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[bookmark: _Toc434241975][bookmark: _Toc497387804]1. Introduction
Across the disciplines within each division in the University, there are many similarities in the way we teach and assess undergraduate students and teach and assess graduate students. Some common features in examining, marking and classification would therefore be expected within divisions. This may involve a degree of variation from discipline to discipline.
Whilst academics in subject disciplines are best placed to determine the criteria used in marking and classification, Education Committee also has a duty to ensure that the processes used to apply these criteria are fair, explicit, and transparent. Where the criteria used in marking and classification differ from the norm and from cognate disciplines, there should be a rationale for the divergence.
[bookmark: _Toc434241976][bookmark: _Toc497387805]2. Purpose of examination conventions
Examination conventions are the University’s formal record of the specific assessment standards for the course or courses to which students apply. They are a student-facing document and should be written in a clear and comprehensible manner. The same version of the examination conventions should be used by examiners, with more detailed local operational guidance appended if necessary. 
Education Committee’s Policy and guidance on course information states that there are three key sources of information for on-course students about their course of study. These are the Examination Regulations, the relevant course handbook and the relevant examination conventions. Information about the structure of the course and the way it is assessed should be contained in those three documents. Key information on those matters on which students are entitled to rely should not be solely located elsewhere (for example, in a ‘Notice to candidates’ focusing on administrative arrangements).
[bookmark: _Toc434241977][bookmark: _Toc497387806]3. Publication
Examination conventions must be circulated to all students and also published, either as part of the course handbook or separately, in a place easily accessible to students. Ideally, examination conventions should be publicly available so that prospective students may have access to them. If this is not possible, they should be accessible via Single Sign On (SSO) to anyone in the University so that the Proctors and colleges have access to them. 
4. Content 
The template below provides the headings of the information that should be supplied in examination conventions with a description of what is expected. In square brackets are references to further information in the Examinations and assessment framework and/or the Examination Regulations where available or relevant. Please ensure that information is provided in clear and comprehensible language.  
Suggested or sample text is provided in [square brackets].  



Template for examination conventions 
1. 	Introduction 
Include: 
· The full title of the course(s) to which the conventions apply; 
· The year to which the conventions apply; 
· Details of the supervisory body (divisional or faculty board) responsible for approving the conventions; 
· The purpose of the examination conventions. You may wish to include the text below: 
[Examination conventions are the formal record of the specific assessment standards for the course or courses to which they apply. They set out how examined work will be marked and how the resulting marks will be used to arrive at a final result and classification of an award.] 
2. 	Rubrics for individual papers 
Information on the number of assessments required for the course(s).
Information on the structure of individual assessments, for example: number of questions, compulsory questions etc in examinations and, for online exams, the mode of completion, any time allowance included in the exam duration for uploads, and word limits (see EAF sections 9.3.2 and 9.3.3). Also include any paper specific regulations on, for example, the use of calculators, permitted reference material etc. 
3.	Marking conventions 
3.1 	University scale for standardised expression of agreed final marks  
[EAF 11.1] 
Include one of the following as appropriate: 
Undergraduate courses 
	For Moderations and Preliminary Examinations 
	 
	For the Second Public Examination and Honour Moderations 

	70 - 100
	Distinction (where relevant) 
	 
	70 - 100  
	First Class 

	40 – 69 
	Pass 
	 
	60 – 69 
	Upper Second 

	39 – 0 
	Fail 
	 
	50 – 59 
	Lower Second 

	 
	 
	 
	40 – 49 
	Third 

	 
	 
	 
	30 – 39 
	Pass in Finals/Honour Mods 

	 
	 
	 
	29 – 0 
	Fail 



Some integrated Masters courses use the Postgraduate taught course scale for assessment taken in final Part of the University Examination, and for determining the outcome of the final award.[footnoteRef:2] [2:  MMathPhys – for cohorts completing from 16-17; MMath Mathematics, MMath Mathematics & Statistics, MMathCompSci Mathematics & Computer Science, MCompSci Computer Science for cohorts completing from 2020-21.] 

