Enhancement to take the non-submission data in COR where items are entered as NS in place of a mark for non-submitted coursework items as per the Standard COR codes.




This means that you will no longer have to take a note of the non-submissions and type  3/12 AR100 into RPS when it is live.
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This is a new field that will display the data that has been input into COR.  In this example the student had not submitted 3 out of their assignments.



 An example of the data in COR is below
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Use of standard codes in the COR system





Codes



You must use the codes given in the attached table.  The system has been enhanced so it will only allow the codes listed in this document to be input.  If you have a particular need for a new code, please let Carla Constable know and we will see whether it can be added to the list.



Why do we need standard codes?



· Standard codes are more transparent and helpful to internal users who are trying to interpret the data.  



· We need to ensure that we are clear in our returns of data to HEFCE.  The definition of ‘completion’ (used for calculating funding) is particularly important.  In order to assess completion, we must be able to show whether students have completed the final piece of assessment (whether that be the exam in the case of modules assessed by c/wk and exam, or the final assignment in the case of modules assessed by 100% c/wk).  Therefore in any modules which are assessed by 100% coursework it is essential to know whether the student has submitted the final piece of work, particularly if the student fails the module.  If they have submitted the work and have failed because the work is of poor quality, or the mark was penalised due to lateness or an academic offence, this will still count as a completion.  If they fail the module and they have not submitted the final piece of assessment, this will be counted as a non-completion. 



· In order to comply with UK Border Agency requirements we need to be clear whether students studying here with a CAS (Confirmation of Acceptance for Studies) are still engaging with their studies.  In the event of an inspection by the UKBA (which could happen at any time) we need to be confident that our record-keeping is clear and accurate and that we can immediately supply the information required.  Having any ambiguity about the meaning of codes or any blank records will potentially cause confusion, and could lead us to report that a student has not submitted work when they might have done, or could put our sponsor licence at risk.



· Some departments are using codes to keep track of cases where students are under investigation for an academic offence.  Apparently this has proved very helpful to staff in those departments, so we wanted to share the practice.



Blanks and zeros



By the end of the year there must be no blanks against any of the assignments for a module.  There should either be a mark or one of the codes set out below.  



A mark of zero must only signify that a student has submitted the work but it is of such poor quality that it has not been awarded any marks.  It must not be used where the student has not submitted the work – NS must be used instead.  If the student has been awarded a zero as a result of an academic offence then the code of ZAC must be used – see below for details.



Running reports from COR



Wherever you can export marks/grids from COR you are able to select the Unpenalised/Penalised screen data to display on your report.  This will give you a complete picture of the record for the student and might help you keep track of late work or academic offences.  See Appendix A for details of how to run reports.



Codes Relating to the Non-Submission/Late Submission of Work



These codes have been in existence for years (e.g., EP/EU/ED) at the UG level.  In 10/11 a new late coursework policy was introduced for PGT students too.  Where departments have adopted a late coursework submission policy for PGT students whereby students can submit late submissions claims, these codes must now be used.



The COR screens



There main input screen is the ‘Input Marks/Single Marks’ screen.  From this screen you will have access via a button to the ‘Penalised/Unpenalised’ screen.  This screen is used to hold formative marks and some information codes.  Although this screen has one title, it operates slightly differently between UG and PGT students in relation to applying mark penalties.  A sliding scale of marks penalties for late work is not used for UG students and can only be applied to PGT students in cases where a department has chosen a PGT late submission policy which involves applying marks penalties.  In those cases the penalty input onto the ‘Penalised/Unpenalised’ screen will then be deducted from total mark for the assignment.








List of Codes   

(There are no new codes for 13/14)



		Code 

		Mandatory/
Advisable

		Description

		Use

		COR Action



		

		

		

		

		



		NS 

		Mandatory

		Non Submission

		No submission

		· Enter code into Input Marks/Single Marks Screen



		LT

		Mandatory

		Late Submission

		In place of a mark where the submission is late and no late c/wk submission claim has been submitted. 

		· Enter the code in place of a mark.

· FOR UG STUDENTS - Enter the mark (which can only be used for formative purposes) into the un-penalised screen for UG.



· FOR PGT STUDENTS WHERE THE DEPARTMENT ISSUES PENALTIES FOR LATE WORK - If the mark is subsequently entered, enter the mark in Input Marks/Single Marks Screen and input the penalties in the Penalised screen @2 per 24 hours for a maximum of 7 days.



		EP**

		Mandatory

		Pending late Submission Claim

		While a late c/wk submission claim is being considered

		· Enter the code in the Marks/Single Marks screen.  

· Enter the Mark in the un-penalised screen.



