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Introduction

Central to the student experience is the assessment of their academic performance. A
mix of assignments and examinations is used in the assessment process. It is essential
that all students are aware of what is required and how these forms of assessment are
organized. This is why there must be clear guidance.

This manual provides a full record of current assessment policies and procedures. It is
reproduced on the website and is also available in hard copy from the Assessment
Office.

The policies and procedures are regularly reviewed, so please ensure that you have the
most up-to-date version (from one of the above sources).

If you have any comments and/or suggested corrections, please direct these to the
Assessment Office.

Policy Aims

UNISEY, in accordance with its obligation(s) set in its mission, proposes this assessment
policy to provide direction for the setting and administration of its summative and
formative assessments.

The aims of this Examination Policy are:

To establish a clear, fair, and enforceable Assessment system that will include
Summative and Formative assessments.

To ensure transparency, so that no student shall be unfairly disadvantaged, directly
or indirectly, either on the grounds of gender, religious or political belief, sexual
orientation, age, disability or adverse personal circumstances.

Unisey’s Assessments

Assessment refers to a methodical and continuous process of collecting and analyzing
information in order to feed back into teaching programmes and hence improve the
quality of student learning. Together with feedback on performance, it provides a
measure of students’ attainment of the course objectives, as well as enabling students
to actively engage in their own learning through evaluating themselves, critically
assessing their own performance and determining ways to improve on it.

Unisey’s assessment shall be based on a range of weighted assessment tasks spread
over the study/academic period.

Details of assessment shall be communicated to the students from the beginning of the
course. Such details shall include weighting and due dates. Group tasks shall detail how
individual marks shall be reached.



Types of Assessment: Formative Assessments

Formative assessment comprises assessments at various intervals during the course
/module and for which constructive feedback is provided on the strengths and
weaknesses of the job as well as on areas that need to be improved.

Such assessments may be provided periodically in the form of (but not limited to):

Assignments

Group work/project
Individual projects
Oral presentations etc.

Assignment extension

Extension to assignments shall be authorized by the Head of Programme as detailed in
Appendix D-7.

Marking and moderation

Marking of assignments shall be conducted anonymously to minimize bias from either
students or lecturers.

Marking criteria shall be made known to all students as appropriate. Marking schemes
must detail marks or mark boundaries. Depending on the module, there may even be
a description of performance for each mark or mark boundary.

There should be an internal moderation process through a system of Second marker,
hence preventing perceived bias resulting from the determination of one’s

performance being based solely on the decision of one person.

A process of Moderation shall follow to ensure agreed marking criteria have been
applied fairly and consistently (Refer to Appendix B-2).

Moderation shall be based on a sample of assignments. This shall be as follows;

For a cohort of 5 to 15 students:
All assignments for all students

For a cohort of between 16 to 30 students:
5% of a assignments in Top, Middle and Bottom mark ranges

For a cohort in excess of 50 students:
10% of assignments in Top, Middle and Bottom mark ranges



Feedback on performance

Students will receive prompt feedback on their performance.

Feedback shall be provided within a time frame of three weeks from the submission
date, on all assessed work (either formative or summative), and on any other relevant
aspects of a student’s performance in a module or course. Its purpose must be to
encourage learning and self-reflection so that a student is guided into understanding
how to improve his performance in future assessments and/or engage in appropriate
remediation strategies as appropriate.

Feedback must therefore focus on

a) Strengths of the piece of work
b)  Weaknesses
c) What needs to be done to improve on the quality of the piece of word

It may also depend on the nature and purpose of the assessment and therefore may
include but not limited to individual/tete a tete discussion; group feedback; model
answers.

Mock examinations

Mock examinations shall be compulsory for all courses. These examinations shall be
administered as per relevant examination procedures in this Assessment policy
document.

Types of Assessment: Summative Assessment

Summative assessments are usually set at the end of a unit of teaching. They indicate
students’ mastery or attainment of course /programme/module objectives and are
represented by a mark or by a grade. Validity and reliability are crucial factors in this
form of assessment. Such assessments are conducted under strict conditions
henceforth referred to as official examination periods.

Official Examination Periods

The obligation to accommodate the respective academic year programmes of its
international partners whose Diploma and Bachelor Degree courses are taught locally,
leads to UniSey holding several examination periods that can span the period of May
to November of each year. Specific details shall be made available at the beginning of
each academic period.

Oral examinations, presentations and projects which form part of the examinations as
well as other forms of formal examinations of any or all



these Diploma or Bachelor Degree courses shall be held within this time frame and /or
at such other times as Senate decides. The same would apply as appropriate, for the
various Local short courses, Local Diploma course and Local Bachelor degree courses.

On Line examinations

All online examinations shall be set up and prepared in consultation with the
Examination Section and IT staff in advance.

The Administration of all online examinations shall proceed as per UniSey’s paper
based invigilation rules.

Utmost care and diligence must be fully applied to minimise risks of students cheating
during these exams.

Students on Placement

Students who are on placement shall also be assessed according to the context in
which they are operating and the competencies they are supposed to demonstrate.

Locally set and marked examinations

Locally set and marked exams shall generally be closed book exams and may take the
form of written examinations and where applicable oral examinations, presentations
and projects.

Where appropriate there may be open book exams. Books to be used in open book
exam shall not contain notes other than annotated ones.

Departments planning for open book examinations shall have to indicate this at the
start of the academic year, latest, and prior to the publication of the university
calendar.

Exam papers

All exam papers should reflect a sound representative sample of the syllabus and
should also reflect the standard stipulated by the SQA guidelines on the matter.

Exam Paper Format

All exam papers must be set according to Unisey’s format.
(Refer to Appendix B-1)



Exam Paper Delivery

All exam papers shall reach the Examinations Unit at least 6 weeks before the
stipulated exam date. There will be appropriate consequences for failure to respect
such deadlines.

Exam Bank

Each Faculty shall ensure the development of an item bank, and appropriate marking
criteria. Each item and a set of marking criteria shall be carefully moderated internally
and by the External Examiner, to facilitate the setting and marking of summative
assessments.

This bank must be effected within the first six weeks of the
module/course/programme being delivered.

Assignments during exam time

There should be no assignments or projects due within the examination period. All
assignments and projects must have been handed in, marked / assessed, graded and
returned to students not later than by the last day of class for courses having a final
examination.

Assignments or projects due within the examination period must be limited only to
those assigned in advance, that must be submitted in lieu of examinations.

Examination calendar

An examination calendar shall be published by the registrar’s office at the beginning of
each academic year.

The published calendar should not be changed for whatever reasons other than force
majeur, such as from a declared national calamity.

UNISEY recognizes that examinations partnered with overseas institutions may
sometimes require exam sittings different from what is stated in the calendar.

UNISEY also recognizes that such sittings may have to be administered or spilled over
into weekends and public holidays and will endeavor to accordingly arrange for same
as needed.



Duration of Exams

Exam duration shall be between 1 hour and 4 hours depending on the programme or
subject being examined.

Examination timetable

Unisey shall publish an examination timetable by the 3 week of the beginning of the
academic year.

Approved changes to the examination timetable after it has been published must be
communicated to the affected students by the Head of Programme.

Students shall sit a maximum of two exams in a day.

Cheating, Plagiarism and Malpractices

Cheating, Plagiarism and malpractices by students compromise the integrity and
academic standing of a university and denies students involved, accurate indication of
their performance.

Instances of cheating, plagiarism and malpractices in Unisey assessments shall be dealt
with very severely (Refer to Appendix E).

Emergency situations during an examination

In the event of an emergency situation during an examination that threatens to
disturb the examination process, candidates shall be instructed to make their way out
of the examination room to the Assembly Point, using the nearest emergency exit and
shall remain under strict examination conditions until advised otherwise by the
invigilators. (Refer Appendices C 4). Instances of iliness shall proceed as per Appendix
F and Appendix G-2.

Examination Scripts

The Head of Department must keep examination scripts until six months after each
Cohort’s final exam results have been released. The decision to keep scripts beyond
this date rests with the Head of Department.



Re sit assessments

A re sit assessment provides students with an opportunity to make up for a failed
assessment or for an assessment missed as a result of personal adverse circumstances.
Such re sits shall be capped at the pass mark and not higher so as to minimize the
possibility of unfair advantage on those students who have been granted permission
for the re sit. Approval for re sits under adverse personal circumstances shall be based
on evidence, medical or others as applicable.

