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Introduction and Contacts

If you have any queries about the information provided in this handbook, please do not hesitate to contact any members of the Assessment & Graduation Team detailed below:

Paul Bell, Head of Assessment & Graduation (ext 79135)
Frances Dunderdale (ext 75147) or Helen Cowley (ext 75016), Registry Officers 
Kim Parker, Executive Officer (ext 75021) – Scheduling and timetabling of all examinations
Rhian Jones, Senior Admin Officer (ext 75251) – General examination arrangements

Nick Jones (ext.79203) Specific Provision 
Michael Shevyn (ext.79205) General examination arrangements, Exams outside Cardiff  
Katie McCabe (ext.75557)
Invigilation

Kath Davies
(ext.75478) General examination arrangements,                  

Denise Woodward
(ext 75019) General examination arrangements, receiving of exam papers  




Email Addresses                                        

Exam Enquiries:- exams@cardiff.ac.uk 

Specific Provision Enquiries: - specificprovisions@cardiff.ac.uk
Invigilation Enquiries: - invigilation@cardiff.ac.uk
Exams Outside Cardiff & Cardiff University:- examsabroad@cardiff.ac.uk
For GENERAL QUERIES relating to examinations, including examination paper queries, please phone: (02920 8) 75019

Role of Examination Liaison Officers

Examination Liaison Officers (ELOs) are appointed by Heads of School to undertake the following roles:

· to act as a contact person in the school on all matters relating to the organisation and conduct of examinations;

· to ensure that the methods of assessment for each module are correctly held by the Registry;

· to provide examination scheduling information to the Assessment & Graduation Team;

· to check draft versions of Examination Timetables.

A summary of relevant deadlines is provided on page 5 of this Handbook.

The Registry liaises with the Chairs and Convenors of Examining Boards on all matters relating to the work of Examining Boards. Chairs of Examining Boards are issued the Examining Board Handbook.

Examination Liaison Officers can also find further information in the Academic Regulations Handbook and on the web at http://www.cf.ac.uk/regis/sfs/regs/index.html
Examination Periods

Examinations will be held during the following University Examination Periods (Main Periods are in bold):
	Period
	Dates

	September

December
	Monday 5 September 2011 to Friday 16 September 2011

Monday 12 December 2011 to Friday 16 December 2011

	January
	Monday 9 January 2012 to Friday 13 January 2012

	Autumn
	Monday 16 January 2012 to Friday 27 January 2012

	March
	Monday 26 March 2012 to Friday 30 March 2012

	April
	Tuesday 10 April 2012 to Friday 13 April 2012

	Spring
	Monday 14 May 2012 to Friday 15 June 2012

	June
	Monday 25 June 2012 to Friday 29 June 2012

	Re-sit
	Monday 13 August 2012 to Friday 24 August 2012

	September
	Monday 3 September 2012 to Friday 14 September 2012


Examinations may only take place during specified University examination periods, assessments which are of a similar format but are required outside of an examination period are defined as ‘class-tests’ (see p6) and are conducted within Schools.

  Summary Of Deadlines
	Additional Examination Periods Timetable
	Date

	Request for scheduling information
	Thu, 22 September 2011

	Deadline for return of scheduling information
	Mon, 3 October 2011

	Examination Timetable published
	3 - 4 weeks prior to start of exam period

	Deadline for submission of examination papers
	3 - 4 weeks prior to start of exam period



	Autumn Semester Examination Timetable
	Date

	Request for scheduling information
	Mon, 7 November 2011

	Deadline for return of scheduling information
	Fri, 11 November 2011

	Check Examination Timetable
	Wed, 30 November 2011

	Examination Timetable published
	Fri, 9 December 2011

	Deadline for submission of examination papers
	Fri, 9 December 2011


	Spring Semester Examination Timetable
	Date

	Request for scheduling information
	Mon, 27 February 2012

	Deadline for return of scheduling information
	Mon, 5 March 2012

	Check Examination Timetable
	Mon, 26 March 2012

	Examination Timetable published
	Thu, 5 April 2012

	Deadline for submission of examination papers
	Fri, 13 April  2012


	Re-sit Examination Timetable
	Date

	Request for scheduling information
	Fri, 06 July 2012

	Deadline for return of scheduling information
	Fri, 13 July 2012

	Check Examination Timetable
	Mon, 23 July 2012

	Examination Timetable published
	Mon, 30 July 2012

	Deadline for submission of examination papers
	Fri, 13 July 2012


Methods of Assessment

It is essential that the methods of assessment for each module are recorded correctly by the Programme Information Team (Student Records) of the Registry.  Unless this information is correct, problems in the scheduling of examinations will inevitably arise during the academic year. Therefore, prior to the commencement of each academic year, Examination Liaison Officers will be requested by the Programme Information Team to check that the information held by the Registry relating to the methods of assessment of all modules is correct.

