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Introduction
"Good Practice - Assessment" provides guidance to UOW academic teaching staff in implementing
the requirements of the Code of Practice - Teaching & Assessment. It includes:

•
•
•
•

core principles of effective assessment;
specific guidance regarding a number of commonly occurring assessment issues;
examples of good practice from across the disciplines; and
faculty/unit processes to support good assessment practice.

For an assessment practice or tool to qualify for inclusion in this Guide, it must be judged by a subgroup of the University Education Committee as meeting all the requirements of the Code of Practice Teaching and Assessment and all the standards of the Good Practice Assessment Guidelines.
The document fits within the framework of UOW teaching and assessment policies as follows:

Teaching and Assessment Policy
Overarching statement of UOW approach to learning, teaching and assessment - identifying the
core principles of collegiality, transparency, equity and consistency

Code of Practice - Teaching and Assessment
Specific responsibilities of parties regarding learning, teaching and assessment and procedural
requirements for teaching staff
Related Codes and Rules: Code of Practice - Honours; Code of Practice - Students; Code of
Practice - Supervision; Code of Practice - Practical Placements; Assessment Rules
(Pt 8, General Course Rules)
Related policies: Special Consideration Policy; Acknowledgement Practice, Student Academic
Grievance Policy, Tertiary Literacy Policy and Procedures, Privacy Policy

Guidelines, procedures and best practice
Supporting the implementation of the requirements contained in the Code of Practice - Teaching
and Assessment
Assessment Committee
Guidelines

Good Practice - Assessment
Guidelines

Setting out uniform procedures
for determining and declaring
results

Guiding academic staff on a
range of assessment issues,
including feedback, criteria for
assessment, group work, insession testing, online
assessment, minimising
plagiarism, class participation,
marking and disabilities
support.

Best Practice - Scaling
Guiding academic staff in
deciding whether it is appropriate
to scale and, if so, what method
of scaling should be employed
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Frequently Asked Questions
FAQ
Which methods of assessment
do I use?

Document Reference
See Section 1.3 Choosing assessment methods
(link)

What do I need to know as a
Subject Co-ordinator?

See Indicators of Quality Assessment Checklist
(link)

What do I need to know as a
Program Co-ordinator?

See Indicators of Quality Assessment Checklist
(link)

How can I minimise opportunities See Section on Minimising Plagiarism
for students to plagiarise or cheat
in some way?
How do I assess large numbers
of students?
I want my students to work in
teams on a project – how can I
assess each student’s
contribution?
What assessment issues do I
need to think about when I’m
setting an in-session test?
How can I be clearer about what
level of performance I expect
from my students?
How can I improve consistency
in marking when different people
are marking the one
assignment?
Can I award marks for class
participation? How?
What about online assignments –
how do they work?

See Section on Assessing Large Classes
See Section on Group Work

See Section on In-Session Tests
See Section on Assessment Criteria
See Section on Marking

See Section on Class Participation
See Section on Online Assessment
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PART A: DESIGNING ASSESSMENT
1. General Assessment Principles
The principles of good assessment practice are the same in any learning environment. Any
assessment practice should be valid and measure intended objectives; should be reliable and
consistent; should be flexible using a variety of methods and approaches; and should be fair and bias
free. (Kerka, Wonacott, Grossman, & Wagner, 2000)

1.1 Purposes of assessment
Assessment is an essential part of quality learning and teaching in higher education and is usually the
key factor influencing how students approach the learning and teaching process. Carefully designed
assessment tasks can positively affect the approach of students to their study and the quality of their
learning. In particular, they can contribute significantly to the development of the Attributes of a
Wollongong Graduate.
The purposes of assessment are:
•

To promote learning;

•

To measure performance, by awarding marks which indicate whether and how well a
particular student has attained the stated learning outcomes;

•

To determine whether a particular student is sufficiently well-prepared in a subject area to
proceed to the next level of instruction;

•

To provide feedback to students which indicates levels of attainment, and to indicate and
diagnose misunderstandings and learning difficulties;

•

To provide feedback to teaching staff to indicate areas in which students are experiencing
difficulties, and to identify and diagnose ineffective teaching.

1.2 Effective assessment
Key to effective assessment are the linkages between outcomes, the design of assessment tasks,
criteria, marking procedures and feedback. These are recognised in the Code of Practice – Teaching
& Assessment which provides in Section 4.1.3 that “learning outcomes must be congruent with the
content of the subject and assessment processes and practices”.
Assessment Practices should be reviewed regularly to ensure their effectiveness. The following
diagram illustrates the cycle of planning, implementing, reviewing and improving assessment
practices at the subject level (see shading). It also illustrates the role of the relevant Assessment
Committee(s) in overseeing this process and providing input into individual subject and overall course
assessment practices.
IMPROVE

Quality Cycle (Course/Unit/Faculty Level)

Subject Co-ordinator

Course Coordinator/Unit/FEC
OVERALL
PLANNING
Learning outcomes
of overall program of
study
(content + skills)

PLAN

Faculty/Unit
Assessment C’ttee

ACT

Develop assessment
tasks/methods as part
of subject design

Implement assessment
tasks
Mark and provide
feedback

REVIEW
Monitor and reflect on
student assessment
outcomes

QUALITY
OVERSIGHT
Monitor outcomes and
evaluate practices

IMPROVE

Quality Cycle (Subject Level)
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•
•
•
•
•
•
•
•

Assessment should be in a form that allows the determination of student performance, measured
against the stated student outcomes of that subject.
The assessment process should provide for appropriate and timely feedback.
Weightings for each assessment component, and deadlines for submitting material for
assessment, should take into consideration the stated student outcomes of the subject, including
identified graduate attributes, and the required function of the assessment.
Assessment methods should provide for a range of assessment instruments and processes to
encourage the development of a range of attributes and skills.
Assessment should be reliable and valid.
Assessment tasks and methods should take into account, where possible, past experience/prior
student feedback.
Assessment design should be responsive to students’ context such as multiple curricula, different
study environments and different cultural contexts.
Assessment methods should provide reasonable accommodation for students with a disability.
[Refer Disabilities Policy http://staff.uow.edu.au/eeo/disabilitiespolicy.html#environment ]

1.3 Choosing assessment methods
There is a wide variety of assessment methods. In selecting the assessment method that is
“appropriate for the intended learning outcomes” (as required by the Code of Practice – Teaching &
Assessment, 5.1.2), it is important to consider the following issues:
•

The role of the subject in the overall subject sequence of the program – for example, the
role of core subjects within a program or programs. In particular:
o Specific knowledge – basic to the field and/or serving as a prerequisite for later learning
o Specific professional or academic skills
o Specific graduate attributes

•

The flow of the learning within the subject, for example:
o Sequence of content delivery
o Sequence of skill development - both within the subject and the program
o Specific skills prior to practical application

•

The main purpose(s) of the specific assessment tasks, for example:
o To provide early feedback to students
o To measure how well a student has attained stated learning outcomes
o To identify which students are experiencing difficulties
o To develop specific graduate attributes
o To determine whether the student can proceed to the next level of instruction
o To measure how well a student can apply knowledge to professional practice
o To determine achievement of professional accreditation requirements
o To diagnose teaching effectiveness.

•

Practical considerations, for example:
o Size of the class
o Mix of students – international; working; mature age; etc
o Single or mixed campuses or off-campus
o Consider online delivery of assessment and assessment support services
o Resources available – staff with required expertise; equipment; facilities
o Ease of setting
o Ease of marking
o Potential for plagiarism and other forms of cheating
o Stress on students and staff
o Need for disabilities support
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The following table provides an overview of common assessment tasks and practical issues for
consideration:

TABLE 1: A COMPARISON OF ASSESSMENT METHODS
Assessment
Method

Some Possible
Objectives

Some Possible
Advantages

Some Possible
Disadvantages/ Issues

Considerations

Assignment - essay

Research and synthesise
information; make an
argument; interpret and
evaluate ideas.

Relatively easy to set.
Appropriate for testing higher
order thinking.

Reduced reliability with different
markers. May be time
consuming to mark.

Authenticity
Plagiarism
Language
Online
Group Work

Assignment –
problem centred or
case study

Problem solving;
application and
interpretation of
knowledge; synthesise and
evaluate.

More realistic test of ability, e.g.
closer to performances required
in professional practice.

Cases / problems must be well
designed to include appropriate
level of complexity and generate
genuine inquiry.

Authenticity
Plagiarism
Online
Group Work
Disabilities Support

Assignment – short
answer questions

Knowledge and
understanding.

Reasonably easy to set. Allows
broad coverage of syllabus.
Consistency in marking.

Little opportunity to make an
argument or display original
thinking.

Authenticity
Plagiarism
Online
Group Work
Disabilities Support

Projects and
theses

Identify, define and solve
problems; research and
synthesise information;
structure and present an
argument.

Allows students to pursue
individual interests – can be
highly motivating. Allows for
creative and original work.

May require unforseen amounts
of work on the student’s part.
Time consuming to mark.
Reliability in marking difficult to
achieve.

Authenticity
Plagiarism
Group Work
Online
Language

Exam - essay

Remember, organise and
structure information;
structure and present an
argument under pressure.

Relatively easy to set. Allows
confidence about authorship

Different questions often require
different levels of ability (eg.
describe v. criticise).
Comparisons of student
performance therefore difficult.

Online
Language
Disabilities Support

Exam - Open book

Problem solving;
application and
interpretation of
knowledge; use reference
materials effectively.

Less study time spent on
memorising; thought required in
studying for the exam and in
writing the response.

Questions should be set so that
they require real thinking and not
just looking up the answer.

Online
Language
Disabilities Support

Exam - Oral / vivas

Oral communication skills;
reasoning behind
judgement and actions.

May be used to confirm
practical / clinical assessments.

Online
Language
Disabilities Support

Exam - Problem
centred or case
study

Problem solving;
application and
interpretation of
knowledge; synthesise and
evaluate material.
Knowledge and
understanding.

More realistic test of ability, e.g.
closer to performances required
in professional practice.

May be subjective. Personal
factors may influence assessor.
Variability in questions asked
may mean students face different
tests. May be highly stressful for
some students.
Cases / problems must be well
designed to include appropriate
level of complexity and generate
genuine inquiry.

Reasonably easy to set. Allows
broad coverage of syllabus.
Consistency in marking.

Little opportunity to make an
argument; display original
thinking.

Online
Language
Disabilities Support

Knowledge and
understanding; interpret
data.

Broad coverage of syllabus
possible. Reliable marking.

Difficult and time consuming to
set. Cannot test ability to make
an argument, defend judgment,
display original thinking.

Plagiarism
Online
Language
Disabilities Support

Exam - Short
answer questions
Exam - MCQ, true /
false etc
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TABLE 1: A COMPARISON OF ASSESSMENT METHODS (cont)
Assessment
Method

Some Possible
Objectives

Some Possible
Advantages

Some Possible
Disadvantages

Considerations

In-session
Tests/Quizzes

Knowledge and
understanding; Interpret
data; diagnosis.

Useful means of assessing
progress. Can provide an early
warning sign for students who
are experiencing difficulties.
Can be used as Pre-test: help
prepare students for final
exams.

Can be difficult to supervise in
large lecture theatre.

Weightings
Plagiarism
Online
Disabilities Support

Little opportunity to make an
argument; display original
thinking.

