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1.

Please read these notes carefully:

Invigilator Responsibilities

1.

10.

11.
12.

13.

14.
15.
16.
17.

Make sure you arrive at your assigned classroom at least 15 minutes before
the scheduled start of the exam.

Make sure that the exact number of exam papers is attached to the answer
booklets in accordance with the number of students on the attendance sheet.
Ensure the attendance list is provided.

Ensure that the following forms are available:

Incident form

Absence Form

Cheating incident report form

Make sure that the student has his university ID

Make sure that the students' names are written both on the exam and
answers papers and submitted together.

Ensure that all students sign the Attendance sheet before leaving the exam
In cases of verified cheating the student must not be allowed to continue with
his exam and his paper withdrawn. A cheating incident report form must be
completed.

Maintain discipline during the exam.

Cover invigilators must be available during the exam time and must be
present in the designated area.

Calling the hall monitor when students ask for any clarification.
The use of mobile phones is not permitted inside the exam room and they

must be switched off during the exam.

Students aren’t allowed to enter the examination room if they are denied in
the subject.

Please dress in a manner befitting of an exam situation.

Do not leave the exam room for any reason.

Leave the door open at all times.

If a student arrives more than thirty minutes after the scheduled start of the
exam, DO NOT allow him to enter the exam room. Refer him to a Hall Monitor

and complete an Incident Report Form.
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18. If a student finishes early, he may leave the exam room after half of the exam
time is passed (not before). They must sign the attendance sheet before they
leave their seat.

19. Reporting the cheating incident and attaching any evidence (if found)

20. In case of emergency (e.g. fainting, falling, etc.), the invigilator is to call for
the supervisor or the academic advisor without leaving the exam room and
report the incident and ask the supervisor or the academic advisor to sign it.

21. Ensuring books and materials are kept outside the classroom or away from
student seats.
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Student Examination Rules

1-Students should present themselves 15 minutes before the exam starts.
2-Students should present themselves in uniform.

3-Students should bring identification.

4-Student should bring all equipment with them i.e. pens, pencils etc.
5-Mobile phones should be switched off for the entire duration of the exam.
6-Students should behave in discipline manner in class to ensure smooth
running of other tests.

7-Student must stay for a minimum of half the time of the exam.
8-Students are not allowed to leave the exam room unless in exceptional
cases sanctioned by a Supervisor.

9-Students whose names are not on the attendance list are not allowed to
attend the exam.

10-If a student attempts to cheat, his exam will be terminated and he will
referred to a committee where appropriate action will be taken against him
including the issuance of a warning on his academic record or withdrawal

from the exam.

11- Students are not allowed to enter the examination room if his name is

enlisted as (Denied) on the attendance list.
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