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1
Subject-area Assessment Panels

1.1
Subject-area Assessment Panel (SAP)

Faculties will establish an Assessment Panel for each subject area. Appropriately constituted Assessment Panels will also be established by partner organisations in respect of awards delivered through a validation arrangement. 

1.2
Purposes of Assessment Panels

Assessment Panels will meet to consider results of the assessment process. Such Panels will occur at different points in the assessment cycle but their purpose will be the same:
· To approve the format, content and marking schemes of assessment contributing to overall module marks for all modules in the discipline. Consulting the external examiner as necessary.
· To agree the final moderated results for students within each module and within each programme.
· To assure the quality of assessment procedures for modules and programmes across the discipline and programmes of study.
· To consider programme marks and matters relating to final awards in order to make recommendations to the Board of Examiners for Progress and Awards relating to the programmes for which the Panel has responsibility.
· To approve as necessary any variation of assessment required to meet the needs of students with disabilities (in consultation with the Registrar).
· To consider medical, admissible compassionate evidence and any other mitigating circumstances.
· To make recommendations to the Concessions Committee relating to any application for mitigating circumstances by a student on a particular programme, annotating marks appropriately.
· To review statistical data on the outcome of assessments, taking action where appropriate.
· To make recommendations to the Board of Examiners for Progress and Award for any prizes relevant to the subject area..
1.3
Constitution of Panel

· Dean of Faculty (or nominee) – Chair

· Minimum of two members of the permanent teaching staff of the subject area
· Senior academic member of staff from within the Faculty with responsibility for assessment 

· External Examiner(s) (where appropriate)

· Module Leaders, as necessary

· Subject Liaison Representative (for assessment panels for validated programmes at partner institutions)

· Other members of academic and administrative staff should be in attendance as is necessary for the business of the meeting. A member of registry staff will attend wherever possible.
1.4
Attendance at Assessment Panels

Attendance is compulsory for the members of the Assessment Panel. Full- and part-time tutors involved in teaching the modules should attend on an equal basis where it is deemed relevant and necessary by the Dean of Faculty. Consideration needs to be given to this issue when allocating hours for part-time staff.

Attendance should be at least for the entire duration of the relevant part of the meeting and preferably for the whole meeting so that issues associated with the overall student profile can be discussed if needed.

Unavoidable absence should be notified, wherever possible, in advance to the Chair of the Panel and a substitute nominated. Colleagues need to ensure that the substitute is provided with all the necessary information in writing.

1.5
Guidance on the conduct of Assessment Panels and the return of marks

The process of the determination and return of marks must be open, collaborative and auditable.

1.6
In advance of the meeting of the SAP the following should be prepared:

· Mark List for the particular module, clearly indicating marks and grades for all components of the assessment, marks and grades from internal moderators and the final agreed grade and mark
· Module statistics e.g. mean and standards deviation, breakdown of grades across the bands
· Identification of any missing marks plus supporting evidence and recommendation for action
· Identification of any special mitigating circumstances affecting assessment plus supporting evidence
· Borderline cases, in particular marks of 39, 49, 59, 69

· Incidences of strong or weak performance

· Differences of opinion between markers
· Provisional Exam Board Mark Profiles for finalists based on provisional marks (normally summer panels)

· The Chair of the Panel in consultation with the Assessment Officer/the Head of Programme should identify such issues requiring advice or adjudication in advance of the meeting.

1.7
At the meeting of the SAP

· The meeting should be reminded at the start of the need for the strictest confidentiality. 

· The format, content and marking schemes of assessment contributing to the overall module mark for all modules in the Faculty should be approved.

· Mark lists should be agreed for modules.

· Statistics relating to assessment should be scrutinised. This may result in an adjustment of the module marks if it is perceived by the Panel that the module has produced an uncharacteristic profile of results. Any adjustment must be made on the basis of the whole module cohort and on the basis of evidence produced by the moderation of marks across the level.

· Mitigating Circumstances applications should be considered and recommendations should be made to the Concessions Committee of the Board of Examiners for Progress and Award. Other issues requiring adjudication, advice or special resolution should be identified and received making recommendations to the Board of Examiners for Progress and Award as necessary.

· Recommendations to Board of Examiners for Progress and Award in respect of the progress and awards or classification of degrees for any students should be agreed. The Panel will wish to make recommendations in respect of all candidates for final award whose classification average falls into the agreed borderline band for consideration at the Board of Examiners for Progress and Award. The Board will normally confirm the classification delivered by the average unless there are mitigating circumstances which suggest that there is a case for exceptional consideration.  