There are four methods of assessment defined by Senate Regulations:

	Class Test(s)
	A written Assessment with fixed time limit  ... which is organised by the relevant School outside of an Examination Period.



	Examination(s)
	A written assessment with fixed time limit of no less than one hour organized by the Superintendent of Examinations in an Examination Venue…. The duration of an Examination shall be specified in multiples of thirty minutes.  

	Practical-Based Examination(s)
	An assessment which assesses practical skill, such as a clinical examination, oral or recital, which is conducted in accordance with Senate Assessment Regulations and which is organised by the relevant School.



	Coursework Assessment(s)
	Any assessment which is not an Examination, Practical-Based Examination or Class Test.


The Superintendent of Examinations is responsible for the arrangement and conduct of examinations only.  It is the responsibility of schools to organise class tests and practical based assessments.

Examination Liaison Officers for programmes held on SIMS will be issued with a list of modules and their methods of assessment by the Programme Information team by or before the beginning of October each year and will be asked to return this information by mid-October.
It is essential that Exam Liaison Officers check the methods of assessment thoroughly and respond at the time required, as this will be the only opportunity to verify the accuracy of the records held by the Registry. 

For further information on methods of assessment, please contact

schoolrecords@cardiff.ac.uk
Tel: (02920 8) 76211

Production of Examination Timetables

The Examination Timetables will be produced with reference to the Senate Scheduling Guidelines detailed below:

The criteria for scheduling examinations are applied uniformly to all students and all schools.

Students should not expect to sit more than one 3 hour written examination or two 2 hour examinations per day.

If there is no accommodation constraint, students should not expect to sit more than twelve hours of examinations in any one week and final year students should not expect to sit more than nine hours of examinations in any four days.

The duration of examinations in an examination venue should be the same in each examination session.

The above are guidelines and not a set of rules which are inviolable.  It may be necessary to depart from the guidelines in certain circumstances either in respect of individuals or groups of students.

School requests regarding examination scheduling
In addition, it may be possible to take into account a limited number of school preferences in producing the Examination Timetables.  If a School has a preference regarding the scheduling of their examinations they should provide this information at the time of the initial request for examination scheduling information for the particular examination period in question. (Further information is provided in the next section).
Please note the requirement from ASQC that Schools may not request that examinations be scheduled in less than a four week period during the Spring Examination Period. (Subject to any transitional arrangements agreed for 2011/12).

Scheduling Information
Examination Liaison Officers will be asked to provide information regarding examination scheduling in accordance with the timetable below.  
	Examination Period
	Registry issues request for scheduling information:
	Liaison Officers to return scheduling information to the Exams Office by:

	Additional

	Thu 22 September 2011
	Mon 3 October 2011

	Autumn Semester
	Mon 7 November 2011
	Fri 11 November 2011

	Spring Semester
	Mon 27 February 2012
	Mon 5 March 2012


	Resit
	Fri 6 July 2012
	Fri 13 July 2012


Please note that production of examination timetables has extremely tight deadlines. Therefore it is imperative that Schools are aware of the above deadlines and have arrangements in place in order that appropriate staff are available so that the scheduling information can be checked and returned to the Registry by the required date. 

Should you not receive a request from the Registry to submit scheduling information within two days of the above dates, you should contact the Assessment and Graduation team.
If scheduling information is not returned to the Registry by the specified deadline, it will be assumed that the school wishes to report a nil return and that information held by Registry is correct.

Please note that it will not be possible to take account of information provided after the deadline when scheduling examinations. 

Examinations to be Scheduled
A list of all examinations to be scheduled and the approximate number of candidates for each examination will be sent to Examination Liaison Officers before examinations are scheduled.  Examination Liaison Officers will be asked to:

· check a list of examination papers to ensure that all examinations to be scheduled during the Examination Period concerned are identified with the correct examination duration;

· check that the number of students registered to sit the examinations are approximate to those numbers held on school records;
· report to Assessment and Graduation immediately any discrepancies between this list and the information held in the school; and
· provide details of any external students the School is expecting to undertake examinations in the examination period.

