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SECTION 1 - INTRODUCTION
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This Handbook has been designed as a guide for Examination Liaison Officers and other school staff to set out best practice, and give advice on regulatory matters regarding the organisation and administration of class tests.

Senate Regulations define a class test as; “A written assessment with fixed time-limit, conducted in accordance with {Senate Assessment} Regulations and which is organised by the relevant School outside of an Examination Period.”  

As a class test is under the control of the School, Registry is unable to offer the same level of support for Class Tests as it makes available for Examinations, for example, we are unable to provide invigilators, make room bookings and provide examination stationery. However, the Assessment and Graduation Team are where possible available to offer advice and answer any queries.

Class tests should be conducted in exactly the same way as examinations. The only way in which they should differ is in the way they are administered. The actual conduct in the class test and the way it is organised should be the same. It is essential therefore that class tests be run consistently across departments. 

Regulations governing class tests are similar to those governing examinations, but it is important to be aware that the timing of a student’s class test could clash with commitments to another department’s module(s).  Class tests must be conducted in the semester(s) in which the module(s) is/are completed, and may be combined with other methods of assessment. However, class tests must not be conducted within an examination period.

This Handbook provides an overview of relevant information relating to modular undergraduate schemes of study.  Other handbooks available from the Registry are;

· Examination Liaison Officer Handbook

· Examining Board Handbook

· Academic Regulations Handbook

The Regulations have also been published on the Registry’s website at http://www.cf.ac.uk/regis/sfs/regs/index.html.

 .
SECTION 2: ARRANGEMENT AND NOTIFICATION


2.1 Notice to students - students should be given at least three weeks written notice of the date of a class test.

2.2 Venue - the class test should be held in a venue that allows for adequate spacing of students, preferably with rows of seating in between each row of students.  The room should be quiet and accessible.  Should an appropriate venue not be available in your school, please contact Room Bookings on ext. 74057/74815 (prefix 01798 if calling from Heath Park Campus). Information on booking pool rooms is available on the web at http://www.cardiff.ac.uk/estat/roombookings/index.html. Email Roombooking@cf.ac.uk.
2.3 Invigilation Ratio - departments need to arrange appropriate invigilation for the class test.  There will need to be a minimum of 2 invigilators per class test, in order to ensure adequate supervision and deal with any emergencies. Should the class test be large, there will need to be an additional invigilator for every 50 students over 100. 

e.g.    
1-100
=
2 invigilators


101-150 =
3 invigilators


151-200 =
4 invigilators
 etc

(See also Section 4 on The Role of Invigilators)

2.4 Attendance Registers - it is extremely important to record the names and numbers of all the students sitting the class test.  An example of best practice is that each candidate is asked to complete an attendance slip, which is then handed in to the Invigilator, who should tick off each student in attendance on the class list.  Attendance registers should be kept separate from the students' completed scripts. This way if scripts are misplaced the attendance registers can be used to determine presence at the class test.

SECTION 3: CONDUCT OF STUDENTS 


3.1
Late arrivals – no student will be permitted to enter a class test venue forty-five minutes or more following the commencement of the class test, and no additional time will be granted to a student starting a class test later than its commencement.