· Minutes will be confidential and conform to the guidelines set out in the guidance on minuting, at section 3.
1.8
After the SAP meeting

· Minutes will be finalised and approved by the Chair of the Panel as an official record then distributed to Panel members.

· Mark lists will be checked and sent to Registry by the deadline date together with recommendations concerning students with mitigating circumstances. Mark lists will be signed by the external examiner for all modules contributing directly to the award result.

· Marks will be adjusted on SITS in line with the mark lists and, with the assistance of Registry, will move from provisional to agreed status.  

· Action points will be identified and highlighted by the Secretary for those responsible for the action. Deadlines for action points to be agreed with the Chair of the Panel.

· Letters will be prepared for students with fails, setting out the re-assessment requirements (to be followed up with formal invitations to apply for re-assessment from Registry).
2
Board of Examiners for Progress & Award

2.1
Function

The Board ensures, on behalf of the Academic Board, that assessment procedures are properly conducted and undertakes the final approval and classification of awards.

2.2
Constitution of the Board

Ex officio

· Vice Chancellor

· Deputy Vice Chancellor (Chair)

· Registrar (Executive Officer)

· Director for Learning Development
Elected representatives
· Four members of academic staff elected by the Academic Board (for three years on a rotational basis)

Nominated members

· One member of academic staff to be nominated by each of the Faculties

University of Leeds

· Two members nominated by the University of Leeds (for such time as awards are validated by the University)

External member

· One Chief External Examiner approved by the Academic Standards Committee.

In attendance

· Deans of Faculty (or nominees)

· Head of Flexible Learning
· Heads of Programme

· Assessment Officers

· Heads of Programme for partner organisations for validated programmes

Terms of Reference

The Board of Examiners for Progress and Award will:

· Consider mark profiles presented for the conferment of awards and, inter alia, review borderline cases in the light of evidence presented to it
· Consider mark profiles presented for the progress of students.

2.3
Attendance

Attendance is compulsory for all members of the Board and those designated as in attendance. Attendance of subject representatives or representatives of partner organisations should be for the duration of that part of the meeting which relates to the business of that subject area or partner organisation. The Subject-area Assessment Panels should ensure that representatives are fully briefed on matters concerning students within their remit. Unavoidable absence should be notified wherever possible in advance to the Chair of the Board and a substitute nominated. Colleagues need to ensure that the substitute is provided with all the necessary information in writing.

2.4
Guidance on the conduct of the Board of Examiners for Progress and Award

In addition to the purposes of the Board of Examiners for Progress and Award indicated in 2.2, the Board should ensure that:

· Rules for progress and awards are applied equitably
· Appropriate consideration has been given to mitigating circumstances and disability
· Discretion is exercised consistently
· Appropriate decisions are taken with regard to progress and award
· Decisions on award are taken for programmes directly within its remit and recommendations on awards are made to the University of Leeds for programme validated by the University of Leeds.

In respect of degree classifications, the Board of Examiners for Progress and Award will review all profiles which have a classification average in the agreed borderline bands. The Board will normally confirm the classification delivered by the average. If there are mitigating circumstances, however, discretion might be exercised to give a candidate a higher class. The marks confirmed by the Subject-area Assessment Panels will not be amended in this process. 
2.5
In advance of the meeting

· Marks and information regarding student progression and achievement will be collated by Registry.

· Classification profiles will be produced with the assistance of Registry so that borderline cases or other recommendations in respect of degree profiles can be made.
· Information on mitigating circumstances will be assembled by Registry and presented to the Concessions Committee for recommendation.

· Proposed resolution of unresolved issues will be identified by Registry.

2.6
At the meeting of the Board of Examiners for Progress and Award

· At the start of the meeting there should be a reminder that the proceedings are in strictest confidence.

· Presentation of a set of results for modules across the University by the Registrar. During the presentation the Registrar will bring issues concerned with mitigating circumstances, disability, borderlines and unresolved issues to the attention of the Board.

· Approval of awards and endorsement by the Chief External Examiner (and, where relevant, representatives of the University of Leeds).
· Review of Papers. The position of students in respect of satisfying the requirements for progression within their programme of study will be determined.
2.7
After the meeting

· Minutes to the finalised by Registry and agreed with the Chair of the meeting. 

· Arrangement for publication of the results by the Registrar.

· Action points from the minutes to be agreed with the Chair and highlighted in the minutes for those responsible for the action.

