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SECTION 1
BEFORE THE EXAMINATIONS
Checking that you are correctly entered for the exams

The myEssex student portal displays the modules that you are enrolled for under the myStudy channel.  These are the modules for which you will be entered for examinations.  If myEssex does not display the correct information, it is essential that you contact your academic department and the Student Administration Office urgently.  

In addition, you will receive an Examination Entry Form detailing your personal examination timetable.  It is important that this form is correct. Any errors must be reported to the Student Administration Office on the second floor of The Gateway Building.
Please note that it is your responsibility to check your module enrolment record prior to the main examination period.

Checking that we have your correct term-time address

The University needs to hold an accurate term-time address for you, so that you will receive important communications from us about your examinations.   Using myEssex, you can access our record of your current address through the myAdmin channel.  If the address is incorrect, you can change it here.  
· If you do not provide a correct address, you will not receive your Examination Entry Form detailing your personal examination timetable.

Requesting Individual Examination Arrangements
If you have an educational or health-related condition which you think may affect your examination performance, you may apply for Individual Examination Arrangements.  A form can be downloaded from the following web page:
http://www2.essex.ac.uk/stdsup/disab/exam_arrangements.shtm
Forms are also available from Student Administration (on the second floor of The Gateway Building) and also from Student Support Services at South East Essex College.  

Completed forms will be considered by Student Support at Colchester Campus, who will assess the specific requirements for your examinations.   The applications take some time to assess and you should not assume that appropriate arrangements can be made at the last minute.  Applications must be supported by documentary evidence from yourself or a qualified assessor.
· Returning students will have their arrangements rolled over to the following academic year.

· New students must submit their completed application to Student Administration by no later than 29 October 2010.
Notification of Religious Commitments

If you are unable to take an examination during the main examination period on a Sabbath, holy day or religious festival, you must notify Student Support by 29 October.
To apply, please complete the Application for Exam Arrangements (Religious Reasons) Form publicised at http://www2.essex.ac.uk/stdsup/exams_religion.shtm
and return it, along with evidence to Student Support.

If you fail to return the form by the deadline, you may be charged a fee of £100 for administration of the arrangements.

If your application for individual arrangements is accepted, the Examinations Office will make every effort to schedule your examinations accordingly, although the University reserves the right to schedule examinations on a Sabbath, holy day or during religious festivals where no suitable alternative is available.

SECTION 2
PREPARING FOR EXAMINATIONS

When are my Exams?

The dates of centrally organised examinations are:

	                           Main Examination Period 
	                           Mon 7 May – 
Fri 8 June 2012
(weeks 32-36)

                                                                                                                                                                                                                
	All other centrally Centrally organised exams.

	                           Resit Examination         Period
	                           Mon 3 – Fri 7 September 2012 (week 49)
	                           Where, exceptionally, resits are granted by the Board of Examiners.1


1 Students may resit exams only when required to do so by the Board of Examiners.

What days and times are exams scheduled for?

For the Main Examination Period, exams will be held on Mondays through to Fridays, starting either at 10:00am or 2.00pm.  Timetables are displayed on the Student Administration noticeboard on the second floor of The Gateway Building.
Please note that occasionally exams are held on Saturdays, but this is normally for courses which run on Saturdays.

What if I cannot attend examinations?

Attendance at examinations is compulsory (see Regulation 6.6). If you expect to miss an examination for good reason such as illness, or you have already missed an examination, please complete the form at http://www2.essex.ac.uk/academic/offices/exams/absenceform.htm to notify the Examinations Office.  You must complete a separate form for each examination that you miss.  
This form does not constitute a report of extenuating circumstances.  If you wish to notify the Board of Examiners of extenuating circumstances relating to your absence from an examination, please complete an Extenuating Circumstances form and submit it by the published deadline (see Section 6).
How many Exams must I take per week? 
The University applies the following guidelines to the main examination period, and it aims to meet these guidelines wherever possible:

· Students will be required to take up to four exams per week  (Monday-Saturday)
· Students will be required to take only one exam per day

· Exceptionally, students may be required to take an exam on two of the three Saturdays within the main exam period.
When is the timetable published?