Laboratory
exercises / reports

Practical skills. Safety
requirements. Follow
procedures accurately.
Understanding of scientific
method. Document
experiments.

A learning experience as well
as an assessment task –
learning by doing.

Written report rather than
practical skills usually assessed.

Plagiarism
Authenticity
Group Work
Disabilities Support

Journals, diaries
and log books

Reflection on practice.
Growth in understanding.
Reasoning behind
judgements and actions.
Attitudes

Requires deep thinking about
practical exercises and field
placements. May help to
integrate theory and practice.

Often an unfamiliar assessment
tool that students may resist.
Difficult to assess attitudes.

Authenticity
Group Work

Seminar
presentation

Oral presentation skills.
Lead a discussion.
Research, organise
information and make an
argument.

May simulate presentations
required in professional
practice.

Guidance on effective
presentation and group
facilitation skills required.
Variability in audience may make
comparisons difficult.

Plagiarism
Group Work
Online
Language
Disabilities Support

Performance
(music, dance,
theatre, etc)

Interpret an artistic work.
Creativity. Technical skill.

Multiple assessors improve
reliability of a highly subjective
assessment event.
Assessment by panel will
improve reliability

Panel assessment can be highly
stressful for students. Criteria for
successful performance needs to
be clear.

Group Work
Online
Language
Disabilities Support

Creative work
(exhibitions,
portfolios, websites
etc)

Creativity and originality.
Technical skill.
Application of knowledge

May require unforseen amounts
of work on the student’s part.
Time consuming to mark.
Reliability in marking difficult to
achieve.

Authenticity
Plagiarism
Online
Group Work

Simulated
professional tasks

Technical skill.
Interpersonal skills.
Problem solving ability.
Application of knowledge.
Attitudes.

Allows students to pursue
individual interests – can be
highly motivating. Allows for
creative and original work.
Assessment by panel will
improve reliability
Closely approximates
professional work

Group Work
Online
Language
Disabilities Support

Design tasks

Problem solving ability.
Creativity. Technical skills.
Presentation skills.

Preparation of markers’
checklists and training of
assessors may be necessary to
ensure reliability. May be time
consuming and expensive to
assess. Reliability in marking
difficult to achieve.
Difficult to make reliable
assessments of widely differing
design solutions – clearly written
and weighted criteria will help

Class participation

Preparation, oral
communication skills,
comprehension,
involvement and
enthusiasm.

Criteria for successful
performance needs to be clear.
Assessment may be highly
subjective and unreliable.
Provision for equal opportunity for
participation is required.

Weightings
Online
Language
Disabilities Support

Allows students to pursue
individual interests – can be
highly motivating. Allows for
creative and original work.
Assessment by panel will
improve reliability.
Displays or presentations of
design solutions help make
standards clear to students.
May improve attendance and
preparation. Offers opportunity
to assess students engagement
with, and ability to debate,
ideas.

Group Work
Online
Language
Disabilities Support

Adapted from a checklist by David Jaques in: Module 10 Course Design Certificate in Teaching and Learning in Higher Education course
materials. 1989. Oxford Centre for Staff Development.
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Table 1. continued - Considerations:
Weightings
This indicates that there may be certain restrictions on how much weight can be assigned to a certain type of assessment
task. The COP-TA (as amended on 19/11/03) states that:
- No single assessment task to count for more than 70% of assessment;
- Group work not to constitute more than 50% of assessment, unless approved by FEC;
- Class participation - if worth more than 10%, a record should be made by the academic staff member
In addition, it is recommended that no single in-sessions test should constitute more than 30% of the total mark.
Authenticity
This indicates that there may be a problem with ensuring that the person who presents the work has done the assessment
task. Any assessment task that is done without adequate supervision will have this problem.
Formal examinations have the best authenticity. In-class tests are potentially less authentic unless all student cards are
checked carefully. This can be hard to do in a lecture theatre and in limited time. When setting take home tasks, the task
should be difficult to do by someone not engaged in the subject. Vary the assessment tasks each time the subject is run.
Information on how to ensure authenticity in laboratory classes, is provided in Part B, Section 6.
Plagiarism
This indicates that there is scope for students to copy other people’s work, not reference other people’s work or cheat in
some way. Plagiarism may overlap with the problem of authenticity. Formal exams reduce the risk of plagiarism. Even
during formal exams, it would be possible to copy someone else’s multiple choice answers, if computer marking sheets were
in use. If students sit close together during in-class tests it may be easy to copy unless different versions of the test papers
are issued to adjacent rows of students.
Group Work
This indicates that this method of assessment may be effectively undertaken as a group activity. More details on assessing
group work are provided in Part B, Section 5.
Language
This indicates that some consideration should be given to students’ English language proficiency when setting and/ or
wording the task. Written and oral assessment tasks place great demands on students' English language skills, and this may
put some students whose first language is not English at a disadvantage. Where these assessment tasks are used,
consideration might be given to providing students with early feedback on their language skills, providing support for those
who require language development assistance and articulating how language issues are to be dealt with in the grading
process. Alternatively, if multiple choice tests are used, careful attention will need to be paid to the wording of questions; for
example, the same terminology used in teaching would need to be reproduced in the assessment questions, and the use of
double negatives would be inappropriate.
Online
This indicates that this method of assessment may be effectively undertaken as an online assessment task. More details on
Online Assessment are provided in Part B, Section 10.
Disabilities Support
This indicates that the assessment task may have predictable implications for students with common disabilities. Students
with speech, vision or hearing impairment may have difficulty in class presentations, for example, while students whose
memory or concentration is affected by a learning disability or an injury may need extra time in exam situations. When
setting tasks, it can be helpful to keep in mind ways in which the task could be adapted or the deadline could fairly be
extended. In some cases, an alternative task will be required.
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2. Designing Assessment Tasks to Minimise Plagiarism
General principles
The Code of Practice –Teaching and Assessment (Section 5.1.10) states that the design of
assessment tasks should take into consideration the need to minimise opportunities for plagiarism
and other forms of cheating. It is important, however, that emphasis in this area does not interfere with
the quality of assessment design: the choice and design of assessment tasks must remain true to the
expected learning outcomes while also minimising opportunities for plagiarism.

Problems and specific issues
There are two critical and complementary means for minimising plagiarism: the first is task design,
and the second involves teaching students about plagiarism, and in particular, how to avoid it. As
Carroll (2000 cited in James et al, 2002 p.44) argues, it is necessary to create a culture of
“involvement and interest rather than one of merely detection and punishment”. The following
suggestions are designed to assist you in achieving the aforementioned.

Examples of good practice
Develop a culture of involvement:
discuss the issue of plagiarism in class and make the students aware of the various definitions,
instances and penalties;
provide instruction and resources that teach students the skills of paraphrasing, summarising, critical
analysis, arguing and referencing (particularly if you have a first or second year subject). Ask Learning
Development staff to work with you on this; and
direct students to references and guidelines relevant to your academic area.
Written assessment tasks:
1. Make the task so specific that students are unable to simply download from the web: for example:
choose a topical question and ask students to argue something specific about it (Eg. The current
Australian Government’s treatment of refugees is an international human rights issue. Do you agree or
disagree? Support your argument with evidence.);
base it on a particular journal article or newspaper article (Eg. Critically evaluate the Hardaker & Ward
(1997) article in light of the information presented in the other six recommended readings.);
ask students to relate particular theories/concepts to events/ issues in current newspaper articles (Eg.
Find an article relating to one of the concepts presented in the lecture series. Analyse and comment on
it in light of your learning so far this session.);
use case studies;
get students to integrate theory and experience (eg. field trips, practicums, reflective writing); and
ask students to analyse and report on specific aspects of a local/ national company.
2. Stage the assessment tasks, so that students develop skills related to their use of source material
throughout the course; for example:
to prepare students for ‘Assignment 1: Critical evaluation of three given articles’, teach the students to
critically evaluate an article in class earlier in session and have them write it up and hand it in for
feedback; or as part of tutorial preparation, ask students to bring a summary of at least one essential
reading and collect them at random for marking – give students feedback on their summarising skills;
arrange the assessment task so that students need to hand in several drafts of the essay (Stefani &
Carroll, 2001);
ask students to make brief presentations to the class based on their written assignments; and
ask students to submit an annotated bibliography either before or when the essay is due.
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Group Work:
Group work is intended to encourage cooperative learning and teamwork skills, and this can be achieved if the
task is well-designed and clearly communicated to students. Concern about copying must be dealt with initially in
the delivery of the assessment task. Related to plagiarism is the fact that some students may over-rely on other
group members to do the majority of the work while they all receive the same mark.
Be clear about the purpose of setting the task, the expected learning process and the outcomes (product
and process).
In class and in the subject outline, make the marking criteria explicit.
Clearly explain the difference between collaboration and copying.
Ask the students to submit individual assignments.
Ask students to write a short reflective paper on what they learnt from the process, or use reflective
journals for the same purpose.
Include a peer assessment component with the assessment.
Example: ACCY102 – Group contract/ Group report/ Individual portfolio and reflective piece.

In session tests and short answer quizzes:
Where testing is conducted during session in lecture theatres or classrooms, copying can be an issue. Where
possible, you may do the following:
Ask students to sit with at least one space between them in lecture theatres and classrooms.
For electronic quizzes, randomise questions and answers.
For paper-based tests, vary the sequence of questions on several versions of the same paper, and
systematically distribute the different versions to the class.
Exam - MCQ, true / false:
Concern with multiple choice testing in the exam situation relates to the ease with which patterns of dots (on
MCQ answer sheets) or circling for true/false questions may be easily copied, particularly in crowded conditions.
To make such copying more difficult, you might:
Randomise the questions on several versions of the exam paper and systematically distribute the
different papers to the class.
Seminar or tutorial presentations:
At the heart of the issue of plagiarism in seminar presentations is the students’ citation of evidence, particularly
when a paper is not required. Like writing, a good presentation should be clear about where the evidence has
been sourced, yet such an expectation is often not mentioned when this type of assessment task is set. The
following suggestions may help.
Make your expectations clear in writing and verbally.
Develop and communicate the marking criteria to students and include a criterion related to citation/
referencing.
Where a paper is not required, ask students to hand in an annotated bibliography or similar, identifying
where they sourced their information.
Where appropriate and feasible, model for students the behaviour expected or teach them explicitly.
Projects and theses:
While thesis work is invariably an individual effort, project work may involve a group of individuals. Thus, while
concern regarding the use and citation of evidence is common to both, authenticity is also a consideration of the
latter. For concerns relating to group work, see Section 5B of this document. For other concerns with regard to
project and thesis work, you might consider the following:
Ask students to regularly hand in samples of their notes and use these to give them feedback on their
identification of key ‘issues’ and their integration of these into their work.
Ask for an annotated bibliography for each section/ chapter.
Ask students to keep a log book of their learning throughout the project/ thesis.
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3. Indicators of Quality Assessment Checklist
(Adapted, in part, from the checklist for quality in student assessment, "Assessing Learning in Australian Universities", 2002, CSHE.)

