1. Introduction and objectives of the manual
Introduction

The University of Venda examinations processes shall be conducted in accordance with the regulations set out in the examination policies and procedures in this manual and approved by the Senate and Council of the University. 

This manual focuses on the institutional policies and administrative procedures for the conduct of examinations and related processes. This manual addresses the quality control procedures that must be in place to ensure that the required academic standards are maintained. It also outlines the security mechanism of the examination policies and procedures 

1.2 
Objectives of the manual
The objectives of this manual are as follows:

1.2.1
To outline the processes and procedures that supports the effective and efficient implementation of the University’s examinations policies for the benefit of both students and staff. 
1.2.2
To assign responsibilities of the examinations processes to the appropriate officials and personnel of the University for examination security purposes.

1.2.3
To define the control measures that ensures the academic and administrative integrity of the examinations processes and the security thereof, so that no student may be unfairly advantaged or disadvantaged
1.2.4
To formulate the institutional policies and framework according to which the University’s examinations processes are conducted.

2. Institutional Examination Policies and Framework


Management structure

2.1
The official examinations and assessment processes of the University shall be conducted under the control of Senate in accordance with the approved policies and procedures, and General Rules of the University.

2.2
The administration of the examinations function at the University is assigned to the Examinations Department and shall be conducted in accordance with the approved policies , procedures and General Rules of the University. The Examination Department/Senate Rep is the responsible officer, who delegates the authority to the Head of the Examinations Department
2.3
The Senate may recognize an examination which, in the opinion of Senate, is equivalent to the corresponding examination required by Senate and which has been passed by any person at any educational institution regarded by Senate as equivalent to a university, for the purpose of such person obtaining a degree, diploma or certificate

.  
2.4
After each examination period the Head of Examinations must submit an examination review report to the Registrar, pointing out any successes and problems experienced during the preceding examination, making recommendations on how to resolve such problems in the next examination, and indicating the number of post examination queries received from students as well as how to reduce the number of queries in the future.
3.1 Examination policy


3.2.1
A student, to be awarded a qualification by the University, must obtain a pass in every subject as prescribed for that qualification.

3.2.2
Assessment of all students in every module shall be in such a manner and 
through such methods as approved by Senate. 
3.2.3
Registration for a module is an automatic registration for an examination and supplementary examination, provided that the student qualifies for 
examination admission during the prescribed study period, as prescribed for the particular module or programme and approved by Senate.
3.2.4
To pass any module, a student must obtain a minimum final mark of 50% subject to meeting the subminimum requirement in the examination.
3.3
Examiner policy
3.3.1
Academic staff members are required to set examination papers in modules for which they were appointed as first examiners, or in which they have specialist knowledge.
3.3.2
For every examination, a first and second examiner must be appointed, whereas for modules in the final year, an external examiner must be appointed in addition to the first examiner.
3.3.3
External examiners shall, in respect of every examination in modules for which they were properly appointed, complete an external examiner report and provide the report to the  Dean of the relevant school (through the Examinations Office).Nominated external examiners shall confirm their availability in writing . Under no circumstances shall nomination forms and question papers be dispatched simultaneously to the external examiners for security and quality purposes. 
3.3.4 The list of first and second examiners and external examiners to be 
appointed for an examination should serve at Senate for approval. 

3.3.5 Examination question papers must be set in accordance with the instructions for first examiners as prescribed by Senate from time to time.
3.3.6 All question papers must be proof read and typed in a uniform font and style approved by Senate.

3.3.7 All physically challenged/disable students question will be conducted in an exceptional manner without compromising the academic standards.

3.3.8 All examiners whose papers are written must be at the examination room 5 minutes prior to the commencement of the examination and leave the examination room 10 minutes after the commencement of the examination. 
3.3.9 They are also required to be in their offices for the rest of the examination session for emergency purposes or delegate the second examiner to be on call.

3.3.10 No mobile phones, unauthorized items and students bags are permitted in the examination room.
3.3.11 First examiners must adhere to the submission dates of examination question papers to the Examinations Department as the delay of a single task disrupts the planning of an examination and may result in the late publication of results to the detriment of the students. If the submission dates are not met, the Head of Examinations must escalate unresolved issues to the Deputy Registrar through the Assistant Registrar Auxiliary Services and Examinations, and if the issue cannot be resolved at this level, it must be escalated to the Registrar. Disciplinary action must be instituted against examiners who persistently do not adhere to submission requirements.

3.3.12 Only the Registrar may authorise in writing the postponement of submission and / or moderation of examination papers, beyond the fixed and approved dates of submission.

3.3.13  In the event whereas there is a difference of 10% between the external examiner and internal external markers, the Assistant Registrar Examination must advise the school concern to recommend three independent names and one independent  arbiter through registrar’s approval shall be appointed and her/his marks shall be final and binding. 

3.3.14 University shall be bound to accept the recommendations of an external examiner concerning any matter pertaining to the question papers. In the event the university is not satisfied with the recommendations of the external examiner the University shall evoke regulation 3.3.15 supra. Alternatively, the school shall nominate new or alternative external examiner and referred to Ordinary/Special Senex for recommendation and for Ordinary/Special Senate approval.
3.3.15 No multiple choice and computer marked papers shall be permitted for remarking unless there was evidence that there was a malfunctioning of the computer which will prejudice the students if manual remarking is not conducted.

3.4 Invigilation

3.4.1
All Chief Invigilators must be full time academic staff members of the University employees, from junior to lectures, excluding Deans, Associate Professors, Professors and Heads of Departments.

3.4.2
All academic staff, from junior lectures to lectures, graduates assistants, and graduate students from honours to doctoral degree, part time lectures must invigilate the examination.