3.2
Personal belongings and equipment – all students should be required to leave all coats and bags in a designated place in the class test venue.  Any pencil cases or other receptacles should not be taken to desks unless they are made from a transparent material which permits the contents of the receptacle to be seen.  Each student must place his/her University identification card on his or her desk for the duration of the class test.
3.3
Use of electronic aids – the use of calculators is permitted in all class tests unless a Head of School has indicated otherwise to the students in writing at the beginning of the session.  No other electronic aids are permitted in a class test unless agreed by the Superintendent in writing.  Calculators permitted must be noiseless, battery- or solar-powered and must not be pre-programmed or have an alphabetic keyboard. Students may be required to demonstrate to an invigilator that calculators have not been pre programmed.
3.4
Dictionaries – the use of non-electronic translation dictionaries between English or Welsh and another language bearing an appropriate dated departmental stamp are permitted in all class-tests where this is indicated by the rubric. The use of electronic dictionaries is not permitted, unless approved by the Superintendent of Examinations as part of a Specific Provision.
3.5
Class Test stationery – each student shall be required to complete the appropriate examination stationery in accordance with the instruction of the Senior Invigilator prior to the commencement of the class test.  All answers and any rough work must be completed in the stationery provided and written legibly.  No student may turn over the first page of a class test paper until permitted to do so by the Senior Invigilator.
3.6
Communication – no student will be permitted to communicate with any other student in a class test venue, prior to, during, or at the end of a class test on any matter or in any way whatsoever.
3.7
End of the Class Test – when the Senior Invigilator announces the end of the class test, the students will be required to stop writing immediately, and to remain seated in silence until permitted to leave the venue by the Senior Invigilator.
3.8
Leaving the Class Test venue – no student shall be permitted to leave the class test venue during the first 60 minutes or last 30 minutes of a class test.  This means that for tests of 1.5 hours duration or less, no students may be permitted to leave the venue at all. This does not apply to Specific Provision students, who may leave for cloakroom breaks, or, if their provision requires them to stand and stretch or walk around.
SECTION 4: THE ROLE OF THE INVIGILATOR


4.1
Examination stationery – prior to the start of the class test, Invigilators should ensure that all class test papers, answer books and other class test stationery are placed on the appropriate desks in accordance with seating arrangements.  
4.2
Checking of equipment – Invigilators must ensure that students leave all coats and bags outside the class test venue or in a designated place, and check that students have not taken pencil cases or other receptacles to their desks, unless the receptacle is made from a transparent material.  Any textbooks must be checked in line with the instructions for the class test as regards the rules of annotation and unmarked copies of textbooks.  Dictionaries and calculators should also be checked.
4.3
Instructions to students – immediately prior to the start of the class test, students should be instructed by the Senior Invigilator of the procedures to be operated in the class test venue. (For an example of an announcement used by Invigilators in examinations, please see Appendix A).  Students should be informed that they will not be permitted to leave the test venue unattended until 60 minutes has lapsed, and will be informed when only 30 minutes of assessment time remains, after which time, no student will be allowed to leave the venue unless authorised by the Senior Invigilator.
4.4
Attendance slips – after the test has commenced, attendance slips should be collected and attendance registers marked.
4.5
Supervision of students – maintain a constant supervision over students, and ensure that any incidents which may have affected the performance of one or more students are recorded and reported.  (For an example of the form used by invigilators in examinations please see Appendix B.) Ensure that the Unfair Practice Procedure is followed if any students are suspected of unfair practice, and that such cases are reported to the Superintendent. (See section 8 and Appendix B).
4.6
Temporary leave from class test venue – ensure that a record is kept of all students who temporarily leave a class test venue (to go to the cloakroom), and that the time and duration is recorded. (For an example of the form used by invigilators in examinations please see Appendix D.) Any student who leaves the venue unattended is not permitted to be re-admitted to the venue. Students may not leave the venue for cigarette breaks.
4.7
Collection of scripts – at the end of the class test, ensure that all scripts are collected and that care is taken to ensure that no student leaves the venue until permitted to do so by the Senior Invigilator.  Check that the number of scripts collected corresponds exactly with the number of students sitting the examination.  All scripts must be accounted for.  Scripts should either be collected by Convenors of Examining Boards, or delivered to an agreed member of staff.
SECTION 5: SPECIFIC PROVISION


5.1
Applying for Specific Provision – a student requiring Specific Provision for his/her class tests shall submit a written application using the appropriate form, supported by documentary evidence, to the Disability & Dyslexia Service. If appropriate documentary evidence is not provided, the application will be disregarded. The Disability & Dyslexia Service will meet with the student and then forward the completed form to the Superintendent of Exams. Should a student’s circumstances be permanent or prolonged, and identified prior to the start of the session, a written application should be submitted by the end of week two of the Autumn Semester. School Disability Contacts and Academic Administrators will be notified of students permitted Specific Provision. If approval has not been granted for Specific Provision, then students cannot be permitted Specific Provision or extra time.

