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[bookmark: _Toc212198467]Purpose and Scope
1.1	This document outlines the University’s procedures for the administration of formal examinations.
1.2	It is intended to provide guidance to staff within the Registry, as well as to colleagues in other departments and external stakeholders, regarding examination arrangements.
1.3	The procedures described herein apply to all formal examinations that form part of a student’s programme of study.
1.4	The scope of this document includes both undergraduate and postgraduate taught programmes.
1.5	It details the operational arrangements that facilitate students’ participation in formal examinations.

[bookmark: _Toc212198468]Related Policies, Procedures, and Regulations
2.1	This document aligns with the University’s academic framework as outlined in the Academic Quality Handbook (AQH). The AQH is subject to annual review and revision.
2.2	A range of related policies and procedures are relevant to this document, including:
· Academic Misconduct Policy 
· Engagement Policy
· External Expertise Protocol
· Lecture Recording Policy
· Mitigating Circumstances Policy
· Online Examination Protocol
· Policy on Use of Dictionaries and Calculators in Exams
· Records Management Policy
· Retention Schedule 1: Student Administration and Support
· Retention Schedule 2: Teaching 
· Student Complaint Policy 
· Student Pregnancy, Maternity, Paternity and Adoption Leave Policy
· Student Privacy Statement 
· UWTSD Data Protection Policy 
[bookmark: _Toc212198469]Responsibility for Examinations and Oversight of Associated Arrangements
3.1	The Registry Services team, situated within the Academic Services Directorate, holds primary responsibility for the coordination of examination arrangements.
3.2	Registry Services oversees the organisation of most examinations for students based at the Swansea and Carmarthen campuses.
3.3	Examination arrangements for students enrolled via the Institute of Inner City Learning are managed independently by designated staff within the Institute.
3.4	Where examinations are scheduled to take place during timetabled teaching sessions, the relevant arrangements are made directly by the Institute.
3.5	Institutes are accountable for the planning and delivery of online examinations.
3.6	Registry Services is responsible for maintaining and periodically reviewing this document to ensure its continued relevance and accuracy.
3.7	Oversight of examination arrangements is the responsibility of the Academic Standards Committee (ASC). A formal report is submitted to the Committee twice annually, outlining any issues encountered and recommending improvements to enhance the effectiveness and integrity of examination processes.

[bookmark: _Toc212198470]Examination Periods
The University’s main official examination periods are in January and May, with a re-sit week held in July. However, some in-class and centrally arranged examinations fall outside of these periods depending on the structure of the validated programme.

[bookmark: _Toc212198471]Examination Venues
5.1	Scheduled examinations will take place in designated University venues or in external locations that have been approved as appropriate by the Head of Registry Services.
5.2	The University utilises a range of rooms of varying capacities across its campuses for examination purposes. It is the responsibility of students to confirm the location of each of their examinations in advance. Temporary signage will be displayed near examination venues to remind individuals to maintain a quiet environment.
5.3	Registry Services will initiate requests via the ticketing system to ensure that examination rooms are appropriately prepared by the Operations team for use as examination spaces.

[bookmark: _Toc212198472]Online Examinations 
Academic Institutes are responsible for the administration of online examinations, 	including the implementation of any approved compensatory measures for students.  	The Online Examination Protocol is available on the UWTSD website.  

[bookmark: _Toc212198473]Examination Timetabling Procedure
7.1	The examination timetable is generated using the Student Records System (SITS), which ensures that individual students do not encounter scheduling conflicts between examinations.
7.2	Modules are categorised using the following codes to determine their inclusion in the examination timetable:
· REXAM – Examinations scheduled by Registry during the standard examination periods. 
· RNEXAM – Examinations scheduled by Registry outside the standard examination periods. 
· IEXAM – In-class examinations for which the relevant academic institute is responsible for scheduling and administration. 
· PEXAM – Examinations coordinated by partner institutions.
7.3	Examinations are normally scheduled to commence at either 9.30am or 2pm.
7.4	Where feasible, students will not be scheduled to sit more than one examination per day. However, exceptions may arise due to scheduling constraints or operational requirements.
7.5	Examination timetables will be published to students no later than six weeks prior to the commencement of the main examination period, and at least two weeks prior to the Re-sit Examination Period.
7.6	Modules that share a common examination paper will be scheduled concurrently.
7.7	Modules delivered across multiple campuses that share the same examination paper will be scheduled simultaneously.
7.8	Academic institutes may submit requests for specific examination days or times, provided the rationale is valid (e.g., employer release days for apprenticeship students). Requests based on the need for additional teaching or revision sessions will not be accommodated; such activities must be completed prior to the examination period. Requests submitted after the published deadlines will not normally be considered in the scheduling process.
7.9	Institutes will be provided with a draft examination timetable and given a two-week period to review and provide feedback prior to finalisation and publication.
7.10	Finalised examination timetables will be made available to students via MyTSD and the Celcat Calendar.
7.11	Students will be notified of the publication of their examination timetable through the Student Bulletin, distributed by the Hwb.
7.12	In the event of any amendments to the examination timetable, affected students will be notified through their official university email account.
7.13	Students are responsible for reviewing the published examination timetable to ensure they are aware of the dates, times, and locations of their examinations, as well as any specific requirements.
		
