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Setting up assignments for MASS
· Login to the Moodle site for the relevant course
· Click the 'Turn editing on' button found in the top right hand corner of the screen

· Navigate to the section to which you want to add an assignment (if the relevant section isn't already visible either use the 'Jump to ...' drop down menu to reveal it, or click the small rectangle in the top right corner of the current section to reveal all the sections)

· From the 'Add an activity ...' drop down menu select 'Assignments', 'Advanced uploading of files'
· The next screen shows the main editing screen for the assignment with the following sections:
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General section

· Give the assignment a name (it helps if the name makes it easy for students and staff to recognise this assignment, so possibly use topic titles or identify it as the assignment for a particular term)

· In the 'Description' textbox, give the details of what you expect the student to do for this assignment, including what you expect them to submit in terms of:

· number of files

· type of files and maximum size

· word limit  
· For 'Grade' give the scale used for marking (usually 100 as the majority of assignments are marked on a percentage scale)
· 'Available from' date must be before the due date and give sufficient time for the student to complete the work required

· 'Due date' is the deadline by which the assignment must be submitted. Please avoid using midnight or midday (use 23:55 and 11:55 instead) as Moodle can be misleading in its use of AM and PM and date changes
· Normally, students are allowed to submit late but may be subject to penalty. However, if late submissions will not be accepted, select 'Yes' from the 'Prevent late submissions' drop down menu
Advanced uploading of files section

· 'Maximum size' is the largest single file that will be accepted. TALL staff have set the default for this but if it needs to be altered for a particular assignment where large files are expected please check with TALL for an acceptable limit and select the value here
· If 'Allow deleting' is set to 'Yes' then, prior to committing uploaded files for marking, students may delete any file they have already uploaded to this assignment area. Once the files have been 'Sent for marking', such deletions will not be possible.

· The 'Maximum number of uploaded files' is usually set at 3 for each student's submission but may be increased for a particular assignment if required

· Please leave 'Allow notes' set to 'No' so students are limited to communicating just through their uploaded assignment files

· Unless there is a reason to do otherwise, leave 'Hide description before available date' set to 'No'

· Our testing has suggested that tutors do not want email notifications every time a student uploads an assignment so please leave this set to 'No'

· Leave 'Enable Send for marking' set to 'Yes'

Extension and Word count sections
· Unless extensions are specifically not allowed for this particular assignment, please set 'Allow extension' to 'Yes'. The other settings may be kept with their default settings as follows:

· 'Extension units' as 'Days'
· 'Maximum standard extension' as '14'

· 'Maximum exceptional extension' as '28'

· 'Require word count' as 'Yes'
Common module settings

· Unless students have been allocated to different tutor groups the 'Group mode' should be set to 'No groups'.  If tutor groups have been set up within the Moodle (this needs to be done separately from any assignment set-up), then one of the other settings may be used:

· The 'Visible groups' setting enables tutors to select their own group while still having access to the other groups if required (this is the preferred groups setting if used)

· if tutors should only be allowed to see the submissions from their own group, use the 'Separate groups' setting
· If the assignment should be identified by an identity number, enter it in the 'ID number' box; otherwise this can be left blank
· Please leave 'Grade category' as 'Uncategorised'

Save the settings

When you have completed the above, either:

· Click 'Save and display' to check what the assignment screen will look like. If you need to change anything click the 'Update this Assignment' button at the top right of the screen to re-access the editing menu.

or
· Click 'Save and return to course'



Tutor groups

In many cases, the submissions for a particular assignment are distributed to different tutors for marking. The different possibilities are:
· the students are grouped and each group is allocated to a particular tutor for the duration of the course; that tutor marks all the assignments for the students in their group
· the students are grouped differently for each assignment and each group is allocated a particular tutor for that assignment; that tutor marks all the submissions for their group for that particular assignment
· each assignment consists of different choices, each of which will be marked by a different tutor. It is not known before submission which choice a particular student will make so prior allocation to a particular tutor is not possible
· all the submissions for a particular assignment are marked by one tutor, then marked again by a second tutor (double marking). The student is given a mark agreed by the two tutors; this may not be arrived at by a formula (lowest, highest, mean etc)
Each of these possibilities requires a different solution in terms of setting up of groups and assignments.

(a) tutor groups for the duration of the course

Within the Moodle, groups containing the students and their tutor are set up (see section below on Setting up groups). Each group requires a unique name (the easiest naming system is to name each group after its tutor, e.g. Dr. Wilson's group, etc.). Each assignment is set up as above, ensuring that in the 'Common module settings'  the 'Group mode' is set to either 'Visible groups' or 'Separate groups' depending on whether tutors are allowed to see submissions from all groups or only from their own.

(b) tutor groups for particular assignments

The set up is similar to that above except that, during the time of the course, students may be allocated to different tutors, so there may be several groups relating to a particular tutor. In this case, naming a group after its tutor may be confusing so it may be best if the naming of the groups relates in some way to the assignment (e.g. Assignment 1 group A etc.).
(c) tutor groups relating to what option the student has chosen

In this case, grouping within the Moodle is not the solution. Here it is best to split the assignment into several assignments, each relating to one of the available options. Each constituent assignment is set up as usual, with the 'Group mode' set to 'No groups'. These part assignments can then all be placed together in the Moodle under a single heading for the overall assignment. 
(d) double marking

If double marking is to be used, Registry must be consulted about the details of the process. The Moodle assignment system has not been designed for double marking but it is possible to cater for it. Each assignment is set up as usual and the first tutor marks the submissions in the normal way, except that they put their grade and comments in the comments box and leaves the 'Grade' set to 'No grade'. The second tutor adds their grade and comments to those in the comments box and also leaves the 'Grade' set to 'No grade'. It would be left for Registry to edit the comments and select the final grade from the 'Grade' drop down list before the student is notified of the result. However, Registry may suggest an alternative way to deal with double marking.


Setting up groups 
· Within the Moodle, from the 'Administration' block, select 'Groups'
· Select 'Create group' to obtain the 'Group settings' screen
· Give the group a name

· If required, include a short description of the group in the html editor

· Leave the other settings as their defaults

· 'Enrolment key' left blank

· 'Unmask' unchecked

· 'Hide picture' left as 'No'

· 'New picture' left empty

· Click 'Save changes' which returns you to the 'Groups' screen

· If more groups are required, continue through the same process until they are all in the 'Groups' list on the 'Groups' screen

· Highlight one of the groups from the left hand pane (if you want to check existing members of this group, click 'Show members for group')
· Click 'Add/remove users'

· The next screen shows any existing members of that group in the left hand pane; other users eligible to be added to the group are shown in the right hand pane. Highlight 1 or more of the 'Potential members' and click 'Add'; their names are moved to the left hand pane.

· Repeat until all the required members are in the group (remember to include the tutor as well as their students)

· Click 'Back to groups'

· Repeat adding members to groups until all the required allocations Highlight 1 or more have been made
· Use the breadcrumb navigation at the top of the screen to return to the main Moodle.
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