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Introduction

This document outlines policies and procedures for the use of online assessment at the University of Dundee.  The precepts within this document have been developed to ensure that all assessment activity that involves the use of information technology (IT) is aligned with the University of Dundee’s Assessment Policy for Taught Provision (2008 - http://www.somis.dundee.ac.uk/academic/assesspolicy.htm), British Standard BS7988 (2002) ‘Code of Practice for the Use of Information Technology in the Delivery of Assessments’ and the more recent international standards document ISO/IEC 23988 (2007) ‘Information technology - A code of practice for the use of information technology (IT) in the delivery of assessments’.

The policies and procedures described here are based on principles that assessments presented to students by electronic means will be accurate, confidential, fair, reliable, secure and run according to legislation and good practice in the areas of safety and provision for disabled students.

Where Schools operate their own online assessment systems it is their responsibility to adhere to the principles within this document.
Section A: General Principles
1. Development of Assessments


The Library and Learning Centre will provide general academic training sessions within the Academic Professional Development (APD) programme relating to effective use of online assessment technologies.  It is recommended that academic staff members who plan to use online assessment complete the School of Education, Social Work and Community Education accredited modules ‘Assessment Online’ and ‘Learning and Teaching Online’.  The Library and Learning Centre can offer tailored advice or training programmes to Schools on request.

2. Assessment Design and Guidance to Students

Assessments should be carefully designed with due regard for the material being assessed. Particular care should be taken in assessments comprising multiple choice or multiple response questions that a sufficient quantity and quality of distracters are used. Negative marking may be used, or compensation for base level guess factor included. It is important that the marking regime used (including scoring rules for individual questions) should be made clear to the students before the assessment is run.  Assessments should be checked for accuracy of content, spelling, punctuation and to avoid potential ambiguity.
It is the responsibility of Schools to ensure that their students are familiar with the online assessment system or delivery platform to be used, particularly prior to undertaking a summative assessment.  It is recommended that opportunities for students to familiarise themselves with the online assessment software be provided through the provision of a formative assessment of a similar format, incorporating question types and content relevant to the specific module of study.
The following information should be communicated by academic staff to students before an assessment takes place:

· the format of the assessment

· the number and type of items to be used

· the scoring rules for individual items and the overall assessment

· the contribution the assessment makes to an overall module

· how the question items are selected for each assessment (if applicable)

· any time limit

· any restraints on navigation between items, or blocks of items (if applicable)
· assessment regulations including permitted and excluded resources

· feedback to be provided (including their mark if appropriate)
· details of the appeals procedure available to students

· how they will be identified for the assessment (i.e. they must bring their matriculation cards)
3. Sensitive Academic Material

For the purposes of assessment, academic staff may occasionally find it appropriate to use multimedia, image or text material that has the potential to cause unnecessary offence to users. Examples of such material include: medical images and videos detailing particularly graphic detail, forensic science images of human remains or graphic text describing offensive behaviour from a legal or social work perspective. 

Whilst students studying the discipline may be familiar with the material, academic staff have a responsibility to:

(a) ensure students are aware of the nature of the material

(b) ensure students are aware that others who casually view the material may be offended by it

(c) minimise the chances of offence by suggesting the material is viewed in specialist or private IT suites, or by scheduling private sessions

Academic staff members preparing assessments that contain materials that may be regarded as offensive by those not studying the topic should also advise the Library and Learning Centre prior to the publication of the assessment.

4. Disability and Accessibility Support

The University has a legal duty under the Disability Discrimination Act 1995 (DDA, as amended by SENDA 2001) to anticipate the needs of disabled students and to make all reasonable adjustments to meet their needs. The University also has a duty under the DDA (2005) to promote equality of opportunity and to assess the impact of all of its activities on disabled people, including all aspects of teaching and assessment.

The University’s online assessment systems are designed to be as accessible as possible to disabled students and to follow standard University accessibility procedures and good practice guidelines:

http://www.dundee.ac.uk/disabilityservices/disability/staff_resources_web_webaccessibility.html
They are also designed to be compliant with most assistive technology (e.g. screen readers). However, further progress is required in this respect and the University continues to work with the developers of online assessment systems to improve accessibility for disabled students. Any accessibility difficulties experienced by individual disabled students will need to be taken into account and an alternative to the online assessment provided where necessary.

