Assessment Procedures
The following outlines the Academic Processes and Procedures underpinning student education. It is recommended this document is read alongside the University Academic Regulations and Quality & Standards (for partnerships, with the document Guidance on Moderation of Collaborative Programmes) and the assessment and feedback strategy within the Supporting Achievement, Innovation and Learning (SAIL) framework.  
1. Planning the Annual Assessment Schedule  
1.1 The planning of the annual schedule of assessments within a programme is the responsibility of the Programme Leader in collaboration with Module Leaders and must be carried out before the start of the academic year with reference to the Module Assessment Board schedule. 
1.2 For combined programmes or those that have cross-listed modules with another School, it is the responsibility of the Programme Leader to liaise with relevant stakeholders to ensure the assessment schedule is in place.
1.3 Assessment deadlines should broadly comply with the underlying principles of the academic calendar, as set out by the PVC (Student Education) and approved by Senate. (See 3). Assessment deadlines should be set on the principle that generally, the latest assessment deadline for a component (i.e., two-week extension deadline) to be considered at a Module Assessment Board is 5 weeks before the Marking and Moderation deadline for the relevant Module Assessment Board. 
1.4 Module Assessment Boards (including the re-sit Board) for the year are scheduled by the relevant Deputy Dean and Academic Service Manager (ASM) before the start of the academic year, in accordance with the University’s published academic calendar and the date of the relevant Awards and Progression Boards (UG, PGCE, PG and Collabs). 
1.5 Based on the date of the Module Assessment Boards and considering the number of assessment components on a module, the setting of the schedule must include the following for each module:
· the external examiner’s approval of assessment tasks (see 2.2 to 2.5)
· the marking and internal moderation (see 4)
· external moderation (see 4.14)
1.6 The completed schedule must include the coursework submission dates for each module which determine at which Module Assessment Board the module marks will be considered.
1.7 Where there is a School-wide approach to assessment setting, this must be approved by the Head of Learning and Teaching and/or the relevant Deputy Dean.
1.8 Changes to published assessment deadlines may only be made in exceptional cases and require approval from the relevant Deputy Dean. These deadlines must be set before the start of the Academic Year and communicated to Academic Services to ensure their inclusion in the systems that support attendance, mitigating circumstances, exam invigilation and other key processes. This must be completed prior to induction and dates for the completion of the scheduling should be set by Deputy Deans/Deans of Schools/Faculties.  Assessment deadlines must be available to students prior to the start of the module.
The examination period and dates of invigilated exams (e.g., organised by the examination team) are set by Registry, and where a programme is assessed by coursework and exams, coursework submission dates should not be set during examination periods. It is the responsibility of the Programme Leader to inform their Academic Services team and registry about any formal examinations.
2. Setting Assessment Tasks 
2.1 The preparation of each assessment task is the responsibility of the named Module Leader(s) and arrangements for proposed assessment tasks (coursework as well as exam papers) must have been internally scrutinised before being made available to the external examiner.
2.2 Assessments must adhere to the validated module specification, with assessments that are inclusive and allow all students to have equal opportunity to demonstrate their learning. Different modes of assessment should ideally be offered for each assessment component. 
2.3 Module Leaders are responsible for the development of the assessment brief, rubrics and marking criteria which accompany each assessment. 
2.4 The Programme Leader is responsible for ensuring that all proposed assessment tasks at Levels 5, 6 and 7 are made available to the external examiner(s) for comment and approval.  
2.5 Standalone Level 4 programmes that lead to a qualification must include external examiner scrutiny at the setting of assessments. It is also good practice to receive external scrutiny of Level 4 assessment tasks in the first year of a new programme, even though these modules do not contribute to the classification of the final award. 
2.6 It is the responsibility of the Programme Leader or designated nominee by the school to ensure that comments made by the external(s) are considered before the final drafts of assessment tasks are published to students. This must be completed and in place for students prior to the start of the module. Deadlines for these to take place will be provided by Deputy Deans/Heads of Learning and Teaching. 
2.7 Copies of examination papers are submitted to Registry in accordance with the published timetables. Schools/Faculties/Centres must submit approved, ready-to-print final copies of the exam papers, adhering to formatting and template guidance. Note that under the SAIL framework, exams are only permitted on programmes where there are PSRB requirements.
2.8 It is expected that the main exam paper and at least two alternative papers will be submitted to Registry to help facilitate future sittings across the year. 
2.9 For computer-based exams set up on the virtual learning environment (Moodle) and the corresponding passwords must be shared with Registry by the published deadline.

