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1. Purpose

1.1 The purpose of this procedure is to detail the examination procedure for Higher Education
examinations held on campus

2. Scope

2.2 The detail in this document applies to examinations that are held on campus

3. Key Definitions

3.2 Refer the Glossary of Terms

4. Procedure Steps

4.1 The detail in this document applies to examinations that are held on campus. If examinations
are held on multiple locations, then they should be held at the same time if possible.

Invigilator

4.2 For any examination session there will be an Invigilator. For larger student groups, one or more
Assistant Invigilator(s) should be appointed.

4.3 The Invigilator assumes full responsibility for the supervision of an examination for a particular

session. Duties include:

4.3.1 Receipt of examination papers and materials from the Office of the Academic Registrar
and Academic Program Managers prior to the start of the examination session;

4.3.2 Ensuring the security of the examination papers at all times;

4.3.3 Overall setting up the venue, control and management of the examination session,
collecting and securing all examination materials after completion of the examinations;

4.3.4 Giving full attention to the task, and therefore refraining from reading, using computers
etc. for the duration of the examination

Setting up the venue

4.4 Each examination venue must be checked to ensure the following:
44,1 Appropriate seating, lighting and ventilation;
4.4.2 Adigital non-chiming clock or alternative method of indicating time; e.g., written on the
white board at regular intervals;
4.4.3 Toilet facilities are available and contain no materials which may assist students;
4,44 Tissues are available in the examination room;
4.4.5 Appropriate signage inside and outside the room at suitable locations;
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4.4.6 There are no materials that might inappropriately assist the students in undertaking the
examination;

4.4.7 Examination papers are in a sealed envelope which will not be opened until all students
are seated and which will be witnessed by a randomly selected student at that time.

4.4.8 Correct set-up of examination books (when used) and other materials required for the

particular examination.

4.5 Seating arrangements:

4.5.1 Students should be spaced as far apart as possible within the space available.
4.5.2 Students should be provided with their own desk wherever possible.
4.5.3 Where possible, double desks should be provided for students sitting open book exams.
4.5.4 When students in the same venue are writing the same examination, desks must be
organised with an empty desk between students.
4.5.5 Students writing the same examination must be seated directly behind each other.
4.5.6 Desks must be placed in the following format where it is possible to leave an empty desk
between students writing the same examination.
Student Empty Student Empty Student Empty Student Empty
desk desk desk desk
Student Empty Student Empty Student Empty Student Empty
desk desk desk desk
Student Empty Student Empty Student Empty Student Empty
desk desk desk desk
4.5.7 Where itis impossible to leave an empty desk between students writing the same
examination, students writing different examinations should be seated next to each
other.
4.5.8 Desks must be placed in the following format where it is not possible to leave an empty
desk between students writing the same examination.
4.5.9 Two students being examined can be on the same table if a table divider is used that
prevents them from seeing each other’s work.
Student Student Student Student Student Student Student Student
Exam A Exam B Exam A Exam B Exam A Exam B Exam A Exam B
Student Student Student Student Student Student Student Student
Exam A Exam B Exam A Exam B Exam A Exam B Exam A Exam B
Student Student Student Student Student Student Student Student
Exam A Exam B Exam A Exam B Exam A Exam B Exam A Exam B

Allowing students into the examination room

4.6 Allow students into the examination room only when ALL set-up and preparations are fully
completed.

4.7 Inform the students that they are only allowed to take the following items to their desks:

47.1 Pens, pencils and other writing tools (outside a pencil case).

4.7.2  Student ID card or other form of photo ID (passport or driving licence only).

4.7.3 Water bottle (which must be transparent with no labels).

4.7.4 Permitted materials (where specified) for the particular examination, e.g. notes, formula

sheets, non- programmable calculators, bi-lingual dictionaries, computers (lap-tops or
computer lab facilities), required books/material for open book examinations.
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4.8 Inform the students to place all personal belongings which cannot be taken to the desk in a

designated area in the examination room. Personal items might include:

4.8.1 Handbags, wallets, purses, money bags, backpacks etc.;

4.8.2 Smart watches, smart glasses and digital/smart watches;

4.8.3 Mobile phones and all electronic devices must be switched off (not silent or in airplane
mode) and placed in the designated area;