	For undergraduate certificates and diplomas offered by the Department for Continuing Education 

	70 – 100  
	Distinction  

	60 – 69  
	Merit 

	40 – 59  
	Pass 

	0 – 39 
	Fail  



An overall award of distinction may be made to candidates who have shown excellence over the whole examination. An overall award of merit may be made to candidates who have produced work of particularly high quality in the whole examination.  
Postgraduate taught courses 
	70 - 100 
	Distinction  

	65 – 69  
	Merit 

	50 - 64 
	Pass 

	49 - 0 
	Fail  



Postgraduate taught courses – alternative model 
	70 - 100 
	Distinction

	50 – 69 
	Pass 

	49 - 0 
	Fail  



This alternative model is permitted to be used by the following awards for the expression of agreed final marks: 
· Master of Business Administration  
· Executive Master of Business Administration  
· Master of Science by Coursework in Major Programme Management 
· Postgraduate Diploma in Financial Strategy 
· Postgraduate Diploma in Global Business  
· Postgraduate Diploma in Organisational Leadership 
· Postgraduate Diploma in Strategy and Innovation 

Postgraduate Certificate in Education (PGCE)   
	70 – 100    
	Distinction    

	65 – 69    
	Merit at Masters level   

	50 – 64    
	Pass at Masters level   

	40 - 49   
	Pass at Honours level (for Professional Graduate Certificate in Education)  

	0 – 39   
	Fail   


   
Students who do not meet the requirements of the PGCE may be awarded the Professional Graduate Certificate in Education.  
Postgraduate taught courses – historic models 
For students who started their courses before Michaelmas term 2018 only, agreed final marks for individual papers should be expressed according to one of the following scales:
	 Model 1 
	
	Model 2

	70 – 100 
	Distinction 
	 
	70 – 100 
	Distinction 

	50 – 69 
	Pass 
	 
	60 – 69 
	Pass 

	49 – 0   
	Fail 
	 
	59 – 0 
	Fail 


 
Postgraduate taught courses – category marking  
Combinations of distinction / merit / pass / fail may be used, as appropriate for the assessment and programme level. (EAF 11.1) 
Category marking should not be used for dissertations or other similar substantial pieces of written work such as research projects. 
Category marking should not be used where the assessment is shared between PGT and UG programmes (for example, final year assessments in integrated Masters programmes).
3.2 	Qualitative marking criteria for different types of assessment  
Marking criteria are a public statement of the main forms of judgement that assessors and examiners use when looking at a piece of examined work. Every different type of assessment should have in place a set of qualitative marking criteria. Marking criteria need to provide descriptors of the qualities that are expected in the assessed work and a description of the standard expected to obtain a mark in each of the standard bands for that course (for example for UG programmes: ≤39, 40-49, 50-59, 60-69, etc, and for PGT programmes: ≤49, 50-64, 65-69, etc, or fail, pass, merit, distinction). 
Where a change to assessment format compared to previous years has been made, this section should be updated to ensure that any new assessment formats have qualitative marking criteria that are appropriate for the assessment format.
3.3 	Verification and reconciliation of marks  
[EAF 11.2] 

