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Anonymous Marking  
Guidance for staff 
 
Introduction 
 
In December 2015 the University’s Anonymous Marking Policy was approved for full implementation from 
the start of the 2016-17 academic year. Colleges were encouraged to engage with the policy during the 
summer term 2015-16 where possible. The policy is available on the Course Regulations internet page and 
the staff intranet. Anonymous marking is a process designed to eliminate the potential for both conscious 
and unconscious bias on the part of the examiners; to protect them from accusations of bias and 
discrimination; and to reassure students that the process is fair and impartial. The principle is that all non-
exempted work is anonymous at the point of initial marking and double marking. For practical reasons full 
information will be available to the administrative processes that take place after marking has been carried 
out and names will not be obscured from Exam Boards, Extenuating Circumstances Panels, Appeals 
Panels, Complaints investigations etc.  
 
This guidance document is designed to support staff in implementing the Anonymous Marking Policy for 
online and hard copy submissions. There is step-by-step guidance on setting assignments up to be marked 
anonymously in Turnitin and Moodle Assignment, marking work, and feeding back to students using the 
Online Assessment Tool (OAT). There is also recommended text for inclusion in Assessment Briefs to 
support students in submitting their work in a way that facilitates anonymous marking. Finally there is 
recommended text for inclusion in Assessment Briefs where it has been agreed that an assignment will not 
be anonymously marked.  
 

Using this guidance document 
 
The process for setting up the anonymous marking features and the guidance for students varies 
depending upon the submission platform that will be used. This guidance document is structured based on 
the submission platforms themselves so you will find everything you need to know about informing 
students, setting up the system and marking work in Turnitin (Section 1) or Moodle Assignment (Section 2) 
depending upon which platform will be used. If feedback will be provided via OAT (Section 3) the 
anonymous marking feature must be enabled in that system also. Guidance that applies to hard copy 
submissions is included separately (Section 4). There is information on what to tell students when an 
assessment will not be anonymously marked (Section 5) and specific guidance related to students with 
extended deadlines due to accommodated assessment arrangements (Section 6). Finally there is a 
Frequently Asked Questions section (Section 7) section to provide information on the common queries 
related to anonymous marking.  
 
 

  

http://www.arts.ac.uk/study-at-ual/academic-regulations/course-regulations/3-assessment/fair-assessment/
https://myintranet.arts.ac.uk/staffonly/policies-regulations/assessment-information-for-staff/marking/
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1. Turnitin 
 
1.1 Guidance for inclusion in Assessment Briefs  
 
In order to ensure that students are not identifiable by name they must be given clear instructions on how to 
submit their work. We recommend that the following guidance is included in the Assessment Brief (or 
communicated to students in advance of the assessment deadline if briefs have already been issued): 
 
‘Your work for this assignment will be marked anonymously. This means that your name must not be 
included anywhere on the work you submit for assessment. Your Anonymous ID Number should be used 
to identify you on your work. Your Anonymous ID Number is your Student ID number without the first 
three letters of your surname. Your Student ID Number can be found on your Library card. In the below 
example the Anonymous ID Number is 12345678: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Please make sure that you do the following: 
 

1. Include your Anonymous ID Number within the document itself, for example as a header at the top 
of a Word document. Please do not include your name. 

2. When saving your work include your Anonymous ID Number in the title of the document; for 
example 12345678 Unit 6 Dissertation. Please do not include your name.  

3. When submitting your work in Turnitin ensure that the Submission Title includes only your 
Anonymous ID number and the title of the work; for example 12345678 Unit 6 Dissertation. Please 
do not include your name.’ 

 
1.2 Adding a new Turnitin assignment 
 
New Turnitin assignments should be added in the normal way. To enable the anonymous marking feature  
when adding a new assignment click on the drop down menu next to ‘Anonymous Marking’ and select ‘Yes’ 
 

 

 

Anne 
Nonymous 

                              S T U D E N T  

Student ID   : NON12345678 
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1.3 Post Date 
 
The Post Date is the date at which marks and feedback are released to students. The Post Date is also 
the date at which anonymity is automatically switched off and the names of students who have 
submitted work will become visible in Turnitin.  
 