Re sit examination papers will be set at the same time as normal examination papers.
All re sit exams shall be conducted at the following year’s exam sitting. The Marking
process of re-sit papers shall remain as per marking procedures in this policy
document.

Reasonable Adjustments for students with disabilities or
circumstances

UniSey welcomes diversity in its student cohorts and shall endeavor to ensure no one
with specific disabilities or circumstances is unfairly disadvantaged in their
assessments.

Reasonable adjustments for assessment modes, deadlines and examination
arrangements shall be considered subject to requests for the same being channeled
through the Students Support Unit and /or Head of Programme.

Reasonable Adjustments are detailed in Appendix F.

Appeals
Students have the right to appeal against a decision on their assessments.

Students who feel the mark awarded for an assessment is unfair or incorrect should
lodge a formal appeal in writing to the Head of Programme. In the formal appeal, the
burden of proof shall rest with the student only.



EXTERNAL EXAMINERS

Introduction

External examiners are academic subject experts or professional experts from outside
the University, appointed to ascertain the standards of the University’s awards, and to
ensure assessment processes comply with assessment policies.

Unisey shall endeavour to appoint External Examiners to ensure the standard of its
assessments. ldeally these External Examiners must not be a staff member of the
UniSey, not personally connected with staff teaching the course and not personally
connected to students completing the course.

External Examiners would be required to
1) Report on procedures and standards of Unisey’s assessments.

2) Provide an unbiased and impartial judgment on the merit of each candidate’s
assessment performance.

3) Demonstrate skill and competence to assess students at tertiary level.

4) Maintain a high level of confidentiality with regard to the responsibilities of the
post.



Criteria for appointment

The External Examiners must:

Hold the required qualifications and experience for the post (Holds at least a Post
Graduate qualification in the subject).

Be a highly respected professional in the field /subject.

Have at least 10 years of experience teaching the subject.

Be knowledgeable about examinations/examining/assessing/assessment.
Be knowledgeable and competent in the subject.

Be knowledgeable and competent in the standard to be expected of students to
achieve the award being assessed.

Be fluent in the languages being examined or needed for the subjects being
examined.

Knowledgeable of prevailing developments in the design and delivery of relevant
curricula.

Be willing to be mentored into the role.

Appointments cannot be made in the following circumstances
Close family or friend with a Lecturer or student of the subject.
Anyone who may influence the future of a student on the course.
Anyone involved in working with a staff member on the course.
Former staff of Unisey unless after a time span of 5 years.

The appointment of a more than one examiner from the same department or
institution.

If an examiner will be required to hold more than one external examiner
appointment.

Period of appointment

The period of appointment shall be determined by the contract provided by UniSey.



Selection

External Examiners shall be nominated by the Head of Programme and approved by
the Dean.

Unisey’s External Examiners shall initially be experienced Examiners from overseas and
will be expected to mentor locals into the role.

ROLE OF EXTERNAL EXAMINERS

The External Examiner is an independent and highly respected member of a University.
His /her role is mainly as follows:

To monitor the assessment process and ensure an appropriate standard is
consistently maintained.

Attend meetings of the Board held at the end of each semester.
Comment on assignments, examination papers, and marking schemes.
Moderate module marks for a standard sample of students’ work.

Arbitrate whenever appropriate where markers cannot come to a compromise
over a mark.

Submit recommendations to markers and to the Board where adjustments to
module marks are necessary to ensure comparability and consistency of marking.

Has the power to veto decisions relating to marks awarded.

Submit an annual report on the standards of Unisey’s examinations and marking
processes and students’ performance for immediate action where necessary.

Process for the involvement of External Examiners
The Faculties shall commit to:

Seeking the External Examiners comments on all assessments and marking
schemes before these are given to students.

Engaging External Examiners in moderating a sample /percentage of marked
assessment or examination scripts.

Engaging external examiners in all types of assessments.



Induction of External Examiners

Induction of External Examiners shall be conducted by the respective Faculties but
involving other relevant departments of Unisey, and will comprise of:

An early familiarization visit to the university.
A Briefing on External Examiners’ roles and responsibilities.

An External Examiners’ pack comprising the course syllabus/programme, Unisey’s
Assessment policy etc.

Any administrative information relating to their appointment.

External Examiners’ reports

Unisey expects its External Examiners to provide sound comments and
recommendations on its assessment system, course content and delivery of the same.
These should indicate:

The extent to which Unisey is complying with the academic standards set in the
SQA recommendations.

The extent to which the assessment process provides a fair, transparent and
consistent indication of students’ achievement as detailed in its Assessment Policy.

The extent to which Unisey’s academic standards and student achievement are on
par with those externally especially within the region.

Good practices and innovation in teaching and student learning.

Opportunities to enhance student learning.

Termination of appointment

UniSey may terminate the appointment of an External Examiner under certain
circumstances, for example;

i) The External Examiner is incapacitated by a serious illness.

ii) The External examiner resigns from the post.

iii) Changes in module/programme or programme structure nullify the appointment
and post.

iv) Documentary evidence revealing the External Examiner does not fulfill agreed
responsibilities and duties and/ or fails to attend Exam Board meetings

v) Documentary evidence revealing the External Examiner engages in unprofessional
conduct

There is a total and irreparable breakdown in the relationship between the External
Examiner and the Course team and potentially detrimental to students.



APPENDICES

Appendix A

Administration of Examinations

Responsibility of the Faculty

To preserve the integrity of UniSey’s examinations, the Faculty shall ensure the highest
level of confidentiality in the setting of exam papers.

Responsibility of the Registrar’s office

The Registrar’s office shall ensure complete security in printing and storage of exam
papers both before and after the exam.

Supervision of examinations

All examinations shall be supervised by trained invigilators. The roles and
responsibilities of these invigilators are detailed in Appendix C.

Candidates must at all times follow/observe instructions given by these invigilators.



Attending examinations

All students must report to the stated examination room on time (at least 30 minutes
before the start of the exam).

No candidate shall leave the examination room within the first 30 minutes or the last
30 minutes of the exam.

Candidates who complete their exam within the last 30 minutes of the exam shall be
required to remain quiet /sit quietly until the end of the examination.

A candidate who fails to be at his/her examination venue on the date and at the time
of the examination shall be deemed to have been absent for this examination.
Misreading the examination timetable does not constitute an excuse for lateness or
mitigating circumstances.

Late arrivals

A candidate who arrives within 30 minutes of the start of the exam shall be allowed to
sit the exam but shall not be allowed any extra time to do so. A candidate who arrives
after 30 minutes of the start of an exam shall not be allowed to sit the exam. He /she
shall be deemed to have been absent for this exam.

Late Arrivals Form

A candidate who arrives late at an examination venue shall enter his/her details and
reasons for the lateness on the LATENESS FORM ( refer to Appendix H) . This form
shall be signed by both , the candidate and the Invigilator as well as, if applicable, by a
witness, who may be another invigilator.

Materials to be taken in the examination room

Candidates must remove from their bag all equipment needed for the examination
before they enter the examination room. Any book, paper, calculator, or any
information storage and retrieval device, brief case is forbidden unless prescribed
otherwise by the Exam paper and or Head of Programme.

All or any equipment brought into the examination room must be used solely by the
individual candidate. At no point must candidates share any of their equipment.

All bags must be kept in the designated area (inside or outside the examination room).

All mobile phones must be switched off and kept in the bag.



Entry to an examination

Students must provide relevant photo -identification before gaining entry to an
examination, for example, their university card, and passport or National Identity card.

The name (and university number) provided for the identification must match the
name and university number registered for the examination, otherwise entry will be
refused.

Candidates must keep their University card/photo- ID on their candidate’s desk at all
times.

Candidates must use only their candidate number on their exam scripts.

Candidates’ Conduct during examinations
No candidate shall start the exam unless authorized by the invigilator.

Candidates must ensure complete silence throughout the examination. At no point
must candidates disturb or distract any other candidate or disturb the examination.

