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                UNIVERSITY OF BRISTOL
   EXAMINATIONS OFFICE
   INFORMATION FOR STUDENTS TAKING EXAMINATIONS IN CENTRAL VENUES
   Most examinations at the University of Bristol are timetabled,
   organised and run by the central Examinations Office. We realise that
   the examination period is not an easy time for students and we work
   hard to ensure that your experience is free of disruptions and
   disturbances. Please remember that if you have any problems at all
   whilst taking your examinations, you should alert an invigilator and
   we will try to ensure that issues are resolved as quickly and as
   efficiently as possible.
   The following information will help students to ensure that the
   examination experience at the University is as stress-free as
   possible. If you have any specific suggestions to make about our
   processes please contact the University Examinations Office ([email protected])
   The University Student Counselling Service
   http://www.bris.ac.uk/student-counselling/) or the University of
   Bristol Students' Union (UBU) http://www.ubu.org.uk/about/contact/ may
   be able to help if you have any worries with regard to your
   examinations.
   BEFORE THE EXAMINATION
   1. TIMETABLES
   Timetables are published several weeks before the start of each
   examination period and your personal examination timetable will be
   published on StudentInfo
   ( https://www.bris.ac.uk/studentinfo). The timetable will include a
   link to information explaining where your examination will take place.
   Travel information can be found on the Examinations Office website at
   http://www.bris.ac.uk/exams/examinations/exam-venues/. Please note
   that the Examinations Office cannot enter into dialogue with
   individual students about their timetable.
   2. CANDIDATE NUMBER
   Every student is allocated a 5-digit candidate number at the start of
   their studies, which will be retained throughout the duration of their
   programme of study. This number can be viewed in StudentInfo (https://www.bris.ac.uk/studentinfo).
   You should regard this number as personal to you and not share it with
   anyone else. The number is used to ensure that the marking of a
   student’s work is done anonymously. Please ensure that you memorise
   your candidate number as you will need to write it on your script book
   in every examination.
   ON THE DAY OF THE EXAMINATION
   3. ARRIVAL
   Morning examinations start at 9.30 am and afternoon examinations at
   2.15 pm. You should ensure that you arrive at the venue at least 15
   minutes before the start of the examination. On arrival at the venue,
   you should consult the notice board to find your desk number.
   4. LATE ARRIVAL
   If you arrive late for your examination, you should enter the hall
   quietly and alert an invigilator. Admittance to candidates arriving
   late is at the discretion of the chief invigilator. No additional time
   will be allowed for students arriving late. STUDENTS ARRIVING MORE
   THAN 30 MINUTES AFTER THE START OF THE EXAMINATION WILL NOT BE ALLOWED
   INTO THE HALL AND WILL BE SENT TO THEIR SCHOOL. If you are ill on the
   day of your examination or are delayed due to an emergency situation,
   you should contact your School immediately to let them know. Your
   School administrative staff will advise you of the course of action
   you should take.
   5. EXAMINATION HALL CONDUCT
   You will be allowed into the hall between 5 and 15 minutes prior to
   the start of your examination session (depending on the size of the
   venue). Please note the following:
     * 
       YOU MUST REMAIN SILENT AS SOON AS YOU ENTER THE EXAMINATION HALL
     * 
       Leave any bags at the rear of the Hall. DO NOT BRING ANY VALUABLE
       ITEMS WITH YOU TO THE EXAMINATION HALL
     * 
       Unless your examination specifically allows the use of
       accompanying materials, all books and/or notes must be left at the
       back of the hall. Anyone found consulting notes after being
       allowed into the hall will be reported to their School (see
       Section 6 - Cheating) . Allowable accompanying materials will be
       checked for annotations. Any unauthorised material will be
       confiscated and reported to your School. All students suspected of
       cheating in this way will be dealt with under the University’s
       disciplinary regulations (see Section 6 - Cheating)
     * 
       Switch off mobile phones and leave them in your bag. If you do not
       have a bag your phone, and other electrical items, such as MP3
       players, should be left on the invigilator’s desk for the duration
       of the examination
     * 
       Smart Watches are not permitted in exam halls and should either be
       left at home or in your bag.
     * 
       Drinks bottles are allowed in exam halls provided they are clear,
       unlabelled and contain water only.
     * 
       Food should not be taken into exams halls unless there is a
       medical need which you should bring to the attention of the
       invigilators.
     * 
       Correcting tape and correction fluid should not be used on your
       exam paper. If you do use correcting tape you risk being suspected
       of cheating.
     * 
       All pencil cases should be transparent and should not contain any
       paper
     * 
       Ensure that you have your University of Bristol Id card (U-card)
       to display on your desk
     * 
       Locate your desk and sit down
     * 
       If you have been given permission by your School to use a
       translation dictionary you should display the permission form
       (which can be found at
       http://www.bris.ac.uk/exams/examinations/alternative/#dictionaries)
       on your desk. Dictionaries being used without the accompanying
       permission form will be confiscated. All dictionaries will be
       checked for unauthorised annotations. Any unauthorised material
       will be confiscated and the incident reported to your School. (See
       Section 6 for information about cheating in examinations). Please
       note that some Schools never allow the use of translation
       dictionaries. If this is the case you will have been informed of
       this policy by your School
     * 
       You may only use a calculator during your examination if the
       examination rubric (instructions) allow it. All calculators must
       be left on the desk during the examination for inspection.