The examination timetables are published well in advance.  The main examination period timetable is published by week 30 on the University website and around The Gateway Building and will show:


· Module code and title

· Exam date and day

· Exam start time.

Once the exam timetables are published, the exams are allocated to specific rooms and students are allocated specific seats.  
Examination Entry Form
About three weeks in advance of the exam period you will receive, at your term-time contact address, an Examination Entry Form, see Appendix A.  This shows:

	For

each

exam:
	
	· Module Code and Title

· Exam Date 
· Exam Start and Finish Times
· Room

· Seat number

	
	
	

	Your Personal

Details:
	
	· Four digit Exam Candidate Number, which is used for anonymous marking of your exams

· Your name and term time address

· Your Registration Number
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The form is personalised so it is specific to you.  Please check the form and inform the Student Administration Office immediately if you think there are any errors. It is a very important document and you must take it to every examination! Visit the Student Administration Office on the second floor of The Gateway Building if you do not receive one.

Which rooms are my exams in?
Examinations normally take place in lecture rooms on the Second or Third floor of The Gateway Building, although occasionally, alternative arrangements may be made according to demand or activities in the building.  Room and seating information is published in plenty of time for you to find any locations that you are not familiar with, so please make sure you know where the exam venues are.

· Do not leave it until the morning of the exam


· Large exams may be spread over several rooms, so it is important that you check the form and do not assume you will be sitting with your friends.

How long are my exams?
Your exams are usually between 2 and 3 hours duration, depending upon the course and module that the exam is for.  Your Examination Entry Form will show the precise start and finish time of each of your exams.
· It is important that you look carefully at your own form and don’t rely on your class-mates’ information, as it may be different to yours!

If you have been granted Individual Examination Arrangements, this may include the provision of additional time, usually calculated as additional minutes per hour.  The correct duration for each of your exams will be confirmed with you in advance by the Student Administration Office, including additional minutes per hour, where necessary.  
What will I need to take to my exams?
You will not be allowed into any exam without your Registration Card and Examination Entry Form.  If you do not have these please obtain replacements before the morning of your first exam. If there is a queue for replacement cards or forms, you risk missing the exam!

Some examinations may allow you to bring items such as relevant text books.  Your module supervisor or other Department staff should advise you of such entitlements during the year.
· You must provide your own pens and pencils (and if calculators are permitted for your  
 examination, you must provide your own calculator). Your pens and pencils 
 must be loose or in a clear plastic bag - pencil cases must not be taken to the   
 desk.
· Statistical tables will be provided where the exam requires them.
Can I use a calculator in my exams?

Calculators are permitted in some examinations.  Your module supervisor or other department staff should advise you during the year whether a calculator can be used in the examination for each module.    

Some calculators and other electronic devices that function as a calculator, enable the user to store textual information.  If you take stored information into an exam, on your calculator, you will be reported for committing an academic offence (cheating) because it is against University regulations to “introduce any written, printed or electronically stored information into an examination”. See Section 5 for more information.  

· Calculators are not provided by the Student Administration Office.  It is your responsibility to provide you own calculator.  

· The rubric of each exam paper will state if a calculator is allowed.
· Calculators will be checked during examinations.  

· Your batteries can be easily drained if the memory needs to be cleared by our staff.  Please bring spare batteries with you.

· Make sure there is no writing on your calculator or its case.  If any is found you will be reported for suspected cheating.

Can I use a dictionary in my exams?
Dictionaries may only be used where the rubric of the examination paper permits that a dictionary of a specified type may be used by all students taking the exam.

Electronic dictionaries are not permitted in the examinations and if you take one to the examination you will be reported on suspicion of committing an Academic Offence.


Examinations and Mobile Phones 
PLEASE DON'T BRING YOUR MOBILE PHONE!  Leave it at home or somewhere safe. If you bring it to an exam, you should be aware of the following:

1. The University of Essex accepts no responsibilities for any loss or damage to your mobile phone if it is brought into the examination hall or left somewhere in The Gateway Building. You will be unable to claim for it from the University if it is lost or damaged. 

2. You will have to switch it off and place it in the clear bag provided on your desk 

3. If you do not switch off your mobile phone and place it in the envelope provided and it rings or vibrates, or is found on your desk or amongst your belongings, it will be confiscated until such time that it can be checked that it does not hold unauthorised material. This may cause a delay in returning it to you of at least 48 hours.

