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Introduction
Assessment is widely thought to be the single largest determinant of learning behaviour1.  It is an integral part of the teaching and learning process, which can significantly contribute to learning outcomes. An “assessment for learning” approach underpins all assessment activities in the Faculty. From a student’s point of view assessment has a positive effect on their learning and is ‘fair’ when it:

· relates to authentic tasks
· represents reasonable demands
· encourages students to apply knowledge to realistic contexts
· emphasises the need to develop a range of skills 
· is perceived to have long-term benefits2
Feedback from assessment tasks also contributes to learning when it is timely, clear, respectful, and identifies what the student has achieved, and the ways in which performance can be improved. 

The purpose of these guidelines is to improve the quality of assessment across Faculty subjects and courses through assisting staff of the Faculty of Education

· in designing and grading assessment items that have a positive effect on student learning
· in applying the University Assessment Regulations to achieve a consistent, equitable and transparent approach to matters of assessment.  
These guidelines should be read in conjunction with the related University regulations, principles and delegations.  Although they are intended to be consistent with the University's regulations, principles and delegations, it is the latter which should be invoked should any disparity arise between them and these guidelines. The latest version of the University's assessment regulations, principles and delegations can be accessed via the Academic Manual at http://www.csu.edu.au/acad_sec/academic-manual/gcontm.htm
Note that University Regulations are subject to ongoing review and revision.  Academic staff should periodically review the summary of changes to the Regulations, provided in the Document Update Record at http://www.csu.edu.au/acad_sec/academic-manual/
1.
Roles, Responsibilities and Quality Assurance of Assessment Practices
Effective assessment practices require the consistent application of policies and guidelines, and the monitoring of quality assurance at various levels within the Faculty. The Faculty Assessment Committee (FAC) shall be responsible for the development and approval of guidelines that enable academic staff to design and mark assessment tasks and grade subjects that enhance learning and are consistent with relevant CSU policies. FAC is the place where final grades are awarded, unresolved grades are converted to substantive grades and applications for reviews of grade are decided. 

a) The FAC is the forum in which issues of quality of assessment across the Faculty are identified and debated. As a standing agenda item, Presiding Officers of the School Assessment Committees (SAC) will provide a brief report on their observations of the current session’s assessment processes including any trends and issues. 

b) Where the Presiding Officer of the SAC is not a member of the FAC, that person should attend the relevant FAC in order to contribute to the report for that School and to provide advice if required.
c) Heads of School will monitor overall assessment practices and appoint assessment consultants or establish other review mechanisms such as Subject Teams or discipline reviews (in consultation with Program Directors, as appropriate) to facilitate quality assurance of assessment items. The principle here is the idea that at least one other person reviews the assessment regimes and grades of all subjects. (Principles of Assessment at CSU, Academic Manual Section G1.2, p. 10).
d) Heads of School and Program Directors will
i. attest to the mechanisms used to quality assure assessment regimes used at the subject and course level including the use of assessment consultants, subject teams, discipline reviews, moderation, etc. (see Section 11.2)

ii. develop guidelines for the number/scope and size (e.g. word length, indicative hours of work, days in placement, and hours of practice) of assessment tasks for various levels of subjects within disciplines/fields of study (see Section 2.1)
iii. make these guidelines available to all staff and inform the induction of all new, continuing and sessional staff (see Section 2.1)
iv. develop a discipline-based policy on re-submission of assignments (see Section 2.6)
v. upon conversion of TA grades be responsible for checking whether the subject requires a grade distribution report (see Section 5.2).
e) Heads of School and Program Directors have the authority to approve 
i. variation in assessment items (see Section 3.ii)

ii. guidelines for assessment regimes (see Section 2.1)

iii. policy on re-submissions within particular disciplines (see Section 2.6)

iv. sign-off on cohort-based TA grades (see Section 5.2).

f) School and Faculty Assessment Committees will monitor grading practices and subject grade distributions, and receive reports for those which breach Academic Senate policy.

g) Subject Convenors and School Assessment Committees will monitor the final outcomes of the sum of summative assessment tasks in each subject with a view to ensuring that there is an appropriate degree of differentiation between student performances.
h) Subject Convenors will 
i. monitor the setting of all summative assessment tasks, and the processes of making all summative judgments in their assigned subject, with a view to ensuring that they are transparent, equitable, valid, reliable and educationally justifiable

ii. seek approval to employ a non-conforming assessment regime (see Section 2.1)

iii. have assessment regime and final marks/grades checked by an assessment consultant (see Section 11.2)

iv. seek approval for proposed variations in assessment (see Section 3.ii)

i) Subject Convenors will ensure that all staff teaching and/or marking within their subjects are aware of, and are supported in, their application of CSU policies and guidelines.
j) Subject Convenors presiding over large subjects with multiple markers will lead and manage the 
i. setting of standards for marking each assessment task
ii. moderation of standards across cohorts, and the distribution and recording of grades
iii. ongoing reflection, review and revision of pedagogy and assessment in the light of student achievement and feedback, and staff evaluation.
k) Subject Convenors and Heads of School will establish timelines and expectations such that all grades are finalised in advance of the School Assessment Committees. Subject Convenors need to be available for comment/advice at School and Faculty Assessment Committees.
l) All academic staff members who are involved in the assessment process are required to possess a working knowledge of the CSU Assessment Regulations and the Faculty Assessment Guidelines and ensure that the timely handling of marking and returning of assignments, and finalising grading, and/or attending Assessment Committee meetings takes priority over planned leave and other professional commitments.
m) When a Head of School is the Subject Convenor, the Dean will act in the role of Head of School for the purposes of the assessment regulations and delegations.

Responsibilities and delegations in the application of the Assessment Regulations are as ascribed in Section G2 of the Academic Manual at: 
http://www.csu.edu.au/acad_sec/academic-manual/gcontm.htm 
2.
Assignments

Assessment tasks are to be designed in ways that enhance and extend learning as well as provide the opportunity for a wide diversity of students to demonstrate the nature and extent of their learning and performance.  

