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Process for Semester 1 Exams/Assessments

During April it became apparent that significantly more summative assessments would be run on-line than in previous years and would happen at a time when the eLearning Team was under pressure from numerous other demands supporting the move to alternative forms of assessment. This was for the most part delivered successfully but issues were identified.

It is anticipated that the majority of summative assessments, for Semester 1, will be on-line with the likelihood that most will be in the form of Turnitin submissions. The Faculty/TLG have also approved instances where there will be traditional exams with some utilising the remote proctoring approach. 

The eLearning Team suggest the follow procedures are put into place:

· All summative assessments (or at the very least reasonably accurate drafts) to be sent to the eLearning Team no later than 30th November 
· eLearning Team should be invited into meetings where online exams are running to ensure that decisions made are technically possible
· Key roles and responsibilities to be addressed, including those of Unit Leads and Senior Programme Admin, to ensure that everyone is aware of what information is to be provided and when?  Secondary backup contacts should be in place at all times in case of sickness. Methods of escalation should be in place, for when key target dates or information is not provided on time, but this may lead to the service not being available
· Markers should be identified and added to Blackboard courses, by Programme Admin, at the latest 1 week prior to the exam going live
· The Exams Office should reinstate ‘Kick off’ and Wash up’ meetings. The multidisciplinary kick off meeting should happen significantly earlier than has happened in the past 
Traditional Exams

Exams Office to produce a timetable of all exams and summative assessments by 13th November.

Academic to produce a Word version of the exam by same deadline and send to both the Exams Office and the Assessment Tiny Team within eLearning. The 24/48 hour window students will have to complete these should not include weekends, where possible, and the deadline should be within normal working hours.

The eLearning team will then build the test within Blackboard and ask the academic to check for accuracy by at least one week before the scheduled exam release.

Once an academic has signed off on an exam the e-Learning team will deploy it in Blackboard managing the settings including when results will be released.
The eLearning team will produce a sign-up/tracking sheet to ensure adequate/appropriate resources are deployed.

Details will be provided by DASS of all students who have additional support needs and the eLearning team will ensure assessments are set up to accommodate them.

Programme teams will keep students informed about details of their exams.

 Tii Assessments

These are likely to form the bulk of the summative assessments for semester 1.
Academics/Programme Admin will create the Tii Assessment submission areas. There will be a range of training sessions/resources to help. Staff will be able to access daily live eLearning ‘chat support’ sessions for queries. As necessary eLearning staff will create submission folders in Blackboard and manage adaptive release settings.

Following the schedule provided by the Exams Office (13th November) the eLearning Assessment Tiny Team will check all Tii settings such as due date and exclude small sources, before assessments are released to students.

ITS will provide named contacts to support students who are having IT/connectivity issues.

Details will be provided by DASS of all students who have additional support needs and eLearning will ensure that assessments are set up to accommodate them.

Defined naming conventions should be adhered to for submissions to help should there be specific queries.

Unit coordinators need to take responsibility for ensuring that all marking and moderation is correctly completed.

Programme teams will be responsible for keeping students informed about their assessments.
Remote Proctored Exams

These are being organised centrally but should generally follow the same guidelines as traditional exams. Ian Hutt will advise on exact procedures when confirmed.