Candidates having any enquiries must address these only to the invigilators. Attracting
the invigilators’ attention must be done as follows;

The candidate must

a) remain seated

b) raise his hand to attract the invigilator’s attention

c) wait until the invigilator comes up to him/her before speaking

d) not speak to any other candidate in the examination room

The Seating plan (sketch to be appendixed)

All examinations will have a seating plan. This plan may have candidates’ names and
University number on it. The Seating plan shall be cross checked by the invigilators
during the exam and submitted to the Examination Unit, together with the exam
scripts, after the exam.

Reading time

Depending on the course, there shall be a mandatory 15 minutes of Reading Time.
Candidates may take notes during this period.



Collection and delivery of exam scripts

Examination scripts shall be sorted in seat number order. Seat number orders must
correspond to examination number order for the respective examination rooms. This
must also match the number order on mark sheets.

Examination scripts shall be collected from the examination rooms by an officer
nominated /approved by the Examination Department.

The nominated person who collects the exam scripts from the examination room will
be required by the Senior Invigilator to sign a receipt which provides exact details of
the number of candidates per packet of examination scripts.

It shall be the responsibility of the nominated person collecting the exam papers at the
time of collection, to check that they have received the correct number of scripts from
the invigilator (e.g. by cross checking the details.)

The examination scripts shall be taken from the examination room to the Head of
Examination and from there to the Head of Department for delivery to the examiner
or examiners concerned for marking.

Emergency situations during exams

A candidate who falls ill during exam procedures shall be taken care of as per
procedures in Appendix F and Appendix G-2.

In the unlikely event of an evacuation of the examination room, procedures shall be as
detailed in Appendix C-4 NO 11.



Appendix B

Exam Paper Setting

Introduction

Unisey aims to gauge students’ learning through carefully prepared and challenging
summative assessments that respect the guiding principles of validity and reliability.

Exam Paper setting Process

Exam Papers shall be set as per UniSey’s Guidelines for Setting Examinations (Refer to
Appendix A)

Paper Moderation

An Exam Moderator shall be appointed for each subject. The Moderator shall be a
specialist in the field (see Appendix B Part 1).

The Moderation process shall proceed as per Appendix B Part 2.

Deadline for submission of exam papers

All papers, duly moderated must be submitted to the Exam Unit at least 6 weeks
before the exam date.

Security of Exam papers
Papers must be submitted to the Exam Unit in hard copy together with a soft copy.

These must be kept in a very secure place/locked up in a safe until required for
printing.

At no time must exam papers be emailed to anyone within the University
All electronic copies must be kept by the Exam Unit.

All draft copies of exam papers must be shredded as soon as possible.



Appendix B 1

Guidelines for setting exam papers and marking

An effective examination comprises a mix of basic, intermediate, and high order
(difficult) questions to differentiate levels of students’ mastery of concepts taught. It
also provides for appropriate acquisition of knowledge and skills rather than just
superficial comprehension.

In line with the above, Unisey’s Exam papers must also meet the basic examination
principles of (Content) validity: a test's ability to effectively evaluate what it is
supposed to measure and the consistency of students’ scores (Reliability).

The process of preparing examination papers
The faculty shall nominate a Chief Examiner and a paper setter for its exams.

The Chief Examiner shall be a subject expert responsible for maintaining standards in
the particular subject and shall have overall responsibility for the examination and
marking of the papers

The paper setter shall be an experienced lecturer and/or examiner in the given
subject. His/her responsibility shall be to set exam papers for a given subject
/programme.

Step 1
The exam paper shall be prepared as follows by the examination setter(s)

a) Based on arange of topics and representative sample of the syllabus.

b) Based on a specification grid /table.

c) Take into account the previous term’s or year’s exams to ensure minimum
repetition of questions.

d) Reflect the examinations specifications e.g. essays, multiple choice, short answers.

e) Provides adequate differentiation with regard to students’ ability level

f) Provides sample responses and outline of marking scheme.

g) is accurate (content, spelling, language, punctuation, numbering, etc.)

h) can be answered in the allotted time.

Step 2

The prepared draft paper shall be forwarded to the Chief Examiner to ensure /confirm
a) to h) above.

Alternatively, step two shall also include the involvement of Moderators and external
examiners.



Unisey’s Exam paper: Format
(this is a modified version of an existing Unisey document obtained from the Registrar)

The following exam paper format must be respected to ensure uniformity:

All exam papers

Must be typed on A4 paper in one and a half double spacing
Font size Arial 12 or Helvetica or Verdana

Texts must be left justified

The Cover page must contain

UniSey Logo at the top
Instructions to candidates ( including if all questions must be attempted)
Indication of

which material may be used during the exam

Any additional examination doc needed for completion of this paper

Must be printed only on one side

The Back page must contain

A copyright ©UNIVERSITY of SEYCHELLES

END OF EXAMINATIONS after the last question

The remaining pages must contain

The Module /Course Name at the top right hand corner of each page of the exam
paper

Margins of about 2cm at the top and bottom of each page as well as on both sides.

Also applies to the first (cover) and back cover pages of the examination booklet.

Page 3: onwards = the exam questions

Each page must be clearly numbered. The number must be “centered”.



The questions/rubric:

The questions or rubric must provide clear and unambiguous instructions to
candidates. The weighting for each question must be indicated in a square bracket
at the end of the question.

If the question is in different parts, the weighting for each part must also be
indicated.

A question must not be split across two pages. This means the whole question
must appear on the same page.

The first few questions set on a given text must not feature on a different page
from the one consisting of the text. This is particularly important for language
exams

The same applies for questions requiring candidates to study a photo or map or
diagram. The questions must be on the same page as the photo or map or
diagram. Alternatively, these can be supplied separately but in sufficient
quantities especially if they are in color and properly labeled to indicate the
question to which each one refers

Questions must be numbered consecutively throughout.

where there has to be a breakdown of marks, ensure the total mark is also
shown

If a question or part of a question necessitates extra materials (e.g. calculators),
ensure this is indicated in the rubric.

If a question necessitates pictures or photographs, indicate if these must be
provided in colour to candidates. This information must be supplied to the
Examination Office, together with the master copy of the Examination paper.

If no such information is provided, the photos or pictures will be printed in black
and white. Please note: it may not always be possible to supply pictures or photos
in color

Graphs, diagrams, maps, tables etc. must be originals and suitable for
photocopying. They must either be incorporated in the typescript OR if they are to
appear as separate sheets, they must be in A4 format and bear the paper number
and must identify clearly the question to which the item refers.

If any materials cannot successfully be photocopied, e.g. photographs, they must
be supplied in sufficient quantities.

Marking Scheme

A detailed set of Marking Criteria must be submitted with each paper. These will
normally include:

Model solutions to problems, annotated with how many marks are to be awarded
for each stage;

Mark schemes for essays must indicate how marks are to be awarded.

If using mark boundaries, there must be a short indication of how to select marks
within the boundaries.

The marking criteria must match the mark allocations on the exam paper, and this
must be confirmed at the moderation stage.



Sample marking is recommended for courses having more than one marker

EG Band
Band: (23 — 25 ): It must be clear to all markers

What would constitute 23
What would constitute 24
What would constitute 25

(A candidate who meets the criteria for the mark boundary must be given his /her
mark. This includes the top mark of 25)

Anonymity in Marking

Marking of papers shall be done anonymously both with respect to students and
markers.

Candidates shall be identified by their university number, instead of their respective/
individual candidates’ name on examination scripts to ensure anonymity in marking.
Marking shall be completed within a time frame of three weeks or before, against
agreed criteria.

Marked scripts shall be forwarded to the Moderator by the Monday of the week
immediately after completion of marking, if marking is completed on a Friday;
alternatively the day after the completion of marking.

Scripts shall be moderated and returned to the Department within two weeks.



Appendix B 2

Policy on Moderation

Introduction

Moderation’ defines the processes through which assessment tasks and marks are
carefully examined for the purpose of establishing whether assessment criteria have
been fairly and consistently applied. Moderation can be done through a second
marker who may be mandated to do one of two tasks: either validate a sample of the
work already marked or “blind mark” all the assessments. This policy will cater for
both types of moderation.

Objectives
This Policy has the following objectives

1) Set Unisey ‘s standards on Moderation

2) Provide guidance on how to ensure consistently impartial and equitable marking
practices

3) Oblige Faculties to adopt specific moderation responsibilities

UniSey’s moderation process shall involve experienced Moderators. These shall be
specialists who are either academically competent or experienced (or both) in the
subject being examined and which they have to moderate. Moderators will also have
to maintain strict confidentiality in relation to their responsibilities as well as commit
to not divulging any information to any unauthorized person.

