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General Introduction
This handbook contains the School of Management (SoM) Assessment Policies and Procedures.
These Policies and Procedures have been considered and approved through the School of Management
Learning, Teaching and Quality Committee (LTQC) and outline the minimum requirements and standards
expected of staff in the SoM.
This handbook has been written with consideration for the University of Bath (UoB) Quality Assurance Codes
of Practice and New Framework for Assessment. Full details are available here:

http://www.bath.ac.uk/quality/cop/statements.html
http://www.bath.ac.uk/registry/nfa/index.htm
The handbook will be revised as necessary at the start of each Academic Session.
If you have any queries regarding the content of this handbook and/or any other assessment matters, please
contact the SoM Assessment Office in the first instance. Contact details are:
Assessment Office (assessments@management.bath.ac.uk):

Diana Moore
Acting Head of Undergraduate Operations and
Assessment
E: D.Moore2@bath.ac.uk
T: 01225 38(4682) - UG Office
T: 01225 38(4855) – Assessment Office

MBS Division:
Chris Roche/Kate Matthews
Assessment Administrator
E: C.J.Roche@bath.ac.uk
E: K.Matthews@bath.ac.uk

AFL Division:
Yana Yevsiyevich
Assessment Administrator
E: Y.Yevsiyevich@bath.ac.uk
T: 01225 38(5644)

IDO Division:
Jordan Waobikeze
Assessment Administrator
E:
T: 01225 38(3145)

S&O Division:
Lucy Venables
Assessment Administrator
E: L.E.Venables@bath.ac.uk
T: 01225 38(3634)

Natalie May/Eloise Roberts
Assessment and Timetabling Assistant
E:

T: 01225 38(4683)

assessadmin@management.bath.ac.uk
E: timetabling@management.bath.ac.uk
T: 01225 38(5882)
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Section 1: Setting Assessments
See also Section 2 on Marking and Moderating and Section 3 on Feedback to Students

Introduction:
1.1

Full details of the UoB principles, policies and practices relating to Assessments are articulated in
the UoB Quality Code of Practice Statement QA16 (Assessment, Marking and Feedback) and the
New Framework for Assessments, these are available on the UoB website here:

http://www.bath.ac.uk/quality/documents/QA16.pdf
http://www.bath.ac.uk/registry/nfa/index.htm
With regards to setting assessments, staff should familiarise themselves in particular with QA16.
(Similar guidance is provided in Appendix 2 of the NFA.)

1.2

1.3

1.4

Definitions:
Assessment: any process that appraises a student’s knowledge, understanding, abilities or skills
e.g. test, essay, examination.
Summative assessments are defined within approved schemes of studies to test the achievement
of learning outcomes. They are assessments used to determine progression, or eligibility for an
award.
Formative assessments are not defined in approved schemes of studies but contribute to the
student's learning experience by providing guidance on their understanding or preparation for
summative assessments.

SoM Procedures:
Unit Template: The assessment regime for every unit is defined in the Unit template, a copy of
which can be obtained from the Assessment Office.
If you have one form of summative assessment, e.g. 100% examination, you must include
information on formative assessment within your unit template, in the “other assessment” section
(see 1.8 below).
Course Outline:
The Course Outline should be posted onto the Unit’s Moodle Page and access also given to the
Programme Administrator/Officer (they will assist other administrative staff in the School to access
these to save you receiving multiple requests for information.)
The Course Outline should include:
 The Unit’s Aims and Learning Outcomes
 Structure and content of the unit
 Details of the relevant reading
 Assessment methods – including details of the assignment question(s) (where
appropriate) and the weighting of different assessment components (for example,
50% Coursework, 50% Exam), plus information on qualifying fail rules (if appropriate)
– the Assessments Office can advise on qualifying fail rules.
 The word limit of any written pieces of assessment should be clearly specified along
with details of the penalties for exceeding this limit (see section 7 of handbook for full
details)
 The method, date, time and place for Coursework submission, in-class tests,
presentations, etc. (see 1.5 below)
 The method, date, time and place for return of feedback (i.e., electronic copy by
Moodle)
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Information on non-assessment based feedback mechanisms that are used in the unit
i.e. in-class discussion.

1.5

Setting of assessment tasks:
All summative assessment instructions (this includes all forms of coursework as well as
examination papers) must be internally moderated by an appropriate member of academic staff
with appropriate knowledge and experience of the subject area (preferably another member of
your teaching group but should not be directly involved in the teaching of the unit) prior to the
assessment being sat. In theory all summative assessment course-work instructions that count
towards a degree should also be considered by an External Examiner prior to distribution to
students. As this is not always practical, only instructions for those summative assessments that
contribute more than 7% of the final degree must be sent to the External Examiner prior to
distribution to students – e.g. final projects, or 100% assessments for all year units. (Please note
requirements for sending examination papers to External Examiners under 1.17.) If this applies to
your unit, the Assessment Office will contact you directly to request the coursework instructions.

1.6

Coursework submission deadlines: Submission deadlines of any written assessed work should also
be clearly communicated to both the students and the relevant Programme Office at the beginning
of the semester.
The expected time-line for the return of feedback (see section 3.3 for details of timing) should also
be communicated to both students and the relevant Programme Office. Please note feedback on
formative assessment, or early summative assessment, should be given in time to allow students
to build on their knowledge prior to the final summative assessment of a unit.
Assessment submission deadlines must be within the semester within which the teaching falls and
must be prior to the start of the Examination Period.

1.7

Exam Period Dates
There are 3 main periods in each Academic Session when Examinations take place. The dates in
the academic year 2017/18 are:
Semester 1 (2 weeks)
o Start Monday 15th January 2018 and end on Friday 26th January 2018
Semester 2 (3 weeks)
o Start Monday 14th May 2018 and end on Friday 1st June 2018
Supplementary Period (1.5 weeks)
o Start Wednesday 15th August 2018 and end on Friday 24th August 2018
Semester, vacation and assessment dates can also be found can be found on the Academic year
chart:
http://www.bath.ac.uk/timetable/ay-chart-2017-2018.pdf
Normally, exams take place on week days only, however exams may take place on Saturdays if
required.

1.8

Formative assessment: It is a University requirement that all units must have some formative
assessment. This can be summative too – i.e. a summative short essays that provides guidance
prior to a final examination. All formative assessment should be appropriate to prepare students
for the final summative assessment. If a unit has a 100% summative assessment then non-credit
bearing formative assessment MUST take place prior to the summative assessment. Details of any
non-credit bearing formative assessment (e.g. pop quizzes, Moodle based exercises etc.) should
also be communicated at the start of the semester.
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1.9

Deadline for return of marks to Assessment Office: When setting submission deadlines, staff
should be mindful of the deadline for the return of marks to the Assessment Office. The dates
can be found here: http://www.bath.ac.uk/internal/management/calendar/
or on the Assessment Processes and Guides Moodle page
(https://moodle.bath.ac.uk/course/view.php?id=57994)

1.10

These are the dates that assessed work needs to be marked, moderated and entered into SAMIS.
Extensions & IMCs (Individual Mitigating Circumstances): Students should be reminded by
Directors of Studies of the provisions for gaining an extension or for the consideration of IMCs (see
section 6 and 15 respectively).

1.11

Copies of set tasks to Assessment Office:
Staff should email all details of
coursework/presentation/in-class test instructions, and information on the moderation process,
to the Assessment Office as early as possible to: assessments@management.bath.ac.uk
. You should also attach any model answers and/or marking schemes/guidelines.

1.12

Methods of Coursework submission: For written coursework (e.g., essays) and the related
feedback, the method of submission and feedback is via Moodle.
Please note that additional hard copy backups are not routinely accepted and this must also be
authorised by the Associate Dean for UG/PGT.

1.13

1.14

Submission Cover sheet: It is the Unit Convenors responsibility to upload an electronic copy of the
submission cover sheet to Moodle and to inform students to include it as their front page. A copy
can be found on the Assessment Processes and Guides Moodle page
(https://moodle.bath.ac.uk/course/view.php?id=57994) . Paul Pinkney (a.p.pinkney@bath.ac.uk),
the School’s e-Learning Development Officer, can assist you with any Moodle queries including
setting up an electronic version of the ‘plagiarism declaration’.
In Class tests: Staff should ensure that any in-class tests are formally scheduled on the relevant
programme
timetables
by
liaising
with
the
Assessment
Office
(assessadmin@management.bath.ac.uk) at the start of each semester, as extra rooms may need
to be booked.
In-class tests must follow the University regulatory and practical requirements for examinations
(including the provision of individual special arrangements agreed with Student Disability Advice).
Appendix 4 contains a checklist that MUST be used to ensure that any in-class test conforms to
these requirements. [If you wish to have a less formal assessment then you may wish to choose
something other than an in-class test e.g. an on-line quiz.]

1.15

Exam Paper deadlines: Staff are asked to submit their internally moderated exam papers on the
Exam Paper Template (see 1.16 below) to the Assessment Office by the times stated on the School
of Management calendar:
http://www.bath.ac.uk/internal/management/calendar/ or on the Assessment Processes and
Guides Moodle page (https://moodle.bath.ac.uk/course/view.php?id=57994)

1.16

Exam Paper Template: The Assessment Office will send this to staff at the beginning of each
Semester along with a copy of the previous year’s exam paper (if available). The template guides
setters as to what information needs to be included on the Rubric (the front cover of the exam)
and gives space for examination questions to be inserted. The instructions for font style/size, page
numbering and question style should be followed as detailed on the template.
Where an examination contains multiple sections and questions, Convenors must indicate the
weighting of each section and the number of marks available for each question. The total marks
available for the whole paper should add up to 100.
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Staff are also asked to provide the following:
- A copy of the model answers and/or marking schemes (i.e., how does the marker intend to
allocate marks?)
- A copy of any statistical tables/ formulae sheets/case studies or other such materials required
as part of the examination
- The name of the moderator (this should be the same member(s) of staff who will be
responsible for moderating the completed scripts, and, wherever possible should not be
directly involved in the delivery of the unit).
1.17

External Examiners and Exam Papers/ course-work that counts more than 7% of the degree:
Only exam papers that contribute toward the final award of a degree are sent to External
Examiners (this includes some MN1 units). Only course-work instructions that count for more
than 7% of the degree must be sent in advance of setting to External Examiners.
The Assessment Office acts as a link between the setter and the External Examiner and will liaise
between the two parties. This is often an iterative process and continues until the paper is deemed
to be suitable by both parties (and with the internal moderator if there are significant changes
made). Setters are asked not to approach External Examiners directly.
In addition to the paper, External Examiners are provided with a range of accompanying literature
such as:
- The Unit Template
- Relevant Programme Regulations
- Course outline
- Model answers
- Marking Scheme
- A copy of any relevant Cases/papers/tables/etc. included as part of the Exam.
External Examiners should be provided with sufficient information about the assessment, the way
in which it will be marked and how marks will be allocated, to enable them to make informed
judgements about the suitability of the assessment for the level of the unit and the subject area.

