
INSTRUCTIONS TO INVIGILATORS FOR EXAMINATIONS

1
General

1.1
Invigilators are responsible for the proper conduct of examinations in accordance with the instructions given below.

1.2
For each examination room, there will be one Senior Invigilator and at least one other invigilator for a maximum of 50 candidates. One further invigilator will normally be appointed for each additional 30 candidates thereafter.

2
Preparations before Examinations
2.1
The Senior Invigilator is responsible for collecting the examination pack, containing all examination materials including a list of candidates eligible to take the examination, from Registry at least 30 minutes before the start of the examination.

2.2
All invigilators should be present in the examination room at least 20 minutes before the start of the examination.

2.3
The required number of answer books, the question papers, scrap paper and any other required examination material should be laid out on each desk before candidates are allowed to enter the room. Question papers should be laid out face downwards.

2.4
The Announcements to Students (detailed in Section 5, below) should always be read out prior to the commencement of each examination.

2.5
Paper setters should be present during reading time to address any queries raised by candidates, but should not attempt to interpret the examination paper for candidates.


Note: Any response to a query should be announced to all the candidates.
2.6
Reading time (where allocated, 5 minutes) is additional to the total time for an examination and examination conditions operate from the start of reading time.  Candidates MUST NOT commence writing in the answer books during reading time, but may be permitted to write on the scrap paper provided or the question paper itself (unless required to answer on the question paper).

3
Admission to the Examination
3.1
Candidates should normally be admitted to the examination room 15 minutes before the start of the examination.

3.2
Candidates must produce their matriculation card on admission to the examination room.  In addition, candidates must complete and sign the Signature Sheet and/or an Attendance Slip, as deemed appropriate by the Senior Invigilator. Where candidates are asked to sign attendance slips, the invigilators are asked to ensure that all slips are checked against the signature sheet, to indicate attendance.

3.3
Matriculation cards should be displayed on candidates’ desks throughout the examination.

4
Late Admission of Candidates

4.1
A candidate who arrives late should be admitted without question during the first half hour of an examination.

4.2
Admission after the first half hour may only be allowed with the prior permission of the Senior Invigilator and the Registry Examinations Officer.

4.3
No extra time will normally be allowed to a candidate who arrives late for an examination session, unless there are accepted extenuating circumstances. This has to be agreed by the Senior Invigilator and the Registry Examinations Officer.

5
Announcements to Candidates before the start of the Examination
The following announcements should be made to candidates before the start of the examination:

a)
Please display your matriculation card on your desk throughout the examination.

b)
Only authorised materials should be retained on your desk during the examination.  All other materials not specifically allowed in the rubric of the examination paper and all other belongings should be placed at the front of the room. The use of hand held personal technology such as personal organisers, electronic dictionaries and mobile phones is not permitted.  Please ensure that all mobile telephones must be switched off and retained in personal bags at the front of the examination room. The use of programmable calculators and those with text, symbolic or graphic capabilities is not permitted unless expressly authorised by the examiners, as stated on the front cover of the examination paper.
c)
Please complete the front covers of the answer books before the start of the examination.  You should ensure that you have completed and sealed the fold-down corner to maintain anonymity. You must also ensure that your name is not shown anywhere else on the examination answer book.

d)
Please check that you have the correct question paper, and note the duration of the examination.

e) 
Please do not start writing in the answer books during reading time. You can, however, write on the question 


paper (unless you are required to answer on the paper) or the scrap paper provided during the reading time.

f) 
Any queries regarding the question paper should be raised during reading time (i.e. the first 5 minutes) with 


the paper setter. The answer to any query will be announced to all candidates taking the examination.

g) 
Please do not leave the examination room during the first 30 minutes or the last 15 minutes of the 


examination, other than for personal reasons.  If you require to leave the room temporarily you will be accompanied by an invigilator.

h)
You will be informed of the time 30 minutes and 15 minutes before the end of the examination.

j) 
Once the examination has been completed, candidates must obey the Senior Invigilator’s instructions either 


to remain in their seats until answer books are collected or to leave books on desks.

k)
Where there are any students who have been allocated extra time, please leave the exam hall at the end of 


the examination quickly and quietly to ensure minimum disruption to the remaining student(s).

l) 
Please read carefully all the instructions on the examination paper and the “Instructions to Candidates” on the 


back cover the answer book. In particular, please note that you need to advise the Admissions Officer of any permanent change of address.

6
Exceptional Circumstances

6.1
If an incident or emergency occurs in the examination room which may effect the progress of the examination, an invigilator should contact the Registry Examinations Officer (ext 3214) by the nearest telephone.

6.2
If an examination room has to be evacuated for any reason (such as fire alarm), candidates should be instructed to leave all examination papers and materials on their desks and proceed to the nearest exit. The Senior Invigilator should be the last person to leave the room.  Invigilators should then seek guidance from the Registry Examinations Officer.  On re-admittance to the examination room, candidates should be instructed to await instructions from the Senior Invigilator as to the start time and length of additional time (if any) allowed.

6.3
If any candidate becomes ill during an examination, the invigilators should take appropriate action and report to the Registry Examinations Officer.

6.4
Such exceptional circumstances should always be clearly annotated on the Senior Invigilator’s Report.

7
Misconduct

If any candidate is suspected of cheating or other misconduct, the following procedure should be followed:

a) The candidate’s examination answer book should be removed and endorsed by the invigilator as having been 


used prior to the incident.

b) Any unauthorised materials should be removed and attached to the candidate’s original examinations answer 


book.

c) The candidate should be issued with a fresh examination answer book and instructed to continue the 


examination.

d) The Registry Examinations Officer (ext. 3214) should be notified of any incident immediately after the 


examination has finished.

e)
The Senior Invigilator’s Report should be clearly annotated.

8
End of the Examination
8.1
The examination should be stopped punctually, and candidates should be advised either to remain in their seats until the answer books have been collected or to leave all relevant materials on their desks. Care should be taken to ensure that each candidate returns all relevant materials.

8.2
The Senior Invigilator should count the number of answer books collected and complete and sign the Senior Invigilator’s Report.

8.3 Answer books and all other materials should be returned to Registry, unless the marker collects the answer books directly. Where the marker collects the answer books directly from the examination room the Senior Invigilator should ensure that the marker completes and signs the relevant section of the Senior Invigilator’s Report.
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