DUTIES AND RESPONSIBILITIES OF UNIVERSITY ASSESSORS ON COURSE COMMITTEES

GENERAL

Under Ordinance 1984/8: Recognition of Institutions, the University appoints assessors to course committees at recognised institutions.  Assessors are also appointed for Edexcel courses franchised to colleges of further education.  The role of the assessor is to assist in the exchange of information between the University and the institution and to act as adviser to the course committee on University procedures and practices which affect or which enhance the operation and management of the course, and to ensure that the standards and quality of the course accord with the level of the award.

The assessor has an important role in ensuring that the operation and management of the course accord with the terms of the approved course document, the report of the evaluation visit and the recognition agreement or memorandum of agreement.  The assessor should normally visit the institution at least twice each year.

DUTIES


In particular, the assessor will have responsibilities in the following areas:

1
Selection of Applicants
Monitoring entry standards and consideration of special cases (eg transfer).

2
Staffing
Monitoring the quality of staff appointments to ensure that this is consistent with that required for the delivery of a course at this level.

Monitoring staff development policy.

3
Course Delivery
Monitoring quality of delivery and adherence to the contents of the approved course document.

Monitoring course development.

Monitoring development of physical resources (library, computing, accommodation).

4
Course Committee



Receipt of papers and minutes of meetings.

Attendance at meetings.

Advice on role of course director, advisers of study and staff/student liaison.

5
Examination and Assessment


Monitoring arrangements for the following: 

a)
Coursework
Handing in, acknowledgement, guarding against cheating and personation, security of mark storage.

b)
Written Examinations
Drafting, typing and secure storage of examination papers; conduct of examinations: invigilation, guarding against cheating and personation, dealing with special circumstances, eg illness/extra time; collection of scripts, security of scripts during marking.

c)
Marking and Moderation
Including advising the course committee on standards in marking, use of double marking, the role of external examiners.

d)
Meeting of Boards of Examiners
Through attending meetings advising on compliance with course regulations.

e)
Communication of Results to Students and the University and Arrangements for Resits.

6
Annual Course Review
Monitoring the preparation and submission of the course committee's annual report to the University.

Attending the Annual Review meeting with respect to the course.

7
Annual Report
Preparation of an assessor's report for the University on the operation of the course.  This report should be submitted to the Pro-Vice-Chancellor (Quality Assurance and Enhancement) and the Dean and is considered as part of the Annual Review.