1.18

Signing Off Exam Papers: Following internal moderation the Assessment Office will contact
External Examiners to gain their comments. Once any amendments have been agreed the
Assessment team will invite the exam setter to review a hard copy of the exam paper in the
Assessment Office. The paper should be checked and the QPRF (Question Paper Requisition form)
signed and dated by the exam setter within a set deadline. , The hardcopies of the papers will then
be submitted to the University’s Examinations Office for printing.

1.19

University Examinations Office: The University’s Examinations Office assumes responsibility for
overseeing the whole Examinations Process and the SoM must meet the University’s deadline for
the return of final exam papers. Failure to do so may result in the setter being expected to collate
and photocopy their papers themselves.

SoM Principles:
1.20

In addition to the guidance given in QA16, SoM staff are asked to pay particular attention to the
following:

1.21

All units must include effective mechanisms for providing assessment and feedback to students as
a fundamental part of the learning and teaching process, these should be appropriate and timely.

1.22

Mechanisms for marking and moderating are conducted with rigour, transparency, fairness and
timeliness and with due regard to security. Students and assessors should be explicitly aware of
and understand the assessment criteria that will be applied in the marking of all assessment tasks.
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1.23

Assessments should be specified in such a way that students have a clear idea of what is expected
of them. Staff should also make reference to the relevant Generic Marking Scheme (sections 8
and/or 9) which staff should also make available to their students.

1.24

Students should be reminded to adopt good academic conduct in respect of assessment and are
made aware by examiners of their responsibilities (see section 11 for what to do if you suspect an
academic offence has been committed).

1.25

There is an expectation for every unit to provide at least one opportunity for formative assessment
and feedback. This can be either through an early assessed component (i.e., coursework) or staff
could use one of the following examples (which can be offered on an individual or a whole class
basis):
-

Feedback on assignment plans, drafts
Responses/exchanges to questions using wikis, VLEs
Moodle activities that encourage students to reflect upon their work (quizzes, tests, etc) with
feedback from the tutor
Peer review/Class discussion

Details of formative assessments should be reported and evaluated as part of the discussion at the
Unit Board of Examiners.
1.26

Summative assessment methods should have the capacity to test the relevant learning outcomes
accurately and fairly and differentiate between different levels of student performance and
abilities.

1.27

The summative assessment regime for each unit is recorded in the individual Unit Templates.
(Information on formative assessment is also included in the Unit Template.) If staff wish to make
changes to the Unit Template, approval from SLTQC must be sought prior to the publication of the
Unit’s forthcoming availability via CMIS on the UoB website (i.e. before students select their units
for the following academic year).
If staff need a copy of their most recent Unit Template they can contact the Assessment Office.
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Section 2: Marking and Moderation of Completed Assessments
Introduction:
2.1

Full details of the UoB principles, policies and practices relating to Assessments are articulated in
the UoB Quality Code of Practice Statement QA16 (Assessment, Marking and Feedback) and the New
Framework for Assessments, these are available on the UoB website here:

http://www.bath.ac.uk/quality/documents/QA16.pdf
http://www.bath.ac.uk/registry/nfa/index.htm
With regards to the marking and moderation of assessments, staff should familiarise themselves
in particular with sections 1 to 4 and 10 of QA16. (Similar guidance is provided in Appendix 2 of
the NFA.)

SoM Procedures:
2.2

Timing: The full process of marking and moderation must be completed before any work and
feedback is returned to students.

2.3

Anonymity: University policy requires that all written examination scripts are marked on an
anonymous basis. The anonymity ceases once marked scripts have been returned to the Assessment
Office, the unit has been processed in SAMIS and markers have been issued with a Board of
Examiners Unit Board report. The School is working towards introducing anonymous marking for all
coursework, during the transitional phase information on current expectations are being
communicated by the Associate Deans by e-mail.

2.4

Examiners and Moderators Report: As part of the process, markers and moderators are asked to
complete an Examiners and Moderators Report (see Appendix 5) which should be kept with the
scripts/coursework. This report should be completed for every assessment set including
examinations, essays, presentations, coursework, etc. Where Coursework submission is via Moodle,
staff should still complete the report and return this to the Assessment Office along with the sample
of work to be sent to External Examiners.

2.5

Marking, Moderation and Checking Exam Scripts: There must be a clear audit trail that every exam
script has been marked and checked (checked means that all marks have been correctly aggregated
and that no questions or pages have been missed) and that an appropriate sample has been
moderated. Markers, moderators and ‘checkers’ (often the first marker and/or the moderator)
should initial the front cover of each exam script as follows:

First marker’s
initials

Moderator’s
initials

‘Checker(s)’
initials

Agreed final mark (postmoderation & checking)

Note: Moderators should only initial the scripts that they have seen.
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2.6

Writing on Exam Scripts: The School encourages markers to make notes on the examination scripts
as this provides a useful guide to external examiners and moderators of how marks have been
awarded. Some examiners also initial every page to indicate that they have seen and marked each
page of the script.
Although students do not routinely have access to their completed examination scripts, markers
and moderators should not write anything on the script that they would not be happy for the
student or any other auditing party to see.

2.7

Use of the Scanner for Marking Multiple Choice Questions: Screenshot instructions on how to
use the scanner are available in the Assessments Office.. All assessments that have been marked
by the scanner should also then be spot-checked by the lecturer to ensure that the machine has
marked as expected.

2.8

Internal Moderators: Should, where practicable, have appropriate subject expertise but not be
directly involved in the delivery of the unit.

2.9

Checking Sample: Academics must ensure that all scripts have been checked to confirm that marks
have been added up and entered into SAMIS correctly.
Moderation Sample: This should consist of:
-

2.10

All failed pieces of assessment
All borderline pieces
A representative sample in-between (some from the 90s, 80s, 70s, 60s, 50s and 40s)
A minimum of 10% of the cohort and no less than 5 scripts
Please note, where coursework takes the form of groupwork, the sample should still consist of
no less than 5 pieces of work

Double Marking of Dissertations/Final Projects:
The University requires all Final Projects/Dissertations and assignments worth more than 7% of the
degree to be blind double marked.
In instances where first and second marker cannot agree and the difference is <4% and does not
cross a classification boundary, the average of the marks shall be taken to the Board of Examiners
for Units.
In instances where first and second marker cannot agree and the difference is more than 4% and/or
crosses a classification boundary, a third marker will be appointed by the relevant Associate Dean
on the basis of their subject expertise. The third marker will receive both sets of marks and
comments and attempt to facilitate an agreement between the two markers. If the third marker is
unable to facilitate such an agreement, the third marker will be responsible for awarding a mark
anywhere within the range of marks of the first and second marker.

2.11

Changing marks following moderation: Moderators should not change individual marks only of the
sample looked at, unless there is good reason why this sample forms a discrete subset (e.g, all fails).
Moderators may be asked to give a view of the appropriate mark for individual submissions, but the
normal assumption should be that if a moderator makes suggestions for individual mark changes,
then all scripts should be reviewed and not just the sample.
If marks have been entered into SAMIS and the marker and moderator wish to make changes,
contact the Assessment Office who will be able to explain how to do this.
If an error is discovered in the addition/entry of a mark, either at the moderation or External
Examining stage of the process, then all marks should be checked for accuracy.
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2.12

Entering marks into SAMIS: The Unit Convenor is responsible for entering their own marks into
SAMIS. Please contact the Assessment Office should you require guidance as to how to do this.

2.13

Deadline for return of marks to Assessment Office: The deadlines for the return of marks to the
Assessment Office in 2017/18 are :
-

Monday 5th February 2018 (all Semester 1 units)
Friday 1st June 2018 (finalist Semester 2 units – normally MN3 level but also some level 1, 2 and
5 if taken by undergraduate finalists)
Friday 5th June 2018 (non-finalist Semester 2 units – most MN1, MN2 and MN5 level units).

These are the dates that all assessed work needs to be marked, moderated, entered into SAMIS and
returned to the relevant Programme Office and/or the Assessment Office.
2.14

Retaining Coursework: The SoM retains a scanned sample of marked Coursework. Any
comments written on the work will be part of the feedback for students on their assessed work –
(see Section 3 on feedback for full details).

2.15

Processing of Marks: Once all moderated marks have been returned to the Assessment Office, the
unit will be processed in SAMIS. Subsequently, the Assessment Office will issue a Board of Examiners
for Units Report to staff showing the component marks, the overall marks and the statistics for the
unit.
At this stage and prior to the Board of Examiners for Units, staff are asked to review and check the
assessment results, please note that this is in preparation for the Board of Examiners for Units
where markers will be asked to confirm marks and agree the overall academic standards achieved
by the students: marks cannot be amended prior to the Board. If you have any changes you wish

to make you would need to bring them for discussion at the unit board.
For full details of the Boards of Examiners, see Section 12.

SoM Principles:
2.16

Mechanisms for marking and moderating must be conducted with rigour, transparency, fairness
and timeliness and with due regard to security. Students and assessors should be explicitly aware
of and understand the assessment criteria that will be applied in the marking of all assessment tasks.
It is critical that there is a clear and auditable trail of the marking, moderation, checking and
external review processes.

2.17

Each Assessment should be marked against the assessment-specific marking criteria, any model
answers and/or marking scheme and the relevant Generic Marking Scheme (see sections 8 & 9).

