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College of Applied Medical Science

VICE DEANSHIP OF ACADEMIC AFFAIR

Assessment and Measurement Unit for exams affair

faculty member Guide for Final exam

e when writing the questions:

O

O

O

Question paper has certain qualities in its form (It
includes university name, college name, university logo,
clear instructions for the exam, clear and correct
language, and obvious electronic print).

Questions must vary to cover all aspects of the learning
process (knowledge and cognitive learning domains).

The exam materials must reveal the expected learning
outcome and to be related with what has been taught.

e Before exam

O

A faculty member should provide a standby copy of the
guestion papers two days before the starting of final exams
which will be used only in case of emergency.

All teachers living in Al-majmaah should provide the
questions’ papers 30 minutes before the start of exam to
the exams' committee.

Teachers who live outside Al-majmaah should submit the
guestions one day before the exam.

Duration of exam

O

O

Teachers should be available in the college during the
exams of the courses they teach.

The course teacher can come to the exam room after half an hour
of the beginning of the courses they teach

e After exam

O

O

Immediately at the end of the exam, the teacher must
take the answer sheets from the exam committee.
Answer papers are corrected according to a key-answer
that shows the distribution of marks.
Answer sheets are reviewed by another faculty member
in the same department to ensure that all answers are
corrected, marks are put according to the key-answer,
and the sum of marks is correct.
Marks are inserted through online academic portal, pay
attention for:
= Deprive students by changing "student position"
from regular to deprived.
= Fix zero for final exam result for regular students
who did not attend the final exam, keeping the
mark of works during the term as it is.
= Final results must be reviewed, checked, and
signed by the teacher then all the answer sheets,
grade sheets and edugate mark list should be
submitted to the committee within two days from
the exam.
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