Three sections of the Academic Manual provide specific guidance in relation to assignments:

a) Assignment requirements (Assessment Regulation 16, Academic Manual Section G1)
b) Guidelines for Subject Outlines (Part L6.3, Academic Manual Section G4)
c) Regulations governing the review of marks or grades awarded for specific assessment tasks (Assessment Regulation 13.2, Academic Manual Section G1). 
2.1
Assessment regimes

The design of an assessment regime within a subject should take account of the level of the subject and the diversity of student cohorts undertaking the subject within and across sessions, the subject learning outcomes and the total marking time required for the set of tasks.  

Higher level subjects would normally have more complex assignments than lower level subjects. Subjects with diverse student cohorts (e.g. mixture of local/international students, DE/internal students, students with different levels of experience of academic study) may have a range of assessment tasks or particular tasks that enable students to draw on their particular backgrounds, expertise and contexts bearing in mind the principles of equivalence in assessment - see Section 3(i). All assessment regimes, however, must ensure that the summative assessment tasks in the subject enable all students within and across sessions to demonstrate a common ‘passing standard’ (see Sections 2.2 - 2.5 and 2.8.1 for further guidelines on ‘passing standards’). 

Assessment regimes for Level 100 subjects routinely undertaken by students transitioning into higher education should be designed in particular ways to help develop academic literacy needs of students and courses, and the need for frequent and timely feedback in the early stages of the subject. The Faculty expectation is that assessment tasks in the early stages of transition to university (at either the UG or PG level) are used in a developmental sense. Major assessment tasks and those assessment tasks found in the later years of a university course should not normally have the option of re-submission. The use of AA/AE grades may be used in cases such as these where the conditions outlined in Section 6.2 below are met.  

Except with the approval of the relevant Program Director or Head of School major exams may not be held in session time. 
Program Directors or Heads of School should develop guidelines for the number/scope and size (e.g. word length, indicative hours of work, days in placement, and hours of practice) of assessment tasks for various levels of subjects within disciplines/fields of study.  Normally subjects would be composed of two summative assessment tasks.  These guidelines need to be made available to all staff and inform the induction of all new, continuing and sessional staff. 

Staff developing assessment regimes that fall outside of these guidelines will need to seek approval for their regime from the relevant Program Director or Head of School prior to the finalisation for publication of the Subject Outline. 
2.2
Passing subjects
All assessment regimes should provide students with an opportunity to learn from feedback in order to pass the subject.  This means a student who makes a serious attempt at the first assessment task cannot fail a subject as a result of their performance in that task.  There are a variety of situations that create this outcome and solutions that can address it. Solutions include restricting the range of failing marks for a serious attempt to 40% or greater, including an option for the re-submission of the first assignment or providing a supplementary task if the student meets all other subject requirements, gains a pass in all other assessment tasks and meets the requirements for an AA grade (see Section 6.2 below).
The requirement for passing a subject should routinely be a final cumulative score equal or greater than 50%.  There should be no routine requirement that students need to pass all assessment tasks in order to pass a subject.  If there is demonstrable pedagogical, legal, dual accreditation (e.g. Cert IV requirements) or occupational health and safety reasons for failure in a particular assessment task to lead to FAIL in the subject, then if a student fails that item, they should routinely be allowed a re-submission if their cumulative performance in other assessment items is of a PASSing standard. This information should be communicated to students in the Subject Outline.
2.3
Additional requirements and conditions within ‘graded’ subjects 

At times it is appropriate to set additional terms or conditions beyond actual assessment items for PASSing a graded subject.  Such terms and conditions need to be kept to a minimum and applied with caution.  These may include 
· complete and submit all assessment tasks 
· demonstrate acceptable levels of academic literacy. 
In graded subjects the following terms or conditions are NOT appropriate as they are not transparent, not easily judged, and/or record keeping systems not easily devised /maintained 
· attend all classes /demonstrate satisfactory attendance at lectures and workshops
· participate fully in class discussions 
· complete the set reading for each week
· participate as an engaged team member in a particular activity which is part of a particular assessment item
· make meaningful postings to their subject forum on a regular basis.
These terms or conditions are best set as expectations related to students’ engagement/learning or re-worded as non-graded assessment tasks or embedded in graded tasks e.g. submit five substantial postings as part of a portfolio; successfully complete the listed range of in-class activities/tasks. 
In both graded and non-graded subjects attendance at particular sessions should not be  required unless it is demonstrated that what is done as a consequence of attendance forms a basis of an essential pedagogical (e.g. lab experiment and report), legal (e.g. attend Child Protection Session), occupational health and safety requirement (e.g. demonstrate safe practices) or professional accreditation requirement.  Where there is such a requirement Subject Convenors will need to retain and submit a copy of the attendance records with their grades.  Subject Outlines need to explain clearly to students the reason behind compulsory attendance at particular sessions.  
Staff developing additional requirements and conditions for passing their subject, beyond the normal requirement of a final cumulative score equal or greater than 50%, should consult with Subject Team members and their Course Coordinator and then seek approval for their regime from the relevant Program Director or Head of School prior to the finalisation for publication of the Subject Outline. 
2.4
Feedback to students  
Feedback to students on their performance in assessment tasks is an essential component of teaching and learning within subjects and courses. Student evaluations of subjects commonly identify the timeliness and quality of the feedback as a major element in their satisfaction with a subject.  Feedback to students on individual assessment items should normally involve
· a numeric score for a graded item or a PASS/FAIL statement for a non-graded item
· written feedback on student performance in the task. 
For graded items, a score rather than a band of scores provides a greater transparency to the student.  Numeric scores can take a number of forms. The same form of numeric score must be used by all markers in a subject. Forms of numeric scores include a fractional mark that reflects the weighting of the assessment task [e.g. 26/50 for an item with a weighting of 50%],  a fractional mark that reflects the degree of discrimination that a  Subject Convenor and Subject Team has confidence in (which will be scaled to reflect the weighting of the assessment task) [e.g. 7.5/10 for an item with the weighting of 50%], a percentage score (which will be scaled to reflect the weighting of the assessment task) [ 65% for an item with a weighting of 50%].  Normally the PASSING MARK should be set at 50% (or half of the total marks available) unless the item is a PASS/FAIL item.  
Written feedback should be offered on every item of assessment to identify what the student has achieved satisfactorily and ways in which the student can improve their learning. Written feedback should be legible, clear and respectful of the student and contribute to positive learning outcomes. A student should be able to identify the marker of their assignment. Feedback needs to be timely and available to students before they submit a subsequent formal piece of assessment.  Particularly in large subjects with multiple markers, attention needs to be paid to the time required to mark an assessment item at the time of designing the actual task and dates of submission.  The quality of an assessment task (in terms of its contribution to learning) is significantly diminished if the marking requirements lead to lack of timely feedback. 
Consistency of feedback across multiple markers in a subject needs to be scaffolded and monitored. Scaffolding may include written guidance to markers/tutors related to marking criteria, or discussions during the marking process.  All markers as well as Subject Convenors have a responsibility to ensure fairness, validity, reliability and consistency.  
Students should not be placed in the situation of having to ‘second guess’ what is in the lecturer’s head. A range of examples of work that illustrate different standards including a ‘passing standard’ may be used to scaffold students’ understanding. Similarly, the publication of assessment criteria and suitable rubrics provide the learner with a guide to expected levels of performance.
Detailed rubrics with finely calibrated marks can lead to a range of problems/ issues that outweigh their benefits as guides. The simplest effective form of rubric that can be used for a graded assessment task is one that clearly sets out the passing standard, without allocating sub-marks to sub-components, and allows for an overall judgement of quality related to the demonstration of substantive knowledge and skill.  It will also clearly relate to the learning outcomes of the subject and contribute to the development of graduate attributes. Where guidance about higher levels of performance is thought to be beneficial, it should routinely be captured through the use of terms relative to the PASSing standard. Such terms include thorough, very good, excellent, and exceptional.  (Note the CSU Principles of Assessment G1.1 Section 2.2)
Where there are sound pedagogical, legal or occupational health and safety  reasons for specifying a rubric with clearly defined specific levels of performance criteria, that assessment item needs to be constructed as a criterion referenced item that leads to a PASS or FAIL at the specified level.   Where a student fails such an item, if their eventual total subject mark is in the PASSing range, they should routinely be allowed a re-submission.  This information should be communicated to students in the Subject Outline. 
2.5
Handling of ‘failing’ assignments 

