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School Assessment Guidelines: Core Content

SPECIFIC CARDIFF SCHOOL OF TECHNOLOGIES INFORMATION

1. SCHOOL LEARNING, TEACHING AND ASSESSMENT MODEL

1.1. [bookmark: _Toc325041531]PURPOSE
This model indicates the normal learning time and assessment requirements within the School in accordance with the Academic Handbook.

1.2. [bookmark: _Toc325041532]STUDENT EFFORT AND LEARNING TIME
The basic building block or unit of learning is a single module which is valued at 10 credit points.  For every 20 credit module, a student is expected to experience approximately 200 hours of student effort and 400 for a 40 credit module. This will comprise a mixture of contact time with a tutor (in various modes) and self-study (referred to in the Academic Handbook as student-centred learning [SCL]).

Undergraduate and non-Semesterised Masters Programmes
Contact teaching time will occur during the first two terms, although a small number of modules will also involve delivery in term three. Term three will be comprised mainly of – examinations, completion of taught double modules (where agreed), some Field Study Visits, and the completion of final year projects/dissertations.

Single (10 credit) modules will normally be delivered within one term (12 weeks). Double (20 credit) modules will normally be delivered across two terms (24 weeks), although the precise length of time will be influenced by final term length and dates. For example, in some years the length of each term may vary and teaching will need to be planned accordingly.  For a 40 credit module that is taught on the Apprenticeship degree programme, students will be required to spend 36 hours in the class and the rest of the time spent on SLC.  This places the focus on the student developing their learning at their place of work. 


1.3. [bookmark: _Toc325041533]MODULE DELIVERY BREAKDOWN

20 credits
Learning 				24 hours
		Tutorials/Seminars/workshops		24 hours
		Student Centred Learning 		152 hours
		Total					200 hours
		
		Or

20 credits
		Tutorials/Seminars/workshops		36 hours
		Student Centred Learning 		164 hours
		Total					200 hours

40 credits
		Tutorials/Seminars/workshops		36 hours
		Student Centred Learning 		364 hours
		Total					400 hours


Part time students may experience reduced contact time. This table aims to act as a guidance only and some modules may offer different options.
1.4. [bookmark: _Toc325041537]ASSESSMENT

Single modules (10 credits) will normally be assessed by a maximum of one assessment point (e.g. a 3000 word assignment equivalence, or 2 hour examination) taking into account the academic level at which assessment is taking place. Similarly, double modules (20 credits) will normally be assessed by an equivalence of 6000 words and a maximum of two assessment points (assignment and examination) see table below:

	Component
	All Levels

	
	10 credit       
	20 credit

	Exam only
	2hrs 
	3hrs 

	Exam & Coursework(50:50)
	N/A
	2hrs+2000

	Coursework only (words)
	2000
	4000


 
Undergraduate and non-Semesterised Masters Programmes
Modules being delivered in the first term should normally be assessed entirely by coursework and/or forms of time constrained tests other than formal examinations. All marks issued to students will be provisional subject to ratification by the relevant Examination Board. There will be two sets of formal Boards each academic year (June, September).
Semesterised Masters Programmes
There will be an examination period following each taught Semester.  All marks issued to students will be provisional subject to ratification by the relevant Examination Board. There will normally be an Examination Board and a Resit Examination Board associated with each Semester of study.


2. [bookmark: _Toc325041538]The Production of Assessments:

· Assessment are internally verified through Field Groups and the process is documented using the IV2 Form.  External examiners must then approve the assessment prior to the issuing of assignments to students, or submission of examination papers to Registry via the School Administrator.  External Examiners should see the relevant assessment criteria and model answers at the same time as the assessment itself is sent to them. Ideally, coursework should be included in module handbooks so that the examiner receives both “together”.  At undergraduate level the relevant Field External examiners are responsible for approving assessments whilst for postgraduate courses the relevant Programme External Examiner is responsible for approving assessment.

· Where franchised partner institutions are involved, module leaders in both the College and CST should liaise with each other early enough for the submission deadline to be achieved. Agreement should be reached with regard to assessment criteria/model answers as well as the assessment itself.

· In some instances, assessments and assessment criteria/model answers will be produced by individual module leaders; in others a module team will be involved. Part of the role of Field Groups is to act as a forum for the discussion and agreement of assessments and assessment criteria (as well as other matters) and as a vehicle for internal verification (Form IV2). This is so that a cohesive, progressive and integrative approach to the programmes in the School is taken. Module leaders therefore, should discuss their assessments and criteria with colleagues in this forum.

