
   
 

   
 

Quick Glance Guide to the Dos and Don’ts of Online Assessment during 

COVID-19 Disruption 
NB: full guidance on assessment during this period can be found on the CLT Hub. 

 

General Administrative Considerations 

✓ The process needs to be co-ordinated where possible, and any assignments created should be double-

checked by Programme Admin (or equivalent) staff.  

✓ Any submission points should be prominently displayed on the Moodle course (ideally at the top of the 

course). 

✓  “Umbrella” courses in Moodle (that is, those that combine the teaching of two or more 

modules/SAMIS cohorts into one Moodle Course) are problematic. Where they exist, for example 

students on unit XYZ have been added to the Moodle course for unit ABC for teaching purposes, we 

advise that staff separate them into their original courses for the assessment. E.g. students on Unit XYZ 

submits on the XYZ Moodle course, and ABC students submits on the ABC Moodle course. This also 

enables staff to use the Grade Transfer tool.  

• Any courses not currently being used will need to be “unhidden”, and Programme Admin staff 

should ensure that the relevant SAMIS cohort are enrolled on the course. A cross-link URL may 

need to be pasted on the umbrella course to direct the relevant cohort to their submission point. 

If staff follow these instructions, and the SAMIS data is correct, they will also be able to use Grade 

Transfer Tool if required. 

✓ Staff MUST NOT use a general Moodle Course, or a Programme Landing Course, to host multiple 

Moodle Assignments (E.g. all first-year assignments on one Moodle Course). This WILL break Moodle 

at this point in time. We can accept no responsibility for down time or loss of data if staff do this. 

Further, this type of setup will also not work with the TEL Grade Transfer Tool. 

✓ The TEL Team will: 

• Provide a list of known umbrella courses to Directors of Administration and Associate Deans for 

Teaching and Learning.  

• We will also run daily reports from Moodle of any assignments to triangulate information 

received from Registry. 

 

 

 

 

 

 

 

 

 

 

https://teachinghub.bath.ac.uk/online-assessment-options/
https://web.microsoftstream.com/video/4a08a374-71ae-46de-b711-5f94a9e49439
https://teachinghub.bath.ac.uk/tools-and-resources/tel/moodle/new-grade-transfer-tool/
https://teachinghub.bath.ac.uk/tools-and-resources/tel/moodle/new-grade-transfer-tool/
https://teachinghub.bath.ac.uk/tools-and-resources/tel/moodle/new-grade-transfer-tool/


   
 

   
 

Do  Don’t  

Assignment Types 

Do avoid timed quizzes where possible, and 
request approval from your Associate 
Dean/Pro-VC L&T, and then alert the TEL team 
of your assessment window with 7 working 
days’ notice (Monday to Friday). 

Do not run an assessment last minute or in haste, 
and without double-checking the settings (see Quiz 
Settings FAQ). 

Do use Moodle Assignments with long (24hr+) 
submission windows. 

Do not run time-restricted Moodle Quizzes. 

Do provide an open book exam with clear, 
concise instructions. 

Do not expect the same conditions as a standard, 
on-campus exam. 

Do consider using older exam papers, perhaps 
modified. 

Do not create large amounts of work for yourself 
by creating additional methods of assessment. 

Do consider how appropriate and how well 
your current assessment will translate to the 
online environment. 

Do not expect to be able to replicate fully the on-
campus conditions. 
 

Do match the assessment to existing Intended 
Learning Outcomes. 

Do not ignore the guiding principles 
 as set out by UEB. 

Setting up Assignments 

Do consider spreading your exams out over 
the space of a couple of weeks. 

Do not run all your exams in the same timeframe. 

Do request that all submissions are in PDF 
format 

Do not ask for submissions in Word.  These need to 
be converted by Moodle and this puts extra 
demand on the system. 

Where possible, do create submission points 
that are open for more than 24 hours. 

Do not create assignments requiring submission 
within a short-time frame or instant submission. 

Do apply a due date to your submission points 
Monday to Friday 09:00 – 17:00. 

Do not request submission of work over weekends 
or beyond standard office hours when there will no 
technical support. 

Do enable a due date and time on the 
submission point. 

Do not enable a cut-off date and time to the 
submission point. 

Do follow our guidance by making your 
submission points non-anonymous. 

Do not apply blind marking/anonymity to your 
submission points! 

Do use the Moodle course specified for that 
unit by SAMIS code. 

Do not use a general Moodle course, which is 
unlinked to a specific SAMIS code. 

Student Guidance 

Do provide clear guidance to students on what 
they need to do. 

Do not assume your students will know what to do 
without clear instructions. 

Do signpost your students to the support 
resources (e.g. Student Moodle Assignment 
FAQs, Skills Portal, Mitigating Circumstances, 
Academic Integrity and online resources). 

