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UCL REGISTRY AND ACADEMIC 
SERVICES  

APPENDIX 18 

 

INTRODUCTION 

UCL’s Academic Regulations for Students apply to the conduct of summative e-
assessment   However, because there are additional considerations and risks 
involved in managing e-assessment, further guidelines have been provided by 
the Centre for the Advancement of Learning and Teaching and the Learning 
Technologies Support Service and have been approved by UCLBE. These 
guidelines have been designed to ensure that e-assessment is conducted in a 
planned and controlled manner. NB A glossary of terms has been provided at the 
end of this paper. 

BACKGROUND AND SCOPE OF THE POLICY1 

 

This policy covers the use of computer-based tests and quizzes for summative e-
assessment.  It should be read in conjunction with the UCL Board of Examiners 
Assessment Regulations 2 and with the Academic Regulations for Students that 
are available at: http://www.ucl.ac.uk/ras/acd_regs. The policy covers both low 
stakes and high stakes e-examinations: 

 

Low Stakes: E-assessment is regarded as being low stake if it counts, in total, 
for ≤ 10% of 1 module. The ISD Learning Technologies Support Service (LTSS) 
must be notified two weeks in advance, and the assessment must be invigilated, 
LTSS need not be present (although they will arrange to be present on request). 

 

High Stakes: An e-examination is regarded as High Stakes if it counts, in total, 
for > 10% of 1 module. LTSS must be notified four weeks in advance, the 
assessment must be invigilated and LTSS or the Faculty IT Officer must be 
present at the start of the examination.   

The regulations are set out below followed by the guidelines for conducting e-
assessment. 

 

1 Conducting Summative E-Assessment    

                                                
1
 The policy is based on the e-assessment policy developed by the University of Dundee but has been 

extensively adapted for the UCL environment.  www.jiscinfonet.ac.uk/Resources/external-
resources/dundee_eassessment_policy/view 
2
 http://www.ucl.ac.uk/ras/examiners/column_data/September_2010_General_Regulations.pdf 

http://www.ucl.ac.uk/ras/acd_regs
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 Summative e-assessment must be conducted in accordance with the 
precepts of UCL’s Academic Regulations for Students and take account 
of the requirements set out in UCL’s Guidelines for Conducting E-
Assessment. 

  

Guidance:  The Academic Regulations for students are available at: 
http://www.ucl.ac.uk/ras/acd_regs. The Guidelines for conducting 
summative e-assessment are set out in  Appendix 18 

2 All summative e-Assessment must be designed in accordance with 
the guidelines set out by the Centre for the Advancement of 
Learning and Teaching and the Learning Technologies Support 
Service. 

 

 Guidance: The Centre for the Advancement of Learning and Teaching 
(CALT) and the Learning Technologies Support Service (LTSS) provide 
training, support and advice in the design and delivery of e-examinations. 
Staff involved in setting e-examinations are strongly advised to attend the 
‘Using Moodle for e-examinations‘course, or to arrange for one-to-one 
support from CALT or LTSS staff.   

 

 Good practice for quiz design: 

 i. When setting a multiple choice question ensure that the distractors 
(wrong answers) are not too obvious and that there are at least 
three distractors;  

 ii. Randomise questions the order in which questions are presented 
to students, and randomise the presented order of the answers 
within each question, in order to reduce opportunities for students 
to copy from nearby screens; 

 iii. Calculated question types in Moodle need particularly careful 
checking – if in doubt consult LTSS; 

 iv. Ensure that the questions are presented in a series of pages or 
screens; this is so that the students’ responses are automatically 
saved and stored at the end of each screen; 

 v. Don't use the computer’s clock, or the clock within Moodle, to time 
exams - if there is a network problem during the exam students will 
lose time. Instead use the clock on the wall to manage timings 
manually, with invigilators announcing time as in a written 
examination; 

 vi. Ensure that the quiz availability times are no longer than 

http://www.ucl.ac.uk/ras/acd_regs
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necessary; 

 vii. The British Standard ISO/IEC 23988:2007 states that if an e-
examination lasts longer than 90 minutes ‘there should be 
provision, if not detrimental to the purpose or validity of the 
assessment, for candidates to take a break.’ 

 viii. Consider adjusting the number of questions for each test 
accordingly, and if necessary schedule two tests with a break in 
between. 