2.18

Marking and Moderation procedures should be open to audit and robust. There must be a clear
audit trail to demonstrate that appropriate marking and moderation has taken place. The School has
introduced an Examiners and Moderators Report form (see appendix 5) to ensure that the recording
of this process is as straight forward as possible.
Moderation aims to ensure that:



Markers are operating to the same academic standards, particularly in respect to
important grade boundaries (classifications, pass/fail)
The academic standards are appropriate to the subject and the level and comply with
either the School’s Undergraduate or Postgraduate marking Scheme, whichever is
appropriate.
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Assessments set reflect the content of the course as described in the Unit Template and
Course Outline.
Assessment is cogent, coherent and appropriate
Administrative errors are kept to a minimum
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Section 3: Providing Feedback to Students
Introduction:
3.1

Full details of the UoB principles, policies and practices relating to Assessments are articulated in
the UoB Quality Code of Practice Statement QA16 (Assessment, Marking and Feedback) and the
New Framework for Assessments, these are available on the UoB website here:

http://www.bath.ac.uk/quality/documents/QA16.pdf
http://www.bath.ac.uk/registry/nfa/index.htm

SoM Procedures:
3.2

We need to communicate to students that feedback takes many forms and is not simply the
written feedback on an assignment.

3.3

Feedback on Coursework: Students should receive Feedback on their academic performance in all
coursework assignments, summative or formative, (e.g., including presentations, in-class tests,
essays, etc) which take place during the semester.

3.4

Timing: Feedback MUST be given within 3 semester weeks (i.e., excluding vacation weeks) of
submission. If an assessment is submitted within 3 semester weeks of the examinations then the
latest that feedback can be give is two working days before the date of the examination. But
feedback this late should be seen as exceptional in a unit which includes an examination. The
School would usually expect assignment feedback in units which include examinations to be
returned in sufficient time for students to take account of it in their revision. If extreme,
unpredictable, circumstances result in late provision of feedback then affected students must be
kept informed of how and when feedback will be provided.

3.5

Returning coursework feedback to students: The School retains a copied sample of summative
coursework assignments. Student feedback is provided via Moodle and should include the mark
and the way in which the student has performed in relation to the assessment criteria.
If hardcopy coursework submission has been approved by the Associate Dean, then the unit
convenor is responsible for sending a feedback sheet to each student. The unit convenor should
then email the following to the Assessment Office:
 A scanned copy all feedback sheets
 A sample of coursework and sample summary sheet
 A completed Examiners and Moderators Report
The same deadlines apply for the provision of feedback via Moodle.

3.6

Feedback on Presentations: If presentations form part of the unit assessment, please follow the
procedure below for in-class tests.
Feedback on in-class tests: In-class tests for assessment purposes should be treated in the same
way as coursework.
1
The test must be moderated before any feedback is given to students and the marks
input into SAMIS.
2
Feedback must be given to the students via Moodle within 3 semester weeks
(excluding vacation weeks) and at least 2 days before the exam date, whichever is
sooner.
3
The following should then be emailed to The Assessment Office:
 A copy of the samples for external review and the sample summary sheet
 A copy of any feedback given to the students.
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3.8

A copy of the Examiners and Moderators report.
A record of all students’ marks (the marks spreadsheet is permissible).

Feedback on Examinations: Students are not given access to their individual exam scripts. Please
ensure you provide detailed individual feedback for any student who has failed and is required to
take supplementary and/or deferred assessment. Additionally students may request individual
feedback when they have substantial concerns about their performance (e.g. when a student
performs significantly differently on the unit to others they are taking or performs substantially
worse on examination than on coursework for the same unit). As a guide you may wish to limit the
provisions of individual feedback under ‘substantial concerns’ to scripts that are two classes of
degree below the student’s marks on other assessments (students can provide you with a print out
from SAMIS). If you do not agree that the student has grounds for individual feedback under
‘substantial concerns’ then you should refer them to the generic feedback that you have provided.
[Bear in mind that PGT students may have only a few other marks for comparison.] To provide
individual feedback, staff should email the Assessment Office for retrieval of the script. Staff will
then be contacted when the script is available. [Note: When providing feedback you should not
review the examination script with the student. You should review the scripts in advance and
prepare notes of what to discuss with the student.]
The School encourages markers to make notes on the examination scripts as this provides a useful
guide to external examiners and moderators of how marks have been awarded but also as an aide
memoire to staff when revisiting exam scripts to give individual feedback.
Although students do not routinely have access to their completed examination scripts, markers
and moderators should not write anything on the script that they would not be happy for the
student or any other auditing party to see.
Staff are expected to ensure that continuing students receive generic feedback on their academic
performance in formal written examinations. This is to ensure that students have an opportunity to
learn prior to undertaking later assessments on their programme of study. NB some units are taught
to both continuing and finalist students; such units require generic feedback. (As postgraduate
students may use material from semester 2 units in their dissertations/projects, all semester 2
examinations for postgraduate students will count as if they are for continuing students.) The
generic feedback should not be individual but must be provided on MOODLE and provide group
feedback indicating the different levels of performance for the different allocations of grades, e.g.,
‘those who scored highly tended to ….. those who scored averagely tended to ….’.
NB Students who have concerns about their ‘normal’ performance in examinations should be
referred to their Director of Studies who will seek study skills support for them.

SoM Principles:
3.9

The University as well as students have an expectation on teaching staff to provide feedback. Staff
should be aware that the following information is contained in the Student Handbook setting out
what student can expect from units delivered in the SoM.
Assessment and feedback are an essential part of the student experience and help to promote
learning and ensure academic standards and quality. The purpose of providing feedback on
summative assessment is not simply to justify the mark awarded, but should also aim to help
students taking similar assessments in future or identifying gaps in their subject knowledge.
But feedback takes many forms and is not simply the written feedback on an assignment. Feedback
can include comments on coursework (either summative or formative), seminar discussions, problem
and question solution sessions, feedback on essay plans submitted and peer assessment. This is
especially important for units which are assessed by examination only.
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Students receive feedback on their academic performance in all coursework assignments (i.e.,
including presentations, in-class tests, essays, etc) which take place during the semester. This should
be within 3 semester weeks (i.e., excluding vacation weeks).
If an assessment is submitted within 3 semester weeks of the examinations then the latest that
feedback can be given is two working days before the date of the examination). If an assessment is
submitted within 3 semester weeks of the examinations then the latest that feedback can be given
is two working days before the date of the examination. But feedback this late should be seen as
exceptional in a unit which includes an examination. The School would usually expect assignment
feedback in units which include examinations to be returned in sufficient time for students to take
account of it in their revision.
Students are not given access to their individual examination answer scripts. However continuing
students will have access to generic feedback on Moodle. Where students have failed and are
required to retrieve, detailed feedback will be provided at your request by your unit convenor (who
will review your script prior to providing you with feedback). Additionally, where you have
substantial concern about your performance in a particular examination (e.g. you have performed
significantly differently on the unit to others you have taken) you may seek individual feedback from
that unit convenor.
Please note that academic staff will limit the provision of individual feedback under ‘substantial
concerns’ to scripts that are two class of degree below your other assessment marks (and may ask
you to provide a print-out from SAMIS). (Staff are aware that PGT students will have only a small
number of other marks to illustrate this.)
If you are concerned about your performance across a range of examinations you should contact
your Director of Studies to source study skills training.
3.10

Staff should provide qualitative feedback which is constructively critical giving guidance on the
strengths of the work and how it should be improved –comments such as ‘Good – 63%’ is not
considered to be sufficient.
Course outlines should establish reasonable student expectations with regard to feedback which
should include an indication of the types of feedback students can expect to receive and the
responsibility of the student to engage with that feedback.
We need to communicate to students that feedback takes many forms and is not simply the written
feedback on an assignment. Feedback can include written comments on coursework (either
summative or formative), seminar discussions, problem and question solution sessions, feedback on
essay plans submitted and peer assessment. This is especially important for units which are assessed
by examination only.
Feedback on assessment should relate to the relevant assessment criteria but should also offer
students constructive comments upon their demonstration of generic skills such as presentational
and communication skills.
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Section 4: Teaching Evaluation
4.1

Every unit in the University of Bath is subject to Teaching Evaluation. This is normally conducted
at the end of each unit and is done through SAMIS (students access this through a Moodle interface).
For details see http://www.bath.ac.uk/learningandteaching/surveys/unit-evaluation/

4.2

Student views are sought on the delivery of the unit and the responses take the form of both
qualitative and quantitative feedback.

4.3

The University has laid down 8 core questions which apply to all units. These are scored 1-5 (5
high):

Core questions
Quantitative
1. I can see how this unit contributes to my overall programme of study.
2. The teaching was effective in helping me learn.*
3. It was clear to me what criteria would be used to assess my work before assessment took
place.
4. I found the resources (e.g. those available by Moodle, lecture notes etc.) supported my
learning.
5. Overall, I am satisfied with the quality of the unit.
*Question 2 should be repeated for each member of staff who makes a significant contribution to
teaching on the unit. This may include postgraduate students who teach (Graduate Teaching
Assistants (GTA), Postgraduate Teaching Assistants, Lab Demonstrators etc.) and non-academic or
external staff.
Qualitative
 What works well on this unit?
 What would you like us to change to improve this unit?
 Any other comments?
In addition unit convenors can choose a maximum of two discretionary questions from a
prescribed list that will be sent to the unit convenors prior to unit evaluations opening.
4.5

Unit convenors can view the student feedback by going to the Evaluation tab in SAMIS. Current
surveys can be accessed through the link in the bottom right hand corner of the page. This
feedback can be saved in Word or Excel by highlighting the content and copying and pasting.

4.6

Teaching Evaluations are discussed at the Learning, Teaching and Quality Committee and Executive
Board.

4.7

As and when appropriate, staff whose units have results for overall satisfaction below the agreed
norm (3.7/5) will be asked about that run of the unit in consultation with the relevant Head of
Division and Head of Learning and Teaching Quality.

4.8

Similarly if they wish, staff may use their Teaching Evaluation scores and comments to inform their
reporting of their unit to the Board of Examiners for Units.
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Section 5: External Examining of Taught Units
Introduction:
5.1

The full policy on External Examining is articulated in the University of Bath’s Quality Assurance
Code of Practice Statement QA12 External Examining (Taught Provision) and is available on the
UoB website here:

http://www.bath.ac.uk/quality/documents/QA12.pdf

SoM Procedures:
5.2

Communicating with External Examiners: The Assessment Office acts as a link between lecturers
and the External Examiners and liaises between the two parties. Lecturers are asked not to
approach External Examiners directly.