Special Requirements
Examination Liaison Officers will also be asked to provide information regarding:

· any examinations which must be scheduled concurrently i.e. examination papers which have commonality in questions and therefore must be scheduled at the same time;

· any examinations which cannot be scheduled in a conventional examination venue i.e. those which need to be scheduled in a venue within the School (this would be due to specific requirements regarding a particular examination). NB: Examinations should not be scheduled in tiered lecture theatres (in such circumstances this would indicate that the assessment should not be classed as an examination).
Scheduling Preferences

With regard to Spring Semester examinations the University has guidelines regarding the scheduling preferences of Schools:
each school will be invited to indicate its preference for when their examinations should be scheduled during the examination period;

the period specified by each school should be used exclusively for examinations;

any school which participates in joint honours schemes of study must consult and agree with partner schools if it wishes to limit the period in which its examinations are to be conducted;

schools' preferences must include an indication that examinations be scheduled for weeks two and three of the Examination Period;

School preferences may be disregarded if they result in students' individual examination timetables breaching the scheduling guidelines;

the Chair of the Academic Standards and Quality Committee is permitted to approve requests from schools to hold meetings of Examining Boards in week five of the Examination Period;

Schools are advised to discuss the scheduling of examinations with students, as a minimum at a meeting of the Staff/Student Panel, before returning their preferences.

This information will be sought from schools as part of the request for spring semester examination scheduling information. (However please note that the Humanities Board agreed in 1999, that the examination period for Humanities modules will be 4 weeks. Therefore schools offering BA, BSc Econ Joint Honours Programmes should not seek to minimise that period). 

NB: Please refer to the ASQC requirement (page 9).
Additional Examination Periods
The following information and guidelines might be useful to Schools when considering examinations to be scheduled outside the main University examination periods.
All examinations are subject to the University assessment regulations and examination guidelines and operate under the authority of the Superintendent of Examinations. This means for example that examinations must be scheduled within an appropriate examination venue, a lecture theatre would not be deemed to be an appropriate venue for an examination, this would indicate that the assessment is more properly classified as a ‘class-test’ or a ‘practical based examination’. Similarly examinations must be of a fixed duration i.e. an examination cannot be of variable length for different groups of students. 

Schools are requested to provide details of their preferred dates but should note that where examinations are requested with dates which are close together, if it is possible such examinations will be scheduled together. In addition the availability of appropriate examination venues may affect the confirmed date of an examination.

For the above reasons no details with regard to the scheduling (dates/times or location) of examinations should be released by Schools until confirmation is provided by the Registry and the relevant exam schedules/timetables have been published.

Schools should note that only students correctly registered on the University student records system will be entered for examinations. Similarly where entry to an examination is based upon a previous assessment result, the student(s) may only be entered into examinations when those results are available on the University system. This applies particularly to students undertaking re-sit examinations, where University regulations require the confirmation of an examination board prior to a student being entered for a re-sit examination. (It is not therefore possible to fully schedule re-sit examinations prior to this point as for example it would not be possible to obtain an appropriate venue or provide notification to the appropriate students).
Checking the Examination Timetables

No provisional versions of Examination Timetables will be published. Examination Liaison Officers are therefore invited to check the final draft of Examination Timetables prior to publication.

This is an opportunity for Examination Liaison Officers to check the accuracy of Examination Timetables on the basis of the scheduling information provided to the Registry. It is not an opportunity to provide additional information or negotiate amendments to the draft Timetables.
The dates on which draft Examination Timetables will be available for checking by Examination Liaison Officers are as follows:
	Examination Period
	Date

	Autumn Semester
	Mon 28 November 2011 (return by Wed 30 November 2011)

	Spring Semester
	Thu 22 March 2012 (return by Mon 26 March 2012) 

	Resit
	Mon 23 July 2012 (return by Wed 25 July 2012)


DUE TO PRACTICAL CONSIDERATIONS INVOLVED IN THE PUBLICATION OF TIMETABLES, PLEASE NOTE THAT UNDER NO CIRCUMSTANCES CAN AMENDMENTS BE MADE AFTER THESE DATES.
It is anticipated that ELOs will have co-ordinated with other staff members prior to the return of scheduling information to the Examination Section. Details of the draft Examination Timetable should not be issued to staff or students.

Publication of Examination Timetables

The Examination Timetables will be published by the following dates:
	Examination Period
	Publication Date

	Autumn
	Fri 9 December 2011

	Spring
	Thu 5 April 2012

	Resit
	Mon 30 July 2012


Copies of School Examination Timetables will be provided for publication in each school. The University-wide Examinations Timetables will also be published on the web at http://www.cardiff.ac.uk/regis/sfs/exams/timetables/
General Information

Examinations through the Medium of Welsh
Any student who wishes to be examined in whole or in part, through the medium of Welsh is required to notify the Superintendent of Examinations in writing by the end of Week Five of each semester. If students are not taught through the medium of Welsh, their examination scripts may be translated prior to marking by the examiners.

