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ASSESSMENT, VERIFICATION, MODERATION AND EXTERNAL EXAMINATION PROCEDURES 
FOR HIGHER EDUCATION PROGRAMMES
1. Introduction 
1.1
This document sets out Bicton College’s procedures for the assessment, verification, moderation and external examination of Higher Education (HE) programmes validated by the University of Plymouth (the University). It has been prepared in accordance with and in support of the College’s own Assessment Policy for HE and the University’s Assessment Policy, Code of Practice on Marking and Good Practice in Assessing Students. It has further been informed by the QAA Code of Practice for the Assurance of Academic Quality and Standards in HE, Section 6 Section 6: Assessment of students.
1.2
The two main purposes of the policy and procedures are to ensure that:
· The students’ learning is assessed in an objective, equitable and inclusive manner, enabling them to demonstrate their progress and improve their performance and thereby provide a sound basis for the award of their HE qualification

· The assessment, verification and moderation processes are transparent for all of the participants from prospective HE students to External Examiners. 
1.2
The procedures for assessment, verification, moderation and external examination will ensure that all assessment decisions are reliable, valid, inclusive, equitable and clearly meet the requirements and processes of the College’s and the University’s Assessment Policy. 

1.3 The procedures will also ensures the validity of the assessment outcome for all students during their programmes of study, support all staff responsible for making academic judgements regarding the quality of submitted work, and assist in maintaining parity of academic standards in line with those required by the University and its other Partner Colleges. 

2. Principles 
2.1 In the context of the following principles, the key terms may be defined as follows:

· Assessment – refers to the formative and summative assessment processes undertaken by HE Module Leaders to assess the achievement of the learning outcomes set out in the respective Definitive Module Records (DMRs).
· Verification – refers to the internal verification of assessment briefs and assessed work by Programme Managers to ensure that the former are suitable for use and the latter has been assessed in a fair and consistent manner and may include second marking and modification of grades for individual students.
· Moderation – refers to the internal review of marking and feedback across modules by Programme Managers and Module Leaders, with a particular focus on cross-programme modules, in order to maintain and enhance academic standards, but not to modify grades.
· External Examination – refers to the review of samples of assessed work from all modules of all HE programmes by External Examiners appointment by the University to assure the overall standards of assessment across individual HE programmes and may include modification of grades across module but not for individual students.
2.2 All HE Programmes shall have a clearly defined process of assessment, verification, moderation and external examination to ensure that all academic and quality standards are adhered to and all assessment and marking criteria are correctly applied and agreed.

2.3 All HE Programmes shall apply this process of assessment, verification, moderation and external examination to all forms of formative and summative assessment, including coursework and examinations.
2.4 Where there is any significant disagreement between assessors, verifiers or moderators in relation to any HE Programme, the matter will be referred to the HE Coordinator or the Academy Head responsible for HE, for independent review and resolution. 
2.8
The policy and procedures governing HE assessment, moderation and verification will be communicated to all HE Programme Team members involved in assessment processes. The key elements of this information will also be included within HE Student Handbooks and made available on the HE section of the College’s Virtual Learning Environment (VLE). 
3.
Roles and Responsibilities

3.1 The overall responsibility for ensuring that principals and procedures of assessment, verification and moderation are met will lie with the Programme Manager for each HE programme. They are also responsible for supporting Module Leaders and the External Examiner in fulfilling their responsibilities and for preparing the overall assessment schedule and communicating this to students. 
3.2 
Module Leaders will be responsible for developing assessment methods and processes for their respective modules, in consultation with the Programme Manager, ensuring that they are in accordance with the DMRs, are accurately described in Module Packs and effectively communicated to students. They will also prepare Assessment Briefs for all assessments, in a timely, consistent and approved format, to ensure that:

· The assessment criteria and learning outcomes are met; and

· The specified student activity is appropriate and sufficiently challenging for the level of study.

