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6.1 PRINCIPLES 
The University seeks to ensure that assessment processes are conducted properly, efficiently, and 

with transparency, and offer reasonable conditions under which the assessed work can be undertaken. 

Assessment, in design and implementation, must be accessible to all students. 

Clear information must be provided to students about the format and requirements of assessments, 

and the assessment criteria and standards which apply. 

University examinations seek to create reasonable conditions. The provision of examination papers in a 

standard layout, accessible formats and free from errors, the accurate registration of students for 

examinations, the efficient administration of examination halls and alternative rooms as appropriate for 

in-person examinations, and a familiar, self-regulated environment for online examinations are 

important factors in providing reasonable conditions for an examination.  

In-class tests or other School-based examinations should provide similar reasonable conditions as laid 

down by the University Board for Teaching, Learning and Student Experience.  

For coursework of any kind, the Module Convenor, in consultation, where appropriate, with the 

Programme Director, should ensure that the conditions, facilities and time appropriate to the 

assessment task are reasonably available to the students.   

Equally, students have an obligation to ensure that their work is properly presented.  To be properly 

presented, work must be in an appropriate form and submitted in due time. University examinations 

normally guarantee this, as too should in-class tests administered at departmental/School level. For 

coursework of any kind, the Module Convenor is required to provide students with information as to the 

required form and the submission deadline for each piece of work. The Programme Director should 

seek to ensure a reasonable distribution of workload with respect to coursework across the 

programme. (see Assessment Handbook, section 5.4) 

https://www.reading.ac.uk/cqsd/-/media/project/functions/cqsd/documents/qap/5-assessment-regimes.pdf
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6.2 CONFIRMATION OF MODULE 
ASSESSMENT DETAILS, STUDENTS’ 
MODULE REGISTRATIONS, AND 
FINALISTS 

The Exams and Graduation Office, Support Centres, Programme Administration Teams and 

other relevant colleagues will ensure that students are enrolled on the correct modules and 

assessments, and their records accurately reflect the expected date of completion of the 

programme and graduation. 

6.3 STUDENTS’ AWARENESS OF 
ASSESSMENT CRITERIA 

6.3.1 For generic marking criteria at undergraduate level, please refer to the Assessment Handbook, 

section 10 , Annex 1.  The generic marking criteria given relate to Level 6; marking criteria for 

Levels 3-5 should be derived from the Level 6 criteria, by Schools, with appropriate adjustment 

in respect of Level and discipline.  For modules at Level 7, please refer to Assessment 

Handbook, section 10, Annexes 1 and 2. 

6.3.2 To support students’  learning and promote their awareness of the knowledge, skills and 

understanding they are developing, students should be informed, and periodically reminded, of 

the programme learning outcomes of their degree; the module learning outcomes of the 

modules they are taking should also be drawn to their attention.  

6.3.3 Detailed assessment criteria for each assessment are derived from the generic marking criteria 

for modules at Level  3-6 and for modules at Level 7 which are set out in the Assessment 

Handbook, section 10, Annexes 1 and 2.  Schools often develop School- or discipline-specific 

generic assessment criteria, which provide the basis for  more detailed task-specific criteria for 

types of, or individual, assessments tasks.  For guidance on assessment criteria and their 

incorporation into rubrics and assignment briefs, see Section 6.4.1 and the following guidance: 

Developing and using assessment criteria and rubrics 

Inclusive and accessible assignment briefs 

6.3.4 To support students’ learning, to enable their engagement with, and success in, assessment 

tasks and for the sake of transparency, detailed assessment criteria for each specific piece of 

work should be published as part of the assignment brief on Blackboard or Canvas.  The Module 

Convenor and lecturers should also discuss the assessment criteria with students at the 

beginning of the module and/or when the work is being set.  Detailed assessment criteria which 

are made known beforehand help students direct their learning and support the teaching and 

learning process. It is important that students are informed of the assessment criteria which 

are relevant to the work which they are undertaking; and, where distinct criteria apply to 

different pieces of work, the relevant criteria should be clearly stated. 

6.3.5 Schools should seek to enhance students’ awareness of, and engagement with, the 

programme and module learning outcomes and assessment criteria which underpin their 

degree, and to promote their understanding of those qualities which are valued. Schools should 

consider how this might best be achieved in respect of their students. Experience suggests 

that an activity or exercise which requires students to engage critically with assessment criteria 

is more effective than providing a written explanation or discussing the criteria in a lecture. 

