
Module Leaders
CUR03s and Exam Boards



CUR03 Semester Delivery

• If you need to change the delivery semester then a 
MOD1 form must be completed.

• If this is wrong then students will NOT be able to 
complete their module selections correctly.



Assessment – Formative 
and Summative 



Assessment Details

Important that this format is followed, A MOD1 is required 
if you want to change:-
• Type
• Details
• Weighting
• Minimum pass mark
• Learning Outcomes assessed
There is some leeway around the submission week



Employability Skills

• Employability skills are becoming more important to 
UHI and graduates and more emphasis should be 
placed on them.

Other names that are used:-
• Graduate Skills
• Core Skills
• Key Skills
• Soft Skills
• Functional skills (the latest name I’ve come across)



Learning Outcomes

• This is what I call the ‘legal’ part of the document.
• All outcomes MUST be assessed



Indicative Content

• As the name suggests this section is to give an indication 
on what COULD be covered in the L&T of the module.

• There is no requirement for everything to be taught and 
assessed.

• e.g. The extract above could have a ‘health and safety’ 
question in one exam and the next exam could have a 
question on ‘contracts’.



Module Leaders
T1 Examboards



Drafting Exams and Courseworks
• Module Leader(ML) leads in the drafting of exams, courseworks and marking schemes, 

other team members can contribute to this process.

• This normally includes 1st attempt and RESIT assessments for that session.

• Draft assessments should be verified prior to going forward to the External Examiner, if 
there is a module team then other staff members can check assessments for:-
• Have all the LOs in the CUR03 having been covered?
• Typos, spelling etc ?
• Ensure the questions are worded to give clear and unambiguous tasks 
• e.g. (‘what is that on the road ahead?’ as against ‘what is that on the road, ahead?)
• Is the marking clear and appropriate and does it add up to 100%?

• Draft assessments are passed to the Programme Leader(PL), they will send the 
assessments to External Examiner(EE) for feedback. 

• PL will forward feedback from the EE to the ML who will act on this advice.

• Timing – this should all be completed in time for exams to be sent to UHI’s exams office as 
detailed in their timetable.

• Exam papers and class lists are forwarded to the UHI Exam Office



Marking of Exams and 
Courseworks

• Module Leader will either lead in the marking or lead in the 
organisation of the marking where cohorts are large.

• Exams and courseworks are to be second marked (sampled as per UHI 
regulations:- 17b.39 The sample of assessed work should include a 
minimum of 10% or six scripts, whichever is the greater, of the total. )

• It is good practice is to check the total marks for each student.

• Module Leader to enter student marks into SITS

• Student marks to be checked for ‘correct entry’ prior to the exam pre-
board.



Pre Board

• All module Leaders should attend the pre-board

• The purpose of the pre-board is to:-
• Check all student marks have been entered correctly.

• Check all resit student marks have been entered correctly

• Check all MC claims have been dealt with correctly

• Check for withdrawn or suspended students and that they have been given 
the correct codes



T1 Exam Board

• All Module Leaders should attend

• Module Leaders should confirm their module results by exception ie
the exception being only those students who have failed an 
assessment, the ML will indicate what the next attempt will be:-
• 1st attempt, if Mitigating Circumstances have been given

• 2nd attempt.

• Where appropriate, give support (or NOT) for the retaking of the module if 
the resit has been failed.

• Note: marks are not capped at 40% when retaking a module unless it is a year 
4 module being used to give a student a classification when it will be capped 
at 40%.



After the Exam Board

• Module Leaders should work in combination with the exam board 
clerk & chair and with the PL to resolve any anomalies coming from 
the exam board.



What can you do?

Module Creative Thinking

Marks Each element 30% min and an ave of 40% to pass

Exam Coursework

[50%] [50%] Mark Grade

John 44% 74% 59.00% C

Bill 37% 77% 57.00% C

Allan 34% 80% 57.00% C

June 28% 75% 51.50% F

Jacki 28% 70% 49.00% F

Mary 29% 90% 59.50% F

Ted 35% 83% 59.00% C

Barry 27% 81% 54.00% F

Average Class Marks 33% 79% 56%

This is a new module being run for the first time
• Coursework marks were very good with an 

average of 79%
• Exam marks were very poor with an average 

of 33%

• Students were very upset at the apparent 
high standard of the exam and had made an 
informal complaint to the PL.

• Can the ML do anything?



UHI Regulations

17b.8 The Tier 1 Board of Examiners is responsible for: 

• a. satisfying itself that all results presented are correct 

• b. agreeing the result for each student on each module being considered 

• c. where necessary, deciding on the type of reassessment to be taken 

• d. approving when reassessments shall take place 

• e. if necessary, scaling the results in any component of assessment of a module (ie moving 
the marks for every student in the module up or down by an agreed percentage, while 
retaining the relative placing of each student’s mark 

• f. reviewing module results by mode of study and by Home Academic Partner, to address any variation which 
may be attributable to these factors 

• g. taking account of any recommendations of the mitigating circumstances panel 

• h. submitting verified and confirmed results for modules together with recommendations for pass or fail to 
Tier 2 Boards of Examiners i. in addition, the Tier 1 Board of Examiners will, at the end of the meeting, invite 
external examiners to provide comment on any issues relating to the delivery, resourcing or design of 
programmes. These comments should be recorded and where appropriate conveyed in writing to the Tier 2 
Board of Examiners (see below).