5.3

Draft Exam papers/Coursework instructions: Draft papers/ certain coursework assignment
instructions along with model answers and marking schemes are sent to External Examiners
electronically for approval prior to appropriate assessment periods. Please see section 1 of this
handbook for full details of this process.

5.4

Selecting Samples of completed work for External Review: When returning coursework to the
relevant Programme Office and/or Exam Scripts to the Assessment Office, staff must indicate
which pieces of assessed work should be in the copied sample to be seen by the External Examiner.
This should include:
-

All failed pieces of assessment
A representative sample from the top, middle and bottom (some from the 90s, 80s, 70s, 60s,
50s and 40s)
A minimum of 10% of the submissions and no less than 5 scripts/pieces of coursework.
Please note, where coursework takes the form of group work, the sample should still consist
of no less than 5 pieces of work.

Typically, the sample should overlap and be similar to that used as part of the moderation process.
Where there is more than one component, the External Examiner will not necessarily see all
components for specific students (for example, they may see Coursework for students 1, 2 & 3 and
Exams scripts for students 5, 6, 7).
It is essential that documents are labelled clearly when work is submitted on Moodle to aid with
identification of the appropriate piece(s) of work. Consider requiring your students to submit work
with a prescribed file name, for example: MN12345_CW2_123456789 (where the last nine digits
are the student registration number).
5.5

Documentation sent for External Review: The Assessment Office will send the identified samples
for all completed assessments contributing towards a final classification along with supporting
documentation including:
-

Copies of the feedback sheets
Unit Template
Course Outline
Exam Papers and/or Coursework Instructions
Model answers and marking schemes
Examiners and Moderators report including any additional notes provided
Unit Board report including statistics on distribution of marks
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5.6

Feedback from External Examiners: External Examiners are asked to comment upon the unit as a
whole and whether the assessment has proven to be a suitable test, whether the marking is
appropriate for the level of the assessment and whether the School has followed the Quality
Assurance Code of Practice and its own internal procedures. They are not asked to act as third
markers.
Upon receipt of the External Examiners’ comments, the Assessment Office will distribute these to
the first marker(s), the Head of Division and relevant Directors of Studies, they will also be noted
at the appropriate Board of Examiners for Units as required by the University. First makers are
expected to respond to any queries by the External Examiner via the Assessment Office.

SoM Principles:
5.7

The academic standards of programmes of study and their component parts are set and
maintained at an appropriate level and that the standards of student performance are properly
judged against this.

5.8

Final Assessment processes accurately measure student achievement against the intended
learning outcomes.

5.9

Processes should be rigorous, equitable and fairly operated and be carried out in line with both
University Regulations and Codes of Practice.

5.10

External Examiners have the right to see any and all assessed pieces of work contributing to the
final award and therefore processes must be sufficiently robust and transparent.

5.11

The University is able to compare its standard of awards with those of other higher education
institutions.

5.12

External Examiners are given specific advice regarding their duties as an External Examiner to the
School. Full details are given in QA12 but of these duties include:
i)
ii)
iii)
iv)
v)
vi)

Assuring the quality and validity of assessments at the design stage
Assuring the quality of the marking and grading process including moderation,
double marking, scaling, etc
Assuring the correct application of relevant assessment regulations
Ensuring consistent use of marking boundaries for units and assisting with the
calibration of marking across units
Verifying that the assessments and standards achieved by the students are
appropriate to that level of study
Confirming comparability with other universities in the UK
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Section 6: Requests for Extensions to submission deadlines and
Penalties for late submission
Extensions:
6.1

All unit convenors should clearly publicise all coursework submission dates at the beginning of the
unit, and communicate these dates to the appropriate Programme Office.

6.2

Students should be advised that they must use the common University’s Extension Request form
available either from the relevant Programme Office or the UoB website (see also Appendix 6).
Requests for extensions are not automatically granted and are only considered if the student provides
good reason for their request.

6.3

All requests for extensions need to be approved by the student’s Director of Studies. The Director of
Studies and the Unit Convenor should liaise with each other to ascertain whether an extension is
appropriate and if so the length of extension to be given. Once approved by the Director of Studies,
the signed Extension Request form should be passed to the relevant Programme Administrator.

6.4

Please note that extensions should be of a reasonable time-frame (e.g. if all other students have 3
weeks to complete then an extension should not be for 2 months). An extension to deadline that
exceeds 4 weeks must be approved by the Board of Studies. In addition, any requests for extensions
which may result in a need to extend registration (most likely in June, September or October or PGT)
must be approved by the Board of Studies who will require the support of the Director of Studies
before it will consider such requests.

6.5

Consideration should be given by the Director of Studies/Unit Convenor to the timing of extensions
in relation to the date that feedback will be given to the unit cohort. Wherever possible, extensions
should be not be given beyond the period that feedback on the particular assessment has already
been given to the cohort.

6.6

Students requesting extensions to Final Projects/Dissertations should be advised that if their request
is approved, the School cannot guarantee that the work will be marked in time for consideration of
the relevant Finalist Board of Examiners: the student may need to wait until the following cohort of
Finalists are considered before receiving the results of their Degree (normally 12 months after their
expected date of graduation).

Late submission:
6.7

Coursework submitted after the deadline without prior approval will normally receive a maximum
mark of 40%. The penalty for late submission is applied via SAMIS and the marker should assign a
mark as though the work is within time and then apply a SAMIS code (see 6.8, 6.9 and 6.10 below).
Programme Offices will identify any late submissions for hard copy course-work assignments.

6.8

Coursework that is handed in after 5 working days, without prior approval, will normally receive a
mark of zero.

6.9

When entering marks into SAMIS, the marker should enter the actual mark in the relevant mark box
and input the grade of ‘L’ in the accompanying grade box if the work has been handed in late but
within 5 days, for example, ‘65 L’. SAMIS will then record the original mark but automatically apply
the late penalty and cap the mark at 40.

6.10

If the work has been handed in after 5 working days (Monday to Friday), the marker should enter the
actual mark in the mark box followed by a grade of ‘LL’ in the grade box, for example, ‘65 LL’. SAMIS
will then record the original mark but automatically apply the late penalty and award a mark of zero.
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6.11

If a student fails to submit any work or is absent from the exam, the marker should enter the mark of
zero in the mark box followed by a grade of NS in the grade box, for example ‘0 NS’.

6.12

If you decide not to apply a late penalty, e.g. if an assignment is submitted to a Programme Office 3
minutes late but there was a queue to submit work, then you MUST report this to your board of
examiners for units.

General Notes:
6.13

The full University policy on extensions to coursework submission dates and the penalties incurred
for late submission are detailed in the University’s Quality Assurance Code of Practice Statement
QA16 and can be found here:

http://www.bath.ac.uk/quality/cop/statements.html
http://www.bath.ac.uk/quality/documents/QA16.pdf
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Section 7: Word limits and penalties for exceeding word limits
7.1

Convenors must ensure that their students are made aware of word limits/ranges on their
assessments and the penalty for exceeding this limit – these should be clearly specified in assignment
instructions.

7.2

The word limit should refer to the main body of the text. The purpose of the word limit is to ensure
that all students are working to common standards. Students must state the number of words on the
front cover.
Footnotes which have been produced by the student should be counted within the overall word limit
of written work. Tables in the main body of the assignment which contain text should be counted
within the overall word limit, unless otherwise specified in a unit’s assignment instructions.
Appendices, contents pages, executive summaries, diagrams, figures and reference
lists/bibliographies should not be counted within the overall word limit of written work.
Appendices are additional evidence that are supplied for information to the examiner and should not
be regarded as part of the main body of the report. The appendices should not be marked and the
report should be able to stand independently without the appendices. The purpose of appendices
should be clear to the reader.

7.3

Convenors must make it clear to students if they are willing to allow a buffer. Some examiners prefer
to allow up to a 10% buffer but you are NOT obliged to allow students to exceed the set word limit.
Whatever you choose, please ensure students are aware of the exact limit and any buffer at the time
that the assessment is set.

7.4

If the assignment is judged to exceed the word limit set by the Convenor excessively, then the script
should be returned to the student with instructions to amend it so that it falls within the permitted
word count. The student should be informed that the re-submitted work should be resubmitted direct
to the Convenor within 5 working days and that it will not gain more than the pass mark (40). If the
student does not re-submit the work then they will receive zero for that piece of work.
Please use this agreed School penalty system, and do not produce a different one just for your unit.
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Section 8: School of Management Generic Marking Scheme for
Undergraduate Assessments
Level 1 (units starting with MN1)
Convenors should provide students with a copy of the relevant School of Management Generic Marking
Scheme at the time that assessment is set.
80100

Excellent.
Outstanding
performance that fulfils
and exceeds designated
learning outcomes

Demonstrates a deep understanding of the subject matter that
indicates the student is already thinking at a higher level than is
needed for level 1 units in the subject area. Employs sophisticated
reasoning and shows evidence of understanding complex concepts
from reading outside lectures. Excellent expression.

70-79

Excellent.
Excellent performance
relative to designated
learning outcomes

Shows comprehensive understanding of the subject matter covered
in the assessment with a facility for applying the concepts addressed
in the unit to examples of the student’s own investigation or
conception. Strong evidence of reading and study outside lectures.
Very good expression.

60-69

Good Pass.
Very good performance
relative to designated
learning outcomes

Shows broad understanding of the subject matter covered in the
assessment and has mostly applied it correctly or sensibly. Has
begun to investigate independently and apply the concepts to
examples of the student’s own devising. Reading and study outside
class has improved understanding of the essential material on the
unit. Good level of expression.

50-59

Pass.
Good performance
relative to designated
learning outcomes

Shows understanding of the content of the unit within the material
presented in lectures or classes. Some misunderstandings which
need attention. Some attention may need to be given to the
expression.

40-49

Low Pass.
Satisfactory
performance in designed
learning outcomes

Some understanding of the content of the unit shown, but to a more
limited extent than would be present for higher marks. This may
mean that the analysis may show some limited weakness or that
there is a sense in the assessment that material is being transferred
from lectures rather than being fully understood. Expression needs
serious attention.

35-39

Borderline Fail.

The student shows a limited grasp of the subject, or makes serious
mistakes.
(marks in this range are potentially condonable – i.e., depending
on the student’s overall profile of marks, it is possible for credit to
be awarded without the need for a successful retrieval to be
undertaken)

20-34

Fail.