4.8.4 Pencil cases;

4.8.5 Any other items not required for the particular examination;

4.8.6 Students must comply with reasonable requests by Invigilators to inspect materials.

4.8.7 Hats and other headwear are not permitted unless required for religious or cultural
reasons.

4.9 Indicate to the students which seats are allocated for the particular examinations and ask them
to take their seats.

4.10 Ask the students to fill in the appropriate documentation:
4.10.1 Examination Attendance form
4.10.2 Students without a valid student ID card need to provide formal photographic ID
(passport or photo driving licence only) and obtain ID verification (by having the ID
verification form filled in by the Student Support Officer) and put that in the place of the
student card;

4.11 Randomly select a student to formally witness the opening of the sealed envelope containing
exam papers and sign the envelope to confirm this has occurred. At this point, examination
papers should be distributed to students.

4.12 At the starting time of the examination session, brief the students regarding the rules for the
examinations by:
4.12.1 Reading the Announcements to Students and emphasising that they are under
examination conditions.
4.12.2 Inform the students that they can commence with the examination.

4.13 After commencement of the examination, attend to the administrative aspects:
4.13.1 Verify students’ identities to ensure that the person sitting for the examination matches
the photo on the student card.
4.13.2 Check the Examination Class List against the details on the student card or ID verification
form.
4.13.3 On the Examination Class list record the names of any students who were absent from
the examination by clearly writing ‘Did not attend’ against a student’s name.

Basic rules

4.141f late preparation delays the commencement of the examination, commencing and concluding
times must be adjusted accordingly.

4.15The commencement of an examination must not be delayed due to an individual student’s late
arrival.

4.16 There are 10 minutes reading time allocated for each examination paper, in addition to the time
allocated for the examination paper. During reading time, students are permitted to write on the
examination paper only, but are not permitted to write in the answer booklets.
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4.17 No student is permitted to enter the examination room after the first 30 minutes from the start
of the examination session.

4.18 No student is permitted to leave the examination room within the first 40 minutes or the last 20
minutes of the examination session. This 40 minutes begins at the writing time and does not
include the 10 minute reading time referred to at 4.16.

4.19 Under no circumstances (unless advised of special arrangements) may an Invigilator allow any
student any additional time to complete a paper.

4.20Students need to remain seated and raise their hands to attract the attention of the Invigilator.

4.211n exceptional circumstances, students are permitted to go to the toilet. The Office of the
Academic Registrar will ensure sufficient invigilator coverage to allow for a designated person to
escort the student to the toilets. The student will be accompanied by an Assistant or Support
person who has checked the toilets to ensure there are no hidden materials and/or devices that
could assist the student. Repeated bathroom breaks may be restricted unless reasonable
grounds exist and are evidenced.

4.22 Any student who leaves the examination room (without permission) and is not accompanied by
an Assistant or Support person, will not be permitted to return to the examination room and
continue with the examination.

4.23 Students are not permitted to:

4.23.1 Commence reading the contents of the examination paper until instructed.

4.23.2 Access bags or personal belongings during the examination.

4.23.3 Improperly obtain or endeavour to obtain assistance in their work from any person
inside or outside the examination room.

4.23.4 Communicate with any other student.

4.23.5 Seek assistance from another student or provide assistance to another student.

4.23.6 Share or exchange materials/resources, e.g. dictionaries, non-programmable, silent
calculators.

4.23.7 Use any material and/or resources which are not allowed for the particular examination.

4.23.8 Behave in any way that will disturb other students or interfere with the examination
proceedings.

4.241f a student queries the possible inaccuracy or ambiguity of any question on an examination
paper, the Invigilator should not give any interpretation of the question but should seek
clarification from the lecturer responsible for the examination or the relevant Academic
Program Manager as soon as practicable. Where required, the Office of the Academic Registrar
may assist in facilitating contact. Where clarification is provided, it must be communicated to all
students undertaking the examination. Students should continue with other parts of the
examination while the matter is being considered. If no immediate clarification is available, the
issue will be reviewed during marking and moderation.