Students who fail an assessment task should receive feedback on both the satisfactory as well as the unsatisfactory components of their work. Students should also receive guidance about ways to improve their performance and any University resources they can access to improve their learning. 
Blind double marking should not be used as a routine response for failing assessment tasks.  Given the existence of University/Faculty Policy to allow students to apply for the re-mark of an assessment task (Assessment Regulation 13.2), blind re-marking should only occur as a result of a formal student application.  Notwithstanding this advice, there are times and circumstances where it is appropriate that a ‘second set of eyes’ or expert advice should be sought before students are failed in major assessment tasks.  Where markers are uncertain, they should seek the advice of their Subject Convenor in the first instance as part of the moderation process or the relevant Program Director or Head of School.   In large subjects with multiple markers, the markers and Subject Convenors need to ensure that there is a common ‘passing standard’ and common practice around the handling of failed assignments. This needs to occur before marking of assignments and feedback to students is provided, ideally at the beginning of the session. 
2.6
Re-marking and re-submission of assignments

Formal re-marks of assignments are dealt with in Assessment Regulation 13.2. The formal re-mark procedure should not be invoked until the student has attempted to resolve the issue through discussion with the Subject Coordinator/Convenor.  The Student Application for the Review of a Mark/Grade Awarded for a Specific Assessment Task procedure is available at: http://www.csu.edu.au/faculty/educat/staff_only/links.html 

Policy on re-submission of assignments is a discipline level concern that should be determined by the appropriate Head of School/Program Directors except for the following Faculty-wide practice: students are not entitled to seek to advance their grades through the re-submission of assignments except through the provisions of Assessment Regulation 13.2. 

The following statements may be framed at the discipline level and consistently applied. In any case, they need to be included in Subject Outlines where re-submissions are allowed:  

· whether the original mark for the assignment is to be replaced by the mark resulting from the re-submission in counting towards the final grade in the subject
· there will be a limit of one re-submission for any one assignment
· the number of assignments for which any one student is allowed to make re-submissions
· the students to whom the re-submission provision is to apply, eg only students who fail the assignment on the original submission
· the due date for the re-submission
· the due date for the return of the resubmitted assignment
· the effect of the re-submission on the mark and grade for the assignment eg a maximum of 50% of the marks for the assignment and a passing grade
· the manner in which the revised marks will be taken into account in the scaling procedure where this applies
· the mechanisms to be enacted to ensure that students eligible to re-submit an assignment are not unduly assisted by students who have had their assignments returned to them.

The Subject Coordinator/Convenor may reserve the right to initiate the re-submission of work by students, in which case this must also be noted in the Subject Outline.

2.7
Recognition of previous assessment in the same subject
In many subjects, the requirement for currency in subject content and materials may preclude offering exemption from specific assessment tasks undertaken during previous attempts at a subject.  In other instances, the routine revisions of subjects may preclude offering exemptions for specific assessment tasks undertaken during previous attempts at a subject.  However, in some instances it may be deemed appropriate to offer some recognition of previous assessment in the same subject.  
Subject Convenors will consult their Subject Teams to determine when exemptions may be offered and how exemptions will be approved for a subject.  Normally, the mark obtained for the assessment item during the previous attempt would be carried forward and adjusted to the current subject’s assessment weightings, if required. In making these determinations, Subject Convenors must bear in mind that incremental assessment over several sessions is neither appropriate nor equitable. 
Due consideration must be given to which assessment tasks may be eligible, the timeframe for eligibility (including limits on when the previous work was completed and deadlines for application for recognition of previous assessment), and any conditions.  These must be communicated clearly to students via the Subject Outline.  Refer to Section 16 below, “Statements in Subject Outlines” for standard statement formats.  
Any recognition that may be offered for assessment items undertaken during a previous attempt at a subject must be applied consistently across all cohorts in the subject offering.  
2.8
Requirements for maintenance of subject assessment records
Subject Convenors and all members of Subject Teams are responsible for ensuring that records of student performance on all assessment items used to determine the final grades in a subject are created, maintained and stored in a secure central location, and made available in a timely manner for collation towards the end of a session. 
Subject Convenors are also responsible for generating an overall summary of results.  These need to be stored in a central location accessible to the Head of School and Administrative Officer responsible for assessment.  Change of grades will be appended to these records by the relevant School Administrative Officer. 
Records of student performance need to include name, student ID, raw scores for each item, moderated scores (if used), summed score, moderated summed score (if used) and final grade.  
Subject-level summary information needs to include mean and standard deviation for each assessment item, and the summed total scores, and the percentage distribution of substantive and non-substantive grades. 
Where additional terms and conditions are set to PASS a subject, e.g. attendance, etc these records need to be appended to the marks record. 
2.9
Statements in Subject Outlines


