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INSTRUCTIONS TO CANDIDATES AND RULES FOR THE CONDUCT OF EXAMINATIONS  

These regulations should be read in conjunction with the Examinations Policy, Examinations Regulations 

section in the General Academic Regulations, and Rules of Students Discipline.  

 

1. ADMISSION TO EXAMINATIONS  

To be admitted to any end-of-semester examination, a candidate must:  

a) have registered as a student of the University, in accordance with the General Academic Regulations; 

b) must have completed all the course requirements; and   

c) must show his/her student identity card 

 

2. ABSENCE FROM EXAMINATION(S)/FAILURE TO ATTEND  

a) Every student is required to write examinations at the scheduled times unless s/he has been granted 

prior written permission from the Dean to miss or sit for the examination at another time.  

b) A candidate who absents himself/herself from an examination without medical or other good cause 

shall be deemed to have failed that examination.  

c) Any student absent from an examination due to unforeseen circumstances must notify the Dean 

within seven days from the day of the examination of the reason and confirm the reason for the 

absence with explanations in writing.  

i. When the absence is due to illness a certificate from a Medical Practitioner and/or 

University doctor/nurse registered in terms of the Health Professions Act must be 

submitted to the Dean, with the written report, within 14 days of the missed 

examination.  

ii. The University will not accept any excuses for absence which are not properly 

substantiated and authenticated or submitted within the stipulated time.  

 

3. TIMING OF EXAMINATIONS  

a) All courses for which an end-of-semester examination is appropriate shall normally be examined at 

the end of the semester in which they are taken.  



b) Where a dissertation or project is prescribed in any programme, a candidate shall be informed in 

advance of the deadline for submission of such dissertation or project.  

c) In cases where a candidate fails to write an examination on medical grounds or for good cause, the 

candidate shall be allowed to sit the examination as a first sitting during the special examinations or 

when the examination is next offered.  

 

4. TIMETABLE  

a) A consolidated official examination timetable shall be posted through official University 

Communications and Notices at least ten days before the commencement of the end-of-semester 

examinations.  

b) Candidates must note carefully the dates, times and venues for their examinations as given the final 

copy of the timetable. Special care should be taken to ensure that it is the final timetable and not 

a previous draft.  

c) It is the candidates’ responsibility to check the timetable and ensure that they know the correct date, 

time and venue of each examination. They should not depend on information given in any other 

manner. 

d) Misreading the timetable is not an acceptable excuse for missing an examination.  

e) Any enquiries on the timetable should be directed in the first instance to the College or Department 

timetable representatives. 

  

5. EXAMINATION VENUES  

a) Examination venues will be as indicated on the final timetable.  

b) Seating arrangements shall be determined by the Chief invigilator.  

 

6. ENTRY INTO THE EXAMINATION ROOM  

a) All candidates sitting for a particular examination are expected to be present at the start of the 

examination. Candidates may be admitted up to 30 minutes late but shall not be given extra time to 

complete the examination. Candidates who get to the examination room later than 30 minutes will not 

be allowed to sit for the examination. Candidates must take seats allocated to them by the invigilator(s).  

b) Candidates shall be admitted into the examination room 15 minutes before the starting time of the 

examination and should maintain absolute silence from this moment till the examination session ends.  

c) An examination is deemed to be in progress from the time candidates enter the examination room until 

all the scripts have been collected.  

 

7. EXAMINATION MATERIAL  

a) Answer books, graph paper, mathematical tables, statistical tables, reference material or any other 

material required for the examination will be provided by the Academic Office or the College 



(Department) concerned. Candidates are not allowed to bring these items into the examination room, 

nor any other similar items, unless specified prior to the examination by the examiner.  

b) Candidates must bring their own writing materials (pens, pencils, rulers, rubbers, and calculators, etc.) 

NB:  (i) Candidates must write in blue and black ink.  

          (ii) No student should borrow anything from another student  

  

7.1. Authorised Special Materials  

All authorised special material (such as electronic calculators must be displayed for scrutiny by the 

invigilators. Electronic calculators should be portable, silent, battery-powered, nonprinting and not pre-

programmable.  

