Guidance on assessment and examination board (subject assessment board
) practice

The list below is designed to help Course Leaders plan assessment and examination board activity across the academic year.  It is by no means exhaustive, but ensures that key tasks are undertaken to ensure efficient and effective examination board processes to take place in line with the University’s regulatory structure.  

For an overview of the UW examination board framework and function, the roles of Board chairs and secretaries, the role of the external examiner and the University’s regulatory framework, please see the ‘Exam Board Training’ PowerPoint on the AQU website.

With regard to collaborative provision, it is suggested that this guidance is considered prior to the start of each academic year to determine who takes responsibility for each point.

Before start of academic year:

· Send draft assessment items and briefs to external examiner(s) for their consideration and comments (see Assessment Policy, section 8).

· Set dates for Course Management Committees (normally 1 per semester) and ensure that the external examiner report(s) and the Course response is considered for discussion with student academic representatives.
· Ensure that all teaching staff understand how to use the Electronic Transfer of Marks (ETM) system.

At start of academic year:

· Establish dates for subject assessment boards for the year (normally end of each semester) in liaison with Registry Services and the Chair of the Board.  

· Communicate these dates as early as possible to the external examiner, to ensure attendance, and to all members of the teaching team.

· Consult with external examiner regarding arrangements for moderation of the sample of student work (see Assessment Policy, section 10).  For example, will samples be sent on an ongoing basis, will the external examiner view work at the University/partner prior to meetings of the subject assessment board, will they meet with students?

· Ensure external examiner is sent relevant, current, course documentation and a copy of the Course Annual Evaluation report.

· Establish the means by which students will get feedback on assessment items and on examinations (see Assessment Policy, section 7).

One month before scheduled subject assessment board:
· Confirm date and arrangements for subject assessment boards with all participants, including the external examiner(s).  Should the external examiner be unable to attend, they must provide comments on the sample of student work they have considered, including confirmation of satisfaction of marking standards.  
· Confirm arrangements for internal moderation of marking with all members of the teaching team.  These arrangements should take account of any Institute or course policy.  In particular, ensure that appropriate arrangements are in place for moderating the marking of any new members of the teaching team.    

· Establish who will produce provisional module mark profiles from the student record system (SITS) to send with the sample.

· Ensure that information that will accompany the sample of student work for external examiners is collected.  This information normally includes examination papers, assignment briefs, assessment criteria and provisional mark profiles (see above).  

At point of subject assessment board:

· Check arrangements for board in conjunction with the secretary (Registry Services)

· Liaise with Secretary re: papers for board, including statistical mark profiles.

· Check through the standard agenda for boards (see Powerpoint linked above) and prepare for items as appropriate.

· Ensure board receives report on the previous post-examination board review of modules (sometimes referred to as the Module Moderation Board).

· Ensure that a date is set for the reassessment board to meet, and that arrangements for setting and communicating reassessment items for students are clear.  

Post-subject assessment board

· Analyse statistics on pass/fail/progression rates.  This information may usefully be discussed at the second Course Management Committee meeting and will also inform the Course Annual Evaluation report.

· Ensure that a response is written to the formal external examiner’s annual report (this report is received up to three weeks after the board and circulated to Course Leaders).  The response should be included in the Course Annual Evaluation report (the AE report in totality can then be sent to the external examiner at the start of the next academic year, following approval by the Institute Quality Committee).

� Subject Assessment Boards are those that operate within Institutes and, amongst other duties, consider results at subjects/course level.  The Board of Examiners operates at University level and, amongst other duties, makes progression decisions and confers awards.  This guidance relates to Subject Assessment Board practice unless otherwise stated. 