Religious Observance Days

Any student who anticipates that they will be unable, on religious grounds, to sit examinations on certain days, should submit a written request to the Superintendent of Examinations by the end of Week Five of each semester, in order that the circumstances can be taken into account in the scheduling of the examinations. The student shall inform the Superintendent of the reason for his/her inability to sit examinations on such days.

Specific Provision in Examinations and Class Tests
A student requiring Specific Provision for their examinations and/or class tests should submit a Specific Provision Notification Form to the Superintendent of Examinations via the Disability and Dyslexia Service of the University. The application must be supported by documentary evidence. The Superintendent of Examinations is permitted to disregard requests for specific provision if not supported by appropriate documentary evidence.

The University will permit reasonable adjustments to the arrangements to the conduct of examinations, practical – based examinations and/or coursework assessments for students with disabilities and for students with other support needs in order to enable students to have the same opportunity to demonstrate the achievement of specific learning outcomes.

Applications for Specific Provision can be made at any time, but it may not be possible to process applications in time for examinations/class tests/practical based examinations which have already been scheduled. For this reason students are requested to submit their written application by the end of week two of the start of the programme.

 Examinations Outside Cardiff and Cardiff University for Individual Students

The information provided below is a summary of the service provided by REGIS.  Please refer to the separate Handbook on Examinations & Assessments Undertaken Outside Cardiff University for full details.

Related appendices:

Appendix 2:
Example form for submitting an Application to sit Examinations Outside Cardiff and Cardiff University

Appendix 3:
Poster displaying deadline for requests to sit examinations outside Cardiff and Cardiff University

The University will consider requests from individual students to sit examinations outside Cardiff and Cardiff University in the Re-sit Examination Period and, in exceptional circumstances, requests from individual students to sit Examinations outside Cardiff University at other times.

A request by an individual to sit examinations outside Cardiff and Cardiff University shall be submitted in writing by a student to the Head(s) of School or his/her nominee concerned for consideration.  The students shall detail in their application the reason for submitting the request.

The Head(s) of School or his/her nominee shall forward requests to sit Examinations outside Cardiff and Cardiff University to the Superintendent of Examinations.
The deadline for students to apply to Schools to request to sit an Examination outside Cardiff and Cardiff University in the Re-sit Examination period is the end of Week 12 of the Spring Semester.  (Friday 11 May 2012).  After the Spring Examination results for the students are published, the School will then forward approved request application forms for students who need to Re-sit to the Superintendent of Examinations by Monday 9 July 2012.

In submitting a recommendation to the Superintendent, the Head(s) of School or his/her nominee shall specify whether a different Examination paper will be submitted to the Superintendent by the School if it is not possible for Examinations taken outside Cardiff and Cardiff University to be held concurrently with the same Examination being held at Cardiff University.

The Superintendent shall not approve the application where the Examinations cannot be scheduled concurrently and the Head(s) of School of his/her nominee is not prepared for a different Examination paper to be submitted to the Superintendent.

The Superintendent will inform the student and the Head(s) of School or his/her nominee in writing of his/her decision.

If, having approved the request, the Superintendent is unable within a period of 4 weeks to arrive at satisfactory arrangements for the holding of the Examinations outside Cardiff and Cardiff University, he/she shall inform the student that he/she shall not be permitted to sit the Examinations outside Cardiff University.

Those students permitted to sit their examinations outside Cardiff and Cardiff University will be required to pay an administrative fee of £350 to Cardiff University and will also be liable for any costs incurred by the external examination centre.

The student is liable for payment of a cancellation fee unless written notification from the student stating that they will not sit the exam outside Cardiff and Cardiff University is received by the Superintendent two weeks prior to the commencement of the Resit Examination Session.  The student will also be liable for payment of the cancellation fee if he/she fails to attend the Examination.

Summary of Deadlines

Resit Examination Period Only

Deadline for Students to make request to School:

Friday 11 May 2012
Deadline for School to send approved requests to REGIS:
Monday 9 July 2012
Extenuating Circumstances and Supplementary Examinations

A student shall report in writing any Extenuating Circumstances which may have an effect on their performance in any examination, class test, coursework or practical-based assessment to the Chair of the relevant Programme or Subject Examining Board as soon as the circumstances arise, and where possible, before the examination/class test/coursework/practical-based examination is due to be taken or the element of coursework assessment is due to be submitted. The report shall be supported by documentary evidence.

