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NISHTAR MEDICAL UNIVERSITY, MULTAN
GUIDELINES, POLICIES AND PROCEDURES

INTRODUCTION:

Assessment of student learning is a key aspect of quality assurance and it is one of the most important
measures to show the achievement of learning outcomes. Hence, it is crucial that appropriate
assessment methods and mechanisms are in place. Assessment must ensure sufficient interactions and
engagement for group dynamics while supporting a holistic online ecosystem. Assessment activities
should leverage the functionality and availability of learning technologies. The methods of student
assessment must be clear, consistent, effective, reliable and in line with current practices. They must
clearly measure the achievement of the intended learning outcomes. Qualifications are awarded based
on the achievement of learning outcomes which are measured through well designed assessment
instruments (COPPA ODL, 2019).

PURPOSE:

The purpose of this policy is to define an online assessment and examination mechanism. It is
mandatory for all faculty members that they have read and fully understand this policy and convey this
policy to students. Also, make sure that students are fully aware of this policy before the
commencement of online examinations.

SCOPE:

This policy applies to all the students and faculty members of Nishtar Medical University, Multan.

Pagelofl2

:  Scanned with !
i & CamScanner’;


https://v3.camscanner.com/user/download

NISHTAR MEDICAL UNIVERSITY, MULTAN

ONLINEEXAMINATION&ASSESSMENTPOLICY
For NMU Students & Faculty Members

POLICY STATEMENT:

Nishtar Medical Universityiscertainaboutthequalityofitsacademicprogramsandmethodsofassessment.Dueto pandemic
the mode to conduct classes and assessment is online, thus to ensure transparency policy is formed.

1. Online Examination & Assessment Guidelines forStudents

1.1 Student Eligibility and Online Readiness

i.  Students are advised to check their portal regularly for updates. They shall be intimated of the
approved date of commencement of exams via email by the college administration.

ii.  The students must clear all dues and fulfill all other requirements such as the QEC surveys, etc.
prior to appearing for exams.

iii. It is the responsibility of students to be aware of the scheduled time for theonlineassessmentto be
conducted.

iv.  Ensure stable connectivity(preferablywiredconnection)andperformspeedtestbeforetheonline
assessment.

v.  Students should use their NMU email account for official correspondence as other personal
emails IDs are not allowed and not operational for all correspondence with University.

vi.  For the familiarity of an online examination environment, all students are required to participate
in mock examinations held online a week prior to the date of commencement of examinations.
The date and time of the mock exam shall be intimated to them via email.

vii.  Incaseofbeingdisconnected:Capturescreenoftheproblemthatwasencounteredandsharewith your
teacher immediately, before the online assessment ends.

viii.  If the assessment is carried out at home, ensure a quiet, closed space and prevent any form of
distractions.

1.2 Examination Dates and Times

The respective colleges/departments will create the examination timetable and inform the
Students via email. Also,thecollege/departmentwillmakesurethatitisavailableon the student portal
and college/department website.
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1.3

1.

ii.

iii.

1.4

ii.

iii.
iv.

V.

1.5

1.6

Special Examination Requirements

Students who have a disability and/or medical condition and who may require specialexamination
arrangements must ensure that they have to inform the Director Student Affair as soon as
possible.

A special arrangement can be made for students who don’t have computer access. Respective
colleges/departments can make arrangements for limited students in their computer labs.

For any correspondence, students must use NMUemaillDandhavetheirenrollmentnumberinthe
subject line.

Academic Misconduct
Studentsmustensurethattheyarefamiliarwiththecontentof theexaminationpolicyand guideline.

Academicmisconductinonlineexaminationsor class tests can include (but is not restricted to) the
following prohibited activities:

e Plagiarism

e Fake identity

e Co-operating with any other unauthorized person when completing the exam
Students must ensure they are ready for their online exam well before the time.
Students should access their online exam through the student portal.

Student’s mustreviewthedetailsprovidedtotherelatedtoexaminationtoensuretheyareaware of the
timings allocated to them.

The date and time of when thestudentstartedtheexam,theircomputerscreenandthelPaddress will be
recorded in the system.

Beginning the Examination

Students are advised to ensure they are aware of the exam timings throughout each exam.
Carefully read the examination guidelines provided by the colleges/department well before the
commencement of examination.

Completion of Examination

Studentsmustanswertheirexaminationquestionsinaccordancewiththeinstructionsofthe examination
paper.

R
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1.7

il

iil.

1.8

ii.

iii.

iv.

Ensure all answers have been submitted.

Conduct during the Examination
Students are required to comply with all instructions outlined to them.

Any student who believes that an error has been made in the content ofanexaminationquestion
should report this after their exam sitting to the Examinations Officer and DSA. The concern will
be noted and reported to the college/department  setting the  paper;
however,noamendmentsorclarificationsmaybemadeduringtheexamination
andcandidatesareinstructedtocompletetheexaminationquestionasfarastheyareablewiththe
information provided.