Selection of samples for Moderation
Moderation shall be based on a sample of assignments. This shall be as follows:

For a cohort of 5 to 15 students:
All assignments for all students

For a cohort of between 16 -30 students:
5% of a assignments in Top, Middle and Bottom mark ranges

For a cohort in excess of 50 students:
10% of assignments in Top, Middle and Bottom mark ranges



The Moderation process shall comprise three stages

Stage 1: Pre-Examination

The Moderator shall moderate all questions of the assessment paper to determine
clarity and accuracy of language and spelling, appropriate representation of the
course syllabus and its objectives as well as whether the paper reflects the level for
which it has been set.

Moderate the mark scheme and model answers and ensure marks allocated for each
question are justified.

Suggest improvements to the mark scheme as appropriate.

Ensure all instructions on the cover page are clear, including information and
instructions on materials needed for the completion of the paper by students.

Ensure proper balance between the paper duration, the complexity or level of
difficulty of the questions and marks allocated.

Suggest improvements to questions or depending on the circumstances modify
/change questions in collaboration with the paper setter.

Stage 2: Blind marking (post examination)

First and Second Markers shall “blind” mark all allocated scripts according to set and
agreed criteria within a 2 week time frame.

The first marker shall use red ink and the second marker shall use green ink.
Upon completion of marking, the two markers shall meet to agree on the marks.

Should there be disagreement over which mark to allocate the matter shall be
arbitrated by the External Examiner / Moderator.

Stage 3: Sample moderation

After all scripts have been marked, a sample from the top, middle and bottom ranges
shall be moderated.

The Moderator shall
check that each script, and every answer and each section of the exam paper
within the samples to determine if marking has been conducted fairly, strictly and
consistently as per the mark scheme.

Check the accuracy of all totals.

Report to the Examination Section any anomalies noted e.g. no candidate Number,
no name, similar names and similar candidate number etc.

Arbitrate as appropriate or as required.



After Moderation

Scores shall be entered as a percentage and forwarded to the HOP.

Moderated marks shall be forwarded to the HOP to be forwarded to INITIO
The Head of Exams shall be advised of the completion of data input into INITIO.

The Head of Exams shall advise Registry to release assessment results.

Scaling of results is a technical decision to be made by Examination Board.

Responsibilities

It shall be the responsibility and duty of the Head of Programme /Faculty to ensure
this policy is implemented consistently throughout.

This can be done through

Procedures for systematically investigating anomalies, general concerns raised
during marking or strange high or low mark distributions.

Keeping written records of all moderation, and including notes from markers and
how discrepancies were reconciled as appropriate. Such records must be made
available to External Examiners.



Appendix C

Invigilators

The purpose

The purpose of invigilation is to ensure that all candidates are closely monitored for
the whole duration of an exam. The vigilance of all invigilators is vital to ensure no
communication at all takes place between exam candidates, either by exchanging
looks, notes, whispering or any form of non verbal communication. Likewise there
must be no use of books or any other resources unless authorized on the examination
paper and/or by the Faculty.

Who should invigilate

Invigilators can be lecturers from non participating faculties, preferably those who do
not have a relative or friend sitting the exam concerned and who have been briefed on
UNISEY’s guidelines for invigilation. Alternatively, invigilators can be selected from a
carefully screened group of applicants from both within and outside Unisey, especially
retired educators.

How many invigilators

Ideally there should be a ratio of one invigilator for every 40 examination candidates.

Frequency of training

Invigilators can be briefed once a year on their roles and responsibilities
A short meeting just prior to the exam (about 45 minutes before) is also
recommended.

Data base of invigilators

Unisey must have a data base of trained invigilators

A list of 4 invigilators must be drawn up for each individual exam session (of 40
candidates). This shall comprise

a) Two invigilators who will supervise.

b) One of the above shall have bathroom responsibilities and related record keeping.

Invigilators’ attendance
All invigilators shall respect the invigilation time table.

Invigilators shall notify the Exam Department not less than five working days of any
circumstances preventing them from respecting the invigilation time table.



Invigilators are not allowed to suggest or seek a replacement to cover for their
absence for an exam.

All invigilators shall be on the Unisey premises at least 45minutes minutes to one hour
before the exam on the day of the exam and shall leave only after all exam papers and
Answer Booklets have been handed over to the designated person from the Exam
Unit.

All invigilators shall invigilate Unisey examinations according to the Unisey procedures

detailed in Roles and Responsibilities of Invigilators (Refer to Appendix C2 and
Appendix C 3).

Contact details

Contact details of all invigilators scheduled for the day must be available at the exam
office for the duration of the exam.

Breaches of procedures

If an invigilator suspects any form of cheating or malpractice in the course of an exam,
the invigilator shall proceed according to the procedures in Appendix G-5.

Briefing before the exam session

Invigilators shall meet 45 minutes before the exam session to agree on specific
responsibilities during the exam. Refer to Appendix C 2.



Appendix C 2

Guidelines for invigilators’ briefing before
students enter examination room

It is imperative that the administration of examinations proceeds smoothly, in an
environment that is fair, systematic and methodical. It is therefore important that
invigilators meet at least 45 minutes before the examination to decide and agree on
responsibilities for the day so that potential disruptions are not allowed to materialize.

The purpose of the meeting:
To ensure invigilator understands their roles for the duration of the exam

Procedure:
The chief invigilator should

1. Introduce self and get others present to do the same
2. Take register of invigilators in attendance
3. Explain rules regarding students’ right to leave the examination room

4. Explain tasks to be performed during the invigilation and allocate specific
responsibilities to different invigilators

5. Explain procedure for distributing exam papers ( i.e. face down) including if more
than one examination is being sat in the same venue

6. Explain procedures to be followed once examination has begun:

Write start and finish times on the Board
Gather answer paper from unoccupied places
Allocate individual invigilators rows for monitoring purposes

7. Remind all invigilators of the requirement to move around the room and to be
vigilant throughout examination

8. Explain fully the rules and processes to be followed re evidence of irregularities
during examination.

9. Explain the need to keep a register for each exam being held in the same room as
the register(s) must be returned to the faculty

10. Explain clear procedures for reconciling head counts with attendance and the
need for absolute vigilance when this exercise is being done

11. Explain procedure to be followed at the end of the examination:

Allocate invigilators particular rows for collecting exam scripts

completed answer scripts should be collected systematically row by row,

Ensure the correct number of exam booklets are collected per exam

Ensure students do not leave the venue with any unused paper

Cross check number of answer booklet against number of candidates

Cross check the above against number of candidates registered for the exam (
applicable for each exam held in the same room)

12. Stress that all invigilators are accountable to the designated chief invigilator who in
turn is accountable to his /her Head of Programme.



Appendix C 3

Instructions to Chief Invigilators

THE INSTRUCTIONS BELOW MUST BE FOLLOWED STRICTLY IN CONJUNCTION WITH
APPENDIX C4 : INVIGILATOR ANNOUNCEMENTS

PROCEDURE BEFORE THE EXAMINATION BEGINS

If the examination is to be sat in a normal sized classroom the chief invigilator
must be present at least one hour before the published start time of the
examination to take delivery of exam papers

Invigilators must cross check that the examination room has been arranged as per
Unisey’s exam specifications and if not, do the necessary to ensure -

desks have been properly arranged with the right amount of space between
them

each desk has been appropriately labelled and numbered

the answer paper or answer booklets have been placed on each desk

Check that the outside wall or the classroom door is labelled with the

examination to be taken in the room

Access to the examination room
(a few minutes before students are allowed into the examination room)

The Chief invigilator or a designated invigilator
welcomes candidates

reminds candidates of the exam being held in this specific room

advises candidates about examination procedures that will have to be complied
with during the first 15 minutes : signing the exam register , distribution of papers
and answer booklet

advises candidates to remove their writing materials from their bag and to place
their bag in the designated area

reminds candidates to switch off their mobile phone , and not to put these on
silent mode

advises candidates to keep their phones in their bags and not to have these with
them at their desk
reminds candidates access into the examination room shall be conducted quietly

No whispering, no exchange of looks with other candidates at any time; no non
verbal communications whatsoever and that the only person to be communicated
with is the invigilator

advises /reminds candidates to cross check their name against their seat number
verifies candidates’ identity before each candidate enters the exam room

verifies each candidate’s name on ID against the name on the Register of
candidates

authorises candidates whose name matches that on the Exam Register to enter the
examination room and to proceed to their respective desks.



advises candidates whose names do not match the one on the Exam Register of the
same and to obtain proof of their identity before they can be allowed entry into
the examination room.

