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Examination Rules and Regulations

Rules and Requlations for Coordinators:

1. Subject Coordinator presents exam
questions to the HOD for approval. and
follow the quality rules for exam paper.

2. Coordinator to print and prepare an
exam envelop for each hall.

Print and give the following to Admission
& Registration department in an envelope:
- Examination question papers + extra
copies.

- Examination flysheet cover completed
with the followings:

e Academic year, semester and examination
date.

e Number of students and number of
examination papers.

e Course title and course code.

e Specialty groups and levels.

e Start time and duration.

e Examiner name, ext. no. and cell phone.

¢ Requirements for the examination.

- The exam attendance sheet.

- Invigilators’ report form.

- Incident report form.

- Any other requirements needed for the
exam.
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3. Exam content should be
commensurate to the syllabus &
course specification.

4. The content of the examination should
be according to the assessment
methods used in the course
specification, or all or some of them,
taking into account the measurement
of ILOs for this course.

5. Exam questions should be sufficiently
clear as not to require the presence of
the instructor/coordinator during the
exam.

6. Exam marks should be reported to the
HOD and validated within 72 hours.

7. Introduce answer papers  after
monitoring the grades to the coordinator
of the examination committee in the
department to be handed over to the
officer of the unit of keeping the
examination papers in the college.
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Rules and Requlations for Inviqgilators:

1. Ensure the time and place of their
invigilation duties.

2. Inform the Exam Committee
immediately if they can’t attend.

3. Report for duties at least 15 minutes
before the scheduled start of exams and
keep their mobile phones silent.

4. Check the number of question papers in
the exam envelop before the start of the
exam.

5. Ensure each student sits only in his/her
designated seat.

6. Check student ID and seat details for
conformity.

7. Do NOT allow students to enter exam
hall with mobile phones, audio,
audiovisual devices, watches, any
devices with camera (on or off). Any
student in possession with any of these
devices inside the exam hall will be filed
for cheating and a cheating report
raised with their name.

8. Document any cheating, cheating
attempt or unusual behavior during
exams in the appropriate forms.

9. Do Not allow students to leave the exam
hall (even for toilet) except after they
hand their answer paper and ensure
they leave quietly.

10. Collect answer papers from
students and respect enforce strict
exam timing.

11. Count answer papers and

compare to the number of question
papers on opening the envelop. Return
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all papers in the envelop and discharge

to Coordinator or HOD.

Invigilators must remain
professional at all times and maintain an
academic atmosphere during the
exams.

Invigilators must not engage into
conversations, reading or writing or any
activity other than invigilation duties.

The Dean reserves the right to
punish any invigilator who fails to
observe their duties.

Instructors are allowed to enter
exam halls for 10 min. only for student
clarifications during their subject matter
exams. No admittance in the exam hall
except for invigilators and senior college
officers like the Dean, Vice Deans and
HODs.

16. The Head of Exam Committee must
report daily to the Dean on exam status
including any cheating cases, absentia,
conduct issues of students and
invigilators....

12.

13.

14.

15.
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Rules and Requlations for a general exam
committee:

Article Thirty-one:

College council may form a committee to
cooperate with departments in the
organization of the final exam’s works, and
its duties would be reviewing grades
records and then delivering them to the
appointed committee within a period not to
exceed three days from the date of any
course final exam.

Implementation Rules of article

thirty-one:
1. College council may form a
general exam committee to

cooperate with departments in the
organization of the final exam’s
works, and its duties will be the
following:

a) To announce the final exam
schedule for students at least
one week in advance after
coordination with the Admission
and Registration Deanship.

b) Prepare a schedule of monitors
for each room during the exams
and submitted via heads of

departments.

c) Preparation of exam places and
processing them with the
necessary requirements for the
exams.

d) Distributing students to exam
rooms.
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the Coordinators with the R T

. =it Al Gl el daad gai ) Lo
previous announced rules and fos e Ainge @l gk
regl_JIatlons e sl (e Lasaay 5 il a0l

b) Delivery of the answer sheets | ... 2 el s ol de e JB Y o
to the observers at least 15 ?ﬂ{'wﬁ)w dire pmaa
minutes prior to the tests. L T N

c) Receive the answer sheets U“JJ‘M‘L“‘:‘L@“&‘-‘J ‘L’Lfm\ Sl
from the observers after the | = g dnoadl 4alll (LU e
end of the test and deliver them Ailed ol jlal IS 4lay i oDl
to the teacher of the course to
correct them.

d) Receipt of the answer sheets
after correcting them and the
lists of monitoring the grades
from the teacher of the course;
signed by him and delivering
them to a member of the same
specialization to review the
monitoring of the grades and
check them in the answer
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sheets and score lists and sign
them as well.

e) Submit the grades monitoring
lists to the head of the
department for signature, and
in turn deliver them to the
General Committee for exams
in the college.

f) Delivery of all final grades to
students on time according to
the academic calendar.

g) Keep the answer papers in the
department, accompanied by a
typical answer to the decisions
that require this nature,
indicating the distribution of the
grades for a period determined
by the department council;
provided that it is not less than
one academic year.

h) Colleges with  non-Arabic
teaching staff are required to
explain the above rules at the
beginning of each final
examination.
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