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UCD MCQ Examination Set-up Form

Part A: Examination Set-up Information
Please note, it can take up to 6 working days for MCQ Exam processing from the date of submission. This period may be extended to 10 days during peak periods e.g. Grade Approvals Process.

	School
	

	Module Title
	
	Module Code
	
	Module CRN
	


	Contact Name
	
	Tel
	

	Email address 
	


	Exam Location
	
	Date of Exam
	
	No of Candidates
	


	MCQ Answer Sheet Type
	Required Marking System
	Verification Check  ( Assessment Use Only )

	ABCDE up to 120 Q
Code: S3231
	 FORMCHECKBOX 

	Correct Answer value
	(+)   ______
	

	T/F/U up to 20 Q

Code: S3233
	 FORMCHECKBOX 

	Incorrect Answer value
	(-)   ______
	

	T/F/D up to 60 Q 
Code: S3232

	 FORMCHECKBOX 

	Number of Questions to be answered
	
	

	A-Z up to 50 Q
Code: S3234
	 FORMCHECKBOX 

	
	
	

	Name of Module Coordinator (PLEASE PRINT)
	
	Signature of Module Coordinator
	


	Comment
	


Please return this form along with the Master sheet and students’ MCQ answer sheets to:                                                        David Shorten (ext. 1651) or Patrick Moran (ext. 1680), Assessment, UCD Registry, Tierney Building, Belfield
Part B.   Processing of MCQ Answer Sheets (to be completed by Assessment, UCD Registry)

	Qty. of MCQ Answer Sheets received
	

	Saved File Name
	


	Received from
	
	Date
	

	Processed by
	
	Date
	

	Collected by
	
	Date
	


Guidelines for Planning and Processing MCQ exams

Set-Up Form 

· A Set-up Form is to be submitted for each MCQ exam to Assessment, UCD Registry along with the Master sheet and students’ MCQ scripts. 
· Complete all sections of the form, remembering to fill out the “Required Marking System”. This indicates the level of negative marking, if any. The marking values are at the discretion of the module coordinator. If no negative marking is required, record a value for a correct answer and 0 for an incorrect answer.

· Blank MCQ answer sheets are available for collection from Assessment, UCD Registry. Please complete the MCQ Answer Sheet Request Form http://www.ucd.ie/registry/assessment/mcqs.html

Master Sheet

· A Master Sheet must be submitted to Assessment, UCD Registry with the Set-up Form and MCQ scripts.  The correct answers are recorded on a blank MCQ sheet, using the same type as used in exam. Do NOT use the sample copy shown on the Assessment, UCD Registry website. 

· Write “Master Sheet” in “Name” section, the module code in “Assessment/Examination” and fill in the date of the exam. Do NOT write Master Sheet, etc., around the edges of the MCQ answer sheet. Such marks interfere with processing. 

· Fill out the “Student Number” section by marking all the columns as “0”.

· Check that no mistake has been made as to the recording of the correct answers in the MCQ answer sheet. 
   MCQ Processing 

· Please note, it can take up to 6 working days for MCQ Exam processing from the date of submission. This period may be extended to 10 days during peak periods e.g. Grade Approvals Process.
· Upon the completion of the MCQ exam, the MCQ scripts are returned to the Module Coordinator or School.  Before submitting to Assessment, UCD Registry for correction, all answer sheets should be separated from exam question papers and rough work exam scripts and the Master Sheet and Process Form should be included. 
· Please note that any answers not clearly marked as instructed on the candidate sheet, may not be read by the OMR machine.

· Where a student provides more than one answer to a question, the answers are withdrawn and no negative marking is applied. 

· Once an MCQ exam has been corrected, an email will be sent to the contact name given on the Set-up Form.  This e-mail will include the results in an Excel and .CSV file (for Gradebook upload) format along with an MCQ performance breakdown report and raw score statistics. Once results have been checked, the marks can be entered directly into Gradebook or uploaded.  Instructions for the upload procedure, namely ‘Guide to uploading grades’, can be found under Banner Gradebook Support at http://www.ucd.ie/registry/assessment/info_staff.htm.
· Please note a .CSV file is not provided for Resit modules as these do not require component grades

· On receipt of email from Assessment, UCD Registry, the MCQ scripts will be available for collection from Assessment, UCD Registry. The MCQ scripts are equivalent to exam scripts. They need to be signed for when collected and it is the responsibility of the Module Coordinator to retain exam scripts for at least 13 months following the completion of the module.  Please also note that, for security reasons, MCQ scripts cannot be posted.



Page 2 of 2

