UNIVERSITY OF KWA ZULU-NATAL

GUIDELINES ON EXAMINATION PROCESSES

1. 
Preparations before examinations
1.1
All examination question papers (including final and supplementary) must be submitted to the Examination Office fourteen (14) days prior to the commencement of examinations. 

1.2
The Dean and Head of School or any other authorised person appointed by the School is responsible for the secure delivery of examination papers from the School to the Examinations Office.

1.3
No examination paper may be sent in an electronic format to the Examination Section, except in exceptional cases where prior arrangements have been made.

1.4
A completed control sheet must be attached to each original copy of the examination 
question paper.

1.5
Examination staff must check and sign for question papers received and keep a record of each paper submitted.

1.6
Original examination papers must be kept in sealed envelopes in a secure place by  both the Examinations Section and schools

2. 
Printing of examination papers
2.1
All examiners, moderators and Deans and Heads of School must fully complete the relevant section of the examination control sheet where they indicate their requirements. 

2.2
The printing of examination papers must only be done by staff of the Examination Office or other staff members authorised by the Director of Student Academic Administration. It is also strongly recommended that an authorised 
college member of staff should be present during the printing process.

2.3
Examination staff are responsible for the packing, storage and despatching of examination papers to the examination venues.

2.4
All spoilt copies will be shredded by Examination staff. 

2.5
All envelopes or boxes containing examination question papers must be  sealed. 

3. 
Storage
3.1 
All documents in electronic or other forms that are related to examination papers must be appropriately protected by both the School and the Examination Section.

3.2
No person without authority from the relevant Dean and Head of School may have sight of the 
examination paper or make copies thereof.

3.3   All examination question papers must be stored in a secure place by the Schools and   
the Examination Section. 

4. 
Activities during examinations
4.1 
Examiners or module co-ordinators are required to be present in the relevant examination venue when their paper is being written, 5 minutes before the start of the examination and to remain for at least the first 10 minutes to attend to enquiries by students. These examiners will be requested to identify themselves by producing staff cards.

4.2 
Checking and approval of usage of electronic calculators by students in examinations 
is the responsibility of the examiner concerned.

4.3
The authority of the Chief Invigilator in the examination room must be respected by 
both staff and students.

4. 4
Examiners are asked to avoid too many announcements indicating errors or changes on examination papers because such announcements may disturb students. 

4.5
Students whose names do not appear on the attendance register will be verified with 
the College Office or Examinations Office and recorded accordingly on the attendance 
register. The Chief Invigilator will then provide seats for them but has to ensure that the 
papers are collected together.

4.6   
If students leave during the exam because of illness, they will be given ‘Special Exams Application Form’ to complete. The Chief Invigilator will write a report and forward if to College Office within twenty (24) hours. 

4.7      Schools will be notified if any students are writing at a different time or place from the 

            norm (eg clashes, religious reasons) so that they know there are other scripts to 

            collect.
5.
Procedure after an examination session
 
5.1
About fifteen minutes after an examination has ended, answer books are to be collected from examinations venue/hall by the examiner or a person authorised by the Dean and Head of School who must count and sign for the answer books and a copy  of the 
register will be given with the scripts. The person will be asked to show his/her staff card when collecting and signing for the exam papers and his/her details will be recorded
5.2 
Uncollected answer books from the main exam venues and other smaller venues on campus will to be delivered to the Exams Office for safe keeping, immediately after an examination 
session. However, such answer books must be collected from the Examination Office within one working day of completion of examination by a person authorised by the Dean and Head of School. If they are still not collected, the exam staff will phone the examiners concerned, send them e-mails and inform the Dean and Head of School.
6.
Capturing and Dissemination. 
6.1
Information to be submitted to moderators and external examiners must include the 
module outline, a schedule of examination and class marks and final results and 
explicit details of their roles and responsibilities.

 

6.2
Marks must be captured and closed on SMS (Student Management System) on or before the required date. Internal examiners are responsible and accountable for the accuracy of marks captured.
6.3 No marks arising from examinations may be communicated to students prior to the release of marks by the School. 

6.4
Examination mark sheets must be signed by all examiners, moderators and the Dean and Head of School.

6.5
A complete examination paper trail, as detailed below, must be kept in the 
School 


for at least one year, and thereafter, in the University Archives:

6.5.1 Record of appointment of moderators signed by Dean and Head of School or approved by the HDC for postgraduate modules.
6.5.2 Examination question papers, model solutions and module evaluation scheme as approved by the internal examiner, moderator(s) (internal or external) and Dean and Head of School.
6.5.3 Moderator’s report.
6.5.4 Class lists with DP decisions and class, exam and final marks, signed by the internal examiner, moderator(s) (internal or external) and Dean and Head of School. Marks for exit level outcomes must be shown where relevant.
6.5.5 Record of review and remarking.
6.5.6 Minutes of school meetings relating to examinations.
6.6 Examination scripts shall be stored by the School for a maximum period of one year

      or such longer period required by contractual or professional obligations. 