2.9.1
Pass/Fail statements
Pass/Fail statements within Subject Outlines will consist of the following:
-
In order to achieve a passing grade in this subject, a student must 
1. attain a minimum passing standard in the overall total mark;
2. and demonstrate achievement of other approved conditions or requirements.

A minimum passing standard means 50% of the available marks for the assessment item(s), unless otherwise stipulated.

2.9.2    Additional Assessment (AA)
In accordance with Section 6.2 below, all coursework Subject Outlines should include the following statement:
-
This subject is open to additional assessment, as specified in Assessment Regulation 8
            2.9.3     Recognition of previous attempts at a subject
In subjects where exemptions may be offered for previous work undertaken for the same subject, as defined in Section 2.7 above, consistent, comprehensive statements will be included in the Subject Outline.  A guide to the format and content follows: 
If you are repeating this subject from 200X (previous year) you may be eligible for an exemption from the [assessment task].
To gain an exemption from the [assessment task] in 200Y (current year) you must have
- completed [all of the requirements for assessment task] during the 200X offering of the subject;
- achieved an overall mark for the [assessment task] that was greater than 50%;
- applied in writing to the Subject Convener within the first three weeks of session.
DO NOT ASSUME that the exemption will be granted.  
If you gain an exemption
- you will be notified in writing before the HECS census date;
- your mark for the [assessment item] from 200X will be carried forward.
An exemption from the [assessment item] does not mean an exemption from other components of the subject.
2.10
Examinations
End-of-session examinations will be a maximum of two hours duration unless an exemption has been approved by the Dean.
3.
Equivalence in Assessment

Where a subject is offered concurrently to more than one cohort of students due to multi-campus, multi-mode or partner offerings, the following shall apply:

i.
Normally assessment items (including exams) will be the same for all cohorts of students within a particular session offering.  
ii. With the approval of the relevant Program Director or Head of School different assessment items may be used for different cohorts/students in a subject provided that all of the conditions below are met:

-
Improving student learning for the diversity of cohorts/ learners is the rationale for the difference (not staff interests/expertise)
-
Subject Convenor and Subject Team have consulted and agreed on the different assessment items
-
Different assessment items must address the same or equivalent learning outcomes; be of the same standard and the same weighting, as determined by agreement of the Subject Convenor and the Subject Team
-
All students in the subject are aware of the full range of assessment items and may argue that a different assessment item than that notionally assigned to a particular cohort better supports or enables them to demonstrate their learning 
-
Subject Convenors and Subject Teams document how they have determined consistent application of standards such that students undertaking different assessment items have confidence that they are not advantaged or disadvantaged  
-
Subject Convenors and Subject Teams document their discussions and use this information as the basis to obtain approval from the relevant Program Director or Head of School. 
iii. The Pass/Fail statement in the Subject Outlines must be the same for all cohorts in that subject. 
4.
Extensions for Completion of Assessment Tasks during Session

4.1
Requirements for students to meet assessment deadlines during session
Students are expected to complete all compulsory assessment tasks, tests and examinations at an acceptable standard and to meet all compulsory assessment deadlines to meet course requirements (Special Consideration Regulation 2, Academic Manual Section C3, p. 1; Principles of Assessment at CSU, Principle 1.4, Academic Manual Section G1.2, p.5).
The scheduled dates and format and weighting of assessment items to be undertaken within each subject will be communicated to students in writing at the beginning of session via the Subject Outline.  The expectation is that students will comply with those deadlines.

Refer to the Special Consideration Regulations (Academic Manual Section C3) for information about extenuating circumstances. Where a student identifies conflicting obligations that will prevent him/her from meeting all compulsory assessment deadlines, the onus lies with the student to make alternative arrangements, which may include: applying in writing for an extension from the Subject Coordinator/Convenor prior to the assignment due date; changing their enrolment; applying for an approved withdrawal (AW); or providing documentary evidence of extenuating circumstances to support an application for special consideration.

4.2
Extensions on assessment items


When a Subject Coordinator/Convenor determines any allowance for extensions to complete and submit summative assessment items, it is necessary that:
· Student requests for extensions be received in writing
· Approval of and conditions for any extension be consistent with statements in the Subject Outline

· Approval of and conditions for any extension be applied in an equitable and consistent manner for all students enrolled in the subject, and
· An aggregated record of all approvals (including any conditions) granted within the subject be kept by the Subject Coordinator/Convenor. 

4.3
Tests and examinations conducted during session

Extensions or delayed assessment for mid-session tests or examinations will normally only be considered where students have applied to the Subject Coordinator/Convenor in writing on the basis of misadventure or extenuating circumstances, as defined in the Special Consideration Regulations, and have provided appropriate supporting documentation, as defined in Section 8.1 below.

Refer also to Section 4.1 above.

Applications relating to misadventure or extenuating circumstances should be made at the earliest possible time.

4.4
Compulsory residential school, fieldwork or practicum requirements
Extensions for the completion of compulsory residential school, fieldwork or practicum requirements will normally only be permitted where students have applied to the Subject Coordinator/Convenor in writing on the basis of misadventure or extenuating circumstances, as defined in the Special Consideration Regulations, and have provided appropriate supporting documentation, as defined in Section 8.1 below.  

