QuestUP Coordinating Assessment
and Moderation step sheet

NOTE: All assessors and Moderators should complete the xxx form in order to receive access to the correct module in QuestUP
BEFORE they can be assigned to marking of assessment.

A. COORDINATING MARKING TASKS

1. Click on Marking to access the assessments.

2. On the Coordinator tab you will find a list of assessments to distribute to allocated
assessor(s).

e The coordinator will be setting up the marking workflow for assessors and/or
moderators.

e This tab is only used when the assessment has been published as an extended
workflow for manually marked questions such as Essay questions and File Response
questions.

e The coordinator selects the relevant assessment to start setting up a workflow.

3. Click on the name of the assessment to start the process.
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A screen with 3 tabs will display: Settings, Assessors, and Allocation.

Settings Tab:
Step 1: ASSESSING

e Assessing type: select how many assessors will mark EACH script, 1 or 2 assessors. If
you choose Two assessors, it means 2 of the assessors that are marking will have to
mark each submission before you will be able to finish the process. This setting does
NOT control how many assessors you can assign to mark the assessment.

e Allocation by: you can select Candidate or Items.
0 If you select Candidate, each assessor will have to mark all the questions within
a submission from a student.
0 If you select Item, each assessor will mark a specific question/s for all students.

e Allocation of assessors: controls who will assign assessors to either candidates or
items (questions). Manual — Coordinator does assignment, or distributes scripts
randomly, or select Let assessor decide (each assessor will choose which
students/item they will mark).

e Share assessments between assessors: allows assessors to view each other’s
marking with the permission sought from each other beforehand.

e Anonymous candidate: this will hide the names of candidates. The candidate will be
given a random number e.g. Anonymous 5

e Anonymous assessor: this setting ensures that the assessors will be hidden from
each other and from students.

e Manually score auto-scored questions: allow the assessors to give a different mark
to questions that were automatically marked by the system (according to the
settings that were used for each question in the Library).

Step 2: MODERATION
If you want to set up moderation for an assessment, click on Add moderation round.
NOTES:

e Moderation can only start after assessors have submitted their marks, and the
schedule window has ended.

e You can set up to 3 moderation rounds. All moderation rounds have to be completed
before the marks of the assessment can be published.
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Moderation settings to choose from:

a.

A

Show assessor annotations: assessor notes on essay questions will be visible to
the moderator but not the marks allocated to that question.

In order for the moderator to see the mark allocation, the assessor should add it
to the notes.

Difference in scoring attempt: only used with the Two assessors setting. Only
assessments that have a percentage difference between the two assessors’
marks, will be available to the moderator.

Proximity to pass-mark: set a percentage above and below the pass mark to
make only those scripts available to the moderator, e.g. the pass mark is
generally set to 50%. If you set the Proximity to pass-mark to +/- 2%, all scripts
that scored between 48-52% will be available to the moderator.

Marking results range: assessor selects a marking range for scripts that should be
available to the moderator, e.g. 73-77%.

Sample moderation: select the percentage of scripts that will be randomly
selected for moderation. If you use this setting, the Difference in scoring
attempt, Proximity to pass-mark and Marking results range should not be used.
Click Save and next step.

5. Click on the Assessors tab to assign assessors and moderators and select the necessary
settings for each role player.

e C(lick in the Search box and type in the name of the assessors and moderators.
NOTE: If the name does not appear in the list, contact the CBT team.

e Set the permissions and role for each assessor by adding a tick if the person will Edit
marking scheme, Publish results, View published results and/or Rescore. Finally select
their role.
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0 Edit marking scheme: gives permission to the assessor(s) to edit the marking
scheme.
0 Publish results: allows the person to complete the marking process and send
the marks to the Reports section and clickUP Grade Center.
NOTE: We advise that only ONE person, preferably the coordinator, should be
A allowed this permission.
0 View Published Results: allows participant access to the results on the Reports
> Results
0 Rescore: only people with this permission will see this tab. This setting allows
an assessor to:
- Change the answer of an item
- Change the score of an item
- Award full score for a specific item
- Remove items from an assessment
NOTE: We advise that only ONE person, preferably the coordinator, should be
allowed this permission.
0 Select role of user from Assessor, Moderator, Assessor and Moderator (dual
role) or Other. See description of each role below:
= Assessor: marks the assessment during first round of assessment.
=  Moderator: marks the assessment during moderation round, and will
receive scripts according to the settings described above.
= Assessor and moderator: the same person will fulfill the role of both
assessor and moderator.
=  Other: by selecting Other you can assign non-marking staff to publish the
results of the assessment later on.
e C(Click Save and next step.

