Submission of Draft Assessments (Examinations and Coursework)
                                                          EXAMINERS
Draft examinations 
All draft examinations that contribute to the final award of a scheme should be approved prior to printing, including re-sit examinations.  
Draft examinations must be sent to the External Examiners assistant for approval at least 10 weeks before the examination dates. 

Draft coursework assignments 
If 50% or more of a module is assessed by coursework assignments, these assignments must be approved by the External Examiners prior to being handed out to students.  
Please note that External Examiners may in any case ask to approve assignments before they are taken. 
Draft coursework assignments must be sent to the External Examiners office10 weeks before they are given out to students.  
Late submission 
If assessments are received less than two weeks before the examination date/hand out date, then the assessment may be postponed and the assessment authors will have to provide replacements .  

Approval calendar 
The dates that assessments are taken should be sent to the External Examiners office at the start of the academic year, with estimated dates for the submission of assessments for approval.   
	
	


	Assessment Approval Calendar  : Draft coursework assignments  

	Name of Institution  :  
	

	ASSIGNMENT HAND-OUT DATE 
	Semester 1  

	
	Semester 2  

	SEND PROPOSALS TO MODERATORS  (IF APPLICABLE)
	Semester 1 


	
	Semester 2 


	DEADLINE FORASSESSMENT  MODERATORS TO RETURN COMMENTS (IF APPLICABLE) 
	Semester 1 



	
	Semester 2 


	DATE PROPOSALS TO BE SENT TO EXTERNAL EXAMINER  (10 WEEKS BEFORE HAND-OUT DATE) 
	Semester 1 



	
	Semester 2 


	DATE BY WHICH EXTERNAL EXAMINERS’ COMMENTS TO BE RETURNED BY
	Semester 

	
	Semester 2 

	CONFIRMATION PRO FORMA TO BE SUBMITTED


	OCTOBER 2007


Information to be supplied with draft assessments
All assessed work should contain the appropriate rubric (name of module, course, level, date, duration, materials allowed, open or closed book, etc).  See the example below.
Rubric for Examination Papers

All examination papers should contain the following information on the front page:

1. Title of Scheme 

2. Semester (e.g. 1 or 2, Spring or Autumn) 

3. Level (e.g. 3, 4, 5, 6, 7, formerly Level 0, 1, 2, 3 and M) 

4. Title of Module (and Code No.) 

5. Duration of Examination 

6. Date of Examination
7. Instructions to Candidates:

· Specify clearly how many questions should be attempted, for example:


“All questions to be attempted”


“Answer 2 out of 5 questions”


“Answer 3 questions, at least 1 from Section A and 1 from Section B”

· Provide information on marks available, for example:


“All questions carry equal marks”


“Marks for each question are shown in parenthesis”

· If multiple choice questions, state clearly whether or not negative marking is to be used.

· Statements are required defining any books or equipment which students may bring in to the examination. (In general it is accepted that non-programmable calculators may be used.)

· Paginate if examination continues overleaf and/or on another page.


State clearly “turn over” or “continued on p.” at foot of page.
Resit Assessments 
Re-sit examinations must be approved by the External Examiners before being sat by students.  It is recommended that the re-sits are sent at the same time as the first assessments.   For modules where 50% or more of the module is assessed by assignments, the re-sit assignments must also be approved. 

Sending assessments to the EXTERNAL EXAMINERS OFFICE
You may send assessments by email providing that the External Examiners Validation have agreed that they are happy to receive them electronically.  The assessments must be password protected and the password given by fax or telephone.  
Alternatively, please send hard copies to the External Examiners Office by ordinary mail. 
The procedure
1
Module leaders draft their examination papers and other assessments with the Assessment Moderating External Examiner providing liaison and informal advice where required or requested.  
2 
Draft assessments are submitted to the External Examiners Office  for the attention of the Examinations Assistant who will forward them to the External Examiners for approval. 

3
The External Examiners, may, if necessary consult with the Assessment  Moderator

4
If a revised draft is requested the module  assessment may not be taken by students without the External Examiner’s prior approval. 

5
You are required to return the final draft  form confirming that the module leader has adhered to this procedure.  