[bookmark: _Toc212198474]Examination Papers
8.1	Institute Administrators are responsible for uploading examination papers to the designated SharePoint site, adhering to the specified format and submission deadline. Submission of examination papers confirms that the internal moderation process has been completed and, where applicable, that the paper has been reviewed by an External Examiner.
8.2	The rubric on the front page of each exam paper should clearly and consistently communicate assessment expectations. A rubric refers to the set of instructions, rules, or guidelines that outline how the exam should be approached — including time limits, permitted materials, and response formats. Overly complex instructions increase the risk of student misunderstanding or failure to follow requirements. 
8.3	All examination papers must be formatted using the University’s approved template (GA36e)
8.4	In accordance with the Retention Schedule – Teaching, examination question papers are retained for the duration of the module and subsequently transferred to the Archive SharePoint site.
8.5	For examinations that include a seen question paper—where students are permitted access to the question in advance—distribution will be managed by the Institute prior to the scheduled assessment.
8.6	Examination papers are retrieved from Registry’s secure SharePoint site and delivered to the Print Unit for printing two weeks ahead of the scheduled examination dates.
8.7	Upon collection from the Print Unit, examination papers are stored in a locked cabinet within the Registry office. They are then transported to a secure cabinet on the relevant campus in preparation for the examination.

[bookmark: _Toc212198475]Examination Answer Booklets
9.1	Upon conclusion of the examination, all completed answer booklets shall be counted by the invigilator and transferred to Registry Services staff for secure handling.
9.2	Registry Services staff will store the answer booklets in a secure cabinet until they are collected by the designated marker. At the point of collection, the booklets must be counted and signed out.
9.3	Answer scripts will be made available for collection approximately one hour after the conclusion of the examination. Under no circumstances shall scripts be collected directly from the examination venue.
9.4	In accordance with the University's Retention Schedule for Teaching, completed answer booklets shall be retained by the Institute for a period of two years following the student’s departure from the University. After this period, the materials will be securely destroyed.
9.5	For students who complete their examination electronically, responses stored on USB devices will be transferred to the appropriate SharePoint site. The USB device will then be securely wiped and prepared for reuse. The electronic responses will be retained on SharePoint for two years following the student’s departure from the University, after which they will be permanently deleted.

[bookmark: _Toc212198476]Seating Plans
10.1	In instances where multiple examination papers are scheduled within the same venue, a seating plan will be implemented to ensure orderly conduct. Candidates undertaking examinations of shorter duration will be allocated seats in rows nearest to the exit. This arrangement is designed to minimise disruption to other candidates by facilitating discreet early departures.
10.2	Each row and seat within the examination room is individually numbered. Candidates may occupy any seat within their designated row.
10.3	A seating plan will be displayed outside the examination room for candidates to consult prior to entry. Candidates must also pay close attention to seating instructions provided by invigilators upon being called into the room.

[bookmark: _Toc212198477]Use of Materials and Equipment in Examinations  
11.1	In open book examinations, students are permitted to bring only the materials explicitly stated in the examination rubric. These materials must be in paper format. The use of electronic devices, including tablets, e-readers, or similar equipment to access supporting materials, is strictly prohibited.
11.2	Calculators may be used only if explicitly permitted by the examination rubric. In such cases, students are responsible for bringing their own calculators. 
11.3	All electronic devices — including mobile phones, smartwatches, and other wearable technology — must be switched off and either handed to the invigilator or securely stored in the student’s bag, which must be placed in the designated area of the examination room.
11.4	Possession of any electronic device at the examination desk will result in the item being confiscated by an invigilator. The student will be subject to an investigation under the University’s academic misconduct procedures.
11.5	A University-approved dictionary may be used during an examination unless otherwise stated in the rubric. Dictionaries must be free from annotations or notes. Invigilators reserve the right to inspect dictionaries to ensure compliance.
11.6	The University’s policy on the Use of Dictionaries and Calculators in Examinations is available here.