3. Submission of Student Work
3.1 All assignments (except for arrangements in 3.5) are submitted electronically through the virtual learning environment (Moodle) with a university wide set deadline at 2pm (unless agreed otherwise). 
3.2 Assignments are uploaded into pre-set inboxes on the appropriate Moodle module sites. It is the responsibility of the Module Leader to ensure the inboxes are set-up according to the deadlines set by Academic Services. The inboxes, including the feedback release date, are set up prior to the commencement of teaching on the module. Each assignment requires a minimum of three inboxes to allow for standard submission and mitigating circumstances (a self-certified box and a two-week extension box). Inboxes for resits should be set up as and when they are required.
3.3 Release dates for marks must not be altered without approval of the Deputy Dean.
3.4 Updated versions of assignments can be resubmitted as many times as needed up until the deadline. The first three submissions will generate an immediate similarity report on Turnitin.  
3.5 For each subsequent submission, this report will be generated after 24 hours. The submission that is marked is the final submission and therefore marking should not start until after the submission deadline.  
3.6 Module leader must liaise with e-learning advisers to make arrangements for submission of assignments which are non-digital and cannot be uploaded to Moodle as well as digital submissions with file types and sizes that are not standard (e.g., videos, images, large files etc).



4. Marking and moderation 
4.1 Where there are multiple markers and/or new markers for an assessment, social calibration of assessments must take place at a modular level and marking guidelines should be provided to the marking team. Social calibration can involve: 
(a) marking a sample of new submissions (e.g., 3) independently and then meeting collectively to discuss and agree feedback and mark or
(b) marking a sample of previous submissions (e.g., 3) independently and meeting collectively to discuss and agree feedback and marks.

Further guidance on calibration can be sought from LTEU.  