For FPE [Except Honour Moderations]
There should be a clear statement on how each script/item is marked and the moderation process which is to be followed.  
For FHS, Honour Moderations, and PGT courses 
There should be a clear statement on how each script/item is to be marked and the moderation process which is to be followed. Where ‘double blind marking’ is used there should be a clear statement on reconciliation procedures demonstrating that any relevant University and divisional guidance is being followed. This statement should encompass an explanation of how any discrepancies between markers will be resolved. Simply averaging the marks is discouraged, especially where there is more than a few marks’ difference, or if the two marks are on different sides of a class boundary. If reconciliation is difficult, a third marker should act as arbiter in agreeing the appropriate mark. Only in exceptional circumstances (if such academic expertise is not otherwise obtainable within the University) should an external examiner be asked to act in this capacity. If an alternative method of marking has been approved by Education Committee details of this should be provided. 
For papers for which there is a model solution and marking scheme approved by the examiners, there should be a statement that each script is marked by an examiner or assessor and is checked independently to ensure that all parts have been marked and the marks and part-marks have been correctly totalled and recorded.
For papers where single moderated marking has been used, there should be a statement that each script is to be marked by an examiner or assessor, details of the methodology used to sample papers for second-marking, and an explanation of how any discrepancies will be resolved.  
For papers which are made up of a number of elements, give an explanation of how marks are awarded for the individual elements of assessment and how these marks are translated into paper level marks on the scale set out above (see section 3.1). Information should be provided about the decimal precision of the calculations and the conventions used for rounding marks. 
3.4 	Scaling 
[EAF 11.9] 
Where scaling is used a clear description should be given of the circumstances in which it will be used and the methodology which will be used (detailed algorithms should be included as an appendix rather than in the main part of the examination conventions, and further detail should be given in examiners’ reports). It should be made clear that scaling is not a mechanistic process, but one in which the examiners will use their academic judgement to ensure that appropriate classifications are awarded. 
The following text is provided as an example: 
 [The examiners may choose to scale marks where in their academic judgement: 
a. a paper was more difficult or easy than in previous years, and/or 
b. an optional paper was more or less difficult than other optional papers taken by students in a particular year, and/or 
c. a paper has generated a spread of marks which are not a fair reflection of student performance on the University’s standard scale for the expression of agreed final marks, ie the marks do not reflect the qualitative marks descriptors. 
Such scaling is used to ensure that candidates’ marks are not advantaged or disadvantaged by any of these situations. In each case, examiners will establish if they have sufficient evidence for scaling. Scaling will only be considered and undertaken after moderation of a paper has been completed, and a complete run of marks for all papers is available. 
If it is decided that it is appropriate to use scaling, the examiners will review a sample of papers either side of the classification borderlines to ensure that the outcome of scaling is consistent with academic views of what constitutes an appropriate performance within in each class.  
Detailed information about why scaling was necessary and how it was applied will be included in the examiners’ report and the algorithms used will be published for the information of all examiners and students.]  
Category marking must not be used for assessments where scaling is likely to be used.
3.5 	Short-weight convention and departure from rubric in examinations
There should be a statement on the short-weight convention that will be applied. If there are alternative arrangements (for ‘compensation’) these should be described.  
The following texts are provided as examples: 
[A mark of zero shall be awarded for any part or parts of questions that have not been answered by a candidate, but which should have been answered. 
OR 
The maximum deduction that can be made for short weight should be equivalent to the proportion of the answer that is missing.
OR 
Where an assessment is category-marked, failure to complete required elements of the assessment will limit the maximum category that may be awarded to [Pass/Merit].]] 
This section could also describe the treatment of instances where a candidate fails to comply with the paper rubric (for example by not answering a compulsory question).  
The following text is provided as an example: 
[Where a candidate has failed to answer a compulsory question, or failed to answer the required number of questions in different sections, the complete script will be marked and the issue flagged. The board of examiners will consider all such cases so that consistent penalties are applied.] 
3.6 	Penalties for late or non-submission of submitted work
[EAF 8.2; ER 14] 
There should be a clear statement of penalties for late or non-submission of items, or non-completion of practical work. It should be made clear that non-submission of a required assessment for the FHS will result in failure of the whole FHS or in the case of an FHS assessed in Parts, the whole Part of the FHS. For the FPE and PGT programmes, it should be made clear that non-submission of a required assessment for the FPE or for the PGT programme will result in failure of the assessment with any resit capped at the pass mark. 
The following text is provided as an example: 
[The scale of penalties agreed by the board of examiners in relation to late submission of assessed items is set out below. For information on penalties for late submission of open-book examination scripts, see section 3.10 below. Details of the circumstances in which such penalties might apply can be found in the Examination Regulations (Regulations for the Conduct of University Examinations, Part 14.)  
	Lateness 
	Cumulative mark penalty 

	After the deadline but submitted on the same day 
	[insert mark deduction*] 

	[insert time period] 
	[insert mark deduction*] 

	[insert time period] 
	[insert mark deduction*] 

	[insert time period] 
	[insert mark deduction*] 

