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Guide to Student assessment at Najran University

Introduction:

Assessment is a fundamental component and cornerstone of the
educational process. Its results are pivotal for making critical
decisions to address weaknesses, enhance strengths, and improve all
interconnected elements of the educational process—curriculum,
teacher, student, and even the assessment process itself. As a core
part of the educational system, assessment helps improve outcomes.
Evaluations are conducted across all these aspects, including student
assessment, to gauge the extent to which learning outcomes are
achieved at both course and program levels for graduates.

The student assessment policies and procedures at Najran
University are derived from its vision, mission, and values, which
are aimed at delivering high-quality education. This necessitates
evaluating all facets of the educational process, including student
assessment, whose results inform key decisions. To emphasize the
Importance of assessment, this policy has been formulated as a
reference framework for all university programs. It aligns with
relevant rules and regulations, ensuring flexibility for each program
to define detailed organizational procedures while adhering to the
general framework of this policy.
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Principles Underpinning the Assessment Process

« Integral to Education: Assessment is an essential part of the educational
process, tied to achieving learning outcomes and enhancing curriculum and
program quality.

« Comprehensive: It covers all course content, levels of learning objectives,
and accounts for the relative importance of each topic and objective level.

 Variety in Tools: Diverse assessment methods and tools should align with
their intended purposes.

« Shared Responsibility: Assessment involves distributing tasks and
responsibilities.

« Standards-Based: It relies on standardized benchmarks to meet quality
and accreditation requirements.

« Fair and Reliable Tools: Assessment tools must be fair, valid, reliable,
clear, and objective.

« Continuous Development: As tools may have sources of error, regular
review and refinement are necessary.

« Ongoing Process: Continuous assessment supports the learning process.

« Evaluator Competency: Evaluators must be proficient in conducting
assessments and interpreting results.

« Timely Feedback: Feedback should be provided promptly to improve
learning.
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Assessment tools must meet the following criteria to achieve their
intended goals:

1. Validity:

Tools should measure what they are designed to assess. Validity can be
ensured if the test is based on a specification table linking course topics to
objectives, accounting for their relative importance and distribution in the
assessment.

2. Reliability:

Consistency in tool outcomes is key. A test should yield the same results
when repeated under similar conditions.

3. Objectivity:

Avoid subjectivity in all assessment-related processes, from test design to
result interpretation.

4. Diversity:

Employ various tools to measure different learning domains effectively,
capturing the intended learning outcomes.

5. Comprehensiveness:
Tools should assess all learning domains and objectives at all levels.
6. Practicality:

Tools must be feasible to implement, considering available material and
human resources.
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Types of Assessment can be classified by timing and purpose:
1. Pre-Assessment:

Conducted before educational or training programs, this assesses learners'
prior knowledge and skills. It does not typically count toward grades but
helps identify essential preparatory knowledge and skills.

2. Formative (Ongoing) Assessment:

Applied during instruction, this type of assessment aids in building
knowledge and skills.

Examples include oral questions, discussions, and assignments. It does not
involve formal grading but focuses on enhancing learning.

3. Diagnostic Assessment:

This identifies strengths and weaknesses in student performance
during instruction, helping to address learning challenges. Like formative
assessment, it does not involve grading.

4. Summative (Final) Assessment:

Conducted after completing specific content or at the end of a course,
summative assessments (e.g., final exams) measure the achievement of main
learning outcomes and assign grades.

There are many tools available for assessing students and measuring the
achievement of instructional objectives and learning outcomes. It is
Important to ensure that the tool is appropriate for measuring the specific
objective or learning outcome being evaluated. Some tools are suitable for
assessing a particular educational domain but may not be appropriate for use
in another. Therefore, it is necessary to review and adjust the plan for
measuring learning outcomes based on the cumulative experiences of
previous assessment processes across various domains. Additionally,

5
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benefiting from the expertise of other faculty members in student evaluation
processes is highly recommended. Among the tools used for student
assessment are the following:

A. Tests:

Tests are the most commonly used tools for assessing students and
their learning outcomes. These include all types of objective tests in their
various forms, non-objective tests (essay-based), oral tests, performance-
based practical tests for measuring practical skills, and clinical tests for
health-related disciplines. When designing a test, diversity in its items should
be ensured to cover different levels of cognitive objectives and the skills that
the program aims to develop in students.