6.3.6 The University provides guidance on the use of the criteria in the Assessment Handbook, 

section 12 (Providing students with feedback on their work). 

https://www.reading.ac.uk/cqsd/-/media/project/functions/cqsd/documents/ade/tandl-resources/prp-assessment-criteria-and-rubrics.pdf
https://www.reading.ac.uk/cqsd/-/media/project/functions/cqsd/documents/ade/tandl-resources/prp-inclusive-and-accessible-assignment-briefs.pdf
https://www.reading.ac.uk/cqsd/-/media/project/functions/cqsd/documents/feedbackonstudentperformance.pdf?la=en&hash=52AFCDAAC301D2BB65CF3D651C16D630
https://www.reading.ac.uk/cqsd/-/media/project/functions/cqsd/documents/feedbackonstudentperformance.pdf?la=en&hash=52AFCDAAC301D2BB65CF3D651C16D630
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6.4 COURSEWORK 

6.4.1 Assignment Briefs and communicating with 
students about coursework 

Schools/Departments are required at the beginning of a module to provide students with advance 

notice of the requirements for each piece of coursework for the module, including, as a minimum, its 

form, length, assessment criteria, submission deadline, the date for its return with feedback, and 

transparency around the use of GenAI.  

For particularly substantial pieces of coursework, advance notice should normally be given at the 

beginning of the Part or the Session.  

The information noted above should be included in an Assignment Brief, with these being made 

available to students in the ‘Assessment’ section of the relevant course on Blackboard/Canvas, as a 

standalone item. When drafting Assignment Briefs, Schools/Departments should: 

• Use a template for consistency and refer to CQSD-ADE guide on Assignment Briefs; 

• include contextualised assessment criteria. The University’s generic criteria are available in 

Assessment Handbook Section 10, Annex 1 and 2; 

• use a rubric for suitable assignments, where appropriate (guidance on the use of rubrics, 

including assessment types for which they would be expected, can be found in the CQSD-ADE 

guide on Developing and using Assessment Criteria and Rubrics); 

• ensure alignment with the student-facing How to interpret my assignment brief Study Advice 

video guide. 

Assignment Briefs should be supported by appropriate opportunities for students to engage with and 

clarify expectations. This is particularly important in the early stages of the programme to support 

transition into Higher Education, and/or when students encounter an unfamiliar task.  

The language and terminology used when communicating with students about coursework should be 

consistent and clear. A student-facing Glossary of terms used in Assessment is available on the 

Essentials website and should be followed in the creation of Assignment Briefs, Assessment Criteria, 

and Rubrics. 

6.4.2 Deadlines and submission of coursework 
As indicated in Assessment Handbook, section 5.5, Schools should seek to ensure a reasonable 

distribution of workload with respect to coursework across the programme. Where feasible, a 

coursework calendar should be provided for students. 

Schools and Programme Areas will give full consideration to the timing of deadlines. Deadlines should 

specify a date, time and time zone; for example, Wednesday 4 December 2024 at 12 noon (UK time). A 

deadline normally should fall on a working day between 10.00am and 4.00pm and should not fall within 

the two working days succeeding a closure period of two or more working days. (For the dates of the 

University closure days, please refer to University closure days.)  If an amended deadline is issued, owing 

to a systems failure, the amended deadline may fall within this normally prohibited period (i.e. if the 

original deadline is disrupted by a systems failure the amended deadline may be set within the two days 

succeeding closure period of two or more working days). Coursework should normally be submitted 

online. Guidance for Schools on electronic submission of work is given in section 6.4.5 below. 

Schools, in liaison with Programme Administration Teams, may make alternative arrangements for 

submission of coursework where it is not practical for it to be submitted online. The security of the 

submitted work must be ensured and procedures must be in place to distinguish between work 

submitted before and work submitted after the deadline. 

https://www.reading.ac.uk/cqsd/-/media/project/functions/cqsd/documents/ade/tandl-resources/prp-inclusive-and-accessible-assignment-briefs.pd
https://www.reading.ac.uk/cqsd/-/media/project/functions/cqsd/documents/qap/10-marking-withannexes.pdf?la=en&hash=B4E8E4E6886D0E81779AC9B66D1E0138
https://www.reading.ac.uk/cqsd/-/media/project/functions/cqsd/documents/ade/tandl-resources/prp-assessment-criteria-and-rubrics.pdf
https://libguides.reading.ac.uk/assessment
https://www.reading.ac.uk/essentials/The-Important-Stuff/Assessment-Policies-Guide
https://www.reading.ac.uk/about/#show-more-d0f498c2-34f6-4844-b910-51d2b4e381f7
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Section 6.4.9 below outlines the procedures in relation to over-length coursework. 

