 IMPORTANT INFORMATION FOR UNDERGRADUATE STUDENTS 

REGARDING FINAL EXAM PROCEDURAL CHANGES  
The University has recently approved several operational changes designed to improve academic integrity. These changes will take effect during the December 2004 final examination period for all undergraduate course exams that are scheduled by the Examinations Unit and held in rooms under their jurisdiction. Procedures for undergraduate students are as follows: 

1. The morning exam timeslot will become 9:00 a.m. to 12:00 p.m. This new time is being instituted because we recognize that the procedural changes described below will lengthen the sign-out process at the end of your exam. 

2. Verify your exam schedule by logging onto the portal at www.myconcordia.ca. 

3. Bring your student ID card to all exams. 

4. On entry to the exam room, it will be verified that your name appears on the roster of students assigned to write in that room. You will not be permitted entry to the room if your name is not on the roster. 

5. You will be assigned to a specific desk/seat location based on a number that you pick randomly from an envelope. That seat number will then be noted next to your name on the roster/sign-in sheet, and you will then proceed to the desk/seat that contains the matching number.

6. After the exam has started, the invigilator will verify your identity and have you sign-in on the roster. Your ID card will be collected and returned to you as part of the sign-out process. 

7. You will not be permitted to turn in your exam or leave the room during the last fifteen (15) minutes of the exam. 

8. When the exam time is finished, you must remain in your seat until the invigilator advises that you can approach the desk to hand in your materials. 

9. The invigilator will verify that you have filled in all the information required on the exam booklet, IBM answer sheet or the exam itself and note this on the roster/sign-in sheet next to your name. 

10. The invigilator will also note on the roster/sign-in sheet that your exam materials have been handed in. 

11. You will then sign-out. 

12. Your ID card will be returned to you and you will be permitted to leave the room. 

If you have any questions regarding these changes, please feel free to contact the Examinations Unit at (514) 848-2424 extension 2608 or 2609.
Examination Regulations

1. Examinations should be written in ink.

2. No materials such as: briefcases, textbooks, notes, books of tables, graphs, paper, electronic communication devices etc. should be taken into the examination room unless authorized by printed instructions on the examination paper.  All materials must be deposited at the front or rear of the examination room. Purses must be placed under the student’s chair.

3. No student shall be permitted to enter the examination room after the expiration of one hour, or to leave during the first hour of the examination.

4. This examination booklet must not be torn or mutilated in any way, and must not be taken from the examination room. No scrap paper is permitted. Any rough work can be done on the blank pages on the left hand side of the booklet.

5. Smoking, eating or drinking is not permitted during examinations.

6. Students are expected to comply with the instructions given by an invigilator during the examination.

7. Failure to observe these regulations may result in forfeiting the examination.

CAUTION

Cheating means any dishonest or deceptive practice relating to an examination, test of other evaluative exercise. It may include, but is not limited to:

A. possessing or making use during an examination of any non-authorized documents or materials (e.g., electronic communication device, book, paper, script, writing, drawing or other material or equipment not expressly authorized by those conducting the examination;

B. possessing a device allowing access to or use of any non-authorized documents or materials;

C. the use of another person's examination during an examination;

D. communicating with anyone other than an invigilator during an examination or the obtainment of any non-authorized assistance during an examination;

E. tearing or mutilating an examination booklet, inserting pages into a booklet, or taking a booklet from the examination room;

F. having another person write the examination;

G. attempting to do any of the above.

