State university – High school of economics

RULES
Of organization and conduction of examinations in ICEF NSU-HSE



1. Students of ICEF NSU-HSE take two types of examinations – internal and external. Regulations of external examinations (APT, London University, IELTS) are set by institutions that organize these examinations. Rules of conducting internal examinations are set by the ICEF administration. These rules must comply with the rules of internal order and other normative HSE documents and also with the rules of external examinations organization. Every ICEF examination is a written one.

2. The head office of studies makes a timetable of examinations beforehand and informs teachers and students about the time and place of their conduction; it also gives teachers the lists of students, taking the examination, with the numbers of students’ cards; and provides for any additional materials for the examination (examination forms, tables, copies of examination tasks, paper).
3. Lecturer of the subject is responsible for the conduction of the exam. He prepares the examination paper, co-ordinates participation of other teacher in the examination, controls the course of the examination and organizes papers grading. All teachers of the subject should, as a rule, be present at the examination. If one of the teachers cannot come due to a reasonable excuse he must inform the lecturer and the head office of studies. In this case, if necessary, lecturer together with the head office of studies finds a replacement by another teacher or an authorized representative of ICEF.
4. Lecturer must assure that all measures are taken to provide confidentiality of the examination materials. Copying of examination tasks, as a rule, is made either by the lecturer himself or by a head of office studies staff in the presence of the lecturer at a lecturer’s request.
5. Each multiple choice examination task must have at least two variants of equal difficulty. Variants must be allocated in the classroom in such a way that students with the same variants are not sitting close to each other. Thereat, number of the variant should be indicated implicitly in a form of some sign so that students are not able to tell each other the number of their variant.
6. When problems of an open kind are composed the examiner provides impossibility of cheating of students using materials prepared in advance or copying from other students with the help of a corresponding formulation of questions, variation, allocation of students in the classroom and control of the course of the examination.
7. Students must come to the examination in time. All examinations have fixed length. If a student is late for the examination, he is allowed to sit the exam, but lost time is not compensated. At the end of the examination students must immediately put aside all writing accessories and stop working. While the teacher collects exam papers, student must stay put. A student may turn his paper in before the end of the examination with the permission of the examiner. Early handing-in of papers ends 5-10 minutes before the end of the examination with the examiner’s announcement. 
8. When entering the classroom student is allowed to have only stationary corresponding to the rules of this particular examination and also student’s card, which he must have in his possession. Students are not allowed to take mobile phones; they must be switched off and left with other belongings in a specially allowed place before entering the examination hall. Using any equipment besides specifically stated (calculator, etc) is prohibited during examinations.
9. The teacher must organize the seating chart of students in examination halls using a prepared scheme in order to prevent cheating. If examination is held in 2 or more classrooms, students are divided into groups by a place in the rating of the corresponding subject (or of a general rating if there is no rating of the given subject), thereat students with higher rating sit behind those with lower rating in every classroom.

10. Students are not allowed to leave the room during any part of the examination. Exams that are more than 2 hours long should be divided into parts with breaks between them.

11. Examiner must attentively control the course of the examination, not allowing cheating and other forms of violations by students. Possibility and order of asking the questions on the topic of formulation of examination tasks by students is decided by the examiner. In case of cheating student is requested to leave the examination hall, obtaining a grade “0”.
12. Examiner should tell students the time of the start of the exam and of the end of every examination part, and no rarer than every 30 minutes (and also 10 minutes before the end) – the time left till the end of the examination.

13. Having received examination tasks and paper for work, student must immediately sign every page. Multiple choice tests and answer sheets must also be signed, text questions and answers to them – signed with surnames or numbers of student cards according to the decision of the examiner. At the beginning of the examination the teacher ticks off all students that are present at the exam in the list and when he takes their exam papers, also makes a note of that in the list. If the teacher does not know every student in person he can check a student’s card.
14. For a breach of discipline, including any talking or a mobile phone ringer, examiner has a right to punish students by lowering their grades, giving them a “0” mark for the current examination part, dismissing the student from the examination giving him a “0” mark for the whole paper.
15. Exam grades must be put down during the next 7 days after the exam. Grades are given in percentages; semester and year marks for the courses in percentages are also converted into 5 and 10-scale marks. During the week after it following the results of semester and yearly examinations, the papers are shown to students, whereat final grades are put down in the official transcript. Interim exam papers are not officially shown to the students.  Examination papers, after being checked and shown, are returned to students. 
16. Absence on examination without a reasonable issue leads to a “0” mark. In case of absence due to a reasonable excuse (illness, etc), a justificative document must be shown to the head office of studies during the next 3 days after returning to studies. 
17. Student may not be allowed to take the examination if he has any academic arrears that were not liquidated in time or he has not paid for his studies in time.

18. Examinations with unsatisfactory marks received for the semester or the year are to be re-taken in a specified in HSE order. Examinations with satisfactory marks cannot be re-taken. 
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