Applications relating to misadventure or extenuating circumstances should be made at the earliest possible time.
5.
Timelines for Finalising Grades
5.1
Timeline for finalising grades at ends-of-sessions
The timeline for notification of grades to students is communicated by Student Administration to Schools each session; this drives the timeline for finalisation of grades within the Faculty.  
The finalisation of grades is the main priority during the end-of-session assessment periods.  Subject Conveners, Subject Teams and Heads of School should bear in mind the Faculty requirement to have finalised grades for submission in advance of their School Assessment Committee meetings and to be available for comment during these meetings, when considering any leave or other applications which may remove staff from campus during the assessment period. 
5.2 Applying TA grades to an entire cohort

TA grades will not normally be applied to student cohorts, except when the final assessment has been delayed such as may occur for students undertaking practicum requirements and for offshore tutorial cohorts. In these cases the Subject Coordinator/Convenor will invoke the following procedure:

· Complete the form “Entire Subject with TA Grades” and submit by email to the Head of the teaching School and Administrative Officer prior to the School or Board Assessment Committee. Available from   

   http://www.csu.edu.au/faculty/educat/staff_only/links.html 

· The Head of School will sign-off on the form, a copy of which will be forwarded to the Manager, Student Administration of the relevant campus in lieu of the completed grades for the subject  

· The subject will be listed as an item for noting and discussion in the School Assessment Committee agenda with the expected date of conversion of the TA grades as approved by the Head of School  

· The list of entire subjects with TA grades including a brief explanation for each subject will then be forwarded to the Faculty Assessment Committee for ratification. The list will be used as a record to allow follow up on these grades
· Upon conversion of these grades the Head of School will be responsible for checking whether the subject requires a grade distribution report.


5.3
Applying TA grades to individual students

TA grades are normally awarded where further action to resolve the grade is required on the part of the University and that action is not able to be taken in time to finalise the grade prior to the meeting of the School Assessment Committee. TA grades will not normally be allocated to individual students except in the case of lecturer illness/misadventure, acceptance by the lecturer of a late assignment immediately prior to the submission of grades or within practicum subjects when routine extensions of time are given for individual students to complete practicum requirements.  In these cases, the following procedure will be implemented by the Subject Coordinator:

· The Subject Coordinator will advise the School Administrative Officer of the student name, number, subject code and reason for a TA grade to be awarded.  School Administrative Officers will maintain a register of TA grades for the purposes of tracking and resolution
· The Administrative Officer will maintain a list and will follow up these outstanding grades with the Subject Coordinator approximately but no later than two weeks prior to the next School Assessment Committee meeting
· Normally, TA grades will be converted to a substantive grade by the end of the first week of the following session
· Normally, students should not be given any more than 21 days extension for submission of outstanding items relating to a TA grade
· In the event that a student has a TA grade converted to a substantive grade they will still have the right to ask for a review of this grade in line with the current policy.


5.4
Late Grade Changes 

Heads of Schools have the delegated authority to approve late grades, changes to grades and conversions to substantive grades which require approval before the next meeting of the Faculty Assessment Committee, noting that all such approvals are to be reported to, and ratified by, the next meeting of the Faculty Assessment Committee.
6.
Grades

The key to CSU grades is available in the Academic Manual (Section G3) at: http://www.csu.edu.au/acad_sec/academic-manual/gcontm.htm  Refer also to Assessment Regulation 6 (Academic Manual Section G1) and to Principle 2 (Standards) of the Principles of Assessment at CSU (Academic Manual Section G1.2). 
6.1 Awarding AW and FW grades
Practical direction on the awarding of these grades is provided under Section 6 of the Assessment Regulations (Academic Manual Section G1.1) http://www.csu.edu.au/acad_sec/academic-manual/gcontm.htm. 
Applications for AW should be lodged as soon as possible but not after the last day of the exam period for any particular session. 
6.2 Awarding of AA and AE grades
The Faculty of Education allows for  AA and AE grades to be awarded for all eligible students enrolled in specified coursework subjects offered by the Faculty, except subjects graded on a Satisfactory/Unsatisfactory basis and subjects offered by SPACE-HKU who administer these grades as part of the arrangements with CSU. Arrangements between CSU Student Administration and HKU-SPACE Administration require that students are awarded GP grades rather than AA or AE grades. The intention is the same as offering AA or AE grades except that due to assignment return delays to HKU-SPACE students (via the SPACE Office) a letter for awarding of an AA or AE grade is often received before the students have access to the final assignment. These delays have given rise to administrative confusion in the past and some negative feeling arising between the two partners. Hence, the use of the GP grade in such circumstances. 
The Faculty recognises that AA/AE grades are useful/appropriate in a range of situations.  See, for example, Sections 2.2 and 2.4. 

The awarding (or not) of AA/AE grades is not at the discretion of an individual Subject Coordinator (Convenor). It is a faculty expectation that all eligible students have access to AA/AE grades.
6.2.1 Eligibility of students for AA/AE
Eligible students are as defined in CSU Assessment Regulation 8, with the additional criterion that the student must have completed and submitted all compulsory assessment items for the subject during the session of offering. The Faculty of Education defines “marginally below the mark required for a pass” as 5% of the total possible mark attainable in the subject i.e. 45%-49% of the attainable marks for a passing grade. An AA or AE task must be different to the original task but of the same standard.
6.2.2
Communication of availability of Additional Assessment
The availability of additional assessment must be clearly communicated to students via the Subject Outline. Refer to Section 2.9.1, “Statements in Subject Outlines” for the standard statement formats.
6.2.3
Additional Assessment following deferred assessment (GP or SX)
Additional assessment in the form of an AA or AE, as appropriate, may be offered following finalisation of assessment for a Grade Pending (GP) or Supplementary Examination (SX) where:

· Additional assessment was offered in the subject in the same session for which the student is enrolled; and

· The Grade Pending (GP) or Supplementary Examination (SX) was awarded as the result of appropriately documented misadventure or extenuating circumstances; and

· After finalisation of the assessment a student’s total mark for a subject falls marginally below the mark required for a pass, as defined in Section 6.2.1 above.