At the Faculty/Academic Unit level*
At the Course level*
At the Subject level
Assessment tasks address both the learning
outcomes and graduate attributes listed for the subject.
Student choice is provided in assessment tasks and
weightings at certain times.
Student workloads are considered in scheduling and
designing assessment tasks for this subject and in
relation to assessment tasks in other subjects likely to
be taken at the same time.
Excessive assessment is avoided - assessment
tasks are designed to sample student learning.
Assessment tasks are balanced – include both
developmental (“formative”) and judgemental
(“summative”) tasks. Early low-stakes, low-weight
assessment is used to provide students with feedback.
Include criteria for marking – clearly articulated
learning outcomes and criteria for levels of
achievement are described, with marks allocated
accordingly.
Assessment is fair – assessment tasks checked to
minimize inherent biases that may disadvantage
particular student groups.
Plagiarism is minimised – careful task design,
explicit education and appropriate monitoring of
academic honesty.

Overall plan - Subject assessment is
integrated into an overall plan for course
assessment; and
- there is a clear alignment between
expected learning outcomes, what is taught
and learnt, and the knowledge and skills
assessed; and
- there is a steady progression in the
complexity and demands of assessment
requirements in the later years of courses.
Student workloads are considered in
scheduling and designing assessment tasks.
Subject outlines are reviewed before
session for consistency and completeness of
information on assessment.
A variety of assessment methods is
employed so that the limitations of particular
methods are minimised.
There is a regular cycle of review of
courses/ subjects that includes review of the
appropriateness and monitoring of
assessment.
Review of subjects includes communication
with coordinators of all programs that include
the subject/s.

Feedback – students receive explanatory and
diagnostic feedback as well as marks.

Faculty Education Committee/
Assessment Committee(s)
There is a faculty/ academic
unit policy that guides
assessment practices and the
development and monitoring
of assessment.
There is a regular cycle of
review of programs and
subjects that includes review
of the appropriateness and
monitoring of assessment.
Monitoring of marks – trends
over time and across subjects
are reviewed at the end of
each session.
Assignment cover sheets
comply with University
guidelines.
Processes are in place:
to track the collection and
return of assignments;
to inform students fully of the
assessment procedures and
policies.

* The level at which these tasks are undertaken may vary across faculties/academic units.
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PART B: IMPLEMENTING ASSESSMENT: PRACTICAL ISSUES
1. Introduction
When designing the assessments tasks for a subject, a number of questions need to be answered.
1. Which tasks are most appropriate for the learning objectives of the subject, given whatever
constraints you need to deal with, such as student numbers, etc.? Refer to Table 1.
2. What weightings should be assigned to each task? There are some university principles
regarding weightings (refer to previous Section on weightings) but you also need to consider
the emphasis you wish to place on the different aspects of your subject, as the weightings will
convey this emphasis to the students.
3. Which criteria will be used to mark the task? How will you communicate this to students?
Refer to the following Section on criteria.
4. How will the tasks be marked? Practical considerations that need to be considered include
consistency, team marking, double marking, etc. Refer to the following section on marking.
5. How will feedback be given to students? Feedback is integral to the assessment (and
learning) process. Refer to the following section on feedback.

2. Assessment Criteria
General Principles:
The University's Code of Practice-Teaching and Assessment requires that clear criteria be
developed for marking each assessment task and be made available to students (refer Section 5.1.4)
Criteria for assessment should be:
specific to each task
clear and sufficiently detailed so as to provide guidance to students undertaking assessment
task
transparent (i.e. stated in advance – refer section below)
justifiable (i.e. linked to learning objectives) and achievable
appropriate to weightings
where appropriate, supported by a verbal or written statement about what constitutes the
various levels of performance (refer example on p. 15).

Specific issues:
Stating Assessment Criteria:
Criteria can be stated in many ways. These depend on the type of assessment task. Sometimes
specific criteria for assessment cannot be stated in advance without defeating the purpose of the
assessment (by informing the learner of what is to be tested). However, it is desirable that the criteria
should be made explicit at some stage (e.g. after the work has been marked). For example, if an
examination requires the solving of a mathematical problem, the examiner may require the use of
logical methods or particular processes. Students should know this, preferably before, but at least
after, they have sat for the examination. If an essay is intended to test a student's ability to organise
an argument logically, this should be stated and preferably a statement about what constitutes the
various levels of performance should be provided.
How much detail?
The question of how detailed assessment criteria should be is a matter of judgement. It seems that
students find very general statements such as 'advanced analytical skills' of little use. On the other
hand, as discussed above, it is reductive and counter-productive to try to pin everything down.
Nevertheless, general statements may provide a useful guide. They can indicate, for instance, that
grammar and spelling will be taken into account, or that a certain range of reference to sources is
Good Practice Assessment Guidelines – noted by Academic Senate 15 November 2004
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expected. It is probably helpful to look at some examples from colleagues.
Using Criteria as a basis for standardising marking:
Assessment criteria are the basis for marking. When more than one marker is involved, subject coordinators should be mindful that other markers may not necessarily share a common understanding
of the assessment question. Clear and specific assessment criteria and discussion of marking
schemes will be required in advance.
Linking to Learning Outcomes and Performance Levels:
In drafting assessment criteria, it is important to refer to the student learning outcomes and to give
some thought as to how the criteria can be justified and how it will inform feedback to students. When
designing criteria, it is also important to check that the performance levels are achievable by students
undertaking the subject.
Making all Criteria Explicit:
It is essential that students are made aware that there are global criteria listed in the subject outline
that apply to all tasks (eg. penalties for lateness, word lengths, etc). In addition, there may be criteria
that are commonly assumed by academics that need to be clearly communicated to students.
Examples would include:
•
•
•

presentation style: font size, line spacing, margins;
mode of expression: grammar, syntax, spelling (when not already documented);
ways of referencing.

It is also recommended practice that these criteria are consistently observed, and students be given
feedback accordingly. In some instances it may be helpful to have a discussion with students about
these kinds of factors which influence an assessment of their work.
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Examples of Good Practice
SAMPLE – MARKING & ASSESSMENT CRITERIA

Example from Graduate School of Public Health GHMD924
Analysis and critique of a Health Information System

Assignment 1:
Due date:

Week 5

Weighting:

30%

Length:

Up to 1500 words

Students are required to prepare a report, which critiques one health information system that has been implemented
(eg. CHIME, EDIS, DOHRS, AN-SNAP, Acute Episode Funding, Inpatient Statistics Collection, Waiting Times Data
Collection, Outpatient Booking System, Midwives Data Collection, Residential Aged Care Collection, Virtual Case
Conference) in terms of:
a) conformance with health information standards (ie. vocabulary, structure/content, messaging and security)
and
b) the extent to which the use of the health information system links with recent health reforms.
Marking Criteria
Aspects

Description

Report
content

Addresses the questions

[30]

Critical use of readings/literature
Evidence of synthesis and use of unifying concepts
Justification of conclusions

[25]
[20]
[10]

Style and
organisation
of report

Marks

Presentation and structure
(Spelling, grammar, introduction and conclusion; the structure, organization and
presentation of ideas; the appropriate use of tables, figures and charts; and
referencing)

85

15

Assessment Criteria
Grading of assignments will be according to the following criteria.
Criterion

Range of performance
Marginal

Good

Excellent

Addresses the questions
Responsiveness to
questions/ issues

Does not focus on question

Generally focussed

Interprets question
innovatively and maintains
focus throughout

Use of readings
Evidence of awareness of
key ideas or facts brought
out in readings

Little or no mention of
ideas from readings

Mentions key ideas or
thoughts from the
readings

Discusses and critically
analyses ideas and theories
as applied to assignment
(citations helpful)

Justification of
conclusions
Conclusions clearly linked
to concepts developed
within paper

Little logic between
conclusions and content of
paper

Conclusions mainly
summarise issues raised
in paper

Conclusions draw main
concepts of paper together in
a unifying manner;
expressed succinctly; makes
recommendations for futher
action

Presentation and
structure
Organisation and
presentation of ideas.

Difficult to follow.
Sequence hard to see

Clear, crisp logical
response.

Innovative organisation. Use
of charts, diagrams and other
materials.

[Adapted from: Jayasuriya R., GHMD924 subject outline]
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3. Providing Feedback to Students
General principles:
The University's Code of Practice-Teaching and Assessment requires staff to provide to all students
'appropriate, helpful and explanatory feedback', as promptly as possible on all work submitted for
assessment (refer Section 5.2) . Both teaching staff and students should understand:
• why students are required to do certain tasks as part of their assessment in a subject or course;
• what the criteria for assessment are, and how they are applied; and
• why students receive the mark or grade awarded.
Constructive and timely feedback on assessment is important in order to:
• assist learning;
• reward achievement;
• provide encouragement;
• explain grades received; and
• indicate standards expected in a particular discipline or professional area.
Effective Feedback needs to be:
specific and detailed - so that students can understand where their strengths and weaknesses
are and how they can improve;
timely – a guiding principle is that students should get feedback on one piece of work in time for
this to be of benefit for the next;
directly linked to the criteria for assessment.

Examples of Good Practice:
Annotations on
written work

These should provide sufficient detail to be constructive and should address all criteria.
May be used in conjunction with marking sheets.

In-session
tests and
quizzes

When returning in-class tests, provide a brief written statement of the criteria, and/or the
key points which a test question is/was designed to elicit, including examples of good and
bad ways of answering the question. (Discussion of past test papers may be used to
assist students prepare for tests).
Tests administered in-session should have an explicit diagnostic function. If so, they
should indicate clearly to students whether or not they are meeting the learning
objectives. Online multiple-choice quizzes may provide a means for giving feedback for
each answer choice.

Written
assignments,
essays and
practical
reports

Ways to provide feedback include:
Standard coversheets which set out the general criteria against which written work will
be judged, and which provide for the marker to indicate in some standardised form the
extent to which the specified criteria have been met by an individual student. Such
coversheets also include space for specific comments by the marker. (Example: CCS
Essay Cover Sheet)
Marking sheets which allow the marker to tick a box (or mark a point on a scale)
indicating the strength or weaknesses of the writer in meeting the objectives of the
assessment - again with space for comments. (Example: DESN212 Project Marking
sheet)
Generic sheets that indicate the main points or issues which students were expected
to discuss, consider or solve in the assignment, possibly indicating some techniques or
methods that could have been applied.
Model answers (e.g. in quantitative subjects) with which students can compare their
own efforts.

Other feedback

Feedback is also provided in other ways. In laboratory and clinical classes, and in some
other smaller classes, students receive feedback on several aspects of their work orally,
though this may not be systematic nor articulate the criteria for assessment as clearly as
might be hoped.
Online quizzes can automate and standardise the feedback given to individual students.
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4. Marking
General principles
Marking student work can be as straightforward as adding up marks for correct or incorrect answers in
a quiz. However, in many instances, marking involves the interpretation of criteria and the translation
of abstract feedback into a numerical mark. Marking practices are a highly sensitive issue for students
and therefore should be transparent, consistent and able to be explained, according to some or all of
the following:
the unit’s/Faculty’s general standards on marking, at appropriate levels
the stated criteria in the subject outline
marks assigned to other students for the same piece of work, including in situations where
marking is done by teams
special consideration issues, as agreed by the subject coordinator
penalties for late submission, partially completed work, poor referencing or other issues, which
have been notified to students in advance
Remember that the Code of Practice – Teaching and Assessment requires that a numerical mark be
granted for every assessment task (except in pass/fail subjects) and that students may obtain their
final examination marks on application to the Subject Coordinator (refer 5.2.4).

