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Introduction 

The purpose of these guidelines is to share good practice in assessment and to bring consistency of 
assessment practices across the HE provision of the College. The QAA UK Quality Code for Higher 
Education has been consulted in the writing of these guidelines. Much research on all aspects of 
assessment has taken place in recent years and improvements in assessment methods have become 
the focus of attention in universities, colleges and schools. 

These guidelines are not just about summative assessment that measures what a student can do, 
but also about the formative assessment that becomes a part of the learning journey to enable our 
students achieve at the highest level and to become life-long learners. 

The guidelines outline the procedures for assessment that are currently expected by the College and 
our partner HEIs. They should be read in conjunction with current regulations and/or policy from the 
relevant validating university/awarding Body; it is important to check these regulations annually as 
they will be updated on a regular basis.  

Purpose of Assessment 

Assessment can form many functions including enhancing student learning and enabling students to 
demonstrate this learning. More specifically: 

• It gives students the opportunity to receive feedback on their learning to enable them to 
improve 

• It measures student achievement to ensure academic standards are met and intended 
learning outcomes achieved 

• It provides the basis for recommendations related to grades, the achievement of an award 
and for progression 

• It enables staff to evaluate the effectiveness of their teaching 
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Assessment Design 

UK Quality Code 

Assessment design needs to be guided by The UK Quality Code for Higher Education (the Quality 
Code) which sets out the Expectations all providers of UK higher education are required to meet. The 
Code gives all higher education providers a shared starting point for setting, describing and assuring 
the academic standards of their higher education awards and programmes and the quality of the 
learning opportunities they provide. Individual education providers use the Quality Code to design 
their policies for maintaining academic standards and quality. A revised Code was launched in March 
2018 and the Expectations and practices of this new Code have now been published by QAA and are 
available here. The full Code, including the advice and guidance that underpins the Expectations and 
practices, is scheduled for publication in November 2018. 

The previous Quality Code is still useful as a guide in terms of assessment requirements and 
practices: 

• UK Quality Code Part A, incorporating chapters A1 to A6. 
o Part A: Setting and maintaining threshold academic standards  

• UK Quality Code Part B, incorporating chapters B1, B4 to B9. 
o Part B: Assuring and enhancing academic quality 

• UK Quality Code Part C. 
o Part C: Information about higher education provision   

 

Validity of Assessment 

Assessment activities must give the student the opportunity to meet the intended learning 
outcomes. Assessment and grading criteria should be able to measure student work against these 
intended learning outcomes. 

All new assessment tasks must be validated by a second subject specialist or as guided by 
HEI/Awarding Body/Organisation as part of an internal quality quality assurance process – refer to 
the College’s Internal Quality Assurance policy and process available on the College Public 
Documents HE section 

For some programmes, assessment will also need to meet the requirements of a professional body. 
Students should be given clear information about the content of this as early as possible and should 
also receive information regarding registration with a professional body, if applicable. 

Assessment for Learning 

Students should be given early formative assessment on their progress to enable them to improve 
their work. They are likely to benefit more from feedback during the delivery of a unit or module 
rather than when they have completed their assessed work.  

  

http://www.qaa.ac.uk/en/Publications/Documents/Revised-UK-Quality-Code-for-Higher-Education.pdf
http://www.qaa.ac.uk/assuring-standards-and-quality/the-quality-code/quality-code-part-a
http://www.qaa.ac.uk/assuring-standards-and-quality/the-quality-code/quality-code-part-b
http://www.qaa.ac.uk/assuring-standards-and-quality/the-quality-code/quality-code-part-c
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Assessment and Workload 

Assessments should not overload either students or the staff that mark them. Consideration needs 
to be given to the length of assessments which should be in line with the level of study, the credit 
rating of the module and the academic regulations of the HEI/Awarding Body/Organisation.  The 
College Assessment Schedule will be used to plan the issue and submission. (see below) 

Range of Assessment 

It is important to make assessment tasks as varied as possible to give students the opportunity to 
develop a range of skills and to promote effective learning. 

Summative assessments e.g. essays, exams, report writing enable staff to measure the extent to 
which students have met the intended learning outcomes. 

Formative feedback, however, allows students opportunities to obtain feedback on their progress 
towards meeting the intended learning outcomes thus supporting their learning. This can form part 
of teaching sessions and may be in the form of set tasks that enable students to practice the skills 
required for their final assessments. Peer assessment of work in progress can enhance learning as 
can self assessment exercises.  Formative assessment can also be useful in highlighting any areas 
which require further support.  

