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Production of Examination Papers 2018/19
Introduction

All question papers for invigilated examinations must be produced to meet the minimum required standards and in accordance with the template. This includes papers that are for resit students only and is irrespective of when the paper is to be taken. This principle was agreed by the Examinations and Assessment Committee and then by Academic Board in July 2008, and is reflected in the Academic Regulations. 
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If you have queries about any of the points in this document, please contact the Academic Secretariat or Academic Registry.
1. Introduction 

All question papers for invigilated examinations must be produced to meet the minimum required standards and in accordance with the template. This includes papers that are for resit students only and is irrespective of when the paper is to be taken. This principle was agreed by the Examinations and Assessment Committee and then by Academic Board in July 2008, and is reflected in the Academic Regulations. 

This document has been produced to assist Schools and Institutes in the production of examination question papers, and to explain the procedures in place and the reasoning behind them. 
Schools and Institutes will have their own internal deadlines and procedures for the production of examination papers; however, these must be focused on the deadline for the submission of the final copy of question papers to Academic Registry, normally at the end of the second semester of teaching. As stated in the Academic Regulations, it is the Head of School/Director of Institute's responsibility to ensure that there are appropriate mechanisms in place, but it is the Chair of the Subject Examination Board (SEB) who is held responsible for all examination papers.
2. Relevant regulations 

· “SEBs may establish sub-boards, where this has the support of the relevant external examiners and is approved by Senate, or its delegated authority. An SEB may operate preliminary meetings or internal boards to consider points of detail prior to the meeting of the SEB. Sub-boards shall always be established to scrutinise examination papers before external examiner approval, and to consider and make recommendations upon extenuating circumstances claims. Sub-boards may also be established for other purposes with the approval of Senate, or its delegated authority. The membership of sub-boards shall be agreed by the SEB” (Academic Regulations 2018-19, 1.31)
· “The [SEB] Chair shall be responsible for ensuring that security procedures for examination question papers within the School or Institute are rigorous, and for approving all examination papers.” (Academic Regulations 2018-19, 1.42)
· “The duties of external examiners are: […] To consider, comment upon, and approve (or otherwise) all examination question papers, and to comment upon marking schemes for individual papers, assessment criteria, and model answers.” (Academic Regulations 2018-19, 1.57.ii)
· “The Senate, or its delegated authority, shall approve minimum prescribed standards for the production and security of examination papers. Examination question papers, including front pages, shall be produced to meet these standards.” (Academic Regulations 2018-19, 3.9)
· “Head of Schools and Institutes shall be responsible for ensuring that appropriate mechanisms are in place for the production of examination papers. Procedures for the setting, scrutiny, and security of examination papers shall be the responsibility of the relevant Subject Examination Board Chair. Internal examiners and module organisers shall be responsible for the production of the specific examination papers for their modules.” (Academic Regulations 2018-19, 3.10)
· “All examination papers shall be approved by the appropriate internal and external examiners, and by the SEB Chair (or nominee).” (Academic Regulations 2018-19, 3.11)
· “The Chair of the appropriate SEB and the individual internal examiner for each examination shall be responsible for ensuring the security of examination papers. Students must not gain access to any examination paper before it is sat. Breaches of this regulation shall be deemed assessment offences, and dealt with under the Regulations for Assessment Offences.” (Academic Regulations 2018-19, 3.12)
3. Minimum standards for examination papers
The following must be observed to ensure a consistent and professional appearance and meet the minimum required standards referred to in the Academic Regulations. Students often take modules from a number of schools and SEBs at QMUL; it is vital to maintain consistency so that students do not have to familiarise themselves with different layouts, and so that the same important information is always available. A question paper template is included for use.
3.1. Template and software for production
The question paper template is provided in both MS Word and LaTeX formats. As agreed by the Examinations and Assessment committee, these are the only templates that can be used. Both can be found on the ARCS website.

3.2. Style guide
· Font size: 11 or 12pt

Font sizes 11 and 12 are universal standards. Do not use text smaller than 11pt as this can be difficult to read. For large-print, the generally recommended font size is 16pt but the Disability and Dyslexia Service will give advice regarding students for whom this is needed.
· Text Alignment: Left

Please use left alignment for text. Justification alters word-spacing, and can cause problems for students with reading difficulties.

