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FINAL EXAM SUPERVISORY COMMITTEE 

 

 

Terms of Reference 
 

The ‘Final Exam Supervisory Committee’ has the responsibility of ensuring the 

integrity of final examination by providing a standard and fair practice of assessments, 

examinations, and invigilation. Specifically, the Final Exam Supervisory Committee has 

the following responsibilities: 

 

1. Participate in the development of the department’s Operational Plan, especially those 

goals and sub-goals that pertain to practices on final examinations and invigilation. 

 

2. Prepare final examination and make-up final examination schedule as approved by the 

Head of Department. Other department’s schedule should be taken into consideration in 

the finalization of the final exam timetable. Gathers students’ feedback before finalizing 

the Final Exam Timetable. 

 

3. Ensure that Final Examination papers are submitted prior to the examination date in 

accordance to policy. 

 

4. Ensure that there is ‘fair’ delegation of invigilation duties among staff with the 

following criteria: 

 

 Invigilation duty must be equally assigned among staff members in consideration 

of their other academic duties. 

 No member of staff should be asked to invigilate two consecutive sessions on any 

particular day, unless it is necessary. 

 Two invigilators (proctors) should be assigned to each group if the number of 

students in a section exceeds 15. 
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 Special requests from individual staff members ‘on swapping invigilation duties’ 

with valid reasons need to be considered favorably, using the ‘Invigilation Duty 

Swapping Form’. 

 

5. Assign hall monitors/coordinators who will regularly patrol the corridors to ensure 

smooth conduct of examination. These hall monitors will also deal with students who 

encounter difficulties once they started their examinations (e.g. falling sick, or need to 

use the bathroom). 

 

6. Require Invigilators to use the ‘Invigilator’s Report Form’ for cases such as use of 

unfair means, student falling sick, failure of services like electricity, air conditioning, 

computer systems, etc. 

  

7. Take responsibility on the security of the exam papers from the time these have been 

submitted to the Committee until the time these had been handed over to the concerned 

Course Coordinator for marking. 

 

8. Maintain a ‘Final Exam Supervisory’ File. 

 

9. Perform any other relevant responsibilities delegated by the Head of Department that 

would elevate the standards and quality of final exam supervision and invigilation in the 

department. 

 