Module Leaders will also complete end of year module reviews in consultation with the Programme Manager, which will encompass a review of assessment methods and processes. 
3.3 One or more Internal Verifiers for each HE programme will be designated at the beginning of each academic year and will be either the Programme Manager or another senior member of the respective Programme Team. The Internal Verifier will verify all assessment briefs prior to issue to students and their decisions, comments and recommended actions will be fed back to the Module Leader and recorded in the approved format. A sample of each assessment will also be verified after marking and grading to ensure appropriateness and consistency of both assessment and feedback before work is returned to students. Again decisions, comments and recommended actions will be fed back to the Module Leader and recorded in the approved format
3.4 Moderation will be the responsibility of a Moderation Panel which will be comprised of the HE Coordinator, HE Programme Managers and representatives of the HE Programme Teams. The Moderation Panel will meet between the completion of assessment processes and the meetings of the Subject Assessment Panels and Award Boards to review of marking and feedback across modules, with a particular focus on cross-programme modules, in order to maintain and enhance academic standards. The deliberations and recommendations of the Moderation Panel will be recorded and made available to Module Leaders and External Examiners

3.5    The roles and responsibilities of the External Examiners are defined by the University and specified in their contract. In summary, they are responsible for reviewing a sample of assessed work from all modules of all HE programmes. The sample is agreed between the External Examiner and the Programme Manager. The review of assessed work must be undertaken before the respective Subject Assessment Panel and Award Board. As part of the review, the External Examiner also makes an Interim Visit to the College to discuss assessment procedures and experience with Programme Teams and students.
3. Procedures 
3.1 Assessment Strategy and Schedule
3.1.1 The overall assessment strategy and schedule shall be agreed within each HE Programme Team at the start of the academic year. The Programme Manager shall prepare the Assessment Schedule using the approved format and make this available to students and Programme Team members via the VLE. If any changes are required to take account of unforeseen circumstances or to better balance the assessment load for students, the schedule should be amended in a timely manner and reissued. 

3.2 Module Packs 
3.2.1 Module Leaders shall prepare Module Packs and issue them to students in hard copy and via the VLE at the start of each module and also submit them to their respective Programme Manager for uploading to the electronic Course Files. The Module Packs shall be prepared in the approved format and include information on assessment titles, modes and submission dates.

3.3 Assessment Briefings
3.3.1
Module Leaders shall prepare detailed Assessment Briefings for all coursework assessments, which shall include assessed learning outcomes, assessed student activities, references and a marking scheme. The Briefings shall be prepared using the approved format and be Internally Verified before issue to students. Module Leaders shall also provide a verbal introduction and explanation to each coursework assessment and provide guidance through taught sessions and individual tutorials as needed.
3.4 Internal Verification of Assessment Briefs
3.4.1
The Internal Verifier shall verify all assessment briefs submitted by Module Leaders in a timely manner, prior to issue to students. Their decisions, comments and recommended actions shall be fed back to the Module Leader and recorded in the approved format. The Internal Verifier will maintain a file of all documentation relating to this process and make it available to the Programme Manager (if different) or External Examiner.

3.5 Submission of  Coursework
3.5.1 All HE coursework shall be submitted by 4.00pm on the date specified on the Assessment Brief. No individual extensions to submission times or dates can be agreed by Module Leaders unless the Extenuating Circumstances procedures have been followed. Group-wide extensions may be agreed, for example if weather delayed a practical assessment, however, this must be done with the agreement of the Programme Manager and the assessment brief re-verified and re-issued to all affected students. 

3.5.2 All HE coursework shall be submitted to the Curriculum Administrators’ Office. It shall be accompanied by the Assessment Brief with student evaluation section completed and a completed submission sheet. The Curriculum Administrators will sign off the submission sheet and return the duplicate (yellow) copy to the student for their records. The top (white) copy will be attached to the coursework. The Curriculum Administrators will log all submitted coursework before passing it to the relevant Module Leader for marking.
3.6 Marking and Grading
3.6.1 The Module Leader shall mark all coursework assessments in accordance with the Assessment Brief and specified marking scheme, leading to the award of an overall percentage grading. The Module Leader shall also mark any examinations scripts associated with their module. Examination scripts shall be ‘blind marked’ and identified only by the students’ University Reference Number. 