6.4.3 Editorial and proof-reading services 
Students are not permitted to use another person (‘third party’) to proof-read or edit their assessed 

work, whether a friend, family member, classmate, or a professional or paid proof-reading or editorial 

service (except, in the case of Higher Degree by Research students, where third-party proof-reading is 

undertaken during the publication process for part of the thesis). The use of a third-party proof-reader 

or editor is an offence under the University’s Academic integrity and misconduct regulations  

Students should therefore not use a third party to: 

• systematically identify and correct mistakes within their assessed work 

• substantially edit the expression and/or content of their assessed work 

If students are concerned about or wish to improve their written English, they are encouraged to: 

• Discuss their writing skills with their Academic Tutor or other member of School staff 

• Consult Study Advice (www.reading.ac.uk/library/study-advice), who are happy to advise on 

writing skills and improving the clarity and accuracy of writing 

• Consult the Academic English Programme (www.reading.ac.uk/isli/academic-english-

programme), which provides academic language and communication skills support to 

international students 

Where academic staff provide feedback on a draft dissertation or other formative work, they may 

comment on the use of English and, as appropriate, offer local examples of how the work might be 

edited or spelling, punctuation and grammar corrected. This should be for the purpose of guiding and 

educating the student and should not extend to comprehensive editing/proof-reading.  

For further guidance, academic staff should contact their Associate Pro-Vice Chancellor (Education & 

Student Experience) in the first instance.  

6.4.4 Statement of original authorship 
When submitting a major piece of coursework (normally a piece worth more than 10% of the total 

credits for a module), students are required to confirm that the work is their own. 

It is good practice in respect of any coursework to require that students confirm that the work is their 

own. 

The minimum information to be included in the statement of original authorship is: 

(i) the University’s definition of plagiarism: 

‘For the purposes of [the academic misconduct] regulations, plagiarism is defined as the 

fraudulent representation of another’s work as one’s own. This applies whatever the source of 

the material (for example, a published source, the web, or the work of another), whether the 

material is copied word for word or paraphrased, and whatever the extent of the material used. 

Wilful and deliberate disregard for good academic practice in respect of attribution of material 

will be construed as plagiarism.’ 

(ii) the following statement (or a statement closely modelled on the following): 

‘I certify that this is my own work and that use of material from other sources has been properly 

and fully acknowledged in the text. I have read the University’s definition of plagiarism and the 

department’s advice on good academic practice. I understand that the consequence of 

committing plagiarism, if proven and in the absence of mitigating circumstances may include 

failure in the Year or Part or removal from the membership of the University. 

http://www.reading.ac.uk/cqsd/-/media/project/functions/cqsd/documents/qap/9-academic-integrity-and-academic-misconduct-final.pdf
http://www.reading.ac.uk/library/study-advice
http://www.reading.ac.uk/isli/academic-english-programme
http://www.reading.ac.uk/isli/academic-english-programme


Assessment Handbook: Section 6  

©University of Reading 2026 Thursday 21 May 2026 Page 6 

I also certify that neither this piece of work, nor any part of it, has been submitted in connection 

with another assessment.’ 

In addition, students should state whether they have used AI in producing their submitted work by 

completing the following: 

“In submitting this work I can confirm that I [have/have not] used Generative AI Tools to prepare 
and complete my assignment.  

Where you have used Generative AI Tools to prepare and complete work, please one select the 

following statements: 

a. I acknowledge the use of <insert AI system(s) and link> to generate materials to support my 

research and understanding on the topic when drafting this assignment, but none of the 

outputs are included in the final version. 

 
b. I acknowledge the use of <insert AI system(s) and link> to generate materials that were 

included within my final assessment in modified form. I have taken responsibility to ensure 
that were generated materials are included, these have been referenced appropriately, in 
accordance with the requirements of the assignment brief.” 

Students should be made aware of the statement of original authorship and declaration on the use of AI 

when the piece of work is set (rather than only when it is submitted) so that they are mindful of 

academic integrity, good academic practice and the meaning and consequences of plagiarism before 

they embark on a piece of work.  Students should be particularly reminded of the importance of 

academic integrity when preparing major pieces of coursework. 

Programme Handbooks include a statement on academic integrity and academic misconduct.  

6.4.5 Guidance for Schools on electronic submission of 
work 

The University expectation is that, with a few exceptions related primarily to physical artefacts, all 

summative coursework will be submitted electronically.   Guidance on electronic submission and on the 

use of Turnitin are available at https://sites.reading.ac.uk/TEL-Support-Staff/Submission 

The work submitted by students should be in a format acceptable to the School. This should normally 

involve using only the software generally available to students on the programme(s) concerned. If 

specialist software is needed it must be specified and equity of access for students must be addressed. 