4.25 Discussion between Invigilators and/or an Invigilator and a student during an examination must
be restricted to what is necessary and be conducted as quietly as possible to ensure the proper
conduct of the examination and that other students are not distracted.
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4.26 The prime responsibility of Invigilators is the continuous monitoring of students:

4.26.1 Students must not be left unattended during an examination.

4.26.2 Invigilators should move quietly and discreetly among the students at regular intervals.

4.26.3 Invigilators are not allowed to do any other work, e.g. answer emails, reading, marking,
working on any document during the examination session.

4.26.4 When the Invigilator encounters any problems and/or uncertainties, he/she must contact
the Registrar’s Office by phone texting who will assist or attain the most applicable
person to assist.

4.26.5 Invigilators should focus fully on monitoring the examination session.

4.26.6 Any problems encountered during an examination should be noted on the Examination
Incident report and submitted to the Office of the Academic Registrar.

Misconduct and/or cheating

4.27 Students could display various forms of misconduct and/or cheating; some examples include:

4.27.1 Impersonating another student;

4.27.2 Talking to another student when the examination has commenced;

4.27.3 Possession of an electronic device that is switched on during the examination.

4.27.4 Going to the toilet during an examination (even when escorted) to access unauthorised
notes and/or a concealed electronic device that could not be easily found by the Support
Person escorting the student to the toilet.

4.27.5 Exchanging examination papers and/or answer booklets when seated adjacent to each
other;

4.27.6 Have in their possession unauthorised notes, notes written on labels of drink bottles, or
on any part of their bodies and/or clothing, etc.;

4.27.7 Reading another candidate's work;

4.27.8 Showing and/or allowing another student to read their work.

4.28If a student is detected using unfair means (misconduct/cheating) to complete an examination
(e.g. unauthorised notes, collusion etc.), the Invigilator should report the circumstances to the
Office of the Academic Registrar immediately.

4.29 Invigilators should avoid arguments with students and should endeavour to avoid a general
disturbance.

4.30The Office of the Academic Registrar will assist the Invigilator to:

4.30.1 Confiscate all notes and/or other unapproved aids.

4.30.2 Clearly mark the student's answer book (by ruling a line across the relevant page) to
indicate the stage reached by the student while using unapproved aids.

4.30.3 Permit the student to complete the examination.

4.30.4 Complete the Examination Incident report and get the student to complete their part in
the report.

4.30.5 Advise the student that they will be informed by the Board of Examiners of subsequent
action(s).

lliness

4.311If any student becomes unwell during the examination, the Invigilator must immediately contact
the Office of the Academic Registrar, which will arrange for appropriate assistance and support
for the student.
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4.32 The Invigilator needs to complete the Examination Incident report and submit it to the Office of
the Academic Registrar.

Emergency evacuations

4.33 Invigilators should follow the directions of the established campus evacuation procedures and
the additional examination protocols below:

4.33.1 Immediately announce the suspension of the examination and instruct students to
follow the Invigilator’s directions and those of the Emergency Wardens and/or
Emergency Service Personnel.

4.33.2 All examination papers must be turned over and remain on the desk.

4.33.3 Instruct students to take their personal belongings (e.g. handbags, wallets etc.) with
them.

4.33.4 Instruct students that they are still under examination conditions, must remain in a
group, and must not communicate about the examination contents to anyone. Use of
mobile phones is not permitted.

4.33.5 Direct students to proceed to the evacuation point.

4.33.6 Attempt to keep the students together in a group and remind them they are still in
examination conditions.

4.33.7 Follow instructions of Emergency Wardens or Emergency Service Personnel.

4.33.8 The Emergency Wardens and/or or Emergency Service Personnel will make a decision to
determine the likely duration and outcome of the emergency situation and the action to
be taken.

4.33.9 The Registrant’s Office will inform the Invigilator and the students of the decision.

4.34 The Invigilator must record all the details on the Examination Incident report and submit to the
Office of the Academic Registrar.

Conclusion of the examination

4.35 Students must be clearly advised 10 minutes before the examination ends that the examination
is about to conclude.

4.36 At the finishing time, the Invigilator will advise all students to "cease writing immediately". All
writing tools must be put down then. Invigilators must ensure that all work ceases.