Some disabled candidates may be granted additional time to complete an assessment, and the facility to operate an assessment for a single person in an alternative room may be required. These candidates should be identified to the Library and Learning Centre at the time of examination registration. Some disabled candidates may affix a sticker to their ‘Online Examination Attendance Form’ (see Appendix 2) to identify the fact that they have a specific disability. Such assessments should be marked in line with Disability Services’ ‘Guidelines for Marking Dyslexic Students’ Work’ (http://www.dundee.ac.uk/disabilityservices/disability/staff_resources.htm) unless accuracy of written expression is a genuine competence standard for the assessment.  Guidance on this should be sought from Disability Services.

Such reasonable adjustments to the assessment process for disabled students are identified by Disability Services and communicated to School Disability Support Officers (DSOs) following an individual needs assessment, in line with the University’s policy on the provision of academic-related adjustments for disabled students. Further information is available from Disability Services: http://www.dundee.ac.uk/disabilityservices/ 

5. Plagiarism

General guidelines for the interpretation, detection of, and penalties for plagiarism are provided at this reference: http://www.somis.dundee.ac.uk/academic/Plagiarism.htm  

It is the responsibility of Schools to determine how the issue of plagiarism will be most effectively addressed when information technology is used in the delivery of assessments (e.g. whether random sampling will be employed, or whether electronic detection software will be used).  For information on use of electronic plagiarism detection software see Section C (2).
6. Copyright

6.1 Relevant Legislation

Section 32 of the Copyright Designs and Patents Act 1988 provides by subsection (3) that: 

“Copyright is not infringed by anything done for the purposes of an examination by way of setting the questions, communicating the questions to the candidates or answering the questions. 

However, this is qualified by subsection (4) thus: 

“Subsection (3) does not extend to the making of a reprographic copy of a musical work for use by an examination candidate in performing the work.”

References

UK Intellectual Property Office

http://www.ipo.gov.uk/copy/c-manage/c-useenforce/c-useenforce-use/c-useenforce-use-exception/c-useenforce-use-exception-teaching.htm 
University of Birmingham

http://www.is.bham.ac.uk/copyright/exams.shtml 
Copyright, Designs & Patents Act 1988

http://www.opsi.gov.uk/acts/acts1988/Ukpga_19880048_en_1.htm 
6.2 Summative Assessment

Our present University interpretation is that copyright would not be infringed if a photocopy or digitised copy were used within an examination. The material could form part of the paper itself, or be issued to students as a separate item. The exception does not apply to musical works.

It should be noted that even when this exception applies, use of the work must be accompanied by a full citation of title and author except where this is impractical or otherwise impossible.

6.3 Formative Assessment

The use of copyright material in formative assessments is subject to the same guidance as for learning resources i.e. only copyright-cleared material (whether licensed or where clearance is obtained directly from the copyright holder) may be directly used. This applies to text, images and moving images. Links to publicly available materials on the web may be provided within formative assessments, but these must always be properly credited.
6.4 Summary

The use of copyright material in summative assessment is permissible. The use of copyright material in formative assessment may be permissible. Musical works are excluded in both cases. Any other or subsequent use is excluded, including the reproduction of copyright material as part of a past paper.

7. Health and Safety Procedures

PCs, chairs and the general assessment environment must conform to standard safe environmental guidelines (clear screen, adjustable screen, adjustable chair, good lighting and ventilation). The University IT suites are designed to conform to BS7179. (http://www.dundee.ac.uk/ics/pubs/healthsafe.html). 

During examinations candidates should be advised to take ‘micro-breaks’ to relax their muscles and eyes i.e. stretch, look up at ceiling. While there is no legal limit on the length of time an individual may work with a visual display unit (VDU), Schools should have an awareness of Health and Safety Executive (HSE) regulations relating to the use of VDUs (http://www.hse.gov.uk/pubns/indg36.pdf).
8. Reliability of Assessment Platform

It is recognised that no system is 100% reliable.  In the event of technical problems or system failure at network level, examiners may be forced to reschedule examinations or extend submission dates. In the case of online examinations using Questionmark Perception, it is recommended that a backup system of paper copies should be available (responsibility for the provision of paper-based copies lies with Schools).  Spare computers should be available at a ratio of at least 1 per 20 students (5%) with a minimum of 2 spare PCs.  The network and server systems in use must have been load tested at a level equal to, or greater than that expected during the assessment.  In the case of the central Questionmark Perception systems this testing will be conducted by the Library and Learning Centre in conjunction with ICS.  Where Schools operate their own online assessment systems it is their responsibility to ensure that appropriate load testing takes place.
9. Exam Irregularities and Grievance Procedure

In the event of any examination irregularity or grievance relating to an assessment involving online assessment, the Academic Secretary (Dr Ian Francis) must be informed and he will ensure appropriate procedures are followed (as is the case with other examinations).