5.2
The decision of the Superintendent – the Superintendent of Examinations shall have the final decision regarding approval of an application for Specific Provision, and the type of provision to be made available to the student.  
5.3
Unapproved applications – if the Superintendent decides not to approve Specific Provision, he/she will inform the student and will copy the correspondence to the Head of School. The Head of School should then report the circumstances/pass the correspondence to the Examining Board/Extenuating Circumstances Sub-Group, if appropriate.  

5.4
Approval of applications – if the Superintendent decides to approve a Specific Provision application, he/she shall inform the student in writing of the provision he/she will receive. This correspondence is copied to School Disability Contacts and Academic Administrators. A copy of the documentary evidence provided by the student in support of his/her application is also copied to the department. If appropriate this information should be reported/passed to the Examining Board/Extenuating Circumstances Sub-Group.

5.5
Notification of Specific Provision - the School Disability Contacts and Academic Administrators will be informed of the students granted Specific Provision, and will be obliged to make arrangements accordingly.  Remember to check on the timings of class tests and allow adequate time for the Specific Provision of extra time to be given to such candidates.  Should the same class test be taking place in more than one venue due to Specific Provision, remember to check that the tests run at the same time.

5.6
Review of Specific Provisions – if a student feels that the notified arrangements do not provide for their individual needs, they can request a review of their case. This should be made in writing, stating the reasons for requesting a review and should be submitted via the Director of Registry, Governance & Students Directorate.  The review will be undertaken by a Pro Vice Chancellor who has had no previous connection with the case and who is not a member of the School concerned.  As part of the review all information provided by the student, the School and the Superintendent as appropriate will be considered by the Pro Vice-Chancellor.  This process may also include a face-to-face meeting with the relevant parties if this is felt to be appropriate.  At the conclusion of the review, the Pro Vice-Chancellor will confirm the outcome in writing to all the relevant parties.  The Pro Vice-Chancellor may alter the arrangements previously approved, where this is found to be appropriate.
5.7    
Class tests through the medium of Welsh - any student who wishes to be examined in a class test through the medium of Welsh should inform their Head of School no later than Week 5 of each semester.

5.8 
Absence from Class Tests on Religious grounds - any student who anticipates being unable to sit a class test on certain days due to religious grounds should forward a written request by the end of Week 5 of each semester, to their Head of School, including the reasons for being unable to sit the class test.
5.9
Distant Venues – students are not permitted to sit class tests in distant venues (outside Cardiff), as class tests are strictly internal forms of assessment.
SECTION 6: INVIGILATING FOR SPECIFIC PROVISION STUDENTS

6.1
There are many circumstances qualifying for consideration of Specific Provision. The most common include dyslexia, visual impairment, hearing impairment, physical impairment, short-term and long-term medical conditions.
6.2
Dyslexia – students may be permitted additional time, the use of a Scribe (Amanuensis), word processor, or other appropriate means.  A report from a qualified Educational Psychologist or other approved person, which is dated after 1985 and carried out after the student was aged 16 years, must be submitted with the application. Any applications submitted for Specific Provision in the case of dyslexia that have not previously been considered will be forwarded to the University’s Dyslexia Resource Centre who will advise on the type of Specific Provision required.
6.3
Visual impairment – students may be permitted extra time and/or the use of a Scribe (Amanuensis), word processor, or other appropriate equipment, and, where appropriate, the typeface on the class test paper shall be enlarged. 
6.4
Hearing Impairment – students may ask that any announcements made during a class test are issued in a written format.
6.5
How does an Alternative Venue differ?

Alternative venues differ from the main venues in that it they are usually smaller and finishing times will vary. Unlike in the main venue, students will be able to go to the cloakroom in the first hour or last half an hour.  

