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INTRODUCTION  

The purposes of assessment are to gather relevant information about student performance, 

progress, and to determine student interests to make judgments about their learning process. 

Modules are assessed by coursework assignments carried out during the teaching weeks, 

where grades and feedback are provided before the final examination and by a final 

assignment or examination. To achieve this purpose, the assessment policy should be 

conceived in such way it encourages the day-to-day assessment of students’ works using both 

formative and summative assessment.  

➢ The goal of formative assessment is to monitor students learning and provide day to 

day feedback that can be used either by instructors to improve their teaching or students 

to improve their learning. 

➢ The goal of summative assessment is to evaluate student learning at the end of a 

instructional module, comparing it against module learning outcomes   

Regardless the nature of assessment, the timely feedback plays an evaluative role and help 

students to continuously improve and achieve their learning goals. Formative assessment 

includes a range of tests that a lecturer administers to students to encourage them learning 

from day to day. Those may include individual assignments, group assignments and various 

tests aiming to assess students’ knowledge, skills and competencies acquired.,. Although 

there is no single formula for students’ assessment as it depends on the nature of the 

course/module and expected learning outcomes, there will be different tasks based on which 

students will be evaluated namely assignment 1 and assignment 2, mid-module test 1 and 2 

commonly known as CAT 1 and CAT 2.  throughout the module progress and final 

examination administered at the end of the module.   

1. FORMATIVE AND SUMMATIVE ASSESSMENT 

While formative assessment are partial graded academic tasks administered progressively, 

summative assessments are the final tests given to students at the end of a module on the 

entire learning materials. 

1.1. Formative assessments 

They are designed to help students learning more effectively through giving regular and 

quick feedbacks on the academic tasks that they have done. These assessments include 
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quizzes, individual and groups assignments and various tests of different kinds progressively 

given to students from the start to the end.     

Formative may be graded others may not be depending on the purpose for which the lecturer 

has administered the test. The lecturer may communicate or not to students the time for 

assessments considering students’ commitment and learning progress. However, the middle 

assessments--CAT need to be administered in a planned time and communicated at the 

beginning of the module. They should be in line with the module’s objectives/chapters or 

units. Here below are forms of assessment that a lecturer can use to monitor students’ 

progress and get informed of students understanding of learning materials: 

a. Quizzes: They are uncommunicated tests that a lecturer can administer to students at any 

time of the class lectures—at the beginning, in the middle or towards the end of the 

lecture. Such quizzes enable the lecturer to keep students focussed while teaching and 

contribute to the increase of students’ attendance as they don’t know when the quiz can 

be done. The quizzes should all be graded, and the timely feedback are given to students 

to allow them to know their learning progress. They should be taken as serious as possible 

and might intend to measure specific learning objective of the module. Some of them or 

all can be considered as part of students’ module cumulative grade or can be all rejected.  

 

b. Classroom/home individual/ Group work: The lecturer may decide to give works to 

students either in class or to be done from home. Some may be assigned to groups of 

students to foster cooperative learning techniques, while others can be given to students 

individually. Such works may be done in the classroom, laboratory, or library during the 

lectures ‘hours under the supervision of the lecturer or can be done at home.  

c. In course assessment These tests are officially communicated to students. The first middle 

assessment is administered on the first half of the module, whereas the second middle 

assessment is administered on the second half of the module. Those two tests cover each 50% 

of the module content. Questions to be asked should refer to the format (See CAT Format).  

1.2. Summative assessment or final examination  

It should be administered at the end of the module/course, and it should be officially 

communicated to students. Examination questions will cover all chapters whereby no CAT 

question is repeated.   
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Without prejudice to the above, a lecturer may have his own assessment mode depending on 

the nature of the module and learning outcomes to achieve. In doing so, his/her assessment 

should have the clear learning objectives and performance criteria and might lead to real-life 

problem-solving competency acquisition. Although both CATs and final examination papers 

should be submitted to HoDs for moderation, this special assessment should also be 

submitted to them for the special approval. Assessment questions should be submitted to the 

HoDs for moderation and validation and are to be administered upon their approval. 

