
Assessments FAQ

Directory
Can I change course – Birmingham Admissions Team birminghamadmissions@uwtsd.ac.uk
Can I change Campus – Birmingham Student Services birminghamstudentservices@uwtsd.ac.uk
Student Finance / attendance/ absent from class/ report a problem i.e class behaviour, lecturer etc / Interruption of Studies - Birmingham Student Services birminghamstudentservices@uwtsd.ac.uk
Undeclared disability – Birmingham Disability Team (Angela Leonard & Hana Jacobson) disability.birmingham@uwtsd.ac.uk
Any career’s query - careers.birmingham@uwtsd.ac.uk

Program Managers :
Yohan Mendis – CERT y.mendis@uwtsd.ac.uk
Mark Gallagher – CERT HSC & BSC HSC m.gallagher-read@uwtsd.ac.uk
Eric Osei – BA BM e.osei@uwtsd.ac.uk
Charles Vincent – BA LM & BSC HSC c.vincent@uwtsd.ac.uk
Besty Jose – CERT HSC b.jose@uwtsd.ac.uk
Weekend Lecturer “Overseer” - md-nazmul.hasan@uwtsd.ac.uk

*Before reading the below queries, when talking, emailing with the student, please make sure to ask them their student number and what modules & components they are referring to. 
When deleting / uploading a piece of work for the student, as many have similar or same names, to be abundantly clear it is them. Once on the submission page, where you see their name on the left hand side, click on that and that will show their profile and student number. 

Assessment General Queries
· Can I have an extension – Please use the Extenuating Circumstances email template and attach the EC Guidance PDF. (Have attached on Sdrive, September 2021 , Assessment Information folder)
· What do I need to do for the assignments – It is the students responsibility to read the assignment briefs thoroughly OR have the student to contact the lecturer ( I don’t recommend this too often as the lecturer will be overwhelmed with emails and not too happy with us…. OR attend study skill sessions 
· When is submission deadline – This information is stated in the assignment brief. (Please be aware that some student may have different deadlines sanctioned by the disability team, so please check the disability excel sheet on the Sdrive).
· “Something has happened” i.e death in family, hospitalization etc and has prevented me submitting on time / late - Please use the Extenuating Circumstances email template and attach the EC Guidance PDF (Have attached on Sdrive, September 2021 , Assessment Information folder)
· Student is struggling with studies overall at the beginning of term – liaise with students services first before responding to student and ask what is the best cause of action, as IOS (interruption of studies) may be the best action. 
· Student cant see Moodle submission & briefs – (First check if they are looking on the right page / module.) This is because the student failed to log into Moodle when requested to. To rectify this, use the master list on the Sdrive found on the student services folder. Locate what Cohort & group the student is in, press CTRL & F and type student number, make sure the “within” option is workbook
 Once knowing what Cohort and group the student is issued to, go to the Module they are assigned to. Once on the module page i.e BMSW4001, on the top left there should be a “mechanical” symbol labelled “course management”, click on that. Click on Groups. On the left hand side you should see all the available groups, therefore, locate the one the student was assigned to from the master list, click on the group. Then press “Add/remove users”. Enter the student number then click on them to add to the specific group. 

· Student come to you / emails and states they have submitted the wrong piece of work to the final link – This happens frequently, if it is before the submissions deadline please ask the student for their number, what module they are talking about and what components /part. Once confirmed delete. Straight forward, locate the student’s work on the submission page – far right there should be a bin image, click that and confirm deletion. 
If it is past the submission deadline (Check the disability excel sheet in case they have been issued some more time), please make them aware that their work will be capped at 40% as it would be a late submission, you’ll have to confirm with the student if they are happy to proceed with the deletion and the late submission penalty imposed. IT IS THE STUDENT’S RESPONSIBILITY TO MAKE SURE THEY ARE SUBMITTING THE CORRECT WORK. 

· Uploading the work on behalf of the student – Please refer to the presentation slide found on the Sdrive, September 2021 Term, Assessment Information. 
· I cant see my results – Yes, they can. Direct them to the Moodle archive for their previous modules, or through the proper channel of MyTSD ( I recommend this). 
· I want my results NOW – Not possible, results can only be issued following an exam board at the end of the term. 