A failure to meet the assessment criteria for the piece of work,
either through consistently poor execution, comprehensive
misunderstanding of the unit’s content or a failure to address the
question set.
(marks in this range are outside the condonable range and a
successful retrieval is required before credit can be awarded)
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0-19

Fail.

A failure even to approach the learning outcomes for the unit or the
set assessment criteria. Significant portions of the assessment either
not present or not comprehensible as an answer to the question set.
(marks in this range are outside the condonable range and a
successful retrieval is required before credit can be awarded)

Level 2/3 (units starting with MN2 or MN3)
Convenors should provide students with a copy of the relevant School of Management Generic Marking
Scheme at the time that assessment is set.

80-100 First class performance
plus.
Outstanding
performance that fulfils
and exceeds designated
learning outcomes

The level of reasoning and research or critical approach to research
is highly professional and potentially publishable. Demonstrates a
high degree of originality in the argument and execution. Strong
evidence of understanding and critique of complex ideas from
reading published research in the field. Excellent, highly readable
expression.

70-79

First class performance.
Excellent performance
relative to designated
learning outcomes

Excellent understanding of the theories presented on the unit and
critical approach to research findings in the subject area. Examples
are drawn from the student’s own investigation or conception and
are intelligently used. Demonstrates a good understanding of
central ideas in the discipline from wide reading of published
research in the field. Shows the capacity to sustain a sound
argument through to conclusions clearly informed by research in the
subject area or discipline. Very good expression.

60-69

Good Pass.
Very good performance
relative to designated
learning outcomes

Shows good understanding of the theoretical content and of its
application. Where examples are used, these are derived from the
student’s own investigation rather than simply being transferred
from class material. The argument and/or presentation of different
points of view are clear and well-constructed in relation to the
question set. Shows a broad awareness of emerging ideas from
recent research in the subject area drawn from reading outside
lectures. Only minor flaws in expression.

50-59

Pass.
Good performance
relative to designated
learning outcomes

Demonstrates an understanding of the content of the unit, but may
lack some understanding of the more sophisticated theory.
Arguments or points of view are presented but understanding of
their background or principles may be more limited than for marks
in the higher categories. Limited engagement with emerging ideas
in the subject area or discipline and limited evidence of reading
outside lectures. Some use examples drawn from the student’s own
reading. Expression needs attention.

40-49

Low Pass.
Satisfactory
performance in
designed learning
outcomes

Demonstrates an understanding of the content of the unit, but does
not extend investigation or analysis beyond material presented in
lectures. Expression needs serious attention.
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35-39

Borderline Fail.

The student has not yet shown an adequate grasp of the subject,
possibly with some serious misconceptions in the theory or failure
to apply it in an appropriate way.
(marks in this range are potentially condonable – i.e., depending
on the student’s overall profile of marks, it is possible for credit to
be awarded without the need for a successful retrieval to be
undertaken)

20-34

Fail.

A failure to meet the assessment criteria for the piece of work,
either through consistently poor execution, comprehensive
misunderstanding of the unit’s content or a failure to address the
question set.
(marks in this range are outside the condonable range and a
successful retrieval is required before credit can be awarded)

0-19

Fail.

A failure even to approach the learning outcomes for the unit or the
set assessment criteria. Significant portions of the assessment either
not present or not comprehensible as an answer to the question set.
(marks in this range are outside the condonable range and a
successful retrieval is required before credit can be awarded)
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Section 9: Section 9: School of Management Generic Marking Scheme
for Taught Postgraduate Assessments (MSc/MBA)
Level 5 (units starting with MN5)
Convenors should provide students with a copy of the relevant School of Management Generic Marking
Scheme at the time that assessment is set.
80100

Distinction Plus.
Outstanding
performance that fulfils
and exceeds designated
learning outcomes

Exceptional piece of work. Assignment - potentially publishable as
a working paper. In examination - knowledge and understanding of
material beyond that stipulated in the unit, rigorous application and
showing originality and insight.

70-79

Distinction.
Excellent performance
relative to designated
learning outcomes

The candidate has met the criteria and has demonstrated a high
degree of analytical ability, originality and insight using a wide range
of sources. Has demonstrated an outstanding performance in the
designated learning outcomes for the unit. Has demonstrated an
unusually high level of comprehension of the academic content of
the unit and has shown clear evidence of appreciating its
professional application.

60-69

Good Pass (Merit level
standard).
Very good performance
relative to designated
learning outcomes

The candidate has met the criteria well. Student identifies the key
issues, demonstrates a good grasp of the relevant concepts and is
able to argue logically and organise the answer well, with evidence
of relevant reading. Generally shows good writing ability.
Demonstrates good powers of critical thought, provides useful of
examples to illustrate points and justify arguments, and displays
evidence of reading of the subject along with appreciation and
original thought. No significant weaknesses in competence in the
subject.
Has demonstrated a fully satisfactory performance in the
designated learning outcomes for the unit.

50-59

Pass.
Good performance
relative to designated
learning outcomes

The candidate has met the criteria. Student identifies many of the
key issues and shows some ability to argue logically and organise an
answer. Demonstrates knowledge of the material provided in the
basic readings but without much evidence of critical thought or
wider reading in, or appreciation of the subject. May reveal
evidence of some deficiencies in knowledge and understanding.
Has demonstrated a satisfactory performance in the designated
learning outcomes for the unit.

40-49

Low Pass.
Satisfactory
performance in designed
learning outcomes

The candidate has met the criteria, although there are important
weaknesses. Student identifies some of the key issues, shows some
ability to construct an argument and has reasonable presentation
skills. May reveal evidence of some deficiencies in knowledge and
understanding.
Shows comprehension of the basic facts and principles.
Has demonstrated a satisfactory performance in the designated
learning outcomes for the unit.
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35-39

Borderline Fail.

The candidate has marginally failed to demonstrate an ability to
meet the criteria. Prone to inaccuracy and tendency to irrelevance.
Only partial knowledge and understanding of key concepts and
ideas. Shows poor comprehension of the basic facts and principles.
Has not demonstrated satisfactory performance in the designated
learning outcomes for the unit. No evidence of original thought.
(marks in this range are potentially condonable – i.e., depending
on the student’s overall profile of marks, it is possible for credit to
be awarded without the need for a successful retrieval to be
undertaken)

0-34

Fail.

The candidate has failed to demonstrate an ability to meet the
criteria. The answer may be totally or largely irrelevant to the
question. The candidate shows little knowledge and demonstrates
a poor understanding of the subject.
Has not demonstrated satisfactory performance in the designated
learning outcomes for the unit. No evidence of original thought.
(marks in this range are outside the condonable range and a
successful retrieval is required before credit can be awarded)
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Section 10: SoM Group Contribution Formula (for use where
contribution to Group work is unequal)
10.1

When members of the group agree that individual contributions to group work are equal
then each student will get the same mark. All members of the group are required to sign
the hand-in cover sheet.
(Please note that Social Entrepreneurship Action Project and Research Project and the
Final Year Project (BSc in Business Administration) have their own specified arrangements
and are not covered by this section.)

10.2

In the event that students working in a group inform the Unit Convenor that contributions
to group work have been unequal, the Convenor should refer to the following procedures:

10.2a

Wherever possible, the students should be asked to agree between themselves what
they feel to be the most appropriate variations in individual marks based entirely upon
individual engagement with the work process.
Members of the group should then indicate the percentage contribution to the work
process that each person has made on the Submission Sheet when submitting the work.
This percentage contribution must be supported by verifiable evidence, for example notes
of work carried out, drafts, minutes of meetings etc. All students need to sign the
Submission Sheet. The Unit Convenor must formally agree that the variations in individual
marks resulting from the percentage contributions agreed by the students are supported
by the evidence provided.

10.2b

Where students cannot agree the split in contributions, the Unit Convenor is required to
investigate the participation of individuals in the group working arrangements and make
a judgement of the individual marks based on the evidence available (for example notes
of work carried out, drafts, minutes of meetings etc). For any staff members who wish to
adopt it, a protocol which has been used by some current members of the School is
included as an appendix to this handbook. It requires students claiming unequal
contribution to explain, with evidence, and in good time before the assessment
submission. A brief statement giving details of the investigation including the outcome
and the final split to be applied should be provided by the Unit Convenor and attached to
the Coursework before it is returned to the relevant Programme Office. The students
should be informed of the Unit Convenors decision.
If the proposed allocation is disputed by one or more of the students then the issue will
be discussed at the Unit Board of Examiners who will make a decision to be reported to
the Board of Examiners for Programmes and subsequently to the Board of Studies.

10.3

Once splits in contributions are agreed the following formula should be applied:
1. The mark for the piece of work is multiplied by the number of students in the group
to give a total number of marks to be allocated.
2. This total figure is then multiplied by the percentage contribution of each member
to give an individual mark up to a maximum of 100%.
For example if the group mark is 60% and there are 2 members who have contributed 53%
and 47% the calculation is:
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60 x 2 = 120
Student 1 is 120 x 0.53 = 63.6%
Student 2 is 120 x 0.47 = 56.4%
(marks are rounded up or down to the nearest integer)
10.4

Where contributions are unequal, this must be made known to the relevant Board of
Examiners for Units.

10.5

Any decisions to vary the individual mark by the first marker will be made known to the
moderator who should approve the marks allocated in the normal way.

10.6

Assignment Feedback: The submission coversheet gives space for the students to indicate
contribution. Similarly the feedback sheet should indicate the appropriate marks to each
member of the group based on the above formula.
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Section 11: Plagiarism and Unfair Practice: Principles and Procedures
including Mandatory Skills Training and Test
Introduction:
11.1

Full details of the UoB principles, policies and practices relating to Assessments are articulated in the
UoB Quality Code of Practice Statement QA53 (Examination and Assessment Offences) and is
available on the UoB website here:
http://www.bath.ac.uk/quality/documents/QA53.pdf

SoM Procedures:
The School requires each programme to have one early assessment submitted to Turnitin to be
used as a mechanism for guiding students on their understanding of correct referencing of
academic work. This is in addition to an early introduction to the importance of avoiding plagiarism
– usually in the Director of Studies talk during induction - and the completion of the academic
integrity test.
11.2

Where Convenors suspect that a student has committed an Academic Offence, they should, in the
first instance, refer this to the appropriate Director of Studies with details and any supporting
documentation as to why they suspect an offence has taken place. The Director of Studies is then
responsible for taking action as detailed in QA53.
Turnitin: The University subscribes to the JISC Plagiarism Detection Service, Turnitin, which is used by
most UK Universities to detect plagiarism in students’ work. The service checks electronic, text-based
submissions against a large database of material and produces a report on the originality of each
piece of work, highlighting the presence of outside sources and providing a link to the original text.
Files may be uploaded either individually or together in a zip file.
Automated submission to Turnitin via Moodle: Moodle can be configured to automatically submit
all pieces of coursework to Turnitin and generate a similarity report. For advice on how to do this,
please see Moodle or alternatively, you can contact the School’s E-Learning Development Officer,
Paul Pinkney for support (ext. 3495 or email A.P.Pinkney@bath.ac.uk).
Turnitin Settings: For consistency of treatment, the School recommends the following settings for
Turnitin similarity reports:
- Quotations included.
- References excluded.
- Small matches (up to 10 words) excluded.