2. MANAGEMENT AND ADMINISTRATION OF ASSESSMENTS  

The quality management and administration of assessment is of the vital importance. It is the 

centre of the quality education. There is a need of putting a particular accent on assessment 

whereby the quality is measured through scheduling assessment tests and the publication of 

the results on time.  

2.1. Examination schedule 

The final examination is administered after the module content is covered.     The final 

examination day will be timetabled with teaching schedule. Examination officer will extract 

examination timetable to indicate the venue in which the exam will take place, time, duration 

of each exam, the invigilators, modules, and classes.  

2.2. Moderation of exams  

Before the exam is administered, HoDs must make sure that the exam is moderated. The 

moderation team should be made up with at least 2 experts in the subject area. The 

moderation team should have the form from which they have to check out the quality 

standards of the exam (See the university examination format). After the moderation of the 

exam, the team will submit the moderation form and the moderated exam to HoDs/Deans. In 

case amendments are recommended, HoD will contact the concerned lecturer to improve the 

quality of examination paper with reference to moderation team’s recommendations. If the 

examination paper is recommended without amendment, HoDs will immediately forward it to 

the examination office.  If amendments are recommended, the lecturer will return the paper to 

the HoD after correction and thereafter the HoDs will forward it as well to the examination 

office. 
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3. EXAMS 

Exams are formal assessments administered to students at the end of their respective module. 

It is a process of checking their module comprehension learnt skills and capabilities. The 

purpose of them is to measure the achievement of the intended learning outcomes.  

3.1. Ordinary exam   

This exam will be administered as a summative evaluation at the end of each module as final 

exam. All students who attended classes at 75% of the total hours allocated to face to face 

teachings It is done by students who have done formative assessment. Students who will not 

meet 75% of attendance will not be allowed to seat for ordinary exam, they will repeat the 

module. Students who will not have formative assessment marks they will also repeat the 

module if s/he has not been given a make-up CAT  

 3.2. Make-up CAT and Special exams  

A student who misses both CAT and the final exam is a candidate to special CAT or Exam.  

A special cat is allowed when a student missed it with genuine reasons and presents or 

guardian evidence. The student who missed the CAT should notify his/her HoDs at least in 2 

days after the missed CAT. However, s/he must claim it any time before the final exam.      A 

makeup CAT request is addressed the HoD and copy to the concerned Lecturer, while a 

special Exam request is addressed to Deputy Vice Chancellor for academic affairs and copy 

the concerned Dean.  An appropriate request form is filled online or in a hard copy form and 

should be accompanied with the proofs such as but not limited to medical documents of 

sickness, Maternity, job mission, Death of a close relative and thereafter will be approved by 

HoDs. If s/he missed any assessment s/he deals with the lecturer to handle that problem, but 

this is done before the final exam and failure to clear up this problem, s/he is given a zero on 

that assessment.  Only special exams are subject of fine (see the financial policy). The right to 

sit for a special exam is valid within one academic year in which a student has missed the 

exam. Special examination will be administered before the beginning of the following 

academic trimester for both continuing and final-year students. 

3.2. Supplementary exam  

A student who scored below 50% in a module is a candidate to supplementary exam provided 

that he/she has at least a score of 26/60 in course-works. Failure to have the above score, the 

student automatically repeats the module.  In case a student sits for the supplementary exam, 

his score never exceeds 24/40. The right to sit for a special exam is valid within one academic 
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year in which a student has missed the exam. The supplementary exam is only administered 

during the time of supplementary exams, and whoever misses it should repeat automatically 

repeat the module as there is no special supplementary exam.  

3.3. INDUSTRIAL ATTACHMENT FORMAT 

 

Industrial Attachment will be carried out in two phases. All undergraduate students shall 

proceed for their first phase of Industrial Attachment during the third trimester of the second 

year for a minimum duration of three months on a full-time basis. The second phase of 

Industrial Attachment will be carried out during the second trimester of the third year for a 

minimum duration of three months on a full-time basis. At the end of the Industrial 

attachment the student trainee will make sure that he has maximized six hundred hours (600 

hours) which will be verified in the Industrial Attachment Logbook.  