Do not assume students will know where they can 
get support and guidance. 

Do bulk download assignment submissions if 
not marking online once the submission point 
has closed (exercise caution not to delete). 

Do not backup the whole course to archive 
assignment submissions. 

Do Use Urkund and submit files as a PDF Do not use Urkund if using images or Excel 
spreadsheets, and do not submit as a Word file 

https://teachinghub.bath.ac.uk/moodle-quizzes/
https://teachinghub.bath.ac.uk/moodle-quizzes/request-a-moodle-quiz-summative-assignment/
https://teachinghub.bath.ac.uk/moodle-quizzes/request-a-moodle-quiz-summative-assignment/
https://teachinghub.bath.ac.uk/moodle-quizzes/request-a-moodle-quiz-summative-assignment/
https://teachinghub.bath.ac.uk/moodle-quiz-settings-setup-and-faq/
https://teachinghub.bath.ac.uk/moodle-quiz-settings-setup-and-faq/
http://teachinghub.bath.ac.uk/wp-content/uploads/2020/03/Assesment-during-Covid19-disruption-March-2020.docx
https://teachinghub.bath.ac.uk/moodle-assignment-settings-setup-and-faq/
https://teachinghub.bath.ac.uk/moodle-assignment-settings-setup-and-faq/
https://teachinghub.bath.ac.uk/moodle-assignment-settings-setup-and-faq/
https://teachinghub.bath.ac.uk/student-assignment-submission-faqs/
https://unihub.bath.ac.uk/
https://www.bath.ac.uk/guides/reporting-individual-mitigating-circumstances-to-the-university/
https://www.bath.ac.uk/campaigns/academic-integrity-training-and-test/
https://library.bath.ac.uk/home
https://wiki.bath.ac.uk/display/moodle/Downloading+all+submitted+assignments
https://vimeo.com/223314089
https://wiki.bath.ac.uk/display/moodle/Assignment


   
 

   
 

Note about Resource Limitations and Decisions 
The following guidance has been designed to minimise pressure on everyone, and especially students, 

during what is already a stressful period. Indeed, given the current situation that is developing globally with 

countries going into lock-down, teaching and learning considerations, and technological factors, some 

assessment types and approaches have been promoted over others.  

First, we advise everyone to follow our guidance on the CLT Hub – these are the only University of Bath 

supported options. Any other type of assessment will not be supported centrally as we do not have the 

resources at this time. By using an assessment type or platform that is not officially supported, you will put 

your students, and yourself, at risk (not least surrounding issues related to GDPR compliance – e.g. Google 

Forms/Youtube/GSuite). 

In respect of Moodle submissions, and specifically Moodle Quizzes, we are guided by the following: 

• Students may be in different time zones and it will not produce equitable outcomes if some 
students are expected to do the assessment in the middle of the night. Staff, too, need to be 
available to support students. 

• The TEL Team, and our external Moodle Hosts, need to be able to respond quickly to any technical 
issues, so it is important assessment is scheduled to be submitted during UK working hours 
Monday-Friday. 

• Blind marking in Moodle should not be enabled to allow troubleshooting and investigation of 
potential issues. 

• Clashes with other assessments are more likely if strictly timed assessments are being used. 

• Students can experience technical issues in the last few minutes before an assignment is due if a 
cut-off point is enabled. For instance, a student uploads their work to the server at one-minute to 
the submission due date/time, and their internet fails. The file is then only received by Moodle 
after the due date, and then is rejected because a cut-off point has been applied. 

No digital system is completely failsafe – large multinational companies who deploy enterprise-level 

solutions are currently experiencing unprecedented level of demand. The University is working hard to 

ensure robustness of its own digital infrastructure, but students will be working in very different ‘digital’ 

environments and there is no guarantee that they will have access to sufficiently robust networks to 

guarantee full service. 

Finally, the system load from time-restricted quizzes is substantially larger than from other forms of 

assessment, for a variety of technical reasons. Further, even though Moodle is hosted on Amazon Web 

Services (AWS) servers (largest global web services provider) and they can scale our services and use 

additional servers, we need to be mindful that there are other institutions attempting the same things at 

the same time. Moreover, staff need to consider what will happen if students have no internet access for 

some of this period, or only have access via a smartphone. That said, time-restricted quizzes, undertaken in 

exam conditions, and linked to other key University systems such as Single Sign On, are supported fully by 

the University and monitored 24/7 where there are no viable alternatives, and have been approved by the 

Associate Dean and Pro-VC (L&T) and are not the same as online forms or simple quizzes that may appear 

to offer a simple solution.  

https://teachinghub.bath.ac.uk/teaching-online-options-and-considerations/
https://www.bath.ac.uk/publications/university-of-bath-gdpr-compliance-statement/

