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Examinations Procedures


	


Conduct of examinations
Examinations should be carried out under examination conditions.  A tutor other than the internal assessor should generally supervise these examinations.  Where possible, such arrangement should be made between tutors.  Alternatively, ask the course coordinator.

Examination papers and/or confidential assessment material must be kept in safe custody at all times.

An attendance register (sample enclosed) should be signed by each candidate and kept in the college with the candidates work.  

In the event of a candidate being unable to attend an examination due to certified illness or the death of a close family member then alternative arrangements may be made for the candidate.  The arrangement should be between the candidate and the tutor.  In such cases, a second examination paper must be prepared.

A sketch of the examination centre should also be drawn up by the superintendent.  This should indicate where each candidate was sitting during the examination.  Any unusual occurrences should also be noted on this form (sample enclosed).

Each candidate should be allocated a separate table/workspace.

Templemore College examination stationery must be used at all times where appropriate (available from secretary’s office).  

A notice stating examination in progress should be put on the door of the exam centre (sample enclosed).

The superintendent should make sure that students can see a clock during an exam and that they know both the start and finish time of an exam and any other relevant details.

All posters, display material etc. which may be relevant to the examination should be removed or completely covered.

Where an examination comprises of practical tests or the use of equipment such as a computer, then it is essential that a specialist must be on call to deal with equipment failure.  

Templemore College is responsible for bringing the Assessment Regulations for Candidates to the attention of each candidate (sample enclosed).

Aural examinations 
Separate rooms should be provided for aural examinations e.g. Language, Audio Transcription etc to allow the appropriate material to be played and heard clearly.

Oral examinations
Candidates should be given adequate notice of these examinations.  They should be held where there is little noise interference and where necessary audio tape recordings should be made of these examinations.
	Examinations Procedures


	


Notice to candidates

· Candidates must be in examination centre at least ten minutes before the start of the examination.
· Candidates must sign register before starting the exam
· Mobile phones and other means of electronic communication are not allowed in any examination.  If mobile phones are brought into the room they must be switched off and placed beyond the reach of a candidate.

· Candidates may not refer to books or notes during the examination except where the course specifically allows it.

· Candidates may not bring scrap paper to the examination room.

· In examinations of one hour or longer a candidate may not enter the examination after the first half an hour has passed and may not leave during the last 10 minutes of the examination.

· If a candidate attempts to copy or misconducts him/herself during an examination the superintendent is empowered to expel a candidate from the examination room, where their continuing presence would hinder other candidates. 

· Any irregularity or misconduct will be recorded in writing and given to the Principal.

· A decision will then be made as to whether the candidate will be disqualified from any other examination(s) they may have to take.
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Superintendent’s Report




Date ________________

 Subject ______________  Superintendent’s Name: ________________________
Plan of Examination Room

The plan should be drawn approximately to scale and should show the positions of the candidates, giving their examination no. or names, the directions in which they face and the position of the table(s) or desk(s) used by the superintendent(s). 
[image: image1]Persons other than the superintendent and candidates in attendance 

Name ___________________________  Official Position ________________  

Name ___________________________   Official Position ________________  

	Daily Report – Write “NIL” if nothing unusual happened.




I certify that       (i) 
the above particulars are correct

(ii)
all the regulations relating to the examination have been complied with

(iii) each candidate has used his/her correct examination number or name.

I enclose ____________ examinations scripts.

Signature of Superintendent  
____________________________
Date _____________
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EXAM  ATTENDANCE  RECORD

SUBJECT _______________________________    EXAM DATE _______________________

	
	STUDENT NAME


	PPS NUMBER
	SIGNATURE



	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	

	8
	
	
	

	9
	
	
	

	10
	
	
	

	11
	
	
	

	12
	
	
	

	13
	
	
	

	14
	
	
	

	15
	
	
	

	16
	
	
	

	17
	
	
	

	18
	
	
	

	19
	
	
	

	20
	
	
	

	21
	
	
	

	22
	
	
	


Supervisor’s Signature  __________________________________ Date ___________________
��
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