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INTRODUCTION 

Whereas, Hawassa University is one of the forerunning higher 

education institutions that has been undertaking quality and relevant 

education and training to produce competent and competitive 

graduates and conducting research and  various  activities  to 

effectively serve the community, strengthen this further found to be 

important; 

Whereas, this is one of the higher education institutions undertaking 

quality and relevant education and training, the university wants to 

ensure examination quality and security by making concerned 

bodies at different levels shoulder responsibilities effectively 

starting from examination preparation to handling results; 

Whereas, there are issues that emanate from breach of rules and 

regulations for examination and invigilation which challenge the 

realization of quality education thereby affecting teaching and 

learning that call for investigation of breach by academic staff, 

officials, examinees and duplication center head. 

Therefore, in accordance with Higher Education Proclamation No. 

1152/2019 and Hawassa University Senate Legislation, this 

regulation for examination and invigilation has been issued. 
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PART ONE 

GENERAL 

Article 1: Short Title   

This regulation may be cited as “Hawassa University Rules and 

Regulations for Examination and Invigilation 14 May 2021”. 
Article 2: Definition 

Unless the context requires otherwise, in this regulation: 

 “University” means Hawassa University. 

 “Academic staff” means a person who has been employed by 

the university in permanent or contractual basis for teaching 

in regular and continuing education programs and research 

activities including those who have been employed as 

academic staff and serve in the administration and 

management positions. 

 “Chief executive director/scientific director/college dean’’ 

is the chief executive of college/institute.   

 “Clinical and academic director/deputy director for 

academic affairs/academic associate dean” is a college or 

an institute level officer who is accountable for the academic 

affairs of the college or institute.   

 “Faculty dean” is the chief executive of a faculty. 

 “School/Department head’’ means a person who is the chief 

executive of school/department.  
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 “Course instructor” means an instructor who has offered a 

course(s) to regular or continuing education program students 

alone or with other instructor(s). 

  “Examination’’ means final written examination. 

  “Examination approving committee’’ means a committee 

established by the respective school/department to assess the 

quality of written final examination. 

 “Duplication center head’’ is a person who is in charge of 

duplication service for written final examination. 

 “Invigilator’’ is an academic staff assigned by the respective 

school/department or freshman program coordinator to 

invigilate written final examination.  

 “Staff” means chief executive director, scientific director, 

college dean, clinical and academic director, deputy director 

for academic affairs, academic associate dean, faculty dean, 

school/department head, instructor, invigilator or duplication 

center head. 

 “Student” means a person who has been registered and 

engaged in learning in the regular, continuous or other 

teaching, research, training or practical programs of the 

university. 

  “Examinee’’ is a student who is registered for a particular 

course and eligible to take the examination of that course.  
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  “Rules and regulations” means a set of actions to done and 

not to be done by concerned bodies at different levels starting 

from examination preparation to handling results and 

measures to be imposed for breaches of duties. 

 “Senate legislation’’ means Hawassa University Senate 

Legislation.   

 “Student code of conduct’’ means Hawassa University 

Student Code of Conduct. 

Article 3: Scope of Application 

This regulation will be applicable to written final examination and 

invigilation for undergraduate regular and continuing education 

programs of Hawassa University. 

Article 4: Expression of Gender 

Unless it is stated otherwise, in this regulation what is expressed in 

male gender also applies to female gender. 

Article 5: About the Formal Judicial System 

According to this regulation, the fact that a case is being 

investigated by the university does not prevent it from investigation 

by the formal judicial system. Likewise, the fact that a case is being 

investigated by the formal judicial system does not prevent it from 

investigation by the university. 
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PART TWO 

RESPONSIBILITIES OF EXAMINATION AND 

INVIGILATION STAKEHOLDERS 

Article 6:  Responsibilities of School/Department Head 

A school/department head should:  

6.1  Assign invigilators from academic staff only. 

6.2  Assign readers for visually impaired students from academic 

staff (if not possible to assign academic staff, PhD candidates 

should be assigned; if not possible to assign academic staff or 

PhD candidates, master’s students should be assigned). 

6.3  Post the examination schedule on the school’s/department’s 

notice board before two weeks of the first day of the 

examination. 

6.4 Take maximum care to make sure that the number of students 

assigned in each examination hall is compatible with the size 

of the hall and number of invigilators assigned to the room. 

6.5  Notify invigilators the examination schedule a week before 

examinations. 