In order to mark anonymously marking must be completed before the Post Date. Therefore the Post 
Date should be set as late as possible to allow anonymous marking to take place and this should be taken 
in to account when setting up the Turnitin assignment:  
 

 
The Post Date can be ammended at a later date if necessary within the Summary tab by clicking on the 
yellow pencil ‘Edit’ button: 
 

 
 
1.4 Student Submission 
 
The following screenshot shows the ‘My Submissions’ tab that students will complete when submitting a 
piece of work. Students must complete the ‘Submision Title’ using their Anonymous ID Number and the title 
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of the unit. The name of the file the students attach should also include only their Anonymous ID Number 
and the title of the unit: 

 
 

1.5 Submission Inbox 
 
The work will appear in the markers Submission Inbox listed by Submission Title and marked ‘Anonymous 
Marking Enabled’:  

 
 

1.6 Grade Mark 
 
Grade Mark must be used to anonymously mark work submitted through Turnitin and marking must be 
complete before the Post Date. The title the student entered in to the Submission Title field will show up as 
the title of the piece of work in Grade Mark. The title should include the Anonymous Student ID and the 
work will be listed as submitted by ‘Anonymous’. Otherwise Grade Mark will appear and function as normal: 
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To download submitted documents for printing click on the title of the document within the Submission 
Inbox tab. This will open the document in GradeMark:  
  

 
 
In the bottom left hand corner of the opened page there is a ‘Print/Download’ button which will allow you to 
print the document for marking outside of the system: 
 

 
 
1.7 Revealing student names after marking 
 
When one student has submitted work the Anonymous Marking feature cannot be turned off in the 
settings. However the anonymous marking feature can be turned off for a student individually after 
submission and before the Post Date. This feature should only be used to resolve specific issues and 
following consultation with the Assessment and Quality team.  
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2. Moodle Assignment  
 
2.1 Guidance for inclusion in Assessment Briefs 
 
When submitting through Moodle Assignment students should be provided with the following information on 
the Assessment Brief (or this information should be communicated to students in advance of the 
assessment deadline if briefs have already been issued): 
 
Fair Assessment 
 
The University has robust processes in place to make sure that assessment is fair for all students and you 
can find out more on the Fair Assessment webpage http://www.arts.ac.uk/study-at-ual/academic-
regulations/course-regulations/3-assessment/fair-assessment/’ 
 
As part of its approach to fair assessment the University has an Anonymous Marking Policy which means 
that for some assignments, where this is appropriate, the marker will not know the name of the student 
whose work they are marking.  
 
Your work for this assignment will be marked anonymously. This means that your name must not be 
included anywhere on the work you submit for assessment. Your Anonymous ID Number should be used 
to identify you on your work. Your Anonymous ID Number is your Student ID number without the first 
three letters of your surname. Your Student ID Number can be found on your Library card. In the below 
example the Anonymous ID Number is 12345678: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Please make sure that you do the following: 
 

1. Include your Anonymous ID Number within the document itself, for example as a header at the top 
of a Word document. Please do not include your name. 

2. When saving your work include your Anonymous ID Number in the title of the document; for 
example 12345678 Unit 6 Dissertation. Please do not include your name. 

 
2.2 Adding a new assignment 
 
Add a new assignment as normal and then click on ‘Expand all’ in the top right hand corner of the page. 
Scroll to the Grade section at the bottom of the expanded page, click on the drop down menu next to 
‘Anonymous Marking’ and select ‘Yes’  
 

 

 

Anne 
Nonymous 

                              S T U D E N T  

Student ID   : NON12345678 

http://www.arts.ac.uk/study-at-ual/academic-regulations/course-regulations/3-assessment/fair-assessment/
http://www.arts.ac.uk/study-at-ual/academic-regulations/course-regulations/3-assessment/fair-assessment/
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2.3 Submission Inbox 
 
When the anonymous marking function is enabled in Moodle Assignment the system allocates students a 
random ‘Participant Number’. If students have correctly labelled their work their Student ID Number will be 
included in the title of the document in the ‘File submissions’ column. The document can be downloaded as 
normal. Where students have not submitted work this will be flagged in the ‘Status’ column as normal and 
the names of those students can be revealed when all submissions have been marked.  
 

 
 
2.4 Revealing student names after marking 
  

Once the marking process is complete (including internal moderation) 
student names can be revealed by selecting ‘Reveal student 
identities’ in the left hand Administration menu. You will be asked to 
confirm that you wish to do this as it cannot be undone. Once the 
student identities have been revealed the marks will be released to 
the gradebook. 
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3. Online Assessment Tool (OAT) 
 

3.1 Enabling the anonymous marking feature 
 
In Assessment Settings click on the drop down menu next to the Anonymous Marking Option and select 
‘Enabled’ to turn anonymous marking on for that assessment element.   

  
 
The word ‘Anonymous’ will now show in red next to the assessment element.  
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3.2 Student List 
 
The below screenshots show how the student list will appear when an assessment is to be marked 
anonymously (on the right) in comparison to the way in which it would normally appear (on the left). When 
an assessment is to be marked anonymously the Student ID will not include the letters and students name 
will be replaced with ‘Anonymous Candidate’. Students will be listed in numerical order by the numbers in 
their Student ID.  
 
