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1 Introduction

3.7.1 Boards of Examiners are
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2 Roles and Responsibilities

2.1 Departmental Examinations Officer
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2.2.5 Recruitment and allocation of at least one
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3.2.1.3 the contents must not be disclosed to any persons other than to members of
the Board of Examiners or to officials of the College who are specially
appointed to deal with papers, except where the College has specifically
approved the disclosure to candidates of the topics to be covered in advance
of the examination;

3.2.1.4 failure to observe these instructions by an Examiner or any other persons
having knowledge of the actual or probable content of an examination paper
will constitute an examination offence and may lead to action being taken
under the College Disciplinary Regulations.

3.2.1.5 staff attending meetings to discuss the content of any examination paper
should be reminded that they must observe strict security as noted above.

3.3 Copyright

3.3.1 Copyright rules apply to written examination papers, copyright material used
In setting an examination question must be accompanied by “a sufficient
acknowledgement”. This is defined as: “... an acknowledgement identifying
the
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3.4.2 Boards of Examiners are permitted to decide precisely which source
materials students shall be permitted to bring in to the examination room or
be provided with, subject to the provisions of the regulations for the relevant
degree. Such materials may not include dictionaries for the specific purpose
of enabling students to overcome any deficiency in their command of the
English Language. The rubric of the examination paper must specify what
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4.1.2

Page 7 of 14
Guidance and Procedures for the Preparation and Conduct of Written Examinations
Goldsmiths, University of London



Page 8

8



5 Examination Timetable

51 Creation of the timetable

5.1.1 Inthe Autumn Term Departmental Examinations Officers must confirm to the
Assessments Manager:

5.1.1.1 the modules (name and code) that have a written examination element and
require inclusion in the timetable for that session in the Autumn Term;

5.1.1.2 information/special requests relating to the scheduling of written papers,
every effort will be made to meet requests but provision is subject to
competing requirements.

5.1.2 Draft examination timetables will be sent to Departments for consideration
and comment prior to publication.

52 Publication of the timetable

5.2.1 Once finalised the examination timetable will be available for students to
access on the Goldsmiths website.

5.2.2 Students with assessment reasonable adjustments who are sitting
separately, away from the main venue, will be sent an individual timetable
detailing the date, time and venue of their examinations by a specified date.
This can be found on the Goldsmiths website.

6 Invigilation and Conduct of Examinations

6.1 General

6.1.1 Departmental Examinations Officers should ensure that invigilators are
aware of the duties required, as indicated below and in the notes circulated
to departments in March. Training will be arranged for a date in the first two
weeks of the summer term by the Assessments Manager, please encourage
invigilators to attend, especially new members of staff.

6.2 Numbers of Invigilators and attendants

6.2.1 A minimum of 1 Invigilator per 40 students is required to guarantee the
integrity of the examination. If this ratio is exceeded by +5 students an
additional invigilator must be allocated (for number of invigilators for venues
accommodating students with assessment adjustments, see below).
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6.2.2

6.3

6.3.1

6.4

6.4.1

6.4.2
6.5

6.5.1

6.5.2

6.5.2.1
6.5.2.2
6.5.2.3
6.5.2.4

The Assessments Manager shall allocate at least one registry assistant to
each examination room, and for larger venues, where possible, more.
Registry assistants are employed for escort duties and general help in the
examination room, they are not responsible for the setting up the
examination room, except under the direction of the invigilator in attendance.

Duties of Invigilators

Invigilators must conduct the examinations in accordance with these
instructions and with reference to the rubric of the relevant written
examinations.

Use of source materials and calculators

The rubric of the examination paper should include instructions unique to
that examination. E.g. whether source materials or electronic calculators are
permitted in an examination. Where calculators are used, students must note
the name and type of calculator on their scripts.

Dictionaries may not be brought in to the examination room.
Setting up the Examination Room

Invigilators shall report to the examination room allocated 45 minutes prior to
the commencement of the examination (i.e. 9.15 am or 1.45 pm for
examinations commencing at 10.00 am or 2.30 pm respectively).

Upon arrival invigilators should set up the examination room, they shall
ensure that each student in their charge has on the desk:

a numbered desk card;
a blank script;
an examination paper to be placed face up;

any other necessary authorised materials as noted in the rubric (specialist
materials such as statistical tables, automated answer papers, pencils etc.
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6.6.2 A Senior Invigilator (decided in advance) shall read out the announcement
on the starting instructions.

6.6.3 During the examination Invigilators shall concentrate exclusively on
invigilation and shall undertake the following:

6.6.3.1 the invigilator must ensure that no noisy activities are taking place nearby
which would disturb the students;

6.6.3.2 that a clock is clearly visible in all parts of the examination room;

6.6.3.3 invigilators must check that the photograph on the ID card corresponds to
the student. Students who wear a covering over the face will report to the
Assessments Team, in the Student Centre, to determine their identity in
private. Students wearing any other form of headgear (caps etc) should also
be asked to temporarily remove the hat for inspection;

6.6.3.4 registers shall be completed and signed after 30 minutes showing those
present and absent.

