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Guidance for Departments Carrying out Online Assessments

The following guidance is intended to supplement the Canterbury Christ Church University Online Assessment policy at present in draft format. It is largely taken from British Standard BS7988, which the required standard by the QAA for the delivery of assessment via distributed learning, and the University’s examination procedures.

The LTEU advises on the security and quality assurance of such examinations, and supports staff in the use of the technology required.

Section 1 refers to quality standards which must be adhered to for the administration and deployment of online examinations, and Section 2 expands on these to give recommended procedures which follow best practice.

Section 1

Guidance Provided to Students (BS7988, s5.1.2)

1. Students must be aware of the system requirements of the software where assessments are to be delivered remotely. (e.g. IE6, broadband) (BS7988 6.2.1)

2. Departments must ensure that their students are familiar with the online assessment system to be used before they undertake a medium stakes or high stakes exam. This can best be achieved by running a formative assessment of similar format prior to a summative assessment. Where a student is absent from such a formative assessment, the department should ensure that they receive adequate training in relevant procedures.

3. In addition to the details in 5.3 of PPE05, the following information should be given to the student students before an assessment takes place:
3.1. the scoring rules for individual items and the overall assessment 
3.2. the type of question items to be used

3.3. the contribution this assessment makes to an overall module

3.4. how the question items are selected for each assessment (all or random selection)

3.5. any time limit and whether this will appear on screen or be timed by invigilator
3.6. any restraints on navigation between question items, or blocks of questions
Departments must carry out the following:
4. notify the LTEU at least a month before the assessment is to be presented 

5. Room Bookings: Normal examination room booking procedures should apply, but where programmes are arranging their own assessments rooms should be checked with LTEU to ensure that the machines are capable of delivering the QM secure assessment software. 
6. when allocating students to rooms, each booked room should have 15% machines spare to allow for last-minute machine problems.

7. complete checks, peer review and any external examiner review before forwarding the entire assessment to the LEU at least 14 days before the examination date 
8. Assessments must be tested by academic staff members, using the format to be used for the examination a minimum of seven days before the examination date and LTEU informed of any amendments necessary.
9. ensure additional invigilation procedures relevant to online examinations are in place (see below) and that the possibility of collusion due to overlapping exam times or locations is avoided (see below)

10. ensure that provision has been made for any special equipment needed, e.g. accessibility aids, and the LTEU is informed of the arrangements.

11. In addition to relevant invigilation procedures documented in PPE6, online examinations require special invigilation procedures. 
11.1. A technical administrator of the examination system (normally an administrator of Questionmark/Perception) must be available to be contacted during the examination. This administrator may attend for the first and last 15 minutes of any medium or high stakes examination, to ensure correct operation of the online assessment systems. 
11.2. All invigilators should be familiar with the system and what it is delivering and be confident to handle any problems which might arise through this delivery method, for instance the correct procedures in the event of machine failure.

11.3. Invigilators should be fully briefed before the examination on the procedures of online assessments, and what to do in the event of machine or network failure etc.

11.4. an extra 10% of spare accounts must be created and given to invigilators in case of difficulties logging in. Candidates using such additional accounts should sign the account form to verify that they were the user of this username and password on this occasion. Document PPE6 contains guidance for allowing candidates to take an examination even if not on the register.

12. Summative assessments must be delivered via the secure browser which ensures candidates are cut off from other online applications. Departments are responsible for deciding on the relative significance of their exams. The LTEU cannot guarantee the security of any high or medium stakes assessment delivered without the use of the secure browser.

13. Immediately after the examination, a copy of the results is taken by the LTEU or an administrator and provided to the lecturer in charge of the assessment on paper or electronic storage medium. 
14. The results must be removed from the server within 24 hours by the LTEU. Staff will be responsible for advising LTEU as to what detail of information they require to be given before the removal of data.

15. Staff MUST check this information before it is removed from the server to ensure that the data is complete.

16. Where possible, a single session should be timetabled for all candidates. Where more than one session is required, for instance where sufficient rooms are not available, assessments may deliver questions in a random order to minimise the risk of cheating. Please note that the random delivery of questions makes subsequent data checks very difficult.
Section 2

General Guidelines of Good Practice for Online Examinations, whether formative or summative, when delivered in a timetabled session.

