General Conduct of Examinations (www.studserv.bham.ac.uk/ttex/)

The following notes are taken from the University web pages with minor adaptations for clarification.  The University Regulations and protocols provide the definitive rules and guidance for the conduct of examinations.

Responsibilities of Students

(i)
It will be the responsibility of each individual student to make sure that they are aware of the finalised date, time, duration and venue of each of their examination papers and to arrive in good time for each sitting.
(ii)
Students will be required to provide evidence of their identity during the sitting.  This will usually be done by displaying their University ID Card photograph on the desk. Where there is uncertainty over the identity of a student during the sitting, the student will be permitted to finish the examination before any enquiries relating to their identity are made.
(iii)
Students must listen carefully to the Senior Invigilator’s announcements at the start, during and at the end of the session and act upon these.  Before the session begins students should ensure they have left all notes, textbooks, bags and coats in the area designated within the examination venue.
(iv)
Students must ensure that they take note of instructions regarding the permitted use of electronic calculators.  Failure to comply with these instructions is likely to constitute an examination irregularity (see University Regulation 4).
(v)
Students must ensure that they do not engage in any form of cheating in connection with the examination.  The University treats any form of cheating under examination conditions as an extremely serious matter (as it does the related offence of plagiarism).  It will instigate examination irregularity procedures against an individual student where there is sufficient evidence of cheating based upon the Senior Invigilator’s report (see University Regulation 4).  There must be no attempt bto talk to another student during an examination.
(vi)
Students must ensure that they write legibly in their examination answer books.  If it is necessary because of illegibility to arrange for a transcription of the script to be produced in advance of marking, the student will be liable to the School for the direct costs involved in this work (see University Regulation 4).
(vii)
Students whose first language is not English will be permitted to use a standard, unannotated and unmarked dictionary during their examinations.  This may be either solely English-based or cover English and the student’s first language.  Any student wishing to make use of this concession must obtain a letter of authorisation from the Examinations Office and bring this to every examination attended.  Technical or electronic dictionaries will not be permitted.
(viii)
Students will be allowed to consume sweets, mints and similar items, as well as non-alcoholic, bottled drinks during an examination session, provided that no disturbance is caused to other students and that students remove any litter at the end of the sitting.  Other types of food are not permitted.  In particular, students must not consume any kind of nut because of the potential risk of secondary allergic reaction amongst the other students.

(ix)
Any student requiring assistance in any way during an examination should raise there hand.  No student should leave their seat unless directed to do so by an invigilator.  Invigilators will bring additional answer books to students and will escort any student who needs to use toilet facilities.

(x)
The invigilators have instructions on how to deal with an emergency.  In such a situation all answer scripts and examination materials should be left where they are and not removed from the examination room.

(xi)
No answer books may be removed from the examination room.  Any examination answer book bearing the students name only should be submitted.

(xii)
No candidate will be permitted to enter the examination room after the lapse of half an hour from the commencement of the session unless the senior invigilator is satisfied that the lateness of the candidate’s arrival was unavoidable.  Normally, no additional time will be granted under these circumstances.

The Use of Calculators During Examinations

Calculators may be used in an examination, except where the rubrics of the question paper state that they are not permissible. Calculators should be silent, have no external means of programming and have numeric function only.  Any calculators that have an alphabetic display of stored data (including text) or equations or alphabetic formulae are prohibited. 

If you are found to be using a prohibited calculator or a calculator during an examination when the paper states that they are not permissible, the calculator will be confiscated and the matter referred to the Student Discipline Officer as an Examination Irregularity.

Students are not permitted to use the calculator function on an electronic personal organiser or mobile telephone.

The Use of Dictionaries During Examinations 
Students whose first language is not English will be permitted to use a standard, un-annotated and unmarked dictionary during their examinations. If you require the use of a English or Native Language/English Dictionary during your examinations will need to obtain a dictionary approval letter from the Academic and Student Administration (ASA) Enquiry Counter, located in C Block of the Aston Webb Building.  This letter should be taken to each examination in which you require use of your dictionary.  If you are not in possession of a University letter of authorisation your dictionary maybe confiscated.

Please note that the dictionary must be a conventional language dictionary. Technical, encyclopaedic or electronic dictionaries are not permitted. The dictionary must be ‘clean’ there should be no hand written notes. 

This concession does not cover language examinations, except where the dictionary is being used as an intermediate step for example it would be permissible for a native French speaker completing a Spanish examination to use a French/English dictionary.