· Staff should always submit their assignments and retrieval assignments to the school office by the date set by the School (normally the end of August).  Examination papers and retrieval papers should be submitted by the end of December or in the case of Examination Papers to be sat in a January sitting, by the end of the previous August.

· The volume of assessment in any module or programme should be fair and reasonable. It should be challenging but realistic. This does not preclude the use of mixed assessment methods as long as the overall loading remains consistent with the Appendix 1 Section 1.above. The actual effort time that a student undertakes for a particular assessment should be considered so that the principle of equivalence is maintained. 

· The type of assessment(s) should be considered very carefully so that it/they appropriately assess the learning outcomes for that particular module. Assessment in a form of an assignment may take place at any appropriate time during the module. 

· Students should experience a variety of assessment methods wherever possible, and not be subjected to an undue workload at particular points in the semester. Therefore, programme directors, year tutors and field group chairs should co-ordinate the schedule of assessments prior to the commencement of the term by using form IV1.  An assessment schedule for each year group should be published at the start of each taught period.

· Students should be informed in writing, of the assessment requirements for each module, during the first week of delivery of that module. This information should include the nature, timings and weighting of the individual assessment components. This should be done through the use of module handbooks which should also include the assessment criteria and marking guide/sheets.

· All coursework should be presented to students using the School common assessment sheets (these should be included in the module handbook). It is not necessary to issue photocopies of this separately unless there is supplementary material to be provided to students. Where examinations or other forms of time-constrained tests form part of the assessment package, reference to it should be made without exposing the security of the questions etc.

· It is particularly important that the assessment requirements and criteria for students undertaking Work Experience modules and/or those students studying overseas as part of their programme, are thoroughly communicated to students early enough for the students to understand them.

3. Internal Moderation
In CST, Internal Moderation of student work is carried out through module teams within Field Groups and this activity is recorded using the IV3 form.
4. External Examiners and Examination Boards (Sections 22-24 SAG Core Content)
At undergraduate level student performance is first considered through Module Boards ahead of Progression or Award Boards.  At postgraduate level student performance is considered at Award or interim end of Semester Examination Boards.  Ahead of the relevant Boards Programme or Module External Examiners are expected to review samples of student work.  It is CST’s policy to supply these samples in the form of module packs which contain the following:
· Module descriptor
· Module handbook
· Assessments as set
· Model answers/Marking schemes
· IV2 Forms covering each assessment
· Sample of student work including the relevant IV3 a/b Forms
· Assessment results for all students
· Comments from External Examiners
· Staff module review


APPENDIX 2 CARDIFF SCHOOL OF TECHNOLOGIES ASSESSMENT RELATED PROFORMAS

· Assessment Feedback Proforma
· Assignment/coursework general submission requirements
· Specific Assignment/coursework Brief
· [bookmark: _Toc325041551]Staff Module Review Summary
· IV Documentation
· IV1
· IV2
· IV3 a
· IV3 b

		


[bookmark: _Toc325041544]ASSIGNMENT FEEDBACK PROFORMA
	STUDENT NAME:
	PROGRAMME:

	STUDENT NUMBER:
	YEAR:
	GROUP:

	Module Number:
	Term:
	Module Title:

	Tutor Responsible For Marking This Assignment:

	Module Leader:

	Assignment Due Date:
	Hand In Date:

	ASSIGNMENT TITLE:

	FEEDBACK DATE(Return of assignments to students):

	SECTION A: SELF ASSESSMENT (TO BE COMPLETED BY THE STUDENT)

	In relation to each of the set assessment criteria, please identify the areas in which you feel you have strengths and those in which you need to improve.  Provide evidence to support your self-assessment with reference to the content of your assignment.

	STRENGTHS
	AREAS FOR IMPROVEMENT

	I certify that this assignment is a result of my own work and that all sources have been acknowledged:

Signed:__________________________________			Date_________________

	SECTION B: TUTOR FEEDBACK
(based on assignment criteria, key skills and where appropriate, reference to professional standards)

	STRENGTHS
	AREAS FOR IMPROVEMENT AND TARGETS FOR FUTURE ASSIGNMENTS

	MARK AWARDED
	DATE:
	SIGNED

	ASSIGNMENT MODERATED BY:
	DATE

	MODERATOR’S COMMENTS

	




