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What Is an exam?

We say it is a formally invigilated assessment, that is:

v' Conducted methodically — for consistency across venues
v' Sat under supervision — so that unfair advantages are minimised

Use your Produce Earn your
own ideas honest work qualification.
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Know the rules.
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Ways that we maintain academic integrity...

v' Keeping exam papers secure

v" Verifying student identities at every exam

v' Communicating the exam conditions to students

v’ Actively maintaining supervision throughout an exam

v' Ensuring no exam materials are taken away from a venue
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Expectations for students within exam venues
- —
-

v To remain seated for the duration
v"  Raise their hand for attention before:

« Leaving
 Visiting bathroom

v" Must not engage with other students
once reading time has begun

v' Abide the conditions set out for their
exam, regarding allowable materials

. Federation
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What is an ‘alternate’ exam venue?

For a small percentage of students, sitting in a main venue

IS not suitable due to personal adjustments required.

These students are allocated instead to alternate venues.
They might need: | ‘ﬁ. .
. Asmaller venue or privacy ™
« Extra time or rest breaks

« To type out their answers % Yo .

« Specific furniture or equipment

« Special lighting or venue requirements
« Ascribe or to have questions read to them
* Freedom of movement

* Food or medication, etc

W # Federation
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How do Supervisors know the adjustments required?

V
Special Exam Pack Cover

While you will generally not
know *why* a student has
personal adjustments
applied to their exams, you
will refer to the adjustments

that they require on their

Special Exam Pack Cover.

. # Federation
B g University

Specific
to student

Specific
to student

General
information
that is also on
exam paper

Specific to
student

Semester 2 (1620) 2016 Fe‘g_‘ewr'ajg‘i‘qn o

Exam PSYCB1002 INTRODUCTION TO PSYCHOLOGY SPECia’ pack

Date &
Time

10 Nov, 2016 2:00 PM Specific

to student Supervisor

Venue MTH/Q612 Q612/Multi Purpose/Classroom rEfere nce keep
/4

atendee  Ms Haylee Hartley (30123456) them on your

Special Equipment

Computer
Lamp Ability to stand up and walk around/stretch.

Adjustable chair Rest time can be taken as 5min every 30mins if desired.
Duration:
2 Hours and 30 minutes, plus 10 minutes reading time, plus 25 minutes rest.

Start Time Start Time 2:10 PM End Time 4:40 PM

(Reading) (Writing)

Including rest breaks, this exam will end at 5:05pm
Exam Conditions:
Exam type This is a Theory examination
Closed / Open / Limited Open  This is a Closed Book examination
Release paper to Library: NO
Specific Timeslot?

Materials to be supplied to this student: Materials permitted in the exam venue:

1 x Health Multiple Choice Sheet Black or blue pen only
Normal writing materials

Additional Information:

[~ Attendance: Did Hartley, Haylee attend this exam? (Please Tick 1 box

)
No _ ) Yes ¢
R e TN NEVAR

Recieved Back

desk.
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How Alternate Venues are Staffed

Private Venue 1:1 Small Venue 1:12

1 Supervisor + 1 Student 1 Supervisor + up to 12 Students

@

An academic staff member may visit a student in your venue occasionally, but it is not required.

If anyone ever visits your venue, it should always be noted on the Venue Report.

. Federation
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Expectations for Supervisors in Alternate Venues

You are representing Federation University every time you supervise or interact with a student in an exam venue.
For some off-campus students — you could be the only staff member of the university they have met face-to-face.

It is important to:

v' Understand, assert and follow exam procedures

v" Show respect & support towards all students and staff
v' Remain attentive to student needs at all times

v' Remain in the venue unless directed

v' Dress neatly and wear a nametag where provided

WF.# [ederation
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What if | only have a handful of students or less?

It could be pretty weird for a single student in an alternate venue

to be observed directly and continuously for the whole duration of
their exam.

When supervising these venues, you may:

v Bring a book or magazines to read

v Draw or craft quietly

v" Write a novel

v Basically any quiet activity that is not distracting to student
As long as you:

v" Remain attentive to student needs at all times

v Continue to carry out the responsibilities of your role

WF.# [ederation
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Alternate Venue
Exam Documents
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Exam Materials

Supervisors-in-charge collect Venue Boxes
from the Exams Office at their campus,
prior to each session.