6.6  Not assign only one invigilator in examination room; 

therefore, the minimum number of invigilators in one 

examination room is two. 
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6.7  Make sure that each invigilator receives a copy of the 

examination schedule. 

6.8  Establish examination approving committee focusing on 

individual’s loyalty for examination security (a 

school/department shall have more than one exam approving 

committee according to the number of course modules). 

6.9 Approve examinations before they get duplicated in 

consultation with Examination Approving Committee 

checking whether they do not exceed 3 hours unless the 

course instructors’ justification is accepted. 

6.10 Send a copy of each examination’s approval to 

college/institute Quality Assurance and Enhancement, 

Associate Dean for Academic Affairs/Academic Program 

Coordinator and Duplication Centre for documentation. 

6.11 Make examinations secured; as one of the strategies for 

doing so, he/she should make sure that the examination papers 

of each examination hall are packed and got the 

school’s/department’s stamp. 

6.12 Make sure that all examinations are administered as per the 

schedules set.  

6.13 Request concerned administrative offices to arrange seats in 

examination halls when such arrangements are needed and 

provide them examination schedules ahead of time. 
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6.14 Take appropriate actions against invigilators who are late or 

absent during examination sessions. 

6.15 Take immediate proper actions alone or with respective 

offices when there are some problems related to seats 

arrangement in examination hall. 

6.16 Handle cheating and disciplinary cases reported during 

examination since the case of examinees found cheating and 

misbehaving should be handled by their respective 

school/department according to Student Code of Conduct. 

6.17 Assign focal person(s) who will collect Examination 

Attendance Sheet and Invigilation Report Form (completed by 

presiding invigilator), and make sure that all parts are filled in 

effectively (especially if there are cheating and/or disciplinary 

cases reported) when a course instructor cannot be in a 

position to do so. 

Note: Freshman program coordinators should share the 

aforementioned responsibilities of a school/department head 

for issues pertaining to freshman program.     
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Article 7: Responsibilities of Course Instructor 

A course instructor should: 

7.1 Set examinations based on the course curriculum. 

7.2  Consider Examination Quality Assessment Criteria included 

in this guideline (see Appendix A) when preparing 

examinations. 

7.3  Set examinations jointly when a course is taught by more 

than one instructor. 

7.4  Make sure that examination papers and attendance sheet have 

enough spaces to write information. 

7.5  Duplicate and staple examination papers of his/her 

examinees. 

7.6  Provide convincing reasons for examination sessions longer 

than the usual examination session (i.e. maximum of 3 hours) 

while long hours of examinations are discouraged. 

7.7  Administer examinations as per the schedule set unless 

he/she has convincing reasons accepted by the respective 

school/department in advance for rescheduling. 

7.8  Immediately report to the respective school/department when 

an invigilator does not show up on time or not at all; it is the 

responsibility of a course instructor not only to report the list 



Rules and Regulations for Examination and Invigilation 
 

9 

 

of invigilators who fail to appear for invigilation but also to 

follow up actions are taken. 

7.9  Provide invigilators with adequate number of examination 

papers for each examination hall; a course instructor is fully 

responsible for any shortage of exam papers, missing of 

pages, or other defects of the examination paper. 

7.10  Have the list of examination halls, number of students 

assigned to each examination hall, names of invigilators 

assigned to each room, etc. 

7.11  Make ready Examination Attendance Sheet (see Appendix 

B) and Invigilation Report Form (see Appendix C) for each 

examination hall. 

7.12  Take maximum care to make examinations error-free as 

much as possible; however, if there are corrections, he/she 

should provide a copy of corrections for each examination 

room as early as possible. 

7.13  Collect the examination papers of his/her students from the 

invigilators crosschecking the number of examination papers 

received and students signed on the examination attendance 

sheet and making sure the invigilator(s) signed on the 

attendance sheet; if found any discrepancy, he/she should 

report to the respective school/department immediately. 
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7.14  Collect Examination Attendance Sheet and Invigilation 

Report Form (completed by presiding invigilator), and make 

sure that all parts are filled in effectively (especially when 

there are cheating and/or disciplinary cases reported); if 

he/she is not in a position to do so, he/she should report the 

case to the respective school/department in advance. 

7.15  Use the same answer keys or rubrics for marking 

examinations when a course is taught by more than one 

instructor. 

7.16  Carefully mark students’ examination papers. 

7.17  Show the results of the examination to students. 

7.18  Use the same grading scales when a course is taught by 

more than one instructor. 

