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The following guidelines are designed to help invigilators administer in-person invigilated
assessments in a variety of locations. Additionally, they are to provide students, as well as
Memorial instructors and staff, with important information on the expectations of conduct
during in-person assessments. For the purposes of these guidelines an assessment
includes butis not limited to tests, final exams, timed in-class assessments, laboratory
exams and other similar assessments. While every effort has been made to outline
guidelines for the majority of situations, not every possible situation and scenario is
covered. For situations not covered by these guidelines, invigilators and students are
expected to make decisions that best uphold the academic integrity of the assessment.

For additional information or clarification on these guidelines please contact the University
Registrar at registrar@mun.ca.

Information about invigilation guidelines for in-person and online assessments for online
courses, contact CITL’s Support Centre.

Information about invigilation guidelines for in-person and online assessments
administered through the Blundon Centre; through Student Services at the Marine
Institute by emailing exams@mi.mun.ca; and through the Accessibility Centre and
Education Support unit at the Grenfell Campus.

POLICIES

Administration of In-person Invigilated Assessments:

e There should be at least one invigilator for every 50 students. This is a requirement
for final assessments and is recommended and encouraged for all other

assessments.

e Students should not invigilate assessments of their peers.

e Invigilators must make allowances for the time required for the distribution of
materials and the communication of information to students before the
commencement of the assessment. Every effort should be made to begin the
assessment at the assigned time.

e Items such as coats, purses, backpacks, smart phones, notes, texts, etc. which are
brought into the assessment room must be left in a designated area, which is often,


mailto:registrar@mun.ca
https://citl.mun.ca/support/
https://www.mun.ca/student/about-us/units-and-contacts/accessibility-services---the-blundon-centre/
mailto:exams@mi.mun.ca
https://mun.ca/grenfellcampus/student-life/accessibility-services/
https://mun.ca/grenfellcampus/student-life/accessibility-services/

but not always, the front or back of a room where access to personalitems is
limited.

e Attendance at an assessment needs to be taken. Where possible, an attendance or
sign-in sheet should be circulated for students to provide their signature and
student number. Invigilators are encouraged to perform a “head count” of the
number of students writing the assessment and ensure that it is consistent with the
number of students who appear on the attendance or sign-in sheet.

e Students who are not registered for a course — and therefore whose names do not
appear on the class list — are not permitted to write assessments for that course.
This shall normally include students approved to audit a course.

e Students must bring and be prepared to present valid Memorial University photo
identification—either a traditional physical student ID card or an approved digital
student ID. A government-issued photo ID will also be acceptable for identity
verification. Students must display their ID to the invigilator upon request. Students
who cannot produce acceptable identification at the time of the assessment may
have their assessment grade withheld until their identity is confirmed by the
appropriate academic unit.

e Aninvigilator’s role is to observe the students during the assessment, and their full
attention should be devoted to this task.

e Under no circumstances are students allowed to take any assessment materials out
of the assessment room, whether or not they have been written upon.

e Eatingis not permitted in the assessment room, but students are permitted to bring
water to their seats. Students with an approved accommodation to access food,
drink or medication will be provided this access, but only outside of the assessment
environment.

e Prior to the commencement of the assessment, students are required to write their
name and student number on all assessment materials that will be submitted, or to
verify that their name and student number have been rendered correctly on
assessment materials for which this information is pre-printed.

e In cases where an invigilator is not the course instructor, and there is a dispute
about the conduct of the assessment, the invigilator will make every effort to
consult with the course instructor.

e Memorial University attempts to be a scent-free/scent-aware institution. Students
and invigilators are asked to use only scent-free products when attending an
assessment.

Communication and Aids:



e The use and/or possession of all electronic telecommunication devices (e.g.
computers, tablets, smart phones, smart watches, fithess trackers, smart glasses)
is prohibited during the assessment. Unless expressly permitted as part of the
assessment process, all such devices must be turned off before a student enters
the assessment area and placed in a location which would normally be inaccessible
such as in a backpack, under the student’s desk, or in a repository designated for
this purpose by the invigilator.

e Students with an approved formal accommodation to access electronic
telecommunication devices will be provided this access, but only outside of the
assessment environment.

e Once an assessment begins, students are not permitted to speak to one another, or
otherwise communicate with each other in any manner, unless expressly permitted
as part of the assessment process.

e Once an assessment begins, a student who reveals or is found to be in possession
of any unauthorized electronic telecommunication device, will be considered to
have engaged in academic misconduct.

e Possession of an electronic telecommunication device while on a break will be
considered an act of academic misconduct.

e Itis astudent’s responsibility to be aware of the nature of any aids which are
permitted and/or required for the assessment. It is the responsibility of the course
instructor to outline all permitted assessment aids. Such items may include course
notes, books, calculators, electronic translators or dictionaries or other assessment
aids.

e Students may not receive assistance or clarification regarding an assessment from
any individual other than a course instructor or an invigilator.

Timing:

e Students will not be allowed to start the assessment, and will be considered absent,
if they arrive at the assessment room after the expiry of the Late Arrival Window (as
defined under Procedures, below). In the case of a final assessment, students may
apply for a deferred examination per the relevant University regulations, but the
approval of this application is at the discretion of the appropriate academic unit.

e Students will not be permitted to leave the assessment room within the Late Arrival
Window.