Assessment Schedule 

The assessment schedule should be available to students with two weeks of the beginning of the 
academic year or semester and preferably should be published in their student handbook. The 
Assessment Schedule must be published on the Course Canvas site (Virtual Learning Environment) 
and all students made aware of any changes to assessment dates. While it is appreciated that 
assessment will usually take place towards the end of a block of teaching, wherever possible, 
assessments should be spaced so that students are not completing all work over a very short period 
of time. Once the Assessment Schedule is agreed by the Course Team, only the Course Co-ordinator, 
or CAM has the authority to alter dates.  

Information to Students 

Assignment titles, assessment criteria, marking criteria and guidelines are contained in the 
programme /module handbooks. It is good practice to also make these accessible on Canvas. 
Assessment information, including all pre-course information, must concur with that given publicly 
e.g. in the Prospectus, in the Programme Specifications and, if applicable, on the UCAS website. 

Students do not always understand the criteria by which their work will be judged. This may require 
some time spent in sessions to ensure a common understanding of the criteria and can be linked 
with self and peer assessment at an early stage. Self and peer assessment, student observation 
records and timed practical activities have been found to increase students’ awareness and 
understanding of criteria and learning outcomes and to heighten their performance.  
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Course handbooks will also contain information for the students about when they can expect to 
receive feedback.  This should be within 21 working days of assignment submission date. (Further 
details below) 

Referencing and Plagiarism 

Students need to be reminded early in the course that work at HE level must include reference to 
academic texts. With the proliferation of internet sites and availability of prewritten essays etc, they 
will need some guidance on what an ‘academic text’ is. Belfast Met Learning Resources Centres (LRC) 
and course tutors can provide useful guidance on referencing and how to avoid plagiarism. 
Assessments that give students opportunities to show individuality of approach e.g. in making use of 
their work related learning will help to prevent plagiarism. Students must be made aware of the 
importance of referencing correctly in all of their assessed work and of the consequences of 
plagiarism – see Student Disciplinary Policy including Malpractice Student Disciplinary Policy 
available on the College Public Documents Policies and Procedures section of the website. All 
students will sign a Self Declaration on work to be submitted which is incorporated on to Assignment 
Cover sheet. 

Marking 

All assessment decisions must be undertaken using an agreed scale e.g Pass, Merit, Distinction in the 
case of pearson programmes or a numerical mark of 0-100. Anonymous marking is encouraged for 
all forms of assessment where it is practical to do so. Criteria for the award of these marks will be 
defined during the programme / module development processes and aligned to awarding 
body/organisation regulations. Assessment criteria may be defined either at programme, module or 
element level and must be made available to students in programme specifications and course 
handbooks. Anonymous marking is encouraged for all forms of assessment where it is practical to do 
so. Where marking of assessment cannot be anonymous, assessment processes must ensure that 
marking is fair, reliable, consistent and transparent through second marking or internal verification. 

All summative assessment will be second marked or internally verified. The processes of second 
marking and internal verification are to ensure consistency in marking practice. Individual 
programmes will specify where an internal verification an/or second marking process is to be 
adopted and will be detailed in programme handbooks.  

Second marking is defined as the marking of all pieces of submitted work for a particular assessment 
by an assessor other than the person originally designated to mark the work presented for 
assessment. Internal verification is defined as a process of sample marking of submitted work for a 
particular assessment by an internal assessor other than the person originally designated to mark 
the work presented for assessment. It is recognised that it is sometimes neither practical nor 
necessary to second mark all assessment.Where work is second marked, the two markers should 
attempt to agree a proposed mark to go forward to the relevant prelimary board before 
presentation to the Examination Board. Internal verification should ensure an appropriate range of 
assessments are considered, by use of a representative sample. This would normally reflect;  

• the full range of marks/assessment outcomes, including borderline and fail grades; 

http://www.belfastmet.ac.uk/about-us/corporate-information/public-documents/
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• be of an appropriate size with respect to the size of the cohort  
• include all elements of the assessment for the module. 

Please refer to the College’s Higher Education Assessment Verification Policy and Procedure for 
more information. 

Feedback to Students 

Effective marking and feedback to students needs to be within the timeframe indicated in the 
Course Specification and the Course Handbook, normally within a maximum of 21 working days or 
15 days for Ulster programmes. Feedback on assessed work is most effective if given with oral 
feedback at an individual tutorial.  