Problems and specific issues
Unit and Faculty assessment committees provide oversight of the overall distribution of student
results, and are an opportunity to identify and discuss apparently inconsistent marking practices.
Nevertheless, there are many circumstances in which consistency can be hard to monitor.
In subjects with a small enrolment, for example, where the subject coordinator is likely to mark all
student assignments, there is the potential for an individual marker’s interpretation of marking criteria
to diverge from those of the rest of the unit or Faculty. In large subjects, or subjects distributed across
campuses, care needs to be taken to ensure common interpretations of the marking criteria are used
by the whole teaching team.
Consistency with other institutions (particularly in the case of Study Abroad and Exchange students) is
not possible, but students who may be confused by differences in their results should nonetheless
have confidence in the consistency of the internal processes used to determine their grades at this
university.

Examples of good practice
1.

The key to developing a transparent and accountable marking system is for written grading criteria to be developed for
each task, specifying as far as possible what standard of work will be judged as a Pass, Credit, Distinction and High
Distinction—and for these to be communicated to everyone involved, including students (see criteria).

2.

Within subject teaching teams:
• A two stage process is strongly recommended to promote consistency:
- before marking commences - an initial team marking meeting to distribute and discuss grading criteria prior
to marking, allowing plenty of time for tutors to ask questions.
- before release of results - a second team marking meeting to compare results across groups, paying
particular attention to marks which are close to the borderline of a higher or lower band; and to discuss
problematic students.
• Subject teaching teams may also engage in double-marking of a selection of already graded tasks, including work
which has been judged as a Fail, either as a matter of course, or where grading deviations suggest some
inconsistency.
• Where a subject is taught at multiple campuses, it can be helpful for staff occasionally to exchange marking
batches, to minimise the potential for local bias.
• Consideration should be given to rotating the marking of assignments across a teaching team.
• Individual markers can check they are marking to the same standard as others in their unit by asking a colleague
to look over a selection of graded tasks sampled from each band.
• Procedures need to be in place should a discrepancy in marking occur (e.g. >10% variation in marks).
• Heads of academic units can also initiate this process from time to time, to check that all staff are working to the
same standards.
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5. Group Work
General Principles
Section 5.1.7 of the Code of Practice – Teaching and Assessment states that “group work must be
assessed by means which allow the real contribution of each member of the group to be determined
and should not constitute more than 50% of assessment for a subject, unless with special approval, in
accordance with the procedures under Section 5.1.1”. Procedures should be transparent, equitable
and contain proper processes of review.
Students working in groups can produce a richness and variety of data and interpretation that may not
be produced by an individual student. Group work may meet some of the needs of students who have
a preference for collaborative learning. Group work supports the development of a broad range of
student abilities and graduate attributes, in particular a capacity for teamwork but also a capacity for
independent judgment and the ability to evaluate one's own performance. Assessment tasks should
therefore be designed to value group work processes and outcomes.
Key questions in group assessment
•
•
•
•
•

What will be assessed? (outcomes / process / both)
What will be the assessment criteria?
Who will decide on the criteria? (lecturer / group / individual students / combination)
Who will assess the work? (lecturer / peer / self / combination)
How will marks be distributed? (individual student work / common group mark / group mark
allocated differentially within the group)

Problems and specific issues
PROBLEM

ELABORATION & SUGGESTIONS

Conflict of values - Higher
education values and recognises
individual achievement and this
may conflict with the concept of
assessment of collaborative
tasks.
Student preference for
individual work
Allocation of marks to reflect
individual contributions

Discussion of the purposes of group work may help overcome this to some extent.

Student concern about negative
effect on grades

Difficulty in meeting as a group

Student self-assessment:
over and under

Discussion of the purposes of group work and assessment of each student’s
contribution may help overcome this to some extent.
- Use individual reflective journals as an avenue to assess individual student’s
capacity to interpret group process.
- Have students design a work plan/ allocate specific tasks to each member and
submit this at commencement of group task.
- Require a work journal to be submitted.
- For first year subjects, marks could be based on the individual student’s
contribution to content. For higher level subjects, assessment of a student’s work
could also refect their contribution to the process and their insight into that
process.
- Use of lecturer designated or group negotiated team roles can help spread
workload evenly and prevent one person from “carrying” the group (see DESN301
example).
- Some research indicates that low achieving students tend to achieve higher than
usual scores when they work in groups but that high achieving students tend to
receive similar grades to those they receive when working alone (Exley and
Dennick, 2004).
- Developing an assessment system that allocates marks according to individual
effort may help to overcome this concern.
- Online discussion can ameliorate this to some extent.
- Incorporate team tasks into tutorial activities – this enables members to meet and
the group process to be observed.
- According to Nightingale et al (1996: 96-97) some research indicates no general
tendency for students to over or under estimate their own performance, however
able and/or experienced students make more accurate judgments of their own
performance than do less able/experienced students.
- According to Exley and Dennick (2004: 184), students will initially give each other
equal marks and only lower a group member’s mark if they have not contributed.
- Providing specific peer marking criteria and requiring records of work such as
meeting logs or learning journals to be handed in will help overcome this.

Good Practice Assessment Guidelines – noted by Academic Senate 15 November 2004

17

Students being exclusionary Local students may not be
inclusive and culturally sensitive
towards students from the nondominant culture, eg,
international students, women
students.
Dispute of a Shared Mark

Training in group skills, discussing team work issues, having two students from the
same culture and two female students in a group, and monitoring group processes,
will help overcome this

A group task for which a shared mark is awarded can only be considered if:
- individual work journals or log books are kept by all members of the group, and
- dispute resolution involves consultation with all members of the group.

Guidelines for group work
Subject coordinators should ensure all students are able to do their best work within groups.
Allow sufficient time for groups to meet/undertake their group activity.
Establish explicit guidelines and procedures for group work activities and provide these to the
students in writing (this may require significant class time for discussion).
Require group participants to carry out specific introductory activities so that the group is able to
develop an equitable and effective working relationship.
Teach students the skills to work in groups (group processes and procedures).
Provide relevant proformas for recording processes, for example:
• meeting attendance
• levels of contribution per meeting/task
• decisions made
• actions to be taken by whom
• standard of work completed by each member.

Guidelines for group assessment
Subject coordinators should:
provide clear and achievable assessment criteria and standards
require individual work journals/log books be kept for those tasks where a group mark is to be
allocated
be clear as to what amount of work and effort is required;
make advance plans for the possibility of any group disbanding;
allocate marks based on contribution;
provide examples of highly graded group work;
require groups to submit a progress report on group process for formative assessment;
consider formative peer assessment of the main tasks of individual members;
consider setting up online discussion forums to support out-of-class group work.

Other considerations
The following ideas can help ensure groups complete the task to the satisfaction of all members.
Require groups to submit a work journal recording individual contributions and group progress
and planning.
Ask students to keep a reflective journal and submit a certain number of reflections or a short
reflective paper on what they learned from the process.
Require groups to design a work plan to be submitted for formative feedback.
If students are required to allocate marks and/or provide feedback, train students in peer and
self-assessment.
Where individual marks for group outcomes are to be allocated by the lecturer, groups may be
required to allocate individual tasks on which the group outcomes may be built. A record of these
tasks may be submitted with the final project so that marks can be allocated.
Where individual assessment tasks follow group activities these should indicate how the group
activity helped the development of the outcome.
Where possible, support students in establishing their own assessment criteria.
For transparency of group work records, consider requiring students to post meeting outcomes to
an online discussion forum for easy reference by group members and also to assist in dispute
resolution if required.
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Examples of good practice
Self and Peer assessment marking sheets
Team work proformas
Feedback sheets
ccounting 1B - ACCY102

Example 1 (advanced example): Subject ACCY102 Co-ordinator: Kathy Rudkin, Accounting & Finance
Purpose
Students are expected to develop skills in teamwork and written communication. There is a strong emphasis
on individual learning processes and contribution to a group outcome.

Teaching Strategy
1. The lecturer sets up the group assignment as a partnership and joint venture. The partnership analyses
the technical accounting document.
2. The lecturer specifies the requirement to negotiate, write and sign a partnership agreement.
3. The lecturer provides guidelines of the contents of a partnership agreement, including:
•
The purpose of the partnership;
•
Timing and location of meetings acceptable to all members, and contact information (Do not give out
private details);
•
Requirements for valid meetings, e.g. quorum, number of meetings allowed to be missed etc;
•
Agreed meeting procedures;
•
A requirement for each group member to take turns in taking minutes at each meeting, and that these
minutes must be distributed to and approved by other partners at the next meeting;
•
Rules for allocating work;
•
Method of sharing marks for the group report;
•
Rules for one member leaving;
•
Rules for admitting a new partner;
•
Rules for settling disputes between partners;
•
Rules for dealing with the prolonged illness of a partner;
•
Terms of the partnership and the basis for liquidation;
4. The lecturer provides dates for which parts of work are to be submitted as a group.
5. The lecturer provides for an individual component to be submitted for assessment – extract:
Each individual student must hand in:
A portfolio in a plastic sleeved folder of the processes of your part of the work done in the completion of the
group project. Each piece of work should be dated, and placed in the folder in chronological order. At a
minimum your portfolio must contain:
•
A typed two page reflective summary. This should reflect on the learning process that you have
undergone in doing this assignment. Points addressed should include what you felt you did well, and
what you would do differently next time.
•
Minutes you took of all group meetings that you attended.
•
10 specimens of development work that demonstrate the process you have gone through in making a
contribution to your group’s partnership agreement and report. These specimens should not include
printed material from web sites or photocopied reference material. Rather they should be working
papers of your individual work in progress and analysis. Development work must be in English and
may be hand written.
•
A diary summary of time contributed to the project.
The lecturer provides guidelines in the event of disputes – extract:
•
Where problems arise, groups must consult with the tutor or subject coordinator as soon as possible
and before the due date.
•
In the event of dispute, partnership agreements and portfolios may be considered in apportioning
marks between group members.
Tertiary Literacies
A capacity for, and understanding of, teamwork
•
interacts effectively with other people both on a one to one basisand in groups, to achieve a shared
goal
•
develops leadership skills in order to undertake leadership roles
•
understands and responds to the needs of clients
•
develops people management strategies
•
values the opinions of others and appreciates their diversity
•
demonstrates a commitment to principles of equity
•
demonstrates the ability to compromise and negotiate
• 2
engages
in and receives
constructive
criticismAND
and argument
Example
- ENGG154
ENGINEERING
DESIGN
INNOVATION – Refer Appendix 2
•
can work with geographically dispersed teams including members based offshore
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6. Assessing Practical Skills – Laboratory Exercises and Reports
General Principles
Assessment should be designed to test the skills learned in the laboratory. Assessment of practical
skills should be done with a practical test.

Problems and Specific Issues
Students are often required to work in groups of two or three in laboratories, because of the pressures
on equipment, space and consumables. This can be a good learning environment where the
individual students learn by discussions with each other and observation of others performing
practical tasks. However it can be difficult to get all students in a group to learn all skills involved in
the activities of the laboratory (preparation for the experiment, setting up the experiment, taking the
results, interpreting the results).