· Text Formatting

Avoid text formatting wherever possible, as it distorts the appearance of words for students with reading difficulties. However, formatting is necessary to highlight question numbers and sometimes to emphasise key words. Use bold where possible, as distortion is minimal. Avoid using italics as this distorts text considerably. Underlining and (especially) combinations of formatting should be avoided.

3.3. Front page
Each question paper must have a front page on which there are no questions. 
The template gives an example of a front page, and includes all of the required text; however the following must be included on/added to each paper:

· The Queen Mary logo and a heading of Queen Mary University of London. 

· Module code e.g. FRE123 or GEG6101.

· Full title of the paper - in almost all instances this is the title of the module.
· The assessment period the paper has been produced for (eg Main Examination Period 2019, Late Summer Resit Period 2019)
· Total duration of the paper as approved; if this includes ‘reading time’, then the amount must be indicated e.g. Duration: 3 hours 15 minutes, which includes 15 minutes of reading time.
· Whether the question paper is only for resitting students, ‘a resit paper’, and to which academic year it applies. If there is more than one resit paper, it is the SEB’s responsibility to clearly state which academic year the paper applies to. If the paper is suitable for all students then no wording to this effect is necessary.

Under no circumstances must the term “first sit” be used on the front page of the question paper. If a student has been certified absent from the previous year’s exam they will receive the resit paper if necessary. Academic Registry ensures that question papers are allocated correctly via the attendance register. The term “first sit” is often used incorrectly by schools and can be very confusing to students and invigilators who distribute papers.

· Rubric containing instructions for students. More information on this is given below.

· Text to indicate that: 

(i) students must not start reading the contents of the question paper until instructed to do so by the senior invigilator; 
(ii) that question papers are not to be removed from the exam venue; and, 
(iii) that the possession of unauthorised materials when a student is under examinations conditions is an offence. 
The exact text is contained in the template.
· Copyright notice. More information on this is given below.

3.4. Rubric 
It is essential that the rubric is self explanatory for students and invigilators; it must include the following:

· Number of questions the student is required to answer, indicating whether there is a restricted selection e.g. “This paper contains six questions. Question 1 is compulsory. Students must answer question 1 and any three of the remaining five questions.”
· Details of any tables, materials or photographs to be provided for the students. This applies in particular to Law and open book examinations. A full list of permitted materials (statutes) for each Law examination must be supplied with each examination paper. 

· Any materials that the students are permitted to bring into the examination venue, e.g. copies of statutes for law examinations.
· The type of answer books that should be used and whether separate answer books should be used for separate questions.

· Any other special instructions.

· Where a question paper contains calculations (mainly for Science and Engineering subjects), please clearly state whether the use of calculators is or is not permitted. Examiners may also specify in the rubric the type of calculator permitted. Where no specific type is referred to, the Academic Regulations stipulate that calculators, “must be of the hand-held type, quiet in operation and compact, and have their own power supplies. Students shall be responsible for ensuring that machines are in working order, and for providing in advance for alternative means of calculating in the event of calculators failing during examinations. Where students use electronic calculators in examinations, they must state the name and type of machine clearly on their answer scripts. The use or possession of prepared programs and stored information shall not be permitted in examinations, and shall constitute an assessment offence. Any calculator used by or in the possession of a student during an examination must not form part of a communications or electronic entertainment device (for example, a mobile telephone or MP3 player),” (3.39).
· A statement that, “If you answer more questions than specified in the rubric, only the first questions (up to the specified number) will be marked. Ensure that you cross out any work that you do not wish to be marked.”
3.5. Copyright
Every examination paper produced for the purposes of assessing students registered for a qualification with Queen Mary, University of London is produced under the copyright of QMUL. Therefore every question paper produced must carry a copyright notice. This must appear at the bottom of the front page exactly as follows: © Queen Mary University of London (2019)
3.6. Inside the question paper
The question paper template gives full information, but each question paper must adhere to the following:

· Page numbers: these are essential to avoid any problems in copying and collating. Page 1 is the front page; the first question should start on page 2. 
· The header on each page must contain: 
· The page number; for printing reasons odd page numbers should be placed in the top right of the header and even page numbers in the top left.
· Module code. 
· Year of examination (2019)

· Whether it is a resit paper, but only if appropriate, e.g. LAW5001 2019; LAW5001 2019 (resit paper). 
· The words "Turn over until you reach the 'end of paper line' " should be inserted into the footer of every odd number page.