 

7.2. Prohibited Materials  

7.2.1. Candidates are not allowed to bring into the examination room unauthorised material including the 

following:  

a) bags, briefcases, parcels, etc;  

b) all programmable devices; 

c) papers, books, notes or equipment other than what is permitted;  

d) all course materials and dictionaries not supplied or permitted by the examiners;  

e) radio, alarm watch, computer, cellular telephone, pager and any other communication device; 

f) instruction manual for a calculator and detachable calculator case;  

g) permitted materials containing unauthorised annotation; 

h) course material written on permitted materials or any part of the candidate’s body, clothes, etc.;  

i) clothes not being worn;  

j) pencil bags/boxes/cases and mathematical instruments containers, etc.;  

k) calculators with meeting organisers; 

l)  Hats, Caps, and other head gear; 

m) any other item as determined by the invigilator(s);  

n) Material not allowed in the examination room must be left at a place specified by the invigilator(s) at 

candidate’s own risk;  

o) Candidates are not allowed to write on question papers. All rough work must be done in the answer 

booklet and neatly crossed out.  

7.2.2 Any student with prohibited material will be dealt with according to the laid down regulations  

 

8. CONDUCT OF EXAMINATION  

a) Invigilators are appointed by the University to conduct examinations and candidates must obey their 

instructions.  

b) Attendance register:  At each examination, each candidate must sign the attendance register. 



c) Identification cards: All candidates are required to bring and place Africa University student identity 

cards on their desks. Any person who is unable to identify himself/herself to the satisfaction of the 

invigilators may be barred from the examination.  

d) Answer books: Candidates must fill in their Africa University student registration numbers, clearly 

and correctly, and other details as required on the front covers of main answer books, and 

supplementary answer books. NB: Candidates should not write their names on their answer books.  

e) Smoking, eating, and drinking are not permitted in the examination room.  

f) Silence must be maintained throughout the examination and, whilst in the examination room, 

candidates must not communicate with each other in any way.  

g) No candidate shall be allowed to leave the examination room, except in an emergency, during the first 

thirty (30) minutes and the last fifteen (15) minutes of the examination. 

h) No candidate will be allowed to leave and return to the examination room while the examination is in 

progress.  

 

8.1 At the end of the examination:  

a) Candidates must insert the supplementary answer book inside the main answer book and must check 

the accuracy of all details in the answer books.  

b) No examination stationery should be removed from the examination room. Rough work done on the 

answer book must be neatly crossed out. Candidates are allowed to take examination question papers 

out of the examination room except when the answers are written on the question paper.  

c) Candidates must remain seated until all the examination scripts have been collected by the 

invigilator(s).  

 

9. MISCONDUCT IN THE EXAMINATION ROOM/EXAMINATION IRREGULARITIES  

Under the provisions of the Examination Regulations, the following are acts of misconduct and are prohibited 

and punishable if a candidate does any of them. 

a) using or possessing any unauthorised materials while in the examination room;  

b) helping or trying to help another candidate, or obtaining or trying to get help from another candidate;  

c) consulting or trying to consult, during the examination, any books, notes, or other unauthorised 

materials, or another candidate while temporarily outside the examination room; 

d) impersonating another candidate allowing yourself to be impersonated;  

e) attempting to bribe the examiner or other University official;  

f) failing to obey or comply with any of the examination regulations or instructions of the Invigilator 

acting within the scope of their authority; and 

g) conduct in the examination room which constitutes a breach of the published rules and regulations of 

the University.  

  



10. PROCEDURES FOR HANDLING MISCONDUCT  

a) The Chief Invigilator will report any misconduct in writing to the College Dean of the courses, copied 

to the College Dean of the student’s home College within one working day.  

b) A candidate who commits an act of misconduct will be required to make a written statement to the 

Chief invigilator within 3 hours from the time of detection of the misconduct and failure to comply 

will be deemed an act of misconduct and dealt with accordingly.  

c) Any extraneous unauthorised material will be confiscated and the student will be allowed to continue 

writing.  

d) The Chief Invigilator is empowered to discontinue the examination of any candidate who commits an 

act of misconduct that may interfere with the work of the other candidates.  

e) Any candidate found guilty of misconduct during the examination shall be deemed to have FAILED 

the paper and shall also be subject to disciplinary action. 

 

11. GENERAL  

a) The formal University examinations are compulsory and performance in these examinations, coupled 

with performance on the continuous assessments during the semester, will determine the candidate’s 

results.  

b) Candidates are advised to write legibly. Illegibility will detract from their answers and, conversely, 

neat answers will assist the examiners and be to the candidate’s credit.  

c) All candidates are reminded that the examiners may require any candidate to attend an oral or viva 

voce examination after the written examinations in order to clarify, or probe, further aspects relating 

to the written examinations.  

d) Invigilators must check that every candidate has inserted their student registration number and all other 

information required on the front cover of the answer book. Any correction that may be necessary 

should be completed by the candidate.   

e) Invigilators must check and ensure that the candidate has inserted in the answer book, all papers, maps, 

graphs, rough work, etc., forming part of his/her examination. Particular care must be taken to ensure 

that all such materials are collected.  
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