Examples of Good Practice
Encourage students to take on differing roles in a group throughout the semester.
Have all students keep a logbook of all the activities in the laboratory and have the
demonstrator check, sign and date the logbook at each laboratory session.
Have each student in the group write a report on a different experiment.
Change the experiments each time the laboratory is run.
Have one student in the group prepare one experiment before the laboratory, supervise the
running of the experiment and collection of results, and write the report. Each student in the
group does this in turn.
Run an individual laboratory test.
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7. Assessing Large Classes
Assessing large groups of students poses additional challenges for academic staff. The key to
effective assessment – developing criteria, guides, exemplars and models, and discussing these with
students and other staff - will impact initially on the workload of subject co-ordinators. However, as
James et al (2002) state this preparatory work will lead to potential positive gains - e.g. by reducing
marking time, avoiding potential time-wasting issues when many staff are involved in marking and
improving the overall quality of teaching and learning.

Problems and specific issues
Challenge
Avoiding assessment that
encourages shallow
learning
Providing high quality,
individual feedback

Fairly assessing a diverse
mix of students

Managing the volume of
marking and co-ordinating
the staff involved in marking
Avoiding Plagiarism

Response
Avoid over-reliance on exam-based assessment which uses mcq or short answer
questions. Be aware of limitations of particular methods of assessment.
Assess early; provide students with marking criteria prior to undertaking
assessment task ; prepare a list of common problems in completing task along
with explanations or model answers; use standardised feedback sheets which
incorporate the assessment criteria; use online discussion boards where
appropriate; use a website subject homepage to provide basic information, FAQs
related to assessment; after using mcq, provide students with written rationale
and explanations for correct or high scoring answers; use of an online quiz can
automate and standardise this feedback.
Early in session, briefly survey students to identify prior knowledge, expectations,
etc; set early ‘hurdle task’ to identify students at risk of failing written
assessments and offer assistance through Learning Development; organise
support tutorials; ensure tutorials follow lectures and not vice versa; use variety
of assessment tasks; ensure English-language assistance for students who need
such help.
Provide clear marking criteria; make past exam papers and model answers
available; provide examples of various levels of work (from pass grade to HD).
More details about team marking are provided in Part B, Section 4.
The likelihood of plagiarism/cheating in large classes may be increased because
of student feelings of anonymity or less opportunity to check referencing. The key
to minimising plagiarism in the design of assessment tasks as discussed in Part
A, Section 2.

Adapted from James, R., McInnis, C., & Devlin, M. “Assessing Learning in Australian Universities” CSHE, University of
Melbourne, 2002

8. Class Participation
General principles
The Code of Practice - Teaching and Assessment provides that class participation or online
discussion may be assessed and marks may be awarded (Section 5.1.9). Where marks are so
awarded: (a) clear criteria must be provided for assigning marks (as required by 5.1.4); and (b) where
class participation is worth more than 10% of the marks for a subject, a record should be made by the
academic staff member conducting the class, in accordance with Section 8 of this Code.
Using class participation as an assessment tool is a valuable approach to rewarding students for their
contribution in an active and cooperative learning process. Not only does it encourage students to
attend and to take responsibility for their own learning, it ensures that they are exposed to a number
of interpretations in a discussion about the subject-related concepts and issues, thus promoting
deeper learning. Participation requires preparation by and active engagement of students through
articulating ideas and defending academic argument, thereby developing oral communication skills.
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Problems and specific issues
The major issues related to using classroom participation as an assessment item include that staff
may fail to provide clear guidelines on the way in which students are expected to participate,
insufficient information about the marking criteria, and potential for subjectivity of the marker. Some
staff allocate marks for attendance rather than participation and this is often seen by students as easy
marks. This is contrary to the Code.
Where students are expected to participate in discussion, the facilitator is responsible for ensuring
that all students have the opportunity to participate. Structuring discussion in pairs and small groups
may provide students better opportunity to participate.
Assessment of participation is less reliable in large classes and/or where there is limited class time
(e.g. one hour tutorial a week).

Examples of good practice
Set clear criteria by which participation will be marked.
Differentiate between attendance and participation.
Keep criteria simple (see Maznevski, 1996 and Tyler, 2003 for examples).
Consider reliability – taking into account class size/ class time. how?
Inform students of ways they will need to prepare to participate effectively in class.
Train tutors in facilitating equitable participation.
Provide feedback on the nature and quality of participation you are observing in class.
Direct specific questions to individual class members to facilitate participation.
Maintain records of marks achieved by each student every week.
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Example 1
Grade
0
1

2

3

4

Class participation marking criteria
Criteria
Absent.
Present.
Tries to respond when called on but does not offer much.
Demonstrates infrequent involvement with discussion.
Demonstrates adequate preparation: knows basic case or reading facts, but does not show
evidence of trying to interpret them or analyse them.
Offers straightforward information (eg. straight from case or reading), without elaboration or
very infrequently (perhaps once a class).
Does not offer to contribute to discussion, but contributes to a moderate degree when called
on.
Demonstrates sporadic involvement.
Demonstrates good preparation: knows case or reading facts well, has thought through
implications of them.
Offers interpretations and analysis of case material (more than just facts) to class.
Contributes well to discussion in an ongoing way: responds to other students’ points, thinks
through own points, questions others in a constructive way, offers and supports suggestions
that may be counter to the majority opinion.
Demonstrates consistent ongoing involvement.
Demonstrates excellent preparation: has analysed case exceptionally well, relating it to
reading and other material (eg. readings, course material, discussions, experience, etc).
Offers analysis, synthesis and evaluation of case material, eg. puts together pieces of the
discussion to develop new approaches that take the class further.
Contributes in a very significant way to ongoing discussion: keeps analysis focused, responds
very thoughtfully to other students’ comments, contributes to the cooperative argumentbuilding, suggests alternative ways of approaching material and helps class analyse which
approaches are appropriate, etc.
Demonstrates ongoing very active involvement.

Maznevski, M. (1996). Grading Class Participation. Teaching Concerns: Newsletter of the Teaching resource Center for
faculty and Teaching Assistants. University of Virginia. http://www.trc.virginia.edu/tc/1996/Grading.htm (accessed
11/5/04).

Example 2
Outstanding
Contributor

Good
Contributor

Adequate
Contributor

Unsatisfactory
Contributor

NonParticipant

Class participation marking criteria
Contributions in class reflect exceptional preparation. Ideas offered are always
substantive; provide one or more major insights as well as direction for the class.
Challenges are well substantiated and persuasively presented. If this person were not a
member of the class, the quality of discussion would be diminished markedly.
Contributions in class reflect thorough preparation. Ideas offered are usually substantive;
provide good insights and sometimes direction for the class. Challenges are well
substantiated and often persuasive. If this person were not a member of the class, the
quality of discussion would be diminished.
Contributions in class reflect satisfactory preparation. Ideas offered are sometimes
substantive, provide generally useful insights but seldom offer a new direction for the
discussion. Challenges are sometimes presented, fairly well substantiated, and are
sometimes persuasive. If this person were not a member of the class, the quality of
discussion would be diminished somewhat.
Contributions in class reflect inadequate preparation. Ideas offered are seldom
substantive; provide few if any insights and never a constructive direction for the class.
Integrative comments and effective challenges are absent. If this person were not a
member of the class, valuable air-time would be saved.
This person says little or nothing in class. Hence, there is not an adequate basis for
evaluation. If this person were not a member of the class, the quality of discussion would
not be changed.

Tyler, J. (2004). Class Participation Assessment Guide. Department Of Education, Brown University. Adapted from
Richard J. Murnane, Harvard Graduate School of Education.
http://www.brown.edu/Departments/Education/courses/ED116.html (accessed 11/5/04).
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Example 3

Class participation marking criteria

Faculty of Law
Class Participation Self-Assessment Sheet
No….
Subject: ....................................................................................................................................................
From:…../…../….. to …../…../…..
Student's Name:......................................................................................................................................
Lecturer's Name:.....................................................................................................................................
During this period I assess my participation in each of the following areas as follows:
Note:

F
PC
P
CR
D
HD

(0-44%)
(45-50%)
(50-64%)
(65-75%)
(75-84%)
(85-100%)

Extremely poor
Poor
Acceptable/average
Above average; very good achievement in part
Well above average; very good achievement overall
Outstanding in all respects

TICK EACH ROW IN THE APPROPRIATE COLUMN
Area of Activity
Learning and understanding material
Planning study; coverage of assigned material
Organisation of study and preparation
Assisting other members of the class
In full class groups
In buzz-groups and syndicates
Informally and outside class
Expressing and countering arguments orally
Understanding and expressing abstract and
complex ideas orally
Listening
Comprehension of class discussion

HD

D

CR

P

PC

F

Special factors affecting me during this period were:
.................................................................................................................................................................
.................................................................................................................................................................
[Note: In making the next assessment, you must decide how much weight you give to each
of the above factors in light of the need to measure achievement of your learning objectives]
Overall, I assess my participation in class during this period at___________%
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9. In-session Tests
General principles
In-session tests are defined as “tests, quizzes or in-class reviews that are held within session, either
during regular class times or outside classes.”
In-session testing, when designed to support student learning:
is a useful means of assessing a student’s progress in a subject;
can provide an early warning sign for students who are experiencing difficulties;
consolidates learning of modules within a subject;
supports incremental learning;
prepares students for final exams.
In-session tests must be conducted in accordance with written procedures approved by the Faculty
Education Committee, which should include appropriate processes to review the question papers and
require appropriate arrangements to be made for seating and supervision to minimise the possibility of
cheating (Code of Practice-T&A, Section 5.4.3).
As required by Section B of the Subject Outline Checklist, details of in-session tests including date,
time and location of the test, as well as its weighting in relation to the subject, should be listed in the
subject outline.

Specific issues and guidelines
Weighting of tasks:
•

Weighting of marks should be commensurate with the assessment task. No single in-session
tests should be worth more than 30% of the final mark for the subject.

For in-session tests worth 10% or more of the final mark, the following guidelines are
recommended:
Timing:
•

In-session tests occurring in regular class time should not exceed the time allocated for that
class.

•

Students who are unable to attend in-session tests, whether these are held inside or outside
scheduled teaching times, may apply under the Special Consideration Policy for alternate
arrangements to be made.

•

When scheduling in-session tests, staff are advised to consult the Calendar of Religious
Observance.

Supervision/ Security
•

Appropriate seating arrangements, allowing for adequate space between students, should be
organised to minimise the possibility of academic misconduct. Where this is not possible
because of large class size and/or limited space, additional supervision should be provided.

•

Adequate supervision of in-session tests needs to be arranged in advance. As a general
practice, the same arrangements used for formal exams should be instituted for in-session
tests – that is, the ratio of one supervisor and one assistant for up to 60 students should
apply, with an additional supervisor required for each additional 60 students in attendance.

•

Appropriate arrangements should be made for securing test papers prior to the test.

•

Large classes: Security can be a problem for in-session testing conducted in large lecture
theatres and checking student identity cards can be difficult and time consuming. Attention
needs to be given to how best to use in-session testing under these circumstances – refer
Examples of Good Practice: Using in-session multiple choice tests to support learning.

•

Students can be issued with a password to assist with security during online quizzes.
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Identification of Students
•

Depending on the size of the class, students may be required to produce their student identity
card for verification by the supervisor. Faculty/Unit procedures need to address this issue and
what actions are to be taken if students are unable to produce their ID card. The following
examples are provided as a guide only.
o If a student is unable to produce a student ID card, some other means of identification
may be required. For example, the student may be admitted to the room on condition
that any other form of photographic identification with matching signature is presented
e.g. drivers licence, passport.
o In a situation where a student fails to produce a satisfactory form of identification, the
student may be required to leave his/her signature with the supervisor and be advised
to report to the subject co-ordinator on the following day with his/her ID card so that
signatures can be checked.