B. Presentations:

This refers to planned and organized presentations given by a student or a
group of students on a specific topic assigned to them for study and
presentation on a designated date. This helps ensure that they have acquired
the targeted skills, values, and responsibilities intended by the educational
process.

C. Projects:

Projects refer to scientific activities assigned to a student or a group of
students. These activities involve specific tasks completed individually or
collaboratively to measure the achievement of specific learning outcomes.

D. Portfolios (Work Folders):

A portfolio involves collecting a student's work from the beginning of the
course or training program to demonstrate their progress in certain academic
areas. Computers can be used to compile and save this work, which is
evaluated at the end of the course to assess the student's advancement in the
field.

E. Observation:

Observation involves watching a student's performance, behavior, or
phenomenon in natural settings or workplaces. It provides quantitative and

6
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qualitative information about learning outcomes and is used to assess
behavioral, psychomotor, and affective aspects. Tools used for observation
include rating scales, verbal rating scales, and checklists.

F. Rating Scales:

Rating scales are tools used to assess the level of a student's skills. They are
arranged in several levels or categories along a continuum, where one end
represents the highest level of the skill or attribute being measured and the
other end represents the lowest level. The levels in between represent
gradations of the skill or attribute. Rating scales may include numerical or
descriptive (verbal) scales, which require creating different descriptions
representing varying levels of student performance in each skill or attribute.

G. Checkilists:

Checklists include items that reflect specific behaviors or actions to be
observed. They may also outline steps that students must follow to complete
a given task, which the instructor records during the student's task
performance.

H. Verbal Rating Scales:

These contain a series of brief descriptors indicating a student's performance
at various levels. While similar to rating scales, they are more detailed and
must provide clear indicators of the good-quality work expected from the
student.
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Student Assessment Policies and Procedures

First: Student evaluation depends on the roles and responsibilities:

Each of the university, college, department, faculty member and
students has specific responsibilities in the evaluation process in a
manner that does not conflict with the regulations of study and tests for
the undergraduate stage and its executive rules at the university, which
are as follows:

University Responsibilities:

1- Formulating and updating the university's policy and procedures in
evaluating students.

2- Setting the executive rules for the study and tests regulations for the
university stage.

3- Supervising, following up and providing support for the needs of the
evaluation process for colleges within the university.

4- Determine the mechanism of review and correction of test papers.

5- Determining the time period for keeping students' response sheets for
tests, as well as determining the time period for disposing of students'
papers.

6- Developing the rules of conduct and discipline of students, which
include what is related to cheating and what disrupts the conduct of
tests.

7- Providing colleges with the executive regulations of the tests and the
amendments being made to them.

8- Providing the requirements of colleges to raise the quality of the
student evaluation process and measure learning outcomes.

9- Providing consultations on the quality of the student evaluation
process and providing the necessary support to measure learning
outcomes at the level of courses and programs.
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10- Providing colleges with updates received from the Education and
Training Evaluation Commission regarding student evaluation and
measuring learning outcomes.

College Responsibilities:

1- Supervising the achievement of the foundations, principles and standards
of good evaluation of students in all departments in the college.

2- Reviewing student evaluation tests and reviewing and approving their
results.

3- Directing the departments with notes aimed at raising the quality of the
student evaluation process.

4- Forming committees to organize the final exams, determine their tasks
and supervise the conduct of the exams.

5- Writing reports on the progress of the final exams.

6- Implementing the procedures for the college specified in the list of study
and tests for the university stage.

Department Responsibilities:

1- Supervising the verification of the foundations, principles and standards
of good evaluation of students in the department.

2- Forming committees for reviewing tests and measuring learning
outcomes in the department.

3- Determining a mechanism for receiving students' complaints and
grievances and working in accordance with the rules and regulations in
this regard.