These boxes contain all the materials &
documents needed to conduct the session
for that specific day and time.

They contain:

v Venue folder

v’ Exam papers

v’ Exam materials ie. booklets, slips

v Erratum Notices (if required)

B# Federation
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Venue Folders

These folders are where the Supervisor-in-charge will find...

Session specific documents
1. Exam paper packs for each student
2. Special exam conditions list

Blank documents to be completed

1. Venue Report

2. Exam Breach Notices (if required)

WM Federation
. (niversity

Reference Information & Tools

» ‘Supervisor script’ for announcing rules

Blank floorplans of venue (large venues only)

Contact numbers you may need

‘Supervisor script’ for announcing rules

Evacuation Instructions and Script

« Definitions for Open/Closed/Specified Materials only
* Checking materials guide

 On-campus Supervisor-in-Charge Guide

* Exam Assistant Guide

* Guidelines for the handling of exam papers

» Procedure for marking attendance

« Student grievance procedure

« Safety Notice and Seizure First Aid



Z@Exam Conditions List =
Se\mester 2 (1620) 2016 Federation Z:Z
Monday, 7 Nov 9:30 AM
. (o)
MfH/Q61 Q612/Multi Purpose/Clgssroom o t gives you 3 list of
ITECH1006 DATABASE MANAGEMENT 30413372 Maher, ferrance 12:5p PM the ad,iUStments
SYSTEMS Snfaller Venue for each
Sanding/stretching braks StUdent
Adlustable chair on Ohe page
ITECH1006 DATABASE MANAGEMENT 30418242  Morris, Joshua Rodney ~ 12:4p PM
SYSTEMS Snjaller Venue

1000 Introduction to Health Technologies 30491440 TwyforcgSmith, Kierria 12:0p PM

Snjaller Venue
Shprt breaks 3-5 min §s required

Offender Profiling 3025704 Camm, Rebecca 12:0p PM
Snjaller Venue

BUEQO1509 Principles of Economics 30314660 Calleja-Bourke, 12:1p PM
Snjaller Venue

BUEQO1509 Principles of Economics 301414152 Gallaghgr, William 12:1p PM
Snjaller Venue

BUEQ@O1509 Principles of Economics 30402197 Hale, Jgck Edward 12:0p PM

Snjaller Venue
Shprt breaks 3-5 min §s required

BUEQO1509 Principles of Economics 3084551 Hartnellj James Ari 12:0p PM

Shprt breaks 3-5 min §s required
Snjaller Venue
Stdnding/stretching brpaks

- . BUEQO1509 Principles of Economics 301902166 Sheehah, Michael 12:0p PM
F: E Federation ding/stretchin: ks
. University Sall %/ °

aller Venue
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Exam v,
€nue Report
A,ter nate VenuG This Ve"ue.repon Pt Port on the conduct of the exam

in the spa
conduct of 5 Pace below and o
as evidence in the event of anﬁ::f';ls during an exam andv f;?;::here nNecessary. . - F
A Or grievance required * .
- Diitis: : e ed
ate: - eratlon

— /20 : L VT '
— Session:  am PM  Eve 7’Vef5|ty

Venue Report

This is the official record of

) Venue:

SIC Signature:

everything that has occurred in your
exam session, and must be

completed every time.

Other areas of the university often
use these reports from us to help
ascertain the validity of complaints,
disputes or deciding on disciplinary

matters.

The next few slides will show you

how to complete it.

Continue Ooverleaf if needeg,

WM Federation
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/
< Special Exam Pack Cover

&nester 2 (1620) 2016 Feﬂ&!fﬂf‘l%ﬂ :;:
Exam PSYCB1002 INTRODUCTION TO PSYCHOLOGY

Date & .
o 10 Nov, 2016 2:00 PM

Venue MTH/Q612 Q612/Multi Purpose/Classroom

Attendee Ms Haylee Hartley (30123456)

Special Equipment: Special Conditions:

Computer Smaller Venue

Lamp Ability to stand up and walk around/stretch.