Electronic logs of assessment details should be retained for a minimum of 90 days after any medium or high stakes assessment.  Software used for medium or high stakes assessments must permit the interrogation of individual question answers and must allow human re-marking of questions if judged necessary.
Section B: Procedures for use of Questionmark Perception

1. Support

Questionmark Perception at the University of Dundee is jointly managed and supported by the Library and Learning Centre and Information and Communication Services (ICS).

The University has an Enterprise Service Support Plan with QuestionMark Computing Ltd. Contact with Questionmark Technical Services is co-ordinated by key staff in the Library and Learning Centre. Any queries should be directed, in the first instance, to the Library and Learning Centre (assess@dundee.ac.uk).
The Library and Learning Centre will:
1. Provide training and support in use of the Questionmark Perception software for academic staff.

2. Offer an assessment authoring service whereby questions submitted in the form of a Microsoft Word document are converted into QMP format (this service is only offered on a project basis or prior to an academic undertaking training in the software).

3. Provide guidance on effective question/assessment design.

4. Provide support for online examinations (see detailed Examination Procedures below).

5. Liaise with QuestionMark Computing to resolve technical issues with the Questionmark software.

6. Manage the systems and development of the Questionmark architecture in conjunction with ICS.

2. Examination Procedures
Online examinations to be presented using Questionmark Perception should follow the procedures below.  The Library and Learning Centre recommends that Questionmark to Go (QM2Go) software be used for all high stake examinations delivered using Questionmark Perception.  QM2Go facilitates local download of an assessment to a workstation for completion offline with results saved locally on to the PC and automatically returned to the server following detection of an internet connection.
2.1 Pre-Examination Procedures

1. Complete the ‘Online Examination Registration Form’, and send to the Library and Learning Centre at least four weeks before the date of the examination (see Appendix 1).  Completed forms may be submitted by email to assess@dundee.ac.uk 
2. Book the IT suite(s) required using the Web Room Bookings form (http://www.dundee.ac.uk/roombookings/) ensuring 5% spare PCs with a minimum of 2 spare.  IT suites should be booked for an additional 30 minutes before an assessment is scheduled to start and 30 minutes after the assessment is scheduled to finish. Note: IT Suites in the Dalhousie Building and Main Library are not configured for the presentation of online examinations.
3. Contact the Library and Learning Centre at least seven working days before the date of the examination to confirm that a completed assessment is available in the Questionmark Perception shared repository and is ready to be transferred to the examination system.  Contact should be via the email address assess@dundee.ac.uk .  Included in the message should be the name and location of the assessment within the shared repository along with details of any disabled students entitled to reasonable adjustments to the assessment process, and the details of any adjustments to be put in place.
4. The Library and Learning Centre will send a copy of the ‘Online Examination Attendance Form’ (see Appendix 2) to the relevant academic a minimum of two working days before the examination date.  This form will specify the Novell examination account to use and the password for that exam.  In the case of an exam with multiple sittings two or more forms will be provided each with a different password (note in the case of exams with more than one sitting a minimum of 15 minutes between sittings should be allocated to allow for change of password and collection and distribution of attendance forms).  It is the responsibility of the School to print a copy of the Online Examination Attendance Form for each student scheduled to sit the examination.
5. Complete checks, peer review and any external examiner review, a minimum of two working days before the examination date.  It is the responsibility of academic staff to ensure that their assessments are checked for accuracy of content, spelling, punctuation, presentation and scoring prior to the delivery of the assessment to students.  Checks should where possible be carried out in the IT suite in which the examination is to be held.
6. Ensure correct invigilation procedures will be in place (minimum of 2 invigilators per IT suite) and that the possibility of collusion due to overlapping exam times or locations is avoided.

