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Sendelta International Academy Exam Proctor

InstructionsH7 ¥ 3B E AT H1- 15 % 2 I

I 3 GRS % AN - 5 2 ) DAL Cor Sl el i) » 15 uliiiie.

Please read Sendelta International Academy Exam Proctor Instructions and Sendelta International Academy Policy on

Examination before the exam.

Before the Exam

At least 2 days before the exam
period:

ZEE W AT R

Proctors should read the exam arrangement/schedule to get the information about
the exam room, exam duration, exam tools, etc.
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15 minutes before the exam:
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Proctors should collect the exam papers from C-307.
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10 minutes before the exam:
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Proctors should arrive at the exam rooms.

Instruct candidates to put their candidates’ campus card on the right top corner of
their tables.

Establish the identity of all candidates sitting exams by checking their campus
card and finish the identity 15 minutes after the exam starts.
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5 minutes before the exam:
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Proctors should play the audio for candidates to remind them of the exam rules.

All items not permitted for use should be placed out of the exam room
(electronics should be switched off).
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3 minutes before the exam:

Proctors should release all the exam materials(exam paper, answer sheet, draft
paper, formula table, etc.) to candidates.
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Proctors should announce clearly to the candidates when they may begin to write
Exam starts: their answers. ‘Exam starts, you can start answering the exam paper’.
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During the Exam

(If proctors need any help during the exam, please contact inspector or report it immediately in working group

(Teams/Dingtalk).)
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1. Proctors should check the candidates’ campus card. If it is not the same as the seating arrangement,

ask the candidates to sit by the correct number immediately.
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2. Proctors should continuously walk around the room and pay attention to whether or not there is cheating.
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3. Proctors should not use their phones (other than for recording evidence of cheating or checking the message from
working groups) or laptops, sleep, read, or work on anything besides monitoring candidate behavior and activity.
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4. Fill in the record forms before the exam ends.
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5._Verbally remind candidates of the remaining time for the exam:
Proctors should remind candidates at 15 minutes before the end of the test.
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6.Candidates can submit the exam paper during the last 30 minutes of the exam but cannot leave the classroom within
the final 10 minutes.
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At the End of the Exam

1. Once time is up no candidate should be permitted to leave the room until all of the following steps have been
completed. Dismiss all remaining candidates at the same time.
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2. Instruct candidates to stop writing and to put down their pencils/pens.
e Any candidates who don't stop writing should be recorded as cheating
e Any late submitted papers should be marked “late submissions” on the answer sheets
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3. Collect all exam materials(exam paper, answer sheet, draft paper, formula table, etc.) released at the beginning.
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4. Separately count the number of question papers and answer sheets. The number of question papers and answer
sheets collected should equal the number of candidates present plus those who have left early.
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5. After you’ve accounted for all the papers you should have, you may dismiss all candidates. No one leaves the room
until every paper and answer sheet is accounted for.

FE M2 ZIE R e A L S ) 5 ol e a , rT DU RIORI R B A4 R SE s ROl AR A S BT

After the Exam

Return all exam materials(exam paper, answer sheet, draft paper, formula table, etc.) to Room C-307.
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Contingencies
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There are problems with exam
papers (bad printing, typos, etc.)
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Report it to the AAO immediately via Teams/Dingtalk in working group and
@ Lulu. They will contact the subject teacher(s) to provide an answer. Until
an answer is received, instruct candidates to continue working on another
section of the test.
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candidates arrive late less than 15
minutes late
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Please allow them to enter the room.

Students who show up late for their exams will not be given extra time to
complete their tests. They will have only the balance of time remaining when
they arrive. Their final exam score will not be adjusted to accommodate for
poor performance due to tardiness.
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candidates arrive more than 15
minutes late(including 15 minutes)
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Do not allow them to enter the room. They will automatically fail the exam.
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candidates ask to use the restroom
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Permit them to use the restroom one at a time (regardless of gender). No
candidate leaves until the last one has returned.

Candidates may take nothing but tissue paper with them to the restroom and
be accompanied by the inspector.

Hold their exam paper and answer sheet until they return.
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candidates finish the exam early

B HIERATSE

Allow them to hand in their papers IF it is within the final 30 minutes of the
exam. They should collect their things quietly and leave the room
immediately after.

Please check that the candidate has written their names on their answer
sheets.

Do not permit them to reenter the room.
Do not permit them to take back their papers once handed in.

Mark “EARLY” on the top right corner of their answer sheet and record the
time they left.
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CHEATING/E¥AT A

1.Touching or placing anywhere
near their test paper a mobile
phone, iPod, iPad or any other
electrical devices not permitted to
use on the test

2.Using a cheat sheet or

unauthorized notes;

3.Attempting to view/copy another
candidate's answers;

4.Answer the questions before the
test begins or after the test is over;

5.0r any other behavior obviously
designed to cheat;

6.The exam paper is identified as
identical in the marking process.
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1.Immediately stop the cheating (quietly, without disturbing other

candidates)

2.Confiscate all illicit items*

3.Collect their test papers and answer sheets

4.Expel the candidate from the room, send them directly to the inspector.

5.Send a Teams/Dingtalk message notifying Lulu of the pertinent details and
record it on the form.

6.After the exam finishes, surrender all confiscated items to Lulu along with
the completed exams
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*Confiscated items will be returned to the candidate AFTER the last exam.
BB oA i G — 5 WA R s IHIR 45 A




	Sendelta International Academy Exam Proctor Instru
	新哲书院考试须知-监考老师

