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Responsibilities of the Invigilators
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The invigilator must arrive at the exam room at least 15 minutes before the exam. The invigilator

must not be absent from or late for the exam supervision without prior approval.
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The invigilator should help students to their seats, announce the exam regulations, check
students’ identities and ensure that students place any forbidden items in the designated place.
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During the exam, the invigilator must be responsible by remaining in the exam room, keeping
quiet and not doing anything irrelevant to the exam supervision, such as reading books or
newspapers. Mobile phones should be turned off.
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The invigilator should supervise the exam carefully. Any student who tends to violate the
university exam regulations should be first given a warning. If a student continues to violate the
university’s exam regulations after this warning, the invigilator should record the student’s
behavior on the exam invigilation form.
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The invigilator should fill out the exam invigilation form honestly. If any of the cheating behavior
is found, the invigilator should report the details and collect any relevant evidence. The exam
invigilation report must be submitted to the teaching office of the course instructor’s institution
after the exam.
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Failure to fulfill these duties will result in punishment. The punishment imposed will depend on
the severity of the infraction. In severe cases, the invigilator will be held legally responsible.
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Instructions to Students
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Please place your ID at the top right or left corner of your desk.
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Any forbidden items should be put in the designated place. Students who violate this rule will be
regarded as cheating. Mobile phone must be turned off.
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The following behaviors will be regarded as violating the exam regulations or cheating:
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Copying the work of another student or communicating with another student during the exam;
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Introducing any written, printed or electronically-stored information that is not permitted as
part of the exam;
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Plagiarizing or assisting other students in answering exam questions;
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Using communication devices during the exam;
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Providing information that is not in accordance with the student’s identity;
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Using a substitute person to attend an exam or attend an exam for other students;
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Any other behaviors violating the exam regulations.
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Students are not allowed to leave the exam room before submitting their exam papers. Students
must remain seated when the invigilator announces that the exam time is over. Students can
only leave the exam room after all exam papers are collected and checked by the invigilator.
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Students should obey the exam regulations and maintain order within the exam room. The
grade of the student will be invalid if he/she is caught violating the exam regulations. Students
who receive academic probation or more severe punishments will not be eligible for obtaining

their degree.