[bookmark: _Toc212198478]Conduct of Students in Examinations
12.1	Students are required to familiarise themselves with, and adhere to, all relevant University regulations, policies, and procedures. Any breach of these during assessment activities will be formally reported and may be addressed under the Academic Misconduct Procedure.
12.2	Students must arrive at the examination venue at least 15 minutes prior to the scheduled start time. Entry will not be permitted more than 30 minutes after the published start time. Late arrivals will not be granted additional time.
12.3	Students must consult the seating plan displayed outside the examination room to ensure they are seated at the correct desk and receive the appropriate examination paper.
12.4	Silence must be maintained upon entering the examination room and throughout the duration of the examination.
12.5	Students may leave the examination room after the first 45 minutes. Those wishing to leave early must raise their hand to notify an invigilator and ensure all examination materials remain on the desk. No materials may be removed from the room.
12.6	Students are not permitted to leave the examination room during the final 15 minutes of the examination to minimise disruption to others.
12.7	All personal belongings, including mobile phones (which must be switched off), must be placed in the designated area within the examination room.
12.8	The use or possession of electronic devices (e.g., mobile phones, smart watches, smart glasses) is strictly prohibited. Any student found with such a device during the examination will be subject to an Academic Misconduct investigation.
12.9	Students must bring and display their student ID card on their desk for the duration of the examination.
12.10	Students must accurately complete their personal details on both the Attendance Slip and the Answer Booklet.
12.11 	Only writing materials and items explicitly permitted for the examination may be placed on the desk. Any unauthorised materials will be removed by the invigilators.
12.12	Writing materials must be stored in a transparent case to allow visibility of contents.
12.13	Communication with anyone other than the invigilator is not permitted during the examination.
12.14	All answers must be written in the designated Answer Booklet unless explicitly instructed otherwise. Students must not write answers on the question paper.
12.15	Students requiring a toilet break must raise their hand and inform the invigilator. They will be escorted to and from the toilet. No additional time will be granted for toilet breaks.
12.16	At the conclusion of the examination, students must cease writing immediately upon instruction from the invigilator and remain seated and silent until all examination materials have been collected and permission to leave has been given.

[bookmark: _Toc212198479]Student Absence from an Examination 
13.1	Students who are unable to attend a scheduled examination due to circumstances beyond their control—such as illness, accident, or bereavement—must notify the University at the earliest opportunity. A formal request for consideration under the Extenuating Circumstances procedure must be submitted via MyTSD, accompanied by appropriate supporting evidence.
13.2	In instances where a student begins an examination but is unable to complete it due to illness or other unforeseen circumstances, they must inform an invigilator prior to leaving the examination venue. Subsequently, the student should submit a request for Extenuating Circumstances via MyTSD, including relevant documentation to support their claim.

[bookmark: _Toc212198480]Academic Misconduct 
14.1	Academic misconduct during an examination may include, but is not limited to, the following:
· Accessing or using unauthorised notes, materials, or devices during an examination.
· Introducing information into the examination room, including electronically stored data, whether belonging to the student or another individual, unless explicitly permitted.
· Communicating with individuals outside the examination room or with other candidates within the room during the examination.
· Copying another candidate’s work, with or without their consent.
· Engaging in impersonation, either by allowing another individual to sit the examination in place of the student or by impersonating another person, with the intent to gain an unfair advantage.
14.2	If an invigilator observes or suspects that a student is engaging in academic misconduct during an examination, they will inform the student of the concern at the time.
14.3	The student will be permitted to continue with the current and any subsequent examinations, without prejudice to any decisions that may be made following an investigation.
14.4	Where applicable, the invigilator will confiscate and retain any materials or evidence related to the suspected misconduct to support any subsequent investigation.
14.5	The invigilator will complete an Invigilator Report Form, and the incident will be formally reported and investigated in accordance with the University’s Academic Misconduct Policy.  

[bookmark: _Toc212198481]Emergency Evacuation Procedures
15.1	In the event that the examination room must be evacuated, students will be reminded that they remain subject to the University’s examination regulations throughout the evacuation process. Students must leave the room promptly and quietly via the designated fire exits, leaving all examination scripts and materials behind.
15.2 	Students must follow the instructions of the invigilators and proceed in silence to the nearest designated Fire Assembly Point. They must remain at the assembly point and maintain silence until they are advised that it is safe to return. Re-entry to the building will only be permitted once the appropriate authorities have confirmed it is safe to do so.
15.3 	A decision to abandon the examination will only be made by a senior member of the Academic Services team.
15.4	If the examination can be resumed, the invigilator will instruct students to write the phrase “examination interrupted” on their scripts, along with the times at which the interruption began and when the examination resumed.
15.5	The revised end time of the examination will be calculated to reflect the duration of the interruption.
15.6	Invigilators will submit a written report detailing the circumstances and duration of the interruption, along with any actions taken.