		EU

		Mandatory

		Late submission claim upheld

		When a late c/wk submission claim has been upheld and the mark can re-instated

		· Replace EP with the Mark in the input marks/single marks screen 

· Replace the mark with EU in the un-penalised screen



		ED

		Mandatory

		Late Submission claim denied

		When a late c/wk submission claim has been considered and turned down. 

		· Replace EP the Input Marks/Single Marks screen. 

· Enter the mark in the un-penalised screen.



		EXT**

		Mandatory

		Extension

		For PGT only when an extension to the assignment has been granted in cases where the department operates a coursework submission policy which permits extensions.

		· Enter EXT in the Marks Input/Single Marks Screen Replace with Mark once submitted and marked.

· If the student does not subsequently submit the work then replace EXT with NS in the Marks Input/Single Marks screen.



		ABS

		Mandatory

		Absent – but where student has not notified the department of the reason.

		Use where student is absent without notification or explanation from a marked test/presentation/viva/practical assignment where physical attendance is required.

		· Enter in the Input Marks/Single Marks screen



		NAB

		Mandatory

		Notified Absence – but where student has notified the department of the reason.

		Use where student has notified the department that they are going to be absent from a marked test/presentation/viva/practical assignment where physical attendance is required.

		· Enter in the Input Marks/Single Marks screen



		NHC

		Mandatory

		No hard copy submitted

		Only the Government Dept will use this when online submission is made, but no hard copy received.  

		· If the department holds a formative mark it can held be input in the un-penalised screen.



		NC

		Mandatory

		No cover sheet submitted

		Only the Biological Sciences Dept use this when the cover sheet is missing so the work does not receive any marks.

		· Students have until May/June to submit the coversheet in which case the marks will then be instated.  NC will then be removed and the mark input in its place.

· If the department holds a formative mark pending the submission of a coversheet it can held be input in the un-penalised screen.



		LOA



		Mandatory

		Student on Leave of Absence (Intermitting)

		Use if a student has intermitted and yet to be processed on the database by Registry

		· Enter in the Input Marks/Single Marks screen



		MNA

		Mandatory

		Participation marks not available

		Used in rare cases where a participation mark is not available due to reasons beyond the students’ control – e.g sickness/absence of a member of staff. 

		· Enter in the Input Marks/Single Marks screen

· Input a comment to explain the reason for the unavailability of the participation marks.







** These codes would never be left in place of a mark in the system at the end of a year. They would be replaced with a mark or the appropriate code or moved to the un-penalised screen.



Specialist codes for use in departments



		NXT

		Used in Biological Sciences

		Part A of skills module to be taken next year.

		Used where students are permitted to take Part A  of the following modules (the summer school) in the following year:- BS211/212/213/214/216

		· Enter in the Input Marks/Single Marks screen





		NA

		Used in HHS

		No assessment now required

		Used where a student has changed from a modular to an occasional student (TAKN) and is no longer undertaking assessment.

		· Enter in the Input Marks/Single Marks screen






Codes Relating to Academic Offences



		Code

		Mandatory/Advisable

		Description

		Use

		COR Action



		ZAN

		Mandatory

		Zero for Academic Offence no resubmission allowed.

		Where student is not permitted to resubmit work and the zero stands.

		· Replace SAO with ZAN in Marks Input/Single marks



		ZAC

		Mandatory

		Zero for Academic Offence – Resubmitted for credit purposes only

		Where resubmission of item is allowed for credit purposes only but the zero is retained in the marks

		· Replace SAO with ZAC in Marks Input/Single marks

· Enter unpenalised mark in Un-penalised screen.  You need to hold this mark so you can check whether the student would have passed the module (and therefore have achieved the credits) if the unpenalised mark had been used.  You will need to wait until all c/wk and exam marks are available for the module. YOU WILL ALSO HAVE TO UPDATE RPS IN THE SUMMER TERM TO SHOW WHEN CREDITS HAVE BEEN AWARDED FOR THE MODULE. 



		SAO**





		Advisable

		Suspected Academic Offence 

		Where you have a suspected case of an Academic Offence which is under investigation.  

		· Enter code in place of the mark in Marks Input/Single Marks

· Enter mark in un-penalised screen



		CAO**



		Advisable

		Capped mark for Academic Offence

		Where a mark is capped due to an Academic Offence. 

		· Replace SAO with  capped mark on Input Marks/Single Marks screen

· Enter CAO in Un-penalised screen.



		UAO**





		Advisable

		Uncapped mark for Academic Offence

		Where student is allowed to resubmit work for an uncapped mark.