6.3 Awarding of GP and SX grades
6.3.1 Criteria for awarding of GP and SX grades 
Consistency in the criteria for awarding of delayed assessment in the form of Grade Pending (GP) or Supplementary Examination (SX) grades is essential to ensure equity across and within student cohorts.  

Schedules for assessment within subjects are communicated to students in writing at the beginning of session via the Subject Outline and the Principal Dates at CSU identifies Examination Periods.  It is a reasonable expectation that students arrange their schedules around those assessment dates. Conflicts between assessment dates with other expected commitments will not normally be considered as grounds for delayed assessment.  
The routine demands of employment, stress or anxiety normally associated with completing assessment tasks, lack of knowledge of requirements of academic work and difficulties adjusting to University life, including the self-discipline to study effectively, will not normally be considered as grounds for delayed assessment, as stipulated in Special Consideration Regulation 3 (Academic Manual Section C3). 

Applications for GP and SX are normally initiated by the student although there may be instances where Subject Coordinators complete a GP or SX application on behalf of the student. In both cases, applications must state the reason for approval (or not), be accompanied by appropriate evidence and a statement indicating that the student has been making satisfactory progress. The application must also clearly state the work required to be completed (e.g. Assignment Two, Prac Report 1) and the due date for that work.
Delayed assessment in the form of Grade Pending (GP) or Supplementary Examination (SX) may be awarded to students who:

-
Have applied in writing on the basis of misadventure or extenuating circumstances, as per Assessment Regulations 7.1 or 17.8, within the appropriate timeframe; and

-
Provide appropriate documentation, as defined in Section 8 below, to support their claim; and

-
At the time of the claimed misadventure, have satisfactorily completed and submitted the appropriate portion of the assessment required in the subject.
The examination papers that were used in the original official examination in a subject, if not published elsewhere in subject materials, may not be used for additional or supplementary examinations (Assessment Regulation 8.1.5).
6.3.2 Awarding of a second supplementary exam

Awarding of a second supplementary examination within a single subject offering (i.e. “an SX on an SX”) will not always be approved.  Refer to Section 8.2 below.

6.3.3 Timeframe for applications

The appropriate timeframe referred to above is as per the University requirements: 
· A minimum of one week (7 days) before the assignment due date for GP applications that relate to illness or misadventure experienced during session under Assessment Regulation 7.1
· Within 3 working days of the assignment due date for GP applications that relate to illness or misadventure experienced during the examination period and/or the preceding week under Assessment Regulation 17.8
· By the Friday before the examination period for SX applications that relate to illness or misadventure experienced during session under Assessment Regulation 7.1
· Within three working days of the examination for SX applications that relate to illness or misadventure experienced during the examination period and/or the preceding week under Assessment Regulation 17.8.
Applications that are prompted by or otherwise follow the release of grades will not be considered, unless exceptional circumstances exist that can be substantiated.
6.4   Changes of grade
All grade conversions should be ratified by the appropriate School and Faculty Assessment Committees. Monitoring of unconverted grades is the responsibility of the Heads of School in conjunction with the School and Faculty Assessment Committees. Schools should use Banner Report ZSRGPSX to monitor unconverted grades on a biannual basis. Where a change of grade is initiated by the Subject Coordinator/Convenor, the reason for the initiation must be provided in writing on the COG form. When the basis for the COG is an error in calculation of marks, the COG form should also indicate that all grades in that subject have been double checked for accuracy.
6.5   Notification of grades
Official notification of grades is the responsibility of the Division of Student Administration. Faculty staff members are not permitted to inform students of their final grades prior to their official release and subsequent to recommendations from Schools and ratification by the Faculty. 
7.
Grade Distributions 
Grade distribution summaries and reports are important and valuable quality assurance mechanisms within the Faculty, as they support critical reflection and discussion of assessment processes at a discipline, School and Faculty level. As such grade distribution summaries and reports for all subjects (regardless of size of subject cohort) need to be completed. 
7.1   Requirement for grade distribution reports

Grade distributions should be completed by the Subject Convenor for all coursework subjects.  A summary of grade distributions for all subjects will be tabled for consideration by the School Assessment Committee. Grade distribution reports must be submitted by the Subject Convenor when the grade distribution meets any of the criteria listed in Section 7.2 below. The grade distribution report spreadsheet is available at: http://www.csu.edu.au/faculty/educat/staff_only/links.html 
Note that in cases where final recommendations are being considered after the School Assessment Committee meeting, such as where at the time of the SAC TA grades had been applied for an entire cohort (in accordance with Section 5.2 above) or GP grades had been applied to the majority of a cohort to enable completion of professional placement requirements, the grade distribution report should be submitted along with the recommended grades to the Head of School.
Grade distribution reports for a subject should include data for all cohorts (i.e. based on mode of delivery and/or campus), differentiating each cohort within the single grade distribution form as well as providing a summary for the whole cohort.  

7.2 Requirement for comments on grade distribution reports

Regardless of the size of the subject cohort, considered comments must be included in grade distribution reports where the grade distribution for the entire cohort and/or any individual cohort (i.e. based on mode or campus) meets any of the following criteria:

i. There is a notable divergence from the principle that the grade distribution for the number of students who pass the subject shall decrease from PS through to HD; or

ii. The whole range of passing grades (PS to HD) is not used; or

iii. There is a discrepancy in the grade distribution between modes of comparable cohorts within the same subject; or

iv. Any of the following apply:

FL grades exceed 25%

SX and GP grades exceed 25%

TA grades exceed 25% except where Section 5.2 above applies.
7.3 Submission to Faculty Assessment Committee 

Grade distribution reports should be forwarded to the Faculty Assessment Committee for consideration when:

-
Comments on the distribution have been required, as per Section 7.2 above; or 
-
When the Presiding Officer of the School Assessment Committee otherwise deems it necessary.  
In addition, the Faculty Assessment Committee reserves the right to request a report for any subject offered by the Faculty.

8.
Misadventure and Extenuating Circumstances

Refer also to the Assessment Regulations (Academic Manual Section G1) and Special Consideration Regulations (Academic Manual Section C3).
As a general guide, misadventure or extenuating circumstances are circumstances which are:
· Beyond the student's control (i.e. they could not have reasonably been anticipated, avoided or guarded against);
· Sufficiently grave or of a nature or duration to have caused considerable disruption to the student's capacity to study effectively or to complete subject requirements; and

· Have interfered with the otherwise satisfactory fulfilment of the subject requirements.

