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Duties of the Departmental Assessment Committee
· Coordinating departmental examinations
· Developing and supervising the implementation of the documented student assessment plan
· Monitoring the quality of student assessment processes
· Proposing appropriate solutions to existing challenges and deficiencies
· Submitting semester-based reports to the Head of Department for decision-making
· Making decisions regarding various aspects of student assessment processes
· Reviewing the status of assessment procedures and reporting to the Vice Chancellor for Education and the Dean of the Faculty
· Conducting case-based analysis of examinations and reporting findings
· Providing qualitative feedback on examinations to faculty members
· Proposing measures to improve examination quality and recommending the introduction of effective new assessment methods
· Reviewing student appeals based on examination results and analyses
· Overseeing the development of departmental question banks

Process of Course and Syllabus Design in Educational Departments
· Course syllabi are developed by the responsible faculty member prior to the start of the academic semester and are presented to students in the first class session.
· The Head of Department reviews and approves course syllabi in accordance with the approved curriculum.
· Approved syllabi are forwarded by the departmental officer to the Faculty EDO (Educational Development Office).
· The Faculty EDO reviews the overall structure of the syllabus based on standards issued by the EDC (Educational Development Center) and, upon approval, submits it to the Faculty Vice Chancellor for Education.
· Finalized and updated syllabi are uploaded to the faculty website prior to course registration.

Informing Students about Assessment Methods
· Student assessment methods are clearly specified in the course syllabus and communicated to students at the beginning of the semester and during the first class session by the course instructor.

Student Assessment Methods by Course
Preparatory English 1 & 2 (3 Credits – Theoretical)
Target Group: Undergraduate and Professional Doctorate Students
· Final multiple-choice exam
· Midterm multiple-choice exam
· Oral and written quizzes throughout the semester
· Continuous assignments
· Oral presentations
· Participation in class discussions
· Individual and group classroom activities
General English (2 Credits – Theoretical)
Target Group: Undergraduate and Professional Doctorate Students
· Final multiple-choice exam
· Midterm multiple-choice exam
· Oral and written quizzes throughout the semester
· Continuous assignments
· Oral presentations
· Participation in class discussions
· Individual and group classroom activities
Specialized English (2 Credits – Theoretical)
Target Group: Undergraduate Students
· Midterm and final multiple-choice exams
· Continuous quizzes and assignments
· Oral presentations
· Class participation
Professional Ethics and Law (2 Credits – Theoretical)
Target Group: Undergraduate and Professional Doctorate Students
· Continuous and active class participation
· Final practical examination based on course content
Physical Education I & II (2 Credits – Practical)
Target Group: Undergraduate and Professional Doctorate Students
· Regular and active attendance
· Final practical examination
Sociology and Anthropology (2 Credits – Theoretical, Faculty of Pharmacy)
Target Group: Professional Doctorate Students
· Scientific participation or project presentation: 2 points
· Regular attendance (1 session absence = 1.5 points)
· Remaining score allocated to written examination
Medical Sociology (2 Credits – Theoretical, Faculty of Medicine)
Target Group: Professional Doctorate Students
· Attendance: 1.5 points
· Class participation: 1.5 points
· Research presentation (based on quality)
· Multiple-choice written examination
General Persian Language (2 Credits – Theoretical)
Target Group: Undergraduate and Professional Doctorate Students
· Final exam: 15 points
· Research and assignments: 4 points
· Class participation and effective attendance: 1 point
Statistics (2 Credits – Theoretical)
Target Group: Undergraduate Students
· Midterm exam (problem-solving and descriptive): 5 points
· Attendance and participation: 2 points
· Final written exam (descriptive and problem-solving): 13 points

Examination Blueprint Development Process
· At the end of each semester, guidelines and standard formats for examination blueprints are distributed by the Head of Department.
· Course instructors prepare and submit blueprints to the department.
· Following exams and quantitative analysis, qualitative analyses are conducted to assess alignment with the blueprint and course objectives.
· Exams that do not align with curriculum standards or taxonomic levels are returned to instructors with feedback for revision.

Principles of Question Design and Exam Administration
· Exam questions are designed based on approved curricula, lesson plans, Millman’s checklist, and the examination blueprint.
· Exam questions are reviewed by the Head of Department and returned for revision if necessary.
· Exam scheduling and invigilation are coordinated by the Education Office.
· Instructors must report any irregularities or violations during exams.
· Questions must be submitted at least three days prior to the exam.
· Question duplication should be completed at least 24 hours before the exam.
· Instructors may submit questions directly to the Examination Center.
· Exam duration is determined by the instructor based on question type and number.

Score Weighting of Assessments
· Midterm exams: 20–25%
· Final exams: 60–70%
· Class activities and assignments: 10–15%
(Adjustable based on course type and curriculum approval)
Score Distribution Table
· Midterm exams: 4–5 points
· Class participation and assignments: 2–3 points
· Final exam: 12–14 points

Announcement of Examination Results
· Course coordinators must enter provisional grades into the system within 10 days of the exam.
· Final grades are confirmed after a 72-hour appeal period.
· Semester assessment results are reported to the Faculty Education Council.

Student Appeal Procedure
· Appeals must be submitted via the Hamava system within 72 hours of grade publication.
· Instructors must respond within 72 hours.
· If unresolved, written appeals are reviewed by the department.
· Revised grades, if approved, are forwarded to the Faculty Vice Chancellor for Education.
· Appeals regarding exam procedures are escalated to the University Education Office with documentation.

Archiving of Examination Records
· Examination records, including questions and grades, are retained for two years by the departmental education officer.

Quantitative and Qualitative Analysis of Exam Questions
· All multiple-choice exams undergo quantitative analysis followed by qualitative review.
· Descriptive exams are analyzed qualitatively at the departmental level.
· Analyses are conducted based on blueprint alignment and Millman’s checklist.
· Comprehensive reports are submitted to the Faculty EDO.

Feedback on Examination Results
· Results are communicated to course instructors, department heads, EDO, and the Faculty Vice Chancellor for Education.
· The Faculty Examination Committee reviews problematic questions and provides corrective feedback.

Revision of Problematic Questions
· The Head of Department reports problematic questions with detailed justification and recommendations.
· The Examination Committee determines corrective measures for current grading and informs instructors.

Development and Maintenance of Question Banks
· Each instructor is responsible for maintaining a secure question bank for their course.
· Emergency access to question banks is coordinated through the Head of Department.
· For virtual examinations, randomized question banks with equivalent difficulty levels must be developed to ensure exam integrity.