· A thick black line and the text; "End of paper" or "End of paper, an appendix of x pages follows." must be placed after the last question. If an appendix is used then a thick black line and the text "End of appendix." must be inserted at the end of the appendix. 

3.7. Examination papers for resitting students
When writing a paper, examiners must bear in mind the syllabus taught to previous students who may be resitting this year. If the exam paper for the current cohort of students is suitable for resitting students then no separate paper needs to be prepared. If it would not be possible for a resit student to sit the same paper, due to a major change in the syllabus or duration of the examination, then it must be clearly indicated and a separate question paper and solutions prepared.

If resit papers for the late summer examination period are being submitted at the same time as any papers to be sat during the main exam period, they must be clearly identified, eg LAW5001 Late Summer Examination Period. Papers produced for the late summer resits that do not indicate this may otherwise be distributed to any students resitting during the main exam period. Departments would then be responsible for producing an alternative LSR paper.
4. Reproduction of Question Papers

Question papers are reproduced by the QMUL reprographics unit. The procedure for this is the responsibility of the Academic Registry, as part of the operation of conducting examinations. 

Unless otherwise indicated on the Question Paper Approval Form, all question papers will be copied on both sides when reproduced. Therefore, please ensure that any special printing requirements are clearly detailed on this form.

Exam question papers are printed in black and white as standard from the hard copy submitted to Academic Registry. If the question paper or any diagrams contained within must be printed in colour, a digital copy of the paper must be supplied with the hard copy. 
If students are required to attach annotated sheet(s) from the question paper as part of their answer, please ensure that you request a hole to be drilled in the top left hand corner of the question paper so that it can be easily attached to the main answer booklet using a treasury tag. Any annotated sheet(s) must also have a section for students to enter their exam number so that these sheets can be identified if they become detached from the main exam paper. 
4.1. Stationery Requirements
Stationery request forms are provided for SEBs to confirm any special stationery required for a question paper; copies are available from Academic Registry. Please attach the completed form together with the Approval Form to the question paper when it is returned to the Registry Office. If no special stationery is required, it is not necessary to return a yellow form; if no form is received, it will be assumed that no special stationery is required for that particular examination.
For every examination, one answer book and one supplementary answer book is supplied to each student as standard. The yellow stationery form should only be completed if you require more than the standard stationery allocated. 

If sheets of tables, diagrams, pictures, booklets etc are to be provided separately for each student at the examination, (i.e. not incorporated in the question paper), please return a camera-ready copy attached to the stationery request form; ensure that is clearly marked to indicate that it is to be photocopied separately.

4.2. Security of papers

Examination question papers and solutions must be password protected and/or encrypted and working or draft copies destroyed once the final draft has been submitted to a central location or person in the school. Some schools do not allow staff to store examination papers anywhere other than a shared, secure drive, in which case deletion is obviously not necessary after the final draft has been produced. Question papers or solutions should never be emailed unless they are encrypted, and even then should be deleted from inboxes and sent items once received and saved in a secure location.

If the security of an examination paper (either the questions or solutions) is in any way compromised, or cannot be guaranteed, then a new set of papers must be produced and approved.

Under no circumstances may question papers be sent through the internal post.

It is strongly suggested that one person is responsible for the collation and storage of exam papers or groups of papers. This could be the SEB Chair or a senior member of administrative staff. This person would ensure that deadlines are met and papers produced to the required standard. It is also vital that there is strict version control, and that this delegated person maintains the papers in a secure location both electronically and physically. 
5. Deadlines and procedures
A suggested calendar to ensure papers are produced on time is given below:

Start of academic year:

· Internal examiner allocation to be agreed by the appropriate authority; each paper should have at least two internal examiners. The first is normally the module organiser; the second can be another academic teaching on the module or someone with an appropriate background. 
· Assessment methods (as agreed through the module approval process) are communicated to students. This should include information on examination duration and the percentage of the examination as part of the overall module assessment. It is considered good practice to also inform students of the format of the examination (multiple choice, essay questions etc).