SoM Principles:
11.3

The University expects all its students to commit to and maintain high standards of academic honesty
and integrity, respecting the work and originality of others in the course of their work.

11.4

All staff engaged in teaching, tutoring and supervision of students are responsible for supporting
students so that they are:
-

11.5

routinely referred to sources of support, training and guidance, for the avoidance of academic
offences and for their development of good academic practice
aware that staff will take action to detect plagiarism and other offences and that if proven, the
penalties can be serious

Students have a responsibility to:
- complete the academic integrity training and test early in their first year of study at the
University, (ideally by 31 October)
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11.6

maintain their understanding of the rules defining plagiarism and other academic assessment
offences and their consequences
review their work for errors in referencing or citing others’ work

All students registered with the University of Bath are required to undertake an academic integrity
training session and satisfactorily complete a test of understanding within a defined initial period.
Students who fail to complete the test to a satisfactory standard by the next progression point on
their programme will not be permitted to progress to the next stage of their programme.
Directors of Studies have overall responsibility for advising students on good academic practice in the
submission of course-work, including ensuring student receive guidance on avoiding plagiarism,
completion of academic integrity training and test and receive feedback on an early assignment.

11.7

Examples of Academic Offences include:
- Cheating – unauthorised reference to notes or other materials in examinations, communication
during examinations, impersonation of an examination candidate, etc.
- Fabrication – reporting on data/experiments never collected/performed
- Falsification – misrepresenting the results of data collection or experimentation
- Plagiarism – taking writing or ideas of others and representing them as one’s own. Direct
paraphrasing or quotations without proper acknowledgement, collusion (eg the representation
of work produced in collaboration as work of a single candidate), use of others ideas without
acknowledging the source, copying large portions of text and linking them together with minimal
text of one’s own.
- Duplication – where students submit almost exactly the same piece of work for two different
assessments as if for the first time
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Section 12: Boards of Examiners (and Boards of Studies) – Functions and
Attendance requirements
12.1

In line with University Regulations and Codes of Practice, assessment results are considered at three stages of
Exam Boards:
1) Boards of Examiners for Units (BEUs)
2) Boards of Examiners for Programmes (BEPs)
3) Board of Studies (BoS)
Each stage feeds into the next and each stage of Exam Board performs a different function. Unit Boards are
organised by subject group, meaning that most academic staff will need to feed into the Exam Board process at
one point of the process only: this is the most time efficient way of utilising academic staff time.
A simplified summary of how the Boards relate to each other is below:

Board of Studies

BEPs – Undergraduate
Programmes (split by
programme)

BEU:
S&O

12.2

BEU:
MBS

BEPs – Postgraduate
Taught Programmes (split
by Programme)

BEU:
IDO

BEU:
AFL

The dates for all Boards of Examiners and Boards of Studies are detailed in the School of Management Calendar
of Meetings at the start of each academic session and can be found here:
http://www.bath.ac.uk/internal/management/calendar/ or on the Assessment Processes and Guides Moodle
page (https://moodle.bath.ac.uk/course/view.php?id=57994)
Most staff need only attend the relevant Unit Boards in any assessment period in which they are Examining.
The School will also require a subject group representative to be nominated by their Head of Division. Please
check the Calendar of Meetings early in the session and familiarise yourself with the dates of the relevant
BEUs that you will need to attend during the year.

Boards of Examiners for Units (BEU):
12.3

School Policy is that convenors MUST attend Boards of Examiners for units. Attendance at Board of Examiners
should be seen as a priority of members of that board, permission for non-attendance can only be granted by
the Associate Dean for UG or PGT (reflecting the importance of this role). If non-attendance is granted a fully
briefed representative, ideally this should be your moderator, is required to attend in your place. Please
ensure that you provide this representative with the Unit Board Guidance document. If there is no-one to
speak to a unit then the board will NOT go ahead. Similarly if the board is not quorate it will NOT go ahead.
Staff are expected to speak to their Unit and comment upon issues such as:
i)
Their perception of how the Unit has been received by students
ii)
Details of purely formative assessment and whether this was effective
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iii)
iv)
v)

Any unusual circumstances which may have arisen as part of the running and/or marking (e.g.,
fire-alarm in the exam, unexpected or unusual issues with the cohort, etc)
Assessment statistics (based on overall marks and component marks, showing mean scores,
median, quartiles, SDs)
Marking schemes used

12.4

BEUs are organised within the School by Division, in order to minimise the number of Exam Boards academic
staff are required to attend.

12.5

BEUs are responsible for:
i)
assuring the academic standards of the units under their academic authority
ii)
ensuring that summative assessments provide an appropriate level of academic challenge in
testing that the learning outcomes have been achieved
iii)
having an overview of formative assessments under their academic authority to ensure that the
overall assessment burden on students is congruent with an effective learning strategy
iv)
the conduct of Examinations and Assessments and to determine whether students have
successfully achieved the learning outcomes
v)
determining marks and unit results and ensuring that the finalised marks are an accurate
reflection of the standards achieved by candidates
vi)
returning confirmed marks and details of meeting to Boards of Examiners for Programmes
(BEPs)

12.6

After Convenors have returned assessment marks to the Assessment Office and, whenever possible, prior to a
BEU, the Assessment Office will provide Convenors with a copy of the Unit Board Report which includes
statistical data on the spread of marks.

12.7

The formal record of the proceedings of the Board of Examiners for Units will be passed to the appropriate
Board(s) of Examiners for Programmes, including to those being held in other Departments in the University.
Often, External Examiners will request access to BEU minutes as a means of reviewing the units they have
External Examiner responsibility for.

12.8

Normally, BEUs take place at the following times of year:
i)
the end of Semester 1
ii)
the end of Semester 2
iii)
the end of the Supplementary Period in September
iv)
October/November (Postgraduate Final Projects/Dissertations).
Occasionally, BEUs may take place outside these designated periods.

Boards of Examiners for Programmes (BEP)
12.10 The Boards of Examiners for Programmes can be further defined as follows:
i)
Progression Boards
ii)
Finalist Boards
12.11 BEPs are not permitted to alter any marks returned by a BEU (except in the case of administrative error).
12.12 Progression BEPs determine whether a student is eligible to progress to the next stage/part of the Programme
or whether successful completion of supplementary/deferred assessment is required.
Normally, Progression BEPs take place at the following times of year:
i)
the end of Semester 1
ii)
the end of Semester 2
iii)
the end of the Supplementary period in September
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12.13 Progression BEPs require membership of relevant Associate Dean, Director of Studies, External Examiners,
representatives from each Division and Placement Managers along with an Independent Advisor (if required),
Student Experience Officer and Secretary in attendance. If there are specific issues around a unit (or group of
units), other academic members of staff may be requested to attend so staff should note the dates of the
Progression BEPs Attendance at Board of Examiners should be seen as a priority of members of that board,
permission for non-attendance can only be granted by the Associate Dean for UG or PGT (reflecting the
importance of this role). If the board is not quorate it will NOT go ahead.
12.14 Finalist BEPs determine final degree classifications as appropriate in accordance with the formal scheme of
assessment relating to that particular programme. The School of Management holds a pre-Board meeting
before the External Examiners visit the School for the Finalist Board. The pre-Board meeting will consider
candidates in line with the scheme of assessment and make recommendations to the Finalist BEP and is the last
opportunity for the School to finalise any issues before the final recommendations for classifications are
presented to the External Examiners. See 12.13 in regard to importance of attending the meeting.
12.17 Finalist BEPs present the recommendations for degree classifications as made in the pre-Board meeting in the
presence of the External Examiner(s) for the Programme(s). Staff should not raise any new major issues at the
Finalist Board – debate should take place at the Pre-Board meeting.
12.18 The dates of the Boards can be found on the School calendar:
http://www.bath.ac.uk/internal/management/calendar/ or on the Assessment Processes and Guides Moodle
page (https://moodle.bath.ac.uk/course/view.php?id=57994)

Board of Studies:
(The notes here relate only to Assessment related matters carried out by the School’s Board of Studies).
12.19 After the Board of Studies has taken place the results will be published to Students via SAMIS on the Web.
Academic staff should not discuss results with students until after the Board of Studies has taken place and the
marks and progression/classification decisions have been finalised.

General Note:
12.20

The full University Policy on Assessment Procedures is articulated in the following documents:
- Undergraduate Taught Programmes: New Framework for Assessment: Assessment Regulations (NFAAR)
- Postgraduate Taught Programmes: New Framework for Assessment: Assessment Regulations: Phases 2
& 3 for Postgraduate Taught Programmes (NFAAR-PGT)
- University of Bath Quality Assurance Code of Practice Statement QA35

Section 13: University Practice on Sitting Examinations Overseas
13.1

All University of Bath students (including those who have permanent residences overseas) should
return to Bath to take any normal or supplementary examinations. Only the Director of Academic
Registry can give permission for examinations to be sat away from the University of Bath.

13.2

The Director of Academic Registry permits examinations to be sat away from the University only if
there are exceptional circumstances. Placements, travel costs, work commitments, etc. will not
normally be considered to be exceptional circumstances.
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13.3

If a student wishes to ask for permission to sit an examination they must first put their request in
writing to the Director of Studies who will (if they feel there are grounds) liaise with Assessment
Officer and decide whether the request should be submitted to the Director of Academic Registry.

13.4

Any request should indicate the exceptional circumstances which justifies why they cannot be
expected to return to the University of Bath.