2.2 Detailed Summative Procedures

1. For high stake assessments students will be required to place their matriculation cards on the desk in front of them. These will be checked by invigilators during the course of the examination.
2. Students will login to PCs using special Novell examination accounts. These accounts are associated with the Questionmark to Go software used for the presentation of high-stakes examinations.  The exam accounts and Questionmark to Go software prevents students from accessing any other applications on the PC.  Keyboard shortcuts are disabled.
3. Student accounts are created by the Library and Learning Centre based on a list of usernames and matriculation numbers provided by the School or obtained from My Dundee. Passwords will be matriculation numbers unless otherwise requested by the School, in which case the passwords will be randomly generated and communicated to individual students.  A set of 10 spare accounts are created for each examination (see section 2.4 Technical Issues).
4. The ‘Online Examination Attendance Form’ (see Appendix 2) must be completed, signed and dated by the student. This form should be printed by the School; distributed to students by invigilators; collected by invigilators at the end of the examination and subsequently stored by the School.  
5. Immediately after the examination has concluded the Senior Invigilator should count in the number of attendance forms.  A member of Library and Learning Centre staff should check that the number of results corresponds with the number of forms collected and if any result is missing should identify the relevant PC(s) and manually upload the result(s) to the server.
6. After an examination has finished, a copy of the results in the form of an Excel spreadsheet will be taken by the Library and Learning Centre and emailed to the academic in charge of the examination.
7. After an examination, the password for the Novell examination account is changed by the Library and Learning Centre and assessment schedules in Questionmark Perception deleted.
8. The assessment results must be checked by the academic staff member responsible for the exam at the earliest opportunity to ensure accuracy and should be published to the students as appropriate (My Dundee may be used for this purpose).  Results should also be forwarded to the Examination Office as appropriate.

2.3 Invigilation
Invigilation of online exams should be carried out with due diligence.  Invigilation should adhere to the University of Dundee Regulations for the Conduct of Examinations (http://www.somis.dundee.ac.uk/academic/invig/regs.htm).
The following specific requirements apply to the invigilation of summative assessments presented using Questionmark Perception:
1. A minimum of two invigilators (provided by the School) are required for each IT suite in use.

2. One invigilator should be an academic with subject knowledge.

3. One invigilator should be designated as Senior Invigilator.

4. A member of Library and Learning Centre staff should be present for the first and last 15 minutes of an online examination.

5. A member of Library and Learning Centre staff should be on-call throughout the duration of an online examination.
It should be noted that members of Library and Learning Centre staff present should not be classed as invigilators.
2.4 Technical Issues
It is recognised that no system is 100% reliable. However, for high stakes assessments the highest achievable standards are required.  In the event of server failure prior to the start of an exam which renders it impossible for students to download the assessment, a member of Library and Learning Centre staff will contact ICS to attempt to resolve the problem.   If the issue cannot be resolved within 20 minutes the exam may have to be postponed until the problem can be fully diagnosed and rectified. Should the server fail after or during the exam, rendering it impossible to transmit answer data to the server, the results file that exists locally on each PC should be collected manually by a member of Library and Learning Centre staff for later transfer to the server.
The QM2Go examination system has a number of advantages over standard web-delivered assessments including: scalability; lack of reliance on a stable network connection; and capacity to store results locally facilitating manual retrieval if required.  In the event of individual workstation failure a student may be allocated one of the ten spare accounts and allowed to restart the examination.  Alternatively, the Senior Invigilator may elect to allow the student to complete the exam using a paper copy.  The student should be given the full examination time limit if forced to restart, irrespective of whether online or on paper.  The PC number of the workstation that failed along with any error message should be noted by the Invigilator and passed to a member of Library and Learning Centre staff who will log the issue with ICS.
Section C: Procedures for use of Emerging Online Assessment Tools

The areas presented below are recognised as developing activities.  Academic staff should accept that changes and further recommendations may be made as the technology matures.

1. Online submission of Course Work
The recommended tool is the Blackboard Assignment Submission system. This has the advantage that files are individually uploaded by a student, but they are uniquely named and stored for bulk extraction by the module tutor.
Academic staff should ensure that they are familiar with the operation of the Blackboard Assignment Submission system. The Library and Learning Centre can offer guidance on request.