Adjustable chair Rest time can be taken as 5min every 30mins if desired.

Duration:

2 Hours and 30 minutes, plus 10 minutes reading time, plus 25 minutes rest.
Start Time 2:00 PM Start Time 2:10 PM End Time 4:40 PM
(Reading) (Writing)

Including rest breaks, this exam will end at 5:05pm
Exam Conditions:
Exam type This is a Theory examination
Closed / Open / Limited Open  This is a Closed Book examination
Release paper to Library: NO
Specific Timeslot?

Materials to be supplied to this student: Materials permitted in the exam venue:

1 x Health Multiple Choice Sheet Black or blue pen only
Normal writing materials

Additional Information:

Attendance: Did Hartley, Haylee attend this exam? (Please Tick 1 box)

= Fe eration @ T T ST
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Time allocated for rest breaks You can

ask a student if

Special Exam Pack Cover Federation = they’d like to be
Semester 2 (1620) 2016 eaeration =:% .
( )06 Fedgciqauor .pm remlnded to
take breaks or
Exam PSYCB1002 INTRODUCTION TO PSYCHOLOGY
not
Date & .
Tt 10 Nov, 2016 2:00 PM
Venue MTH/Q612 Q612/Multi Purpose/Classroom
Attendee Ms Haylee Hartley (30123456)
Special Equipment: Special Conditions:
Computer Smaller Venue
Ability to stand up and walk around/stretch. . . -
;:rjrzitable chair Rest time can be taken as 5min every 30mins if desired. WlthOUt ta kl ng
Duration: .
2 Hours and 30 minutes, plus 10 minutes reading tim i thelr rest brea kS
Start Time 2:00 PM Start Time 2:10 PM End Time 4:40 PM
(Reading) (Writing)
uding rest breaks, this exam will end at 5:05pm |f they use a"

Exam Conditions:

Exam type This is a Theory examination thEi r rest brea kS

Closed / Open / Limited Open  This is a Closed Book examination
Release paper to Library: NO
Specific Timeslot?

Materials to be supplied to this student: Materials permitted in the exam venue: Exa m
1 x Health Multiple Choice Sheet Black or blue pen only mate ria IS

Normal writing materials
should be

Additional Information:

turned over
when resting

Attendance: Did Hartley, Haylee attend this exam? (Please Tick 1 box)
No Yes

LR ER OO 1 RV TR T o
F:’ Fedel’ation C] ssssssssssss g 2 e I o s L et i C] PR, ) -

. University Recieved Back
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The S isor-in-Ch t rt on th duct of th in th bel d leaf whe )] 1
Exam Venue Report e Supervisor-in-Charge must report on the conduct of the exam in the space below and overleaf where necessary ":e Fedel’atlon

This venue report is a formal record of the conduct of and events during an exam and may be required

Alternate Ven ue as evidence in the event of an inquiry or grievance. -.- Un | Vers | ty

Day: MO'V\M pate: 2O/ 1L 12016 Session: AM EVE (circle) venue: ROI12
Supervisor-in-Charge (SIC) JU'{/\/VV SW\/VH/\/ SIC Signature: M

Student Name Student ID Number Course Code Envelope contents

| Haylee Hortley 30123456 | PSYCB1002 | Exowm paper, 1 Multi-chotice siheet

Notes:  Student arrived late at 2:20pm.
Covstruction noiuse outside venune arovwnd 1lam for about Sming
Need more tiussmes un box. Clock b broken, so-| kept Hime wsing tive wiritfehoaro.

Continue overleaf if needed...




Exam Papers &
Permitted Materials
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Exam conditions for paper-based exams

Closed Book  No reference materials permitted (except for...)
Dictionary (bi-lingual unmarked)

Normal writing materials only

Open Book All reference materials permitted, except for electronic devices de k
S
chajr
.. . . . Person
Spec|f|ed Only materials and items that are listed on the cover of the exam paper

Materials Only eg. notes, dictionaries, calculator, text book, etc.




