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Examination Guidelines for Students 

 

Students must make sure they are available for the examination times and locations to which they 
are assigned. 

 
The final examination schedule is centrally administered by Registry Services. Final examinations are held 
over a five-day period following the last day of classes in the Fall and Spring semesters (Week 14/15 of 
Fall and Spring). 
 
Final examinations are not held in the same timeslots as class sessions. The official exam period is published 
in advance in the official academic calendar. Although specific exam timings are also published by Registry 
Services in advance, the university reserves the right to make any necessary changes to the schedule. 
Students who make travel plans based on their personal exam schedule do so at their own risk. The 
examination timetable is posted on the Registry Services pages of the University Portal on 
https://my.richmond.ac.uk/registration/exams/default.aspx. If you have a query about the timing 
of a scheduled exam, please contact Registry Services who may refer the issue to Academic Progress 
Committee. 

 

In the 6-week summer session, final exams are held on the last day of week 6. In the 3-week summer 
session, final exams are held on the last day of Week 3. 

 
University mid-term assessments are held in Week 7 of the Fall and Spring semesters. In the 6-week 
summer session, mid-term assessments are held in Week 3. In the 3-week summer session, mid-term 
assessments are held in Week 2. 

 
Resit examinations take place on the weekend following Week 4 of the Fall and Spring Semesters. 

 
Examinations may be timetabled for any day falling within a semester, including Saturdays.  Examinations 
are normally scheduled in four time slots between 8.00 am and 9.00 pm, although they may be scheduled 
up to 10.00 pm where necessary. 
 
If you have approved special arrangements such as extra time, you will be invigilated in a separate 
room. Registry Services will email your personalised exam timetable to let you know about your 
arrangements. If you want to access your SEN arrangements, you must be in the separate room 
designated for that examination. If you choose to be examined with the main cohort, you may not access 
your special arrangements in that room. SEN students may not make their own arrangements with 
instructors, and may not use their own laptop computers to take exams.  
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On arrival at an exam room 
 You MUST be outside an exam room no later than fifteen minutes before an exam is due to start. 

This is to ensure that you hear any announcements which are made to students before the exam 
starts and to check that you are at the right room. 

 You are not allowed in the exam room until you have been permitted to enter by the Senior 
Invigilator. You must not go into the room if there is no invigilator present, even if it is unlocked.  

 If invigilators arrive to find you have entered the room, you will be asked to leave immediately and 
invigilators will ensure that all desks and chairs are checked carefully for any extraneous material 
before students are permitted to re-enter and the examination can begin. 

 You must enter an exam room in silence. The invigilator will tell you where to leave your bags 
and coats. Personal possessions should not be taken to exam desks and you may not take an 
examination wearing a coat, hat, scarf or gloves. 

 Mobile phones must be switched off when you enter the room, and left at the front or back of the 
room as appropriate. You should not have mobile phones, smart watch or similar electronic data 
storage or communication device with you during an exam. 

 Question papers and exam answer booklets will be laid out on the desks. The invigilators will 
tell you where to sit. You are not allowed to choose a desk yourself. 

 You must place your Richmond student ID with the photo facing up on the top right hand corner 
of your desk as soon as you enter the exam room and are seated. The card must remain on your 
desk throughout the examination. The invigilators will check your card during the examination. 
You may be asked to provide your full name to the invigilator so your Richmond Student ID can 
be checked independently.  

 You may have the following items ONLY on your desk during an examination: 
i. University ID card 
ii. A clear pencil case or clear plastic bag, containing pens, pencils, eraser, pencil sharpener and 

ruler 
iii. University- approved calculator (where identified on the examination paper) 
iv. small bottle of water  

v. Additional items identified as acceptable by the examiner and detailed on the front of the 
examination paper 

 Any additional material brought to the examination will be removed by the invigilators. 

 Calculators are not permitted in an exam unless identified on the examination cover sheet. Except 
when stated otherwise, you will not be permitted to use programmable calculators, which is a 
device capable of storing data or formulae. Mobile phones may NOT be used as calculators. You 
are not allowed to share a calculator with another student in an exam. 

 The Senior Invigilator will read out standard announcements at the beginning and end of the 
examination. You must listen carefully to these announcements. You may not start writing until 
you have been told by the Senior Invigilator that you can begin. 

 You may be allowed to enter the examination room up to 30 minutes after the start of an 
examination, provided that no other exam candidate has already left the room. You are allowed to 
enter late only with the Senior Invigilator’s permission. If you are allowed to enter late you must 
finish your examination at the scheduled time. 

 If you are more than 30 minutes late for the start of the exam you will NOT be allowed to enter the 
exam room and will be deemed to be absent from the exam. If you have a good reason for being 
late into an exam, you should submit an Academic Petition Form to re-sit the exam in the following 
semester. 
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During an exam 
 All exams must be written in the official examination answer booklets unless the format of the 

exam makes this impossible. Additional booklets will be supplied by the invigilators if required. 
You may not bring your own paper to your examination desk. All rough work including draft answer 
plans and calculations must be done in your exam booklets and then crossed out if you do not wish it 
to be marked. 

 You must NOT write your name anywhere on your answer booklets or any additional pages you 
use. You must use your Student ID number so your work can be marked anonymously. 

 You may not leave the examination room earlier than three-quarters of an hour (45 minutes) 
after the start of the examination except with the permission of the invigilator.  

 If you are you feel unwell during an examination and consider that you need to leave the room, you 
must inform an invigilator. You will only be permitted to return to the exam room if an invigilator 
has accompanied you during your absence.  

 If you decide not to return to the room because you feel too unwell, you must ensure that an 
invigilators is made aware so that the relevant details can be noted on the Examination Incident 
report.  

 If you think that your performance was affected by illness during an exam, you need to get 
appropriate documentary evidence and submit it to the Academic Progress Committee along with a 
petition form to take a re-site the exam in the following semester. 

 You must not talk to anyone except an invigilator during an examination. Silence must be maintained 
in the halls before, during and after examinations in order not to disturb other students under 
examination in nearby rooms.   

 You may not leave your seat during an examination without the invigilator’s express permission. If 
you need to ask the invigilator a question or request additional paper, raise your hand and wait for the 
invigilator to come over to your desk. Do not shout out to attract the invigilator's attention or leave 
your desk to speak to an invigilator. 

 If you finish early you must not leave the room before the invigilator has collected your script and 
told you that you can leave. 

 You may not leave during the last 15 minutes of an examination. This is so other students who may 
be concentrating on putting the finishing touches to their papers are not disturbed. 

 

At the end of an exam 
 When the invigilators announce the end of the exam, you must stop writing immediately. The only 

writing permitted after the exam has finished is to complete the front cover of your answer booklets 
or to write your student ID number on any supplementary answer booklets. 

 You must stay in your seat a nd  r e ma i n  s i l e n t  until everyone’s scripts have been collected 
and you have been given permission to leave by the invigilator. You must leave the exam room 
quietly as there may be exams going on in rooms nearby. 

 You are NOT permitted to remove any exam papers from the examination room. Extracting pages 
from official answer booklets is regarded as academic misconduct, as is removal of blank answer 
booklets from the examination room.  
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