All VTP/IATA students shall proceed for their industrial attachment after trimester three for a 

minimum duration of three months.  

The Industrial Attachment is geared towards the actual operations within their area of 

specialization. Thus, every department should consider the key sections within their field of 

specialization.  Currently the university has 3 departments: Hotel and Restaurant 

Management, Travel and Tourism Management, and Business Information Technology. 

3.3.1. Requirements for Industrial Attachment 

For an undergraduate student to qualify for Industrial Attachment, he or she must have 

accumulated an aggregate of    266 credits at least. A student should not have accumulated 

more than 3 modules subjected to repeat. 

For a student in vocational training programs to qualify for Industrial Attachment, he or she 

must have accumulated at least 192 credits. The students in Vocational Training Programs 

(VTP) should follow the guidelines given by the mother departments but only concentrate on 

their field of specialization. Below are the areas of assessment while evaluating the internee: 

3.3.2. Industrial attachment assessment rubric  

Student’s logbook 40% 

Industry supervisor’s report 10% 

UTB supervisor’s report 20% 

Student’s Industrial Attachment report 30% 

Total  100% 

4. EXAMINATION PAPER AND BOOKLETS SECURITY ASSURANCE  

The examination office should appoint only one person responsible of the exams security in 

case is submitted to their office. The appointed person should follow up with HoDs to avail 
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exams on time and make copies safeguard of the exams. S/he must have the examination 

book records in which the following information is provided: Module Title, lecturer, 

department, date of reception, date of administration, number of students, number of booklets 

collected for distribution, number of booklet returned after the exam, the date the lecturer 

collected his/her exam for marking, date s/he returned the booklets, number of booklets 

returned. The lecturer will submit the marks to HoD who will later forward the marks to the 

examination after the faculty moderation. The submission of the marks will go along with the 

form that should be signed by the lecturer him/herself, HoD and the examination officer. The 

students’ attendance list will be submitted to the examination office by the lecturer. The 

examination booklets collected from the examination office for marking should be returned 

with the marks sheet within a period of one month. If any extra time is allowed it would not 

exceed a month. It means that the final students’ results should be published one month after 

the exam is done. The remainder booklets should be returned in the examination office on the 

same day of exam and the examination officer should check the number of booklets returned, 

the number of booklets collected before the exam and contrasts them with the students’ 

examination attendance list. The booklet returned after marking should be placed in the stock 

up 10 years after which they may be destroyed.  

4.1 Examination rules and regulations 

1. Students should be in the examination room on time. 

2. Each student should be in the examination room where his/her exam is scheduled. 

3. No student is allowed to sit for two exams at once except when this is approved by 

HoDs with a relevant reason. 

4. Cellular phones should be off while doing the exam and no other electronic gadget is 

allowed to use except when this is approved by the invigilator and indicated on the 

examination paper.  

5. No student is allowed to enter the examination room 30 minutes after the exam has 

started. 

6. No student is allowed to get out of the examination room in first 30 minutes before 

since the time the exam has started.  

7. Students who show up late in the examination room are not allowed the additional 

time to complete exam. 

8. Students are not allowed to exchange calculators, cell-phones, or any other material 

without the permission of the invigilators.  
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9. No student is allowed to get out of the examination room with the booklet (either used 

or not used) 

10. Only the students whose name appear on the list published by the finance office will 

be allowed to enter the examination room, except when he/she presents the note 

issued by the competent organ. 

11. Every student is required to hold near his/her student’s card and present it to the 

invigilator in case it is requested. 

12. If need be, the verso page of the booklet sheets can be used as draft paper, but the 

students need to cross-out what he/she wrote on it before handing in the examination 

booklet to avoid misleading the examiner. 