7.19  Not give improper grades for any reasons such as race, 

religion, sex, financial/material interest, etc. 

7.20  Submit students’ grades as per the academic calendar of the 

university. 

7.21  Submit a copy of mark list for each course he/she offers 

within two weeks after his/her submission of the course grade. 

7.22  Document the examination papers, Examination Attendance 

Sheet, Invigilation Report Form and mark list for a year.  
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Article 8: Responsibilities of Examination Approving Committee 

An examination approving committee:  

8.1  Embraces the school’s/department’s course module leader as a 

chairperson, quality assurance coordinator as a secretary and 

one senior instructor who is a member of the course module 

as a member. 

8.2  Should carefully attend the Examination Quality Assessment 

Checklist included in this guideline (see Appendix A). 

8.3  Must make sure that continuous assessments of the course are 

conducted according to the course curriculum (mode, weight, 

number and time of assessment, etc.) before approving 

examinations; examinations should get final approval by the 

school/department before duplication. 

8.4  Should document a copy of each examination’s approval. 

8.5  Should be loyal for examination security.    

Article 9: Responsibilities of Examination Duplication Centre 

Head 

A duplication center head should:  

9.1  Make sure that duplication inputs are available and functional 

as early as possible in consultation with concerned offices. 
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9.2  Instruct his/her staff that any examination shall not be 

duplicated unless it is approved by the respective 

school/department. 

9.3  Make maximum effort to get examinations duplicated with 

maximum quality without any delay. 

9.4  Collect and document examinations approvals sent by 

respective schools/departments. 

9.5  Take maximum care to ensure security of examinations. 

Article 10: Responsibilities of Invigilator 

An invigilator should:  

10.1 Show up half an hour before the scheduled examination time, 

and report to the respective school/department or 

college/institute to collect the examination papers. 

10.2 Report to the respective school/department explaining 

reasons in writing before five days if he/she is unable to 

show up for invigilation. 

10.3 Get to the examination hall at least 15 minutes before the 

examination starts. 

10.4 Ask examines to show their renewed ID cards in order to 

avoid examination writing in proxy; the ID card of any 

examinee who attempts to seat for an examination he/she 
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has not been registered should be collected and reported to 

the course instructor and school/department in writing. 

10.5 Immediately report to the university police to arrest a person 

who is not a student and caught attempting to seat for an 

examination. 

10.6 Do one of the following in the unlikely event that seating 

arrangements have not been made: 

10.6.1 Resolve minor arrangement problems if needed (in 

collaboration with students). 

10.6.2 Immediately notify respective offices and take 

proper actions if the situation calls for a major 

arrangement. 

10.6.3 Report such instances to the respective 

school/department and/or college/institute so that 

proper measures could be taken.  

10.7 Direct the examinees where to sit in the examination hall 

considering those students with health problems who could 

ask for specific seats. 

10.8 Be in charge of the examination hall (one of the invigilators 

shall be presiding invigilator preferably the most senior 

Ethiopian staff). 

10.9 Not allow examinees to start an examination when shortage 

of papers occurs and is not rectified. 
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10.10 Collect clearly marked corrections from course instructor(s), 

if any, and loudly announce to the examinees all the 

corrections before they start the examination; it is the 

presiding invigilator’s responsibility to do this. 

10.11 Not frequently interrupt examinees for announcing 

corrections; if there are too many corrections, the presiding 

invigilator should report to the respective school/department 

that the examination has defects in this regard. 

10.12 Not allow any examinee to start the examination until all 

examinees have properly seated; the presiding invigilator 

announces that the examinees can start the examination. 

10.13 Present (patrolling with shift is not allowed) in examination 

room and should not leave the room for any purpose, other 

than to guide an examinee or in an emergency. 

10.14 Give proper attention to the conduct of the examinees; it is 

not permitted for an invigilator to carry out any other 

activity (except patrolling the examination) such as reading, 

phone call or conversation, etc. during examinations. 

10.15 Check that all examinees signed on the Examination 

Attendance Sheet looking at their names and photographs 

from their ID cards. 

10.16 Take possessions of offending materials and submit with the 

examination papers to the respective school/department 



Rules and Regulations for Examination and Invigilation 
 

15 

 

immediately after the examination if he/he suspects that an 

examinee is guilty of cheating or has in his possession 

materials other than allowed. 

10.17 Not send any examinee out of examination hall if found 

cheating instead of marking Found cheating on his/her 

answer sheet or examination paper at the end of the 

examination. 

