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Introduction

t
his manual provides best practice advice for teaching staff wishing to use summative computer assisted (sometimes referred to as computer-aided) assessment (CAA) at UWIC. Although the manual is aimed particularly at those wishing to undertake large-scale summative CAA (over twenty-five candidates), much of the advice will also apply to those using summative CAA with smaller groups.

The manual is written with the assumption that the assessment will take place on UWIC property using the Blackboard virtual learning system. However, much of the advice given here is generic and could be used in other contexts, with other ICT platforms, for instance, or within UWIC’s FE collaborative partners. Assessment regulations are contained in the UWIC Academic Handbook and must always be followed. 

This manual represents pragmatically the issues involved when undertaking this sort of ICT-enabled assessment. It should be clear to anyone reading this manual that summative CAA is not necessarily a time-saving option: although resource is certainly saved by the automated marking of scripts, a successful CAA requires greater upfront effort in terms of planning and preparation. One of the key issues not touched upon by this manual is how to write ‘good’ CAA questions. Advice on this area is provided by a LTDU workshop. Please contact the LTDU for more details.

Effective assessment is recognised as playing a key part in the learning process. The form and function of summative assessment has been the centre of debate for some time, and it is into this arena that computer assisted summative assessment has appeared. Since the field of CAA is relatively new, much of the advice given in this manual is experiential in nature. This booklet has been produced under the auspices of the JISC HEinFE funded Project, E-Assessment in Wales, of which fuller details can be found at the Project website http://www.uwic.ac.uk/ltdu/e_assessment.asp. 
A valuable resource has also been Guidelines for the use of Computer assisted assessment at UWIC by Andrew Miles & Theo Koukouravas, a report based on work undertaken as part of an LTDU Call 6 Project that looked at both summative and formative assessment. Blueprint for Computer-assisted assessment by Joanna Bull & Colleen McKenna has also been useful as has the British Standard report Code of Practice for the use of information technology (IT) in the delivery of assessments.
The LTDU would welcome any comments or advice that can add to the quality of this document.
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The Guiding Principles

When first considering the use of summative CAA in your own teaching it is worth bearing in mind five guiding principles from the British Standard The Code of Practice for the use of IT in the delivery of assessments

· The delivery of any assessment using IT should not result in any reduction in the assessment validity or reliability.

· The assessment process should be fair to all candidates and, as far as possible, should not disadvantage any candidate as a result of factors which are irrelevant to the knowledge, understanding or skills being assessed. In particular the CAA should not demand a level of ICT competence that is over and beyond that expected for the rest of the course.

· Where disabled candidates are involved, reasonable adjustments should be made for their needs, so that no candidate is placed at a substantial disadvantage.
· An audit trail should be maintained during the CAA itself, so that any queries, irregularities or hardware/software problems can be investigated

· Back-up facilities and fall-back procedures should be in place to minimise disruptions during the CAA so that no candidate is disadvantaged. For example, it is good practice to have a paper-based alternative that can be used in an emergency. This should be as much like the CAA as possible to ensure parity.

Remember, summative CAA should only be used if it offers an appropriate method of assessing a module’s learning outcome(s).
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Preparing for the Assessment

L
ike all successful assessment, CAA relies on preparation. This section provides an overview of what needs to be done and agreed before the candidates turn up for the assessment.

Before using CAA summatively it is good practice to have introduced CAA to your students so that they are familiar and comfortable with it.

Booking an exam venue

You will need to book a suitable venue with adequate capacity well in advance of your proposed exam date. You must ensure it is included in the exam timetable process run centrally by UWIC.

Remember, all PCs in UWIC’s Learning Centres automatically shut down at 9pm. You should consider this when booking them for an evening CAA.

Provision of information

Prior to using CAA summatively information about the assessment should be made available to candidates. Information may include:

· the assessment coverage (knowledge and skills)

· the number and type(s) of questions

· any subdivisions of the assessment, by content or by question type

· how the questions are scored, including any weighting for different question types or topics; any correction for guessing and any scoring of ‘method’ or sequence of operations

· whether any non-scored questions are included and, if so, why

· the time limit (if applicable) and what measures are in place to compensate for possible delays 

· how to respond, change responses, navigate and quit once the CAA has begun

· the level of computer skills required

· any permitted data, information or aids that can be used during the CAA

· any other permitted data, information or aids which will be provided

· provision for candidates using assistive technology

· the appeals procedure, which should include reference to technical failures and delays and (if relevant) to appeals against automated decision making.
Provision of ‘mock’ assessments

Mock assessments should be provided for candidates to enable them to familiarise themselves with the software, format, style and difficulty of assessment. A mock could also provide a ‘dummy’ run of the assessment to help tutors identify any potential problems in the content or design of questions.