Semester 1 «2015

ACGGC1000 Principles ofAceounting and Finance

Federation mm .
IS
Exam Pape

Family Name
UNlVERSITY-AUSTRALlA -*-

e
First Name

ffice
Exam papers arranged py the Exams O
will generally look like this.

Conditions on

Federation Business School

EXAMINATION
the front of an Semester 1, 2015
exam paper apply ACGGC1000 Principles of Accounting and Finance
d f r to a” StUdentS In This paper js forChL/rch/// Campus and OpL. (Off-CaInpus) Students.
-iterated fo in Venues
_ m are re-ite _ \YEY - '
Detalls about the exahes the meI’mauon that Examination Duration: 180 minutes Total Marks:
1 Readin Time: 10 minutes

students, and it matc ived on their personal S Cgonditions: EXAMINATION Ry gs

have alSO receive o o 1. Donotdetachany
stu d ents Thisis a THEORY examination portion of the
exam tlmetables' This is a LIMITED OPEN BOOKexammauon , :’:;m:a"o:: Papsr.

anled Materials Permitted |, The Exam Venue: g instr:ct;znas from
m papers may be accomp t Norma Writing Materials venuesupervnsors.
OccaslonaIIyNe):i?:eS, WhiCh need to be glven ou Cafcularm<non—programmable,\
‘ o
by ‘Erratum
. er.

with each pap

3. Do not begin Writing

until reading time has
ended.

Materials To Be Supplied To Students:

2x Standarq Exar

M Booklet

' ' aper?
What if students notice an error in a pap

4. Ensure that yoy print
n
Instructions To Students:

your name ang
student nNumber on )
€xam papers, answer
booklets and multipje
choice sheets,

Answer ALL seven (7) Questions

ﬁnswer the multiple chojce questions in the section at the end of
this €Xamination paper
i n
] ) er as given o
heir exam paper :
nts must sit t . Course
. SéugeWe don't ty to clarfy errors with Course
the day. IS no gu
. use there :
nators, beca s in every
CC)o::cgmmunicate equally to all student
can

DO NoT REMOVE ANY PART OF THIS PAPER FROMm THE EXAM ROOWMm,
location

W¥.# Federation
* . x .
B niversity
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Bi-lingual Dictionaries

Even if an exam paper is ‘Closed Book’ any student may
bring a dictionary to an exam as long as it is...

v" Bi-lingual
v Unmarked

v' Hard-copy

These dictionaries must be checked by Supervisors at
each session — and if any writing or marks inside is found,
the student is not permitted to use it.

Ensure that the dictionary is placed on the floor, forwards
of their feet for the remainder of the session.

In a large venue with many students, you may also keep
the dictionary at the Supervisor table for the student to
collect at the end.

WF.# [ederation
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Mobile Phones & Wrist Watches

Pretty much everyone has at least one mobile phone with them
in an exam, and many students have smart watches.

Communicating and re-iterating what everyone needs to do
with their phones and watches is key.

Students must:

v" Switch their phone off

v Remove any wrist watch (smart or not)

v Place items on the floor, forwards of their feet

If a student asks to visit the bathroom, always check if their
phone is where it should be - and if not, simply ask...

“Do you have a phone or anything else in your pockets?”

It’s also ideal to only have one student from each course
go to the bathroom at a time.

WF.# [ederation
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venue
Preparation
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When you arrive at Alternate Venue

1. Unpack Venue Box

2. Take out blank Venue Report

3. Consider the students in your venue for the session
v' What are their requirements?
v' How long are their exams?

4. Contact Exams Office is something appears missing asap

B# Federation
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Continued...

5. Sometimes students are added to sessions at very short
notice. It's possible to have students missing from the venue

folders lists, but still have an exam pack for them.

6. Lay out papers, materials and attendance slips on desks
7. Keep the special pack covers with you for your reference
8. Fill out the venue report with each students details

9. Greet the student upon their arrival

WM Federation
. niversity



Seating In alternate venues

In alternate venues, it's usually possible to allow
students to select their own seat — this can often help
put them at ease.

However, some students may have specific seating
requirements listed on their conditions, and these need
to be accommodated.