A MOBILE PHONE IS POTENTIALLY A DISRUPTION TO OTHER CANDIDATES.

PLEASE LEAVE IT AT HOME.

PDA’s and pagers must be switched off; candidates must ensure that all ALARMS that have been programmed are CANCELLED.
What if I am ill when revising for my exams?
It is very important that even if your revision is disrupted because of illness, you still try and prepare for the examinations as best you can and attend them if you are well.  If you do not turn up, you will be marked absent and you will receive zero for the examination.

You have an opportunity to inform the Board of Examiners if you feel that your performance has been significantly affected by illness, by completing an Extenuating Circumstances Form. See Section 6 for more information on this topic.  If you are ill, it is important that you visit your GP to obtain a medical certificate.

What if I cannot attend my exams?

If you expect to miss an exam for good reason such as illness, or you have already missed an examination, please complete the online form for notifying absence from exams
http://www2.essex.ac.uk/academic/offices/exams/absenceform.htm
Attendance at examinations is compulsory (see Regulation 6.6).
SECTION 3
ARRIVING AT THE EXAM ROOM

What time should I arrive?

The time shown on exam timetables for each exam is the actual start time, i.e. the time when the Senior Invigilator will let you turn the paper over and start writing.  It is recommended that you arrive 15 minutes beforehand.  The exam rooms will open 15 minutes before the published start time and it can take several minutes to find your seat and settle down before the exam starts. The Senior Invigilator will also read out important announcements 5 minutes before the start.

If you require peace and quiet to gather your thoughts, please still arrive in good time but wait quietly nearby, until you see that the candidates are starting to enter the room.  Once in the room, all candidates are required to be silent so that you can concentrate on the exam. 
· Check where your exam rooms are in advance!  Every year students are late for
exams because they are looking for the room at the last minute.
· University Examination Regulation 6.8 states that if you are more than 55 minutes late you will not be allowed in. You will receive zero for the exam.

· Make sure you have an alarm clock or ask a friend to telephone you.  If you are catching the bus, leave plenty of time for traffic delays.

· If you are late you will not be given extra time at the end.
Where do I sit?

Your Examination Entry Form shows the seat number for each of your examinations.  Candidates are not seated alphabetically, so don’t assume that you will be sitting next to your friends.  Large examinations may be spread over several rooms and there may be more than one module being examined in each room, so you must check your personalised timetable carefully. 

· Do not follow your classmates or think you are in the wrong room because there are people that you don’t recognise
·   You must sit in the seat allocated to you. If you sit elsewhere, you risk being 
        marked absent and your script may not be marked.

All the seats are clearly labelled with numbers. If you cannot find your seat ask an invigilator for assistance.   You must not talk once in the exam room so do not ask your classmates if you have difficulty finding your seat.  Ask the staff for assistance.
Who are Invigilators?

Invigilators and Senior Invigilators are employed by the Student Administration Office to run examinations and to ensure that they are carried out in accordance with the University’s policies, procedures and regulations.  Individuals seeking employment as invigilators must demonstrate relevant experience and are interviewed for the post.  They are familiar with academic life and will understand that examinations can be very stressful but they are obliged to ensure that the examination environment is fair for all students.  

The invigilators must ensure good order in the exam room.  This means that they must communicate with each other, with University staff and with candidates, either individually or en masse.  It is not possible for every exam room to be completely silent from start to finish.  If candidates have questions or problems during the exam, the invigilators must respond, which would necessitate their talking.  This can be for your benefit – for example to correct an error on the exam paper or to solve a problem with the physical environment of the room.
· Do not hesitate to ask an invigilator if you need assistance.  

· You should also draw to their attention any irregularities that you feel they may be unaware of, such as students talking to each other or a mistake on an exam paper.
· Please cooperate with the staff and they will do their best to ensure your exam is generally as stress-free as possible.