13.5

If the Director of Academic Registry gives permission, the Assessment Office will make the necessary
arrangements. The student is responsible for finding a suitable venue (normally at the British Council)
and liaising with the Assessment Office. The Student is responsible for paying any costs incurred at
the venue direct to the venue provider.
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Section 14: Invigilation
14.1

Any queries regarding invigilation should in the first instance be directed to the Assessment
Office, however further guidance may also be found at the following link:
http://www.bath.ac.uk/rules/exam.html
All of those involved in invigilation at the University of Bath are required to read the documents
below before commencing invigilation duties, and follow the procedures detailed:



University Rule 2
Invigilation essentials guidance notes

You can access and download both documents from the Examinations Office Information and
guidance for invigilators webpage, as well as view the University's Regulations for students
(Regulation 15: Assessments) and Quality Assurance code of practice for the conduct of
examinations (QA28).

Invigilator’ training is offered prior to each exam period, further info here:
http://www.bath.ac.uk/hr/learning/programmes/courses/invigil/index
14.2

Staff will be asked to undertake invigilation duties at 3 times of the year:
- Semester 1 Exams
- Semester 2 Exams
- Supplementary Exams
Dates of the 2017/18 exam period can be found here:
http://www.bath.ac.uk/internal/management/calendar/ or on the Assessment Processes and
Guides Moodle page (https://moodle.bath.ac.uk/course/view.php?id=57994

The Exams Office send a timetable to the Assessment Office with invigilation slots that the School of
Management are required to fill. The invigilation load is distributed as fairly, evenly and sensitively as
possible. The ‘chief’ invigilator slots must be filled by academic staff, the ‘assistant’ invigilator slots are filled
externally (usually by hourly-paid PhD students).
 In the first instance we aim to ensure that academic staff invigilate their own taught units.
 In the second instance we aim to ensure (where possible) that invigilations are grouped together
(on the same day if possible) to minimise disruption.
Once the invigilation spreadsheet has been filled we will send this out to all academics.
Academics will be asked to confirm the invigilation duties they have been allocated. If unable to perform an
invigilation it is the responsibility of the assignee to arrange a swap. It is requested that the academic find
an exam at a time that is suitable, email the person allocated that time and arrange to swap. Once this has
been confirmed an email should be sent to assessadmin@management.bath.ac.uk to confirm the change.
The academic who has agreed to swap should be cc’d in this email.
The invigilation spreadsheet will then be returned to the Exams Office who will send out written
confirmations and invigilation instructions via internal post.
NB. If swaps are made after this cut-off date then it may be that the wrong date is sent out in the letter. A
master copy record of invigilation slots is kept by the Assessment Office and regularly updated.
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Section 15: Individual Mitigating Circumstances (IMCs)
15.1

The University’s regulations on IMCs are fully articulated in the following Guidance for staff
document which can be found on the UoB website:
http://www.bath.ac.uk/registry/imc/imc-staff.html

15.2

Students who wish to put in a claim for IMCs should be referred to their Programme
Administrator/Director of Studies or the website where full instructions are given:
http://www.bath.ac.uk/registry/imc/imc-students.html

15.3

Students must submit their claim to their Programme Administrator on the appropriate form and
within three days of the date of the assessment.

15.4

All submitted claims are considered at IMC panels within the School of Management. Dates of the
IMC panels can be found here:
http://www.bath.ac.uk/internal/management/calendar/ or on the Assessment Processes and
Guides Moodle page (https://moodle.bath.ac.uk/course/view.php?id=57994)

15.5

The function of the IMC panel is to consider each claim and whether to accept or reject it. If
accepted, details of the claim are made known to the relevant Board of Examiners who will decide
if/how compensation should be given (e.g., first sit retrieval, condoned pass on grounds of IMC
etc.). If rejected, the student is notified of the reason for rejection. If accepted, the student’s
progression or classification decision can be affected, but not the mark awarded for the piece of
work.

15.6

Only Directors of Studies, Student Experience Officers and Programme Administrators/Heads of
Operations plus a Secretary are required to attend IMC Panels.
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Section 16: Exchange Student Assessments
Some partner institutions have academic calendars which cut across the University of Bath’s semester
dates: i.e. their 2nd semester teaching begins before or during the University of Bath’s semester 1
examination period. Under these circumstances, those students cannot be expected to be on campus in
weeks 15 to 17, and this is acknowledged in the partnership agreements which have been drawn up with
their home institutions.
For those students taking semester 1 units which include an examination in their summative assessment,
alternative arrangements need to be put in place.
Protocol for incoming exchange students – Alternative Assessments and Exam Resits
1. Protocol to be applied where incoming exchange students must return to their home institution before
the Semester 1 examination period.
2. Protocol to be applied to incoming exchange students requiring resit exams.
Alternative Assessment Arrangements for Exchange Students
Some partner institutions have academic calendars which cut across the University of Bath’s semester
dates: i.e. their 2nd semester teaching begins before or during the University of Bath’s semester 1
examination period. Under these circumstances, those students cannot be expected to be on campus in
weeks 15 to 17, and this is acknowledged in the partnership agreements which have been drawn up with
their home institutions.
For those students taking semester 1 units which include an examination in their summative assessment,
alternative arrangements need to be put in place. The process for taking this into account is as follows:
1. The International Relations Manager and International Relations Coordinator identify partner
institutions whose academic calendars require their students to return before week 15. This list would
be updated as partnerships change or when existing partners change their academic calendars.
2. The International Relations Manager and International Relations Coordinator identify students from
those institutions whose unit choices include assessments with examinations. This can take place at
the end of week 3 of the University of Bath academic year.
3. The International Relations Coordinator contacts the convenors of relevant units to inform them that
they have students who will not be on campus in weeks 15 to 17. The unit convenor will be asked for
their preferred method of ensuring the students can be assessed. This could be one of:
a.

Coursework in lieu of examination in the form of a controlled conditions test, with length not
more than that of the examination. The rubric may be the same as for the examination, or may
vary from it according to the discretion of the unit convenor. In such circumstances, the
Assessments Office will coordinate with the unit convenor to arrange a location and invigilation.
Such assessment will be conducted using similar regulations for anonymity to examinations, i.e.
students will identify themselves with their candidate number. The latest date for such
arrangements will be the end of semester week 12 (i.e. the week after the final week of teaching
in the 1st semester). It may take place during the teaching period.
b. Coursework in lieu of examination in the form of a non-controlled conditions assignment. If the
coursework submission is not anonymous (i.e. does not use the student’s candidate number), the
unit convenor will liaise with the Assessments Office to ensure that the mark for this is entered
against the correct candidate number.
The unit convenors will need to record their preferences by the end of week 4.
4.

The International Relations Coordinator collects the preferences of relevant unit convenors and
presents a report to Board of Studies (BoS) itemising all the alternative arrangements. This report will
be completed in week 5 and sent to the School Assistant Registrar.
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5.

6.

7.
8.

If any unit convenor has selected the examination option, the Assistant Registrar will contact the
Director of Academic Registry directly to ask for permission. The Assistant Registrar will communicate
the outcome to the relevant unit convenor and the International Relations Coordinator. If permission
is not granted for an overseas sit of the examination, the unit convenor will be asked to specify a piece
of coursework assessment.* Note: this is a different procedure than the one for an exam resit.
The Board of Studies will address the list of alternative arrangements at its meeting in week 8. If it
requires any changes to the specified types of assessment, the BoS will communicate the outcome to
the relevant unit convenor and the International Relations Coordinator. Further proposals from the
unit convenor in response will be considered by the Chair of the Board of Studies under Chair’s Action.
The International Relations Coordinator will communicate the outcomes to the students and keep a
record for each unit for referral in future years.
The assessments are held in accordance with the principles laid out section 3 of this document.

Two additional points can be emphasised.
1. Alternative arrangements for incoming exchange students apply only to Semester 1 units. No
exchange partners have teaching periods that cut across the examination period in weeks 33 to 35.
Incoming exchange students will be informed that they should not request alternative arrangements from
unit convenors. If unit convenors to encounter any such requests, they should contact the International
Relations Coordinator.
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Appendix 1: Undergraduate Coursework hand-in sheet
School of Management – Undergraduate Coursework hand-in sheet
Student name(s)

%

%

For group work – individual % contributions need to be stated only where they are not equal.
Department (e.g. Management):

_________________

Programme and Year of Study:

_________________

Name of lecturer:

_________________

Unit title and code (eg MN20010):

_________________

Number of pages in assignment:

_____

Declaration
I/we certify that I/we have read and understood the entry in the relevant Student Handbook for the School of
Management on Cheating and Plagiarism and that all material in this assignment is my/our own work, except where
I/we have indicated with appropriate references. I/we agree that, in line with Regulation 15.3(e), if requested I/we will
submit an electronic copy of this work for submission to a Plagiarism Detection Service for quality assurance purposes.
I/we also confirm that the percentage allocation of work is as shown above.
Student Signature(s)

If assessment is group based, all members of the group must sign this form.
When to hand in
You should aim to hand your work in before the deadline given by your lecturer/ tutor. The University guidelines on penalties for late
submission are as follows:

Any assessment submitted late without an agreed extension, will receive a maximum mark of 40%. Any
assessment submitted more than 5 working days late without an agreed extension will receive a mark of zero.
How to hand in
This form is available electronically and can be pasted in to the front page of your assignment. If you are including this
as a hard copy this sheet must be stapled to the cover of your assignment. You must keep a copy of your course-work.
When handing work into the School of Management Reception you should sign the unit signing-in sheet and pass the
sheet and your course-work to a member of the Office staff for checking.
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Appendix 2: MSc Programme Coursework hand-in sheet
Student name(s)

%

%

Note: For group work – individual % contributions need to be stated only where they are not
equal.

Department (e.g. Management):
Programme:
Name of lecturer:
Title of unit (eg Employment Law):
Unit code (eg MN50155):
Number of pages in assignment:
Date Handed-In:
Declaration
I/we certify that I/we have read and understood the entry in the relevant Student Handbook for the School of
Management
on Cheating and Plagiarism and that all material in this assignment is my/our own work, except where I/we have
indicated
with appropriate references. I/we agree that, in line with Regulation 15.3(e), if requested I/we will submit an
electronic
copy of this work for submission to a Plagiarism Detection Service for quality assurance purposes. I/we also confirm
that
where applicable the percentage allocation of work is as shown above.
Student Signature(s)

Note: If assessment is group based, all members of the group must sign this form.