Provision for candidates with disabilities

The needs of all learners need to be respected

Candidates with disabilities should be consulted well in advance to ensure that adequate provision is made for their needs. In particular, consideration should be given to the design of assessments to ensure that they are accessible to students reliant on assistive technology, such as screen readers (for example, including text equivalents of any images used). Remember, the use of assistive devices may be slower than usual methods, penalising the student reliant on these devices. For some assessments, an alternative method of assessment (such as oral questioning) may be preferable to using assistive technology. UWIC’s Disability Service can offer advice in this area (disability@uwic.co.uk)

Provision of assessment information to candidates
Candidates should be told in advance:

· the rules and regulations of the assessment process

· (if applicable) the regulations which apply to breaks during the assessment

· what provision is made in case of technical problems

· what evidence of identity is required

Equipment and staffing

It is important that the assessment environment is suitable for a summative CAA. Particular attention should be paid to the computers (equipment) and the staffing.

The Computers

You must ensure that the computers do not inhibit a candidate as they take an assessment. Considerations include:

· ensuring a ten per cent surplus of computers during the assessment. Students can be moved to these ‘free’ machines if they experience problems with their allocated computer.

· ensuring peripheral equipment such as keyboards and mice function correctly on all machines so that no student is disadvantaged

· ensuring students do not have access to non-permitted materials. Well in advance of the assessment, staff should work with the LTDU and ISD to:

i. isolate the assessment from other aspects of Blackboard so that lecture notes cannot be accessed

ii. disable all Internet access and email facilities (ISD will need at least 2 weeks notice so that this can be undertaken)

iii. disable access to other software and file retrieval mechanisms (ISD will need at least 2 weeks notice so that this can be undertaken)

· ensuring there is space for making rough notes or reading material, if permitted

· ensuring adjacent candidates cannot see each others work. This might include screens or partitions, or/and randomising questions.

· tutors should consider the need for some workstations to have additional space or facilities to cater for candidates with disabilities (e.g. wheelchair access, extra equipment, larger monitor). 

· ensuring the computer screens are free from glare.

Staffing

An assessment should have the following:


· staff familiar with the Blackboard environment and with the particular assessment
· at least one subject specialist (ideally the question setter) to deal with any issues relating to the content of the assessment

· appropriate numbers of invigilators

· ISD support staff to provide technical help and troubleshooting (Note: ISD support staff should not be expected to act as invigilators)

The number of staff for an assessment should take account of the expected number of candidates, any candidates with special needs and the location (for instance, if the assessment is held over several rooms).

If ISD support staff are needed for an assessment then you must give them at least two weeks notice of the date and location so that appropriate staffing can be arranged. Contact ISD Help Desk in the first instance.
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Producing the Assessment

T
here are a number of good practice tips to bear in mind when putting together an assessment.

· The assessment should be set up to reveal one question at a time on the screen. This ensures that as a candidate moves to the next question, the answer to the previous question is recorded. This is useful in case there is a sudden failure of the system.

· In order to combat cheating, the order of questions within an assessment can be randomised for each candidate.

· Assessments can be password protected to provide higher levels of security. However, the candidates will need to be told what the password is so that they can access the assessment. This password should be included with the instructions distributed to the candidates during the assessment. Remember to keep the password relatively simple as this will reduce the number of mistyped attempts.

· The assessment should only be made available to students just before the start of the assessment. Candidate access to the assessment should be removed once the exam is over.
· Any assessment in Blackboard can be given a set time limit (for example, two hours) after which the candidate will not be able to submit replies. 

· Normally students should only be allowed one attempt at the exam. By default when an assessment is created in Blackboard the option to allow candidates multiple attempts at the assessment is switched off. The question setter should confirm that this is so and notify the students.

· It is strongly recommended the option to force completion is disabled. It could be the case that during the exam there is a problem with Blackboard and candidates are thrown out of the system. The disabling of force completion ensures that when they log back in to Blackboard the candidates are returned to the point in the exam when they were thrown out.
· Question setters can prohibit backtracking should they wish, preventing candidates from returning to questions they’ve already answered. It is strongly advised this is not used as it can confuse students who end up using the back button of the browser to return to a previous question.
· The question setter should decide what sort of feedback the candidate receives on completion of the assessment. Options include Score Only and Show Correct Answers.
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On the Day

Preparation for the assessment session

W
ell before candidates arrive tutors should check that the room conforms to items listed under equipment and staffing above. 