CARDIFF SCHOOL OF TECHNOLOGIES


Assignment/coursework general submission requirements


A.	Written work

· Your student name and identification number must be clearly stated at the top of each page of your work. Where work is to be marked anonymously, only include your student number.
· A signed declaration that the work is your own (apart from otherwise referenced acknowledgements) must be included after the title page of your assignment
· Each page must be numbered.
· Where appropriate, a contents page, a list of tables/figures and a list of abbreviations should precede your work.
· All referencing must adhere to School/Institutional requirements.
· A word count must be stated at the end of your work.
· Your programme, year of study and the relevant module must be included as a “footer” on each page.
· Appendices should be kept to the minimum and be of direct relevance to the content of your work.
· All tables and figures must be correctly numbered and labelled.
· Your assignment/coursework should be submitted in one A4 transparent pocket unless it is not appropriate to do so (in which case, specific instructions will be provided by your module leader).


B.	Other types of coursework/assignments

· Where coursework involves oral presentations, discussions, poster presentations, etc., specific instructions will be provided by your module leader/team.


CARDIFF SCHOOL OF TECHNOLOGIES


Specific Assignment/coursework Brief



***INSERT SPECIFIC ASSIGNMENT BRIEF ETC HERE***
***INSERT LEARNING OUTCOMES (FROM THE MODULE DESCRIPTOR) HERE***





Staff Module Review Summary 

To be completed by Module Leaders and passed on to relevant Programme Directors/Field Group chairs and the Director of Learning and Teaching 
About the unit:
	Module Code
	

	Module Title
	

	Level
	

	Number of students taking the Module:         
	

	Number of students for whom a mark is available:
	

	Courses / Programmes on which the Module is offered
	

	Module leader
	

	Staff Teaching on the Module
	

	Date
	


Statistical indicators:
	Range
	No of Students

	1-29
	

	30-34
	

	35-39
	

	40-49
	

	50-59
	

	60-69
	

	70-79
	

	80-89
	

	90-100
	

	Minimum Mark
	

	Maximum Mark
	

	Average Mark
	

	Standard Deviation
	





Sources of Student Views: indicate which you have used in preparing this summary.
	Source
	Yes/No

	Module evaluation questionnaires
	

	Course rep comments at meetings
	

	Other questionnaires(Please specify)
	

	Other (Please specify)
	


Sources of Staff Views: indicate which you have used in preparing this summary.
	Source
	Yes/No

	Course Committee Meetings
	

	Teaching Team discussions
	

	Other (Please specify)
	

	Particular strengths of Module:
	

	Areas for Improvement:
	

	Issues that need to be addressed arising from the provision of this module on a number of different programmes? (e.g. variable student performance between programmes, variable student feedback)

	

	Matters to be addressed on the unit as a whole:

	

	What plans, if any, for future developments to the unit have been made?

	

	Changes made to the unit from the previous year.

	

	Action to be taken by the unit tutor / unit team
	







	CARDIFF  SCHOOL OF TECHNOLOGIES : ASSESSMENT SCHEDULE
	IV1 

	PROGRAMME: Example
	



	        Module

Lecturer
	Mathematics for Computing
	Data Communication
	Principles of Programming
	Fundamentals of Data Science
	Software Carpentry
	Visualisation of Data
	Data and Knowledge Management
	
	

	Lecturer 1
	X
	
	
	X
	
	
	
	
	

	Lecturer 2
	
	X
	X
	
	
	X
	
	
	

	Lecturer 3
	
	
	
	
	
	
	X
	
	

	Lecturer 4
	X
	
	
	X
	
	
	
	
	

	Lecturer 5
	
	
	X
	
	
	
	
	
	

	Lecturer 6
	
	X
	
	
	
	
	
	
	

	Lecturer 7
	X
	
	
	
	
	
	
	
	

	Lecturer 8
	
	
	
	
	X
	
	X
	
	

	Lecturer 9 
	
	
	
	
	X
	
	X
	
	



Assessment Schedule

	Week 1
	
	X
	
	
	
	X
	
	
	

	Week 2
	
	
	
	
	
	X
	
	
	

	Week 3
	
	
	
	
	
	
	
	
	

	Week 4
	
	
	
	
	
	X
	
	
	

	Week 5
	X
	
	
	
	
	X
	
	
	

	Week 6
	X
	
	
	
	
	
	X
	
	

	Week 7
	
	X
	
	
	
	
	X
	
	

	Week 8
	
	X
	
	
	
	
	X
	
	

	Week 9
	
	
	X
	
	
	
	
	
	

	Week 10
	
	
	X
	
	X
	
	
	
	

	Week 11
	
	
	
	
	X
	X
	
	
	