10.18 Cross check each examinee’s ID card against his/her name 

written on the attendance sheet and should collect 

Examination Attendance Sheet immediately after the first 

half hour of the examination. 

10.19 Announce about 15 minutes before the end of the 

examination that the examination session is coming to an 

end, and should remind examinees to check if they have 

written all the necessary information on the answer sheet 

and/or examination paper. 

10.20 Not allow examinees to leave the examination room when 

15 minutes are remaining for the examination to end unless 

in the case of illness. 

10.21 Not disrupt in examination hall and should be ethical. 

10.22 Minimize interruptions as much as possible. 

10.23 Count and hand over examination papers along with extra 

copies, if any, attendance sheet and signed invigilation 
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report to the course instructor(s) or concerned office(s) 

within 15 minutes after the examination is completed: in 

cases when there is discrepancy between the number of 

examinees and attendance sheet and the missing paper(s) 

cannot be traced, an invigilator should take the responsibility 

of rectifying the problem or reporting the incidence to the 

concerned office(s). 

10.24 Clearly report, on the Invigilation Report Form, to the 

respective school/department any incident or irregularity 

he/she came across during examinations.  

Article 11: Responsibilities of Examinee  

An examinee should:   

11.1 Not hold mobile phone at hand or put it on the desk during 

examination. 

11.2 Bring his/her university ID card and show whenever 

requested; an examinee should keep his/her university ID 

card on the desk during examination; if an examinee loses 

the university ID card, he/she should make alternative 

arrangements to allow his/her identity to be verified before 

the examination. 

11.3 Take his/her seat within the block of desks allocated by the 

invigilators and must not communicate with other examinees 
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either by word or sign, nor let his/her papers be seen by any 

other examinee. 

11.4 Not come late for 30 minutes during examinations and 

should not leave the examination hall within the first 30 

minutes and the last 15 minutes of the examination session 

unless in the case of an emergency. 

11.5 Keep his/her examination papers face down until the 

invigilator announces that the examinees can start the 

examination. 

11.6 Follow orders and directions given by the invigilators during 

examinations; misbehaving or disobeying invigilators’ 

instructions is a serious offence against examination 

discipline. 

11.7 Not talk to each other, look at papers of other students, or 

turn to different direction, etc. in examination halls; doing 

these or showing other behaviors that would give him/her an 

opportunity to get information about the examination 

questions would be considered as an attempt to cheat. 

11.8 Not use any material such as dictionaries, reference books, 

handouts, bags or briefcases, computers, cell phones, tablets, 

calculators and any other print or electronic technology 

during an examination unless they are allowed by 

invigilators or school/department; if these materials are 
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brought for some reasons, they should be kept aside; 

otherwise, it is an offense against examination discipline. 

11.9 Write answers on the answer sheet or script book provided; 

rough work, if any, should be completed within the script 

book and subsequently crossed out and left on the desk at 

the end of the examination. 

11.10 Sign on the Examination Attendance Sheet for each 

examination he/she writes. 

11.11 Not leave examination hall for any reason including short 

breaks, to smoke, visit the rest room, take fresh air, talk to 

unexpected visitors, etc.; an examinee can leave the 

examination hall for short break (not be longer than five to 

ten minutes) only in the case of illness accompanied by an 

invigilator. 

11.12 Not remove his/her examination paper from the hall if 

he/she is told to go to Student Clinic feeling too ill to 

continue the examination. 

11.13 Not make use of unfair means in examination, assist any 

examinee to make use of such unfair means, do anything 

prejudicial to the good conduct of the examination and 

impersonate another examinee. 
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11.14 Not disturb in an examination room; if an examinee does so, 

he/she may be required to leave the room and shall be 

reported to the respective school/department. 

11.15 Not assist another examinee by whispering answers, 

providing an opportunity for another examinee to see his/her 

answer sheets, exchanging exam papers or other 

information, etc.; these actions are treated as cheating. 

11.16 Not get assistance by peeping, cross talking or from books, 

notebooks, handouts, cell phone, tablets, etc. since these 

actions are treated as cheating.  

11.17 Stop writing immediately when the end of the examination 

is announced by the invigilator; failure to do so shall be 

considered as cheating. 