8.1
Supporting documentary evidence
Only applications for special consideration due to misadventure or extenuating circumstances that are accompanied by supporting documentary evidence will be considered. 

Special Consideration Regulation 5 (Academic Manual Section C3) defines the requirements for supporting documents as evidence of misadventure or extenuating circumstances.

8.2
Misadventure at a supplementary exam

Where a student has provided appropriate documentary evidence of a misadventure or extenuating circumstances relating to a supplementary examination, the student would normally be awarded an additional SX or GP grade.
In some circumstances, the Subject Coordinator/Convenor in consultation with the Program Director or Head of School may determine that an AW grade be awarded based on the requirement for currency of content in the particular subject.
In exceptional circumstances, individual Subject Coordinators/Convenors may recommend to the Program Director or Head of School that the student be awarded an alternative substantive or non-substantive grade.

9.
Reviews of Grade


Assessment Regulation 13 (Academic Manual Section G1) provides direction on the Review of Grade criteria and requirements.  Guidelines are provided in the Review of Grade Guidelines (Academic Manual Section G4). All reviews of grade should be considered by the School Assessment Committee, the recommendation of which is notified to the Faculty Assessment Committee for ratification.

Note the following excerpt from Academic Regulation 13.1.1, Grounds for Review:
Only evidence submitted as required by clause 7.1 above relating to misadventure and extenuating circumstances during the session, or as required by clause 17.8.2 (below) relating to misadventure in respect of examinations, will be reviewed in cases where a student seeks a review under clause 13.1.5 above.  New or additional evidence will not be considered.
10.
Student Academic Misconduct
The Student Academic Misconduct Policy (http://www.csu.edu.au/acad_sec/misc/) is the guide to definition and determination of Student Academic Misconduct at CSU.  

11.
Assessment Committees and Quality Assurance Processes


11.1
Standard format for end-of-session assessment information
Standard forms and templates for the presentation of assessment information at    School Assessment Committee meetings and Faculty Assessment Committee meetings are provided at http://www.csu.edu.au/faculty/educat/staff_only/links.html 


11.2
School Assessment Committees
The work of School Assessment Committees is fundamental to the progression of students. It is the place where final grades are endorsed for recommendation to the Faculty Assessment Committee, where decisions on extenuating circumstances are made and where grade reviews are considered. The membership and terms of reference of School Assessment Committees are available in Section B9.1 of the Academic Manual.
The Faculty of Education requires that:
· Schools shall have an Assessment Committee whose composition may vary to suit the needs of the particular School. However, the Committee must include the relevant Head of School and Course Coordinator representation. Program Directors will have the right of participation in all relevant School Assessment Committees. School Assessment Committees will be comprised of not fewer than six members. In the case of smaller schools, with less than six staff members, all staff are expected to be members of the Committee
· Grades for each subject should be approved by both the Subject Coordinator and an assessment consultant (or equivalent, see Sections 1c and 1d) prior to submission. This approval indicates that the final grades are appropriate to the needs and level of the subject.  As part of this process it is expected that the assessment consultant (or equivalent) will examine the Subject Coordinator’s grades and grade distribution report and ensure that there are appropriate notations explaining all FL and FW grades
· Heads of Schools will receive necessary documentation and advice from staff proceeding on leave, for bona fide illness, compassion or extenuating circumstances. All other academic staff must be available for consultation for the period of the Committee meeting and one hour thereafter to ensure that the Committee can finalise its deliberations prior to the compilation of minutes and associated papers for the Faculty Assessment Committee
· School Assessment Committee meetings will be conducted at least one clear working day prior to the Faculty Assessment Committee to allow for follow-up, finalisation, reporting and timely dissemination of outcomes to other Schools and FAC members prior to the Faculty Assessment Committee. Dissemination of School Committee minutes to Faculty Assessment Committee members should occur no later than noon the day prior to the Faculty Assessment Committee meeting to allow for adequate review and preparation time
· The minutes and other papers of School and Faculty Assessment Committees are confidential. Nevertheless, Presiding Officers are reminded of the need to apply protocols around privacy (e.g. the use of names and disclosure of medical conditions should be avoided) and careful use of appropriate language is required e.g. in the “comments” sections of various appendices such as change-of-grade summaries.
12.
Prizes and Awards

12.1
University Medal
Guidelines on eligibility and criteria for nominations for the University Medal are provided in the Academic Manual Section J1, Graduation Regulation 6.
Recommendations to the University Medals Committee are made by the Faculty in accordance with criteria determined by the Faculty (Academic Manual Section J1, Graduation Regulation 6.2.2). These criteria are listed in the Faculty Prizes Policy.

12.2
Dean’s Award
Guidelines on eligibility and criteria for Dean’s Awards are provided in the Academic Manual Section M, Prizes and Awards.
The Faculty criteria for the selection and procedures for the administration and presentation of Dean’s Awards are detailed in the Faculty Prizes Policy.

12.3
Other Prizes in the Faculty of Education
Guidelines on eligibility and criteria for other prizes that are available in the Faculty of Education are provided in Academic Manual Section M, Prizes and Awards.
13.
Glossary of Terms

Assessment Consultant – An assessment consultant is a member of academic staff who reviews the assessment regime for a subject and the grade distribution for the same subject prior to submission of grades for data entry.  Alternatively, collegial review mechanisms such as Subject Teams and Discipline Reviews (in consultation with Program Directors, as appropriate) may be used to quality assure assessment items and grade distributions. The principle applied here is that at least one other person reviews the assessment regimes and grades of all subjects (Principles of Assessment at CSU, Academic Manual Section G1.2, p. 10). Heads of School and Program Directors will be required to attest to the mechanisms used to quality assure assessment regimes and grade distributions used in all subjects.