Students with Disabilities/Special Needs
•

The Academic Unit, in consultation with the individual student and the Disabilities Liaison
Officer, should make appropriate provision, in terms of resources and timing, for students with
disabilities and/or special needs.

•

Where an in-session test has been delayed for a student with a disability and/or special need,
every effort should be made to reschedule the test so that a final mark can be determined by
the end of the session.
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Examples of good practice
Using in-session multiple choice test to support learning:
(1) Multiple choice computer generated tests can be used as an aid to formative learning.
Sly, L. (1999) uses this as an optional pre-test for students. The questions are computer generated and
marked by the computer. Students receive feedback and presumably can take several pre-tests. Sly found
that practice tests improve student performance on computer-managed learning assessment. (Sly, L. (1999)
Assessment and Evaluation in Higher Education, 24 (3), pp.339 – 343
(2) Using a ‘pyramid exam’ technique, Choen and Henle (1995 in Yuretich, 2003) require students to sit for
the same exam in several different ways. The first time a student will take the quiz or test individually under
test conditions. It is usually a very difficult set of questions with the expectation that a good percentage of the
questions will not be answered correctly by a large number of students in the class. Students hand this in
and then straight away in the same lecture time work with another student to complete the same test,
discussing their approach to solving the questions and the solutions. Finally the most difficult questions can
be discussed and solved as a whole group. This approach changes what might be an ordinary multiple
choice test and introduces analysis, critical thinking, team work and problem solving skills. (Yuretich, R.
(2003) Encouraging critical thinking, Journal of College Science Teaching, 33 (3), pp. 40 – 45)

Sharon Robinson, Biological Sciences.
First year students receive an introduction on how to complete the quiz during the lecture. The quiz is
administered and once marked the lecturer works through the answers to support the learning process. This
is done over several weeks.
Second year students receive an introduction on how to complete short answer questions during the lecture.
The test is administered and once marked is followed up with working through model answers during a
lecture.
15% marks are attached to the above in-session tests. Classes of 80 or less are moved to the labs for
additional security. Classes over 80 have the test in lecture theatres. It is acknowledged that the latter is not
an ideal test condition.
Notification of in-session tests is included in subject outlines and discussed in lectures.

James Wallman, Biological Sciences.
First year students have two small quizzes during the session. The quizzes take about 10 minutes at the
start of practical sessions. They are open book and the questions are based on the notes from practical
classes they should have taken in the previous weeks.
The intention of the quizzes is to ensure students develop good work practice in recording scientific
information correctly in their practical classes. The types of questions are similar to those in the final exam
and as such could be considered as formative assessment.
Each quiz is worth 10%. Tests are conducted in the lab and are supervised by the lecturer and four
demonstrators.
Students with special needs will be catered for by allowing them to do the test at the end of the prac class or
at another time, depending on the circumstances.
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10. Online Assessment
General Principles
Online assessment may refer either to tasks that are completed in the conventional manner but
submitted using online delivery mechanisms (via WebCT assignment drop-boxes, for example), or to
those tasks which have been designed in part to assess students' skills in working in an online
environment.
Assessment tasks can be distributed, completed, submitted and returned online in a variety of ways,
including timed quizzes, essays submitted and graded via WebCT, web-based projects or portfolios
displayed online, or contributions to participation in online discussion. Assessment of presentation
skills can be conducted via videoconference, and Information Communication Technology (ICT) is a
key component in group work, enabling the effectiveness of group work processes to be precisely
documented via journals and an ongoing record of team correspondence.
Enabling students to use online modes of assessment can be flexible and practical for both lecturer
and students, particularly in terms of students working at other campuses, and has the additional
benefit of developing graduate skills in virtual teamwork and the use of ICT to meet deadlines.
Where contributions to group work or class participation are assessed, many students are assisted by
being able to work in flexible, asynchronous discussion environments which enable them to develop
sophisticated and thoughtful contributions in their own time. Students with language difficulties,
students in large classes, and students with hearing, vision or learning impairments may all be
assisted where their online participation is assessed.
There are some specific benefits to academic staff using online assessment. Receiving and returning
work online automatically creates a copy both for tutor and student, enabling the tutor to track the
student’s development over the whole assessment cycle. The use of assessment drop-box facilities in
Learning Management Packages such as WebCT also eases the practical problems involved in teammarking and double-marking, providing a facility for all members of a marking team to look over each
other’s responses and grades.

Problems and specific issues
Assessment tasks that are performed online raise the question of authenticity: can the academic be
sure that the work submitted has been completed by the right student as claimed? Online
examinations and tests would need supervision. Secondly, it is sometimes the case that using a
computer connected to the network to complete an assignment opens up a much larger data pool for
copying other people’s work than is available in some other environments, particularly those used for
timed examinations.
Assessment submitted via networked computers can create problems of equity and access,
significantly advantaging students with good online connections at home over students who depend
on university facilities. In addition, assessment tasks should be designed to minimise accidental bias
against students with poor technical skills. Reasonable accommodation must be provided for students
whose disabilities prevent them from working effectively online.
Online assessment places pressure on academic staff to develop and maintain particular technical
skills, particularly when working in a cross-platform environment, in order to ensure that the quality of
a student’s work is not accidentally compromised in transfer between computers, or at least, that the
academic staff member can recognise where this has been the case. Online assessment (e.g. use of
chat rooms) can be time consuming and careful management of this type of assessment may be
required (e.g. making synchronise chat space time limited).
Use of online assessment places additional pressure on the University to guarantee network security,
network availability, and data back-up and ongoing storage of student work.
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Examples of good practice
Where online assessment is used, students should be provided with clear statements of the
rationale for using online assessment, and should be made aware of their and the University’s
responsibilities in terms of security, access and storage.
Criteria for assessment should be particularly clear about the significance of technical skills,
timely submission and other factors which may be driven by access to technology. Students
working online need to know exactly what is being assessed in terms of content, presentation,
and means of submission, and that the relevant staff have the appropriate skills to assess this.
In the assessment of contribution to discussion, the subject outline must clarify whether or not
students are expected to write in formal sentences, whether they should include references, and
whether all participation postings are being assessed or only a selection.
Where there is concern about authenticity of the results of timed quizzes, some steps can be
taken towards partial invigilation providing university facilities are used to complete the
assignment. In general, however, the question of authenticity is best addressed by developing a
range of tasks for the subject which will reveal more distinctive characteristics of the student
submitting work. As a general guide, multiple-choice or short answer quizzes should not comprise
a majority of the overall mark.
Prior preparation of alternative tasks or deadlines in the event of network failure should minimise
stress on staff and students.
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11. Disabilities Support
General Principles
In a university setting, a disability is considered to be a condition or event which impedes a student’s
access to their education and, in this context, which impairs their ability to participate equitably in the
assessment of their learning. The Code of Practice--Teaching and Assessment (Section 5.1.3)
requires that assessment tasks are capable of being amended or substituted to provide "reasonable
accommodation for students with a disability." This accommodation may be requested by the student,
either via the Special Consideration process, or directly with the support of the Disability Liaison
Officers. While the emphasis should remain on the learning outcomes of the subject, there are a
broad range of possible modifications and alternatives to assessment tasks, and/or the environment in
which the task is conducted (including in terms of time constraints), which can be achieved.
Details of some of the options which may be requested are listed at
http://www.uow.edu.au/student/services/ds/disabl3.html#AlternativeAssessment

Problems and specific issues
While the impact on learning and assessment faced by some students with physical disabilities is
immediately apparent, there are many students who are managing less obvious disabilities, including
learning disabilities, mental health problems, and problems with chronic pain management.
The design of assessment tasks cannot be expected to anticipate every form of apparent or hidden
disability which might affect a student's performance in a particular task. Nevertheless, designing
tasks that can easily be renegotiated or substituted will assist students with disabilities, and is likely to
be of benefit to all students in the class.
When designing an assessment task, think about students taking the assessment task who might be
affected by:
• temporary serious illness and recovery
• the effects of medication, or changes to medication
• mental health issues
• learning disabilities
• chronic or recurring physical conditions
• conditions affecting communication with others, including speech, hearing and vision
impairments
• conditions which affect the ability to work effectively using a computer
• conditions which restrict access particular physical environments, including mobility
impairments and phobias.
What changes could be made? Are there tasks which would be very hard to substitute? Can you
make appropriate accommodation for different student needs?

Examples of good practice
•

•
•

•

There are a range of language, memory and sustained concentration issues which can affect students
with learning disabilities, including those caused by injury, with particular impact on their performance in
timed exams. Consider offering an alternative to a timed exam, or design an exam which can easily be
completed in shorter sections, over a longer time. Allowing all students to take short breaks, or to
complete timed work online, may be useful to everyone.
When designing online environments for assessment, bear in mind that site design and layout which
assists students with vision impairments or learning disabilities is likely to benefit all students. (Opening all
Options II)
When designing or selecting the physical environment of lab-based or professional practice assessment
tasks, take into consideration the possibility that students with diagnosed phobias may be affected as well
as students with physical mobility problems. In each case, it may be possible to construct team
assessment tasks which offer a range of different roles to a group of students. It may also be helpful to
allow all students extra time to become familiar with an environment before being asked to work there.
There are a number of communication issues which can affect students’ participation in assessed class
discussion or oral presentations. Again, consider the use of team assessment tasks, or provide a range of
options (including online presentations or emailed contributions to discussion) to enable all students to
communicate the results of their work.
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PART C: FACULTY/UNIT PROCESSES
At the Course Level:
The assessment related responsibilities at the course coordinator level are a combination of
academic, pedagogical, professional, management and quality assurance issues. The academic,
pedagogical and professional issues should be clarified in conjunction with the academic staff
involved, External Advisory Committee members and representatives of professional organisations.
The resultant overall structure for the course should incorporate assessment strategies relevant to the
course outcomes. These broad assessment strategies will then be translated into actual assessment
tasks within individual subjects. The Course coordinator has a quality assurance role to ensure that
the balance and timing of assessment tasks between subjects is appropriate. Quality review by the
course coordinator should also incorporate a plan for the regular review of subjects and courses, with
processes to act on the outcomes of such reviews.
Overall plan - Subject assessment is integrated into an overall plan
for course assessment; and
- there is a clear alignment between expected learning outcomes,
what is taught and learnt, and the knowledge and skills assessed;
and
- there is a steady progression in the complexity and demands of
assessment requirements in the later years of courses.
Student workloads are considered in scheduling and designing
assessment tasks.

Ideally the overall course plan is developed in
conjunction with internal academics and relevant
external professionals and organisations via an
External Course Advisory Committee.
See Course and Subject Approval Kit

Subject outlines are reviewed before session for consistency and
completeness of information on assessment.

See Subject Outline Checklist in COP-T&A
Sample template included in Appendix 3

A variety of assessment methods is employed so that the
limitations of particular methods are minimised.

See Table 1 in Section A (link)

There is a regular cycle of review of courses/ subjects that
includes review of the appropriateness and monitoring of
assessment.

Add link to Course and Subject Review
Guidelines (currently under development by QA
team)

Review of subjects includes communication with co-ordinators of all
course programs that include the subject/s.

As above

A factor to be considered by the Unit-level
assessment committee.