4.2 Wherever practicable, assessment is conducted without the student's name or personal identity being revealed to the marker(s). All examination scripts are marked anonymously. 
4.3 Assessments are marked without regard to any knowledge of medical or other extenuating evidence as set out in the University’s Mitigating Circumstances Policy. All marking must be conducted in line with the UG/PG categorical marking scheme. 
4.4 All written submissions must comply with the specified word count limit. Markers will assess and grade only the content within this limit. The +/- 10% allowance is no longer applicable. After the work has been marked, it is subject to the process of moderation which must take place before any provisional marks are released to students. 
4.5 Marks will be released to students within fifteen working days of their submission deadline. This timeframe applies separately to each deadline, including on-time submissions, one-week extensions, and two-week extensions.
4.6 All assignments including research/capstone projects and equivalent assessments (30 credits) are subject to moderation. 
4.7 All 60-credit research/capstone projects and equivalent projects are subject to open second marking internally. In exceptional circumstances where the first and second markers are unable to agree on a mark, the process of third marking will be applied. The Dean or their nominee will appoint a suitably qualified third marker to review the first and second marking to determine the final mark. Only feedback representative of the final mark will be made available to the student.  
4.8 Except for arrangements in 4.7, all assessments go through internal and external moderation processes using a sample. The size of the sample will vary according to the number of students and nature of the assessment. The minimum sample should be 10% of assessments across the whole range of marks on each component of assessment on the module or a minimum of ten scripts, whichever is the greater. This should include samples of work across on time and late submissions. However, where this is not possible, 10% taken from the on-time submissions is appropriate. Where there are fewer than ten students on a module, all work is subject to moderation. The sample selected at the stage of internal moderation can be used in external examiner moderation.  
4.9 For the moderation of 30-credit research or capstone projects, at least two scripts per marker must be moderated, with one being a ‘fail’ where applicable. Overall, the moderation process should cover the full range of marks. Calibration must take place before marking begins; otherwise, a larger sample will need to be reviewed to ensure consistency. Where there is more than one component of assessment on a module, work from each component must be moderated and the sample must be constructed in such a way that it reflects the full range of marks at component level. The sample selected at the stage of internal moderation can be used in external examiner moderation. 
4.10 On collaborative programmes the size of the sample should be 25% in the first year of a partnership. Schools should use academic judgement on whether this can be decreased to the standard 10% in subsequent years (see also Guidance on Moderation of Collaborative Programmes). 
4.11 Moderation follows the same anonymity principle as marking. Students are not informed as to whether their assignments have been included in the moderation sample. 
4.12 Where delivery of a module involves more than one member of academic staff, and/or where delivery takes place over several different locations, the function of the moderation process is to ensure that marking is consistent and fair. To achieve this, a sample from each marker and/or delivery site must be moderated, in accordance with 4.4 and 4.5 to ensure such fairness and consistency. To prepare for moderation, it is essential that the process of marking scripts from such deliveries involves communication between members of the marking team, to ensure initial marking is being carried out to the required standards. The moderator in this case can be one of the marking team. 
4.13 When any assessment has been moderated, this should be indicated on the appropriate form (for partnerships this should be the Internal Moderation Form for Collaborative Programmes).  The purpose of this is to ensure that there is clear evidence for the external examiner that moderation has taken place. 
4.14 Where internal moderation has identified marking is too low or too high, or is inconsistent, the initial sample should be increased to 25%. If the concern persists, the moderator should raise this with the marker(s). If after reviewing the larger sample, the concern persists the moderator can recommend an appropriate increase or decrease in marks across the cohort, or within grade boundaries as outlined in 4.15. Individual student marks cannot be changed as a result of moderation. Any recommendations for increases or decreases to marks or remarking should be discussed with the original marker(s).  Where agreement cannot be reached between the initial marker(s) and moderator, the matter should be brought to the attention of the Programme Leader or a senior member of staff (e.g. Deputy Dean/Director of School/Faculty/Centre/) for a final decision.
4.15 If internal moderation has identified the need for marks to be adjusted at component level, this should be applied consistently and only at component level. Moderators should only suggest adjustments if there is evidence of unusual distribution of marks, marks awarded being consistently too high/low or if the level of student achievement does not reflect the required academic standards. If there is evidence of inconsistent marking, remarking of all work is warranted (see Table below for judgements of moderation and actions required). 

Judgement of Moderation and actions required
	Judgement of Moderation  
	Action required 

	The moderator does not note any issues with the distribution of marks, consistency of marking and level of student achievement. 
	Moderator notes agreement with original marks and comments on the clarity and consistency of feedback provided on the moderation form. 

	The moderator notes consistent marking, but the marks awarded are too high or too low.  However, marks do not exceed by 10% or do not cross grade boundaries (e.g., 68/72, 58/62 etc)  
	Moderator notes agreement with original marks and comments on the clarity and consistency of feedback provided on the moderation form. 

	The moderator notes consistent marking but there is unusual distribution of marks (a high number of first-class marks or fails; excessive clustering of marks in a particular band), marks are too high or too low, with marks exceeding by 10% or more, and crosses grade boundaries.  
	Increase moderation sample  
Request clarification with marker(s) in ways consistent with maintaining the required standards 
Identify whether this is affecting the whole cohort or individual classes.  
Adjust/rescale marks within a band or across bands 
If this results in original pass marks becoming fails, re-marking will be required.  
Moderator notes all actions implemented within the internal moderation form and final outcome. 

	The moderator notes inconsistent marking across the sample  
	Increase moderation sample  
Request clarification with the marker(s) in ways consistent with maintaining the required standards 
Re-marking will be required. 


	The moderator notes that level of student achievement does not reflect the required academic standards 
 
	Increase moderation sample  
Request clarification with marker(s) in ways consistent with maintaining the required standards 
Identify whether this is affecting the whole cohort or individual classes.  
Adjust/rescale marks within a band or across bands 
If this results in original pass marks becoming fails, re-marking will be required.  
Moderator notes all actions implemented within the internal moderation form and final outcome. 