Staff should also undertake the following:


· switch on all necessary computers. This should not be left to the candidates to do as this can take some time

· check that Blackboard is up and running and that the assessment is available

· check that all mice, keyboards and printers are working correctly

· check that other special equipment is working (for those with special needs, for instance)

· check that paper backup copies are available

Authenticating Student Attendance

· All students should be allocated a computer in a pre-identified room and be required to arrive 15 minutes before the assessment is scheduled to start. 

· The head invigilator should record the room’s seating plan and be able to identify which students sat next to whom should cheating be suspected.

· On arrival students should complete and sign a form detailing their name, student number, the title of the assessment being undertaken and a unique equipment number identifying the computer being used.

· Any student changes of location, computer or hardware due to faults should be recorded.

· Students should bring along with them a means of verifying their identity such as their UWIC student card.
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When things go wrong

T
he use of summative CAA introduces increased levels of risk into the delivery of any assessment. A slow network, the failure of the Blackboard server or a power cut could have a potentially catastrophic impact on the assessment.

Preparation is everything. Having an agreed process for dealing with software/hardware failure is vital

A good CAA is one where good planning and forethought have ensured that known risks are reduced to a minimum. There is no agreed set of procedures at UWIC that deals with handling CAA failure. However, any tutor using summative CAA must have a clear set of procedures to handle such eventualities. Without a clear set of operational guidelines agreed before the assessment takes place and made known to all invigilators, the integrity of the assessment can be quickly undermined. 

As a basic prerequisite, staff should prepare a paper version of the CAA that can be distributed to students in the event of a system failure.

Some Common Issues

· Students arrive for the CAA but cannot log onto the network because they have password issues, or their account has been disabled because of non fee payment.

Solution – ISD helpdesk staff can reset expired passwords. However, it takes about ten minutes for this reset password to then become active on Blackboard. ISD staff can also temporarily enable student accounts that have been disabled because of a fee issue.
Staff might wish to email students a day or two before the CAA, asking those students with such issues to identify themselves so that remedial measures can be done well before the start of the exam.
· During the CAA, a small number of students might find their screens freezing as they move from question to question. 
Solution - In this situation the student (or invigilator) simply needs to press the F5 (refresh) button. This should refresh the screen, allowing the student to continue with the test.
Procedures for ‘severe’ problems
Suggested Procedures for an assessment that is over 30 minutes in length
· If fifty per cent of candidates haven’t been able to access the assessment within 10 minutes of the start of the assessment (for whatever reason), then all candidates should be given a paper-based copy to complete from the beginning.

· All students not able to access the assessment after ten minutes from the start of the assessment should be given a paper copy to complete.

· If the system (or a PC) fails during the first 25 minutes of the assessment, a paper-based copy should be handed out and the student(s) given as much time as possible to complete the assessment, up to the total time allocated for the full assessment.

· If the system (or a PC) fails after 25 minutes from the start of the assessment, the assessment should be abandoned and the student(s) informed that their marks will be calculated allowing for the reduced time.

· If an individual computer fails, note the time against the student’s name and allow the student to change
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Summative CAA Checklist

	Task
	Completed

	Have read the CAA Best Practice Manual
	(

	Have booked the room well in advance (page 2)
	

	Have provided candidates with the necessary information about the assessment (page 2)
	

	Have provided candidates with mock summative CAA to help familiarise them with the experience (page 3)
	

	Have considered the needs of all learners, including those with disabilities (page 3)
	

	Have ensured the availability of ‘surplus’ computers in case candidates need to be moved (page 4)
	

	Have checked that all equipment (keyboards, mice etc) functions correctly (page 4)
	

	Have requested disabling of Internet and email access on computers, giving ISD at least two weeks notice (page 4)
	

	Have thought about how to minimise cheating, perhaps using randomised question ordering (page 4)
	

	Have ensured that appropriate staff are available during the assessment (remember, ISD will need at least two weeks notice if technical assistance is required) (page 5)
	

	The assessment has been created with the appropriate settings (page 6)
	

	Candidate attendance is properly managed (page 8)
	

	Appropriate CAA procedures to deal with hardware/software failures have been agreed and made known before the assessment (page 9 - 10)
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