[bookmark: _Toc212198482]Compensatory Measures
16.1	Arrangements for compensatory measures in examinations are made in accordance with the procedures outlined under the Mitigating Circumstances Policy.
16.2	Students with a long-term impairment are advised to meet with Student Services to undertake a specialist diagnostic assessment of need.
16.3	Following this assessment, and with the student’s consent, a Statement of Compensatory Measures (SCM) will be issued to Registry Services. This document outlines the specific examination arrangements to be implemented.
16.4	Students who are eligible for compensatory measures will be contacted individually by Registry Services no later than three weeks prior to the start of the examination period (or two weeks prior in the case of resit examinations). This communication will include details of the time and location of their examinations.
16.5	Registry Services will make every reasonable effort to implement the recommended compensatory measures. In circumstances where this is not practicable, affected students will be informed as early as possible.
16.6	Common compensatory measures include, but are not limited to, the following:
· Standard Extra Time: An additional 25% of the standard examination duration may be granted. Students will sit the examination in the main venue.
· Smaller Examination Venue: Students may be allocated to a room with no more than five candidates to reduce distractions and anxiety.
· Scribe: An invigilator will transcribe the student’s dictated responses during the examination.
· Reader: An invigilator will read the examination paper aloud to the student.
· Rest Breaks: Students may be granted rest breaks of up to 10 minutes per hour. These breaks are flexible in timing but cannot be accumulated. Examinations with rest breaks will be conducted in rooms with no more than five students.
· Use of a Computer: Students may be permitted to use a computer to type their examination responses.

[bookmark: _Toc212198483]Examination Invigilation Procedure
17.1	All examinations conducted in University-designated venues shall be staffed according to the following minimum invigilation ratios:
· 1 student: 1 invigilator
· 2–4 students: 2 invigilators
· 5–50 students: 3 invigilators
· More than 50 students: 4 invigilators
17.2	External examination invigilators shall be appointed wherever practicable. The Head of Registry Services holds responsibility for the recruitment, appointment, and training of all invigilators.
17.3	Where external invigilators are unavailable or additional support is required, Registry Services staff may be assigned invigilation duties.
17.4	All invigilators are required to attend an annual training session to ensure familiarity with current regulations and procedural updates.
17.5	A comprehensive invigilation handbook is provided to each invigilator for reference during examination sessions.
17.6	Invigilators are required to complete an Invigilator Report Form to formally record any incidents or occurrences that may have affected one or more candidates. Examples may include fire alarms, environmental disturbances or ambiguities in examination papers requiring clarification. Additionally, any suspected instances of academic misconduct must be documented using the same reporting mechanism.
17.7	Invigilator responsibilities include, but are not limited to, the following:
· Distributing examination papers, answer booklets, and other materials in accordance with the seating plan.
· Ensuring that all personal belongings are placed in the designated area.
· Verifying that no unauthorised materials or electronic devices are present on examination desks.
· Confirming student identity, collecting attendance forms, and accurately marking the examination register.
· Enforcing the Academic Misconduct Policy and reporting any suspected breaches.
· Completing an Invigilator Report Form to record any suspected academic misconduct or incidents that may have impacted student performance.
· Maintaining continuous supervision of all candidates throughout the examination.
· Collecting all completed answer booklets and associated documentation at the conclusion of the examination.

[bookmark: _Toc212198484]Adverse Weather
In the event that the University is closed during scheduled examination periods due to adverse weather conditions, all affected examinations will be postponed. Official notifications regarding any changes to examination schedules will be published on the University’s website, Moodle, and MyTSD.

[bookmark: _Toc212198485]Student Complaints
Students who wish to raise concerns regarding examination arrangements are advised to refer to the institution’s Student Complaint Policy for guidance on the appropriate procedures. 

[bookmark: _Toc212198486]External Students Sitting an Examination on a UWTSD Campus
20.1	Students who are not enrolled at UWTSD may request to sit an examination at a UWTSD campus.
20.2	Such requests will be considered by the Academic Services team, who will determine whether the University is able to accommodate the examination.
20.3	An administrative fee will be charged to external students for this service. The fee is subject to periodic review and approval by the Academic Standards Committee.
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