Assessment Guides: musts / good practice / optional extras
Fields in blue indicate information that is in SIMS: the assessment guide should replicate verbatim the information in SIMS, and we can investigate whether pulling it down could be automated.
Musts
	Title of assessment (as in SIMS)
	Essay 1; Report 2 etc.

	Deadline
	Include a link to a definitive source of information on the deadline.
Don’t add deadlines manually in order to avoid the potential of contradictory information being circulated.

	Weighting of assessment in module
	Eg: 25% of 20 credit module

	Word limit / duration
	Eg:
· 1500 words
· 5 minute presentation
· (Reminder that limits should be adhered to and the mark of work that is over the word limit or duration will be reflected in accordance with the assessment criteria, ie: there is no 10% leeway rule)

	What Module Learning Outcomes are being assessed?
	List the MLOs – this ensures both the students and the staff setting the assessments can see that there is constructive alignment between the MLOs and the assessments being set.

	What use of Gen AI can be made in the assessment?
	· Can it be used to generate ideas or materials?
· Can it just be used to help with language and expression?
· Could just be a link to programme level or university level expectations if ‘standard’. If subject is using the Traffic Light system, 

	Assessment instructions and information
	· E.g.: ‘choose 3 of the 6 texts and write a commentary on etc.’
· ‘Select one of the themes from class x and reflect on y’
· ‘Produce a 5 minute vlog on one of the following topics’
· If a group task, is there peer evaluation (include link to peer evaluation criteria); how are marks awarded, e.g.: is BuddyCheck used?
· On MCQs, how are marks awarded (e.g.: ‘There are 10 questions; each question is worth 10 marks; if partial marks are awarded, how is that done).
· If assessment is an exam, explain how that will work – e.g.: if an open-book exam, what ‘books’ can be used, what restrictions are there on access to the internet / websites, and which web resources can be accessed?

	Assessment criteria / marking rubrics
	· Full details if assessment specific criteria or rubrics are used
· Or… Link to programme-level criteria or rubrics

	Referencing and formatting of referencing
	· What referencing system should be used?
· Is there any specific style that should be employed?
· What file format(s) should be used?
· Useful websites etc.
Links should be used for resources standard across a number of programmes.

	Link to coursework cover sheet
	This usually includes student number and many Schools use it to include an integrity declaration.
A cover sheet can be used even when there is no digital submission, e.g.: an oral presentation: the cover sheet means that feedback can be provided and disseminated via Blackboard / Feedback Studio.

	Feedback
	How will students get their feedback, and in what format?
· E.g.: individual video-feedback accessed via Blackboard / Feedback Studio.
· Cohort-level written feedback on a final summative exam.

	FAQs
	Answers to frequently-asked questions, esp. from previous cohorts or a link to an assessment-focused discussion board. If the latter, can potentially be pre-filled with a couple of FAQs and answers.

	Contact
	Who should the students contact in case of questions? Include email address.

	Submission portal
	Link to coursework submission portal (this may not be easily feasible, perhaps clear indication of location of submission portal(s) in the Assessment & Feedback folder better.)



Good practice
	Formatting
	· What formatting requirements are there? Font size, line spacing etc.
· Can / should images, diagrams, tables etc. be included.
If standard for programmes, provide a link to where this information is stored, such as a Blackboard ‘Organisation’ for a programme, year.

	Resources
	E.g.: links to
· Specific bibliography
· Guidance on specific approaches, e.g.: ‘How to give an oral presentation’; the guidance on the student intranet on reflective writing.

	Detailed or step by step instructions

Or 

Exempla
	Consider multi-modal formats for this: would a short video, a podcast or a narrated PowerPoint work better than text?

Note: this may be more appropriate to Level 4 assessments, or for entirely new assessments.
Students at a more advanced stage might need more limited instruction or might be expected to look elsewhere for guidance (e.g.: if asked to write a newspaper article, is there appropriate online guidance from the media industry that students should draw on?)

Detailed or step by step instructions could include specific publications or lines of argument that students should consider, any specific primary evidence that should be investigated?

Or Exemplars produced by staff, or examples of work from previous cohorts.

There are pros and cons to each approach, and you might like to explain to students why you’ve taken the approach you have.




Optional extras
	Programme context
	How does this assessment fit into the degree as a whole? How does it link with Programme Learning Outcomes?
Why has the assessment been designed in this way?


	Employment context
	What future life and employability skills will be developed / demonstrated from undertaking the assessment?


	Formative support
	What formative work contributes to undertaking this assignment? 
· Formative assessments
· Work done in class that can be built on
· 


	Resit options
	Info on the resit, particularly if the resit is in a different format to the original task (eg: a synoptic assessment)


	Marking / Moderating team
	Who is marking and moderating this?




What should NOT be included in an assessment guide:
	Deadlines
	Deadlines should not be included to avoid the danger of contradictory information being circulated.
Instead, you can point to where this information can be found.


	Regulatory materials
	Avoid including anything generic, e.g.: late submission penalties, how to submit (unless this assessment requires a unique submission method), as this information is provided elsewhere.