	More than 14 calendar days after the deadline
	Fail 


* For numerical marking it should be clear whether this is a specific number of marks, or a percentage of the marks achieved by this student on this assessment. For category marking the category reduction must be clear. Students should not fail a category-marked assessment as the result of a late penalty being applied (up to 14 calendar days after the deadline). 
] 
AND 
[Failure to submit a required element of assessment will result in the failure of the whole Second Public Examination/Part.]  
OR 
[Failure to submit a required element of assessment will result in the failure of the assessment. The mark for any piece of the assessment will be capped at a pass.] 
3.7	Penalties for over-length work and departure from approved titles or subject-matter in submitted work
[ER 16]  
There should be a clear statement of the penalties for over-length work and departure from approved titles or subject-matter if these are in place.  
There is no mechanism for requesting exemption from a penalty for over-length work. In exceptional cases Education Committee may consider a dispensation request on disability grounds. Requests without the strong support of DAS are unlikely to be granted.
The following texts are provided as examples in relation to over-length work: 
[Where a candidate submits a dissertation (or other piece of written coursework) which exceeds the word limit prescribed by the relevant regulation, the examiners, if they agree to proceed with the examination of the work, may reduce the mark by up to one class (ie from a 1st to a 2:1, or its equivalent). 
OR 
The board has agreed the following tariff of marks to be deducted for over-length work: 
	Percentage by which the maximum word count is exceeded 
	Cumulative mark penalty (up to a maximum of [insert mark deduction]) 

	Up to [insert value] % 
	[insert mark deduction*] 

	Over [insert value] % and up to [insert value] % 
	[insert mark deduction*] 

	Over [insert value] % and up to [insert value] % 
	[insert mark deduction*] 

	For each further [insert value] % 
	[insert mark deduction*] 


* For numerical marking it should be clear whether this is a specific number of marks, or a percentage of the marks achieved by this student on this assessment. For category marking the category reduction must be clear. 
] 
3.8 	Penalties for poor academic practice in submitted work and open-book online examinations  
[EAF 8.4.3]
Assessors should mark work on its academic merit with the board responsible for deducting marks poor academic practice ie for derivative or poor referencing. There should be a clear statement of the penalties for poor academic practice. There should be consistency across the cohort, for example, choosing to use or not use Turnitin for online submissions. 
The following text is provided as an example:  
[The scale of penalties agreed by the board of examiners in relation to poor academic practice for submitted work and open-book online examinations is set out below.  
	Band into which each case falls 
	Mark penalty (Must be between 1 and 10% of the marks available) 

	Band A: [insert example case] 
	[insert mark deduction*] 

	Band B: [insert example case] 
	[insert mark deduction*] 

	Band C: [insert example case] 
	[insert mark deduction*] 


