctuation of any text in or under tables and illustrations; and  

 ensuring consistency of page numbers, headers and footers.  

Where advice is allowable (as described above), the third party may give advice only in one (or 
more) of the following ways: 
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 in a separate document to that submitted,  

 through tracked changes on an electronic copy  

 handwritten annotations on a paper copy.   

The student must take responsibility for choosing what advice to accept, and must make their 
own changes to the master copy of the work.  They must also be able and prepared to provide 
the advice given to them in one of the formats above, if requested. 

If a student contravenes this requirement, this will be considered an assessment offence and 
investigated in accordance with the University’s policy on academic practice.  
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Appendix 9: Assignment Brief Template 
 

 

See ‘UoB Assessment and Feedback Community’ on BREO. 

https://breo.beds.ac.uk/webapps/blackboard/content/listContent.jsp?course_id=_61930281_1&content_id=_3107408_1&mode=reset