3.4.3
No lecturer or part time academic staff must invigilate in the paper which s/he is an examiner in it.  

3.4.4
The allocation of invigilation rooster shall be vested with examination division.
3.4.5
Invigilators shall be allocated in a gender sensitivity pattern.

3.4.6
In all 500 candidates not less 10 invigilators shall be available, 1000 not less than 20, 1500 not less than 25, and 2000 not less than 30.

3.4.7 Two attendance register slips shall be signed by candidate; one shall remain with the invigilators and one with the candidate which will serve as evidence that the candidate set for examination.
3.4.8. The Chief Invigilator and invigilators shall reconcile all examination answer books and sign it off. All official examination sessions of the University shall be conducted according to approved procedures of invigilation,
3.4.9 The controlled access of students who are eligible to participate in the particular sessions shall be executed by security personnel of the university or designated company.

3.4.10The security of scripts and the application of the necessary disciplinary actions where students transgress the rules of the examination shall be vested with invigilator. 
3.4.11In the event of transgression in the form copying in the examination room, the invigilator concern shall draw the attention of the Chief Invigilator and the script shall be written copying and signed by both Chief Invigilator and Invigilator and the paper be confiscated. The Chief invigilator shall compile the report and the paper shall serve as evidence for appropriate action.

3.4.12 The new answer book shall be issued to the candidate and no extra time shall be allowed for the candidate to complete the examination. During the whole process an attempt shall be made not to draw the attention of other candidates. .
3.4.13
The responsibility to prove that a student has obtained admission to an examination session, is eligible to write the particular examination, is a bona fide registered student for the module, and can supply the necessary identification, lies with the student.

3.4.14
Invigilators are responsible for ensuring that examinations are conducted in such a manner that there can be no suggestion of improper conduct, unfairness, advantage or disadvantage to any student. In the case of queries during an examination, or in the event of inquiries subsequent to an examination, it is important that all invigilators should be in a position to declare that they were able to observe the behaviour of students and that there was no evidence of improper conduct during an examination session. 
3.4.15All official examination sessions of the University will be conducted according to approved procedures of invigilation, controlled access of students who are eligible to participate in the particular sessions, security of scripts, and the application of the necessary disciplinary actions where students transgress the rules of the examination.
3.5
Examination question paper policy
3.5.1
Examination question papers must be kept secured at all times from when it is set by the first examiner until the paper is administered in the scheduled examination session. If there is any indication, whatsoever, that an examination paper could have leaked, the first examiner must set another paper. It is the responsibility of the examiners to placed the security of the question papers and 
3.5.2 The Head of the Examinations Department must ensure that there are strict controls in place in the flow of the examination papers and memoranda while in the examinations office to prevent the leak of papers to any unauthorised persons.
3.5.3 First examiners must submit question papers and memoranda to the relevant person within the Examinations Department in the prescribed typed format in hard copy and on diskette, and sign off on the control sheet / folder that the paper has been proof read
Printing of examination question papers
4.4.1 Once the examination question paper has been finally signed-off by the first examiner, it is the responsibility of the relevant person within the Examinations Department  to check that all the necessary sign-offs have been done on the control sheet / folder before duplication of the examination paper is commenced.

4.4.2 The relevant person within the Examinations Department files the control sheet / folder for a particular examination question paper that contains the original marking memoranda and all other correspondence relating to that particular examination paper and keeps it in a locked up and secure place within the Examinations Department.

4.4.3 The relevant person within the Examinations Department prepares an examination question paper front page for all signed off examination question papers in accordance with the approved format, which should indicate the following:

i) The University Name and Logo

ii) The module name and subject code

iii) The examination and date thereof

iv) The time allowed

v) The number of the paper if there is more than one paper for the module

vi) Total marks 

vii) Number of pages of the examination question paper

viii) Name of the first and second or external examiners

ix) General instructions to students pertaining to the examination question paper.
5 Marking of examination scripts policy
5.1 .1
In order to enable the Examinations Department to release the marks in time for students to plan their curriculum for the next semester or year of study, the number of days allowed for the first examiner to retain the scripts for marking, including the time allowed for the second examiner, is a maximum of 5 calendar days from the first day after the examination was written until re- submission to the relevant person within the Examinations Department.
5.1.2
The number of days allowed for the external examiner to retain the scripts for moderation, is a maximum of 5 calendar days from the day s/he receives it until s/he returns the scripts to the Examinations Department.
5.1.3 All examination scripts are the university property, in the event the lecturer intending to mark scripts outside designated office, the declaration form shall be filled and signed by immediate supervise. 
Application for Reviewing and Remarking Of Scripts

6. Viewing of Examination Scripts

6.1.1 A candidate may, within specified period after the results have been made public, apply to have his/her examination script reviewed, on the prescribed form.
6.1.2 A candidate may view her/his examination script together with the memorandum with the permission of the Head of the Department under strict supervision of the person designated by the Head of Department. 

     NB.No External and Computer Marked scripts shall be reviewed

6.1.3 A prescribed fee shall be paid at the Finance Department.

Remarking of   Examination Scripts

6.2.1 If there is any doubt regarding the marking of candidate examination script, the candidate may apply for remarking of the script.

6.2.2 The Head of Examination in consultation with the School shall appoint an arbiter to remark the script and the mark of the arbiter shall be binding and final. 

6.2.3 NB. No External and Computer Marked paper shall be remarked.

6.2.4 A prescribe fee shall be paid for remarking if the candidate contention is correct the money shall be refunded/remitted/ or added to student account.
Supplementary Examination

7.1.1 Powers to grant a Supplementary Examination shall be vested with the School Examination Board.

7.1.2 It shall be the discretion of the school board to grant or refuse supplementary examination to student.
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