When to hand in
You should aim to hand your work in before the deadline given by your lecturer/ tutor.
The University guidelines on penalties for late submission are as follows:

- Any assessment submitted late without an agreed extension, will receive a maximum mark of 40%.
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- Any assessment submitted more than 5 working days late without an agreed extension will receive a mark
of zero.
How to hand in
This form is available electronically via Moodle and can be pasted in to the front page of your assignment. If you
are including
this as a hard copy this sheet must be stapled to the cover of your assignment. You must keep a copy of your coursework.
When handing work into the School of Management MSc Reception you should sign the unit signing-in sheet and
pass the sheet and your course-work to a member of the Office staff for checking.
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Appendix 3: MBA Programme Coursework hand-in sheet
Plagiarism Declaration
I/we certify that I/we have read and understood the entry in the Student Handbook for The Bath MBA on
Cheating and Plagiarism and that all material in this assignment is my own work, except where I/we have
indicated with appropriate references.
I/we agree that, in line with Regulation 15.3(e), if requested I/we will submit an electronic copy of this work
for submission to a Plagiarism Detection Service for quality assurance purposes.
In submitting this assignment I/we confirm that the material contained herein has not been, and will not be,
used to fulfil the requirements of any other assignment or piece of work which is a requirement of this or
any other course. The exception to this ruling is where company based research has been used, the raw data
(qualitative or quantitative) may be used in more than one assignment. This does not include paragraphs of
text, diagrams, charts, or graphs. All sources must be properly referenced.

STUDENT NAME(S):

STUDENT SIGNATURE(S):

UNIT TITLE:

UNIT NO:

MN50

MODULE LEADER:

DATE ASSIGNMENT SUBMITTED:

When to hand in
You should aim to hand your work in before the deadline given by your lecturer/ tutor. The University guidelines on
penalties for late submission are as follows:

- Any assessment submitted late without an agreed extension, will receive a maximum mark of 40%.
- Any assessment submitted more than 5 working days late without an agreed extension will receive a mark
of zero.
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Appendix 4: In-class test Checklist
In-class tests require extra consideration in regard to arrangements that need to be made in advance
(including the use of invigilators and provision of individual special arrangements agreed with Student
Disability Advice). This check-list will help you to make sure your in-class test conforms to them.
It is the assessment setter’s responsibility to ensure these are all in place, others (indicated) can
assist you.

Check

1. Room Space
In-class tests should be designed to fit in your normal lecture time slot and venue and the University
will no longer be providing double spacing in venues for in-class tests. However if you would prefer a
different room for your in-class test from your allocated lecture venue, such as a flat rather than a
tiered room, you will need to make the School of Management Assessment and Timetabling Office
(ATO) aware of this when the draft timetables are circulated to staff. (NB the School cannot
guarantee that the University will be able to provide these.)
2. Student Needs - Disability
Certain students have special arrangements for assessments, approved by Student Services, (such as
extra time, requirement for breaks every hour, a room to themselves, use of a laptop etc). The
assessment setter is responsible for collecting the relevant information from all students on the unit
and making sure such arrangements are adhered to. Specifically the unit convenor must ensure that:
-

a minimum of one month before the test, students should be informed of the date of the test
and that anyone, including School of Management students, requiring special arrangements
needs to inform the lecturer that they wish these requirements to be put in place by three
weeks in advance of the test at the latest.

The assessment setter should then collate a list of all students requiring assistance a minimum of
three weeks before the test and pass this to the ATO so that they can confirm the arrangements
required and help assist the unit convenor in putting them in place. It may not be possible to provide
complex special arrangements with shorter notice periods.
3. Room Allocation
When extra room(s) are needed for those students who require special arrangements to be put in
place the assessment setter is responsible for alerting students to which venue they should attend by
sending the list by email to the relevant students at least one week in advance of the test.
4. Invigilation
If there are students with special arrangement requirements more than one room may be needed
and although you will only need one person per room to ensure the test runs appropriately you may
want 2 people per venue. PhD or GRS students in your group are ideal choices for invigilation. The
ATO can also assist in trying to find invigilators. A limited budget is available to pay for the extra
invigilators If you require additional invigilators you will need to provide the ATO with a minimum of
three weeks’ notice for them to be able to assist you in sourcing this.
Once the invigilators have been identified the unit convenors are responsible for liaising with them
to provide information on all the necessary arrangements. The unit convenors will also be responsible
for arranging to meet with the invigilators no more than an hour before the test to distribute the inclass test materials.
5. Conducting the test
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The following are adapted from the guidance given to examination invigilators as these must be
applied for in-class tests as well.
- Assessment setters must ensure that invigilators take the correct ‘materials’ (answer books,
formula books) to every venue and these are put out on desks.
- Assessment setters must ensure that invigilators have the sufficient test papers to take to every
venue.
- Students often forget their venue. Ensure all invigilators have information on student
allocation for all venues.
- After the test: the Invigilator is responsible for collecting all the scripts, spare tests, and all
‘materials’ and for taking these to the location arranged with the assessment setter.
- Assessment setters will need to arrange to collect the scripts and materials from the invigilators
following the test. If assessment setters wish to collect the scripts from the Assessment Office
please ensure to check that the office will be staffed following the test otherwise an alternative
venue will need to be arranged.

The Assessment Office will NOT be able to provide any assistance on Board of Examiner
dates. You are recommended to try to avoid holding in-class tests on days that clash with
board of examiners meetings (see School calendar of meetings:
http://www.bath.ac.uk/internal/management/calendar/ or on the Assessment Processes and
Guides Moodle page (https://moodle.bath.ac.uk/course/view.php?id=57994)

6. Use of dictionaries and calculators
The Assessment Office can provide you with a few dictionaries or calculators for use during in-class
tests, please contact us before your test so we can arrange for this.
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Appendix 5: Examiners and Moderators Report form

EXAMINERS AND MODERATORS REPORT 2017/18
Semester:
Unit Code:
Examiners Name(s):
Moderator(s) Name(s):
Examiner’s Comments (or attach notes):
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Moderator’s comments (including details of which scripts have been moderated) (or
attach copies of notes/emails):

Please tick to confirm
I/WE CONFIRM THAT ALL SCRIPTS/WRITTEN ASSESSMENTS HAVE BEEN CHECKED TO
ENSURE MARKS HAVE BEEN ADDED / AGGREGATED CORRECTLY
I/WE CONFIRM THAT THE MARKS IN SAMIS HAVE BEEN CHECKED TO ENSURE ACCURATE
INPUTTING

Signed by Examiner(s) and date:……………………………………………………………...

Signed by Moderator(s) and date:..…………………………………………………………
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Appendix 6: Request for Extension Form

Request for
Extension Form
Please complete this form in BLOCK CAPITALS and pass to your Director of Studies
Department/School: 
Full Name:

Student Registration Number:

Programme Title:

Programme Code:

Programme Stage (if known):

Your Year of Study:

Units to be considered
Unit Code

Unit Name

Circumstances (please give a brief description including the impacts on your assessments,
using additional pages if required):

Please state the type of supporting evidence you are providing (using additional pages if
required):

Signature of Student:

Date:


Delete as appropriate

Office Use only
Date received by the
Department/School:

Authorised
Signature:

New Deadline Date:
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Appendix 7: An example for Unit Convenors of guidance that can be
provided to students
GROUP ASSIGNMENTS – MAKING A CASE FOR VARIATION OF MARKS
These notes are to help you to submit a case for mark variation should you be dissatisfied with the
contribution of one or more of the students in your group and you are clear that it is not going to be
possible to come to an agreement about variable contribution.
You may submit a request for variable contribution to the Unit Convenor on the following grounds:
A. Your request should be submitted to the Unit Convenor not later than 2 weeks before the deadline for
submission to allow for the necessary processes and for revised working arrangements to be put in place. A
request received after this date will not be accepted and marks will be awarded equally amongst all
members of the group.
B. Your request should be delivered to the unit convenor via e-mail and should comprise the following:
1. A summary sheet
2. Supporting evidence in the form of copies of emails, minutes of meetings or a clear timeline of
meetings and involvement of group members in them.
C. Before lodging a request you should make sure that you have taken all possible steps to integrate the
members of the group you have concerns about. This means that you must provide evidence that:
1. the students concerned have been informed of all proposed meeting dates and that they have not
raised any concerns (such as clashing lectures/other work commitments/illness/family issues)
which have prevented them from attending meetings
2. attempts have been made to contact members who do not reply to emails/complete agreed tasks
etc., either in lectures/class, by phone or on Moodle
3. the student(s) concerned have been made aware of your concerns re their contribution (preferably
by email, since this provides a written record)
4. notice of your intention to make a request has been communicated to the student(s) concerned at
least 3 days before lodging the appeal
Following receipt of your request the Unit Convenor will notify the student(s) concerned, the basis for the
appeal and ask for the student(s) response.
The Unit Convenor may take any of the following actions:
A meeting may be called by the Unit Convenor which all group members will be required to attend with a
view to setting up a revised set of working arrangements. The decision regarding such arrangements will be
at the discretion of the Unit Convenor having had regard to all the circumstances of the case and will be
communicated to all group members. The implications for the marking of the assignment will be
determined at this stage also.
If such a meeting is impractical, the Unit Convenor will keep a record of all communications received from
different group members, including the answer provided by team members to any allegation that they have
not fully contributed.
With or without a meeting, the assignment will be marked by the Unit Convenor with the knowledge of the
communications received from all group members, Any decision on the allocation of marks will be
communicated to group members, but will be treated as provisional until it has been validated by the
Board of Examiners for Units.

GROUP ASSIGNMENTS – MAKING A CASE FOR VARIATION OF MARKS
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APPENDIX
GROUP NAME/NUMBER:
GROUP MEMBERS:
STUDENTS LODGING REQUEST:
SUMMARY OF GROUNDS OF REQUEST: (MAX 100 WORDS)

SIGNED (hard copy only):

DATE:

DETAILED STEPS TAKEN TO INTEGRATE ALL MEMBERS OF GROUP INTO GROUP WORKING ARRANGEMENTS:

(Please include here details of the steps you have taken to ensure that your group is working effectively.
Support your narrative with evidence which is cross referenced. Your narrative should not exceed one side
of A4 in total)
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