If a student:

· is absent from all or any part of an examination, practical-based examination or class test; or

· has been present at an examination, practical-based examination or class test

and Extenuating Circumstances have been reported as outlined above, the Chair of the Programme or Subject Examining Board shall either:

· seek the approval of the Academic Standards and Quality Committee, or its Chair, for the setting of a supplementary examination, practical-based examination, class test or special oral examination which shall be held before the meeting of the Programme or Subject Examining Board concerned; or

· refer the matter to the Programme or Subject Examining Board on the grounds that: - the holding of a supplementary examination, practical-based 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 examination, practical-based examination or class test or special oral examination.

The Chair of the Programme or Subject Examining Board, or their nominee, shall inform the student in writing of the decision and report their actions to the Programme or Subject Examining Board.

If the Chair of the Programme or Subject Examining Board decides that it is both appropriate and practical to set a supplementary examination, class test or Practical-based examination which shall be held before the meeting of the Scheme or Module Examining Board concerned, then they should seek the approval of the Academic Standards and Quality Committee, or its Chair.

This request should be sent via the Director of Registry and should include medical/documentary evidence to support it.

N.B any supplementary examinations must be approved by the Chair of the Academic Standards and Quality Committee and will be run by the Superintendent of Examinations. Schools should not organise their own supplementary examinations.

Students Arriving Late for Examinations

No student will be permitted to enter an examination venue 45 minutes or more following the commencement of an examination.

No student shall be permitted additional time if starting an examination later than the time of its commencement.
Examination Venues

Students are not permitted to sit an examination at a venue other than the examination venue specified on the examination timetable without the prior approval of the Superintendent of Examinations. 

Examination Papers

All examination papers must be produced in a standard format. If examination papers are not submitted in accordance with the agreed format they will be returned to the school for amendment.

The instructions for producing examination papers are issued annually by Assessment and Graduation. See Appendix 1. Further copies of the instructions are available from Assessment and Graduation. Electronic copies may be requested by emailing exams@cardiff.ac.uk.

Heads of School shall establish school verification mechanisms to ensure that each examination paper is verified by more than one member of staff before being submitted for printing.

All examination papers should be submitted, by hand, to Assessment and Graduation, Second Floor, McKenzie House, 30-36 Newport Road. Examination papers MUST NOT be sent via internal post, fax or email. Pouches will be issued to schools which wish to use Security Staff to deliver examination papers to Registry. Staff using this method should email exams@cardiff.ac.uk giving the unique seal number of the pouch and the module codes of the papers enclosed. A member of the examinations staff will acknowledge the email as confirmation of receipt of the papers. If a seal on a pouch has been tampered with, schools will be required to submit replacement papers.

Please note that any member of staff submitting examination papers to the Examination Section should make sure that the person receiving the paper is aware that it is an Examination Paper. It is not sufficient to simply leave the papers in the Registry reception as mail for the Exams Section.
The deadlines for the submission of original copy examination papers are as follows:
	Autumn Semester Examination Period
	Friday 9 December 2011

	Spring Semester Examination Period
	Friday 13 April  2012

	Resit Examination Period
	Friday 13 July 2012

	Additional Examination Periods
	3 weeks prior to the start of the Examination Period(s).


The prompt submission of examination papers is required in order to ensure that there is sufficient time to process examination papers. Close monitoring of incoming examination papers will be undertaken and regular reports detailing non-submission of papers will be issued to Heads of School.

Examining Boards’ Schedule of Activity (2011-12)
	Wednesday 27 June 2012
	Deadline for meeting of final year Examining Boards

	Friday 29 June 2012
	Deadline for receipt of decisions of final year Examining Boards to Registry

	Wednesday 4 July 2012
	Deadline for meeting of non-final year Examining Boards

	Friday 6 July 2012
	Deadline for receipt of decisions of non-final year Examining Boards to Registry

	Monday 16 July 2012
Tuesday 17 July 2012
Wednesday 18 July 2012
Thursday 19 July 2012
Friday 20 July 2012
	Degree Ceremonies

	Monday 30 July 2012
	Publication of 2011-2012 Re-sit Examination Timetable

	Monday 13 August 2012 - Friday 24 August 2012
	Re-sit Examination Period

	Wednesday 5 September 2012
	Deadline for meeting of Re-sit Examining Board

	Friday 7 September 2012
	Deadline for receipt of decisions of Re-sit Examining Boards to Registry


 APPENDIX 1

INSTRUCTIONS FOR THE PRODUCTION OF EXAMINATION PAPERS

INTRODUCTION

All examination papers must be produced in accordance with the instructions specified in this document.  If any examination papers do not conform to the instructions below, it will be necessary for such papers to be amended and re-submitted prior to their printing. Any deviation from the following instructions must be agreed in advance with the Superintendent of Examinations.
FORMAT OF EXAMINATION PAPERS
1. All examination papers should be submitted on white A4 paper and held together by paper clip rather than staple. 