Specific announcements must be made by the chief invigilator
(Refer to Appendix C-4)

PROCEDURE AT THE START OF THE EXAMINATION
Examinations must start promptly at the published time.

Late comers shall be handled as per Appendix H

Once candidates are inside the examination room, the invigilator
ensures candidates sign their Examination Attendance Register

ensures candidates are respecting exam procedure of keeping silent
distributes exam papers face down

informs candidates of the examination duration

records time the exam starts and finishes on the Board

instructs candidates to start the exam

collects any exam booklet not in use

records exam duration on the board

Proceeds with instructions to candidates as per instructions in the Guide to
invigilators...

For specific announcements refer to Appendix C 4

Procedure during the examination

If a candidate falls ill during exams Refer to Appendix C4.

In the event of an emergency situation like a fire, tsunami /tsunami alert during an
examination, the invigilator shall advise candidates to vacate the room as follows Refer

to Appendix C-4.

The invigilator shall issue a time warning at 30 minutes before the end of the exam.
The invigilator shall issue a time warning at 5 minutes before the end of the exam.

(Refer to Appendix C-4)



PROCEDURE AT THE END OF EXAMINATIONS
(Refer to Appendix C-4)

The invigilator goes round the room and collects the answer papers.

Should there be more than one invigilator in the room they can each take one row
atatime

If there is more than one exam in the same room Refer to Appendix C-4

Cross checks the number of scripts collected against the number of candidates
sitting the exam

Ensures the Faculty staff who collects the exam scripts from the examination

Signs receipt of the exam papers and the stipulated number of them.

Hands over the record of candidates who left the exam room to go to the toilet too

The chief invigilator must complete the exam session report (Refer to Appendix J ) and
return this to Examinations Department.

Also return the following documents to the Examinations Department

Attendance lists of invigilators
List of students
Report on the exam session

Procedure after the exam:
Before leaving the examination room

Ensure all papers are accounted for

Ensure exam papers and exam scripts have been handed over as per Exam
Regulations

Ensure there are no examination material left in the room

Ensure any report on the particular exam session is completed and handed over to
the Exam

Ensure the room is set for the next exam



Appendix C 4

Invigilator Announcements on the day of the exams

Before candidates enter the Examination Room

You are about to enter the examination room.

Please switch off mobile phones and place these phones in your bags. Remove any
revision notes from your pockets and place them in your bags or with your personal
belongings

Place your bags and personal belongings at the front of the room as you go in

You must keep absolute silence as from now.

There must be no communication of any kind between you and any other examination
candidate ; no non-verbal communication ie eye contact, smiles, gestures etc

All communication must be made only with the invigilators

Once candidates are seated

Please fill in the front of the answer book and attendance slip, make sure you fill in all
the requested information.
Keep the completed attendance slip and your photo ID on your desk.

After candidates have complied with the above

Your exam is about to start. The Start and finish times for your exam will be written on
the board.

Time management will be as per clocks located in this room.

You must not leave the examination room within the first hour of the examination or
the last 30 minutes.

You will be informed of time left for your exam as follows

e 30 minutes to the end of the exam

e 5 minutes to the end of the exam
If you require any assistance now or during the exam, please raise your hand.
IMPORTANT : If the exam is 1 hour in duration

This examination is only 1 hour in duration. You will not be allowed to leave the
examination room until the end of the examination.

Once papers have been distributed

This is your (indicate subject)...Exam. It shall be (indicate duration) long (with a reading
time of 15 minutes if applicable)

The start time and finish shall be written on the board for your reference

The time is now( indicate time ) the examination will end at ( indicate time)

You may begin.



If there are two groups in the same exam room and only one group has reading time,
proceed as follows

There are two examinations in this room (indicate subjects)...Exam.
Subject ..... Shall be (indicate duration) long
Subject ..... Shall be (indicate duration)

30 minutes before the exam ends

YOU NOW HAVE 30 MINUTES LEFT

Nobody will be allowed out between now and the end of the exam.

5 minutes before the end of the exam

YOU NOW HAVE 5 MINUTES LEFT

At the end of the exam time

PLEASE STOP WRITING AND CLOSE YOUR BOOKS. REMAIN SEATED UNTIL ALL ANSWER
BOOKLETS HAVE BEEN COLLECTED AND UNTIL AUTHORISED TO LEAVE THE
EXAMINATION ROOM.

If there is more than one exam in the same room

Answer Booklets for the (state subject eg English exam) shall now be collected.
Candidates doing English please raise your hand for your answer booklet to be collected

After collecting Answer Booklets for the first exam

Exam booklets for (indicate subject) shall now be collected. Candidates doing (indicate
subject) please raise your hand for us to collect your paper

In the event of an emergency evacuation

This is an emergency announcement. Please stop writing. Leave everything on your

desk and proceed to the emergency exit and to the Assembly point

You are still under examination conditions and are not permitted to talk to anyone until
advised otherwise by the invigilators or until the examination condition is lifted

If the force majeur persists, and the examination is postponed to a later date.




This is an emergency announcement. In view of the prevailing situation the
examination has been postponed to a later date. You will be informed of the exact
details later. You are advised to return home now

If the emergency situation is lifted and exam is to continue

The alert has been lifted. You will now proceed quickly and quietly back to the
examination room to complete your exam. You will be granted (indicate amount of)
extra time. You are reminded examination conditions still prevail so you are not
allowed to talk to anyone until the end of the stipulated exam time.



Appendix C 5

Before candidates enter the Examination Room

(TO BE PLACED OUTSIDE THE EXAMINATION ROOM TOO)

You are about to enter the examination room.

Please switch off mobile phones and place these phones in your bags. Remove any
revision notes from your pockets and place them in your bags or with your personal
belongings.

Place your bags and personal belongings at the front of the room as you go in.

You must keep absolute silence as from now.

There must be no communication of any kind between you and any other examination
candidate; no non-verbal communication i.e. eye contact, smiles, gestures etc.

All communication must be made only with the invigilators.



Appendix D

Policy on Formative Assessment

Formative Assessment shall form an important component of student learning and
shall comprise a range of tasks comprising but not limited to:

Assignments
Group work/project
Individual projects

Oral presentations etc

Details of all assignments shall be communicated to students at the beginning of the
course. Such details shall also include:

The submission date
Weighting

Word limit and
Marking criteria

In the case of group work or projects, information shall be clear as to how individual
marks will be allotted.

Unisey reserves the right to modify assignment task details and to notify students of
the same.

NB The remaining pages (apart from pages 42-43 comprise existing Unisey docs on
Assignment extensions (slightly amended)



Appendix D 1

Policy on Formative Assessment

Submission of Assignment

1. The programme participant must submit a hard copy of the assighment to the
designated person approved by the Exam Unit by 3pm on the date of submission.

2. The programme participant shall keep a copy of the assignment submitted.

3. Submission is NOT possible by email, post or directly to the lecturer or any other
UniSey staff.

4. Upon receipt of the assignment the designated person must:

vi.

Ensure that the programme participant signs the assignment records sheet or
a receipt is issued to the person submitting the assignment.

Verify the programme participant’s number on the assignment and ensure
that the programme participant’s name does not appear anywhere in the
assignment script.

Complete the Assignment Receipt Form by filling in the course, module,
programme participant number and then sign the form. In cases where a
third party is submitting the assignment, the name and signature of the third

party must be included on the Assignment record sheet.

Issue the person submitting the assignment the original copy of the signed
receipt and staple a copy of the receipt to the assignment.

Sort out the assignments according to the course/module.

Submit the assignment to the Marker.



Appendix D 2
Policy on Formative Assessment

Receiving Assignment Results

1. If the stipulated date of return of assignment results cannot be met, the Marker
must inform the Head of Programme at least two working days before the
announced date of return so that s/he will inform the Head of Exam in writing of
new /intended date.

