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Exams at City University: a short guide for students
On most courses, exams play an important role in the assessment process. The exams arrangements and regulations can be somewhat complicated, so we hope that you find the following notes helpful.
We strongly advise all students to read the exam related information on our website www.city.ac.uk/exams before taking any exams. What follows is only a summary of the information contained on our website.
It is particularly important that you are aware of your responsibilities as a student, including:
· To be familiar with City University’s exam regulations. 

· To ensure that you have registered for your exams, if this is required by your department.
· To find out the date, time and location of your exams.
· To bring your student ID card with you to all exams.

· To arrive in plenty of time (at least 20 minutes before) to check which seat number you have been allocated on the seating plans (posted outside the examination venue). Reading time always begins 10 minutes before the actual exam start time.
When are the exams?
The main University exam periods in 2011 are:

4th – 7th January 2011
18th April – 13th May 2011
15th – 25th August 2011 (Resit period)

Some departments hold exams outside the above periods, please consult programme handbooks.

The Exam Timetable 
The exam timetable is published on our website www.city.ac.uk/exams.  A hardcopy is available on the notice board outside room A128.  
Please note that the Exams Office is not able to confirm specific dates and times over the phone. All students must check the times of their exams themselves. 
Exam Anxiety Support
Exams - and preparing for exams – can be stressful. Many students feel the pressure intensely and have difficulty working well and doing themselves justice.
City University's Counselling Services offers support to students affected by exam anxieties. To arrange a time, please contact Counselling Services: Tel 020 7040 8094, email: coun@city.ac.uk. 

Special Exam arrangements
If you have a disability, an injury, a medical condition, or a learning difficulty such as dyslexia, special exam provisions may be available for you. In order to apply for such requirements, you must register with Learning Success who will recommend your examination provisions.  Please do this as soon as you can to ensure arrangements can be made in time.  
To make an appointment to arrange Special Examination arrangements please contact Learning Success who are based in the Student Centre.  Contact 020 7040 0246 or email: disability@city.ac.uk.
Your results

Your exam results will be sent out by your department, not the Exams Office. The Exams Office is not able to advise you about your results or confirming when your results are sent out.
Examination offences
Failure to abide by the Examination Instructions to City Students and Senate Regulation 11 will constitute an examination offence and will be dealt with in accordance with Academic Misconduct (C2.6 26) and/or Senate Regulation 13.  A candidate will be liable to Disciplinary Proceedings (C2.6 26) for irregular conduct relating to an examination including:
(i)
consulting or having access to unauthorised material such as books, electronic devices, and notes during an examination unless their use is authorised for the particular examination.

(ii)
aiding or attempting to aid another candidate during an examination.

(iii)
obtaining or attempting to obtain aid from another candidate during an examination.

(iv)
attempting to read the work of another candidate.

(v)
the removal of examination stationary from the examination room (exam papers may only be removed if authorisation is given by the head invigilator).

(vi)
indiscipline or causing a disturbance during an examination.

(vii)
plagiarism.

(viii)
impersonation.

(ix)
any deed (verbal or physical) deemed inappropriate or considered as an examination offence by an invigilator.
Please note that you are not permitted to take any personal belongings (other than those needed for an examination) with you to your desk. 
Possession of a mobile phone or any electronic device is strictly prohibited whilst you are sitting an examination.
If you have a mobile phone or electronic device with you, it must be switched off and placed in your coat/bag. Even if the mobile etc. is switched off you cannot keep it on your person.  If you do not want to leave your mobile phone in your bag you may place it under your desk at your own risk. If a mobile phone or other unauthorised material is found on your person during an exam, it will be confiscated and submitted to your department for checking.

If dictionaries are allowed in a particular examination, this does not include electronic dictionaries. 

Students are only permitted to use a completely clear plastic bag or clear case (with no writing in any area) to contain their stationery.
Please see the complete Examination Instructions to City Students for more information.
Calculators

The only permitted calculators for use in exams are the Casio FX-83 or FX-85 MS/ES/GT 
If you arrive with any other model you will not be allowed to use it in your examination. No exceptions will be made, even if your calculator is of a lower specification. The University is not able to lend calculators. Permitted calculators can be purchased for under £10 from the Student Union Shop or other national retailers.
Good luck with your exams! If you have any queries about exams, please contact us.
The Exams Office is located in room E102 in the Drysdale building; you can email us at exams@city.ac.uk.
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