 

3 Testing Summative E-Assessment Tasks 

 The technology being used for all summative e-assessment tasks must 
be tested before students undertake the assessment. 

 

 Guidance:  In accordance with UCL assessment regulations the e-
examination must be checked by another person and have the approval 
of the External Examiner. Guidance is available in the Regulations for 
Boards of Examiners which are available at: 
http://www.ucl.ac.uk/registry/ucl-staff/regulations/.  LTSS can help to 
provide Moodle access to External Examiners if required. Ideally the 
Learning Technologies Support Service (LTSS) is informed of any e-
examination with at least four weeks notice to allow them to check 
arrangements and provide support as necessary. Staff can do this by 
completing the ‘e-examination notification form’ available at: 

http://www.ucl.ac.uk/isd-extra/staff/e-learning/tools/moodle/exam.php 

Academic staff are advised to ensure that someone in their discipline has 
run through the entire test to ensure that there are no errors and that the 
questions and distractors (incorrect answers) are not too obvious.   
Additionally the link to the quiz should be sent to LTSS at least two weeks 
before the e-examination date to allow time for the LTSS to check the 
quiz settings. 

4 Password Protection for E-Assessment Tasks 

 All summative e-assessment tasks must be password protected. 

  

 Guidance: Passwords for the quiz which students are only informed of at 
the start of the e-examination – this will help ensure that only those in the 
examination room are able to access the quiz. 

  

 

http://www.ucl.ac.uk/isd-extra/staff/e-learning/tools/moodle/exam.php
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5 Unseen E-Assessment  

 All summative e-assessment tasks must be conducted as unseen 
assessment. 

 Guidance: It is good practice to hide the quiz from students until 
immediately before the test. If you use an existing Moodle course check 
its 'Tutor' and 'Course administrator' enrolments carefully, as all those 
named will have access to the exam even if it is hidden from students. 

6 Information to be Provided for Students Undertaking a Summative 
E-Assessment Task 

 Programme and/or Module information provided to students should 
provide comprehensive details about all assessment requirements 
including details about e-assessment. 

 

 Guidance:  It is also good practice to remind students of the following at 
least two weeks   before undertaking a summative e-assessment task: 

 

 i. The scoring rules for individual questions and the overall 
assessment; 

 ii. The number and type of questions to be used; 

 iii. The contribution this assessment makes to an overall module; 

 iv. Any time limit; 

 v. Any restraints on navigation between question items, or blocks of 
questions;  

 vi. Assessment regulations, including permitted and excluded 
materials and resources; 

 vii. What feedback will be provided (including their mark if 
appropriate); 

 viii. To bring their UCL ID cards for identity checking; 

 ix. To ensure that they know their UCL user ids and passwords and 
that they have used them the day before the e-examination. 
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UCL GUIDELINES FOR CONDUCTING E-ASSESSMENT 

1 GUIDELINES FOR THE CLUSTER ROOM ENVIRONMENT 

 PCs, chairs and the general assessment environment must conform to 
standard safe environmental guidelines (clear screen, adjustable screen, 
adjustable chair, good lighting, heating/air conditioning and ventilation). 
This is the responsibility of Information Systems for tests which are run in 
IS cluster rooms, and of the department / division where other computer 
rooms are used. 

2 PRE E-ASSESSMENT PLANNING 

 Staff should note that significant advance planning is required: 

2.1 If the e-assessment task falls within the main exam period staff must 
ensure that it is timetabled by the Examinations Office as part of the 
official exam timetable. This is important to ensure that no student will 
have two examinations at the same time and may require liaison between 
the department / division, the LTSS and the Examination Office.  

2.2 If an e-assessment task occurs outside the main exam periods, 
department / divisions must also ensure that it is appropriately timed to 
avoid timetable conflicts for students.  

2.3 Determine what size of cluster room is required – note that spare PCs 
should be available at a ratio of at least 1 per 15 students, with a 
minimum of two spare PCs.   