11.18 Not cheat or attempt to cheat in an examination; an examine 

found doing so shall be deemed to have failed that 

examination or the entire diet of examinations and shall be 

subject to such penalty stipulated by the Student Code of 

Conduct. 
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Article 12: Responsibilities of Clinical and Academic 

Director/Deputy Director for Academic 

Affairs/Academic Associate Dean/Faculty Dean  
 

A clinical and academic director/deputy director for academic 

affairs/academic associate dean/faculty dean should closely follow 

up if schools/departments are discharging their duties as stated in 

this guideline, provide timely feedback and take corrective 

measures. 

Article 13: Responsibilities of Chief Executive Director/Scientific 

Director/College Dean 

 

A college dean/scientific director should closely follow up if 

respective clinical and academic director/deputy director for 

academic affairs/academic associate dean/faculty dean and 

schools/departments are discharging their duties as stated in this 

guideline, provide timely feedback and take corrective measures. 
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PART THREE 

REGULATIONS FOR BREACHES OF 

EXAMINATION AND INVIGILATION DUTIES 

Article 14: Breaches of Examination and Invigilation Duties 

Committed by Staff 

14.1 Minor Breaches 

 Unpunctuality 

 Failure to submit students’ grades on time  

 Negligence of any examination and invigilation duties 

which are not stated as serious breaches below  

14.2 Serious Breaches 

 Preparing examinations out of the course curriculum 

 Setting items which are exactly the same as the previous 

examination items 

 Leaking and failure to ensure the security of examinations 

 Duplicating unapproved examinations 

 Absence from invigilation 

 Failure to administer examinations as per the schedule  

 Administering separate examinations to students taking the 

same course by different instructors in a particular semester 
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 Using separate answer keys for marking examinations of 

students taking the same course by different instructors in a 

particular semester 

 Inappropriate marking and grading of examinations 

 Acts of misconduct that clearly reflect immorality or 

dishonesty 

 Failure to closely follow up the entire examination process, 

give feedback and take corrective measures. 

 Committing the aforementioned minor breaches repeatedly  

Article 15: Measures to be Taken for Breaches of Examination 

and Invigilation Duties Committed by Staff 

15.1 Measures to be Taken for Minor Breaches 

 Oral warning in writing 

 Written warning 

15.2 Measures to be Taken for Serious Breaches 

 Final written warning 

 Fine up to one month salary 

 Fine up to three months’ salary 

 Withholding the next academic rank or salary increment for 

two years 

 Dismissal from job 
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Article 16: Breaches of Duties Committed by Examinees 

16.1 Minor Breaches  

 Holding mobile phone at hand or putting it on the desk 

during examination  

 Disobeying invigilators unless it deems to disciplinary case 

and affects the examination process   

 Communication with other examinees in anyway 

16.2 Serious Breaches  

 Sitting for other examinees  

 Disobeying invigilators if it deems to disciplinary case and 

affects the examination process   

 Cheating or facilitating it in any way 

 Showing any inappropriate behavior to the smooth and fair 

conduct of the examination 

 Committing the aforementioned minor breaches repeatedly  

Article 17: Measures to be Taken for Breaches of Duties 

Committed by Examinees 

17.1 Measures to be Taken for Minor Breaches  

Oral warning in writing 

17.2 Measures to be Taken for Serious Breaches  

 Written warning for minor breaches committed repeatedly  
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 Cancelation of the examination result, written warning and 

publicizing the case for first time cheating  

 Cancelation of the examination result and suspension for 

one semester for first time cheating with  disciplinary issues 

 Cancelation of the examination result and suspension for at 

least one academic year for second time cheating 

 Dismissal for third time cheating and sitting for other 

examinees 

 Other measures shall be taken for disciplinary issues as per 

Student Code of Conduct.  

Article 18: Execution of Measures to be Taken for Breaches of 

Examination and Invigilation Duties 

Measures for breaches of examination and invigilation duties shall 

be executed on staff and examinees by concerning bodies according 

to Hawassa University Senate Legislation and Student Code of 

Conduct. 

Article 19: Effective Date 

These rules and regulations shall be effective as of 14 May 2021. 