3.6.2 In the case of coursework assessments, the Module Leader shall complete the feedback sheet indentifying strengths, weaknesses and opportunities for improvement, as well as the allocating marks and final grades. Module Leaders will support this feedback with appropriate in-text annotations. In relation to examinations, Module Leaders shall complete the mark sheets and annotate the scripts as appropriate.
3.6.3 Coursework that is submitted after the specified submission time and date shall be marked and feedback shall be given, however, the grade will be recorded as zero unless the Extenuating Circumstances procedures have been followed. Where coursework is not submitted or examinations are not sat, then a zero grade will also be applied. 
3.6.4 Coursework that is deemed as a fail, in that it has fallen below the minimum grade of 40%, shall not be resubmitted, but shall be included by the Module Leader when calculating the final grade for the coursework element of the respective module.
3.7 Internal Verification of Assessed Work
3.7.1 A representative sample of each coursework assessment and examination scripts shall be verified after marking and grading to ensure appropriateness and consistency of both assessment and, in the case of coursework, feedback. The sample will normally consist of the top, middle and bottom graded assessments, together with any borderlines or fails. A larger sample shall be taken for cohorts in excess of 12 students. All decisions, comments and recommended actions will be fed back to the Module Leader, recorded in the approved format and retained in the Internal Verification file.
3.7.2
Internal Verification shall not normally necessitate the second marking of coursework assessments or examination scripts, however, there are situations where this shall be the advisable course of action, for example:

· If a Module Leader is new to HE assessment and requires more detailed guidance and feedback
· If a coursework assessment or examination script is a borderline pass/fail
· If a coursework assessment or script is cannot be readily marked due to content or presentation

3.7.3
The exception with regard to the requirement for second marking is the Stage 2, Level 5 Independent Research Project (formally Major Integrated Assignment). All final research reports shall be second marked, as they represent 70% of the final module mark. The second marker shall mark the second copy submitted by the students, without reference to the first marker’s marks or annotations. The final grade and feedback will then be agreed between the two markers. Major discrepancies will be referred to the HE Coordinator for resolution and decision-making.

3.8 Feedback to Students
3.8.1 Assessed and Internally Verified coursework assessments shall be returned to students within 20 working days of the submission date. This is the University’s standard timescale. Adherence shall be monitored and recorded through the Internal Verification process and any deviation from the timescale shall be explained and communicated to the affected students.

3.8.2 Written feedback on coursework assessments shall be accompanied by oral feedback on either and group or individual basis, ensuring that opportunities to improve are fully explained, understood and taken on board in subsequent submissions. 

3.8.3 Examination scripts and associated written annotations are not normally returned to students. However, Module Leaders shall provide oral feedback on request, for example in the event that a student is required to resit an examination.
3.9 Appeal against Grading
3.9.1 If a student considers that their coursework assessment has not been marked and graded in accordance with the College’s or University’s assessment policy, then they may lodge an appeal. This shall follow the College’s internal process for appeals, which is as follows:

· Any learner shall be entitled to appeal when he/she feels that an assessment (marking) of work submitted as part of a programme is unfair.  This may be regarding:

· Access to assessment

· Method of assessment

· Assessment decision
· In the first instance both parties (the learner and the assessor) shall make every effort to resolve the grievance informally.  If the matter cannot be resolved then the following formal steps must be taken:

1. The learner shall appeal directly to the assessor concerned setting out clearly the nature of their disagreement using the learner appeals form available from the Learning Resources Centre of through the Programme Manager.

2. If agreement cannot be reached then the relevant Internal Verifier will be asked to consider both parties views and make an appropriate decision.

3. If a decision still cannot be reached, the Academy Head is to be approached to resolve the issue – ultimately this may lead to involving the University.

3.9.1
If a student considers that their examination has not been marked and graded in accordance with the College’s or University’s assessment policy and they are, therefore, not satisfied with the decision of the respective Award Board, then they may appeal to lodge an appeal. This is an external process and follows the University’s process for appeals. Information on the appeals process and the deadline for making an appeal is provided to all students with their transcript of results within ten working days of the summer Award Board and with five working days of the Referral/Resit Award Board.
3.10 Assessment Offences

3.10.1 All assessment offences, such as plagiarism within coursework or non-adherence to the code of conduct for examinations, shall be reported to the University and to the Award Board. All assessment offences are dealt with by the University under their approved Regulations and not by the College. The College shall, however, be responsible for communicating the relevant procedures to affected students and taking the decisions of the University into account when awarded final grades.

3.11 Arrangements for Students with Learning and other Disabilities
3.11.1 To ensure that the approach to assessment is as inclusive as possible, a variety of assessment methods and processes will be adopted in order to accommodate different learning styles and capabilities including:
· Lectures 

· Academic tutorials

· Field work

· Laboratory work

· Site visits

· Directed independent study

· Learning from work experience

· Case studies

· Independent research projects

· Problem-solving exercises

· Group tasks, activities and debates

3.11.2 Where necessary, adaptations and time allowances will be made for students with assessed learning or physical disabilities, in accordance with the requirements of the Disability Discrimination Act and the recommendations of the University of Plymouth Disability Assist Service. The aims will be to ensure that all key learning outcomes are achievable. Assessment briefs and guidance will also be made available in a variety of formats and locations, both paper-based and electronic and from Module Leaders and on the VLE. 