Communication of examination paper content with other candidates is forbidden before, during
and after the examination.

Absencefrom Examinations

The student must report absence from an examination due to illness or other circumstances by
submitting a Certificate of Absence to examination department, DSA and respective head of the
program assoonasthecandidateisabletodoso,preferablybeforetheexaminationisduetotake place and,
in any case, no later than 3 days after the examination.

The student must contact the principal / chairperson in order to request alternative arrangements
or resist examination, which are at the discretion of the college/department.

The student is required to notify the examination department, DSA and respective head of the
program, if there is a problem submitting a Self-Certificate.

In the case of any long-term illness or impairment, the student is recommended to contact DSA
for advice and support.

Online Examination & Assessment Guidelines forFaculty =

i - -

The assessment of all courses will be carried out online. These assessments include:

e  oral assessment (viva),
° formative assessment, and
° Summativeassessment,

Foronlineassessment, faculties are encouragedtousethee-Learningplatform.Allonline assessments
that faculty want to carry out has to be approved by the respective Dean.
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2.3 Onlineassessmentcanvaryintypes.Typesofonlineassessmentcanbefoundin
Appendix Al.

2.4 Faculties are encouragedtocarry out online alternativeassessmentasaformofsummative
assessment.

2.5 All theproceduresinpreparingonlineassessmentsmustfollowthestandardproceduresandother
relevant requirements.

2.6 Foronlinetakehomeopen-book tests, faculties are totakeintoconsiderationstudents’accessibility as
well as the time taken for the online take home test.

2.7  Oral assessment has to be carried out based on the procedures shown in Appendix A5.1
For Undergraduate Programs andAppendixAS.2 forPostgraduate Programs.

2.8 Theexaminationdepartmentmustbeinformedtwoweekspriortothecommencementof assessment.
Appendix

Al Online Learning Assessment Recommendations

Online assessments can be in the form of traditional online assessments and alternative online
assessments. Traditional online assessment includes online finalexamination,onlinequizzes,oronline
tests. Alternative online assessments include assessment that is performance-based and authentic(based
on real-world), consists of meaningful tasks, real world application and higher order level of thinking.
It normally involves human judgment in scoring. Table 1 gives someexamplesoftraditional online
assessment and alternative online assessment.

Both traditional and alternative online assessments can be implemented based on either real- time
online interaction between the instructor and learners (online synchronous assessments) or one that
does not involve live sessions (online asynchronous assessments).

Online assessment can be used to assess learning for either formative or summative assessment. An
advantage of online assessment is the opportunity for using multiple content formats such as video,
audio, animation and other alternative formats.

e
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Tablel.

Examplesoftraditionalonlineassessmentandalternativeonline assessment.

OnlineAssessment Type Methods Tools
TraditionalonlineAssessment
FinalExamination Test
Synchronous Quiz
Mode TakehomeFinalExamTakeHomeQuiz
Asynchronous TakehomeTest
Alternative Online Assessment
Presentation Debate Demonstration GoogleMeet
Synchronous Simulation/Animation Zoom
Social Media
(Facebook Live)
Portfolio Demonstration Evidence-based | Video
zl;sse.ssmentSimulation/AnimationArticle E-Postfolio
eview .
Mode FepReonRle Case Study Project Studio Work gjz:m?;fomm
Email
WhatsApp
Discussion Forum
LaboratoryWork

A2. Designing Online Assessment

Bestpracticesindesigningtraditional assessment methods can also be applied to online assessments. The
following lists ten principles for good online assessment design (Walker, 2007).

2.9 Onlineassessmentsshouldbealignedwiththecurriculumandrelevanttothecourselearning outcomes.
2.10 Onlineassessmentinstructionsandquestionwordingshouldbeclear,conciseandfreefrom ambiguity.
2.11 Timelyandmeaningfull feedbackshouldbeprovided.

2.12 Markingschemesshouldbefair,transparent,weightedappropriatelyandclearlycommunicated
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tostudents.

2.13 Online assessment tasks should be designed with accessibility inmind.Provisionfor‘reasonable
adjustments’ to accommodate students with special needs should be considered as should
appropriate alternatives should potential adjustments prove inadequate.

2.14 Where appropriate, online assessment tasks should incorporate arrange of question typesinorder
to assess the breadth and depth of student knowledge.

2.15 Online assessments incorporating objective questions should include suitable and relevant
distracters to minimize the potential for guessing.

2.16 Online assessment approaches should be guided by the level at which the student is studying.

2.17 Careful consideration should be made in relation to the time (stage) at which online assessment
tasks areemployedduringastudent’scourseofstudyandalsototherealistictimeframeinwhich students
could be expected to complete the task.