	Week 12
	
	
	
	
	X
	X
	
	
	




	CARDIFF SCHOOL OF TECHNOLOGIES - VERIFICATION OF INTERNAL MODERATION OF ASSESSMENT		IV2


	Module Code:
	Module Name:
	Module Leader:
	Field Group:
	Year:

	 
	 
	 
	 
	 

	
	
	
	
	

	Assessment Details
	Marking Scheme Included
	If applicable, are the following items included in the Assessment Brief / Module Handbook?
	Tick: 
	IV's Comments / Recommendations:
	Module Leader's Response / Action Taken:

	Element (i.e. WRIT1, EXAM1)
	Element Weighting (100% / 50%)
	Main / Resit
	
	
	
	 
	 

	 
	 
	 
	 
	Description of Task / Topic:
	
	
	

	
	
	
	
	Guidance Notes:
	
	
	

	Assessment Method (please tick): 
	Learning Outcomes specified:
	
	
	

	Coursework:
	 
	Exam:
	 
	Key Skills specified: 
	
	
	

	Presentation:
	 
	Other:
	 
	Referencing Requirements:
	
	
	

	In-Class Test:
	 
	 
	Assessment Criteria:
	
	
	

	Assessment Title:
	Mark Criteria:
	
	
	

	 
	Submission Details:
	
	
	

	
	Confirm method(s) of submission:
	VLE
	
	
	

	Confirm submission date: 
	 
	
	iZone
	
	
	

	Confirm expected feedback date:
	 
	Feedback Sheet:
	
	
	

	Nominated IV:
	IV Signature:
	Date:
	ML Signature:
	Date:

	
	
	
	
	

	Field Group Chair’s Comments:
	External Examiner’s Comments:

	






	






	FG Chair:
	FG Chair Signature:
	Date:
	External Examiner:
	EE Signature:
	Date:

	 
	 
	 
	 
	 
	 

	
	
	
	
	
	




	CARDIFF  SCHOOL OF TECHNOLOGIES: VERIFICATION OF INTERNAL MODERATION (Sampling)
	IV3a  

	Module No:

	Module Name: 

	Module Leader:

	Field Group: 

	Year/Term:


	ASSESSMENT TITLE
	Element
	ASSESSMENT METHOD
	NO. of ASSGTS
	IS THERE EVIDENCE THAT THE ASSIGNMENTS/SCRIPTS: 
	Y/N

	
	
	
	No in Cohort
	
	Have been marked against appropriate assessment criteria/marking scheme?
	

	
	
	
	No in IV Sample
	
	Represent a sample across the full range of marks? (see Marking Regs)
	

	INTERNAL VERIFIER’S GENERAL COMMENTS:






	Show consistency of marking between assignments/scripts?
	

	
	Include appropriate student feedback?
	

	
	FG CHAIR COMMENTS:


	IV Name:  
	IV Signature: 

	Date: 

	FG Chair Signature: 

	Date: 

	

	Sample Agreed Yes/No 

	FG CHAIR Only
If Sample not agreed specify further action taken.











	CARDIFF  SCHOOL OF TECHNOLOGIES: VERIFICATION OF INTERNAL MODERATION (Sampling)
	IV3a



	Student Number
	1st Mark
	Agreed Y/N
	IV’s comments including brief comment on difference if mark not agreed

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	CARDIFF  SCHOOL OF TECHNOLOGIES: VERIFICATION OF DOUBLE MARKING (Whole Cohort)
	IV3b

	Module No:

	Module Name: 

	Module Leader:

	Field Group: 

	Year/Term:


	Assessment Title
	Element
	Assessment Method
	Assignments in Cohort
	IS THERE EVIDENCE THAT THE ASSIGNMENTS/SCRIPTS: 
	Y/N

	
	
	
	
	Have been marked against appropriate assessment criteria/marking scheme?
	

	
	
	
	
	Show consistency of marking between assignments/scripts?
	

	
	
	
	
	Include appropriate student feedback?
	

	INTERNAL VERIFIER’S GENERAL COMMENTS:



	FG CHAIR COMMENTS:









	IV Name: 

	IV Signature:

	Date:

	FG Chair Signature:

	Date: 

	

	
	
	
	
	
	






	CARDIFF  SCHOOL OF TECHNOLOGIES: DOUBLE MARKING (Whole Cohort)
	IV3b

	Student Number
	1st Mark
	2nd Mark
	Outcome of discussion between 1st and 2nd Markers (Where applicable):
	Agreed Mark 
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