At the Faculty/ Unit Level
The University has in place a number of policy guidelines and requirements regarding assessment
matters. It is the responsibility of Faculties (in some cases Units) to implement and monitor these
policies and guidelines. Faculties must be able to demonstrate that they are meeting their
responsibilities and processes are in place.
There are faculty/ academic unit guidelines for :
In-session testing
Course/Campus Transfers
Grievance Resolution
Scaling of marks
There is a regular cycle of review of courses and subjects
that includes review of the appropriateness and monitoring
of assessment.

See Faculty Guidelines re In-session Tests – template
(under development)
Guidelines for Course and Inter- Campus Transfers (under
development)
Sample Faculty Academic Grievance Resolution Flowchart
(rtf word document)
Sample Academic Grievance Form (rtf word document)
Guidelines for Scaling
Add link to Course and Subject Review Guidelines
(currently under development by QA team)

Monitoring of marks – trends over time and across
subjects are reviewed at the end of each session.
External cross-marking as an optional QA strategy:
between UOW campuses/ between UOW and other
institutions

See Assessment Committee Guidelines
Checklist of Assessment Committee Procedures
Sample Form for Recording Variation to Marks
See AUQA good practice example from ACU http://www.auqa.edu.au/gp/search/detail.php?gp_id=136

Processes are in place for the secure submission
and return of assignments

Sample cover sheet included in Appendix 4.
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Appendix 1

Faculty/Unit Guidelines re In-session Tests – Checklist
Definition
In-session tests are defined as “tests, quizzes or in-class reviews that are held within session, either
during regular class times or outside classes.”
Background
These guidelines have been developed to ensure that In-session testing is undertaken in a fair and
equitable manner and minimises opportunities for cheating, as outlined in Code of Practice Teaching
and Assessment, Section 5.4.3.
Checklist for the conduct of In-session Tests
Subject Outline
– information to
include

nature of test, eg mcq, short answer, online, whether questions are the same or randomly
assigned from a test bank
date and time of test, eg in lecture time, Wed 5th May
location of test, eg computer lab 41.101
weighting of test, eg 15% of total mark
weighting of in-session tests commensurate with assessment task (Good Practice
Assessment Guidelines recommends that no single in-session test should be worth more
than 30% of the final mark for the subject)
duration of test, eg first 15 minutes of the tutorial class; 45 minutes during scheduled
lecture time

Test paper

Reviewed by the Unit Assessment committee prior to printing test paper
Test papers are secured within the academic unit prior to conduct of the test

Location
arrangements

Seating is adequate for the test task and minimises opportunities for cheating
Adequate supervision is provided. The ratio of one supervisor and one assistant for up to
60 students, with an additional supervisor for each additional 60 students in attendance

Identification of
Students

Student identity to be checked (preferably by ID card);
If the student is not carrying Student ID, another form of photo ID is recorded, eg Drivers’
licence or passport.
If the student does not have a form of photo ID, the student is required to leave his/her
signature with the supervisor and be advised to report to the subject co-ordinator on the
following day with his/her ID card so that signatures can be checked.
Online quizzes – students are issued with a password for the duration of the test

Alternative
arrangements

Information about alternative arrangements is made available to students who cannot
attend the scheduled test time and / or location, eg for reasons of special consideration
or clashes of other compulsory academic events (before setting date for test, check the
Calendar for Religious Observance) [link]
Appropriate arrangements are made for students with a disability or special needs – in
consultation with the student and the Disabilities Liaison Officer

Supplementary
tests

Students are notified in advance of the arrangements for sitting a supplementary test, if
they were not able to sit the examination on the day due to unforeseen circumstances.
Student to seek special considerations via SOLS should s/he not be able to sit the insession test at the nominated time, due to unforeseen circumstances.

Marking and
Feedback

Students receive their mark within a designated, short period of time, eg within on week;
Students are provided with feedback on their performance, either individually on papers
or collectively in class discussion

Grievance
procedure

The Faculty’s Grievance Policy includes reference to steps students may take if they
have a grievance about the conduct of the in-session test or the mark that they received
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Appendix 2

Group Work - Good Practice Example
[The following example is of a complex group work task which comprises 50% of the assessment.]
ENGG154 ENGINEERING DESIGN AND INNOVATION
Coordinator – A/Prof Peter Wypych PART A – Design Component and Creative Design Project (50%
Weighting)
Part A (Design)
Part B (Drawing)
Creative Design Competition
SUBJECT DETAILS
Objectives:
At the end of this course, the student should possess:
• An ability to identify apparent and real design problems.
• An ability to identify large number of alternatives for the given design problem.
• An ability to evaluate various alternatives against various design criteria, such as environmental,
economical, technical, human and legal.
• An ability to think independently and develop required imagination and insight for the given problem.
• An ability to work in teams.
• An ability to write technical reports.
Outline:
The lecture schedule and the details on tutorial activities are given below:
Table 1. Lecture topics and tutorial problems/activities
Week

Tutorial exercise

1

Form groups of 4 students (for tutorial work and the Creative Design Competition – see later).
Group membership must be finalised by beginning of Week 3 tutorial. Complete Tutorial
Questions 1 and 2 at the end of “Lecture 1”. Hand in answers by the end of class (group
submission).

2

Discuss team/group work requirements (e.g., chairperson, minutes, regular meetings,
brainstorming, action items, allocation of jobs). Brainstorm for the selection of a design project –
see Tutorial Question at end of “Lecture 2”. No answers to be submitted this week. Finalise
design groups (e.g. membership).

3

Complete Tutorial Questions 1 and 2 (involving design report assessment) at the end of “Lecture
3”. Hand in answers by the end of class (group submission).

4

Complete Tutorial Questions 1 and 2 at the end of “Lecture 4”. Hand in answers by the end of
class (group submission). Also, as homework, complete your draft preliminary creative design
report for review in the Week 5 tutorial – make sufficient copies (see below).

5

Each group to submit at the beginning of tutorial one (1) copy/member of the draft preliminary
creative design report, which will be evaluated by other students (random basis). Peer review
forms will be handed out for this purpose. Each student is to complete the review and submit the
completed form ASAP. The tutor will check all the reviews and return the forms to the groups by
the end of class (so that each group has feedback). Also, as homework, complete Tutorial
Question at the end of “Lecture 5”. Hand in your answers in the Week 6 tutorial (group
submission).

6

Preliminary oral presentation of design projects (max. 2-minute set-up; 7-minute oral presentation
by all group members; 2-minute discussion). NOTE: any student that is absent without special
consideration will receive a zero for the oral presentation; each group is responsible for any
audio-visual equipment in addition to what is in the room. Groups to re-submit the preliminary
design report incorporating peer review comments (one report per group). The tutor will mark
each report using the same review form used previously. Mark distribution for the report normally
will be equal (unless specified otherwise by students - this needs to be signed by students).

8

Return of preliminary design reports with feedback.
Complete Tutorial Question towards the end of “Lecture 8”. Hand in answers by the end of class
(group submission).
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9

Evaluation of a 2-hole paper-punching machine for human factors – complete Tutorial Question
towards the end of “Lecture 9”. Hand in answers by the end of class (group submission). The
tutor will supply the 2-hole puncher and 20 sheets of A4 paper for testing/evaluation purposes.
Note: all students must take care of the punching machines, re-package them (as was supplied)
and return them to the tutor.

10

Complete Tutorial Questions 1 and 2 at the end of “Lecture 8”. Hand in answers by the end of
class (group submission).

11

Complete Tutorial Question at the end of “Lecture 11”. Hand in answers by the end of class
(group submission). Also, as homework, complete the draft final creative design report for review
in the Week 12 tutorial – make sufficient copies (see below).

12

Each group to submit at the beginning of tutorial one (1) copy/member of the draft final creative
design report, which will be evaluated by other students (random basis). Peer review forms will
be handed out for this purpose. Each student is to complete the review and submit the completed
form ASAP. The tutor will check all the reviews and return the forms to the groups by the end of
class (so that each group has feedback).

13

Oral presentation of final designs (max. 2-minute set-up; 8-minute oral presentation by all group
members; 2-minute discussion). Submission of final design reports incorporating peer review
comments. The tutor will mark each report using the same review form used in the previous
week. NOTE: a special review of all design models will be arranged (e.g. all groups will be asked
to display their models to all the tutors, so that the six finalists can be decided)

ASSESSMENT GUIDELINES
Criteria:
The assessment consists of both formative (for feedback purpose) and summative (for final grading) assessment
schemes. The distribution of various components of assessment is shown in Table 2. The tutorial work and the
creative design project will be carried out mainly in groups of 4 members. The composition of groups will be
decided in the first class on a voluntary basis.
Table 2. Subject assessment components
Assessment component

Weighting (%)

Formative: Tutorial hand-in
Midterm exam
Preliminary design report
Preliminary oral presentation
Peer review of Prel. report
Peer review of Final report

9.0
10.0
3.0
2.0
1.0
1.0

Summative: Final design report
Creative design model
Final oral presentation

10.0
10.0
4.0

Total

50.0

Tutorial hand-ins: The tutorial hand-ins form the part of formative assessment. In each tutorial, one submission
is required from each group, which would then form the part of the tutorial hand-in. Each tutorial hand-in should
contain only the names of the group members who are present on that day of tutorial work. The role of each
member in the group (e.g. writing, calculations, moderating, etc) should be on a rotation basis. The distribution of
tutorial marks amongst the individual members depends on the individual’s participation, which will be strictly
assessed during the tutorial sessions. All the tutorial submissions should be made at the end of the tutorial
session where indicated. Unless discussed/arranged otherwise, each submission will carry equal weighting for
those who attended the tutorial class.
Creative design report: Each group has to work on a chosen design problem, a design report and a physical
model, which have to be submitted for assessment. The details are given in the “Creative Design Project
Manual”.
Peer review of design reports: Draft copies of both preliminary and final design reports will be reviewed by the
other students. Each student must complete a peer review form. At the end of the tutorial class, the relevant
forms will be handed back to each group. The group will subsequently incorporate all reasonable comments in
the final submission of the report. Each student who submits a completed peer review form will get a mark (see
below).
• Tutors will distribute the reports randomly and make sure that a student does not get a report of a group
who is sitting next to him/her.
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•
•
•
•
•

Students should indicate N/A against each question that is not applicable.
Minutes should be in an Appendix.
Students should check for proper paragraphs in the report.
Students should not attempt to assign any marks.
Marking of Peer Review sheet:
100% for full marking with significant comments/feedback;
50% for only full marking with occasional comments;
0% for anything less than full marking.

