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General exam guidelines
The following is a compiled list of exam guidelines recommended by the CCIT assessment and examination committee:
Pre-exam checklist
· Under the direction of the course coordinator, multi-section academic members collaborate to develop final exam questions and grading rubrics. Faculty members must also agree on how grading will be completed after the exam.
· Faculty members solely teaching a course follow the same process.
· The course coordinator collates the questions into one document following the final exam template.
· The following points must be taken into consideration when preparing final exam questions:
· The exam questions are not to be all MCQ and/or True/False type. A variety of questions must be used instead.
· The exam length and the number of questions must be commensurate with the duration of the exam.
· The questions must be based on what is stated in the syllabus (comprehensive or few chapters).
· Academic members review the final document for any typos, mistakes, or oversights.
· The course coordinator then sends the final exam document to the department head for internal moderation and approval at least two days before the exam date (optional: Dean and Associate Dean).
· Upon approval, the course coordinator prints the exam papers and places them into envelopes for each section.
· Each envelope must contain the following items:
· The Exam Information Form V2 document which includes the name and mobile number of the course coordinator for any emergency. Any notes to the invigilator should also be included in the Notes section of this document (e.g., password for D2L exam, whether students are allowed to bring material/cheat sheets/calculators, specific instructions to the invigilator, etc.).
· Final exam copies with rubrics.
· Attendance sheet of the students taking the exam in that specific room.
Each envelope must be labeled with the following items:
· Course code & name.
· Section number.
· Name of the invigilator.
· Name of the section instructor.
· Exam date/time.
· Room number.
· Envelopes containing printed exam material must be sealed and signed by the course coordinator before submitting them to the department head.
· For courses that you are teaching or coordinating, check that the rooms assigned are suitable.
· For each lab section that you are teaching, please send an email + announcement on D2L outlining the date, time and room of the exam. Rooms have been changed compared to what shows on PeopleSoft, please ask the students to follow your email/announcement and not what is on PeopleSoft.
· If you have AESN students (extra time and/or calm environment), direct them to the AESN session of the exam.
· For D2L exams, at least a couple of exam papers must be printed and inserted in the envelope to be used by students having troubles with computers or D2L on the exam day and the problem couldn't be fixed.
Invigilation and during-exam checklist
· Please take note of the invigilations assigned to you (including potentially floating invigilations) and mark them in your calendar to avoid forgetting about them later.  You should be on-site 45 minutes before the exam and in the classroom 30 minutes before the scheduled exam time.
· Collect exam envelope from the Dept Head.
· If the exam is on D2L, enter the password for students to start the exam. The password should never be given to students to enter it themselves.
· Students who arrive late must finish their exam like all on-time students with no extra time given. 
· Students who arrive more than 30 minutes late are not allowed to take the exam.
· Contact floaters for IT support, cheating incidents, and bathroom visits.
· Check the student ID and match it with the student's name and number written on the exam paper while asking students to sign the attendance sheet.
· Students must write their name and student number immediately on any scrap paper provided.
· Collect exam papers from students including any scrap sheets at the end of the exam.
Post-exam checklist
· Return the envelope to the concerned academic member and report any absences to the academic member.
· Academic member to report absent students to the department head (though this is optional).
· Academic members collaborate on grading the final exam to ensure grading is applied uniformly to all students and conforms to the grading rubrics.
· Academic members send their section(s) final course marks to the Dean, Associate Dean and Dept. Heads for approval using the template Final Course Marks INFSXXXX Section # - Faculty Name. 
· Course instructors should consider approved AF appeals by the Dean prior to entering final grades
· Final marks of the course are entered and updated in PeopleSoft after approval. Compliance with deadlines is a must; for any problem, please contact HoD, etc. asap.
· Exam papers are returned to the department head to be sent for archiving.
Guidelines for computer-based and D2L exams 
The committee encourages having paper exams for finals. However, if computer-based exams were found to be more appropriate for a particular course, we recommend the following list of guidelines to be followed when utilizing D2L for exams:
· Academic members shall set LockDown Browser along with D2L for closed-book exams to prevent students from access to files containing course related material on the computer and/or using the computer for communication.
· Academic members shall protect access to the exam quiz with a password. The password is the only protection we have against an external entity accessing the student's account to take the exam on their behalf or students leaving the exam room and rejoining the quiz from a different room. As such, the password shall never be revealed to students in any manner (e.g., written on the board by the invigilator or orally given to students to enter it themselves).
· At the beginning of the exam, it's highly recommended that the invigilator enters the password simultaneously and in mass to all students by using Lan School instead of typing it individually for each student. This should work fine currently on production LAN computers, but problems were reported in some cases on VLAN computers. In all cases, it doesn't hurt to try.
· Avoid using Question Pools on D2L with questions pulled randomly for each student unless multiple sub-pools are carefully designed to group questions of similar difficulties testing the same topic/learning outcome. Alternatively, one exam version containing the same questions shall be given to all students to ensure fairness among students and that all objectives are tested.
· Enable the parameter Shuffle questions at the quiz level and the Randomize answer order for each MCQ question so that neighboring students have less chance to cheat by peeking at their neighbor's screen.
· Set the Timing parameter to Synchronous: Timer starts on the start date so that late arriving students finish on the same time as other on-time students.
· Avoid enabling paging with no going back to previous pages.
· Each academic member teaching the course is responsible for setting the extra 50% time to students with AESN when the quiz is created on D2L.
· Invigilators shall conduct an ID check to ensure it matches the ID of the student taking the exam on D2L when attendance cheat is signed.
· At the end of each exam taken on D2L, the academic member teaching the section shall review the attempt log for any quiz Early Exit and Re-Entry attempts and verify that each re-entry can be traced to an event that occurred during the exam.  Any unexplained re-entry events should be treated as suspicious and investigated.
· The course coordinator shall conduct training on how to configure D2L and how to use Lan School to enter the password to all academic members teaching the course who are new or unfamiliar with the features of the app.