2. Examination papers should not be hole punched. 

3. All examination papers submitted should be originals, not copies.

4. Papers should be submitted as single sided copies.
5. Margins should be approximately 1 inch/ 2.5 cm.
6. Font size should be 12pt.
7. Single line spacing should be used with double spacing between questions.
8. Questions should not be split over 2 pages.
9. At the head of each page, the Examination Paper Number (module code) should appear.

10. Page numbering should be sequential and should include diagrams and appendices.  The rubric of the examination paper will be page 1.  

11. Page numbering should appear at the foot of each page in the centre.

12. The quality of the final examination paper depends on the quality of the original copy submitted for printing.  All typescript should be clear and accurate and in black ink.  Drawn diagrams should also be in black ink.  
13. The use of freehand (hand-written) text is not permitted.
14. Hand amended corrections are not permitted.
15. Instructions to turn over a page should appear on odd numbered pages (1, 3 ,5) except when it is the final page.
16. The final page should be indicated by adding ‘X’ the last page number e.g. -10X-
17. Any attachments to be added (e.g. diagrams not produced as part of the paper) should be fixed using magic tape and, wherever possible, the tape should not cover any printed text.
18. Where materials such as newspaper text or illustrative materials are submitted, clear instructions as to requirements should be given e.g. reduction in size.
19. Consideration should be given as to whether large appendices (such as statutes) could be printed as separate documents.
20. Where more than one examination paper is provided for a module (e.g. a different paper for external students, all papers should be submitted at the same time).
RUBRIC OF EXAMINATION PAPERS

The examination papers should be submitted in accordance with the format on the template attached.  
All details must be included and further instructions are provided below.  Standard statements are included on the template and unless they do not apply, they must appear on the examination paper.  The headings on the template should be in bold typeface and all instructions in normal typeface.

No questions must appear on the rubric of the examination paper.  Examination papers will be placed on desks with the front page uppermost, thereby ensuring that students may not read the questions on the paper until instructed to do so by the Senior Invigilator. For this reason it is not advisable to have a rubric which extends over 2 pages.

TITLES

Academic year:
for example: 2011-2012
Examination Period: State Period


The following are defined as examination periods:

Additional: Examinations which are not scheduled during the main examination periods;
Autumn: Autumn Semester Examination Period (Monday 16 January 2012 to Friday 27 January 2012);

Spring:  Spring Semester Examination Period (Monday 14 May 2012 and Friday 15 June 2012);

Re-sit: Re-sit Examination Period (Monday 13 August 2012 and Friday 24 August 2012);

Examination Paper Number: The module code.

Examination Paper Title: The module title (in full).

Duration:
Duration specified in hours and decimal format e.g. 1.5 hrs.

NB: Where an examination paper is to be provided for external students, this must be clearly stated within the rubric, together with the student numbers (but not names) of those students who are expected to undertake the external paper.

STRUCTURE OF EXAMINATION PAPERS
The purpose of this section is to detail the number of pages and the number of questions in order that it can be checked whether an examination paper is complete.

1. The total number of pages should include any pages attached as appendices.

2. If the paper is divided into sections, the number of sections must be identified.  All sections must be labelled as follows: Section A, Section B etc.

3. The total number of questions on the examination paper must be identified.  
4. If the examination paper is divided into sections the questions must either:

· be numbered sequentially regardless of which section they appear under e.g. the first question in Section B should not be numbered 1 and the total number of questions identified; or

· the questions in each section commence with question one and the total number of questions in each section identified on the first page.

5. If there are any appendices to the examination paper they should be listed as follows:

Appendix I
[Title]
Appendix II
[Title]

Unless students are to be issued with books or booklets in an examination venue, any information supplied must be an integral part of the examination paper and attached to the examination paper as an appendix.

6. The relevant statement regarding the marks for each question should be included.

STUDENTS TO BE PROVIDED WITH

1. The number of answer books to be provided to students at the commencement of the examination should be identified.  Unless students are required to answer different questions in different answer books, one answer book should be specified.