Design report marking: the respective tutors mark the design reports. All reports should include percentage
contribution by each member (on front cover). Individual contributions should be discussed between all the group
members and signed by the respective member against his/her contribution. For the reports with uneven
contributions (signed by all students), the following method will be used for distributing the mark:
Cumulative Mark (CM) = Raw Mark × No. of Members in Group
Student Mark = Corresponding contribution (%) × Cumulative mark / 100
Condition: Max possible mark = 100.
For example, consider the following for the final design report and model:
Report mark = 65/100
Model Mark = 75/100
Total Raw Mark (report and model) = 70/100
Four members: A=10%, B=25%, C=25% and D=40%
Based on above model:
CM = 70 × 4 = 280
A receives 10 × 280/100 = 28/100
B and C each receive 25 × 280/100 = 70/100 (note same as total raw mark –
due to sharing of equal load of work)
D receives 40 × 280/100 = 112 (reduced to 100 max. possible value).
Prizes for creative design model: The model developed, as a part of the creative design activity will be
assessed during the final oral presentation in Week 13. Based on these presentations, which may have to be run
at different times (to be confirmed), and a special review of all designs/models (to be confirmed), the top 6
creative design projects will be selected by the tutors for the final judging competition. An overall winner will be
announced from this competition. Other prizes will be awarded for other categories.
Oral presentations: one in Week 6 and the second (final) one in Week 13. Each group will have a max. of 2
minutes for set-up, including audio visuals, etc. The Week 6 presentation will comprise 7 minutes of formal
presentation and 2 minutes of discussion. The Week 13 one will comprise 8 minutes of formal presentation and 2
minutes of discussion. All the group members should be present on each day. The topics should be divided
evenly between the group members for presentation purposes. Also, each group member should contribute to
the discussion period.
Mid-term exam: To assess the individual understanding of the subject, there will be one mid-term exam in Week
6 of 1-hour duration during lecture time.
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Appendix 3

Graduate School of Public Health
Subject Outline
POPXXX Subject name
Autumn Session 2005
Wollongong Campus – 6 credit points
Pre-requisite: xxxxxx

Times and Venues
Lectures
Day
Tutorials
Day
Day

Time

Room No.

Time
Time

Room No.
Room No.

Subject Outline

Learning outcomes
On completion of this subject, you should be able to:
(a)
(b)
(c)
(d)

Graduate attributes
This subject fosters the development of the following attributes of a Wollongong graduate (see
Tertiary literacy policy and procedures (www.uow.edu.au/about/policy/tertiary_literacy_policy.html).

Contacts
Subject Coordinator/lecturer
Academic name
Graduate School of Public Health, Building XX, Room XXX
Telephone
61 2 4221 xxxx
Facsimile
61 2 4221 xxxx
Email
xxxxxx@uow.edu.au
Consultation times

Tutor
Tutor name
Telephone
Facsimile
Email
Consultation times

Graduate School of Public Health, Building xx, Room xxx
61 2 4221 xxxx
61 2 4221 xxxx
xxxxxx@uow.edu.au

Student administration
Telephone
Facsimile
Email
Student OnLine Services
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Library
Telephone
Web

61 2 4221 3548
http://www.library.uow.edu.au

Purchasing of books - UniShop
Telephone
Facsimile
Email
Web

61 2 4221 8050
61 2 4221 8055
unishop@uow.edu.au
http://unishop.uow.edu.au

Study time
You will need to allocate 12 hours per week, including class attendance to successfully undertake this
subject. Although attendance is not considered a component of assessment, you should endeavour to
attend all classes.

Lectures/Tutorials (change to suit subject as required)
Date/Week

Topic

Tutorial

Assessment

Prescribed text
You will need to purchase the following texts in order to successfully complete this subject:

Assessment
xx % of total assessment
xx % of total assessment
xx % of total assessment
xx % of total assessment
To pass the subject all assessments must be attempted and a total grade of 50% or more must be
achieved.
Participation in tutorials is considered compulsory. Absences will require a medical certificate.
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Assignment guidelines
Submission of assignments
Assignments are to be handed-in in class OR at the Graduate School of Public Health (Assignment
box in door of Room 41.250). If necessary other means of delivery are acceptable as per the Student
Handbook. An assignment cover sheet must be attached to all assignments. These are available from
the Graduate School of Public Health by Room 41.250.
Receipts will be issued on submission of assignments. These may be collected from the Graduate
School of Public Health.
Marked assignments will be handed-out in class OR may be collected from the Graduate School of
Public Health (Room 41.253).
Format
(information specific to the assignments for this subject if required)
Each assignment must have a title page containing the subject number and name, your student
number and name and the assignment number.
You must fulfil all requirements for each assignment. It is your responsibility to make sure you are
aware of all requirements for each assignment by reading this Subject Outline. Academic staff of the
Graduate School of Public Health will return your assignment unmarked if you have not met these
requirements. Resubmitted assignments will incur a late penalty.
Essay guidelines, Referencing guidelines and Citations of electronic sources have been provided in
the Student Handbook to assist you in the preparation of your assignments.
http://www.uow.edu.au/health/publichealth/
Plagiarism
Plagiarism is not acceptable and may result in the imposition of severe penalties. At the least, you will
receive a zero grade for the piece of work concerned. Plagiarism is the use of another person’s work
as if it is your own. The other person may be an author, a lecturer or another student. The work may
previously have been published in print form or on the Web.
The University of Wollongong’s policy on plagiarism is available on the University Online Calendar.
http://www.uow.edu.au/handbook/courserules/plagiarism.html
To avoid plagiarism when using other people’s work, take care to reference appropriately. Academic
staff of the Graduate School of Public Health will return your assignment unmarked if you have not
referenced appropriately. Resubmitted assignments will incur a late penalty.
See the Referencing guidelines in the Student Handbook and on the CD-ROM. Note that the
Graduate School of Public Health uses the Harvard system of referencing.
Due date
The due date is the last date for the University to receive an assignment.
Extensions
An extension of time to submit assignments can only be granted in exceptional circumstances.
Carefully note the due date for each assignment and plan your work so that deadlines can be met.
Pressure of work, either from employment or from other studies, is not an acceptable reason for
seeking an extension of time. If you are sick or have other exceptional circumstances, you must
submit an application for special consideration via SOLS (student online services), together with a
medical certificate to Student Administration. The Subject Co-ordinator will be automatically notified
via your SOLS application. In the event of a genuine emergency, you must notify the Subject Coordinator as soon as possible and provide a written explanation if required.
Late submission
Late submission of assignments without an extension is not acceptable. A 10% penalty per week or
part of a week applies for the first two weeks, after which assignments will not be accepted.
Declaration
Please note that you are required to sign a declaration on the assignment cover sheet, stating that
you have read and met the requirements for the assignment, that (except for group assignments) you
have not collaborated with other students, that you have not plagiarised and that, where you have
used the work of others, you have referenced it appropriately.
Academic staff of the Graduate School of Public Health will return your assignment unmarked if you
have not signed the declaration.
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Reviewing assessment marks and grades
For details of this policy and other policy issues refer to the Graduate School of Public Health Student
Handbook. http://www.uow.edu.au/health/publichealth/

Assessment
Assignment 1:
Due date:
Weighting:
Length:
Learning outcomes
assessed:
Attributes addressed:

The assignment will be marked using the following criteria:
1.
2.
3.

%
%
%

Assignment 2:
Due date:
Weighting:
Length:
Learning outcomes
assessed:
Attributes addressed:

The assignment will be marked using the following criteria:
1.
2.
3.

%
%
%

Assignment 3:
Due date:
Weighting:
Length:
Learning outcomes
assessed:
Attributes addressed:
The assignment will be marked using the following criteria:
1.
2.
3.
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Task:

Examination

Date:
Weighting:
Duration:
Learning outcomes
assessed:
Attributes addressed:

To be advised (exam period 5-18 June)

Examination format

Use of translation dictionary in examinations
International students who wish to use a translation dictionary in the examinations must apply to
Student Administration at the commencement of their course. Students will be issued with a card that
indicates permission has been granted for the entirety of the course.
Supplementary examinations
Supplementary examinations may only be permitted in extenuating circumstances such as verified
illness beyond the student’s control or for religious reasons. Refer to Graduate School of Public
Health Student Handbook for further details.
University policy on supplementary examinations is available on
http://www.uow.edu.au/handbook/courserules/specialconsideration.html
Online resources (to be included if using WebCT)
This subject has a WebCT presence which contains the Subject Outline, a Bulletin Board and email.
How to access WebCT
Firstly, you will need to:
(a)
have access to the Internet.
(b)
install a web browser such as Netscape Navigator/Communicator version 4.5 or higher (not
version 6.0), or Internet Explorer (IE) version 4.0 to 5.0.
(c)
have a currently active UNIX computer account (to access online subjects).
All new students need to create a University of Wollongong email account after enrolment.
To create your University email account you should go to the computer laboratories in Building 17.
WebCT online resources are made available via SOLS (student online services). Log on to SOLS and
then click on Learning Online (WebCT). You will then be able to log into your subjects that have
WebCT offerings.
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Student name:
Criteria for self- assessment of the structure, format and presentation of essays.
This sheet is a guide for you to use to check your essay prior to submission. Please attach it to the front of
your assignment after the GSPH cover sheet. If you have difficulty with any of the points mentioned you
should visit the UniLearning website (www.unilearning.uow.edu.au).

Criteria

Student

Marker

Yes/No

S/NS*

1. Introduction
● Does it contain a general statement about or orientation to the topic?
● Does it contain a brief summary of the main arguments/points made in the essay?
2. Body
● Does the discussion follow from the introduction?
● Is the argument logically developed?
● Have you provided evidence for your statements?
3. Conclusion
● Does it sum up the main points of the essay?
● Does it contain no new material?
4. Grammatical accuracy
● Is your paragraphing clear (indented first line or line space left)?
● Does the body of each paragraph explain and develop the first (key) sentence?
● Did you spell check?
5. Plagiarism
● Have you used your own words to make your points or, when using the words of
others, used quotation marks and acknowledged your source?
● Have you looked at the university’s plagiarism policy on the web?
(www.uow.edu.au/handbook/courserules/plagiarism.html)
● Does the referencing conform to the Harvard Standard? (see Student Handbook
on the GSPH website under information for current students)
● Is the material in the reference list cited in the essay and vice versa?
6. Abstract (if appropriate)
● Does the abstract briefly paraphrase the entire essay?
7. Format
● Are the font size, line spacing, margins appropriate (or as required by the subject)?
* S/NS = Satisfactory or Not Satisfactory
Marker comments
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Tutorial Topics (to be included as required for the subject)
Week 2

Topic:
Question(s):
Readings:

Week 3

Topic:
Question(s):
Readings:

Week 4

Topic:
Question(s):
Readings:

etc.
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APPENDIX 5

Sample Assignment Cover Sheet

GRADUATE SCHOOL OF PUBLIC HEALTH
ASSIGNMENT COVER SHEET
Student Name(s):
Student Number:
Subject Number and Name:
Subject Co-ordinator:
Title of Assignment
Word Count:
Date Submitted:

Student Declaration (must be signed)
By signing this, I declare that:
1.
This assignment meets all the requirements for the subject as detailed in the relevant Subject
Outline, which I have read.
2.
It is my own work and I did not collaborate with or copy from others.
OR (for group assignments)
All students who participated in this group project have signed this declaration.
3.
I have read and understand my responsibilities under the University of Wollongong’s policy on
plagiarism.
4.
I have not plagiarised from published work (including the internet). Where I have used the work of
others, I have referenced it in the text and provided a reference list at the end.
5.
I am aware that late submission without an authorised extension from the subject co-ordinator will
incur a penalty of 10% for each week or part of a week. After two weeks, the assignment will not
be accepted.
6.
I am aware that Academic Staff of the Graduate School of Public Health may, at his/her
discretion, return this assignment unmarked, for resubmission, if subject requirements, including
referencing, have not been met. Resubmitted assignments will incur a late penalty.
Student signature(s):

Date:

Office Receipt
Student Number and Name:
Subject Number and Name:
Received by:
Date:

Student Receipt
Student Number and Name:
Subject Number and Name:
Received by:
Date:
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