*  For numerical marking it should be clear whether this is a specific number of marks, or a percentage of the marks achieved by this student on this assessment. For category marking the category reduction must be clear. 
OR 
The Examination Board shall deal wholly with cases of poor academic practice in submitted work and open-book online examinations where the material under review is small and does not exceed 10% of the whole. 
Assessors should mark work on its academic merit with the board responsible for deducting marks for derivative or poor referencing.  
Determined by the extent of poor academic practice, the board shall deduct between 1% and 10% of the marks available for cases of poor referencing where material is widely available factual information or a technical description that could not be paraphrased easily; where passage(s) draw on a variety of sources, either verbatim or derivative, in patchwork fashion (and examiners consider that this represents poor academic practice rather than an attempt to deceive); where some attempt has been made to provide references, however incomplete (eg footnotes but no quotation marks, Harvard-style references at the end of a paragraph, inclusion in bibliography); or where passage(s) are ‘grey literature’ ie a web source with no clear owner. 
In addition, any more serious cases of poor academic practice than described above should also always be referred to the Proctors.] 
3.9	Penalties for non-attendance at examinations 
[EAF 11.10.1; ER 14] 
There should be a clear statement of penalties for non-attendance at an examination (whether online or in-person). It should be made clear that non-attendance at an examination for the FHS will result in failure of the whole FHS or in the case of an FHS assessed in Parts, the whole Part of the FHS. For the FPE and PGT programmes, it should be made clear that non-attendance at an examination for the FPE or for the PGT programme will result in failure of the assessment with any resit capped at the pass mark. 
[Failure to attend an examination (whether online or in-person) will result in the failure of the whole Second Public Examination/Part.]  
OR 
[Failure to attend an examination (whether online or in-person) will result in the failure of the assessment. The mark for any resit of the assessment will be capped at a pass.] 
3.10	Penalties for late submission of online examination scripts
[EAF 9.3.5 and 9.3.6] 
There should be a clear statement of penalties for late submission of open-book examination scripts. The following text is provided as an example: 
[For online exams using an Upload mode of completion candidates should ensure that any elements of an exam that are completed outside of Inspera (handwritten answers, graphs etc) are uploaded within the time allowed for their online examination. 
Candidates should upload their exam response within the time allowed for their online examination (which includes an allowance for candidates to scan and upload their answers). If candidates do not upload their exam response within the time allowed, they may make an application via the online help form to have their exam response considered as in time at the point they upload their late response. The application will be considered by Student Assessments Team under delegated authority from the Proctors.  
Where the entire script is uploaded after the end of their exam duration, and it is not accepted as if in time, the penalty of a mark of 0 shall be applied by the exam board. The penalty applies to the paper as a whole even if the examination is only one part of the assessment of that paper. 
Where part of the script is uploaded after the end of their exam duration, and is not accepted as if in time, only the portion of the script that was uploaded within the time allowed for the online examination will be marked. 
For exams using Typed mode of completion if a student has chosen, against advice, to draft their answers outside of Inspera, anything not copied into Inspera prior to the end of the exam duration cannot be submitted late and will not be marked. 
] 
3.11	Penalties for non-attendance at practical classes 
[Attendance at the practical classes for Paper x is compulsory and will be monitored by the practical class instructors.]
There should be a clear statement of penalties for non-attendance at practical classes. The following text is provided as an example:
[A penalty of x% of the final mark for the paper will be applied for missing x classes, and a penalty of xx% for missing more than x classes, from a total of x classes.]
OR  
[ 
	Number of practical classes missed where excusal has not been granted 
	Cumulative mark penalty (up to a maximum of [insert mark deduction])  

	Up to [insert value]  
	[insert mark deduction*]  

	Over [insert value] and up to [insert value]  
	[insert mark deduction*]  

	Over [insert value]  
	[insert mark deduction*]  


*For numerical marking it should be clear whether this is a specific number of marks, or a percentage of the marks achieved by this student on this assessment. For category marking the category reduction must be clear.   
]
[The exam board will also be presented with the attendance information for students, specifying where non-attendance has been excused, and will make the final decision on application of penalties and/or progression.] 