What should I do with my coat and bag?
You must not take any of the following items to your exam desk.  If you do, you are at risk of being reported for cheating if notes or other written materials are found in your belongings:

· Coats, bags and briefcases
· Pencil cases

· Diaries, folders, revision notes or text books

All these items must be left in the designated area of the room (normally at the front or to the side).  The Senior Invigilator will remind students of this in the starting announcements.  If you have taken anything to your desk by mistake, you must tell an invigilator and remove it before the exam starts.  The Student Administration Office does not accept responsibility for your personal belongings so please bring only essential items to the exam room.
What are all the announcements for?
The Senior Invigilator will remind you as you enter the room that you must not talk, and that all personal belongings are to be left in the designated area for the room.  
When everyone is seated, s/he will make the Starting Announcements.  Please listen very carefully, even if you have taken exams at the University before.  The announcements remind you of the rules and procedures and advise you what to do in case you need assistance during the exam.  There may also be important instructions about completing your exam paper and writing your answers in the correct booklet.

SECTION 4
DURING THE EXAM 

Starting the Exam

· Check that the question paper in front of you has the correct code and title. If it is wrong, notify an invigilator immediately.  Either you are in the wrong seat or room, or the wrong paper has been laid out on your desk.

· Do not turn the exam question paper over until you are told to by the Senior Invigilator. If you do, you can be reported for cheating.
· Read the rubric.  This is the instructions for candidates on the front of the examination paper, and it tells you how many questions must be answered, whether there is any choice of questions etc.  You should read this carefully even if you think you know what is expected.
· Complete the front of your answer book, writing in your 4 digit Exam Candidate Number.  This can be found on your Examination Entry Form, in large font (an example of an Examinations Entry Form is given in Appendix A at the back of this booklet).  This number is used to mark your script anonymously.  Please check that you have written the number correctly.  Do not write your name on the answer book.

Making use of Material from your Coursework

Exam papers are carefully constructed in order to eliminate, as far as possible, the opportunities for replicating material from your coursework assignments in examinations.  You are reminded that you should not draw heavily on the content of previously submitted coursework in order to answer examination questions as this is likely to affect the marks you can obtain for your examination.  It is important to read the questions carefully – although an exam question might refer to the same topic, literary text or case study covered in a coursework assignment, it is likely that the exam question will be constructed differently and will require original thought to answer it well.

Making Rough Notes

· Scrap paper will NOT be provided during examinations.   All rough work must be written in the answer book(s) provided.  A line should be drawn through any rough work to indicate to the examiner that it is not part of the work to be marked.


· If you have a learning difficulty and require separate answer books for rough work and final answers, these will be provided but you must hand them all in at the end.
Ensure that your Handwriting is Clear

As students make increasing use of technology for everyday learning and study, it can be hard work to write by hand for an extended period, as you will be required to do in your examinations.  It is important that you write legibly. If the marker cannot read any or all of your script, s/he will not be able to allocate you any marks for the illegible work and you risk failing the examination.  Why not practice writing some of your revision 
materials by hand if you normally use a computer?  If you revise with friends, check that you can read each others' handwriting so you can be confident of writing a legible script.
Asking for Help

If you have any questions at all about the exam, you must ask an invigilator. If you speak to another candidate you will both be reported for cheating as it is against the University’s Examination Regulations to communicate with another candidate in an examination (Regulation 6.19)
Please raise your hand and wait for an invigilator to come to your desk.  The invigilator is also more likely to have the correct answer to your query than another candidate. S/he will either help you immediately or will contact another member of staff by telephone.  You must ask an invigilator if:

· You think another student is cheating 
· You don’t understand the instructions on the exam paper

· There is some problem or disturbance caused by another candidate or something outside the room.

· You think there is a mistake on the exam paper

· You need extra answer books

· You need to leave the room
Do not wait until the end of the exam. If you complain after the exam, it is impossible to remedy any problems after the exam has ended.

Can I eat and drink?
Light refreshments such as drinks and boiled sweets may be consumed quietly but the invigilators can ask you to stop eating or drinking if you are disturbing other students.  Plan ahead – see what time your exams are and eat a good breakfast or lunch beforehand.
May I visit the toilet?