3.12 Extenuating Circumstances

3.12.1 Where students have experienced ill health or other circumstances, which have or are affecting their ability to complete work on time or to their normal academic standard, they may be eligible to apply for Extenuating Circumstances. All Programme Managers, with assistance from Personal Tutors and other Student Support Staff, shall keep themselves up to date with regard to any issues that are putting their students at risk of non-completion or non-achievement and ensure that they are given the opportunity to apply.

3.12.2 Where such circumstances apply, Programme Managers shall assist the affected students with completing the standard University form and collating the required corroborating evidence. An Extenuating Circumstances Panel, comprised of the HE Programme Managers, HE Coordinator and HE Administrator, shall then meet to discuss the application. The decision of the panel shall be communicated to the student within five working days and the respective Programme Manager may agree extensions or other allowances, as per the University’s Regulations.
3.13 Moderation and Module Review
3.13.1 Towards the end of the HE Academic Year the HE Coordinator shall convene the Moderation Panel, which will be comprised of the HE Coordinator, HE Programme Managers and representatives of the HE Programme Teams. The Moderation Panel shall meet between the completion of assessment processes and the meetings of the Subject Assessment Panels and Award Boards to review of marking and feedback across modules, with a particular focus on cross-programme modules, including the Independent Research Project (formally Major Integrated Assignment) and Professional Practice, in order to maintain and enhance academic standards. The deliberations and recommendations of the Moderation Panel will be recorded and made available to Module Leaders and External Examiners.
3.13.2
The activities of the Moderation Panel will include 

· The re-marking and review of written feedback for a representative sample of coursework assessments and examination scripts, with a particular focus on cross-programme modules
· The purpose of this is not to maintain and enhance academic standards, not to modify grades.

· A statistical review and discussion of the results of a cohort of students from within modules and across programmes.
· The provision of feedback and guidance to Module Leaders to improve marking and feedback in the subsequent academic year.

3.13.2 All moderation activities and outcomes should be clearly recorded and made available to external examiners and at subject assessment panels.
3.13.4 The activities of the Moderation Panel will be informed by the end of academic year module reviews, which shall be completed by all Module Leaders, using the approved format, and which will encompass a review of assessment methods and processes. 
3.14
External Examination

3.14.1 The External Examiners will receive copies of examination scripts prior to the setting of examinations. This process will be the responsibility of the Programme Manager to ensure this practice is undertaken. The External Examiner shall appraise and ensure compliance of Levels, appropriateness of standards, tasks, written brief and links to outcomes.

3.14.2 All assessed work, which leads to a final HE award must be referred to and reviewed by an External Examiner nominated by the College and appointed by the University in accordance with their Regulations and procedures. The roles and responsibilities of the External Examiners are defined by the University and specified in their contract, which normally runs for four academic years. 

3.14.3 The External Examiners must review a sample of assessed work from all modules of all HE programmes. The respective HE Programme Managers shall contact their External Examiner at the start of the academic year to determine what sample is required and thereafter ensure that assessed and Internally Verified work is collated and provided to them in a timely manner.
3.14.4 The review of assessed and Internally Verified work shall be undertaken before the respective Summer Subject Assessment Panel and Award Board. The review of referral coursework or resit examination scripts shall not normally be required, however, Programme Managers shall consult their External Examiners in advance or the Referral/Resit Award Board in the event of any problematic cases.
3.14.5 As part of the review, the Programme Managers shall make arrangements for their respective External Examiners to make an Interim Visit to the College to discuss assessment procedures and experience with Programme Teams and students.
3.14.6 The outcomes of the External Examiners’ reviews will be reported verbally to the Subject Assessment Panel and Award Boards and in writing to the College and the University and shall be taken into account in the Annual Programme Monitoring Process.
3.14.7 External Examiners shall not be required to undertake second marking of coursework assessments or examination scripts and shall not modify the marks of individual students. However, they may revise whole module marks up or down if they consider that under or over marking has taken place.
This procedure was reviewed in April 2011  
Please contact the Quality Co-ordinator or HE Coordinator if you have any queries about its implementation, or suggestions for improvement
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