Interruptions:



e In case of a building evacuation, all assessment materials must be left in the
assessment room while students and invigilators exit the building.

e Students must remain with the invigilator at the assighed muster station for the
building that is impacted by the evacuation and are prohibited from discussing the
assessment with other students.

e Anyinterrupted assessment may be rescheduled, terminated, or resumed following
the evacuation at the discretion of the head of the academic unit, in consultation
with the course instructor and the invigilators.

e Inthe case of a power failure or other interruption which does not require
evacuation, the time allowed for an assessment will be adjusted accordingly, where
possible. If additional time cannot be granted then an accommodation will be
determined by the head of the academic unit, in consultation with the course
instructor.

Breaks and lllnesses:

e Students must request permission from an invigilator before leaving the
assessment room for any reason, including to use the washroom or for pre-
approved prayer time. Invigilators are encouraged to note the identity of students
who leave the room, and the duration of their absence.

e Students who leave the assessment environment without permission, without an
escort or otherwise unsupervised, may be determined to have completed the
assessment. Ifitis determined that the assessmentis complete, the invigilators will
secure the assessment materials and submit the completed assessment material
to the course instructor.

e Students who become ill during the assessment may take a short break outside the
room but should be accompanied by an invigilator where possible.

e Students are not permitted to take any course materials, study aids or electronic
telecommunication devices with them during a break.

e Students who begin an assessment and become too ill to continue with the
assessment will be considered absent. All assessment materials on which the
student may have written will be collected by an invigilator. General undergraduate
or graduate academic regulations (see relevant section of the University Calendar)
related to missed assessments or deferred examinations will then apply, and the
student should seek medical documentation. The name of the impacted students
should be noted by the invigilators, who should ensure that all assessment
materials are provided to the course instructor.

Academic Misconduct:.



e If, inthe invigilator’s opinion, a student has likely engaged in behaviour that could
reasonably be considered cheating, the student should be permitted to finish the
assessment. However, any aids or items deemed inappropriate and/or unauthorized
should be confiscated immediately. Additionally, appropriate adjustments can be
made to seating, at the discretion of the invigilator, to ensure the integrity of the
assessment.

PROCEDURES

Administration of In-person Invigilated Assessments:

e In cases where assessments for a number of courses are being written in the same
venue, it is recommended that assessment materials should be distributed in a
manner which ensures that students in adjacent rows are writing different
assessments.

e Tothe extentthatitis reasonable to do so, invigilators should conduct a check of
nearby washrooms prior to the start of the assessment to ensure that no notes or
other aids are concealed anywhere within.

e Invigilators may have a “seating plan” which assigns a specific seat to each student
during the assessment. Where possible, this seating plan should be communicated
to students prior to the assessment, but is subject to change at the discretion of the
invigilator.

e One or more of the invigilators should circulate frequently throughout the
assessment room. Invigilators must move in a quiet manner so as not to disturb the
students.

e Students who complete the assessment prior to the expiration of the allotted time
must submit their assessment materials directly to an invigilator before leaving the
room.

e At the end of the assessment, students must be informed that the assessment time
has ended and told to stop writing. All remaining students must then stay seated
until all students’ assessment materials have been collected by the invigilators.

e Once aninvigilator has informed the remaining students that they are permitted to
leave the assessment room, they must do so immediately after collecting any
personal belongings. Students should not attempt to engage the invigilators in
conversation.



When the assessment is over, invigilators should confirm that the number of
assessment materials collected matches the number of students in attendance.

Timing:

Students are encouraged to arrive at their scheduled assessment environment 20
minutes prior to the scheduled start time, or as soon as possible if a student has
another academic commitment (such as a lecture, a lab or another assessment)
immediately prior to the assessment.

Students will be permitted to enter the assessment room no more than 10 minutes
prior to the scheduled start time.

The Late Arrival Window for a final assessment is 30 minutes following the start of
the assessment. For all other assessments, the Late Arrival Window is 10 minutes
following the start of the assessment.

Students who arrive at the assessment room within the Late Arrival Window will be
allowed to start the assessment; however, they will not be granted extra time.

The invigilators should determine an appropriate period of time during the final
minutes of the assessment during which students will not be permitted to leave the
room; this should be announced prior to the start of the assessment. It is
recommended that this period constitute the final 15 minutes for assessments
longer than one hour and the final 10 minutes for shorter assessments, although
considerations such as the number of students present and the layout of the
assessment room may be taken into consideration by the invigilators. Where
possible, instructors who are not participating in the invigilation of an assessmentin
their course should nonetheless be present in the assessment room during the Late
Arrival Window in case questions arise. These instructors should then remain
available to invigilators, such as by e-mail or phone, for the remainder of the
assessment.

Breaks and illnesses:

Where possible, students who leave the assessment room temporarily should be
escorted by an invigilator.

Students who leave the room during the assessment should make every effort to
minimise the disruption caused to the students who are still writing.

Students are not permitted to congregate outside the assessment room.



Academic Misconduct:

In suspected cases of academic misconduct (cheating) during an assessment,
every attempt should be made to have a second invigilator observe the student(s)
involved.

The relevant submissions of the student(s) deemed likely to have been involved in
academic misconduct should be identified by the invigilator and set aside for
processing.

At the first opportunity following the conclusion of the assessment, each invigilator
who witnessed the act of academic misconduct should complete an incident report
which contains, at a minimum, the identity of the student alleged to have engaged in
the act of academic dishonesty, the behaviours witnessed by the invigilator, course
information, and the date, time and location of the assessment. This report should
be submitted to both the course instructor and the head of the academic unit.