If you need to visit the toilet, you will not be given any additional time.  All students using the toilet during exams are escorted by a member of staff and you may have to wait until a member of staff is available.  We advise you to visit the toilets before starting the exam. Students are not allowed to leave the exam during the last 30 minutes, in order to preserve a quiet environment.  The invigilators may refuse you permission to visit the toilet if they feel that it will cause unnecessary disturbance to other students.  
· The toilets are checked carefully before and during exams to make sure that students do not hide notes, to be retrieved during the exam.  
· If you are seen or heard looking at any notes about your person during a toilet visit, you will be reported for suspected cheating.  If you see anything in the toilets, do not pick it up, instead tell a member of staff.

· If you have finished your exam and there are less than 30 minutes remaining, do not visit the toilet just to pass the time or stretch your legs as it disturbs other candidates.

Can I leave early?
University Examination Regulation 6.8 states that you cannot leave the exam room permanently during the first 55 minutes or during the last 30 minutes of the exam.  Students taking exams of short duration may not leave at all unless given permission to do so by an invigilator.
· If you have finished and you want to leave you must raise your hand and wait for the invigilator to come to your desk and collect your paper.
· You will not be allowed back to the exam after you have left. We advise students to stay for the whole of the exam so that they can be sure to have demonstrated their potential to the full.  
Finishing the exam

At the end of the examination, you must stop writing when requested to do so by the Senior Invigilator, even if you are only completing the front of your answer book.  
Check that all your work is securely fastened together and that the front(s) of the answer book(s) have been completed.  The invigilator will check that you have done this properly when s/he collects your answer book(s). 
Please be patient, it may take a few minutes for all the answer books to be collected and counted. When they are sure that all candidates’ work is accounted for, you will be allowed to leave the room. 
· If you continue to write after being told to stop, you will be reported for committing an Academic Offence.  
· Do not talk to any other candidates whilst the answer books are being 
collected and counted. 
· If there are other exams continuing in the same room or nearby, please
collect your belongings and leave quietly.  Next time, it may be you that has to carry on working.
SECTION 5
CHEATING

Why does the University take cheating seriously? 
The University strives to provide a controlled and fair examination environment for all its students, to enable each student to demonstrate his or her real potential in written examinations.  This ensures that the standards of our academic awards are maintained and respected in the UK and internationally. To achieve this, in addition to providing suitable facilities for examinations, the University must prevent, detect and punish students that cheat, so that students who are honest can be confident that examinations are run fairly.
At Registration you signed a declaration agreeing to abide by the Regulations of the University. Copies of University Regulations, Policy and Procedures are available within the University Calendar at: 
http://www.essex.ac.uk/academic/docs/index.shtm
What is cheating, in an exam? 
The invigilators will report every student that they suspect of cheating.  The following actions will result in your being reported (this list is not exhaustive):

· Talking in the examination room, even before the exam has commenced
· Communicating, or attempting to communicate with another student 
· Looking at the exam questions or writing in your answer book before the Senior 
      Invigilator announces that you may start the exam

· Taking a calculator or calculator case that has been written on into an examination
· Inserting notes or used scrap paper into a permitted book or text
· Taking any books, written materials or notes, no matter how short, to your 
      desk, other than those that are specifically permitted.

· Taking an electronic dictionary to your desk
· Taking electronically stored information on a calculator to your desk
· You must make sure that you fill in the front of your answer books at the start of the exam with your relevant student details, as you will NOT be allowed to do so after an   
end to the examination has been announced.
· Continuing to write after the Senior Invigilator has instructed you to stop

Every year, students are reported for suspected cheating because they have taken revision notes to the desk. It is quite usual to do last minute revision as you are waiting to go into the exam room. Once you enter the room, you must leave all notes and papers at the front of the room. 
What happens to cheats? 
All cheating cases are reported immediately to the Faculty Dean, who will consider each case under the Academic Offences Procedures.   You will be required to meet the Dean or attend an Academic Offences Committee before your penalty is decided upon.

The penalties can be very serious.  Marks for individual papers or entire modules can be reduced or set to zero, affecting your overall degree result. In very serious cases or repeated offences, the ultimate penalty is that you are required to withdraw from the University.  Across the University campuses, this happens to a few students each year.
Warning on exam conduct

Where your conduct leads you to be reported for cheating, but the case does not warrant the Academic Offences Procedure, you may receive a Warning on Exam Conduct, in the form of a letter from the Examinations Officer. This does not affect the outcome of current examinations but will be taken into account if you are reported for cheating in any future examinations.