		· Replace SAO with the un-capped mark

· Enter the UAO in the Un-penalised screen





** These codes would never be left in place of a mark in the system at the end of a year. They would be replaced with a mark or the appropriate code or moved to the un-penalised screen.




																		APPENDIX A

Reporting Marks with Standard COR Codes 



All Marks reports include the option of selecting and exporting the following information: 



Penalties/Unpeanlised

Submission Dates

Enrolment Comments 



These reports can be accessed via the Stage Explorer, Module Explorer and the Input Marks screen and the Marks (Grids) button



a) Printing from the Input Marks Screen



· Click Export to print to Excel, example below
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U/P = Un-Penalised/Penalty data

D = Date 



· Click print to export to Word (this includes the item key), example below



		Reg No

		Lv

		Per

		Cmp

		Stage

		Name

		Cand No

		1

		U/P

		D

		2

		U/P

		D

		3

		U/P

		D

		4

		U/P

		D

		5

		U/P

		D

		Ovr

		Agg

		Enr Comment



		1002110

		4

		FY

		CO

		AA1 HUM

		AGUILERA CASSIS, LAURA, M

		9135

		60

		

		

		EP

		60

		

		

		

		

		

		

		

		

		

		

		

		10.2

		Test comments 1



		1004139

		4

		FY

		CO

		AR1 ART

		BARRY, THOMAS

		9830

		53

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		9.01

		



		1005623

		4

		FY

		CO

		AR1 ART

		BASKEVICIUTE, INGA

		A134

		52

		

		

		55

		

		

		

		

		

		

		

		

		

		

		

		

		18.19

		



		0928021

		4

		FY

		CO

		AR1 ART

		BRADDOCK, CHARLOTTE, M

		5350

		58

		

		

		EP

		55

		

		

		

		

		

		

		

		

		

		

		

		9.86

		Test comments 2





· Click Grids to have the option of Printing to Excel, Word or E-mail Batch,  these work as above with the option to choose a grid version to excel as below
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b) Printing from the Module Explorer screen (printing marks by module or multiple modules)



· From the COR main menu click Module Explorer

· Select Module(s)

· Click Marks (Grids)

· Select type of Export (Defaulted to Excel)

· Click on extra data required, Unpenalised/Pens, Dates, Enr Commetns and Item Key

· Click the Export button 



Examples are as in a) above except for e-mailing marks separate instructions on e-mailing marks can be obtained from Carla Constable. 



c) Printing from the Stage Explorer screen (printing marks by stage or multiple stages)



· From the COR main menu click Stage Explorer

· Select Stage(s)

· Click Marks (Grids)

· Select type of Export (Defaulted to Excel)

· Click on extra data required, Unpenalised/Pens, Dates, Enr Comments and Item Key

· Click the Export button 





End
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Reg No LvPerCmpStage Name Cand No 1U/PD 2U/PD 3U/PD 4U/PD 5U/PDOvrAgg Enr Comment


1002110 4FY CO AA1 HUM AGUILERA CASSIS, LAURA, M 913560 EP 60 10.2Test comments 1


1004139 4FY CO AR1 ART BARRY, THOMAS 983053 9.01


1005623 4FY CO AR1 ART BASKEVICIUTE, INGA A134 52 55 18.19


0928021 4FY CO AR1 ART BRADDOCK, CHARLOTTE, M 535058 EP 55 9.86Test comments 2


1004195 4FY CO AR1 ART BUTLER, LEWIS, W J 884260 10.2


0937179 4FY CO AR1 ART CHRISTODOULIDOU, MARINA 631762 10.54
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1002110 - AGUILERA CASSIS, LAURA, M - AA1 HUM - 


9135


AR111 4FY 60 EP60 10.2Test comments 1


AR111-4-FY   1: ESSAY ONE, 2: ESSAY TWO, 3: ESSAY 


THREE, 4: Presentation - Individual mark, 5: Group 


project - Individual mark


1004139 - BARRY, THOMAS - AR1 ART - 9830


AR111 4FY 53 9.01


AR111-4-FY   1: ESSAY ONE, 2: ESSAY TWO, 3: ESSAY 


THREE, 4: Presentation - Individual mark, 5: Group 


project - Individual mark


1005623 - BASKEVICIUTE, INGA - AR1 ART - A134


AR111 4FY 52 55 18.19


AR111-4-FY   1: ESSAY ONE, 2: ESSAY TWO, 3: ESSAY 


THREE, 4: Presentation - Individual mark, 5: Group 


project - Individual mark


0928021 - BRADDOCK, CHARLOTTE, M - AR1 ART - 


5350


AR111 4FY 58 EP55 9.86Test comments 2
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