4- Implementing the procedures for the department specified in the
regulations of study and tests for the undergraduate stage and its
executive rules at the university.
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5- Determining the mechanism for accepting the excuses of students absent
from the semester and final exams and the mechanism for conducting
alternative tests.

6- Follow up the commitment of faculty members to distribute grades
according to the description of the approved course.

7- Identify a coordinator for the course taught by more than one member
who is responsible for organizing the course tests and the mechanism for
evaluating learning outcomes.

8- Develop auxiliary plans and adopt mechanisms to measure the learning
outcomes of the department's programs.

Responsibilities of the faculty member:

1- Commitment to the foundations and principles on which the student
evaluation process is based and taking into account the criteria of good
evaluation in all student evaluation procedures.

2- Providing students with information about the course from the
beginning of the semester, including course topics, teaching
mechanisms, evaluation methods, learning outcomes, details of the
distribution of course grades, dates of semester and final exams and
modifications to them, and office hours for the faculty member.

3- Implementing the procedures for the faculty member specified in the
study and tests regulations for the undergraduate stage and its executive
rules at the university.

4- Commitment to attend during the exams to supervise them and answer
students' inquiries.

5- Maintaining the privacy of students by not informing others of their
results.

6- Reviewing the methods and results of evaluating students in the course
he teaches, and taking appropriate measures to develop the evaluation
process to contribute to the development of the course teaching process.

10
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7- Develop a plan to measure learning outcomes for each course he taught.

Students’ Responsibilities:

1- Commitment to academic integrity in the performance of course
requirements, and bear responsibility for violating them.

2- Commitment to implement the evaluation requirements (homework -
projects - reports ...) and submit them according to the specified time.

3- Reviewing the dates and places of the exams and attending on time.

4- Reviewing and adhering to the student's organizational procedures and
instructions.

5- Providing everything needed for the evaluation process.

6- Writing the answers of the quarterly and final exams in a clear and
legible handwriting.

7- Take the necessary measures before entering the test to ensure that you
do not go out except for a compelling circumstance.

Second: Student Assessment Relies on Pre-, During-, and Post-

Exam Procedures
A. Pre-Exam Procedures:

1. Setting a timeline for student assessment activities and informing them of
the targeted learning outcomes for the course.

2. Establishing the schedule for final exams and notifying students of the
dates.

3. Preparing exams in accordance with the specifications for well-designed
tests.

4. Reviewing the test blueprint, exam questions, and grade distribution.

5. Securing the exams and ensuring confidentiality.
11
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6. Recording cases of students delaying the submission of coursework
assignments.

7. Providing students with feedback on their midterm grades.

8. Arranging accommodations for students with special needs related to the
assessment process.

9.Ensuring proper formatting of the exam paper, including clear basic
information, high-quality printing, correct linguistic phrasing, and clear
instructions for answering questions.

10.Preparing invigilation schedules for the final exams and verifying the
suitability of examination halls and the ratio of invigilators to students.

11.Informing students of their assigned exam halls before the exam day.

12.Submitting final exam questions and attendance rosters to the
examination committee well in advance of the exam and adhering to the
committee's instructions.

13.Ensuring that the examination committee, invigilators, and students are
present at the exam venue well before the scheduled start time.

B. Procedures During the Exam:

1. Ensuring that invigilators carry out their duties within the exam halls
and clarify any necessary information for the students.

2. Implementing procedures related to attempts at cheating or any
disruptions to the examination process.

3. Prohibiting students from entering the exam hall after 30 minutes from
the start of the exam and not allowing them to leave before 30 minutes
have passed since the exam began.

4. Handling emergency situations appropriately without violating
regulations and policies.

5. Submitting the exam papers and attendance sheets for the final exam

to the examination committee, verifying the numbers match the
12
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attendance records, completing the required forms, and subsequently
handing the answer sheets to the course instructor.

C. Procedures After the Exam:

1. Grading the exam and reviewing it based on clear and well-defined
answer keys.

2.  Reassessing the answer sheets in cases of student appeals or requests for
review, in accordance with the university's undergraduate study and
examination regulations and their executive rules.