End of December: Time remaining until final exam paper submission: 3 months.

· Examination question papers and solutions for semester 1 modules to be produced. These should have been seen by both examiners and must be free of grammatical, spelling or typographical errors. Question papers should be produced according to the template (Word or LaTeX) and have the relevant information required for the front page.

· 
End of January: Time remaining until final exam paper submission: 2 months.

· Examination papers (questions and solutions) for semester 2 modules, and year long modules to be produced. These should have been seen by both examiners and must be free of grammatical, spelling or typographical errors. Question papers should be produced according to the template (word or LaTeX) and have the relevant information required for the front page.

· Identification of the need for resit examination papers to be completed and the appropriate papers produced. This should be done in collaboration with the module registration information held by Registry. 

· Scrutiny committee(s) to meet to review examination papers and any amendments to be made (including typographical and grammatical errors). Once agreed, papers must be signed off by the internal examiners. 

· 
Mid February: Time remaining until final exam paper submission: 6 weeks.

· Scrutinised versions of examination papers (questions and solutions) to be sent to external examiners for approval.

Mid March: Time remaining until final exam paper submission: 2 weeks

· Examination papers to be returned by external examiners after one month, for amendments.
· Comments from external examiners to be responded to, including the acknowledgement of any corrections or amendments,
· SEB Chair signs the approval forms for all examination papers confirming final approval.

End of semester 2

· Final print and electronic versions of all question papers to be submitted to the Exams unit in the Academic Registry.  For 2018/19 the final date for receipt of papers is 22nd March 2019.
· Copies of the final version of each examination question paper and solutions to be kept in the department for archive. These should be stored electronically and as physical hard copies.

It is strongly suggested that one person is responsible for the collation and storage of exam papers or groups of papers. This could be the SEB Chair or a senior member of administrative staff. This person would ensure that deadlines are met and papers produced to the required standard. It is also vital that there is strict version control, and that this delegated person maintains the papers in a secure location both electronically and physically. 

6. Approval by external examiners
The Academic Regulations require that all examination papers be approved by external examiners. This includes any papers that are simply for resitting students, and those to be taken during the late summer examination period. 
This was agreed in the interests of maintaining academic standards and ensuring robust assessment. Any examination question paper not approved by an external examiner cannot be sat without a suspension of regulations. 
As a guideline, schools are encouraged to allow their external examiners one month to read, comment upon, and approve examination papers. 
Each examination question paper should be approved by one external examiner only. It is not necessary, and indeed is counterproductive, to have more than one external examiner approve a paper. Where an external examiner is responsible for the approval of only a portion of all papers it is considered good practice to still send other papers taken by the same students so they can get an overview of the programme(s) as a whole. This will of course depend on the structure of the degree programmes and may be impractical where there is a lot of choice or the different subject areas are too distinct.
Solutions or model answers must be sent together with the question papers. This is so that the externals can see what is required of the students to obtain marks and also to be able to comment on the solution. The level of detail provided will vary by subject area and for those that are more subjective it is suggested that either a set of model answers or a marking scheme with the key points that students must cover be used. External examiners frequently complain where this is not done. SEBS can (and should) still make changes to the solutions after this point, where errors, changes or alternative solutions are discovered (these should also be communicated to the externals).
Any comments provided by the external examiners must be responded to by the internal examiner, the SEB Chair, or the Chair of the Scrutiny Committee, as appropriate. External examiners have often stated that they do not know whether their suggestions, comments or amendments have been acted upon until they attend the Examination Board meeting. It is suggested that a record of comments and responses be kept, and that these form part of the module organisers’ reports.

Approved by the Examinations and Assessment Committee: 27 November 2008
Updated to reflect the 2018/19 Academic Regulations: October 2018
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