2. The Head of Programme must arrange for the Registry staff to inform the learners
of the change of date above.

No learners shall be allowed to sit for examinations without satisfying the assignment
requirements.



Appendix D 3
Policy on Formative Assessment

Returning Learners’ Assignments

1. The Exam Unit shall inform learners that their assignments are ready for collection
at the Registry on the announced date of return.

2. Any assignment that has not been collected after SIX months will be destroyed.



Appendix D 4

Policy on Formative Assessment

Handling Assignment Results for
Non-examinable Module/Course

1. The Head of Exam must verify the assignment results to ensure they are in line
with the approved course/module assessment procedures.

2. The Exam unit must forward the final assighment results to the Registration
officer.

3. The Registration officer must:

prepare the result letters for the learners.

use the attendance registers to identify any absences.

Withdraw the names of enrolled programme participants who have not
attended the module/course.

prepare the letters for the sponsors to disclose results and absences.

arrange for certification as per certification procedures.



Appendix D 5

Policy on Formative Assessment

Preparing and issuing Transcript

1. Upon completing their long UniSey courses, learners will receive a transcript
containing the final results for all the assessed modules/projects/dissertations and
the overall award.

2. Atranscript must be made available without charge to each learner.

3. Additional copies of transcripts can be requested by completing the Request for
Additional Transcript and Replacement Certificate Form at the required fee.

4. The Registration officer must:
i. Generate the transcripts from INITIO/SIMSA.
ii. Verify the overall average grade against the final list of results.
iii. Submit the transcripts to the Registrar for verification and signature.

5. The Registrar must sign the transcripts.

6. Five working days before the Graduation Ceremony, the Registration officer must
attach the transcripts to the certificates.

7. Transcripts will be issued during the UniSey graduation ceremony.



Appendix D 6
Policy on Formative Assessment

Storing Assessment &ipts

1. All examination scripts must be kept in the Registry for a period of ONE year, after
which they can be destroyed.

2. Assignment scripts that have not been collected by the learners must be kept in
the Registry for SIX months, after which they will be destroyed.

3. Examination scripts must be classified according to the name of the course and the
month the exam was conducted.

4. Assignment scripts must be classified according to the name of the course and the
month the assignment was submitted.



ASSIGNMENT RECORD SHEET

COURSE CODE:

COURSE TITLE:

ASSESSMENT ITEM:

DUE DATE: WEIGHTING:

PROGRAMME: SEMESTER or TERM/YEAR:

IN ouT
NAME

DATE SIGNATURE DATE SIGNATURE

10.

11.

12.

13.

14.

15.

16.

17.

18.

Lecturer’s Signature: DATE:
Head of Programme’s Signature: DATE:

* Please attach the Task details before forwarding to the Head of Programme
* The original to be placed on the Cohort File and a copy retained by the lecturer



ASSIGNMENT REPORT SHEET

COURSE PARTICIPANT’S NAME:

PROGRAMME: GROUP:

SEMESTER /TERM: YEAR:

COURSE TITLE:

COURSE CODE: ASSIGNMENT ITEM:
LECTURER:

[] Tick hereif a letter granting extension is attached.
[] Tick here if an extension has not been granted.
Percentage deducted:

Other comments [if any]:

Lecturer’s Comments:

Marks Awarded [as a Percentage]: Percentage Weighting:

Lecturer’s Signature: Date:



Appendix D 7
Policy on Formative Assessment

Assignment Extension Policy

The University of Seychelles promotes adherence to assignment submission deadlines
and grants requests for assignment extensions only in exceptional circumstances.

Extensions to the deadlines must only be granted for a maximum of 7 calendar days,
to ensure that any such extensions do not interfere with the sequence of assessment
activities (e.g. submitting results to Head of Exam and Registrar, disclosing results to
the learners, printing certificates, returning assignments to learners). The following
guidelines must be used to grant or deny the extension request:

POSSIBLE GROUNDS FOR EXTENSION ACTION REQUIRED
Programme participants’ sudden illness, or their Obtain medical
dependents’ chronic illness hence requiring certificate
periodic intensive treatment (up to 7 days

duration)

Compassionate grounds, for example a death or Obtain proof

serious illness of a close family member

Unplanned personal, family or work commitments Obtain proof

A delay or breakdown in the supply of materials or Obtain proof
similar, to an individual programme participant or a
whole group of programme participants

Technological problems are not valid reasons for an assignment extension.

The authority to grant extensions rests with the Head of Programme in consultation
with the Programme participant.

If the Lecturer believes an extension should be given to the entire class, the lecturer
must negotiate with the Head of Programme, who will in turn inform the Head of
Exam if the extension has been granted.

All extensions must be requested through the Head of programme though the Lecturer
concerned at least five working days before the assignment due date.



Late Penalties

Where a learner fails to submit an assignment by the due date and the learner does
not apply for an extension or the request for an extension is denied, 5% of the total
assignment mark will be deducted for each working day the assignment is late. A zero
mark will be awarded for assignments submitted more than four working days after
the due date.

Application for Assignment extension

Extension to assessment requires permission from .... for a student to submit his or her
assignment after the stipulated date

Approval for the above must be provided by the Head of Programme and only under
specific adverse personal circumstances (see appendix on policy for adverse personal

circumstances)

Students shall be required to submit an application for Assignment Extension at least
five working days before the stipulated submission date.

Application for Assignment Extension shall be on the form prescribed for this purpose.

Approval of assessment extension shall be the responsibility of the Head of
Programme.

Successful applications shall be granted a new time and submission date

Applications that are rejected shall be accompanied by reasons for the request being
rejected.

Students shall be notified of the outcome of their application in writing, within ............
days of the decision.

An extension to an assignment shall be up to seven working days after the initial
submission date.

Assessment extension may be given to students without application , at the lecturer’s
discretion, subject to the approval of the Head of Programme for example in instances
where mandatory/important resources for the completion of the assessment are not
readily available , broken, lost up to the time of the submission date.

Right to appeal

A student who is denied an assignment extension shall have the right to appeal to
the....coue... within........ working days of being denied the extension.



Appendix E

Policy on Cheating /Plagiarism/Malpractices

Introduction

Cheating, Plagiarism and malpractices by students compromise the integrity and
academic standing of a university and denies students involved, accurate indication of
their performance

Unisey advocates for high standards of academic and moral excellence and therefore
takes a serious stance against any misleading or deceptive practices that may threaten
the integrity of its assessments

Definitions

Cheating

Cheating is the actual or attempted deceptive acts aimed at obtaining better course
grades either in course work or in examinations. Cheating can be in the form of
copying from another student, from hidden notes or any other unauthorized materials
including electronic devices or through one person impersonating another or allowing
oneself to be impersonated

Plagiarism
Plagiarism refers to using published or unpublished pieces of work and passing these
off as one’s own Plagiarism

Malpractices

Malpractices refer to attempts by students to mislead or deceive examiners on work
submitted for assessment. Such practices include colluding with other people,
including with other students in preparing and editing the work submitted

Procedures to mitigate cheating, plagiarism and malpractices

At the beginning of each year, UNISEY shall inform students on the policy relating to
Cheating, Plagiarism and malpractices during assessments

Students shall be required to complete forms of declarations for their works, hence
ensuring they understand the serious implications of cheating, plagiarism and

malpractices and UNISEY’s severe stance against these.

Departments shall commit to the training of students to ensure they refrain/not
engage in cheating, plagiarism and malpractices

Procedures following cheating, plagiarism or malpractices

When a staff member for a course has reason to believe that a student’s
action/behavior falls within any or all of the above definitions, s/he is obliged to



a)

report the matter to the Head of Programme (Refer to Appendix 1), recommending a
conferencing session with the student

The Conferencing shall be held within the first 5 days of the alleged behaviour or
action. In attendance, shall be the student and the Faculty staff

The Head of Programme must ensure the student has a clear understanding of
the definition of an “academic offence”
the allegations against him/her.

The student shall be presented with the allegations and evidence supporting them
The student shall be permitted to provide his defence/prove his innocence

If cheating or plagiarism is confirmed or admitted, a report shall be forwarded to the
Faculty Dean, recommending an academic sanction against the student.