We recommend that normally only one format be specified. The typeface should not normally be 

smaller than 10pt. Where the work involves graphics, diagrams, equations or other features which may 

appear or print differently on different machines the work should be submitted in a format (e.g. pdf) 

which is not susceptible to these difficulties. The setters should ensure that students have access to 

the software for converting to the required format. 

Students are required to ensure their submitted work is virus-free and the file has not corrupted. The 

School should make arrangements to ensure that students who are registered with specific learning 

difficulties have the same consideration given to electronically submitted coursework as would be given 

to coursework submitted in hard copy. Students with specific learning difficulties will receive an 

electronic version of the notice, commonly referred to as an “electronic green sticker,” in the form of an 

image that can be inserted at the beginning of a document. 

Whichever method is selected, decisions are required about management of submissions, including 

whether the work is to be marked online or be printed for those not wanting to mark on-screen; 

management of any printed copies and management of anonymity – including distribution of work to 

markers and return of feedback to (correctly identified) students. Where marking is done online, the 

respective e-submission tools can be set-up to apply anonymity to submitted work. 
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The University requires that wherever practicable and appropriate, coursework should remain 

anonymous to the marker until marking has been completed. Students should be encouraged to help 

facilitate this requirement by removing any identifying features from submitted documents . 

Please refer to the Online submission protocols (Annex 2) for more detailed guidance on University 

policy in respect of e-submission. 

Technical problems 

If there is a technical issue that prevents e-submission at the time of a submission due date, students 

should: 

• Inform the Support Centre (using ‘Ask a Question’ in RISIS – attach a copy of your work, not a 

link to the file) AND 

• Contact the DTS Service Desk asking them to investigate the issue AND 

• Resubmit to Blackboard/Turnitin as soon as possible 

Return of Work 

The work may be returned electronically with feedback and a grade. This is managed for each module 

through the Grade Centre within Blackboard. Where feedback is in the form of an attached file this 

should be checked for viruses before being sent. Students access feedback and/or grades in 

Blackboard via the ‘My Grades’ feature or by re-opening the submission point where the work was 

originally submitted. Feedback and grades entered electronically are stored and can be accessed 

through Blackboard, and is made available for use by External Examiners. This stored data should be 

destroyed at the same time as paper copies would be destroyed. 

Intellectual Property  and Data Protection 

Students are advised of matters of Intellectual Property and Data Protection within the Student 

Contract and should refer to this for information. Details can be found at the following link: Your student 

contract | University of Reading. 

The students’ work is retained, most immediately, for use by External Examiners and, for a period of five 

years following the graduation of the final student in the relevant cohort. The means and organisation 

of the storage of the files should be such that the users can be sure that all copies are deleted when the 

appropriate time is reached. Where email is used for any handling of students’ work, senders should be 

aware of additional copies made and stored in “sent mail” folders, and these copies will also need to be 

destroyed at the time when paper copies would be destroyed, or before. 

6.4.6 Use of Turnitin in text matching online sources 
The Turnitin software can be used to produce a ‘similarity report’ on students’ written work as part of 

the submission process, where appropriate. The results produced in a similarity report do not detect 

plagiarism but can be used to assist in the detection of plagiarism alongside other mechanisms. A 

similarity report indicates where the system has identified matches with other online material known to 

the system. This can be in the form of another student’s work, websites or online articles and 

databases. A tutor will need to review the similarity report to investigate any matches that have been 

made and use their academic judgment to determine if they constitute plagiarism. Guidance on 

interpreting the similarity report can be found at: https://sites.reading.ac.uk/TEL-Support-

Staff/turnitin-a-staff-guide-to-interpreting-the-similarity-report/ 

 

It is strongly recommended that the disclaimer in (a) below be used and incorporated in all handbooks 

and that Schools and individual academics using the service follow the guidance described in (b) below. 

 

a) Disclaimer 

We recommend that the disclaimer below be included in all handbooks. 

https://www.reading.ac.uk/essentials/The-Important-Stuff/Charter-and-contract/Student-contract
https://www.reading.ac.uk/essentials/The-Important-Stuff/Charter-and-contract/Student-contract
https://sites.reading.ac.uk/TEL-Support-Staff/turnitin-a-staff-guide-to-interpreting-the-similarity-report/
https://sites.reading.ac.uk/TEL-Support-Staff/turnitin-a-staff-guide-to-interpreting-the-similarity-report/
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Plagiarism 

It is a requirement that all work that students submit is their own and is not copied from others, and 

that all quotations and sources are duly acknowledged. In doing a piece of work, students will, of 

course, use sources, and the University generally encourages students to discuss their work with 

others. The final writing of a piece of work should be the student’s, however, and to gain high marks 

students are expected to add value to material which they use. For details of this see the detailed 

advice about plagiarism. 

