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EXAM PROCEDURES 

 
Instructors are supposed to read the procedures of the exams, instructions, invigilation and marking lists 
carefully. In case of any problems, please, contact the Office. 

 

 Before the exam starts,  
instructors are supposed to 
 

1) come to the Office at least 20 minutes before the exam (for Full Tests) to collect the packs  
2) check the exam packs & count the documents related to the test 

a. Exam Booklet 
b. Student answer sheets 
c. Attendance & Submission List 
d. Incident Report  
e. Seating Plan 

3) when you go to the classroom, first distribute the answer sheets and check the sound system and 
the audio record 

4) make the students sit according to the attendance list 
5) have the students sign the attendance list and at the same time, check their ID cards 
6) collect the cell phones with their IDs, and warn students that any contact with mobile phones 

during the exam will be treated as cheating 
7) tell students that they should not have anything on their desks except for the things related to the 

test. 
8) on the board, write down how they are going to fill in their answer sheets and all the other 

necessary details 
9) tell the students that they are only allowed to work on the given sections (for Full Tests) within the 

stated periods. check that they are doing so during the exam - inform students that working on 
other sections may be treated as cheating 

10) tell the students that they are not allowed to leave the class or go to the rest room once the exam 
starts unless instructed otherwise 

11)  tell them to fill in their answer sheets properly & check if they have done so  
12)  write down the exam schedule on the board  
13) wait for the stand-by representative to tell you to distribute the booklets; do not distribute them 

before you are told to do so 
14) distribute the exam booklet after being instructed to do so, and tell the students to write their 

names, surnames, numbers and class codes on the their exam booklet - don’t allow the students to 
open their exam booklets yet. 

15) have the students count the printed pages so that there are no missing pages 
16)  wait for the stand-by representative to tell you to start the exam; do not let the students start the 

exam before you are told to do so  
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 During the invigilation,  
1) stop the related sections when the allocated time is over and immediately have the students start 

the next section 
2) write down the remaining time every five minutes 
3) instructors are not allowed to leave their classes 
4) instructors should not sit at the teacher’s desk all the time; they should be standing in a position 

where they can easily see all the students 
5) instructors are not allowed to use their laptops, or cell phones, and/or surf on the Internet, check 

their facebook, linkedin accounts, twitters, etc. during the exam 
6) if any student attempts to cheat, warn him/her silently and complete the incident report. Tell the 

student to wait at the end of the exam and come to the administration together with the student. 
Do not let the student disrupt other students or do not argue with the student. Should the student 
continue cheating, report to the stand-by representative 

7) instructors are not allowed to discuss the exam with the students or comment on it 
8) instructors are not allowed to paraphrase any part of the exam to the students 
9) should there occur a problem regarding the audio during the listening section, stop the audio 

immediately and report to the stand-by representative; make sure you exactly know when the 
audio stopped 

10) in case of any problems, without informing the stand-by representative, do not act 
 

 When the exam finishes, 
1) make the students sign the submission form and do not let them leave without signing it 
2) count the papers after collecting and leave the classroom without leaving anything behind 
3) come directly to the office to submit the exam packs & do not forget to bring along all the items 

related to the exam (answer sheets, forms, etc.) 
   
 
Important things to remember 

 Students who are late for the listening section will not be allowed to take that section of exam; 
however, they are allowed to take the other sections of the exam (structure & reading). 

 Instructors should not wear high-heeled shoes since it may distract the students’ attention. 

 Following all the instructions above are crucial for the exam to be conducted flawlessly since 
every class has to start and finish the exam at the same time.  
 

 
Thank you for your cooperation  

Curriculum & Testing Unit 
 
 
 
 
 
 
 
 
 