6.6
Extra time in Class Tests
Check you are aware of each student’s agreed provision and their finish times and ensure that this is communicated to Specific Provision students. Students’ provisions may allow extra time for a variety of reasons. Students who have extra time specifically for rest breaks must take this time for breaks and not use it for writing. 
Students should receive the same provision in a class test as they do in an exam, you are not authorised to make any alterations/additions to a student’s documented provision. If amendments are needed these should be agreed in writing by the Disability & Dyslexia Service and the Superintendent of Exams.
6.7
Students requiring Readers or Scribes should be placed in a separate room to the main body of students sitting the class test. A reader or Scribe should be allocated on a 1:1 basis to work with the student requiring this provision. Another Invigilator should be on hand to supervise proceedings.
6.8
Duties of the Reader
Should an Invigilator be required to act as a Reader, do not assume that the provision is required at all times. Ask the student how he/she would like to proceed. 

A Reader’s task is to read out the questions, not to paraphrase/explain questions, explain what words mean, offer personal opinions or check the answers. You must not indicate (verbally or through body language/facial expression) any response to their answers. Readers must remain professional and impartial at all times.  

You may inform the student when there are 30 minutes (15 minutes for a 1 hour exam) remaining as many students with visual impairments or severe dyslexia find this extremely beneficial. You should not, however, indicate the amount of time to be spent on each question or prompt them to move onto the next question, as they are responsible for their own timekeeping. 

6.9
Duties of the Scribe
A Scribe’s task is to record the student’s dictated answers word for word and enable the student to check the answers and make any amendments they request. You must not clarify questions, offer explanations or personal opinions; check answers or indicate (verbally or through body language/facial expression) any response to their answers.  Scribes must remain professional and impartial at all times. 

You may inform the student when there are 30 minutes (15 minutes for a 1 hour exam) remaining as many students with visual impairments or severe dyslexia find this extremely beneficial. You should not, however, indicate the amount of time to be spent on each question or prompt them to move onto the next question, as they are responsible for their own timekeeping. 

Should you be required to act as a Scribe, it is important that you are able to write legibly and accurately [or type accurately if a typing Scribe is required]. 

Read through the assessment paper before the student arrives so that you are aware of the subject, possible queries on the instructions and potential unusual spelling.

When the student arrives they are usually quite anxious about having a scribe so introduce yourself and try to put them at ease. If you have not met the student before, talk to them generally in order to determine if they have any dialect in their speech with which you can become familiar before commencing scribing. This process prevents having to stop them during their dictation because you might not understand what they have said. This can be quite annoying for them as it can break their train of thought.

Before the exam starts, discuss your role with the student and answer any questions they may have. Ask the student how he/she would like to proceed.  If the student is dictating their answers too fast, ask the student to slow down.

Lay out the desk with the student on your writing-hand side in order that they can easily read what you are writing. Or if typing, so that the student can read from the screen easily (or you could be asked to print out your work at regular intervals for the student to read).

Provide the student a spare answer book and explain to them that it is for any notes or plans they may wish to make during the exam but that it will be submitted with the completed answer book at the end of the exam. Give one question paper to the student and keep the other one close by for reference for unfamiliar names etc.

The student may ask you to recap what has been written and ask you to make some amendments.

SECTION 7: HANDLING OF SCRIPTS 


7.1
Storing and Collection - All scripts, including rough work, should be collected as soon as the class test ends, and stored in a secure place within the department.  Never leave scripts unattended.

7.2
Provisional Marks - Provisional marks for class tests should be recorded as soon as possible in a separate place, such as on the attendance registers to counteract a possible situation whereby scripts are lost or destroyed.

7.3
Retention of Scripts - All scripts should be retained for a year and a day, following the meeting of the Examining Board, in case of queries or appeals.

In addition the Quality Assurance Agency for Higher Education advises institutions in its Code of Practice, ‘Assessment of Students’, to consider “maintaining and using an archive of sample marked scripts in all subject areas” in order to periodically evaluate the maintenance and development of academic standards.