For example:
v Seating near the exit
v Seating at rear of the venue

v' Away from other students, because they may be
standing and stretching a lot, etc.

Managing all adjustments within a venue is the
challenge for alternate venue supervisors.

. Federation
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Student non-attendance

It's not uncommon for students to defer their exam at

very short notice, or simply not-attend on the day.

v Unused materials can be collected up after 30mins of

LT = 'llll =5y

writing time has elapsed.

v' Mark student as ‘Absent’ on the Special Exam Pack

Cover.
v Supervisors return all materials to the Exams Office.

v" You claim the minimum shift of 3hrs for non-attended

exams.

W¥.® Federation

-J UrnverSlty CRICOS Provider No. 00103D | RTO Code 4909



Scribing and Question Reading for Students

If you are rostered for an ‘Alt Venue Participatory HEW 3.1’
session, this indicates that you may need to Scribe or Question

Read for the student during their exam.

« Scribes do the handwriting for students, while they verbalise

their answers - answers must be written as spoken.

* Question Readers read through assessment materials with

students as often as requested, but do not record answers.

There will usually be 2 copies of the exam paper in their pack,

so that one can be read while the other is being written in.

E:E Federation
«Jl University



Continued...

A scribe does not re-word or restructure what is being

dictated

Language used by the student (correct or incorrect)

must be transcribed.

Scribes/Readers will not prompt a student, or provide
any written or verbal information which may influence

the student’s responses to exam questions.

It is the students responsibility to also indicate

punctuation, use of heading, paragraphing, etc.

WM Federation
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Students requiring computers to complete exams

When a student has “Computer” listed as an adjustment for
their paper-based exam, this generally means they need to

type answers and print them out - instead of writing by hand.
For many, this is easier than dictating to a Scribe.

Supervisors should situate somewhere that you can observe

the computer screen during the exam, but not directly behind

student. In their peripheral is preferred.
We still utilise USB sticks in case of power failure or reboot.

The computer is simply to be used as a tool for writing
answers - not researching, accessing internet or referring

to any previously saved materials.

WM Federation
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Continued...

Again, the computer is simply to be used as a

Process for Supervising paper-based exams at computer: tool for writing answers - not researching,
accessing internet or referring to any previously

saved materials.

1. Supervisor switches a few computers on at venue upon
arrival (in case one is malfunctioning)

2. Student logs in to the computer with their own login details

3. Supervisor inserts USB stick into computer, opens a
Microsoft word document and saves it to the USB stick
(Student Name + Course Code).

4. Supervisor situates themselves where they can be
reasonably sure that the student only has that one window
open throughout their exam.

5. If the Student has printing credit on their student card, they
can print their document themselves at the end of their exam.

If student does not have printing credit on their Student card,

then ensure the file is brought back to Exams Office for If they couldn’t refer to it in a regular paper-based
printing. The student is welcome to accompany you if they like. exam, they can’t refer to it at the computer.
B Federation
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8. Supervisor Scripts

Supervisor in Charge = Script 1 (approx. 3-5ming

“Good moming/afternoon, my name js and | am the Supervisor—in-Charge of this
€Xam Session for Federan'on Um’versity.

. - M
hen just prior to 9:30A
or 2:00PM...

You may check the €Xam Paper in front of You to make sure it s the Correct €Xam code
i do so,

of unauthorised items o Materig|s during ap €xam js 5 breach of the €Xam

rules. «, Your possession" is defineq as any item or Materjg| foung on youyr desk Chair o
Person,

You ma

Y place any Unauthorizey items Such as Notes, books, Papers, anq wristwatches under yoyr
desk or jn the baggage area noy,

Mobile Phones Mmust pe SWitcheq off While jn this Venue, jf your phone is not Switcheq Off, switch it
Off now, Then place jt on the floor, under yoyr desk.

You Must not touch or use thege items during the €xam,

You Mmust not talk to o co

)

ts is Permitteq.

Writing imp!emen

Page 11 of 14
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Checking ltems
& Materials
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Why do we check over items on student desks’?

We are facilitating the assessment of students understanding

of their course materials.

