

Assessment submission information

The assessment submission information given below is part of a 12 month trial for the Lampeter campus.  A working group comprising of staff and students will monitor the process throughout with a view to making recommendations for 2011-2012.

1. On-campus students:

All on-campus students will be required to submit 2 paper copies to the Library.  Students are being notified that they may also be asked by their tutor to submit an e-copy, for example to check for plagiarism through Turnitin.

Academic staff should collect 1 copy of the assignment from the library the day after the deadline; they are also responsible for returning assignments to students (e.g. at the end of a lecture) and for liaising with the Registry re putting marks onto SITS.  Any essays that have been submitted late to the library will be collected by the Faculty office and sent directly to the module tutor / coordinator.  The Faculty office will write to students that have not submitted their essay on time and have not been given an extension (see below).

2. Off-campus students:

All off-campus students (apart from franchise for whom arrangements will stay the same) will be required to submit via a dedicated email address.  Academic staff will be able to access the essays from the central drive, e.g. (S:School of AHA, Assignments 2010/11), and are responsible for liaising with the Registry re putting marks on SITS and with Faculty office staff re the return of essays to the students.

3. VLE pilot:

There will also be a pilot of assignment submission via Moodle which will run parallel to the email and paper submissions for certain modules.  If your module is part of this pilot you will be notified separately about the arrangements. 

4.  Information re arrangements

All students will receive information about how and where to submit, but academic staff are required to reinforce this message appropriately, e.g. face to face, on notice-boards, via Moodle etc.  Students that submit hard copies are asked to make sure that their work is securely held together (e.g. stapled) so that there is no chance that their work becomes mixed up with that of another student.

5.  Extensions

A system for recording extensions is currently being set up and we will inform you of the process as soon as possible.


6.  Feedback sheets
 
We are using carbon copy feedback sheets during this academic year.  Copies will be available for students in the Registry and the library.  The first copy of the feedback sheet needs to be returned to the student; the other, yellow, copy is returned to the Faculty office so that copies of feedback are available for external examiners’ copies. This can be done in a batch.  Please make sure that if you write the comments, the handwriting is clearly legible on all copies of the feedback sheets.  If you prefer the type comments, then you need to make sure that the Faculty office have a hard copy of the comments too for external examiner purposes.  There won’t be a folder on a Faculty central drive for the storage of comments.