SECTION 8: UNFAIR PRACTICE


8.1
Definition of Unfair Practice 
It is unfair practice to commit any act whereby a person might obtain for him/herself or for another, an un-permitted advantage or a higher mark or grade than his/her abilities would otherwise secure. Unfair practice can take one or more of a number of forms, including:

· the introduction of any unauthorised source of information into any examination room and/or associated facilities;

· copying from or communication with any person in an examination room and/or associated facilities, except as authorised by an invigilator;

· communication electronically with any other person;

· impersonating an examination student or allow oneself to be impersonated.

8.2
Unfair Practice in a Class Test Venue
An invigilator who considers, or suspects, that a student is engaging in an unfair practice shall inform such a student, preferably in the presence of a witness, that the circumstances will be reported and that the student may continue that and any subsequent examinations without prejudice to any decision which may be taken. Failure to so inform such a student shall not prejudice subsequent proceedings.
Where appropriate, the Invigilator shall confiscate and retain evidence relating to any alleged unfair examination practice, so that it is available to any subsequent investigations. In examinations the Invigilator shall as soon as possible inform the Senior Invigilator. The Senior Invigilator shall report the circumstances in writing to the Superintendent (for an example of the form used by invigilators in examinations please see Appendix C) who shall forward copies of correspondence to the Chair of the relevant Examining Board.

SECTION 9: EXTENUATING CIRCUMSTANCES


9.1
Reporting of Extenuating Circumstances – a student shall report in writing any Extenuating Circumstances which may have had an effect on his/her performance in a class test to the Chair of his/her Programme or Subject Examining Board as soon as the circumstances arise, and, where possible, before the class test is due to be taken.  The report shall be supported by documentary evidence.  

9.2
Reporting of Extenuating Circumstances in a class test – if any Extenuating Circumstances arise in a class test, the student should report the circumstances to an invigilator. The Senior Invigilator shall then report the circumstances in writing to the Chair of the Programme or Subject Examining Board.  

9.3
Reporting of all Extenuating Circumstances to the Examination Board/ Extenuating Circumstances Sub-Group - The Chair of the Programme or Subject Examining Board shall report all Extenuating Circumstances to the Examining Board or, where appointed, to the Extenuating Circumstances Sub-group, either of which may decide to disregard the circumstances if appropriate documentary evidence is not supplied.  

9.4
Where Extenuating Circumstances have been reported
If a student: 

· is absent from all or any part of an examination or class test; or 

· has been present at an examination or class test and Extenuating Circumstances have been reported, the Chair of the Programme or Subject Examining Board shall either:

(i) seek the approval of the Academic Standards and Quality Committee, or its Chair, for the setting of a supplementary class test or special oral examination, which shall be held before the meeting of the Programme or Subject Examining Board concerned. (This shall be done by putting a request in writing to the examination section giving the name of the student, the module code and title of the class test missed and the reason why, along with any documentary evidence); or

(ii)   
refer the matter to the Programme or Subject Examining Board on the grounds   that: 

· the holding of a supplementary examination, class test or special oral examination before the meeting of the Programme or Subject Examining Board is inappropriate or impractical; or 

· the Extenuating Circumstances as reported are not sufficient to warrant the setting of a supplementary class test or special oral examination.

The Chair of the Programme or Subject Examining Board, or his/her nominee, shall inform the student in writing of his/her decision and report his/her actions to the Programme or Subject Examining Board.
If a case of absence from a class test has been referred to a Programme or Composite Examining Board and the Examining Board is satisfied that there are reasonable Extenuating Circumstances, it shall, 

· permit the student to sit the class test as a first attempt at the next occasion on which the class test is scheduled to take place; or
· permit the student to progress without assessment, or where appropriate, recommend that the student be awarded the qualification without further assessment. Where an Examining Board exercises either of these options the student may be awarded a mark for a series of assignments up to a limit of 25% of any one module, up to a maximum of 5% of the total marks possible for obtaining 120 credits at that level or

· recommend that the student shall receive an aegrotat award. Students who are awarded an aegrotat award shall receive credit for those modules pursued.
If a case of absence from a class test has been referred to a Programme or Composite Examining Board and the Examining Board is not satisfied that there are reasonable Extenuating Circumstances it shall award a mark of zero for the class test.