2.4 The room(s) required should be booked via ISD Cluster Room bookings 
as early as possible. (http://www.ucl.ac.uk/estates/roombooking).  

Cluster rooms should be booked for 30 minutes before an e-assessment 
task is scheduled to being and at least 30 minutes after it is scheduled to 
be finished.  Note that bookings of IS Cluster Rooms normally have to be 
made in June for the following academic year and if this is done priority 
will be given to bookings for e-exams. IS Room Bookings will also accept 
bookings during the year but room may not be able to prioritise exams at 
this stage 

2.5 An ‘e-assessment notification form’ should be completed at least four 
weeks before the assessment. (http://www.ucl.ac.uk/isd-extra/staff/e-
learning/tools/moodle/exam.php).  

http://www.ucl.ac.uk/estates/roombooking
http://www.ucl.ac.uk/isd-extra/staff/e-learning/tools/moodle/exam.php
http://www.ucl.ac.uk/isd-extra/staff/e-learning/tools/moodle/exam.php
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This is an essential requirement so that the LTSS can ensure: 

 The network and server systems in use have been load tested at 
levels equal to or greater than those expected during the 
assessment 

 That no system outages or updates are planned for the time of the 
test 

 All PCs in the cluster room are in working order, 

 LTSS are able to be present throughout the test 

 Other IS staff are available during the test in case of technical (e.g. 
System or Network) problems.  

2.6 Academic staff should ensure that a practice quiz has been run for the 
same student group, with the same quiz settings and in exam conditions 
if possible (student ID checks, silence, restricted access to resources and 
materials, invigilation where practical). The quiz need not cover the same 
academic content.   LTSS can provide ‘general knowledge’ questions on 
request. 

2.7 Complete checks, peer review and external examiner review, a minimum 
of three weeks before the assessment date.  

2.8 Provide the entire e-assessment (course name, quiz location) to the 
LTSS at least two weeks before the assessment date.  

2.9 Ensure that the LTSS are notified of any changes to rooms or timings as 
they will need to be available. 

3 INVIGILATION  

 Invigilators must be familiar with UCL’s invigilation procedures.   
Guidelines are available from examinations@ucl.ac.uk.  In accordance 
with those procedures an academic should be present at the start.  
Additionally, e-assessments require the following special invigilation 
procedures.  

3.1 Invigilators must be familiar with the online testing software and should 
know what the candidates are expected to do during the test, so that 
they can spot any attempts to cheat. 
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3.2 Active invigilation is required to prevent students accessing anything 
other than the test.  Invigilators should make unannounced movements 
throughout the cluster room to check screens and general candidate 
behaviour, being aware of possible paper material, mobile phones, etc 
(as is the case in any exam).   

3.3 A member of the LTSS should be present at the start of any High Stakes 
assessment and can remain for the duration of the assessment on 
request.  For a Low Stakes assessment a member of the LTSS must be 
available to be contacted during the examination or will be present if 
requested.  

3.4 If using Moodle it is essential to ensure that all students have actually 
submitted their responses before they leave the room - otherwise (a) 
they may be able to re-open and complete the exam from another 
location, and (b) they will not receive a mark for the test. The Moodle 
Grader Report (from Admin>Grades) should be used to see who has not 
yet submitted their responses - those who have not submitted will have 
a '-' for the quiz instead of a mark. 

 If the entire group remain in the room until the end of the 
exam then it will be easy to spot any 'open' tests from the 
grader report as they will be the ones without a score. 

 Students who ask to leave early should have their individual 
record checked in the Grader Report. 

3.5 If it is discovered that a student has left without submitting their answers 
the LTSS should be contacted immediately for advice 020 7679 0820 
(x40820) 

3.6 Late arrivals should be dealt with according to standard examination 
procedures and will have to go to the department / division to sit the test; 
therefore a computer must be available in the department / division for 
the candidate to use and someone must be available to invigilate. 

4 
                                                                                                                         
PROVISION FOR STUDENTS WITH SPECIAL NEEDS 

 
Special assessment arrangements may be possible for students with 
dyslexia or disabilities.  This must be arranged in advance of the 
assessment in consultation with the Disability Centre.   

