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FAQs ON CONDUCTING ASSESSMENTS REMOTELY  

 

Will I have Summer examinations? 
Yes, you will have assessments this Summer but there will be no onsite examinations on any 
of the campuses. Instead you will be conducting alternative assessments remotely.  

 
What kind of alternative assessments could I have? 
These alternative assessments may take one of many forms, including take-home essay style 
assessments, open-book assessments, closed-book online assessments, oral presentations, etc.  
 
Will these be of the same standard as the onsite assessments? 
All alternative assessments have been approved by programme boards, external examiners, 
professional bodies (where appropriate), Academic Council and the Institute’s Governing 
Body. Any alternative assessment will still ensure that the learning outcomes of your 
programme are properly assessed, whilst also safeguarding the integrity and validity of the 
award, in an equivalent manner to any form of assessment conducted on campus. 

 
How will I know what kind of assessment I will now have? 
Your lecturers will be in contact with you regarding the nature and details of the alternative 
assessment and will outline the submission details for same. 
 

Will the dates of the assessments be the same as the original exam period? 
The original examination time period remains in place. However, some alternative assessments 
may have submission dates which fall prior to this period, so it is important that you stay in 
communication with your lecturers so as to familiarise yourself with any new submission dates. 
 
What do I do if I have a disability and have particular needs for my assessment? 
If you are a full-time student and have a query around particular assessment needs relating to 
a disability that you have, and have not already contacted the Access Office to register your 
disability, you will need to submit your query by emailing aisling.mchugh@itcarlow.ie as soon 
as possible, but no later than 7 working days before the day of your assessment. If you have 
already registered your disability with the Access Office and have been in email contact with 
them in relation to your exam requirements, there is no need to contact them again, unless you 
have a new query. If you are a part-time student with the Faculty of Lifelong Learning, please 
contact patricia.rochford@itcarlow.ie for access supports. 
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What is an open-book/resource assessment? 
Open-book/resource assessments are ones which allow for varying degrees of access to 
resources and reference materials in order to complete your assessment.  
 

What is a closed-book assessment? 
A closed-book assessment will be similar to an onsite examination in which you will complete 
the assessment without recourse to others or any other sources. For help on how to prepare and 
complete a closed-book assessment check out the resources on TLC Student Hub under the 
link Alternative Assessments (log-in to Blackboard required). 

 
Are open-book/resource assessments easier than closed-book assessments? 
No; just because you can consult other sources, this does not mean that open-book style 
assessments are easier than closed-book assessments. In many cases, they can be equally as 
challenging, in that they focus less on memorisation and recall of facts, but more on critical 
thinking, analytical skills and the application of your knowledge. Open-book type questions 
may be essay-style questions or may involve problem-solving questions, depending on the 
discipline involved. You will need to check with your lecturer to confirm what resources you 
may consult to complete your assessment. For more information on how to prepare and 
complete these types of assessments check out the resources on TLC Student Hub under the 
link Alternative Assessments (log-in to Blackboard required). 

 
If I do an oral examination/presentation, might this be recorded? 
Yes, if you are asked to conduct an oral examination/presentation remotely, this may be 
recorded. The reason for the recording is so that the external examiner can view it, thereby 
maintaining the academic integrity of the assessment process. Your lecturer will advise you of 
this before the assessment. 
 
What does ‘time window’ refer to in assessments? 
The time window for your assessment refers to the time period during which you must 
download, complete and upload your assessment.  

 
What will be the time window in which to do my assessment? 
There is no one set time window for all assessments. Each assessment may have a different 
time window, depending on the nature of the assessment and the discipline. The time you now 
have in which to complete the assessment might now be very different than what you might 
had originally expected. Your lecturer will communicate this to you prior to the assessment 
taking place and it is your responsibility to ensure that you have all this detail in advance of the 
assessment. 

 

If my assessment time window is 2 days does that mean I must spend 2 days writing 
my assessment? 
No, the time window is the period during which you should complete and submit your 
assessment and does not necessarily reflect the amount of time that you have to spend doing 
the assessment. You may have other assessments to complete during the same time, so it is 
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important that you plan your time accordingly and schedule your submission times so that you 
don’t put yourself under undue pressure in any one module. 

 
Where should I do my assessment? 
Where you complete your assessment is your decision. However, you may need to consider 
many factors, such as proximity to any Wi-Fi router, lighting, desk space, etc. There are 
detailed guidelines on how best to prepare a physical location in which to do your assessment 
available on TLC Student Hub in the Guidelines on Conducting Assessments Remotely. Check 
out the link Alternative Assessments (log-in to Blackboard required) for more details. 
 

Will all my classmates get the same assessment at the same time? 
Not necessarily, lecturers may decide to have several versions of the assessment (of similar 
standard). These might include different questions, data sets or quiz sets so not everyone will 
necessarily be doing the same assessment. In addition, the times when these assessments are 
conducted may be staggered. It is therefore, your responsibility to complete the assessment that 
has been released to you during the time specified to you. 