9.5     No Extenuating Circumstances reported - If a student is absent from all or part of a class test and no Extenuating Circumstances have been reported, he/she will be awarded a mark of zero for all or that part of the class test which has been missed

9.6
Supplementary papers – A supplementary paper for a class test cannot be set for a student without the prior approval of the Chair of the Academic Standards and Quality Committee.
SECTION 10: PROVISION OF ANSWER BOOKS FOR CLASS TESTS


10.1
Where to order answer booklets for class tests 

Should you require answer books, please contact the Exams Section (ext. 75019) who will be able to order answer booklets for you. Remember that the more you order the cheaper it will be therefore it is good practice for one person to order in bulk on behalf of the school. You may also wish to liaise with other schools in the university as if more than one school placed an order in conjunction with one another the cost would be cheaper again.
SECTION 11: APPENDICES 

APPENDIX A – SENIOR INVIGILATOR ANNOUNCEMENT TO STUDENTS

1. TO BE READ TO STUDENTS ONCE SEATED

Please listen carefully as I am now going to outline some important information:-
· You are now under exam conditions and must remain silent.

· Unfair Practice is when a student tries to dishonestly gain higher marks than other students in an exam by cheating.  Students who do this will be reported and Unfair Practice procedures will follow.

· You commit Unfair Practice if you do any of the following: open the question paper or write in your answer book before the exam has started, use non-permitted materials, try to talk to other students or attempt to continue writing once all students have been told to stop writing.

· If you have a mobile phone, revision notes or any other unauthorised materials on your person, please raise your hand now and these will be collected.  They will be returned to you at the end of the exam.

· Only transparent pencil cases are permitted. If you have a dictionary with you it must not have any writing inside it and the inside cover should display a departmental stamp. 

· You can only have a bottle of water (or other non-fizzy drink) on your desk. 

· Your Student ID Card must be displayed face up on your desk for inspection.

· Bags and coats must be left in the designated area along with mobile phones (which must be switched off). If a mobile phone rings during the exam, the bag/coat containing the phone will be removed from the room.
2. TO BE READ TO STUDENTS 2 MINUTES BEFORE THE EXAM STARTS
Before we start, please take note of the following information:-
· Complete the attendance slip, making sure that you include your desk number.

· Complete the front of your answer book; conceal your name by removing the tape and folding over the right hand side of the answer book. (DEMONSTRATE)

· Rough notes are to be written in your answer book and then crossed through. All papers will be collected.

· You cannot leave the exam room during the first 60, or final 30 minutes of the exam unless you are unwell. If you feel unwell, raise your hand and an Invigilator will attend to you.

· You must remain seated in silence throughout.  Do not attempt to communicate with any other candidates.  If you need extra answer books, raise your hand and an Invigilator will provide them.

· If the fire alarm goes off during the exam follow my instructions and remember that you are still under exam conditions and subject to Unfair Practice procedures.

· I will announce when there are 30 minutes (or 15 minutes if a 1hr exam) remaining.

· Without opening your exam paper, check that you have the correct exam paper.  Raise your hand if you haven’t.

· The time is ........................            You have .....................hours.  You may now start.
3. TO BE READ TO STUDENTS AT THE END OF THE EXAM
Please listen carefully to these instructions:-
· Will all students please stop writing now and remain seated in silence.  Crossing out of rough work should have been done during the exam so cannot be done now.

· Ensure that you have completed the front cover of all answer books used (and, if applicable your exam paper), which should be folded over with your name concealed.  Attach your answer books together, and if required, your exam papers and additional stationery, with the treasury tag provided.

· (After answer books have been collected)  Raise your hand if you still have any exam papers or answer books on your desk.

· You may now leave – please make sure that you take any rubbish with you

APPENDIX B


INCIDENT REPORT

This form is for Invigilators to report any situation before or during the examination, which may have affected the performance of one or more of the candidates. The form may also be used to report extenuating circumstances prevailing before the examination date, which may affect the performance of an individual e.g. bereavement.