 



 

8 

 

5 
                                                                                                                          
ARRANGEMENTS FOR MULTIPLE SITTINGS 

 
Identical e-assessment may be run in sequence to make best use of 
facilities and staff availability.  However, the following steps must be 
undertaken: 

5.1 Candidates in the first session must not be permitted to leave the 
examination room until everyone has finished. 

5.2 The next group must be moved into the room while the initial group(s) 
leave(s). Ideally this should be achieved through different entrances. 

5.3 In the event of illness which means that a candidate has to leave the 
room, someone must stay with that candidate until the second group of 
students has been moved into the room. 

6 IMMEDIATELY BEFORE THE EXAM 

6.1 Department / divisions/Divisions should take a backup copy of the exam 
the day before the assessment which may be restored in the event of 
any problems. LTSS can advise on this if required. 

6.2 A single paper copy of the entire test should be printed out in case a 
paper version is required in the event of a major network failure during 
the test. Answer books or MCQ cards are available through the 
Examinations Office on request. 

6.3 Staff may also decide to take multiple copies of the printout to the exam, 
or may decide only to make copies on the day of the test in the event of 
network problems. If the test is very high stakes, or if it would be very 
difficult to re-schedule the test in the event of network problems, pre-
copying of printouts is advisable. 

6.4 Staff should have a complete printed list of expected participants and 
their user IDs. 

6.5 Staff should have the LTSS (x 40820) and Helpdesk (x 25000) phone 
numbers printed and a mobile phone if there is no phone in the cluster 
room. 

7 AT THE START OF THE E-ASSESSMENT TASK 

7.1 It is advisable to be methodical in starting the e-assessment task, firstly 
asking all candidates to sit and log in to moodle. (Noting item 7.6 below) 
When this is complete asking them to access the exam, and finally 
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releasing the exam password. If any individuals have problems these 
can be addressed before moving on to the next step. 

7.2 Technical assistance should be available to candidates to ensure they 
can login and use any of the equipment correctly. This will normally be 
provided by the invigilators, but LTSS staff can be present by prior 
arrangement. 

7.3 LTSS will provide spare accounts for use in the event of students having 
forgotten their passwords.  

7.4 The ‘E-assessment attendance form’ (http://www.ucl.ac.uk/isd/staff/e-
learning/tools/moodle/policies/e-exams-attendance-sheet.xls) listing the 
examination completed, PC used (from sticker on PC), student name 
and user ID must be completed and signed by the student. This form 
may be downloaded from the LTSS website and printed by the 
department / division before the exam, and should be stored 
subsequently by the department / division.  

7.5 Students must display their UCL ID photo cards throughout the exam, 
and invigilators should check these against the details the student has 
entered into the attendance form. 

7.6 Students should be instructed to stagger their logins in groups of 10, as 
large numbers of simultaneous logins can place a high load on the 
server.  LTSS can provide assistance 

7.7 Students should be reminded to save their work regularly, and to submit 
their work before logging out or otherwise closing their browser window. 

7.8 Students should be advised to take ‘micro-breaks’ to relax their muscles 
and eyes and stretch.  

8 DURING THE E-ASSESSMENT TASK 

 In common with standard assessment regulations: 

8.1 If a student finishes more than 15 minutes before the end of the exam 
they may leave the room, as long as a repeat of the same exam with an 
additional group of students is not scheduled 

8.2 Students who finish within the last 15 minutes may not leave the room. 
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8.3 As with any examination candidates in an e-assessment should receive 
clear guidance as to when they are required to submit their final 
answers.  

8.4 Additionally advice to candidates on how to navigate within the 
assessment will normally be permitted.  

9 AFTER THE E-ASSESSMENT TASK HAS ENDED 

9.1 Immediately after the e-assessment a backup of the assessment should 
be made by the department / division and transferred to a second 
system (e.g. WTS).  The LTSS can assist with this if necessary. 