4. Progression rules and classification conventions 
4.1 	Qualitative descriptors of classes (FHS) / Qualitative descriptors of Distinction, Pass, Fail (FPE) / Qualitative descriptors of Distinction, Merit, Pass, Fail (PGT) 
Qualitative descriptors should be given for classes for FHS examinations; for Distinction, Pass and Fail for FPE; and for Distinction, Merit, Pass and Fail for postgraduate taught courses. Qualitative descriptors for bands of marks may be given as an alternative. 
4.2 	Classification rules (FHS) / Final outcome rules (FPE/PGT)  
There should be a clear explanation of the classification rules/rules for obtaining the final outcome. This should include the weight accorded to each element of assessment and how the marks aggregate are used to produce the classification or final outcome. For example, papers may have equal weight and an average taken, papers may be weighted and an average taken, and/or there may be preponderance rules. There may also be rules that specify that no paper may be below a certain threshold. 
Where assessment is shared across PGT courses and students’ results may include different numbers of assessments marked using different methods (numerical marking or category marking), the rules governing the calculation of the final outcomes must be clearly explained. 
In the light of the rules followed, a statement about the way in which the board of examiners undertakes consideration of borderline outcomes might also be included.  
When provided for in the relevant Examination Regulations (ie MSt, MPhil and MSc) you should include a statement on the restrictions on the award of distinction or merit for candidates who have resat an element of assessment. You may wish to include the text below: 
[Candidates who have initially failed any element of the examination will not be eligible for the award of a Distinction or Merit.] 
4.3 	Progression rules 
[to be taken from the special Examination Regulations for the course] 
The subject-specific Examination Regulations should state the rules for progression, for example, from one ‘Part’ to another within the FHS or from year one to year two of a two-year Masters course. This information should also be provided or referenced in the examination conventions and may include more detailed information on the rules for progression. It should also be clear what happens if the student fails to meet the progression requirement. 
4.4 	Use of vivas 
[EAF 10] 
There should be a statement on the use and purpose of vivas where these are permitted by regulation. This should indicate whether vivas are to be used for all candidates, for candidates with outcomes on the borderline between particular classifications, or for failing candidates. Such vivas should be distinguished from any requirement for an oral element of a standard examination which is marked or part of a marked component.  
5. 	Resits 
[EAF 13] 
The Examination Regulations state the circumstances when a resit is permitted either in the general regulations or the subject-specific regulations. In the examination conventions there should be a clear explanation of the circumstances in which students are entitled to resit an element of assessment and when resits would take place, with cross-references to the relevant Examination Regulations. Where resit marks will be capped, this should be clearly stated. This includes where resit marks are capped following failure of an assessment as a result of non-submission or non-attendance.  
For PGT courses where an assessment, or assessments, for an examination have been failed at the first attempt, students are entitled to one further attempt unless otherwise specified by the special regulations for a course. Marks for any assessment that has been successfully completed at the first attempt may be carried forward, and therefore it will only be necessary for students to re-sit the failed assessment(s).  
It should be made clear when resubmitted work can be a reworked version of the original submission and when a completely new submission is required. The following text is provided as an example for FPE and PGT courses which do not cap resits following academic failure: 
[Where a candidate has failed an assessment unit as a result of poor academic performance the mark for the resit of the assessment unit will be awarded on the merits of the work. 
Where a candidate has failed an assessment unit as a result of non-submitting an assessment item or as a result of non-attendance at a timed examination the mark for the resit of the assessment unit will be capped at a pass.  
In this context, an ‘assessment unit’ can refer to a single timed examination, a submission, other exercise, or a combination of assessment items.  Where the assessment unit consists of more than one assessment item, for example a submission and a timed examination, if the candidate passes the submission but fails the timed examination, they are only required to resit the failed assessment item (in this example the timed examination) not all the assessment items for the assessment unit.] 
6. 	Consideration of mitigating circumstances 
[EAF Annex E] 
There should be a statement explaining the procedure that will be adopted for the consideration of mitigating circumstances notices to examiners (made under Part 13 of the Regulations for the Conduct of University Examinations). The following text is provided as an example: 
[A candidate’s final outcome will first be considered using the classification rules/final outcome rules as described above in section 4. The exam board will then consider any further information they have on individual circumstances. 
Where a candidate or candidates have made a submission, under Part 13 of the Regulations for Conduct of University Examinations, that unforeseen circumstances may have had an impact on their performance in an examination, a subset of the board (the ‘Mitigating Circumstances Panel’) will meet to discuss the individual applications. The Panel will evaluate, on the basis of the information provided to it, the relevance of the circumstances to examinations and assessment, the strength of the evidence provided in support, and the extent of the impact. The Panel will also note whether all or a subset of papers were affected, being aware that it is possible for circumstances to have different levels of impact on different papers. The board of examiners will separately consider whether and how to adjust a candidate’s results as a result of the mitigating circumstances, taking into account both the Panel’s considerations of the notice(s) and the scripts/submissions and marks.
Candidates who have indicated they wish to be considered for DDH/DDM will first be considered for a classified degree, taking into account any individual MCE. If that is not possible and they meet the DDH/DDM eligibility criteria, they will be awarded DDH/DDM.] 
7. 	Details of examiners and rules on communicating with examiners  
List the name, position, and institution of the external examiner(s) as well as the names of all internal examiners (but not assessors). In conjunction with this, however, the conventions should underline the fact that candidates must not under any circumstances contact examiners directly. The following text is provided as an example: 
[Candidates should not under any circumstances contact individual internal or external examiners.] 
Appendix [optional] 
[bookmark: _Toc434241985][bookmark: _Toc497387814][bookmark: _Toc434241997][bookmark: _Toc497387827]Provide details of any operational information for examiners if required. This would not normally be provided to students.  
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