Please specify the nature of the incident, the time of its occurrence, its duration and effect upon the candidate(s). A separate form must be used for each event.

Important:-This form MUST NOT be used to report exam paper errors. Form 1 (ERROR/OMISSION ON THE EXAMINATION PAPER) must be used for reporting exam paper errors. 

Examination venue
   ……….……………………………
 Date …………………………………………….
Time of Incident (& time returned if taken to a nurse) ……..……………………………………………………….
Exam paper number   …………………………………..

Exam paper title  ………………………………………………………………………………………………………
Student Number(s)   …………………………..
Student Name(s) ……………………………………………
…………………..…………………..…………………..…………………..………………………………………….
	Nature of incident/circumstances:



	

	Action taken:




Invigilator’s Name  …..……………………………
Signature   ……………………………….........

	Office Use Only
	Sent to
	Dept
	Date


APPENDIX C

REPORT ON SUSPECTED UNFAIR PRACTICE IN AN EXAMINATION
This report must be completed by the Invigilation Supervisor, and countersigned by one other Invigilator as a witness, for each case where unfair practice in an examination is suspected.  Please complete in BLOCK CAPITALS.  Any case of suspected unfair practice must be reported immediately to the Examination Section of the Registry with reference to the procedure detailed in the Examination Venue Handbook and this form completed.  Please note that any unauthorised material must be confiscated immediately and retained by the Invigilation Supervisor.  Any material confiscated should be returned to the Examinations Section with this report.


DETAILS OF SUSPECTED UNFAIR PRACTICE

Examination Venue: .................................................... Date: .....................................................

Student No.: _ _ _ _ _ _ _ _ _  Student Name: ............................................................................

Exam Paper No: ……………………….  Exam Paper Title:………………………………….. ..…………………………………………………........................................................................


1.
What initially drew your attention to this student?

......................................................................................................................................................

......................................................................................................................................................

......................................................................................................................................................

......................................................................................................................................................

......................................................................................................................................................

2.
Precisely what time was it?   .......................
3.
Student’s seat number   ...............

4.
What was the nature of the suspected unfair practice? (tick relevant box)


possession of an unauthorised form of information or unauthorised material; or


unauthorised communication with another person; or


impersonation of a candidate; or


other (please specify below).



..............................................................................................................................


..............................................................................................................................
5.
Please use this space to give further details of the suspected unfair practice.


If the case involved the possession of an unauthorised form of information or unauthorised material, please give details of:


(a)
what the material was;


(b)
where the material was; and


(c)
if you believe the student to have been using the material.

......................................................................................................................................................

......................................................................................................................................................

......................................................................................................................................................

......................................................................................................................................................

......................................................................................................................................................

......................................................................................................................................................

......................................................................................................................................................

......................................................................................................................................................

......................................................................................................................................................

......................................................................................................................................................

......................................................................................................................................................

......................................................................................................................................................

Name of Invigilation Supervisor
(please print in BLOCK CAPITALS): ........................................................................................

Signature of Invigilation Supervisor: ...........................................................................................
Name of Invigilator acting as witness
(please print in BLOCK CAPITALS): ........................................................................................

Signature of Invigilator acting as witness: ..................................................................................

Date: ..............................................................................

APPENDIX D

STUDENTS LEAVING AN EXAM & EQUIPMENT RECEIPT

This form is to be completed in all cases where a student leaves the examination venue during the course of an examination.  Students are not allowed to leave the examination venue during the first 60 and last 30 minutes of the examination for reasons other than medical. If the student is leaving the examination and not intending to return you simply need to note the student name, desk number and the time he/she leaves the venue.

YOU MAY ALSO USE THIS FORM TO RECORD ITEMS BORROWED BY STUDENTS.
EXAMINATION VENUE .............................................................................................................

DATE ............................................................................................ TIME .....................................
	Student Identification Number
	Student Name
	Desk No.
	Exam Paper No.
	Time Left Venue
	Time Returned
	Item Borrowed
	Rtd  Invig. Sig.

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Signature of Invigilator  .......................................................................................................................................
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