Ayano Beraso Hula (PhD) 

President, Hawassa University 

Hawassa 
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Appendix A: Examination Quality Assessment Checklist 

 

Hawassa University 

Examination Quality Assessment Checklist 

 

Course Title & Code ________________ECTS/Credit Hour __________ 

Instructor’s/Panel of Instructors’ Name ___________________________ 

 

Table 1: Continuous Assessment Conducted (Prerequisite for Approving 

Final Examination) 

 

S.N Type of Continuous Assessment Value (%) Remark 

1 Quiz   

2 Test   

3 Project work   

4 Assignment   

5 Any other   

Total value (%)   

 

Committee’s Comments/Suggestions  

___________________________________________________________

___________________________________________________________

___________________________________________________________

___________________________________________________________

___________________________________________________________ 
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Table 2: Examination Quality Assessment Criteria  

 

S.N Assessment 

Criteria 

Description 

1 Difficulty level  This shows how easy or difficult an 

examination is. 

2 Construct 

validity 

This is a form of validity which is based on the 

degree to which the items of an examination 

reflect the essential aspects of the theory on 

which the test is based.  

3 Content validity  This is a form of validity which refers to the 

degree to which an examination sufficiently 

measures skills/knowledge it sets out to 

measure.  

4 Face validity This refers to the extent to which an 

examination appears to measure the 

skills/knowledge it claims to measure, based on 

the subjective judgment of instructors, 

examination experts or other concerned people 

as observers in its physical appearance and 

familiarity to the students. 

5 Question types  This refers to whether the examination includes 

a variety of question types such as 

demonstration, multiple choice, matching, true-

false, fill-in-the-blank, ordering, projects, etc.      

6 Item value 

distribution  

This is to mean that the weight/point given to a 

certain part of an examination should 

correspond to the level of difficulty, 

comprehensiveness, and number of items.    

7 Language 

accuracy 

This is the correct use of grammar, vocabulary, 

collocations, etc.  
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    Note: The above assessment criteria are considered based on the 

nature of a course. 

 

Committee’s Comments/Suggestions  

___________________________________________________________

___________________________________________________________

___________________________________________________________

___________________________________________________________

___________________________________________________________

___________________________________________________________ 

 

 

 

 

 

 

 

 

 

 

 

S.N Assessment 

Criteria 

Description 

8 Coherence This refers to the smooth flow of ideas among 

expressions/sentences.  

9 Time allotted This refers to whether time allotted for the 

examination takes into account the difficulty, 

comprehensiveness, and number of items of the 

test. 
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Appendix B: Examination Approval Sheet 

 

Hawassa University 

Examination Approval Sheet 

 

We, the undersigned committee members, have carefully assessed 

the quality of __________________________________ course 

examination as per the criteria set and approved it. 

 

 

Name         Signature       Date     

__________     _________    ________ (Chairperson)  

__________     _________    ________        (Secretary) 

__________     _________    ________        (Member) 

 

School/Department Head 

 

Name           Signature      Date   

___________        ____________      _____________ 
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Appendix C: Examination Attendance Sheet 

 

Hawassa University 

Examination Attendance Sheet 

College/Institute _______________ 

Course Title & Code ____________ 

_____________________________ 

School/Department ____________ 

____________________________ 

Date _______ Time (Duration) _______ Examination Hall No. ________ 

 

I, the undersigned student of Hawassa University, confirm that I have 

been registered for this course and I am taking the examination at this 

very moment. 

S.N Full Name ID No. Section/ 

Group 

Signature Remark 

 
    

 

 
    

 

 
    

 

 
    

 

 
    

 

 
    

 

 

Name and signature of presiding invigilator ________________________ 

Name(s) and signature(s) of subordinate invigilator(s) ________________ 

________________ 
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Appendix D: Invigilation Report Form 

 

Hawassa University 

Invigilation Report Form 

 

(To be Reported by Presiding Invigilator) 

College/Institute _______________ 

Course Title & Code ____________ 

_____________________________ 

School/Department ___________ 

___________________________ 

Date ________ Time (Duration) _______ Examination Hall No. _______ 

 

1. Total number of examinees assigned to the examination hall _________ 

2. Number of examinees that actually sat for the examination __________ 

3. Number of students that did not show up ________________________ 

4. Total number of examination papers collected from the course  

     instructor(s) ________________ 

5. Total number of examination papers submitted to the course    

     instructor(s) ________________ 

6. Names of invigilators who did not show up for invigilation, if any 

i. _________________________________________ 

ii. _________________________________________ 

iii. _________________________________________ 
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7. Names of invigilators who came late, if any (indicate time of arrival) 

i. _________________________________________ 

ii. _________________________________________ 

iii. _________________________________________ 

8. Cheating cases, if any (please give the details below) 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

9. Other incidences, if any (please give the details below) 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 
 

Name and signature of the presiding invigilator                         

_____________________________ 
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