Appendix 6
Roles and responsibilities

a)  Module Leaders are responsible for ensuring that all assessment tasks are:

· appropriately designed to offer formative and summative opportunities

· mapped to learning outcomes and enable students to demonstrate achievement of these 

· devised at the same time, together with reassessment tasks (coursework, examinations etc) 

· efficient in terms of student and staff time 

· accompanied by a set of assessment criteria, task guidelines, submission dates and information regarding return of work, clearly published to students

· clearly worded and presented, within designated timeframes

· followed by appropriate feedback, within designated timeframes.

 b)  Programme Leaders are responsible for ensuring that:

· a variety of assessment tasks and types are employed and mapped across the programme

· learning outcomes, and associated assessment tasks and criteria are monitored to ensure they

· meet the published aims of the programme 

· are in keeping with qualifications descriptors and subject benchmark statements

· reflect increasing levels of demand, complexity and depth of study.

c) Field Leaders are responsible for ensuring that:

· all assessment and reassessment tasks (coursework, examinations etc) are devised at the same time for each module

· adequate systems and procedures are in place for the internal moderation of all methods of assessment for all the modules within their Field

· adequate communication is undertaken with external examiners.

d) Heads of School (or designated person) are responsible for ensuring that:

· examinations are conducted in a fair, proper and secure manner for each module

· adequate systems and procedures are in place for the internal and external moderation of all assessment tasks, for all modules and programmes

· adequate liaison takes place with DDAC, and adequate provision is supported, in order to ensure disabled students are provided with equality of opportunity to participate in, and achieve success in assessment tasks

· adequate systems and procedures are in place for the storage and disposal of assessed work
· a sound process is maintained to accredit experiential and certificated learning, in line with UEL Policies, and to recognise credit awarded by other UK Higher Education Institutions.

e) School Registrars (or designated person) are responsible for ensuring that:

· there is a published mechanism for logging the receipt of, and providing students with, a dated receipt for submitted work 

· there is a secure method for student collection of marked coursework 

· Scripts/examples of work are stored and disposed of in line with UEL’s Records Management Policy. 

f) Students are responsible for ensuring that they:

· are aware of, and act in accordance with, guidance given on assessment processes including submission dates and timeframes, and seek further clarification where needed

· engage and participate fully in learning, teaching and assessment practice 

· maintain good attendance, and liase with school staff in the event of difficulty. 

g) Disability: shared responsibility between DDAC and Schools

The DDAC is responsible for:

· maintaining records of agreed reasonable adjustments for students

· With the student’s permission, conveying relevant information to each School registrar and ‘named’ administrator at least three working weeks before the start of the examination period

· providing specialist software and equipment when required

· recruiting and training support workers to assist students with disabilities/ SpLDs during the examinations if required

· confirming to the student the details of their support worker in sufficient time for the student to practice for the examination, where required (normally one week) 

· providing the student with a record of all reasonable adjustments required during examinations. (This record will have been signed by the student and the DDAC)

· training invigilators, identified by the Schools, in the process and procedure of providing reasonable adjustments.

Disability: shared responsibility between DDAC and Schools- 

Schools are responsible for:

· conveying all relevant information on a student’s reasonable adjustments in examinations to School staff as appropriate

· arranging for the reasonable adjustments to be put into place

· informing the student, in writing, about the specific examination arrangements that have been organised.  This information should be made available to the student at least two working days prior to the examination

· arranging technical back-up (in liaison with IT services) when computers or specialist equipment are used

· providing invigilators who have been trained in the provision of reasonable adjustments

· liaise with the Timetabling Department regarding the allocation of specific rooms in which reasonable adjustments will be provided.
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