3
Guidance on minuting when meeting to consider examinations and assessment

3.1
Minuting structure

A conventional minuting structure should be adopted, namely:

· rubric (title, date, attendance, apologies for absence etc) including the prominent display of ‘CONFIDENTIAL MATERIAL’.

· minutes of previous meeting

· matters arising

· matters dealt with by Chair’s Action

· Agenda items

· Any other business.
3.2
Points reported under Chair's Action

Points reported under Chair’s Action should be limited and must be, for the most part, non-controversial. Typical examples of Chair’s Action would be a re-examination or deferred examination in practical teaching. Delay in such an instance would prevent the award of Qualified Teacher Status and thus prevent the student applying for posts. Reporting in this way should not be a means of avoiding scrutiny, in particular the view of an External Examiner. Decisions, which are unlikely to be agreed, should be reserved for discussion by a full meeting of the Panel or a specially convened meeting, which is minuted.

3.3
Agenda items

Agenda items will usually report the consideration of results for courses in the case of non-module schemes. In many instances it will be sufficient to note that ‘marks were returned for xx students’. If special consideration has been given, students must be named, and the wording of such instances might be: A mark of ii(n) was awarded to YYYYYY ZZZZZZZ, because of SSSSSS circumstances (qqqqqq evidence supplied). Where:

ii

is a numerical mark

n

is an annotator (S or X)

Y & Z 
is the full name of the student

S

are generic circumstances (concession for disability or failure to attend classes)

q
is the nature of the evidence (recommendation from Disability Service or Standards Review Report or failure to submit for re-examination).
The comments in the minutes will also be paralleled by a note in the right-hand column of the mark list. As individuals are named it should go without saying that the minutes are confidential. They should be clearly marked as such and subject to the usual restrictions applied to such documents, in particular the return of papers immediately after meetings.

3.4
Re-examination requirements

Re-examination requirements should be clearly specified in brief in the minutes and in the right-hand column of the mark sheet. Dates for re-submission must not infringe the rights of students explicit or implicit in the relevant Ordinance(s), General Regulation(s) or Programme/Course Regulation(s).

3.5
Comments by External Examiners

Comments by External Examiners should only be minuted if they represent significant formative views which will influence future practice. The External Examiners are able to convey their judgements in their end of session reports.

3.6
Statistical analyses of marks

Statistical analyses of marks may be mentioned briefly but detail of this nature is more appropriately included in an appendix.


Annex: Module Mark List generation
1
Mark entry
Mark lists are derived from the student record system, SITS. A mark entry form is generated on the student record system for the entry of marks. This may be via the ‘client/server’ interface or via e:Vision, the online student record system. Mark entry requires the accurate record of students registered for a module together with information about the assessment components of a module and their relevant weightings. Registry will work closely with academic areas to ensure that the information about student and module requirements is updated annually. The completed mark entry form will allow the generation of an electronic mark sheet for use at Assessment Panels. This includes student marks and information about distribution of marks and average marks for the modules.  

Marks will be entered according to the agreed mark scale. Care must be taken to ensure that the marks entered are accurate.
Marks entered by the examiners are provisional and the object of the Assessment Panel is that the marks move to agreed status. The marks may be moved at an Assessment Panel in consultation with the External Examiner. 

2
Mark list generation

Once component marks have been entered and the module mark calculated, Faculty staff are to use the ‘Results Sheets’ program to generate the Excel spreadsheets that are taken to the Assessment Panels.

Before generating the first mark list, staff must ensure they have the most recent version of the program on their PC by going to ‘Start > Run’ and entering \\eisapps\Deploy\Sheets\setup.exe in the ‘Open’ box, and clicking ‘OK’.
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Going to ‘Start > All Programs > York St John University > Sheets’ will launch the software.

The Database Server and Database Type values should default correctly and need not be amended.

To generate a mark list, users must enter the module code and ensure the correct academic year and appropriate semester or term is identified. Resit mark lists are to be run separately.

After clicking the ‘Build Sheet’ button, a mark list similar to the one below should be displayed.
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Faculty staff are free to save these Excel spreadsheets in appropriate folders on their department’s shared drive, for use at the Assessment Panels. These mark lists should on no account be edited, except for column M, ‘Comments’. If any information is found to be inaccurate on the mark list, the amendment must be made within the student record system and the mark list re-generated.
3
Presenting the mark lists
The mark lists can be considered by means of projection at the Assessment Panel but a paper version will be produced and returned to Registry by the agreed date. The paper version must include the signatures of internal and external examiners.
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