Where can I find out more? 
The University’s Examinations Office has prepared a series of web pages which explain the University Regulation on academic offences in examinations and use examples to help you understand how you are expected to behave in an examination.  You are advised to read these pages carefully before taking your first University examinations, even if you have studied in a UK school or university before:

http://www.essex.ac.uk/plagiarism/
SECTION 6
EXTENUATING CIRCUMSTANCES
Disturbance in the exam room
If you feel that your performance in an exam was affected by the physical exam environment, you should tell an invigilator. The Senior Invigilator will submit a report to the Board of Examiners, so that they are aware of any disturbance.  You do not need to submit an Extenuating Performance/Circumstances Form for this.

Mistakes on the exam paper
The Senior Invigilator will automatically submit a report to the Board of Examiners if there were any mistakes on your exam paper, so that the Board of Examiners knows of the time taken to correct the error and the impact upon candidates’ ability to answer the question.  You do not need to submit an Extenuating Performance/Circumstances Form for this.  It is University policy that additional time is not awarded in such cases, owing to the difficulty of ascertaining which candidates had and which had not attempted the erroneous question.
What if my performance was affected by illness or other personal problems?

You may want to draw the Board of Examiners’ attention to difficulties of a medical or personal kind which you believe have significantly affected your examination performance and/or your performance during the academic year.  We use the term “Extenuating Circumstances” to describe such difficulties.  The University produces guidelines to describe exactly what you need to do and a form for students to fill in, with details of their circumstances.  You should:

Read the guidelines carefully before completing the form, for advice on what supporting evidence is required and important information about how extenuating circumstances are dealt with.  
Undergraduates:
Complete an Extenuating Performance Form which is available from the website:
http://www2.essex.ac.uk/academic/students/ug/extenug.html
Postgraduates:
Complete an Extenuating Circumstances Form which is available from the website:
http://www2.essex.ac.uk/academic/students/pgt/extenpg.htm



· Attach evidence of your illness or other difficulty.

· Undergraduates: Submit two copies of your form and any supporting documentation to your departmental office, by Monday 
13 June 2011 (week 37).  Please note that forms will not be accepted after this date.


· Postgraduates: Submit two copies of your form and any supporting documentation to your departmental office by the deadline stated on the form. Please note that we will not accept forms after this date. 
The deadline for submitting Extenuating Performance/Circumstances Forms is very important because the Boards of Examiners operate to a tight schedule, starting soon after the end of exams. Forms submitted late will not be accepted and cannot be considered by the Board of Examiners.   Even if you have discussed your case with a member of staff, you are responsible for submitting a Form.  You will not be able to appeal against your results on grounds of extenuating circumstances if you could reasonably have reported them by the deadline of 13 June 2011.

7.
AFTER THE EXAMINATIONS
How will I get my results?
Undergraduate Students

You must check your results and the decision of the Board of Examiners about your progress via a secure exam results web page:
http://www2.essex.ac.uk/results
Results will normally be available 2 working days after the meeting of the Board of Examiners, which are scheduled to take place during the last weeks of the summer term and the first week of the summer vacation.  The dates of the Board of Examiners’ meetings can be confirmed by your academic department. Please note that it is your responsibility to carefully check your results online.  No results will be given over the telephone.
You will need to log in to the results web page with your computer account username and current password.  Your password will have been suspended if you haven’t used your account at all since registration, or if you haven’t changed your password in the last 4 months.  If this is the case you must ensure that you reactivate your account by the end of term.  The Information Systems and Services (ISS) Helpdesk on the third floor of The Gateway Building can assist you to do this (telephone 01702 328341).
Final Year Students
Please note that your results will only be accessible on the web until 15 July 2011, as computing accounts are deactivated after this date.  When you check your exam marks online, you will be asked to supply an external e-mail address (such as a hotmail address) and a chosen password if you wish to continue to access your exam marks after graduation.
Postgraduate Students

Postgraduate students will be advised by their department of the arrangements for publishing exam results and marks.
What happens if I have to do a resit exam?