 

It occasionally happens that we receive work which appears to contain plagiarised material and, in 

common with other universities, the University of Reading subscribes to a service that 

electronically detects similarities in the text by comparing work received with that of other sources. 

Students agree that by taking their programme, all required work may be subject to submission for 

textual similarity review to this service for the detection of plagiarism. All submitted papers may be 

included as source documents in the system’s reference database solely for the purpose of 

detecting plagiarism of such papers in the future. Use of the service, which can assist in the 

identification of potential academic misconduct, shall be subject to such Terms and Conditions of 

Use as may be agreed between the Service and the University of Reading from time to time and 

posted on the Service’s and University’s websites. 

 

b) Guidance 

Schools and individual academics should use the following guidance when using the similarity report 

to assist in the detection of text that matches other sources: 

 

• For purposes of fairness and equal application, when the similarity report is being used to review 

a particular piece of work, it is recommended that all or a sample of students’ work for a module 

assessment should be reviewed, not simply that singled out as “suspect”. 

• The School should exercise its independent professional judgment in, and assume sole and 

exclusive responsibility for, determining the actual existence of plagiarism in a submitted paper, 

with the acknowledgement and understanding that the similarity reports are only tools for 

detecting textual similarities between compared works and do not determine conclusively the 

existence of plagiarism. The School should not disclose a similarity report, other than in 

anonymised form, to any person other than the student whose work is under review unless this 

is necessary in connection with academic misconduct procedures. 

• All papers submitted to the service may be retained in the source database and archived solely 

for the purposes of using such papers as source material to detect potential plagiarism of such 

papers in the future, for access by the instructor as an archive of submitted work, for peer 

review if the instructor enables such option, except as expressly authorised by students or 

instructors, and for purposes related to regulation and quality assurance. 

• Staff and students should receive appropriate advice on the use of the plagiarism detection 

service. 

• The School should use the current disclaimers (above). 

• The service should be made available to students to test their own work under agreed 

conditions. 

• Schools may wish to use other services or search engines (e.g. Google) in addition to Turnitin 

for the detection of plagiarism. 

 

For further advice on the use of Turnitin, please contact the Centre for Quality Support and 

Development: cqsd-tandl@reading.ac.uk. 

6.4.7 Penalties for late submission 

mailto:cqsd-tandl@reading.ac.uk
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The University policy on Penalties for late submission applies to all programmes except flexible post-

experience and apprenticeship programmes in Henley Business School.  The policy on Penalties for late 

submission for flexible post-experience and apprenticeship programmes in Henley Business School 

applies only to the programmes identified in the policy.  

 

Late work submitted for formative assessment 

Work submitted for formative assessment allows the student to benefit from feedback. Submitting 

such work late is discourteous and disrupts the plans staff will have made for provision of feedback. By 

submitting such work late, the student forfeits any right to feedback. In the case of late submission of 

formative work, it is entirely up to the member of staff to agree or not, and, if agreeable, to determine 

the time when such feedback will be given. 

6.4.8 Extensions for coursework 
The policy and procedures in relation to extensions for coursework can be found in the Assessment 

Adjustments policy.   

Extensions for flexible post-experience and apprenticeship programmes in Henley Business School are 

governed by the Policy on and procedures relating to exceptional circumstances for post-experience 

programmes in Henley Business School. 

Extensions may also be included among the reasonable adjustments for students with disabilities, as 

indicated in the Assessment Handbook, section 7.  

6.4.9 Procedures in relation to over-length coursework 
The University Board for Teaching and Learning has agreed the following procedures in respect of 

over-length coursework: 

Schools should consider in respect of any piece of work whether writing concisely within a word limit is 

one of the skills being tested; and, in the light of this consideration, they should specify in their 

requirements for coursework whether the specified length for a piece of work is an advisory guideline or 

a mandatory word limit.  

In the case of a guideline, the student may exceed the specified length without penalty.   

In the case of a mandatory word limit, a student should not benefit from submitting a piece of work 

which exceeds the specified length: a marker should not be obliged to read beyond the word limit and a 

mark based on the work up to the word limit should normally be awarded.  

6.4.10 Submission of amended coursework post-
deadline 

A student will not normally be allowed to submit amended coursework after the deadline when they 

have already submitted before the deadline, unless this has been permitted as part of the exceptional 

circumstances procedures. In other cases, the School Director of Teaching and Learning (SDTL) can 

allow such resubmissions only if the wrong work was submitted prior to the deadline, such as work for a 

different assessment. In such cases the usual late penalty will apply to the resubmitted work. It is a 

student’s responsibility to ensure that they submit the correct and complete version of their work by 

the stated deadline.  