6 Click on the Allocation tab to distribute the students or items (questions) between the
assessors and moderators.
a. Ifyou chose to allocate students to assessors/moderators, you will see a list of
students to which you have to assign assessors and moderators. You can assign

markers individually or in bulk.

=

i. Individually: Click on the dropdown button next to Select Assessor, and
select a person to mark the student’s work.

ii. Bulk assignment: Click on the marker icon " inthe heading.
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iii. Choose to assign all candidates to an assessor, or to randomly distribute
students among assessors.

iv. Click on Save and Close

7 When you are sure your settings are correct, you can inform the assessors that they can
start marking.

Marking Coordination: Changing existing
Markers for a schedule

Scenario Action

1. No marking has been done: Simply change the allocation of markers to
individual candidates or items

2. Markers have started marking and have | All existing scores will be deleted. This action
submitted scores. Marking coordinator | cannot be undone

changes assigned markers: Assessors will have to remark student
submissions.
3. Markers have submitted scores AND Assigned markers cannot be changed.
published results: The remarking function is available.
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B. ASSESSORS MARK SCRIPTS

1. Click on the Assess tab — click on the name of the assessment that needs marking.

=)

2. Under Status, note the following assess options:
e Pending: candidates have not taken the assessment yet and cannot be assessed.
e Ready for assessing: assessments have been submitted by candidates and can be
assessed.
e Assessing in progress: Assessors have started scoring student submissions
e Assessed: marking/moderation was completed and submitted, pending publishing.
o Moderation needed: a moderator can start moderation.

3. Click on the name of a student, or on the question that you need to mark.
e Example of an Essay question showing marking with Criterion:

e Example showing the possibility for assessors to edit the marking scheme:
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_ Marking: asseszing 20220304_RUMS11_Testd1_CBT Lab- submissions Dewald View And Mark Questions

. QUESTION@ (Item ID: Test01-10b, Version: 1) €

ANDIDATES & € quesmons P X

which deworming strategy should he implemeant and which anthelmintic do you recommend? Motivate

your answer. (5 marks)

DEWALD'S ANSWER

Submitted on Thursday 3 March 2022 12:02

Words: 1, Characters: 6

Words.

Select the icon in the middle, marked as 1, to view the Marking scheme.

Marking scheme

FAMACHA (1)

This farmer has no resistance yet so most
drugs will be effective, however, ML are used
2gainst ectoparasites as well so could get
resistance quickly if used (1) BZ causes
teratology at day 17. (1) So rather
Laevamisole (1) keep Zolvix as last resort (1)

Edit

Click on ‘Edit’ below the marking scheme, marked as 2. The following dialog box will appear
which allows you to edit and save the marking scheme:

4. The Progress report below indicates the marking status of each question —to check the
score of a particular question, click on one of the colour-coded blocks containing the

question ID.

—
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5. When the assessor has completed marking and does not need to make any more
changes, he/she must select the tick box in front of the names of the students and click
Submit scores.

6. If a moderation round was set up for the assessment, the Status of each student will
change to WAITING FOR MODERATOR. Assessment then becomes available to the
moderator for finalization. If no moderation round was set up, the status of each student
will change to ???

C. MODERATION ¢

1. The Marking Coordinator should distribute the Moderator step sheet (ADD LINK TO

DOCUMENT) to the Moderators for detailed information on how to navigate the system
and do the moderation. ‘

2. The status Moderation in progress will display on the Coordinator tab:

—

3. IMPORTANT NOTE: A moderator does NOT see the assessor’s score for the File Response
and Essay questions.

8|11

Department for Education Innovation



4. Auto-marked questions display as follows:
NB: The Moderator cannot make changes to these marks.
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5. After moderation is completed, the moderator must select the candidate names and click
on Submit scores.

=

6. NB! Moderator must be certain that all marking is finalized before submitting the scores,
because no further changes can be made once marks are submitted to the Coordinator.
A confirmation message will display to the Moderator (as shown below) to confirm the
submission of scores for the students’ that were selected.

7. Once moderation is completed, marks are saved and on the Assess tab, under
Submissions, the Status will indicate Scoring complete.

=

D. PUBLISH RESULTS

1. The Coordinator undertakes the final step to publish the results from the Results tab.
Select the tick box next to the assessment and click on Publish results

=

—
—
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When you click Publish results, the screen below appears to confirm whether you are
ready to publish the results. We advise that you do not use the tick box to send e-mail to
candidates, as they will not recognise the system name. Rather send an announcement
from clickUP if necessary. Click on Publish.
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