13. Every student is bound to keep silence if he/she is in the examination room. 

14. Any information or assistance regarding the examination shall only be authorized by 

one of the invigilators. 

15. Once the start of the examination is announced all forms of communication between 

students shall stop. 

16. When one of the invigilators announces the end of the examination, students shall 

immediately stop writing and shall start immediately handing over their examination 

booklet.  

17. Breach of these instructions is warned that all forms of cheating are liable to sanctions 

as provided by The UTB (students’ disciplinary policy).  

4.1. Cheating in test and examinations 

To collect details on incidents during assessments, invigilators are given an incident form 

when collecting examination papers. If a student is caught cheating in assessment, the 

invigilator fills in the form, attach evidence of cheating, the invigilator and students sign. 

This form would serve as supporting evidence during disciplinary committee. More details 

are discussed in students’ disciplinary policy.  

4.2. Examination cheating cases 

 Examination cheating cases shall include, but not limited to:  

i. Having an unauthorized material in the examination room.  

ii.  Copying from, or attempting to copy from, or making references to unauthorized 

material(s) in the examination room.  

iii.  Reading or attempting to read answer scripts belonging to another candidate. 
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iv.  Permitting another candidate to copy from or make use of one’s paper. 

v.  Copying or attempting to copy the work of another student, by overlooking his/her 

work, asking him/her for information, or by any other means. Or, knowingly allowing 

work to be copied. 

vi.  Committing a breach of any other examination rule or regulation which may be 

communicated to the candidates from time to time by the invigilators.  

vii.  Destroying evidence which may be used as proof against a candidate who is 

suspected to have committed an examination irregularity.  

viii. Using of communication gadget e.g. mobile phones. 

ix. Doing examination on behalf of another student (impersonation). 

x. Obtaining or attempting to obtain access to an unseen examination or test paper prior 

to the start of the examination/test. 

xi. Coming to do an exam or CAT while drunk or intoxicated with drugs. 

xii. Plagiarism writing the final Research Project.  

Without prejudice to sanctions provided for by article 129 of the Law N° 010/2021 of 

16/02/2021 determining the organization of education (cheating or causing cheating during 

assessment of knowledge and skills at the higher learning education); any student who is 

involved in cheating is punished as per the students’ disciplinary policy. Any staff involved 

in cheating, is punished in line with the Staff regulations and HR policies. Non UTB 

community members (neither students nor staff) involved in cheating shall be reported to 

competent governmental organs. 

5. MARKS 

A mark is a point that is given for a correct answer or for doing something well in an exam. It 

indicates how good a student’s work is. 

5.1. Assessments marks weight 

ASSESSMENT 

TOOL 

FORMATIVE (Quizzes, 

Assignments, 2 CATs) 

Summative (Final 

exam) 

Total 

WEIGHT            /60             /40 100 
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5.2. Grading scales  

Percent Grade Letter Grade  GPA  Meaning 

80-100 A 4 Outstanding 

70-79.9 B 3.5 Distinction 

60-69.9 C 3 Satisfaction 

50-59.9 D 2.5 Pass 

49.9 and below E 1.5 Fail 

 

5.3.  Pass Mark  

The module pass mark is 50%. The module in which a student has scored below 50% is 

considered as a failure.  

5.4. Missing course work marks  

A student may start the class and finishes it, but s/he can fail to have grade for various 

assignments such as assignments, quizzes, CATs or final exam. When a student does not 

have grades for all grading components, but has the grade 50% and above, s/he is considered 

passed the module, however the empty spaces are to be filled with zero. This is done by the 

lecturer, after realizing that the reasons why a student missed the assignments are not 

convincing. If reasons are convincing, a lecturer can help a student to have complete note, but 

this is done before the final exam. All other course works are managed under the official 

internal arrangement of the lecturer and students, except the CAT which is handled by the 

lecturer in collaboration with the Deans and HoDs.  When components graded zero lead 

students to failure, and yet has no 50% and above in that module s/she should automatically 

repeat the module. If the missed component is the exam, the candidate can wait for the final 

exam, when he fails the exam, and the total grade is below 50%, s/he must repeat the module, 

if the grade is 50% and above s/he is considered passed. In case s/he failed to sit for CATs, 

s/he is given a zero grade because there is no special CAT, but if he missed both final exam 

and supplementary exam, s/he can apply for a special exam. In this case, the conditions for 

passing the module are considered.  