2. If any additional stationery e.g. graph paper, manuscript paper or statistical tables are to be provided they should be listed in this section.  
3. If students require graph paper it should either be identified as “squared graph paper” or “logarithmic graph paper”. 
4. Please note that if schools supply special stationery for printing, the master copy should be an original and not a photocopy.  Sometimes masters are faint to the point of illegibility.  Similarly, if schools choose to supply a printed quantity, this should be of good legible quality and sufficient for the number of candidates plus 20 spares.  
5. If the students are to be supplied with oversize maps for example, schools should consult with Exams well in advance.  Larger desks may be needed and/or the need to seat students away from those taking other papers to avoid possibility of distraction.

6. If a student is to be supplied with any books or booklets in an examination venue by the Senior Invigilator, they should be detailed by using recognised referencing criteria e.g. Elementary Statistical Tables, 1983, Dunstan et al, RND Publications.  If not providing books please check whether the exam section has an adequate supply.

INSTRUCTIONS TO STUDENTS

1.  The number of questions to be answered must be specified.

2. If any questions are compulsory this should be specified.

3. Where a paper is divided into sections and students have a choice, this should be clearly and unambiguously stated.

4. If students are required to answer certain questions in different answer booklets this should be specified here.

5. If the exam paper is to be submitted to an Invigilator this should be specified here

6. If students are allowed to bring in translation dictionaries the following statement must be included. 

7. The use of a translation dictionary between English or Welsh and another language, provided that it bears an appropriate departmental stamp, is permitted in this examination.

8. Please note that this statement does not apply to monolingual dictionaries. If you wish students to be permitted monolingual dictionaries then a separate statement to this affect should also be included. An example of such a statement would be; "Monolingual dictionaries are also permitted in this examination" Monolingual dictionaries would not require a departmental stamp.

Books and Calculators
1. If students are permitted to bring any books to the examination venue they must be listed by using recognised referencing format e.g. J R Peden, The Law of Unjust Contracts, 1982. It should also be specified whether the books should be un-annotated or unmarked.  If no statement is given it will be assumed that annotations are permitted.

2. Unmarked books should contain no markings, underlining, highlighting or annotations.

3. Un-annotated books may contain underlining or highlighting but no annotations.

4. If students are not permitted to use calculators this must be specified on the examination paper.  

SUBMISSION OF EXAMINATION PAPERS

1. The ‘Printing of Examination Paper’ form should be completed for each examination paper submitted to the Examination Section for printing (see page 24 for example). 
2.  Each examination paper should be placed in a separate UNSEALED envelope with this form appended to the outside of the envelope.
3.  All of the papers ready for submission should then be packaged together in a single SEALED outer envelope and delivered, BY HAND, to the Examination Section. 
4. For security reasons, examination papers must not be sent by internal mail, fax or email. Furthermore no responsibility can be taken for papers handed in at reception unless it is made clear to the receptionist that it is an examination paper for the Exam Section.

Convenors of Examining Boards will not be invited to check examination papers following their printing.  Therefore, examination papers must be thoroughly checked prior to their submission to the Examination Section for printing.  
Final deadlines for the submission of original copy examination papers:

Autumn Semester Exam Period

Friday 9 December 2011
Spring Semester Exam Period

Friday 13 April 2012
Resit Exam Period



Friday 13 July 2012
Additional Exam Periods
3 weeks prior to commencement of the Examination Period.

Please note that adhering to these deadlines is essential to ensure that the papers are printed in sufficient time and that the examinations run smoothly. 
Non-compliance with these deadlines may result in examinations running at risk and schools having to print their own examination papers.

STUDENT NUMBER: __ __ __ __ __ __ __ __ __

Surname: .....................................









Forenames: ..................................










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

CARDIFF UNIVERSITY



EXAMINATION PAPER





Academic Year:

Examination Period:

Examination Paper Number:

Examination Paper Title:

Duration: x hours

Do not turn this page over until instructed to do so by the Senior Invigilator.

Structure of Examination Paper:

There are y pages.

[If in Sections] This examination paper is divided into x sections.

There are x questions in total.

There are no appendices. [or] The following appendices are attached to this examination paper:

The maximum mark for the examination paper is 100% and the mark obtainable for a question or part of a question is shown in brackets alongside the question. [or] The maximum mark for the examination paper is 100% and the maximum mark for each question is x%.

Students to be provided with:

The following items of stationery are to be provided:

x answer books.

[If any other stationery e.g. graph paper, manuscript paper are to be provided they should be listed]

[Optional]The following books are to be provided:

Instructions to Students:

Insert your student number and name in the space provided on this page.

