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EXAMINATION ANSWER BOOKLET INSTRUCTIONS 

 
(These are printed on the back cover of the answer booklets) 

 
 

a) Please check that you have the correct examination paper, and that 

your copy of it is complete. 
 

b) Please read the instructions on the examination paper and make 
sure you understand and follow them. 

 

c) Any rough work should be done in your answer booklet.  Under no 
circumstances should you use paper that has not been issued to 

you in this exam. 
 

d) A member of academic staff will be present in the examination 

room (usually for the first 15 minutes) to clarify any 
misunderstanding about the questions. 

 
e) If you have a query, require additional answer booklets or need the 

assistance of an Invigilator in any way, please raise your hand.  Do 
not leave your seat unless absolutely necessary. 

 

f) You may not leave the examination within the first 30 minutes, nor 
the last 15 minutes of the examination session, of which you will be 

advised. 
 

g) If you finish the examination early and wish to leave, raise your 

hand and remain seated in silence at your desk.  When your answer 
booklet has been collected by an Invigilator, you should then leave 

the examination room in silence. 
 

h) The University operates a Fit to Sit Policy which means that if you 

undertake an assessment then you are declaring yourself well 
enough to do so.  If you become unwell and have to leave the 

examination, you must notify an invigilator.  Please contact your 
School for advice.*    

 

i) At the conclusion of the examination, you should wait until your 
answer booklet has been collected by an Invigilator.  If you have 

used more than one booklet, you should fasten them together with 
the treasury tag provided.  You must remain seated until all 
booklets have been collected and counted and you are told to go by 

the Invigilator. 
 

 
*Section (h) was updated in 2016-17.  Please note that many of the answer booklets 
currently in circulation will still refer to ‘adverse circumstances’ and the ‘Extenuating 
Circumstances Claim Form’, under Section (i). This is now out-of-date but it may take 

some time for the updated answer booklets to come into circulation.  
Please be mindful of this and ensure you are using the ‘Standard Set of 
Announcements for Written Examinations’ that were updated in December 2016. 
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