If resit examinations are granted, they will be held in week 49, 
5-9 September 2011.   A fee will be charged for each module that you are required to resit, unless you are offered a ‘first sit’ because the Board of Examiners accepted that there were extenuating circumstances for your first attempt.  Students should refer to the Rules of Assessment for their degree scheme, which state whether the Board of Examiners may permit the resitting of examinations.   If you have to take a compulsory resit you will be entered for it automatically. If you have a voluntary resit you must formally notify the University of your intention to take the voluntary exam.
The resit examination timetable is normally produced by the end of July.  The procedure for resit exams is:
· Your online exam results will state whether you have been offered a resit exam in any of your failed modules.  

· The re-sit exam timetable will be published by the end of July- please check the University web page at: www2.essex.ac.uk/academic/offices/exams/  
It is your responsibility to check this.  
The timetable will also be displayed in The Gateway Building.
· You will receive a Statement of Results, an Examination Entry Form, a statement of the fee owing for your resit exams and instructions on how to pay.  Your Examination Entry Form will show the times and locations of your exam(s). This is currently sent to your home address, but work is underway to enable this information to be sent to your University e-mail address instead.  

· You can update your home address online at: http://www.essex.ac.uk/myessex 
· If you had individual arrangements for the main exam period, these will automatically be applied to your resit exam(s).

· You must pay your resit fee before you take your examination(s).   

Resit fees

Resit exams and resubmitted coursework are charged at £40 per module being assessed. The fee does not apply if you are offered a ‘first attempt’ because the Board of Examiners accepted that there were extenuating circumstances affecting the work at your first attempt.

	All resit exams must be taken at the University.  

The dates of the resit exam period are published at the start of the year.  If you choose to buy a flight home before receiving your examination results, you will need to return to take your resit examinations, which will mean paying for a new ticket.  Similarly, if you booked a holiday during the resit period, this would not be sufficient reason to request a resit exam overseas.


Resit examinations are not normally available for postgraduate schemes.  Further information about individual schemes is available from your academic department.

What happens if I have been required to re-submit coursework?

If the Board of Examiners has required you to complete essays or assignments over the vacation, you will be sent a letter with details of the titles and the deadline for submitting the work. If you haven’t received anything within two weeks of the results being published, you must contact your academic department. A fee will be charged for each module in which you are required to submit work; unless you are offered a ‘first attempt’ because the Board of Examiners accepted that there were extenuating circumstances affecting the work at your first attempt.

What happens if I have failed the year and am not allowed to take resits?

Results for undergraduate students will be considered by a Board of Examiners which meets at the end of the academic year or the start of the summer vacation. The Board of Examiners has the power to make the final decision on a student’s progress which can include requiring the student to withdraw or to repeat the year. 
The web results page refers students to relevant information and University procedures, including appeals procedures.
What happens if I am in debt?
If you owe the University money this can cause serious problems.  Final year students cannot graduate if they are in debt and returning students cannot register for the next academic year.  If you have a debt problem you should discuss this with the income office and you may wish to consult with Student Support for advice.
Student Access to Exam Scripts after Examinations

Following the meeting of the Board of Examiners, if you would like access to your examination script, or would like to know the marks received for individual questions, you may apply to the department which is responsible for that module.  The department will

either

· permit you to see the examination script in the presence of a relevant member of the academic staff (normally one of the staff responsible for teaching the module);

or

· supply you with a copy (or a summary) of the examiners’ comments on your performance in the examination, including marks for individual questions.

You should normally make this request within four weeks of the publication of the examination marks. 

When the assessment for a module comprises, or includes, a piece of work other than an examination which is not returned until after the mark has been confirmed by the Board of Examiners (for example a project or dissertation), you may also request feedback on the work. 

Appendix A


Visit the Student Administration Office if you do not receive an Examination Entry Form 





Don’t forget your  Student Registration card and Examination Entry Form





Check your start times carefully





Leave all of your belongings at the front of the room 





Always ask the Invigilator if you need anything





Don’t talk when papers are being collected





Why take the risk? Even a post-it note could contain information that could assist you to cheat 





Extenuating Performance/ Circumstances Forms must be submitted by the deadline





Resit exams will be held 5 - 9 September 2011