6.4.10  Resubmission of work during a repeat year 

https://www.reading.ac.uk/cqsd/-/media/project/functions/cqsd/documents/qap/penaltiesforlatesubmission.pdf?la=en&hash=361710E916C93D1BBAD4B3A55A4B2F04
https://www.reading.ac.uk/cqsd/-/media/project/functions/cqsd/documents/qap/assessment-adjustments
https://www.reading.ac.uk/cqsd/-/media/project/functions/cqsd/documents/qap/assessment-adjustments
https://www.reading.ac.uk/cqsd/-/media/project/functions/cqsd/documents/qap/hbs-engagement-policy-extension-requests.pdf?la=en&hash=CC5EE87961988CE9EDD973C2B4E8C093
https://www.reading.ac.uk/cqsd/-/media/project/functions/cqsd/documents/qap/hbs-engagement-policy-extension-requests.pdf?la=en&hash=CC5EE87961988CE9EDD973C2B4E8C093
https://www.reading.ac.uk/cqsd/-/media/project/functions/cqsd/documents/qap/7-students-with-specific-needs.pdf?la=en&hash=6781B796329DBEDD23FBDDB50E5B5AF3
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Where assessments are similar across different years, Schools must inform repeat year students at the 

start of the module whether they are permitted to resubmit or reuse work from their previous 

completion of the assessment. 

6.5 EXAMINATIONS: GENERAL 

6.5.1 Setting university examination papers 
Internal Examiners are responsible for scrutinising and formally approving internally papers for 

University Examinations. External Examiners must be consulted on draft examination papers and be 

given an opportunity to comment sufficiently in advance of the submission deadline for draft 

examination papers to allow amendments to be made. 

All University Examination papers must be proof-read by at least two members of academic staff, 

including the person who had primary responsibility for drafting the paper.   

The format of University Examination papers must conform with the Guidelines for the Preparation of 

University Examination Papers, which is issued by the Examinations and Graduation Office and available 

to staff on request. Separate arrangements apply to flexible post-experience programmes in the 

Henley Business School, though the format of these Examination papers is broadly similar to that used 

by the rest of the University.  

Durations of examinations must comply with the Examination Scheduling Principles, found at 

https://www.reading.ac.uk/exams/policies-and-procedures 

The School/Departmental Assessment Lead submits examination papers to the Programme 

Administration Team (PAT) for formatting, the PAT then submits the final proofs of the papers to the 

University Examinations  and Graduation Office by a specified date, in accordance with the operational 

guidance issued annually by the Examinations and Graduation Office. Separate arrangements apply to 

flexible post-experience programmes in the Henley Business School, where examination papers are 

scrutinised by External Examiners but are not submitted to the University Examinations and Graduation 

Office.      

Examination papers are submitted at two points in the academic year—for Semester 1 exams and for 

Semester 2 and Resit exams.  Submission dates are published annually. 

Please see the section 6.7 below on Examinations and in-class tests held in Schools/Departments for 

further details relating to the setting and conduct of in-class tests. 

6.5.2 Timetables 
Exam scheduling 

The scheduling of  examinations will run in line with the Examination Scheduling Principles, found at 

https://www.reading.ac.uk/exams/policies-and-procedures 

Publication of timetable 
Following consultation on a draft timetable, a final version of the timetable for the semester will be 

circulated to School/Departmental Assessment Leads. 

It is not possible to make any changes to the timetable once the consultation deadline has passed and 

the timetable has been finalised.   

https://www.reading.ac.uk/exams/policies-and-procedures
https://www.reading.ac.uk/exams/policies-and-procedures
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The final version of the timetable also indicates whether the examination is online or in-person, and, if 

in-person, the main location.  (The various special arrangements venues are not shown, but are 

indicated on the students’ personal timetables.) 

Personal Timetables for students 

Personal timetables are provided to all students on their student portals. The personal timetable 

specifies the date, time, duration, mode (online/in-person), and, where appropriate, venue for each 

exam, together with the module/paper code and the title of the exam paper.  It also includes the 

candidate’s five digit examination number (anonymous marking number) which they are required to 

enter on each examination booklet used. 

When they access their personal timetable, students will be directed to the summary guide to 

examination procedures on the web.  

6.5.3 School/Departmental contacts 
Schools/Departments are required to ensure that a nominated member of academic staff with 

responsibility for the paper can be easily contactable for the duration of the exam.  Contact details 

should be provided to the Examinations and Graduation Office before the start of the exam period, and 

cover arrangements made if a member of staff knows in advance that they will be away. Where no 

details are provided and the SDTL cannot be contacted in a timely manner, candidates will be advised 

‘to answer the question as best as possible’ and an incident form placed in the script pack. 