2.18 Online assessments should not test a student’s information technologyskillsortheiradeptnessat
using a specific online assessment tool unless that is the explicit purpose of the assessment

A3.PreparationBeforeConductingOnline Assessment

Conducting online assessment is a challenging process; it needs to be ensuredthatacademicqualityis not
sacrificed and security is not compromised. Care mustalsobetakentodealwithstudentswhofear
poorperformanceintheonlineassessmentenvironment.Alternativeassessmentsareencouragedwhere
students must be tested on the conceptsratherthanregurgitatingmaterialsmakingiteasytocopyfrom
textbooks. The underpinning principles of online assessment or traditional assessment are the same.
The difference is in the mode of implementation where online assessment is conducted via online.
Either formative or summative assessment can be conducted through online assessment as long asthe
objectivity, validity and reliability of the assessment is guaranteed. A crucial part in preparing the
online assessment is that the assessment method must be aligned with the learning outcomes. Beloware
some guidelines in conducting online assessment.

Ad. Selection of Assessment Method

Instructors need to identify suitable assessment strategies which are easier to monitor online than in a
face-to-face classroom. Strategies for the selection of assessment for online delivery include:

i.  Timed/open-booktests.

To minimize read-as-you-go test-taking, reduce the amount of time students have totakethetest
sothatonlythosestudentsfamiliarwiththematerialcananswerthequestionsinthetimeallotted.
Alternatively,replaceselectedresponsetests(suchasmultiplechoiceandtrue/falseitems)with
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short-answer or essay questions thatrequirestudentstoapplytextbookfactstonovelscenariosor the
use of multiple content formats such as the use of video or audio.

ii. Timed/closed-booktestwithshuffled/randomizedtestquestions.

Instructors must prepare a large test bank andshufflethequestionsprovidingeachstudentwitha
similar (but not identical) assessment. NMU examination software has both shuffling and
randomization capabilities.

iii. Frequentlow-stakes tests.

This includes short quizzes or self-check activities using multiple choice questions or true/false
questions. With an online assessment, guessing can be reduced by requiring an explanation. A
quiz can be just 10-15 questions long to provide sufficient information for feedback.

iv.  Oralpresentation assessment.

Assignments that require students to speak, or presentarehardertofake.Studentscanpresentby
uploading self-recorded video or using video conferencing.

V. Performance assessment.

Assignments that students need to write a report such as a case study, project report and article
review can be checked by the faculty using plagiarism software such as Turnitin.

vi. Peer-Review.

Asking students to review their classmates’ work (and grading them on their reviews) can help
motivate best efforts as well as help students learn from each other. It encourages a deeper
approach to learning involving critical reflections.

vii.  GroupProjects.
Well-designedgroupprojectshelpstudentsmasterbothcoursecontentandteamworkingskills.
Itisimportanttoensurethatalltheassessmentmethodshavevalid assessment tools. For performance-

based,rubric,checklist or rating scales are more appropriate while for test, quiz and exam, answer
schemes are required.

AS5. ORAL ASSESSMENT

Oralassessmentdealswithanyassessmentbasedonthespokenword,includingvivas,oral presentations, and a host
of other forms of assessment.

Oral assessments offer instructors the opportunity to assess the structure and content of apresentation
as well as students' capacity to answer any subsequent probing questions.

Oralpresentationsareoftenusedinaformativecapacitybuttheycanalsobeusedassummative
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Assessments such as PhD Defense, Final Year Project for Undergraduate Program and Master Project
Presentation for Master taught course program.

Assessment can be exclusively oral, or, as is frequentlythecase,canbecombinedwithothermodesof
communication, depending on the nature of the assessment task. What makes the assessment ‘oral’ is
that at least part of the assessment, and partofwhatcountstowardsastudent’smarkorgrade,depends on
what the student communicates by word of mouth.

AS.1SuggestionforProceduresforUndergraduateOralAssessments

In implementing oral assessment, these six dimensions must be considered:
1. Knowing what to assess

ii.  Means of interactions

iii.  Structure of the session

iv.  Validityandreliabilityofinstrumentandsession

v.  Fairness

vi.  Grading

FororalassessmentsuchasFinal YearProjectPresentation,thefollowingproceduresaresuggested:

i.  Studentshaveto prepare a pre-recorded video. Upload to Google Drive (or as recommended by
College/Department).

ii.  Students share the video link with a panel of evaluators.
iii.  Students have to share the presentation slides with the panel of evaluators (through email).
iv.  Panelof evaluators will evaluate the submitted videos offline.

v.  The College/Departmenthastoarrangeasessionforaliveonlinesession. Thissessionisonlyfor
Question and Answer between the panel of evaluators and the student.