[If applicable] This examination paper must be submitted to an Invigilator at the end of the examination.

Answer x questions.

[If in Sections] Answer x questions from Section A, y questions from Section B etc. as applicable.

[Optional] Answer question x, and any y other questions.

[Optional] Each question should be answered in a separate answer book. [or] Questions from each Section should be answered in a different answer book.

[Optional] STUDENTS are permitted to introduce to the examination their own un-annotated [or] unmarked copies of the following:

[Optional] The use of calculators is not permitted in this examination.

[Optional] The use of a translation dictionary between English or Welsh and another language, provided that it bears an appropriate departmental stamp, is permitted in this examination.
Please attach lightly by tape on this edge to envelope containing examination paper

PRINTING OF EXAMINATION PAPER

CARDIFF UNIVERSITY EXAMINATION PAPER

One of these forms should be completed for each examination paper submitted to the Examination Section for printing.  Each examination paper should be placed in a separate UNSEALED envelope with this form appended to the outside of the envelope.  The examination paper must be presented in accordance with the instructions provided and checked prior to submission for printing.  This form should be completed in block capitals.

Academic Year:



Examination Period:



Examination Paper Number:____  ____  ____  ____  ____  ____

Examination Paper Title:
.......................................................................................................

Duration:
.......................................................................................................

Number of pages: (inc. rubric & appendices)   ..............

CONTACTS: Please nominate a minimum of 2 exam paper contacts. These should include 2  academic staff who are available to answer exam paper queries which may arise whilst the exam is running (including 4.30pm and Saturday exams).
Name..................................................………….Internal ext…….….Home/Mobile……………….

Name...................................................................Internal ext…….….Home/Mobile.....................…

Name...................................................................Internal ext..............Home/Mobile.........................

If the examination paper is not to be released to the Library following the examination 
please place a tick in this box.  


If the examination paper requires a hole punching please place a tick in this box.






If the examination paper needs to be printed single sided place a tick in this box.


COMPLETED BY: .........................................................................
DATE: ...............................
(Please print name clearly) NAME: .............................................................................................
……………………………………………………………………………………………………


OFFICE USE ONLY
Date of Exam:  ...................................    Start Time:……………….. ….  Venue: ……………………… 
No. Copies Required:  .........………….  Plus No. Spec Prov Copies: ……………… No. of pages:……
APPENDIX 2 - REQUEST FORM TO SIT EXAMINATIONS AWAY FROM CARDIFF AND CARDIFF UNIVERSITY
	STUDENT DETAILS - Please complete this form in CAPITAL LETTERS

	Title:
	

	Surname:
	

	First Name(s)
	

	Student Number:
	
	School:
	

	Email Address:
	For contact during June, July and August

	Home Telephone No:
	For contact during June, July and August

	Home Address:
	For contact during June, July and August


	EXAMINATION

Please tick one box

	





	Reason for Request:
	

	If overseas, please indicate the nearest British Council Office to your Location

(Full Address)
	

	I wish to apply to sit my examinations in the venue specified above. I understand that if the above venue cannot accommodate my request, the Exams Office may contact other suitable venues in the area to ask if they can accommodate my request. The Exams Office will advise me of whether arrangements can be made and what the arrangements are. I understand that if the Exams Office are unable to make satisfactory arrangements then I will be required to return to Cardiff to sit my exams. I agree to pay the University administrative fee of £350 and, if necessary, the cancellation fee, as well as any other charges levied by the external examination venue. I understand that the Exams Office may pass my contact details onto the Venue so that they can contact me to discuss my examination arrangements.

	Student’s Signature:
	Date:


	SCHOOL USE - Head(s) of School or Nominee Approval

	


	The above student will be taking Exams Outside Cardiff in the following modules: (please list e.g BS1234) 
.........................................................................................................................
......................................................................................................................... 

	Date:


	Head of School’s Signature:




APPENDIX 3

APPLYING TO SIT EXAMINATIONS IN A VENUE OUTSIDE CARDIFF UNIVERSITY?
Please ensure that your application has been submitted to your Head of School by Friday 11 May 2012.
	Resit Examination 
Period
	Deadline for receipt of Application by Head of School

	You are advised to apply if you know that you will not be able to make arrangements to travel to Cardiff/the UK during the resit period (even if you have not had your exam results as applications can always be withdrawn).
	Friday 11 May 2012.














Resit Period (13th to 24th August 2012)





Other (please specify)





Approved





Rejected
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