3. Analyzing the exam results and evaluating the course's learning
outcomes, utilizing the findings for improvement and development
efforts.

4. Calculating the percentage of students in each grade category (e.g.,
Excellent, Very Good, etc.) and determining the pass and fail rates for
each course.

5. Developing improvement plans for exams based on the analysis of exam
results and the achievement of learning outcomes.

Third: Student Evaluation is Based on Measuring Learning Outcomes

1.Student evaluation processes focus exclusively on the targeted learning
outcomes for each program.
2.Adherence to the topics outlined in the approved syllabus for each course.
3. Design the assessment based on the course’s learning outcomes to
include: * Knowledge: Covering concepts, facts, and information.
*Skills: Fostering the acquisition of practical skills and the application of
knowledge.
*Values and Responsibilities: Promoting teamwork, independence,
accountability, and ethical standards.
4.Analyzing the course content and its relative importance for each topic
according to the principles of constructing a test blueprint.

13
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Fourth: Student Evaluation is Based on Feedback

Feedback includes several key aspects:
1. Feedback for Students After Exams:

Feedback on Coursework: Students should receive their results directly
from the instructor.

Students should review their grades with the instructor to understand
how their performance aligns with their coursework, identifying areas of
weakness to address and strengths to enhance.

After each midterm exam, the instructor should dedicate a lecture to
reviewing the exam with students, helping them identify weaknesses for
improvement and reinforcing their strengths.

Every student has the right to review their results and discuss them with
the course instructor.

Feedback is preferably both individual and collective for the students.

2. Feedback for Faculty Members:

Identifying strengths and weaknesses in student performance after
midterm exams.

Continuously improving teaching practices to address any identified
weaknesses, as evaluation reflects the quality of teaching during the
instructional process.

Recognizing shortcomings in the exams, particularly an overreliance on
objective tests rather than essay-based ones, or tests that focus solely on
recall.

3. Feedback for the Program:
* Assessing the extent to which learning outcomes have been achieved by monitoring

student results in the program.

« Continuously improving the program's courses.
« Conducting statistical analysis of student results to reflect the achievement of course

objectives within each program.

» Organizing workshops to discuss and analyze student results for each program.

14
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Fifth: Student Evaluation Depends on the Variety of Evaluation Tools
that Are Valid, Reliable, and Objective, Including the Following:

1.

Choosing evaluation tools that align with the nature of learning outcomes
and course objectives, covering all areas: knowledge, skills, and values,
while ensuring diversity in the tools.

Considering individual differences among students when selecting test
items or evaluation tools.

Ensuring that test questions are comprehensive and cover the course
content and its aspects, derived from the specifications table to achieve
content validity.

The faculty member reviewing the test paper after preparing the final
version to ensure linguistic and scientific accuracy, clarity, and
correctness.

Preparing an answer key before starting to grade the tests.

Adhering to the answer key when grading students’ responses.
Preparing evaluation criteria for assessment tools measuring students'
skills and performance aspects.

Complying with performance evaluation standards for practical and
skill-based aspects, through which student learning is assessed using
rating scales or checklists.

Retaining good test questions in a question bank, based on the
psychometric characteristics of the questions and ensuring their
alignment with difficulty and discrimination standards.

15
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Sixth: Grades are Distributed According to the Mechanism Approved
by the University for Calculating the Grade for Coursework, Final
Exams, Evaluation Methods, and Grade Determination:

1. The mechanism specified in the course description for calculating grades
and evaluation methods is followed, according to the nature of each
course.

2. The coursework grade consists of the grades from midterm exams and
other evaluation methods conducted during the semester, as outlined in the
course description.

3.The final exam grade is the grade obtained by the student in the final exam
held at the end of the semester. This grade may consist of both a theoretical
and a practical component, depending on the final exam specifications
outlined in the course description.

4. The grades for students in courses are calculated according to the
university’s study and examination regulations and their executive rules.

16
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