       Invigilators will confiscate any calculator that does not conform
       to regulations. Some Schools and Faculties require that
       calculators are examined and labelled by them prior to the
       examination period so please check any local regulations
     * 
       Each examination venue carries a stock of spare pens, pencils,
       calculators and rulers so please ask the invigilator if you have
       forgotten anything you need during the examination
     * 
       Complete the front of any examination script booklets and Optical
       Mark Reader (OMR) forms according to the instructions
     * 
       Under no circumstances should you read the examination paper
       before being told that the examination has started –
       non-compliance with this instruction will result in the incident
       being reported to your School (see Section 6 – Cheating)
     * 
       Listen to the instructions given to you by the chief invigilator
     * 
       You may start to write when told to do so by the chief invigilator
     * 
       No one is allowed to leave the examination hall during the first
       30 minutes of the examination session. No student will be allowed
       to leave the room at other times during the examination unless
       accompanied by an invigilator. Any student leaving the room
       unaccompanied will not be permitted to return to the examination
       hall. Toilet breaks during examination sessions are not normally
       allowed, however, if you do need to visit the toilet please raise
       your hand and ask to be accompanied by an invigilator. Permission
       to visit the toilet will be at the discretion of the invigilator.
       The invigilator may annotate the front sheet of your script to
       alert other invigilators to the fact that you have already been
       given permission to visit the toilet
   NB If you have a medical problem that means that you regularly need to
   visit the toilet, or be located near to toilet facilities, you should
   notify your School who will make arrangements for you to take your
   examination in the School. See
   http://www.bris.ac.uk/exams/examinations/alternative/#approval for
   information on alternative examination arrangements procedures
     * 
       If you have any problems or queries during your examination please
       do not hesitate to raise your hand and alert an invigilator. No
       extra time will be given in any circumstances to compensate for
       time lost during the examination session. Please do report
       anything that is worrying you at the time, as any problems can
       often be rectified quickly. You should also inform an invigilator
       if you are feeling ill and appropriate help will be sought. Any
       disturbances, or errors on papers, which cause disruption to your
       examination will be reported to your School
     * 
       An announcement to remind students of the time remaining, will be
       made 15 minutes prior to the end of each examination taking place
       in the hall. Once this announcement is made no-one will be allowed
       to leave the hall before the end of their examination
     * 
       At the end of the examination, the invigilator will announce that
       you should stop writing.
   You must do so immediately. Anyone found still writing after the
   examination has been called to a halt will be reported to their School
   (see Section 6 – Cheating)
     * 
       At the end of your examination, you must remain seated AND SILENT
       until all examination scripts are collected and counted and the
       invigilator has given you permission to leave. This may sometimes
       take a while but please be patient, the invigilators will ensure
       that the process is completed as quickly and efficiently as
       possible
     * 
       No exam scripts or examination papers may be removed from the
       examination hall
     * 
       When you are given permission to leave, collect any belongings and
       leave the Hall as quickly as possible. YOU ARE NOT ALLOWED TO
       SPEAK UNTIL YOU HAVE LEFT THE EXAMINATION HALL. Please be aware
       that other students may still be finishing examinations in the
       same hall or building so please be considerate of their need for
       silence, and remain quiet until you have made your way out of the
       building
   6. CHEATING
   Cheating in examinations will not be tolerated and will incur serious
   penalties. Invigilators are trained to watch carefully for incidences
   of cheating. If you are suspected of cheating, you will be asked to
   hand in your script book and any unauthorised material, and begin the
   examination again. Incidences of cheating will always be reported to
   your School and dealt with under the University disciplinary
   regulations.
   http://www.bris.ac.uk/esu/assessment/codeonline.html#penalties.
   Several students have been accused of cheating in the examination
   hall. Cheating includes using unauthorised material, hiding notes,
   reading notes whilst visiting the toilet, reading the examination
   paper before being given permission to do so, continuing to write
   after the examination has been halted etc. Various penalties have been
   meted out by the University ranging from examination papers being
   marked as a fail to expulsion from the programme of study.
   AFTER THE EXAMINATION
   If you have any queries or issues relating to your examination, you
   should refer these to your School immediately and your School will
   inform the Examinations Office if it is considered appropriate to do
   so.
   If you feel that your performance has been affected by extenuating
   circumstances, such as illness, then please also contact your School
   for information on the process for notifying the relevant Board of
   Examiners of these circumstances. Information on the extenuating
   circumstances process is available from
   http://www.bris.ac.uk/esu/assessment/codeonline.html#extcircs
   USEFUL LINKS
   Examinations Office
   http://www.bris.ac.uk/exams/
   Faculties and Schools
   http://www.bris.ac.uk/faculties/
   Disability Services
   http://www.bristol.ac.uk/disability-services/
   Regulations and Code of Practice for Taught Programmes
   http://www.bris.ac.uk/esu/assessment/codeonline.html
   Examination Regulations
   http://www.bristol.ac.uk/secretary/studentrulesregs/examregs.html
   StudentInfo
   https://www.bris.ac.uk/studentinfo/
   Student Counselling Service
   http://www.bris.ac.uk/student-counselling/
   University of Bristol Students’ Union (UBU)
   http://www.ubu.org.uk/about/contact/.
   Exams Office
   Updated 6th August 2014
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