5.5.  Claims handling and re-marking   

Students have the right to look at their examination papers and rights to claims in case they 

are not satisfied with the grade they received. The claims at the first level occurs during the 

claim period which is scheduled in one week for Cats and two weeks for final exam, the time 

length is counted from the day on which the lecturer published the marks. These claims are 
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addressed to the lecturer who handles them, and this is done before the submission of the 

marks to HoDs/Deans. If the student is not satisfied with the marks, he/she can go to the 

second level of claim remarking.   

The application for re-marking is submitted to HoDs and approved by Deans and Finance by 

filing the appropriate form.  The remarking claim period does not exceed the trimester within 

which the module is taught. The student has to pay the re-marking fee (Refer to the financial 

policy). Other claims for marks such as wrong summation, wrongly/unrecorded marks are 

addressed to the lecturer during the claim period, or to HoDs if the lecturer failed to solve the 

problem.  

6. APPROVAL PROCESS OF RESULTS  

 The lecturer submits the final mark and grade for each student after considering any 

student’s claims. Submitted marks and grades must be moderated by the faculty members 

thereafter recorded in the system by the office of the examination or the lecturer. Final marks 

are approved by the academic senate before the commencement of the next Trimester. 

6.1. Repeat 

Repeating a module means starting afresh and attending classes, doing continuous assessment 

tests and sitting for the final examination. When a student failure a module, it means s/he 

scored below 50% overall marks (CAT and final exam) which is the pass marks. Then, a 

supplementary exam will be given to him/her and if s/he does not score above 50%, this will 

be a failure and s/he is going to repeat the module.  If it also happens that the student does not 

show up for supplementary, she is going to repeat the module. If a student did not attend class 

at 75% of face-to-face teachings, she will not be allowed to seat for final exam which means, 

s/he will repeat the module. A student may also repeat a module as a punishment of cheating, 

but this must be well investigated with proof and well documented.    

6.2. Promotion 

The promotion by level or by the year is not a condition to graduation. S/he will therefore 

never complain to be a graduation candidate if he/she has not passed the module failed. To be 

promoted to the following year or level, the student must pass modules at 50% or above and 

having completed the stipulated credits of each level. However, in some cases a student may 

be allowed to proceed to the next level if s/he has failed only 3 modules in a year, but those 

modules are repeated until the required pass mark is obtained.  
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Levels, Years and Trimester equivalence 

Levels  Years  Trimesters  Credits 

Level I 1 3 120 

Level II 2 5 120 

Level III 2 6 60 

Level IV 3 7 60 

Level V 3 9 120 

TOTAL     480 Minimum 

 

7. GRADUATION  

7.1. Candidate to graduation  

A student is a candidate to graduation if s/he has satisfactorily succeeded all module at 50% 

and above or has a score ranging between 40% to 49% in three modules or less. Such 

modules scored below 50% are rounded of to 50%. The candidate to graduation should have 

and completed the minimum of 480 credits as required by HEC.  

7.2. Final grades for honours programs 

HONORS GRADE 

DIVISION 

NATIONAL 

GPA 

ELIGIBILITY CRITERIA LETTER 

GRADE  

FIRST CLASS 

HONORS 

80-100% It will be awarded to a candidate who has 

achieved a mark of at least 80 per cent in more 

than half the modules at Levels 4 and 5, including 

the Project, and no mark lower than 70 per cent 

A  

 

 