Normal marking      Anonymous marking  

 

3.3 Assessment Feedback Form  
 
The below screenshots show how the Assessment Feedback Form will appear to staff when an 
assessment is to be marked anonymously (the bottom image) in comparison to the way in which it would 
normally appear (the top image). When an assessment has been marked anonymously the Student Name 
will be replaced with ‘Anonymous Candidate’ and the Student ID will appear without letters.  
 
Normal marking 
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Anonymous marking 

 
 

4. Coversheets 
 
4.1 Coversheets for electronic submission 
 
Where students are asked to submit electronically and include a coversheet, the coversheet must ask 
for their Anonymous ID number and not their name. An example coversheet for electronic submissions 
is available on the Assessment Information for Staff intranet page. 

 
4.2 Coversheets for hard copy submissions  
 
An example coversheet for hard copy submissions is available on the Assessment Information for 
Staff intranet page. The coversheet informs students that their work will be anonymously marked and 
asks them to include their name in a section in the top right hand corner which should then be folded 
over and stapled upon receipt to conceal the name from the marker. 
 
Where students are submitting work in hard copy the Assessment Brief must give clear instructions on 
how they should ensure it can be anonymously marked: 

 
Fair Assessment 

 
The University has robust processes in place to make sure that assessment is fair for all students and 
you can find out more on the Fair Assessment webpage http://www.arts.ac.uk/study-at-ual/academic-
regulations/course-regulations/3-assessment/fair-assessment/ 

 
As part of its approach to fair assessment the University has an Anonymous Marking Policy which 
means that for some assignments, where this is appropriate, the marker will not know the name of the 
student whose work they are marking.  
 
Your work for this assignment will be marked anonymously. This means that your name must not be 
included anywhere on the work you submit for assessment. Your Anonymous ID Number should be 
used to identify you on your work. Your Anonymous ID Number is your Student ID number without 
the first three letters of your surname. Your Student ID Number can be found on your Library card. In 
the below example the Anonymous ID Number is 12345678: 

 

https://myintranet.arts.ac.uk/staffonly/policies-regulations/assessment-information-for-staff/marking/
https://myintranet.arts.ac.uk/staffonly/policies-regulations/assessment-information-for-staff/marking/
https://myintranet.arts.ac.uk/staffonly/policies-regulations/assessment-information-for-staff/marking/
http://www.arts.ac.uk/study-at-ual/academic-regulations/course-regulations/3-assessment/fair-assessment/
http://www.arts.ac.uk/study-at-ual/academic-regulations/course-regulations/3-assessment/fair-assessment/
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Please make sure that you do the following: 
 

1. Include your Anonymous ID Number within the document itself, for example as a header at the top 
of a Word document. Please do not include your name. 

2. Follow the instrictions on the Coversheet so that your name is only included in the top right hand 
corner of the page where it will be concealed from the marker.  
 

 

5. Students with extended deadlines for accommodated assessment 
 
The Anonymous Marking Policy applies to all students. However there may be circumstances in which the 
reasonable adjustments that are in place for a disabled student prevent their work from being marked 
anonymously. These cases should be considered on an individual basis with guidance available from the 
Disability Service.  
 
In order to prevent students being marked as non-submissions because the assignment is anonymously 
marked a final check should be carried out for students with extended deadlines before OAT feedback is 
published. When marking is complete for students that submitted to the original deadline, the anonymous 
marking feature can be switched off. This will happen automatically in Turnitin when the Post Date has 
passed. At this point it will be clear which students have not submitted work and records can be checked to 
see which students have extended deadlines to ensure that they are not marked as non-submissions. 
 
Assessment and Quality is working with the elearning team to put in place a system which allows specified 
members of administrative staff access to student names when the anonymous marking features are 
enabled. When it is implemented this should help to resolve issues identifying those students who have 
extended deadlines. In the meantime elearning-support@arts.ac.uk can be contacted for assistance 
identifying individual students if necessary. 
 

6. Informing students that an assessment will not be anonymously marked 
 
Students must be informed if an assessment will not be anonymously marked and the Assessment Brief 
must clearly explain the reasons for this. Please ensure that the following text is included in the 
Assessment Brief together with a link to the Fair Assessment webpage which provides students with 
information on all of the processes in place to ensure fairness in assessment: 
 
'Fair Assessment 
 
The University has robust processes in place to make sure that assessment is fair for all students and you 
can find out more on the Fair Assessment webpage http://www.arts.ac.uk/study-at-ual/academic-
regulations/course-regulations/3-assessment/fair-assessment/’ 
 

 

 