For oral assessment such as Final Year Project Presentation that uses simulation, the following
procedures are suggested:

i.  Students’progress reports are to be submitted through Turnitin.
ii.  Logbooks are to be scanned and sent to the Principal/Chairperson via email.

iii.  Students have to prepare a pre-recorded video presentation andsubmitbeforethedeadlinesetby the
College/Department.
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Iv.

The College/Department hastoarrangeasessionforanoffline/liveonlinesession.Thissessionis only
for Question and Answer between the panel of evaluators and the student.

AS5.2ProceduresforOralAssessmentforPostgraduateStudies

ProcedurestolmplementOralExaminationforDoctorofPhilosophyProgram,Masterof
Philosophy/Science Program and Master Project Presentation during COVID-19 Pandemic

Following are the requirements for conducting an online viva voce session

i

ii.

iii.

iv.

V.

vi.

vii.

viil.

Xi.

Video conferencing/Online platforms may be used in open viva voce examinations where the
candidate/examiners face travel restrictions during Covid-19. Candidate here refers to local and
international students. The telephone conferencing is not permitted for the conduct of viva.

Faculties/Schools must ensure that videoconferencing/online platforms are the most appropriate
course of action, and that the interests of all parties are fully considered. Parties here refer to
Dean/Principal/Chairperson, Director Postgraduate Studies(PGS),examinersandstudents.Ifany of
the parties involved disagree with theuseofvideoconferencing/onlineplatformsfortheiroral
examination arrangement, the oral examination shall be postponed.

A consent form must be filled up as evidence of agreement.

The candidate must be present in the respective college/department for the open defense. In the
case of travel restriction, it is permissible to have the student alone at one location.

It is important that appropriate arrangements should be made to maintain the integrity,
confidentiality and credibility of the examination process.

The Director, PGS will act as a focal person and chair the viva session. The director will be
responsible for all necessary notifications andarrangementofopendefense.TheconcernedDean
reserves the right to cancel/change any viva session.

It is the responsibility of the candidate, wheretheyhavebeengivenpermissionforanonlineoral
examination to secure appropriate premises with proper video conferencing facilities.

All parties must be visible during the examination, and the candidate must bevisibleatalltimes
during the examination.

The Director is responsible to make sure no other unauthorized persons present with thecandidate
and ascertain that the candidate and examiners have provided appropriate evidence of their true
identity prior starting the session.

If communication is broken during the examination and a connection cannot be reestablished,
examination must be terminated and rescheduled.

Ifcommunicationisbrokenduringthe examination and a connection cannot be reestablished, the
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Director with consultation with the examiners must decide how much of the viva voce
examination was completed at the point the connection was lost and what, therefore, should be
covered in the re-scheduled viva examination.

xii.  If communication is broken towards the end of an examination, and examiners can jointly agree
that further examination would not change their decision, the viva may be concluded and the
candidate notified of the examiners’ joint recommendation. This should be detailed in the
Director’s report and account should bemadeofanycontentthatwaspotentiallymissedafterthe break
in communication.

xiii. ~ The Director will submit a report on viva voce and technical performance of the facilities to the
concerned Dean and Controller of Examination at the end of viva voce.

Frequentlyaskedquestionsononlineassessments/examinations
a.  What is an Online Assessment/Examination?
b.  How will I get the exam paper?
c.  What will I need to be able to take my online assessment?

d. Am allowed to refer to my course books, notes, or any other materials? What doesitmeanif my
exam has word limits?

e. Can| freeze my semester because of the impact of Covid-19?

f. My exam is now online, can I use any textbooks while completing the exam?

g. My exam is now online, what equipment, packages and applications will I need?

h. My exam is now online, so can | now type all my answers?

i Whatdo I doif I can’tfigure out howto submit myonline assessment online?

j.  Willtherebetrainingmaterialsforhowtoundertakeatimedonlineassessmentavailable online?

k. Ifthereisaproblemwithanexaminationpaper,how will getintouchwiththe examiner? What should
1 do if I have a question about the paper?

l. I am a student from a previous batch; can I sit for my exam online?

m. How will you ensure the integrityoftheonlineassessmentsandstopcheating? Whatiflhavea
problem uploading my answers?

n. I cannot find any quiet place to do my online assessmentCanlcometocollege/departmentfor
online assessment?

o.  What if I am anxious about the online assessment or I feel isolated. Where can I get support?
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How do I deal with the impact of social distancing on my wellbeing?
What if | am anxious about the impact of Covid-19?

Amlgoingtograduatelaterthanl expected as a result of the impact of Covid-19? What if I missed
my online assessment due to unavoidable circumstances?

What if I get disconnected in the middle of my examination?

Whatdoldoifl’munabletodoanexamduringtheallowedtime,ormyperformanceis impacted by
exceptional circumstances?

Whatevidencedolneed to reappear in the examination in case I missed my assessment? My
question has not been answered. Who should I contact?
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