When student course work is submitted online for summative assessment purposes, students will receive an acknowledgement on submission and can check the status of their submission using the My Grades Tool.  Instructors may use the Grade Center to batch email students who have submitted assignments electronically to acknowledge receipt.  Guidance on how to send batch emails via the Grade Center is available from the Library and Learning Centre on request.
2. SafeAssign (Online Plagiarism Detection Software)

Automatic plagiarism detection software will be available to all module instructors in My Dundee.

Scores provided by the plagiarism detection software alone do not constitute direct proof of plagiarism. Scores may raise suspicion of plagiarism, but work must be checked by an academic staff member.  The information provided by the software about matching text can be used as evidence of plagiarism when accompanied by the judgment of an academic staff member.
University of Dundee policy and procedures for identifying and dealing with plagiarism should be adhered to, regardless whether suspicion was raised by the software or other means.  Plagiarism reports can be made available to students for formative learning exercises, but should otherwise remain private.  It is the responsibility of the student to check that their work has been submitted correctly.

3. Electronic Portfolios (ePortfolios)

ePortfolios offer a flexible and powerful tool for students to collate and reflect upon their University work and personal development. Some types of online portfolios may be prepared for formative and/or summative assessment. The My Dundee ePortfolio tool is available for this purpose. 

Academic staff should ensure that they are familiar with the operation of the Blackboard ePortfolio system. The Library and Learning Centre can offer guidance on request.  Students should receive clear guidance on the role of additional links and file assets within ePortfolios. In particular, the ownership of linked resources should be clearly labeled to avoid issues of plagiarism.

Guidelines on submission date and method should be clearly presented (typically the lecturer can be provided with read access to the ePortfolio for assessment). Once submission is made, the lecturer should acknowledge to each student that they have received and can access their ePortfolio.

4. Assessment of postings to Discussion Boards
The ability to assess the contributory role of individual students to asynchronous activity is recognised as a valid mechanism of assessment.  Academic staff should ensure that they are familiar with the operation of the My Dundee Discussion Board. The Library and Learning Centre can offer guidance on request.  Students must be aware of what is being assessed. Typically a marking scheme should include an element for content and an element for contribution. The relative weightings of these components must be made clear.

Dr David Walker

Senior Learning Technologist

Library & Learning Centre

September 2009

Appendix 1: Online Examination Registration Form
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University of Dundee

Online Examination Registration Form

Purpose – this form is designed to ensure the preparative work for the assessment is completed. Forms must be completed for every online examination by the academic staff member in charge and forwarded to the Library and Learning Centre (LLC) at least four weeks before the assessment is scheduled to take place. Receipt of the form will be acknowledged and the academic staff member in charge should take action if acknowledgement is not received.  


The academic staff member in charge of the examination should notify the LLC of any students requiring reasonable adjustments.  A full list of the students scheduled to sit the examination (including matriculations numbers) should be appended to this form.

Module Code/Title: 


Date:

Time:

IT Suites:

Length of Exam:

Number of Sittings:

Number of Students:

Academic in Charge:
Invigilators:

Questions Randomised:

Yes/No
Reasonable Adjustments: 

Appendix 2: Online Examination Attendance Form

DO NOT LOGIN TO YOUR NORMAL NETWORK ACCOUNT.

FOLLOW THE INSTRUCTIONS BELOW.
This assessment is conducted under Examination Conditions.

	Please login to the PC using the following network login:

	Username: 
	Exam

	Password: 
	


	Please login to Questionmark Perception using the following login:

	Username:

	Your Normal Network Username (lowercase)

	Password: 
	Your Matriculation Number



Launching the Assessment

· Click on the assessment link to download the assessment – please note that this may take a few minutes.

· Click on the Finish button to start the assessment.

During the Assessment
· Use the scroll bar if required.

· Please answer every question. 

· When you have answered each question click on the Submit button to finish the assessment.  If you exceed the time limit your answers will be submitted automatically.
Finishing the Assessment
· Please exit the assessment by clicking on the Home button.

· Please ensure that you have completed the details below.  Do not logoff your PC until told to do so by an invigilator.
· When you have exited the assessment do not attempt to login to your normal account.  Please wait quietly until told you can leave.

Declaration
I declare that I took the examination for the following module: ___________________
	Username:
	
	Matriculation:
	

	First Name:
	
	Surname:
	

	Date:
	
	Signature:
	

	IT Suite:
	
	PC Number:
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