4.37 The Invigilator makes the following announcements:
4.37.1 The examination has now ended.
4.37.2 Stop writing immediately and remain seated.
4.37.3 Check that you have completed your personal details on all material which is to be
handed in.

4.38 Students are to remain quietly seated whilst answer books and other materials are collected.
Invigilators are responsible for making sure all materials that must be handed in are collected.

4.39 No student(s) remaining in the room at the conclusion of the examination should be allowed to
leave the room until ALL examination papers, books and other materials have been collected.

4.40 Please Note:
4.40.1 All examination books and papers, graph paper, etc. must have the students' details
clearly written on them.
4.40.2 Unused or spoiled booklets are to be collected as well as used examination books.
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4.40.3 The student must NOT take question papers out of the examination room. ALL question
papers MUST be collected at the conclusion of the examination.

4.40.4 Invigilators should collect from desks any old question papers, lost property etc. and
should straighten up the rows of desks and chairs in readiness for the next examination.

Consolidating material

4.41 Put all the examination papers and the examination answer books, multiple choice answers FOR
EACH UNIT in an envelope; mark the envelope clearly with the full details (including unit code
and name, date and time of examination, lecturer responsible for the unit, number of answer
books included in the envelope) and seal envelope.

4.42 Put all administrative documentation FOR EACH UNIT (ID verification forms, Examination
Incident Report etc.) in another envelope and seal envelope. Mark the envelope clearly with the

full details (including units code and name, date and time of examination).

4.43 Return all examination materials (used and unused) to the Office of the Academic Registrar.

5. Reference Documents

Supporting documents, procedures, work Announcements to students
guidelines and forms Examination Attendance form
ID verification form
Examination incident report
Examination class list

Examination Instructions for students

6. Version History

Version Date Changes Summary
1.0. 12 June Date first approved — 12 June 2020
2020 Date of effect - 12 June 2020

Date of next review — 2 September 2027
Approved by — Academic Board
Authorised officer — Academic Registrar
Audience — Public

2.0-3.1 | N/A Minor updates

3.2 02 Update to the sections: 1.6 (d), 1.9 (a), 1.11 (c), 1.14, 1.40
September | Additions of sections: 1, 1.2 (a), 1.4 (i)
2024 Removal of the sections: 1.9 (c), 1.11(b,d)

33 26 May Clarification of examination timing conventions, Strengthening of academic
2026 governance in examination, Improved alignment with the Instructions for

Students and Enhancements to examination integrity controls

7. Link to Standards

National Code of Practice 2018

Standard (Number) | Standard (Descriptor) Standards (Individual)

6 Overseas student support services 6.9
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Higher Education Standards Framework (Threshold Standards) 2021

Domain Section Standards

2. Learning Environment 2.1 Facilities and Infrastructure 1

3. Teaching 3.1 Staffing 1

5. Institutional Quality Assurance 5.2 Academic and Research Integrity 1-4
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Appendix 1
Examination Instructions for students

This information must be read together with the Academic Integrity Policy and Procedure,
which can be found at: https://highereducation.stanleycollege.edu.au/about-us/policies-

procedures/

Breaches of these examination rules may be treated as academic misconduct and can

result in penalties ranging from mark reduction to exclusion.

NOTE: The duration for all examinations is 2 hours or 3 hours, as specified on your
examination paper. There is a 10-minute reading time, during which you may make notes on
the question paper but may not begin writing in any answer book.

1. Before the Examination starts

a) Aninvigilator will tell you:

e when you are able to enter the examination venue, which will be
approximately 5-10 minutes before the scheduled start of the examination;

e to enter the room in a single line and will direct you to where you are required to
sit;

e that once you enter the room, you will not be permitted to leave in the first
40 minutes of the examination, this 40-minute period begins after the 10-
minute reading time.

b) You must have your student identification card, photo driver’s licence or passport with you
at all examinations:

e You will be required to show your identification prior to entering the
examination venue;

e Place your identification on the top right corner of your desk and leave it
there throughout the examination;

e If you have no identification, you will be advised to go to Student Services
to have your identification verified. You must do this prior to entering the
examination venue and no extra time will be allowed if the examination
has commenced.

c) After you have removed all authorised examination materials and placed them on your
desk, you are required to put any bag or other carrier you have at the front of the exam
room. This includes your mobile phone which must be switched off (not in silent or airplane
mode) and must remain switched off for the duration of the exam.

d) You may only have authorised examination materials on your desk (refer to point 2). The
invigilator is permitted to inspect any item on your desk. The invigilator is also permitted
to ask you to display the contents of your pockets. Students are expected to cooperate
with reasonable inspection requests by invigilators.