While students are encouraged to share plans and first drafts with tutors, the marking of full drafts 
constitutes marking work twice leading to an increased workload and is best avoided. It is good 
practice, however, to give students formative feedback on work in progress or by making use of 
practice questions etc. See UK Quality Code for Higher Education for more information on 
assessment practices that can contribute to student learning. 

Feedback is usually written as well as verbal, to help students who forget what was said  and shows 
the progression and development of learning during the course. 

Feedback to students on summative assessment should reflect to what extent  
• they have met the intended learning outcomes and assessment criteria  
• steps they could take to improve their performance on graded criteria 
• steps they could take to improve their performance generally 

Comments and marks should relate to the published marking criteria specific to the programme. 
Students must be reminded that all marks remain provisional until agreed at the Examination Board.  
Internal Quality Assurance feedback to the assessor will take place beforeassessment decisions are 
released to students, which should be within 21 working days of submission of assessment and 
subsequently the awarding body/university – usually towards the end of the summer term. 

Second marking  

Internal Quality Assurance (IQA) 

The purpose of internal quality assurance (also referred to as internal verification or moderation) is 
to ensure the quality assurance and enhancement of curriculum assessment and verification within 
the College. IQA processes are in place to ensure that assessment is accurate, consistent, current, 
timely, valid, authentic and aligned to relevant awarding body/organisation standards using internal 
verification/moderation processes.  

For full details please refer to the College’s Internal Quality Assurance policy and process available 
on the College website in the Public Documents HE section.  

External Quality Assurance (EQA) 
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Awarding Bodies and organisations appoint External reviewers to each programme. Arrangements 
will be made for these External Examiners/Verifiers to sample work during the academic year or at 
the end of the academic year as appropriate and provide the College with a written report. These 
reports should be made available to students and require need a response from the Programme 
Leader/Curriculum Area Manager (CAM) with a suitable Action Plan outlining action to be taken in 
response to the report which should be returned to the College’s Curriculum Quality Assurance 
team.  

Conduct of Assessment 

Students with Special Requirements 

Students in receipt of Disabled Students Allowance (DSA) may have special requirements related to 
assessment. Tutors need to familiarise themselves with the recommendations for special 
requirements outlined in Student Support recommendations, and if necessary refer the student to 
the College’s Inclusive Learning team. This is particularly important if, for instance, a scribe is 
required as this can take time to organise.  Any support for examinations needs to be in line with 
Examination Office procedures. 

Extenuating Circumstances 

During the course of your programme at the Colllege,  a student might be faced with personal, 
medical or family problems that are outside their control and are negatively affecting their academic 
performance. Such problems are known as 'extenuating circumstances.’ A student should refer to 
the College Guidelines on Extenuating Circumstances in the Higher Education section at 
http://www.belfastmet.ac.uk/about-us/corporate-information/public-documents/ 

Submission of Assessed Work 
 
Assessment submission boxes should be available at School Offices. Students must place their 
written work in these boxes by the time and dates specified in their assignment brief or module 
handbook or follow other arrangements as per School/Curriculum Area. In the case of work that is 
too bulky or in a different format, students must be made aware of submission procedures and 
timing.  Work submitted after the due date will be dealt with in accordance with the College’s 
Assessment Submission Guidelines or individual Awarding Body/HEI and college regulations.   

Archiving of Assessed Work 

Students’ work should be returned to them to allow for feedback to take place. Student work will 
need to be retained for scrutiny by an External Examiner; however, the students should be given a 
copy of the feedback issued. The College is also required to retain evidence of assessed work for 
specific periods of time after awarding of qualifications and teams and students should refer to the 
requirements of their individual awarding bodies.   

 

http://www.belfastmet.ac.uk/about-us/corporate-information/public-documents/
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Appeals Procedure 

Any assessment Appeals will follow the College Academic Appeals process, details of which can be 
found on the College website within the public documents section. Students will be informed of the 
appeals process when notified of the outcome of the Examination Board. Appeals procedures 
including the right of appeal to the awarding body/organisation is also detailed in programme 
handbooks and at induction. 

 

Complaints Procedure 

Students also have the right to complain using the College’s Compliments and Complaints Policy. 
This is located on the College website at http://www.belfastmet.ac.uk/about-us_corporate-
information_freedom-of-information_complaints.aspx The complaints  process including the right of 
complaint to the relevant awarding body/organisation is also detailed in programme handbooks and 
at induction. 

 

 

http://www.belfastmet.ac.uk/about-us_corporate-information_freedom-of-information_complaints.aspx
http://www.belfastmet.ac.uk/about-us_corporate-information_freedom-of-information_complaints.aspx
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