6.6 INVIGILATION 
In-person University examinations shall be invigilated by a person appointed by the Examinations, and 

Graduation Office (or by local equivalents on overseas campuses). All invigilators are issued with 

training and guidelines/instructions. 

6.7 CONDUCT OF UNIVERSITY 
EXAMINATIONS 

6.7.1 Responsibilities of Senior Invigilators 
Senior Invigilators for an examination centre are responsible for the conduct of examinations held in the 

centre.  Senior Invigilators’ responsibilities include ensuring that exam rooms are properly prepared in 

advance of exams, that examinations start and finish at the appointed times, that examinations are 

properly invigilated, that correct procedures are followed in cases of suspected misconduct, and that 

scripts are collected at the end of the examination and dispatched to the nominated recipient.   Senior 

Invigilators are responsible for providing to the School, with the script, relevant information if the exam 

was held under abnormal conditions or was subject to special provisions. 

6.7.2 Instructions for candidates  
Candidates are issued with instructions on their conduct in an examination hall; the instructions are 

included in Examination arrangements: what you need to know, which is issued with candidates’ 

examination timetable. 

6.7.3 Prior to an examination 

https://www.reading.ac.uk/exams/guidance-for-students
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The question paper, answer books and any other special requirements will have already been placed on 

their desk.  Candidates may not write anything until the scheduled time for the paper to begin.  

Candidates must ensure that they have filled in the front of each answer book correctly before leaving 

the examination. Candidates must not open or read their question paper prior to the start of the exam.  

6.7.4 Evidence of identity 
Candidates are required to place their Campus Card or another form of photo ID (driver’s licence or 

passport) on the desk in written examinations for inspection by the Invigilator. Students who fail to 

provide proof of identity are required to complete a form which is forwarded to the Examinations and 

Graduation Office. 

6.7.5 Late entry and early departure from the 
examination room 

No candidate shall be permitted to enter the examination room more than half an hour after the 

beginning of the examination, and no candidate shall be permitted to leave the examination room until 

half an hour of the examination has elapsed.  Candidates are also not permitted to leave an examination 

in the last 10 minutes. 

6.7.6 Exclusion 
The Head of Examinations and Graduation, Examinations Operations Managers,  and the Senior 

Invigilator shall have the power to exclude from the examination room any candidate using unfair 

means in an examination and any candidate failing to conduct himself or herself with propriety in the 

examination room.  Security will be called if the candidate does not cooperate. 

6.7.7 Use of dictionaries in examinations 
Each examination centre has one English language dictionary available for candidates to consult on 

request.  If a School does not wish candidates to have access to this dictionary, it must state ‘no 

dictionaries permitted’ on the front of the examination paper. 

Candidates may only take a personal dictionary (in book format) into a University examination if 

permission has been given by the School responsible for the paper. Electronic dictionaries are not 

permitted. Where a School permits all candidates to use dictionaries (e.g. for a modern language 

translation paper), this should be indicated on the examination paper, together with details of the 

dictionaries specifically permitted or excluded. 

In the case of individual students who have been permitted the use of a personal dictionary, the School 

should provide the student with a letter stating that permission to use the dictionary has been granted.  

The student should display this letter on his/her desk throughout the examination.   

The letter of permission should contain the following information: 

• student name and course 

• brief details of the dictionary to be used (e.g. Collins French/English Dictionary) 

• the examinations in which the dictionary is permitted (e.g. all Part 2 Economics examinations) 

• the name of the School approving the use of the dictionary  

A School may not permit the use of a dictionary for examinations for which it is not responsible. 

6.7.8 Use of calculators in examinations 
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Schools must notify candidates in advance whether or not calculators may be used in an in-person 

examination. 

Where calculators are permitted, an appropriate model will be provided by the University for 

examinations that have specific requirements on calculator model, as advised by the School. No other 

model of calculator will be permitted in these examinations, nor will students’ own versions of these 

models.  

Where specific models are not required, students should continue to provide their own calculators, and 

must be informed as such by the School and the Examinations and Graduation Office.  

All examinations papers must therefore state one of the following phrases; 

1. Calculator provided CASIO FX-83GT CW (University-issued calculator only) 

2. Calculator provided CASIO FX-991CW  

3. Student-provided calculator permitted, except non-programmable communication-enabled or 

networked calculators 

4. Calculator not permitted 

Calculators being provided by the University for specific examinations will be listed for information, to 

ensure that students are able to familiarise themselves with a similar model if they wish, before the 

examination.   

6.7.9 Use of other materials in examinations 
Candidates must bring their own drawing instruments these might be required in an examination; 

candidates are permitted to use stencils for making diagrams or drawings of apparatus.  Specialist 

materials are provided by the University where required; candidates are not allowed to bring any other 

books or papers to the examination room except where specified by the Examiners. 

