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Guidelines on mechanisms for providing feedback to students
Feedback on students’ work has consistently received low scores in the University’s Unit Questionnaires and in the National Student Survey.  Given the important role that feedback plays in the learning process, the Faculty wants to improve the situation.  The issue of low student satisfaction in this area has been known and discussed across the University for some time.  
The timing of the Unit Questionnaire which asks students to what extent they agree or disagree with the statement “The feedback I received on my work was helpful” appears to influence the way in which the statement is interpreted and answered.  Questionnaires are circulated at the end of the unit but before students have submitted coursework for assessment.  Therefore, they have not usually received any formal feedback on their assessed work by that time and responses are either neutral or in disagreement.  It appears that students, even when they do clearly get ongoing feedback throughout the unit, look primarily to the formal feedback on assessed work when answering the question.  It is evident that a high standard of feedback requires an investment of time from the academic.
It is also important to engage students with assessment feedback
.  Student engagement with feedback is strongly influenced by their evaluation of their own ability to understand and apply the comments they receive, and the benefits they will receive from doing so.   Where students do not apply the feedback they have been given, it could because of:

· the language  and tone of the feedback 
· the timing of the feedback is such that it cannot be applied within the unit/subject
· comments are vague, inconsistent or illegible

· not understanding the grading and marking criteria

· not understanding assessment processes and criteria-related feedback, and not seeing the benefits to them.
It is important to managing student expectations in terms of what constitutes feedback.  Some time should be spent on feedback during induction for new students, explaining the importance, form and availability of feedback.  Information should be provided in handbooks, posters, unit outlines and course material to inform students about the forms of feedback.  It should be made clear to students when feedback is being provided.  All Schools have a written statement of their policy on feedback, and the University’s Policy and Guidance on Feedback is available at: 

http://www.campus.manchester.ac.uk/tlso/map/teachinglearningassessment/assessment/sectionb-thepracticeofassessment/policyandguidanceonfeedback/
In addition, unit outlines should include information on the format of the feedback students will formally receive on formative and summative work.

The examples given below are taken from across the Faculty but are not necessarily practiced in all units or appropriate for all classes.  Colleagues wanting to know more about the application of any of the mechanisms listed below can contact the Faculty Teaching and Learning Office for further details.
This paper has been produced from a summary of the responses from Schools in Humanities when asked to identify some of the mechanisms that are in place for providing feedback to students, particularly for those units that scored highly on the Unit Evaluation Questionnaire’s question about the feedback on their work being helpful.  These guidelines should be considered alongside the Faculty Feedback Policy.

1.
Course unit and assessment design
1.1
Interactive sessions, seeking input to lectures from students, provide opportunities for students to ask questions and to be able to assess their own learning progress.  Units which involve practical elements give students the opportunity to speak to the lecturer during sessions.

1.2
Teaching styles that enable a more detailed and personal interaction with the tutor allow  students to get personal clarification of any issues in each course which they have not understood.  

1.3
Providing students with pre-set questions or set reading in advance of lectures, tutorials and seminars enables students to assess how well they have understood the material or answered the questions and how they have performed in comparison to their peers.

1.4
Essay tutorials for students facilitate academic skill development and provision of feedback to students on their writing styles.

1.5
Assessments that involve presentations to tutors allow for immediate feedback to be given to the students on their performance.  Feedback could be from tutors and / or peers.  
1.6
Elements of assessment within one unit (either assessed or not) which are clearly linked and build upon one another make students more aware of the importance of feedback in improving marks, and students can apply their feedback within the unit.
1.7
Group work enables students to assess their performance against that of their peers.

2.
Set clear expectations of student work
2.1
Students should have an understanding of the assessment process and the marking and grading criteria applied to each assessment.  Expectations of a students work should be clearly set out when coursework is issued. Marking criteria for a specific assessment would allow students to map their own performance against the criteria. 

2.2
Lecturers could provide students with sample answers or papers outlining what is being sought in an assessment as it allows them to self-reflect on their own performance.  

2.3
Schools could consider publishing anonymous examples of actual answers given which received good marks (student consent permitting).  Examples of previous answers could be used in an exercise for students to compare those answers against marking criteria and get a better understanding of how marks are allocated.  
3.
Formative assessment and formative feedback

3.1
It is University policy that “each unit in a programme should normally include not only summative assessment but also formative assessment for which suitable feedback is provided in time for students to learn from it before major summative assessment”
.

3.2
Many units have submission of coursework and exams only at the end of the semester.  Although that unit has finished, feedback is still important as it will enhance students’ academic practice and inform development in other units on the programme (especially where these are pre-requisites for other units).