 
4.16 The outcome of the internal moderation process for each assessment component should be completed on the internal moderation form, a list of agreed module marks and a sample which can be used for further moderation depending on the nature of provision. The list of marks for the module should represent a set of marks which are believed to be fair and equitable across all students taking that module. Where this is not the case, the moderation process should require further marking of all assignments, or assignments within particular bands, until such a list of marks can be produced. It is not the purpose of moderation to second or third mark, and therefore no individual student will have their mark changed because of moderation. 
4.17 Marking and internal moderation should be completed within fifteen working days of the submission date and provisional marks are then released to students (see also Assessment and Feedback Framework). External examiners should be provided with sufficient time to carry out moderation; the exact time frames should be agreed between the programme team and the externals. All external moderation should be completed within 10 working days of receipt of the student work. 
4.18 External examiner moderation is conducted on all modules at Levels 5, 6 and 7. At Level 4, external moderation is required for all modules contributing to the final classification. This applies to Foundation Level programmes. Note, however, that UG externals can request to have access to all assessed work at Level 4 for information.  
4.19 External examiners can request to increase their moderation sample. 
4.20 Resits only need to undergo internal moderation if there is a different set of markers from the first sit. In such cases, internal moderation should be made available to external examiners should they wish to see them.  

5. Module Assessment Boards
5.1 It is the responsibility of the secretary to the Module Assessment Board to make available to all members the grade sheets, including the component marks and their respective weightings. 
5.2 The Module Assessment Board will be chaired by a senior academic member of staff within the School/Faculty. 
5.3 The external examiner will receive moderated assessed work at least two weeks prior to the Assessment Board. 
5.4 The role of the external examiner at the meeting is to observe the operation of the Board, determining whether there is consistent application of the academic regulations and transparent decision-making.  At the meeting, they are invited to comment on their findings and recommendations.
5.5 It is the responsibility of Programme Leaders to approve the recommendations made by the Assessment Board regarding the progression, termination, and awarding of students on their programme.
5.6 Confidential minutes of meetings of Boards are recorded by a member of staff authorised by the Academic Registrar. 
5.7 Marks confirmed at the Module Assessment Board are released to students shortly after the board. 
6. Retention of Assessment Material 
6.1 Assessments submitted and marked electronically are available to students for the duration of their studies through Moodle.  
6.2 Assessments that require submission in hard copy (for example, placement portfolios, posters or special projects) are returned to students within previously agreed arrangements and timeframes. It is the responsibility of the student to collect their work in a timely manner. 
6.3 Where a programme is accredited by a Professional, Statutory or Regulatory Body (PSRB), that body may stipulate a longer retention schedule.  
6.4 As per regulatory guidelines all assessed work including examination scripts, ethics-related information and project data must be retained for 5 years and destroyed thereafter. Note that examination scripts must not be returned to students, but staff can give students feedback on their performance.  
















Appendix
1.	Assessment types and categorisation for operational delivery 
	Code 
	Code description 
	Definition / Operational notes 
	Examples from validation documents that would map to each category 

	A 
	Assessment without examination 
	used as a single module mark, e.g. APL (infrequently used) 
	APL or CATs credit transfer 

	C                    
	Coursework 
	written assessment of any kind; may include range of assessment approaches including essays, portfolios or other project-based work 
	Essay, Portfolio, Bibliography, Literature Review, Reflective Report, Journal, Screenplay or Film Project, Novel 

	E                          
	Exam 
	formal, in-person invigilated paper-based exam; takes place only during official university exam periods 
	Seen Paper, Unseen Paper, Exam 

	EC                
	Computer-based Exam 
	formal, in-person invigilated computer-based exam; takes place only during official university exam periods 
	Moodle exam 

	P 
	Presentation 
	any individual or group presentation; may include pre-recorded versions or in-person tasks in real time 
	Group Presentation, Individual Presentation, Poster Presentation, Pecha Cucha 

	PR 
	Practical 
	practical assessment of any kind not taken during the official university exam period; often used science lab work or in the performing arts 
	Lab Practical, Performance, Concert, pre-recorded performance  