1. Students must be encouraged not to login to the server at exactly the same time. This can place a very high load on the server. Rather, students should begin the test when they are ready within a time window of 2 to 5 minutes. Students should be made aware that no matter when they login, they will all have exactly the same timed exposure to the assessment. Following ‘early’ completion of an assessment according to such arrangements, students should stay in place until all students have completed the assessment. 

2. Staff should have a complete printed list of expected participants and their login details (usernames and passwords) provided by the LTEU or an administrator from candidate information provided by departments where relevant.

3. The time limit allowed for the examination may need to be flexible to compensate for any delays (technical, emergency, etc). Additional time may be permitted for some students, e.g. dyslexic students, those using assistive technology (BS7988, s6.3). It is recommended that all candidates should receive a time warning, typically 10 minutes before an assessment is to finish.

4. IT suites should normally be booked for 30 minutes before an assessment and at least 15 minutes after the last assessment is scheduled to be finished. Staff may wish to provide a briefing to novice students either in the IT suite or in an alternative location.

5. Where appropriate, individual questions may be automatically shuffled in order for presentation to different students (to reduce opportunities for copying). Similarly, it may be appropriate to shuffle the order of answer options in some questions (i.e. multiple choice). Random selection of questions within a block may allow different students to receive similar, but different questions. 

6. A timer will normally be shown on-screen to candidates. Candidates in an assessment should receive clear guidance when they are required to submit their final answers. This may take the form of an additional on-screen message. 
7. Technical assistance should be available to candidates to ensure they can login and use any of the equipment correctly. Advice to candidates on how to navigate within the assessment should normally be permitted. 

8. Staff should be well-prepared, confident and knowledgeable about procedures and should communicate freely with the students as required. In the event of a problem, the agreed procedures should be followed and the students kept fully informed of events.

9. A small number of paper copies of the examination should be available in case of emergency.

Guidelines for the Physical Room and PC Environment

The normal University PC suites will normally be used for examinations. Care should be taken that the screens are not overlooked, and invigilators may wish to restrict access to certain PCs.  Ensuring more PCs than candidates booked into the room allows for students to be spread out to avoid seeing the neighbouring screen. The assessment administrator present is likely to require a PC to access any systems necessary to troubleshoot possible problems.

The suitability of rooms will be assessed by LTEU and communicated to staff on request.

Emergencies

1. Network failure: 

1.1. Where a network fails within 15 minutes of the start of an examination, it may be restarted, if within a reasonable time limit, or rescheduled for a later date. Where the network fails within 15 minutes of the end of an examination, providing the data has been stored, a pro-rata mark may be given.

2. Machine failure: 

2.1. Candidates have their examination restarted and allowed the full time for this examination. In extreme cases, candidates should be allowed to continue on paper copy.

Data and Results

Post-examination Procedures

1. As soon as possible after an online examination has finished, a copy of the results must be made and transferred to a second secure location.

2. The assessment results must be checked, forwarded to the examination office and should be published to the students as appropriate

3. Question responses should be analysed for the question quality. 

3.1. How did people who did well in the exam do within this particular question? 

3.2. Were the correct answer distracters used, appropriate?

3.3. Were any correct answers marked incorrect?

3.4. Was the question overly easy or difficult, beyond that expected?

4. Mechanisms of feedback to students should be considered. 

4.1. Will they get access to their results online when they can see how they performed on individual questions?

4.2. Can students be shown the detailed result of the test if they consult a tutor?

Disability and Accessibility Support (BS7988, s5.1.4)

The University has a legal duty under the Disability Discrimination Act 1995 to anticipate disability and access issues for students. The CAA systems are compliant with assistive technology (e.g. screen readers), but the needs of individual students must be considered when planning an assessment. 

Candidates with certain disabilities may be granted additional time to complete the assessment, and the facility to operate the assessment for a single person in an alternative room may be required. These candidates should be identified to the LTEU.

British Standard BS788:2002 Code of Practice for the use of information technology (IT) in the delivery of assessments

QAA Code of Practice Precept B7 and B8 Assessment of Sudents. (2004)

http://www.qaa.ac.uk/academicinfrastructure/codeOfPractice/section2/default.asp#assessment Last accessed March 25th 2005
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