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Exams – Guidance for students
What every student needs to know about exams at the University
---------------------------------------------------------------------------------------------
1. When and where – and timing
Make absolutely sure you know when and where your exam takes place. The definitive information is provided via ExamTrack at http://www.londonmet.ac.uk/examtrack/.  (If you have arranged to sit the exam under special exam arrangements, under clash conditions, or overseas, you are advised individually, by email, of your particular arrangements.)

If you miss the exam that is your responsibility. No allowance is made for students misreading or being unaware of the details published on ExamTrack. 

If you are not familiar with the location, check it out in advance. Allow plenty of time both for possible travel delays and for finding the room within the building. Aim to arrive 20 minutes before the scheduled start. No allowance will be made if you arrive after the start. If you arrive more than 30 minutes late you are unlikely to be allowed into the exam room; invigilators may allow entry at their discretion only if no student has left the room. 
2. Seating

Normally a desk list for your exam will be posted outside the exam room. As soon as you arrive, check the list – ordered by surname – to find which desk number has been allocated to you. You may not enter the room until advised by an invigilator.
3. Do bring and don’t bring
You must bring your student ID card, and display this on your desk in the exam. You should also bring pens and any other equipment your tutor has advised as necessary to complete the exam. However if you bring to the desk any notes or devices such as calculators which are not specified in the rubric this will be considered cheating (even if you don’t use them). So don’t bring them, or leave them in your bag / coat in the designated area away from your desk.
Don’t bring valuable or unnecessary items into the exam room. A notice about this – see Appendix 1 - is normally posted outside exam rooms, but read the advice now, so you don’t bring such items in the first place.

4. Read the paperwork and follow the instructions
Most exams are completed on stationery provided, so you need to read and follow the Directions to Candidates on the front page of the stationery. You are not allowed to read the questions in the question paper until the Senior Invigilator announces that you may do so. Take the time to read carefully the rubric (instructions) on the first page. No allowance will be made for misreading these instructions, resulting in for example using non-permitted materials, or answering too few or too many or the wrong combination of questions. You must complete the attendance slip on your desk; the white copy will be collected; you keep the yellow copy.

5. Exam rules
It is essential that you act in accordance with the University’s regulations concerning exams. Key points are summarised at Appendix 2. Normally a version of this will be posted outside the exam room and the Senior Invigilator will normally advise candidates of this information just prior to starting the exam, but the rules apply regardless of whether you read or hear them at the exam, so it is important you understand them before attending any exam.  
6. Queries 

If you are unsure about anything at the start of or during an exam, put up your hand for an invigilator, and ask for advice – don’t make assumptions. This covers procedures and rules, not interpretation of or academic advice concerning a question, which invigilators are not allowed to provide - though if you believe there is a misprint you should query this for clarification.
7. Seen (pre-published) exam papers and other material

Exam materials that students need to see in advance – complete seen papers, seen questions from part-seen papers, and seen case studies – are published to students at

http://www.londonmet.ac.uk/registry/$services/$coursework-exams/$seen-exam-papers.cfm
8. Non-standard exam arrangements for individual students
Arrangements for students requiring non-standard arrangements are detailed at http://www.londonmet.ac.uk/registry/$services/$coursework-exams/coursework-exams_home.cfm#Exams
In all cases students need to complete a form and obtain authorisation well in advance of the exam period. Deadlines and forms including full guidance are available at the website. Arrangements covered are: 

· clash exams (where you have  exams scheduled at the same time or at different site groups (Aldgate/Moorgate/Shoreditch group compared with Holloway including Ladbroke group) with less than one hour between the end of one exam and the start of the next)
· special exam arrangements (for students with particular exam needs formally confirmed by the University’s Disabilities & Dyslexia Service),

· overseas exams (students with a good reason for needing to sit their exam at an approved location abroad – which is a chargeable service, if agreed and feasible)
· bilingual dictionary (for students with a formally confirmed need to use a bilingual dictionary for a particular exam).
_________________________________________________________________________

Appendix 1 – Valuables and items at desks
1. Valuables and responsibility. Valuable items should not be brought into exam rooms. Students need to understand that if they disregard the University’s policy and bring in valuable items they do so at their own risk. The University is unable to accept responsibility for any item a student has brought into the exam room which the student does not need to use in completing the exam.

2. Bags and clothing. Cases and bags of all kinds, as well coats, must be left in the areas designated by the invigilator. Coats may not be hung on chairs. Clothing that the student does not intend to wear throughout the exam must left in the designated areas. Students may not collect clothing from the designated area prior to visits to the toilet, nor at any time until their exam script has been collected and they are leaving the exam room.

3. Items permitted beneath desks. Purses, wallets, travel passes such as Oyster cards, and mobiles (switched completely off) may be placed not on but beneath the student’s desk, along with any non-transparent pencil cases. However such items must not be touched at any stage during the exam, and invigilators are authorised to remove them if the student attempts to use or refer to them.

4. Food and drink. Food of any kind is not permitted at desks but must be left in coats or bags in the designated area. Normally unless there is a medical reason students should not have more than one bottle of water / other soft drink at their desk. 

________________________________________________________________________

Appendix 2 – Exam rules: when under exam conditions
1. Exam conditions and communicating. Once under exam conditions you must not disturb or communicate in any way with anyone – except an invigilator, by raising your hand.

2. Leaving the room. You may only leave the room with the permission of an invigilator and may not leave in the first 30 or the final 15 minutes. 

3. Unauthorised materials. Having in your possession any unauthorised materials (other than those specified in the rubric), whether or not they are used, constitutes cheating and will treated as such.

4. Penalties for cheating. Penalties include suspension and expulsion. 

5. Mobiles. Mobiles and other transmitting devices must be switched off, not just to silent, and must not be on desks. No exceptions.

6.  Pencil cases and other items on desks. Only fully transparent pencil or instrument cases are allowed on desks. Unnecessary items, such as purses and wallets, are not permitted on desks.

7. ID card and attendance slip. You must display your student ID card on the desk, and complete the attendance slip. 

8. Correct paper and reading the rubric. Check that you have the correct exam question paper, and read the rubric (instructions) on the front cover carefully.

9. Directions to candidates. Follow the Directions to Candidate on your answer book and complete all details, including your student number, entering your name and signature only on the fold down flap. Include the suffix C or N (not both) in the module code.

10.  Rough work. All rough work must be in your answer book and crossed through. 

11.  Removing exam materials. You must not remove any answer book or exam stationery of any kind, used or unused, from the exam room.