Candidates must normally write their answers in ink. 

6.7.10 Scrap paper 
Scrap paper is not provided in examination rooms (except in the case of students sitting in special 

arrangements venues).  Candidates are instructed to use the answer book for rough work and notes 

and to strike through such notes which are not intended to be considered by the Examiners.  

Candidates are not permitted to bring paper into the Examination Room for the purpose of making 

rough notes, and they risk academic misconduct procedures if they do so. 

6.7.11 Non-permitted items 
Candidates are not permitted to have on their person any of the following items: 

• Mobile phones or any other device 

• Ear pods/ear buds/headphones 

• Watches, of any kind 

• Coats/outdoor jackets/hats 

• Written notes (unless the exam allows this) 

Candidates with arrangements for specific needs may be exempted from these principles with prior 

agreement from the Exams Team.  
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6.8 EXAMINATIONS AND SUMMATIVE IN-
CLASS TESTS HELD IN 
SCHOOLS/DEPARTMENTS 

6.8.1 Where in-class tests are referred to in the Assessment Handbook and in other University 

policies and procedures, these refer to formal summative tests administered locally by 

Schools/Departments which contribute to the mark for the relevant module. In-class tests, 

where they are held, must take place before the assessment period for a module.   The 

following provisions in Section 6.7.24 apply to all in-class tests and to University examinations 

held in a School/Department. Online tests completed by students are governed by the same 

conventions as online exams. 

6.8.2 The University has identified a number of common processes and regulations which apply to  

in-class tests. Further details are provided in the relevant sections of the Assessment 

Handbook (Sections 7.4, 9, 10, 14 and 28) and other related University policies and procedures 

(Code of Practice on the External Examining of Taught Programmes, Policy on providing 

feedback to students on their performance, Policy on and procedures relating to exceptional 

circumstances). 

6.8.3 Responsibility for the organisation and administration associated with in-class tests lies with 

the School/Department with responsibility for the relevant module, supported by the Support 

Centres, and not with the Examinations and Graduation Office. 

6.8.4 Where examinations or in-class tests are held in a School/Department, the 

School/Department is required to ensure that the examinations or in-class tests are held under 

conditions which are closely comparable to those of University examinations. 

6.8.5 Examinations and in-class tests held in a School should be adequately invigilated.  It is 

recommended that in examinations/in-class tests where there are more than ten candidates, 

there should be more than one invigilator or a responsible person who could deputise for an 

invigilator in close proximity to the examination room.  Schools should ensure that invigilators 

have a clear understanding of their responsibilities. 

6.8.6 Schools should ensure that the seating arrangements in School examinations/in-class tests do 

not place candidates in such close proximity that a candidate would be able to read the script of 

a neighbouring candidate. 

6.8.7 Schools should remind students that they are not allowed to take into the examination/in-class 

test books or notes, or any device that permits communication with others or receipt of 

information. 

6.8.8 Schools should discourage students from visiting the toilet during School examinations/in-

class tests, should record all toilet visits, and should investigate cases which give rise to 

suspicion.    

6.8.9 Schools are required to make provision for anonymous marking for in-person in examinations 

held in the School and, wherever practicable and appropriate, for anonymous marking of in-

person in-class tests. 

6.8.10 Schools are required to ensure that students with special needs benefit from any special 

arrangements (such as the allowance of extra time) which have been agreed for written 

examinations. 

6.8.11 Schools should ensure that practical examinations are conducted as far as possible in 

accordance with the above guidance; where there is variance, it is essential that the 

arrangements do not compromise the integrity of the examination. 
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6.8.12 Schools are not permitted to request that students bring their own devices (e.g. laptops) to 

centrally-timetabled in-person exams, including when sat in a room arranged by the School, 

unless this is necessary to accommodate Professional, Statutory and Regulatory Body (PSRB) 

requirements. 

6.8.13 For School-organised in-class tests, Schools are asked to first seek approval from their 

Associate Pro-Vice Chancellor (Education & Student Experience) to implement ‘bring your own 

device’, ensuring that all factors, including availability and equity of equipment, insurance issues, 

Wi-Fi access and health & safety matters, have been discussed and considered. 

6.9 DISSERTATIONS FOR TAUGHT 
MASTERS PROGRAMMES 

Taught Masters dissertations will normally be submitted electronically.  

Since the copyright of a dissertation normally rests with the candidate, the Head of School concerned 

should be informed at the time of submission whether or not the candidate is willing for the dissertation 

to be made available for the benefit of others within the University and/or persons or bodies not 

necessarily connected with the University of Reading. 

 


