Check List
Date 
This sheet is compiled from the document on good practice and aligning CAA with Examination policy which is at present being compiled. 
*= member of staff responsible for assessment

**= member of support staff, usually LTEU
Before the examination
	Item
	Action
	Date
	Responsibility

	Students had practice
	
	
	*

	Room Bookings: 
	
	
	*

	Assessment must be tested by academic staff member, using the format to be used for the exam. 
	
	
	*

	Ensure additional invigilation procedures relevant to online examinations are in place 
	
	
	*

	Distribution of students in rooms
	
	
	*

	Final Hardware/Room checks
	
	
	**

	Provision has been made for any special equipment needed, e.g. accessibility aids, and the LTEU is informed of the arrangements.
	
	
	*
**

	LTEU to ensure that server work does not occur 

during the time of the summative assessment
	
	
	**

	Designated person to ensure that machine spares are available during the course of the assessment, e.g. mouse, keyboard. (BS7988 13.2.4)
	
	
	**

	Student names sent to LTEU
	
	
	*/**

	Extra accounts created by LTEU
	
	
	*/**

	Secure browser operation checked
	
	
	**

	Printed sheet of arrangements for students, if required
	
	
	*

	List of students for invigilators
	
	
	*/**

	Additional time examination prepared and scheduled for students identified by disability advisor
	
	
	*/**


At time of examination

	Student info:
	
	
	

	the scoring rules for individual 
items and the overall assessment 
	On instruction screen
	
	*

	the type of question items to be used
	On instruction screen
	
	*

	how the question items are selected for each assessment 
	On instruction screen
	
	*

	any time limit and whether this will appear on screen or be timed by invigilator
	On instruction screen
	
	*

	any restraints on navigation between question items, or blocks of questions
	On instruction screen
	
	*

	Password communicated to invigilators
	
	
	**

	Machines rebooted prior to exam
	
	
	**

	Technical support available on day
	
	
	**

	Paper copy of exam prepared for each examination room.
	
	
	*


After Examination

	Copy of the results is taken by the LTEU and provided to the lecturer in charge of the assessment on paper or electronic storage medium
	
	
	**

	Results checked by person in charge
	
	
	*

	Data check on results
	
	
	**

	Results removed from server
	
	
	**

	Data check on server
	
	
	**

	Removal of examination results
	
	
	**