 
How do I prepare for my assessment in terms of technology? 
You should consult the ICT Checklist at the end of the Student Guidelines for Conducting 
Remote Assessments document available in TLC Student Hub, under the link Alternative 
Assessments (log-in to Blackboard required). It is your responsibility to ensure that you check 
that all required technology (e.g. equipment, devices, software, access to Blackboard/Turnitin, 
etc.) is working prior to the assessment. Your lecturer will organise for you to practise 
uploading to the particular platform before the assessment so that you are familiar with it. 

 
How will I access my assessment? 
Your lecturer might use one of a number of ways to release your assessment. They will advise 
you of this prior to the assessment taking place. It is your responsibility to ensure that you are 
familiar with the way in which your assessment will be released to you so that you can easily 
access it on the day. It is essential that you log in regularly to see updates in your email or on 
your Blackboard account, as emails with that information will be sent from your 
lecturer/department and announcements, when made, will be posted on Blackboard. 
 

What do I do if I don’t have broadband at home? 
If you don’t have access to broadband at home, you can use your mobile broadband on your 
phone, so you can download and upload the assessment using your phone. It is your 
responsibility to ensure that you have tested your broadband before the day of the assessment. 
Remember, you may only be required to use your connection on two occasions – to download 
the assessment and to upload the assessment so you won’t necessarily need to be online for the 
duration of the assessment. 
 

What do I do if I can’t get access to my assessment on the day? 
If you cannot access your assessment on the day, you can contact the Exams support line on 
059 9175180 or from abroad +353 59 9175180. This helpline will only be available to you 
during the time window of your assessment. 

https://blackboard.itcarlow.ie/webapps/blackboard/content/listContentEditable.jsp?content_id=_611258_1&course_id=_9271_1&mode=reset
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What if I have a query about a question on my assessment? 
If you have a query about something on your assessment, you should contact the Exams support 
line on 059 9175180 or from abroad +353 59 9175180. This helpline will only be available to 
you during the time window of your assessment. This will be the centralised support line for 
all students completing their exams in May (with the exception of those on the Wexford 
Campus). 

 
I am a student on the Wexford campus and have an assessment in May, who will I 
contact if I have a query during the assessment? 
If you have a query about something on your assessment in May and are based on the Wexford 
campus, you should contact the Exams support line on 053 9175812 or from abroad +353 53 
9175812. This helpline will only be available to you during the time window of your 
assessment.  

 
I am a student in the Faculty of Lifelong Learning (all campuses/off campus) and 
have an online assessment in April, who will I contact if I have a query during the 
assessment? 
If you have a query during your assessment on any of the following assessment days: Monday 
20th April, Tuesday 21st April, Wednesday 22nd April, Thursday 23rd April and Monday 27th 
April, an Exams support line will be available from 5.30pm-10.40pm on each of those days. 
You can ring 059 9175280 or from abroad +353 59 9175280 and your query will be dealt with 
by a member of staff. Staff on this helpline will deal with queries from all 
Carlow/Wexford/Wicklow/Off campus LLL exams happening on those evenings.  You can 
also email your query to lllexams@itcarlow.ie  
 

What email account do I use if I need to contact my lecturer/Faculty or IT Services? 
For all Institute matters, you should always use your student email account, e.g. 
C00123456@itcarlow.ie. This is the only email through which Institute business is conducted. 
 

Do I have to provide my own paper for the assessment? 
Yes, you must provide your own paper (preferably A4 paper) if your assessment involves you 
doing it by hand. If handwriting your assessment, you should also use a black pen as you will 
need to scan your pages at the end and upload them. 
 
How do I scan my pages? 
The recommendation is to scan your pages by using MS Office Lens (free downloadable app), 
unless your lecturer specifies otherwise. Support on how to use MS Office Lens is available 
through TLC Student Hub under the link Alternative Assessments (log-in to Blackboard 
required). Please consult this before and practice using the app before your assessment takes 
place. 
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Do I type all other assessments? 
Yes, you should type all other assessments (unless instructed to do otherwise by your lecturer). 
You should use either Times New Roman or Arial – 12 point and single-spaced (unless 
instructed to do otherwise). You should check with your lecturer as to how they may wish you 
to name your file. Remember, it is your responsibility to regularly save and backup your files.  

 
How do I upload my assessment? 
Your lecturer will inform you as to how to upload your assessment and they will run a practice 
upload for you in advance of the assessment taking place. However, if you are unsure of any 
of the platforms that might be used, check out the Guidelines on Conducting Assessments 
remotely and all the resources on TLC Student Hub under the link Alternative Assessments 
(log-in to Blackboard required), where you will find videos and guides on how to upload using 
the various platforms. 
 

Will I be uploading through Turnitin (via Blackboard)? 
As Turnitin (via Blackboard) is the Institute’s default submission platform, you may be asked 
by your lecturer to upload through this platform. This will particularly be the case for typed 
work such as essays/assignments/responses to case studies, etc. It is therefore important that 
you are familiar with how to upload to Turnitin. Support on how to upload to Turnitin is 
available in link Alternative Assessments (log-in to Blackboard required). 
 