Sanctions

Academic Sanctions
Student admits the offence: The student shall write a letter to the Head of
Programme in which he/she admits committing the offence Refer to Appendix....

The student shall be assigned a lower grade or a Fail grade to the paper or
examination in question

Further Disciplinary Sanctions
If the Head of Programme wishes to recommend a penalty other than those above or

the student either does not admit the offence or does not accept the penalty applied
by the School (in which case the student must communicate this in writing to the
School within seven working days of receiving the outcome letter),

the Head of Programme should send a written report to the ...................... within 30
days of the meeting within the Faculty .

The report should detail the investigation by the Head of School, justifying reasons for
the case being referred to this committee

The report may include a request for a more severe penalty to be applied or state the
penalty the Faculty wanted to apply but which the student did not accept or state that
the student did not admit to committing the offence

The decision to apply penalties shall be determined by whether the Faculty believes
that the student did not commit the act of plagiarism intentionally and therefore
wishes to treat the act as an academic matter

A student who claims they have not understood that their act constituted plagiarism
can be considered to have committed plagiarism intentionally) if:

The student was provided with clear and detailed definition of plagiarism in
respect of their course at the beginning of the course

The student has signed a declaration that they have read and understood
information on plagiarism and related penalties

The student’s act of plagiarism is covered by information on plagiarism which was
given and explained to the student at the beginning of the course



No case to answer / no proof of Cheating and /or plagiarism

Where no proof can establish that cheating and or plagiarism occurred, the case shall
be closed and a report submitted accordingly.

No mutually agreeable settlement of the problem

If the parties cannot come to a mutually agreeable solution, the case shall proceed to a
Faculty Hearing, within a week of the failed conferencing
The student shall be officially notified of

purpose of Hearing ( the allegation against him/her)

venue

time

his/her right to defend himself/herself

the right to bring an advisor (who may not be a legal advisor)

The Hearing

In attendance Faculty Dean who shall chair the meeting
A Lecturer who shall take the minutes /notes

The student

A person selected by the student to be his counsel

The student may not bring a lawyer to the meeting . If the student is unwilling to
attend the meeting without a lawyer the Head of Programme shall refer the case to
the cvveeeee without a Faculty meeting taking place first. Burden of proof rests on
the Faculty.

Procedure

The chair shall inform the student of the allegations against him/her and the evidence
supporting it

The student shall be invited to present his defense and his evidence

The chair shall cross — examine both parties

Proof established

An academic sanction shall be imposed on the student following proof of cheating and
plagiarism being established

The student shall be informed in writing of the above.

The student shall be assigned a lower grade or a Fail grade to the paper or
examination in question

No case to answer
Where no proof can establish that cheating and or plagiarism occurred, the case shall
be closed and a report submitted accordingly

Right to Appeal
If the student does not admit to the charges against him or is not willing to accept the
recommended sanction(s), s/he has the right to appeal the decision to the .................



Appeals Process

The student may appeal in writing to the Committee within 14 working days of the
sanction being imposed.

Should his/her appeal be rejected the student may appeal to the Vice Chancellor, in
writing, within 14 days of his first appeal being rejected.

The Vice-Chancellor shall review the case and submit his ruling within 30 working days
from the submission for appeal.

The ruling of the Vice Chancellor shall be final.



Appendix F

Policy on Adverse Personal Circumstances

UNISEY recognizes that circumstances on exam day, in the form of temporary illness,
injury, accidents, natural disasters or recent bereavement may militate against a
student or students taking an exam on that day or within the exam period.

UNISEY students having to submit or perform assessments but who are victims of
adverse personal circumstances around the time of such assessments, have the right
to submit a claim for adverse personal circumstances affecting their performance.

Students suffering from adverse personal circumstances who still opt to complete the
assessment as per existing timeframe must provide original supporting (medical)
evidence to HOP within one hour of the examination in question. This shall be
forwarded to the exam committee/panel to ensure appropriate consideration is
provided. The judgment and decision of the (committee /moderators/ etc) shall be
final.

These students shall also have to complete a declaration form indemnifying UNISEY
from any liabilities.

Students suffering from adverse personal circumstances who opt not to complete the
assessment as per existing timeframe, must provide original supporting (medical)
evidence to HOP within 24 hours of the examination in question.

These students shall have to sit a makeup /re sit assessment within 2 months

All Applications for consideration under the adverse personal circumstances shall be
considered on their respective merits

UNISEY reserves the right to determine if an adverse circumstances application should
be considered and any subsequent actions to be taken

Candidates falling ill during an examination

Candidates who fall ill during an examination and have to leave the examination room
shall be accompanied by an invigilator to the sick bay. He/she shall remain under strict
supervision for up to 15 minutes after which he/she shall be deemed well/unwell to
complete the exam by a medical officer

Candidates deemed well enough to complete the exam shall be allowed to return to
the examination room and be refunded time to complete the exam.

Candidates deemed not well to return to the examination room may fill in the ‘adverse
effect” form and submit it together with a medical certificate / supporting evidence to
the Head of Programme. This shall be forwarded to the Board of examiners, within 24
hours.

The above does not provide for UNISEY to issue a substitute award /certificate
For partial completion of a course as a result of adverse personal circumstances



Documents to be provided to support a claim under Adverse Personal circumstances
may include:

i. aletter or medical certificate from a health professional;

ii. evidence supporting compassionate grounds;
iii. evidence supporting trauma e.g. from an emergency situation
iv. evidence supporting unavoidable commitments such as religious commitments or
court appearance
is the students’ responsibility to ensure the authenticity of any supporting
documents they submit

=

UNISEY reserves the right to verify the authenticity of any documentation submitted
with an application.

Supply of false information, false or falsified documentation by a student UNISEY for
consideration under Adverse Personal Circumstances will result in

the rejection of the adverse circumstances application and / or
the cancellation of the adverse circumstances approval authorisation

Reasonable Adjustments

UniSey aims to ensure reasonable adjustments to its assessments in order to ensure
fairness to all candidates during assessments.

Towards this end, UniSey defines a reasonable adjustment as “any action that helps to
reduce the effect of a disability or difficulty, which places the learner at a substantial
disadvantage”

Candidates must negotiate for reasonable readjustment with the Head of Programme
at the beginning of the course or as soon as the need for such becomes evident. It is
important that the decision to authorize reasonable adjustment does not compromise
the reliability or validity of assessment outcomes, nor provide the candidate with an
unfair assessment advantage over other candidates sitting the same exam. The onus
shall be on the Head of Programme to ensure authorization for reasonable
readjustment is based on documentary evidence proving a barrier to assessment

Reasonable adjustments may be (but not limited to):

a) Exam papers printed in larger fonts than the stipulated Arial, Verdana
b) Special medically approved chairs

c) Restroom breaks

d) Short breaks for drinks or food ( eg diabetic )

e) Papers being sat in a hospital room under strict surveillance



EXAMINATION PROCEDURES

On the day of the exam



Appendix G 2

Examination Procedures

Instructions to the invigilator If a candidate falls ill
during the exam/or If he /she notices a candidate is not
well during an exam

Without disturbing the other students, walk up to the candidate and ask him/ her
quietly “You do not seem well ... Are you all right?”

If the candidate confirms he/she is not well or if he /she cannot answer, alert or
sms the first aider to come and get the candidate out the exam room.

Ensure the candidate leaves all his/her examination materials in the examination
room.

Ensure the candidate and first aider are accompanied out of the examination room
by another invigilator.

Remind the invigilator not to leave the candidate under any circumstances.

Remind the candidate that he/she remains under strict examination conditions
and no communication other than that what strictly relates to his/her illness shall
be allowed.

If or when the candidate returns to the examination room, allow the candidate to
resume her exam and to allow her the same amount of time she has spent out of
the room, to complete her exam. Inform her of the same.

If the candidate does not return to the room collect his/her exam paper when all
papers are being collected. Indicate on this paper the time the candidate left the
exam room.

At the end of the exam, fill in Form No. Candidate falling ill during the exam and
submit this to the Head of Exam together with the batch of exam papers.



Appendix G 3

Examination Procedures
Emergency evacuation of the examination room

What should constitute an emergency evacuation?

An emergency evacuation of the examination room shall stem from a fire alert,
tsunami alert, flooding and landslide alert or a force majeur /national calamity.