2. Authorised Examination Materials

You may have on your desk during the examinations:
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a) writing materials - pens, pencils, an eraser; a ruler (only if required for the specific
examination); white-out is NOT permitted;

b) aclear bottle (reusable preferred) containing water. No adhesive label is permitted on the
bottle (including brand name labels);

c) an approved programmable calculator, if authorised, for the examination. The calculator
must have the memory cleared prior to entering the examination room and must not be
capable of communication or file storage beyond permitted functions;

d) if English is not your first language, an approved bilingual English translation dictionary
that complies with the standard listed below may be used, including for open book
examinations. The dictionary must be placed on the top left corner of your desk as soon
as you sit down at your desk. The dictionary must remain there throughout the
examination unless you are using it.

3. Unauthorised Examination Materials

You are not permitted to have the following in your possession or under your control
during an examination:

a) Your mobile phone, smart watch, smart glasses or any other portable electronic device
which provides the capacity for wireless connectivity and/or data storage; Any
unauthorised electronic device must be turned off and placed in your bag or other carrier
and left at the front of the exam room prior to the commencement of the examination —
if any such item is found, it will be reported and dealt with as an allegation of academic
misconduct;

b) Any other watch or time piece. These must also be placed in your bag or other carrier, and
left at the front of the exam room prior to the commencement of the examination;

c) Summary notes and/or study sheets, (unless specifically approved for the examination),
must be placed in your bag or other carrier, before you enter the examination room;

d) White-out, pencil case (or plastic bag).

e) A water bottle with an adhesive label (includes brand names)

f) Lollies, chapstick, tissues or any other item not specified in the ‘Authorised Materials’
section for the examination. The invigilator will have tissues available if required.

g) Hats, helmets, baseball caps or any other headwear are not permitted to be worn during
an exam and must be placed in your bag or other carrier, and left at the front of the exam
room, prior to the commencement of the examination. Please note that head coverings
required to be worn for obligatory religious or cultural purposes are permitted inside the
venue.

4. During and at the end of the Examination

a) You must:
e Adhere to all instructions given by an Invigilator immediately prior to,
during and immediately after an examination;
e Remain seated and raise your hand if you need to attract the attention of
an Invigilator. This includes if you need to leave the venue temporarily (for
a bathroom break only), or if you have finished the examination early and
want your answer papers to be collected — please note you are not
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permitted to leave the room during the final 20 minutes of the exam
period, in order to minimise disruption for all students;

e Be escorted by an invigilator if you leave the room for a bathroom break
and must not take any exam materials or devices with you.

e Ensure that all of your answer papers and other examination material have
been collected by an Invigilator before you leave the venue;

e Stop writing immediately when instructed by an Invigilator;

e Remain seated until told by an Invigilator that you may leave the venue;

e When you have been given permission by the Invigilator to leave the venue
(after you have completed the examination and your papers have been
collected), do so quickly and quietly. You must refrain from speaking or
making any noise until you are outside and away from the building.

b) You must not engage in any of the following behaviours or activities during the examination
and at any time you are in the examination room:

e Speaking, communicating or attempting to communicate verbally or non-
verbally in any manner to another student or person;

e Share any equipment such as calculators, dictionaries, pens, pencils, rulers
or erasers with another student;

e View or attempt to view the work of another student or permit another
student to view or attempt to view your work;

e Access or attempt to access your bag;

e Leave the venue without the permission of an Invigilator, (including prior
to the commencement of the examination). If you leave without permission
you will not be allowed to return and you will not be provided with another
opportunity to complete the examination.
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