	T                      
	Test 
	timed assessment taken during term-time taught sessions; may include quizzes, Moodle tests, etc. 
	Test, Moodle Test, Moodle quiz, Quiz 

	Z 
	No assessment 
	used as a single module mark, e.g. in legacy PGR programmes or to represent credit transfer (infrequently used) 
	APL or CATs credit transfer, legacy Research modules for PGR programmes 






2.	Glossary of Key Assessment Terms
	Assessment task
	Any type of assessment set to test a student’s knowledge and understanding

	Formative Assessment
	Ongoing assessments aimed at providing feedback to students to improve their learning, e.g., quizzes, drafts, or presentations

	Summative Assessment
	Final evaluations of student performance, contributing to their final grade, e.g., essays, exams, dissertations, or projects

	Examination Script
	The document containing the answers produced by a student from a formal examination 

	Marking
	The process by which a marker matches the student’s work against an agreed set of learning outcomes, and associated assessment criteria and/or a marking  scheme, and as a result allocates a mark (normally a percentage). The assessment is conducted without any student's name or personal identity being revealed to the marker. This is also known as anonymous marking


	Second Marking
	The process by which a second marker matches the student’s work against an agreed set of learning outcomes, and associated assessment criteria and/or a marking scheme, and as a result allocates a mark (normally a percentage). Second marking can be blind or open.  In open second marking, the second marker is informed of the first marker’s marks and comments before commencing and can take these into account. In blind second marking, the second marker is not informed of the first marker’s marks and/ or comments 

	Third Marking
	In exceptional circumstances third marking may be used to arbitrate if the first and second marker are unable to come to an agreement. This should produce a valid third mark and not consist of an average of the first two. Note that the external examiner should not act as a marker 

	Team Marking
	The process by which more than one marker jointly assesses a piece of work. The markers will agree a single mark as a result of this process. Examples of this may include a dance or theatre performance. 

	Re-marking
	The process of re-marking a batch of assessments if moderation shows an unacceptable level of inconsistency in marking. 

	Adjustment
	All marks in a batch of assessments may be adjusted if the moderation process has shown that marks are consistent but adjudged to be too high or too low

	Moderation
	The process by which a moderator checks the consistency of the marking. The (internal) moderation process is a verification process and not re-marking. The same process applies to external moderation (also known as external examining). 










3.	Academic Calendar Principles 
UG and PG aligned to create a single model per intake; anomalies noted in each table (e.g. summer assessment) 
3.1	11 weeks teaching + 1 employability week + 1-3 weeks assessment (Summer term 	10+2) 
3.2	All teaching weeks must have scheduled sessions or assessment submission 
3.3	6 intakes with standard models; PGCE / Nursing /Apprenticeships / Online are only 	exceptions 
3.4	Start date for cohort always includes Induction; continuing student dates will exclude 	induction and go straight to next teaching term 
3.5	Assessment included as term time; end of term does not designate end of teaching 
3.6	End of term as close as possible to actual final submission for UKVI sponsor 	compliance and have been cross-checked with existing CAS end dates 
3.7	SLC requires min 24 weeks per year for funding, so terms have been carefully 	
checked to remain compliant and consistent for continuing students' maintenance 	eligibility 
3.8	"Placement year" includes placement window plus assessment submission and 	reflects CAS course end date 
3.9	Spring Break has been set to coincide with council-led school dates, where known. 
3.10	Sept intake’s Summer term reflects end of accommodation contracts - there will need 	to be timetabled enrichment post-May exams until end of 2nd week June. 
3.11	The term dates are set, but programmes locally have discretion when to set 		teaching, assessment, placement, etc as long as within those dates. The university 	does not proscribe week-by-week activities except where follows:  
3.12	Enhancement (Employability) to be scheduled activity in Week 6 (Autumn and 		Spring) and between May exams and mid-June (UG) 
3.13	Formal exam periods set by Registry must be adhered to for all invigilated exams 
3.14	All grades ready for boards by date published by Academic Services 
3.15	Sept PGs must have their final submission no earlier than 2nd week of Sept 		(Graduate Outcomes) 