Like with other assignments, do I get do submit drafts of my assessment via 
Turnitin? 
No, as this assessment represents an end-of-year assessment and is bound by the same 
regulations as onsite assessments, you will not be afforded the possibility of submitting 
multiple drafts (as revisions) through Turnitin for originality reports. As you can appreciate, 
not all students will have the same length of time in which to conduct their assessments and 
therefore, in the interests of fairness to all students, you will only be permitted to submit 
through Turnitin once and this will be your final submission.  

 
What happens if I can’t upload my assessment on time? 
On the day of submission, if you cannot upload your assessment to the particular platform for 
technical reasons, or broadband issues, you should email, as soon as possible, the following 
address: exampaper@itcarlow.ie attaching a copy of your completed assessment and outlining 
the reasons why you were unable to upload your assessment at the due time. You should also 
‘cc your lecturer in this email. If possible you should take a screenshot/photo of your work and 
email it to the lecturer as proof that you have completed the assessment. Please remember that 
you must use your student account from which to send your email, e.g. 
C00123456@itcarlow.ie  
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I am a student in the Faculty of Lifelong Learning (all campuses/off campus) and 
have an online assessment in April, what happens if I can’t upload my assessment 
on time. 
If you are doing an assessment in April with LLL and cannot upload your assessment to the 
particular platform for technical reasons, you should email, as soon as possible, the following 
address: lllexams@itcarlow.ie attaching a copy of your completed assessment and outlining 
the reasons why you were unable to upload your assessment at the due time. You should also 
‘cc your lecturer in this email. If possible you should include a screenshot/photo of your work 
as proof that you have completed the assessment. Please remember that you must use your 
student account from which to send your email, e.g. C00123456@itcarlow.ie  

 
If my assessment is being completed at home, am I still subject to the rules of the 
Institute around academic integrity and plagiarism? 
Yes, as a registered student of the Institute, and irrespective of where or how you are conducting 
your assessment, you are still subject to the Institute’s policies and procedures around academic 
integrity and plagiarism, which are outlined in your Student Handbook. 

 
Will I have to declare that the work completed is my own? 
Yes, you may be asked to complete a cover page which includes a declaration to affirm that 
the work you have completed is your own. In the case of online tests/quizzes, you may be 
required to tick your acceptance of the declaration before having access to the assessment. 
However, even in the case where this declaration is not included, you are still, as a registered 
student of the Institute, agreeing to adhere to the Institute’s policies and procedures and 
declaring that the work submitted is your own. 
 

Will Turnitin still be used as a text-matching software? 
Yes, Turnitin will continue to be used as text-matching software to support academic integrity 
and to uphold the rigour of the assessment process.  
 
Could I be asked to defend my work orally at a later date? 
Yes, the Institute’s academic regulations allow for the possibility of a student being asked to 
orally defend their work, under a viva voce format, following on from any assessment. The 
regulation is in place so as to support a learner-centred approach as well as to uphold the 
academic integrity of the assessment process. The wording around this is detailed in your 
Student Handbook. 
 
What if I am unwell, or caring for someone who is unwell, and cannot complete 
my assessment at that time? 
If you are unable to complete the assessment due to illness you should email the Exams Office 
at examinations@itcarlow.ie and should ‘cc your lecturer. The Institute policy on Absence 
from Assessment will apply and consideration will be given to all circumstances as to why you 
could not complete the assessment. Please remember to email from your student email account. 
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Can I be disadvantaged trying to complete an assessment in these challenging 
situations? 
The Institute is here to support you at all times and appreciates the challenges and concerns 
that you are experiencing during these unprecedented times. We recognise the impact that these 
alternative assessments may have on your well-being and your academic performance and will 
take all of this into consideration when assessing your performance in the assessments. We 
want to ensure that you can perform to the best of your ability and we will endeavour to make 
sure that no student is disadvantaged at the point of assessment due to extenuating 
circumstances (illness, work, lack of connectivity, etc.). 
 
Is there a safety net in case I can’t complete my assessments in May?  
The Institute wishes to support all students to achieve their learning outcomes in the May 
examination sitting. However, should you not be able to complete your assessments this May, 
due to extenuating circumstances, we will defer your attempt to the Autumn sitting and will 
treat this sitting as a first attempt so that you are not disadvantaged in any way. In addition, the 
Institute will waive any fees associated with a resit.  
 
Who should I contact if I have any further queries before I complete my 
assessment? 

 Should you have any queries relating to the content, format, structure, timeframe, or 
any other aspect of your assessment, you should contact your lecturer/Faculty by email. 
You may also contact your Head of Department. 

 Should you have any technical-related issues regarding set-up, you should contact the 
Computing Services Helpdesk at itservices@itcarlow.ie at least 5 working days before 
your assessment is due. 

 Should you have a general exams related query, you should contact 
examinations@itcarlow.ie 

 If you are a student within the Faculty of Lifelong Learning, please email 
lll@itcarlow.ie with your query. 

 If you are an international student, please contact the International Office by phoning 
086 2392037 or from abroad +353 862392037 or you can email your query to 
donal.mcalister@itcarlow.ie  

 For any other queries relating to online assessments, please contact the Teaching and 
Learning Centre at tlc@itcarlow.ie  
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