6.6.3.5 invigilators should regularly move their vantage point within the room,
keeping the noise to a minimum, to prevent cheating;

6.6.3.6 invigilators may not undertake any reading or work on a laptop during the
examination;

6.6.3.7 when a student requests to go to the toilet, before the registry assistant
takes them, the invigilator shall note, on the answer book, the time the
student leaves;

6.6.3.8 reporting of any unusual incidents or problems that arise during the course
of the examination on the incident form supplied with the stationery, to be
sent to the Chair of the Board of Examiners for reference in case of student
complaints or appeals.

6.6.4 A student who asks to leave the examination room during the course of the
examination with the intention of returning must be accompanied by an
authorised person (normally the registry assistant). The Invigilator must note
on the answer book the time the student leaves, any time lost may not be
added to the end of the examination.

6.6.5 If a student wishes to leave before the end of the examination the Invigilator
shall, in the student’s presence, mark the time of leaving in the script. Except
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6.6.7

6.6.8

6.7

6.7.1

6.7.2

6.8

6.8.1

6.8.2

6.8.3

6.8.4

In no circumstances must an Invigilator attempt to elucidate or interpret an
examination paper. If it is thought that a misprint has been discovered the
Invigilator shall send the registry assistant to the Assessments Team, who
will contact the Department and/or the relevant Examiner. Any corrections
will be communicated to all relevant students in the form of an
announcement (if only students taking that paper are in the room) or a notice
board or written sheet given to each student (if there are other examinations
also takingplace). Invigilators should ensure students sitting separately are
also informed. Any such misprint shall be reported to the Assessments
Manager for forwarding to the Board of Examiners.

If a student arrives whose name and number are not shown on the register,
the Invigilator shall ask the registry assistant to check the student’s record
and assessment arrangements with Assessments so that appropriate
arrangements can be made.

Late Arrivals

Students who arrive within the first 30 minutes may be permitted to sit, but
that time is lost, the invigilator may not extend the time allowed to that
student, as the examination room must be vacated on time.

Students who arrive 30 minutes after the commencement of the examination
must be escorted to the Assessments Manager by the registry assistant. If
the Assessments Manager decides the student is allowed to sit and can
make the appropriate arrangements, they shall be warned that the paper will
only be accepted at the discretion of the Chair of the Board of Examiners. At
the end of the examination, the student shall be required to write a detailed
statement of why they were late, accounting for all their movements up to the
time of arrival at the examination.

Finishing the Examination

Ten minutes prior to the end of the examination, the Senior Invigilator shall
announce the time left to the students.

At the end of the examination, the Senior Invigilator shall stop the
examination and read out the finishing instructions, provided in the stationery
guidance.

Each Invigilator shall collect all the scripts for their Department before the
students are permitted to leave the examination room. When all the scripts
have been collected the students may leave.

The Invigilator shall check the scripts against the register. Each Invigilator is
responsible for collecting and checking the appropriate scripts, and for
ensuring that two copies of the examination paper and a completed signed
cover sheet is tied in with each batch.
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6.8.5 The Invigilator shall ensure that the annotated and signed registers, and all
spare materials are handed to the registry assistants for return to the
Assessments Office.

6.8.6 That unused scripts or answer books are secured in the lockable cupboard
or returned to the Assessments Office.

6.9 Suspected cheating during written examinations

6.9.1 If an Invigilator suspects a student is cheating they shall inform that student
that they will be reported for the alleged offence. The Invigilator shall write
in the answer book a short description of the circumstances, together with
their initials and a note of the time. The student may then be permitted to
proceed, in a new book if necessary and a note of the situation should be
made on the incident form. Any unauthorised materials shall be removed
and kept until after the investigation of the offence. The Invigilator shall
immediately make a full report of the incident to the Assessments Manger
for submission to the appropriate Chair of the Board of Examiners, who
shall conduct an investigation in to the offence as set out in the “Academic
Misconduct Policy and Procedures’.

6.10 Emergencies/Fire Alarms

6.10.1 In the event of a fire alarm or similar emergency, should it be necessary to
stop the examination and evacuate the examination room, the Invigilators
shall ensure that they are aware of the following procedures:

6.10.1.1 Invigilators shall instruct the students to leave the examination room in an
orderly manner, leaving all examination materials on their desks and bags
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6.10.1.4 The Invigilators shall submit full reports to the Assessments Manager for
forwarding to the Chair of the Board of Examiners.

6.10.2 If the recommencement is delayed so that the examinations cannot be
completed, the Invigilators shall inform the students, collect the scripts and
distribute them in the normal way. The Assessments Manager in
consultation with the Head of Registry and the Chair of the relevant Board
of Examiners shall then consider the position in the light of the reports
submitted by the Invigilators and, if appropriate, the Pro-Warden appointed
by the Warden. It then shall be determined whether:

6.10.3 to accept the scripts as completed as a reliable means of assessing the
students for the relevant module;

6.10.4 to accept the scripts as completed as part of the result and to set as a
means towards assessment an appropriate additional assessment and/or
viva voce examination.

6.10.5 to declare the examination void and set another paper to be taken within
the same examination period;

6.10.6 there is scope within the regulations to discount the examination and
assess the students on work submitted during the year.

6.11 Invigilation for students with Reasonable Adjustment Support
Agreements (RASA)

6.11.1 The arrangements for the invigilation of students sitting with assessment
reasonable adjustments shall be made by the Assessments Manager.

6.11.2 The Assessments Manager calculates the number of Invigilators required
from each
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