WebCT and Archiving

The Short Life Working Group (SLWG) on Archiving policy is effective for all aspects of course work including those taken through WebCT.

In brief the University has decided that

1. For coursework a sample should be retained for one year after the meeting of the Board at which the assessment was considered. The full text is given in Appendix 3 below.

2. For examinations (in whatever media) the submissions should be retained for one year after the meeting of the Board at which the results were considered. The full text is given in Appendix 3 below.

They have advised us that the following steps should be taken at the end of a module run in WebCT.

1. At the end of the module all communications (email, bulletin postings etc) should be deleted/reset

2. If the assessments are examinations (i.e. done under exam conditions) then files needs to be kept for one year.

3. If the assessments are coursework submissions (i.e. completed by a given date but not under exam conditions) then the module tutor should decide on which sample should be retained and kept for one year.

The module primary designer has absolute responsibility for their module and its contents and therefore also the archiving of all appropriate materials. WebCT provides the designer with the ability to download documents submitted as assignments (see Appendix 1 for details) and also to download completed quizzes (see Appendix 2 for details). Alternatively the module designer can take a backup of the module once all communications have been reset; this will contain all assessments and quizzes. This backup should then be downloaded and retained for one year. In the event of an appeal the backup can be restored to a specially created module.

Appendix 1 Downloading Assignments

1. Open the assignments page in designer view

2. Click on the submissions link for the first assignment

3. For the first student click on the Graded or Not Graded link

4. Click on the View Files button

5. For each file select download

6. Select the next student and repeat

7. Select the next assignment and repeat.

Appendix 2 Downloading Completed Quizzes

1. Open the quiz page in designer view

2. Select Management and analysis

3. Select Detail for the first quiz

4. In the manage columns section (on the right hand side) select export quiz to disk

5. Remove the .wct file extension to leave filname.txt. The file is saved as a tab delimited text file

6. Select the next quiz

Appendix 3 SLWG Archiving Statement

6.9
Retention (Coursework)

6.9.1 Period of Retention

A sample of major coursework assessment will be retained for one year after the meeting of the Board of Examiners or Examination Committee at which the assessment was considered.

6.9.2
Samples retained

Normally this will be two samples from each of the classification divisions and two samples of failures. A photographic record of artefacts may be kept where appropriate.

6.9.2
Secure Storage

The Faculty or School must establish secure arrangements for the storage of these.

7.12
Retention (Examinations)

7.12.1
Period of Retention

Examination scripts, including examination submissions in other media, shall be retained for one year after the date of the meeting of the Board of Examiners or Examination Committee at which the student outcomes were considered.

7.12.2
Secure Storage

The Faculty or School must establish secure arrangements for the storage of these.