Assessment for Learning - “It is assessment (what assignments students have to do, how they will be graded, what is in their exams, whether there are clinical and practical placements that will be evaluated, and so on) that drives learning and that students tend to look first at what has to be produced to get through a [subject] before they look at other aspects of their subject outline. They look to see if what is required for assessment is relevant and engaging; that the way in which they are to be graded is clear; and then to how all of the learning methods and resources identified in their subject outline might help them complete these assessment tasks efficiently and effectively. They repeatedly call for more timely and constructive feedback on their assessment tasks, for examples of good practice on how to do assignments at the subject level, and for clearer expectation management, more consistent marking, and better coordination between subjects to ensure that assessment deadlines are staged so that not all assessment tasks across subjects are due at the same time” (Fullan & Scott, 2009, pp. 61-62).

Assignment - An assignment is any piece of work listed in the Assignment Information section of a subject outline which a student is required to complete to satisfy the requirements of the subject. See Part L6.3 of the Academic Manual for guidelines for subject outlines (Assessment Regulation16.1.1).

Additional Assessment - A student who marginally fails will be offered the option of completing additional assessable work which, if completed at the prescribed standard, will result in the student passing the subject. Where a Faculty has determined to offer such additional assessment in a subject then such assessment will be available to all students enrolled in the subject offered by the schools within the Faculty regardless of the course in which the student is enrolled (Assessment Regulation 8.1.1).

Formative Assessment Task – It is formative when it includes the intent to enhance student learning, and optimise learning outcomes.  Examples may include: self evaluation exercises, multiple choice and true/false quizzes, participation in tutorials, forums and discussions.  Feedback plays a significant role here, allowing students to improve their knowledge and skills.  The intent rather than the task is the determinant of the formative aspect of assessment (Assessment Regulation 1).
Roles and Responsibilities

1. Program Director: The Program Directors are the three Heads of the Schools responsible for teacher education. Each of the Program Directors is responsible for a portfolio: Early Childhood, Primary Education or Secondary Education. 
2. Subject Convenor:* A Subject Convenor will be accountable to their Head of School for coordinating the academic administration of a subject across a Faculty. The responsibilities for academic administration of a subject include monitoring the content of the subject outlines to ensure they comply with the Academic Regulations and policy established by the Faculty Board, monitoring the quality and effectiveness of teaching with the subject across campuses and ensuring that assessment procedures used in the subject across campuses are consistent with the subject outline (Academic Manual, Section A7).
In the Faculty of Education, the Subject Convenor takes full responsibility and is accountable for all aspects of the management of a subject. This includes:

· Ensuring all members of the Subject Team [across all campuses and modes] are consulted and  involved in designing the curriculum, pedagogy, assessment and review of each offering
· Preparing the subject outline and materials for the subject – updating packages, ordering textbooks and setting up the subject on Interact
· Preparing lectures (may be shared with other subject coordinators)
· Preparing tutorials/managing online DE forums (shared with other coordinators and tutors)

· Inducting and mentoring casual tutors and markers 

· Managing the setting of standards for marking each assessment task

· Managing moderation of standards across cohorts, and the distribution and recording of grades
· Managing customized student evaluations, reporting subject evaluations to HOS; and discussing these with Course Coordinator

· Leading ongoing reflection, review and revision of pedagogy and assessment in the light of student achievement and feedback, and staff evaluation.

3. Subject Coordinator:* A Subject Coordinator will be accountable to their Head of School or, where appointed, to a Subject Convenor for the academic administration of a subject assigned to the School for teaching internally on the School's campus or in the distance education mode. The responsibilities for academic administration of a subject include coordinating the academic staff assigned to teach the subject, monitoring the quality and effectiveness of teaching within the subject, ensuring that assessment procedures used in the subject are consistent and uniform, recommending a variation to assessment or examination requirements of a subject and recommending a final grade for each student in a subject (Academic Manual, Section A7).
In the Faculty of Education, the Subject Coordinator takes full responsibility and is accountable for all aspects of the management of a subject. There are two types of Subject Coordinator: (1) A person teaching a “standalone” subject in one or modes who is not part of a Subject Team OR (2) A person who is part of a Subject Team who coordinates the subject on another campus/in another mode and who works with and supports the Subject Convenor. In these cases, Subject Coordinators are responsible for:

· Participating in all Subject Team meetings (a person teaching alone in a subject may still participate in team meetings within the same discipline)
· Preparing and delivering lectures where applicable (may be shared with Subject Convenors)
· Preparing and delivering tutorials where applicable (may be shared with Subject Convenors)
· Participating in the management of the Interact Forum
· Participating in moderation of standards for assessment, and in the marking, moderation and distribution of grades across the cohorts
· Ensuring the timely provision of campus cohort data to the convenor
· Participating in ongoing reflection, review and revision of pedagogy and assessment in the light of student achievement and feedback, and staff evaluation.

* In some cases the term Subject Coordinator/Convenor is used. The use of this term indicates the circumstances in which a Subject Coordinator may exercise their discretion at the local level without the need to consult the Subject Convenor and/or Subject Team.

4. Subject Team: The team of staff responsible for delivery of a subject across campuses and modes in any given session. Typically, a subject team will comprise a Subject Convenor and one or more Subject Coordinators. Sessional staff may also be part of subject teams. 

Serious Attempt (at an assessment task) – In the judgment of the Subject Coordinator, the student has made a serious attempt to complete an assessment task. Examples of non-serious attempts may include attempting components of the task only, submitting work clearly not up to the previous standard submitted, addressing few of the assessment criteria, and responses that contain frivolous or objectionable material.   
Summative Assessment Task – It is summative when it affects a final grade in a subject.  Examples include: examinations, essays, reports, presentations, assignments and practical performance.  Summative assessment may include formative components and assessment of affective as well as cognitive outcomes.  Summative assessment is often beneficially an extension of formative assessment. Summative assessment shall not measure skill and/or understandings that are not prerequisites for admission to the University, or not covered in the subject or its pre-requisites (Assessment Regulation 1).
Supplementary Examination - Supplementary examinations are examinations granted on the basis of misadventure or extenuating circumstances which prevented a student sitting an official examination or which adversely affected the student’s performance in an official examination (Assessment Regulation 17.10.1.1).
14.
Notes
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