Having non-permitted reference materials and items is
perhaps the most common way a student may try to gain

advantage during an exam.

Could be:

Stationary with reference notes

Altered labels on bottles

Text saved in phones or watches

Simply a note up their sleeve (classic)

Notes stashed neatly in an eraser

W¥.# Federation Smart watches can access google
. g University
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Appendix: New Words sufvey
\\'»-i;hla and Meagures

Bi-lingual dictionaries can have a lot of grey-lead
writing in them that is hard to notice.

Calculator on wrist watch
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Observing student behaviour

We engage Supervisors to actively observe student behaviour throughout an exam.
A small room of students undertaking an exam will be quiet and likely very boring.

While weird for students in a small venue to be stared at continuously, and you being

permitted to read a book, etc — you must still remain aware of the following at all times:
v" Any communications with each other (shouldn’t be any!)

v Giving to much close attention to their stationary - or staring straight down to their lap
v' Body language and positioning — what are each of their hands doing

v Glancing around for you or reaching for something on the floor

v Repetitive motions and fidgeting with clothing or other items

v' Check for a phone on the floor for each student every 30mins or so

B Federation
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Count the ways...

W # Federation
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How many did you find?

NAANN BAY. N

al

1. Possession of note

2. Possession of phone

3. Looking at neighbours paper?

4. Notes on person

5. Possession of phone

6. Possession of note/communicating

7. Possession of note/communicating

WM Federation
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Confiscating Items

The university statute 5.3 permits Exam Supervisors to
“confiscate any material that they reasonably believe is not
allowed in the exam room”.

However, this was probably written before students all brought
$1,000 phones with them and could basically have the same
thing strapped to their wrists.

The advice we get from legal is “don’t confiscate these kinds of
items”.

If you observe a student in possession of these items:

v" Instruct them to turn it off

v' Request they place it where it should have been

v" Initiate a breach notice

However, please do confiscate things like notes, pens, bottles,
dictionaries, etc for our Exams Office collection.

W¥.® Federation
. g niversity
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When to iIssue a Breach Notice

For example...

v A student has been found to have non-permitted materials

in the possession (on their desk, chair or person)

v' There is writing in the dictionary they are using, but it's a

Closed Book exam and should be unmarked

v" A student intends to or has gone to the bathroom a phone in

their pocket
v Students are observed communicating with each other
v’ Student insists on leaving at an inappropriate time

v’ Student does not follow an instruction given by exam staff,

such as continuing to write after time has ended
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How to Issue a Breach Notice

v With as little disruption to the student and other students in the

venue as possible.

If you feel that a behaviour or action warrants a breach notice:

v Quietly request that the student come to you before leaving the
venue

v' Write it up

v' Keep an eye on the student so you can attend to them when
leaving

If the student does not come to see you before leaving:

v That’s their choice — but they miss out on the option to contribute

their own words to the notice. 4
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Emergencies & Evacuation

University security is not always nearby, in an
emergency call 000

Our campuses have Health Centres, but they are not
available for medical emergencies
v’ If any Supervisor or Assistant is trained in First Aid,

you are encouraged to provide it if safe to do so

v’ Contact or have someone contact the Exams

Office as soon as possible

v’ We will alert Security and Facilities if needed

v We will come and assist you as soon as possible
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Evacuation Procedure

There is an evacuation procedure with an announcement script in
the Venue Folder.

Essentially it states that in the event of an emergency:

v' Remain calm & encourage students to remain calm

v’ If evacuation is confirmed, direct students to emergency exits
v' Evacuate students to nearest assembly area

v' Leave all exam materials behind

Though unlikely, it *may* be possible to return to an exam after
an evacuation, providing certain criteria is met.

Criteria can be found in the Venue Folder with the Evacuation
information.
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Hopefully you are now feeling familiar with the
procedures for supervising exams in alternate venues

Once you have run through one complete session,
what you have learnt will make more sense

Exams Office staff are available to answer questions you may have,
before, during and after your session — you can text, email or call us

Save these numbers into your phone now:

@ Exams Office 03 5327 6800
@ Haylee 0407 306 846 (at exam time)
@ Des 0419 263 507 (at exam time)