3.3
Formative assessment allows students the opportunity to assess their academic progress in advance of a summative assessment.   In some Schools these are compulsory and in others it is the student’s choice as to whether they complete the assessment or not.  Introduced early in a unit, students can gain practice and understanding before the main summative assessment.  However, where formative assessment is not compulsory, many students do not take advantage of the opportunity.  Schools may wish to consider whether formative assessment should be compulsory or whether an early piece of summative work is set and formative feedback provided on that piece of work.
3.4
Formative assessments often take the form of a non-assessed essay which is marked by the tutor and for which feedback is provided.  Other forms of formative assessment include multiple choice or online assessments which students can attempt any number of times, receiving advice on their performance and encouragement to try again until they reach a threshold level of performance.  . 
3.5
Students appreciate being offered feedback on stages of work and not just the completed coursework.  Such feedback need not always come from the lecturer but could be in the form of peer review of drafts or outlines of work, providing feedback which can then be applied to the final submission.   Another example is to offer students the option to hand a draft in at an earlier date, and then have a final submission date.  Those meeting the earlier deadline would receive feedback on the draft which can then be incorporated into the final submission.
4.
Feedback Formats 
4.1
All assessment should lead to feedback which should be returned with each piece of coursework, and in some cases, for each examination, providing individual feedback for each student on how they have performed in an assessment.  Such feedback should be linked to the learning outcomes of the unit.   

4.2
Where a mark is provided, there should be some analysis to show how the mark comes from different parts of the assessment.

4.3
Comments should be factual and helpful in tone.  Constructive suggestions for improvement are much more encouraging than critical ones about what was wrong with a piece of work.  Students value being told how they can improve their marks to the next marking band or classification.
4.4
Students value the prompt return of essays, especially where it will influence either another piece of work for that unit or learning within other units on the programme.

4.5
Some Schools have a standard feedback form to manage the consistency of the form of feedback.  These can also be adapted to allow for staff to tailor the categories and criteria to their units.  Consultation with the students when designing the form is good practice.  An example from Arts, Histories and Cultures can be viewed at:  

http://www.currentstaff.arts.manchester.ac.uk/ug/assessment/index.htm
4.6
Feedback forms are normally in hard copy, usually attached to a copy of the assessment, either circulated to all students or left for students to collect.  Forms tend to have a combination of tick boxes against marking criteria and space for lecturers to comment.  Students value the lecturers comments which should be written clearly and legibly.  Where forms are used rather than writing in the margins of the students’ work, there should be clear links to the aspects of work to which comments are referring to.
4.7
Electronic mechanisms can be used to deliver feedback to students.
· Blackboard facilitates the provision of feedback on assessment to students including

· Incorrect/correct/grade and text feedback on online quizzes or self tests. There are a variety of question types available.
· Providing Grader/Reviewer comments on assignment submissions.

· Use of track changes and comments in Word to provide feedback direct on student submissions

· Feedback can be released via ‘Self Service’ on Campus Solutions.  Students sign in to Campus Solutions and select Assignments, and then the unit for which they are seeking feedback.  Details about the unit are displayed and there is an option for ‘Instructor Comments’.    Staff can enter the comments via Gradebook, either directly or through cutting and pasting.  Feedback can be released at the same time as provisional marks or before/after.  
4.8
Generic feedback to a class can be given but should be used to supplement the individual feedback given to a student on their work.  Students value feedback that is personal to them and their work.  
4.9
Feedback on examinations is undertaken in some schools in the form of providing an overall commentary on examination performance for the class as a whole.  
4.10
Generic feedback can be provided either in an open, face-to-face forum or feedback can be posted on a unit’s Blackboard presence for students to access as required.

5.
Availability and accessibility of lecturers creating opportunities to obtain feedback
5.1
Lecturers make themselves available at the beginning and end of lectures to answer questions that students were unable to ask during the lecture.
5.2
Office hours for academic staff to provide students with the opportunity to raise questions about academic difficulties they may be having.  There is also the opportunity for students to make appointments with lecturers outside of office hours to facilitate feedback.

6.
Feedback on examinations
6.1
The mechanisms identified above can be utilised to facilitate the provision of feedback to students on their examination performance.  Although examinations are traditionally at the end of a unit, there is still a lot that students can reflect on about their performance in order to improve their results for future units, such as learning from their examination style, referred to in some Schools as ‘feeding-forward’. 

6.2
Students are entitled to see their examination papers if they request it.  Schools must have procedures in place to facilitate this.  Previously, if Schools did not have such a procedure, students had to submit a request under the Freedom of Information Act, at a cost to the student.  The Faculty Feedback Policy requires all schools to have a procedure in place to facilitate requests to see examination scripts and thereby avoiding additional costs to students.  

6.3
Procedures could involve facilitating individual requests to see scripts/marking sheets, or Schools can be pro-active in this regard by establishing a procedure through which all students are given sight of their examination scripts.  Students cannot take the scripts away with them.  .

7
In addition to these guidelines, the Faculty of Humanities has facilitated a Teaching and Learning Forum on this subject.  The information presented at this event, including examples of feedback forms, can be accessed on the University’s Teaching and Learning Practice website at: 

https://forums.manchester.ac.uk/clearspace/docs/DOC-1043
Emma Rose

Senior Faculty QAE Administrator
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� Notes taken from a session at the conference on ‘Satisfying Student Demand: Enhancing Quality, Exceeding Expectations, Managing Complaints’ on 10 June 2008:  “Engaging students with assessment feedback”, Dr Karen Handley, Assistant Director, HEFCE funded FDTL5 Project, Oxford Brookes University





� Formative assessment does not count towards the final unit mark.  Summative assessment contributes to the final mark for a unit.  Formative feedback and summative assessment are not mutually exclusive.


� Policy and Guidance on Feedback, Assessment Framework, September 2007
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