Anne 
Nonymous 

                              S T U D E N T  

Student ID   : NON12345678 

mailto:elearning-support@arts.ac.uk
http://www.arts.ac.uk/study-at-ual/academic-regulations/course-regulations/3-assessment/fair-assessment/
http://www.arts.ac.uk/study-at-ual/academic-regulations/course-regulations/3-assessment/fair-assessment/
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As part of its approach to fair assessment the University has an Anonymous Marking Policy which means 
that for some assignments, where this is appropriate, the marker will not know the name of the student 
whose work they are marking. This assessment will not be anonymously marked because [insert brief 
summary of reason e.g ‘... it is a group assessment where the work of others contributes to the final 
mark’ or ‘…it is an observed assessment where you will present your work in person in front of the 
examiners.’ etc] However internal moderation and all other elements of the assessment process will 
remain in place for this assignment to make sure the assessment is fair, accurate and consistent for all 
students.  
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7. Frequently Asked Questions (FAQs) 
 
What is anonymous marking? 
 
Anonymous marking is a process designed to eliminate the potential for both conscious and unconscious 
bias on the part of the examiners; to protect them from accusations of bias and discrimination; and to 
reassure students that the process is fair and impartial. The principle is that all non-exempted work is 
anonymous at the point of initial marking and double marking but, for practical reasons, full information will 
be available to the administrative processes that take place after marking has been completed.  
 
Will anonymous marking be suitable for my assignment? 
 
Course teams are encouraged to explore the potential for anonymous marking of all forms of summative 
assessment. It is expected that written assignments will be anonymously marked whether they are 
submitted online or in hard copy. For other types of assessment course teams should consider the potential 
for anonymous marking in consultation with the Course Leader and with a view to marking anonymously 
wherever possible. If it is agreed that it will not be possible for a specific assessment to be anonymously 
marked there must be a clear rationale for the decision. The policy specifies a number of assessment types 
which may not be readily amenable to anonymous marking (which includes performances, presentations 
and some forms of practical work) but it is expected that course teams give due consideration to the 
potential for anonymous marking of these assessments also.  
 
The University acknowledges the crucial role that academic staff play in supporting students through the 
development of their work and it is accepted that there may be exceptional circumstances in which staff will 
be able to identify a student whose work they are purported to be anonymously marking. Whilst these 
exceptions may be unavoidable they should not undermine the Anonymous Marking Policy or prevent 
anonymous marking taking place for assessments where it is appropriate.  
 
What should I do if my assignment will not be anonymously marked? 
 
Students must be informed if an assessment will not be anonymously marked and the Assessment Brief 
must clearly explain the reasons for this. This guidance document includes recommended text for inclusion 
in Assessment Briefs where the work will not be anonymously marked and includes a link to the Fair 
Assessment webpage which provides students with information on all of the other processes in place to 
ensure fairness in assessment: 
 
How will students anonymise their work? 
 
In this guidance document there is suggested text for inclusion in Assessment Briefs that explains to 
students what they need to do to ensure their work can be anonymously marked. Students should ensure 
that their name is not included anywhere on the work or in the file name that is used to save the work. 
Instead students should identify themselves using their Anonymous ID Number, which is their Student ID 
Number without the first three letters of their surname.  
 
What happens if students do not correctly anonymise their work? 
 
Students are responsible for ensuring that they submit their work in a way that allows it to be marked 
anonymously. If students do not correctly anonymise their work, for example by including their name, the 
work will not be marked anonymously. The same marking process should be followed (i.e it is not 
necessary for anonymity to be switched off for that student) but the student’s identity will of course be 
known to the marker.  
 
How do we identify students who have not submitted or submitted work after the deadline? 
 
If students have correctly anonymised their work by including only their Anonymous ID it will be possible to 
identify students who have not submitted work, although this could be a time-consuming process. 
Alternatively once all of the submitted work has been marked the anonymous marking feature can be 
switched off to reveal student identities. In Turnitin anonymity will automatically switch off once the Post 
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Date has passed. At this point it will be possible to identify which students have not submitted work and 
which students submitted work after the deadline.  
 
How do we identify students who have extended deadlines due to disability? 
 
When marking is complete for students that submitted to the original deadline, the anonymous marking 
feature can be switched off. This will happen automatically in Turnitin when the Post Date has passed. At 
this point it will be clear which students have not submitted work and records can be checked to see which 
students have extended deadlines to ensure that they are not marked as non-submissions.  
 
What if something goes wrong? 
 
Safeguards have been built in to the system to ensure that, where any issues arise, student names can be 
linked to the work they submitted to avoid any potential material irregularities or disadvantage to students. If 
you have any difficulty using the University systems to anonymously mark please contact the e-learning 
support team elearning-support@arts.ac.uk  
 
 
 
 
 
 

mailto:elearning-support@arts.ac.uk