9.2 The department / division should store the completed attendance forms.  

9.3 E-assessment systems such as Moodle provide tools for analyzing the 
quality of the questions which can be run after the assessment has been 
completed by students.  These include measures of how easy or difficult 
a question was for candidates, as well as an indication of how well each 
question discriminates more able from less able candidates. Staff may 
make use of these tools after each e-assessment and may wish to 
adjust marking schemes and even to discount problematic questions 
from the final mark. Question responses can be analyzed for question 
quality with the help of the question analysis tool to check.   

 

 How did people who did well in the assessment as a whole do 
within this particular question?   

 Were the distractors appropriate?  

 Were any correct answers marked incorrect or vice versa? 

 Was the question overly easy or difficult, beyond that 
expected?  

9.4 If it is judged that a question was too easy, too difficult, or problematic in 
some other way, then there are mechanisms for recalibrating the test; 
consult the LTSS for guidance. 

9.5 Mechanisms of feedback to students should be considered.   

 Will they get access to their results online once the External 
Examiner has confirmed marks? 

 Will they be able to see how they performed on individual 
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questions? 

 Can students be shown the detailed result of the test if they 
consult a tutor? 

 

10 RELEASE OF MARKS PRIOR TO FORMAL RATIFICATION BY A 
BOARD OF EXAMINERS 

 Department / division/Divisions may provide students with information 
about their results before confirmation by a Board of Examiners. 
However, it should be made clear that the information is provisional and 
unconfirmed. Students and Staff should note that any marks release 
before confirmation by the relevant Board of Examiners is provisional 
and that the confirmed mark will prevail. 

11 DISASTER AVOIDANCE AND MANAGEMENT 

 

11.1 The LTSS should be contacted immediately if there are any technical 
problems with either the operating system or the test software contact 
(x40820 or x25000) and be ready to provide as much detail as possible. 

11.2 Students are not permitted to trouble-shoot themselves and invigilators 
should ask them to cease all data entry. 

11.3 The LTSS can ‘shadow’ a student’s session if they are experiencing 
problems. 

11.4 If the testing session has to be abandoned for any reason (fire, other 
emergency), LTSS should be consulted for advice on re-arranging the 
session. 

12 CENTRAL ARRANGEMENTS 

12.1 Dependability 

Although UCL’s servers are of a high standard with uninterruptible power 
supplies, it is recognized that no system is 100% dependable. However, 
for summative assessments the highest achievable standards are 
required. IS’s servers are backed up by another server for failover -  in the 
event of primary server failure, IS’s recovery procedures should allow the 
entire assessment to be made available within approximately 30 minutes 
within normal working hours. 

In the event of a system failure at network level, examiners may be forced 
to cancel exams and retime the event. A backup system of paper copies 
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may be considered if the test is very high stakes, or if it would be very 
difficult to re-schedule. 

12.2 Security 

For medium and high stakes assessments, the assessment and results 
must be maintained in a secure environment. This will normally involve the 
use of secure usernames and passwords for all administrators with access 
to the server, restricted availability of the assessment and presentation of 
the assessment only through a secure browser. The assessment server is 
located in a physically secure environment 

 

 Glossary of Terms 

Computer assisted assessment or e-assessment is being used in an 
increasing number of courses at UCL.  In many cases such assessment is 
purely formative – designed to help students check their understanding 
and identify areas to focus on. In some cases however, where marks 
contribute to students’ end of module marks, these e assessments are 
defined as summative.  

There are many teaching activities which may be described as e 
assessment, including: 

E-examinations:  

Online quizzes, typically using multiple choice questions or short answer 
questions, which contribute to students’ end of module marks (i.e. are 
summative) 

E-tests:  

Online quizzes, typically using multiple choice questions or short answer 
questions in, designed to help students check their understanding and 
identify areas to focus on, and which do not contribute to  students’ end of 
module marks (i.e. are formative) 

E-coursework:  

Here the assessed work is coursework which is done wholly or partly 
online. Such e coursework may include assessed contributions to 
discussions and debates, wikis, databases, lessons, portfolios, web 
pages, and so on. It may also involve ‘open-book’ use of quizzes – for 
instance using the quiz tool to present a complex question which students 
then research over a period of days before submitting their findings.   

E-submission:  

Here the online environment is used solely for managing submission and 
grading of traditional coursework (uploaded essays, reports, log books 
etc.).   

 