SECOND CLASS 

HONORS UPPER 

DIVISION  

70-79.9 It will be awarded to a candidate who has 

achieved a mark of at least 70 per cent in more 

than half the modules at Levels 4 and 5, including 

the Project, and no mark lower than 60 per cent 

B 

SECOND CLASS 

HONORS LOWER 

DIVISION  

60-69.9 It will be awarded to a candidate who has 

achieved a mark of at least 60 per cent in more 

than half the modules at Levels 4 and 5, including 

the Project, and no mark lower than 50 per cent 

C  

THIRD CLASS 

HONORS 

50-59.9 It will be awarded to a candidate who achieves a 

minimum mark of 50 percent in all modules at 

Levels 4 and 5, including the Project. A candidate 

may be considered for the award of a 3rd Class 

Honours Degree with marginally fails (a mark 

between 45% and 49%) in up to 20 credits of 

modules, provided he or she has achieved at least 

50 per cent for the Project 

D 
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8. ACADEMIC INTEGRITY 

 

UTB is committed to fostering and preserving the scholarly values of curiosity, 

experimentation, critical appraisal and integrity. Students are expected to demonstrate high 

standards of academic integrity. Failure to demonstrate these high standards may constitute 

academic misconduct. Academic integrity cases will be managed through an educative 

process for students. Student handbook includes information about academic integrity and 

may provide specific examples of conduct that constitutes academic misconduct 

8.1. Academic misconduct  

(i) Academic misconduct is but not limited to: plagiarism, and Breaches of the 

examination procedures, or any other unusual behaviour exhibition (See the 

students disciplinary policy and students’ academic handbook. 

 

(ii) Helping a student in the presentation of individual work, unless where specified and 

motive provided  

(iii)Falsifying or misrepresenting academic records, or any other documents, and  

(iv) Any other actions that contravene the principles of academic integrity.  

8.2. The role of academic integrity officers  

 

The heads of departments (HoDs) serve as academic integrity officer. They manage cases of 

academic misconduct. Their role enables:  

a. Consistent interpretation and implementation of policy  

b. Streamlined management of reportable instances of academic misconduct, up to the level 

of formal committees  

c. Consistent judgments to be made on cases of academic misconduct  

d. Consistent outcomes when academic misconduct is proven,  

8.3. Initial inquiry  

Where a staff member suspects that a student has committed an academic misconduct as 

defined, the staff member will discuss the issue with the head of department. If the head of 

department believes the issue warrants further investigation, s/he will notify the student of 
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their concerns in writing within five working days, and request that the student attend a 

meeting to discuss the issue. The meeting should occur within 20 working days of the initial 

notification. If the student does not respond to the meeting request or refuses to participate, 

the head of department will decide an outcome. The student may be assisted at the meeting 

by: a student representative  

8.4. Formal inquiry  

The head of disciplinary committee must convene a formal inquiry after receiving a 

recommendation from the HoD:  

In this case, the following actions will occur:  

(i) The head of disciplinary will meet with the student.  

(ii) The student will be allowed to resubmit the assessment. 

(iii) The matter will be referred to the academic integrity officer for implementation. 

The formal inquiry may proceed even if all members are not in attendance, provided there is 

a quorum of three which must include the chair.  

➢ In the interest of natural justice, a copy of the documentation that is provided to the 

formal inquiry committee must also be provided to the student who is the subject.  

➢ The academic staff member who initiated the case may present their concerns to the 

inquiry.  

➢ The HoD will provide the student with a copy of this policy, and information about the 

alleged misconduct in writing. This correspondence will invite the student to present 

information about the allegation to the committee. The student may attend the committee 

or present information via teleconference.  

➢ The student may be assisted by the student representative  

➢ The formal inquiry may proceed whether the student responds or attends.  

The formal inquiry may conclude that:  

➢ The student’s actions do not constitute academic misconduct, and no further action will 

be taken.   

➢ The student’s actions constitute academic misconduct that warrants an outcome equal to a 

further decision of punishing the concern. Punishment may include: 

✓ Failure in the course and suspension from the course for a period not exceeding one 

trimester.  

✓ Suspension from the University for a period not exceeding one years,  

✓ Expulsion from the University, and  