The Invigilator shall interrupt the exam session by saying the following:

This is an emergency announcement. Please stop writing. Leave everything on your
desk and proceed to the emergency exit and to the Assembly point

You are still under examination conditions and are not permitted to talk to anyone until
advised otherwise by the invigilators or until the examination condition is lifted

If the emergency persists, the examination shall be cancelled/postponed to a later
date.

The invigilator shall say

In view of the emergency situation, Unisey has decided on the postponement of this
exam. You will be informed of further details on the matter later on. Exam conditions
are henceforth lifted and you are advised to go home.

If there is no emergency and the alert is lifted students shall be made to return to
the examination room and shall be allowed extra time to complete their exam.
Extra time shall be the amount of time for the alert.

The invigilator shall advise the students as follows

The alert has been lifted. You will now proceed quickly and quietly back to the
examination room to complete your exam. You will be granted ..... Extra time. You are
reminded examination conditions still prevail so you are not allowed to talk to anyone
until the end of the stipulated exam time.



Appendix G 4

Examination Procedures
Handling examination scripts at the end
of the examination

At the end of the examination, the invigilator shall collect scripts /sort out scripts in
seat number order.

All scripts shall be cross checked in seat number order against the examination
number order for each examination room and for the mark sheets.

Examination scripts shall be collected from the examination rooms by an officer
nominated /approved by the Examination Department.

The nominated person who collects the exam scripts from the examination room shall
sign a receipt which provides exact details of the number of candidates per packet of
examination scripts.

The nominated person collecting the examination scripts shall check that he/she has
received the correct number of scripts from the invigilator (e.g. by cross checking the
details).

The examination scripts shall be taken from the examination room to the Head of
Examination and from there to the Head of Department for delivery to the examiner
or examiners concerned, for marking.



Appendix G 5

Examination Procedures
Breaches of Procedures

If an invigilator suspects any form of cheating or malpractice in the course of an exam,
the invigilator shall proceed according to the following procedures:

Alert the other invigilators.

Confiscate any document relating to the breach from the candidate’s desk.

Quietly advise the candidate concerned that a report of the matter will be
forwarded to the Exam Unit.

If there is proof that a breach has actually been committed, the candidate shall be
made to leave the room. Once outside the examination room, the student shall be
reminded of the seriousness of the offence and that a report will be submitted to
the Examination Unit.

Write a report of the matter and submit to the Exam Unit immediately after the
exam.

Upon receipt of the Report detailing the breach(es)

The Head of Exams unit shall convene a meeting of ( See Appendix E)



Appendix H

Late Arrivals to Examinations

UNISEY obliges all candidates to be on time for each of their exams so that the security
and integrity of these same exams are not compromised.

Candidates who turn up late must therefore have a very valid reason for doing so and
must report to the Chief invigilator for the completion of the Late Arrival Form

Invigilators are requested to complete the Late Arrival Form prior to allowing a late
arrival to proceed to his/her examination room for his/her examination

Procedure for late arrivals
If the candidate is within the 30 minute buffer time,

Verify the candidate’s identification

Draw the candidate’s attention to the examination rules (refer to invigilator’s
announcement sheet, Appendix .....)

Fill in Form H-1 and submit this to the Head of Programme immediately after the
exam

allow the candidate to enter the examination room

remind the candidate to fill in the Attendance slip

provide the candidate with an Exam paper

inform candidate that no extra time shall be given to him/her

instruct candidate to start the exam

If the candidate arrives after the 30 minute buffer time (even if by a few minutes)

Inform candidate he/she is too late for the exam.

Do not allow the candidate to enter the examination room to do his /her exam at
all.



Late Arrival Form

This form must be submitted to the Head of Programme immediately after the exam

Date:

Name of Candidate:
Reason for Lateness:
Evidence of lateness:
Time arrived:

Time of exam:

Details of examination:

Name of Head of programme;
Signature:

Date:



Appendix I

Examples of candidates’ malpractice during
an examination

A breach of the instructions or advice of an invigilator,

Not abiding by the conditions of supervision aimed at ensuring the security of the
examinations or assessments;

Copying from another candidate (including the use of ICT to aid the copying);

Disruptive behaviour in the examination room (including the use of offensive
language);

Exchanging, obtaining, receiving, passing on information (or the attempt to) which
could be examination related by means of talking, electronic, written or non-verbal
communication;

The misuse, or the attempted misuse, of examination and assessment materials
and resources (e.g. exemplar materials);

Bringing into the examination room notes in the wrong format (where notes are
permitted in examinations) or inappropriately annotated texts (in open book
examinations);

Impersonation: pretending to be someone else, arranging for another person to
take one’s place in an examination or an assessment;

Bringing into the examination room unauthorised material, for example: notes,
study guides and personal organisers, own blank paper, calculators (when
prohibited), dictionaries (when prohibited), instruments which can capture a
digital image, electronic dictionaries (when prohibited), reading pens, translators,
wordlists, glossaries, iPods, mobile phones, MP3/4 players, pagers or other similar
electronic devices;

behaving in a manner so as to undermine the integrity of the examination.

This list is not exhaustive



Appendix 11

Reporting malpractice during examinations

Type of malpractice:

Name of candidate:

Time malpractice was discovered:

Time candidate was removed from the exam room:

Details of the malpractice:

Invigilators present:

Name of invigilator:
Signature:

Date:

Witness:
Signature:

Date:



Appendix |

Invigilator’s Report on the Exam session

Date

Exam paper
Time /duration of exam paper
Comments ( comment on any significant issues that may have threatened the

integrity of the examination eg disturbances, no of candidates who fell ill, arrived late,
errors on the exam paper, etc

Name of invigilator:
Signature:

Date:



Appendix K

Template for letter to students alleging academic
misconduct

UniSey Faculty

Date

Student Name:
ID:

Module:

Programme:

Dear Name

The Faculty has received an allegation of an academic offence against you, specifically
of cheating during an examination.

The Faculty therefore requests that you attend a meeting to discuss evidence that will
be put forward to support the allegation against you. Details of this meeting are as
follows

Date :

Time:

Venue:

Chairperson:

You are advised to consult your Student Handbook or UniSey website for further
information on Academic offences and that you fully understand what cheating in an

examination means, before the meeting

Following the meeting you may be required to offer a plea of guilty or not guilty to
the suspected offence. Please make sure you understand what this means

You may be accompanied to the meeting by someone of your choice, but this person
may not be a legally qualified representative. If you are not agreeable to this the
Head of Programme will refer the case to the Academic Offences Committee without a
Faculty hearing first .

Should you need impartial advice , you are encouraged contact the Student Support
Officer on telephone number ...................

Yours sincerely
Name

Title

School

Encs



Appendix L

Template for letter to students alleging
academic misconduct

Academic Offence Meeting — Student’s Statement

Date:
Name of Student:

Student ID Number:

Please provide a written statement which:
acknowledges that you have understood the nature of the alleged offence
states whether you plead guilty or not guilty
provides an explanation for the plea.

This statement refers to the coursework for module:

Code and name of module

Student’s Signature:

Student’s name in full:



Appendix M

Procedure for candidates who disrupt / disturb
the examination

Disrupting or disturbing an exam can be ( but not limited to)
Challenging the invigilator’s authority

Arguing with the invigilator or being aggressive during the exam
Making disturbing noises — verbally , by gesticulating unnecessarily, groaning,
moaning, grunting etc

Procedure for the above

Walk up to the candidate and quietly remind him /her that it is an academic offence to
disrupt an examination session

Inform the candidate the matter shall be reported to the ......
Advise the candidate to settle down and proceed with his/her exam

If the candidate persists with the disruptive behaviour or argues with you

Call Security to remove the candidate from the examination room

Procedure for the Security Personnel
Walk up to the candidate

Advise the candidate you have been asked to come escort him/her from the
examination room

If the candidate refuses to move

The invigilator shall advise all candidates to close their examination book, and to
proceed to the back of the examination room without talking to each other

The Security guard shall forcefully remove the disruptive candidate from the room

After the candidate has been removed from the examination room

Organize the room as/if applicable
Allow candidates to return to their seats and to proceed with their exams

Allow extra time to complete the exam ( same amount of time taken up by the
disruptive candidate)



Appendix N
Seating Plan



