
 

1 of 4 
 

Guidelines for examinations at Østfold University College adopted by the 
Director of Academic Affairs on 29 March 2017 
 
 
Guidelines for the responsible lecturer(s) 
 
1. By 'responsible lecturer(s)' is meant the person(s) who has/have chief responsibility for 

individual courses. 
 

2. The responsible lecturer prepares a proposal for an examination assignment and obtains 
feedback from an examiner. The final examination assignment must be sent to the person 
responsible for the examination no later than one week before the examination date.  
 

3. The responsible lecturer ensures that it is stated on the examination assignment which aids 
are permitted. 
 

4. The responsible lecturer must be available during the examination. The responsible lecturer 
must be available to answer questions from candidates during the first hour of the 
examination. If it is not possible for the responsible lecturer to be present during the 
examination, he/she must arrange for a substitute. Information about this must be given to the 
person responsible for the examination. 
 

5. The responsible lecturer must be careful about providing additional information during the 
examination. Information that may be relevant for all the examination candidates must be 
given to all of them. 
 

6. The responsible lecturer is, together with the examiner, responsible for ensuring that the 
answer papers are graded and that signed assessment records are submitted to the person 
responsible for the examination within three weeks. 
 

7. The answer papers are returned to the person responsible for the examination at the deadline 
for appeals, which expires three weeks after the grades have been announced. 

 

 
Guidelines for candidates in connection with supervised written examinations 
 
1. The candidates must be at the examination venue no later than 15 minutes before the 

examination begins. For digital examinations, the candidates must be at the examination 
venue no later than 30 minutes before the examination begins. If a candidate is too late, 
he/she may not be permitted to take the examination. In special cases, candidates who arrive 
late can be permitted to enter the examination venue up to 30 minutes after the examination 
has started. 
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2. The candidates must present a valid student ID or other photo ID and sign the attendance list. 
Students who have not paid the semester fee (the Student Welfare Organisation fee) are not 
permitted to sit examinations. 

 
3. Once the candidates have signed the attendance list, they cannot leave the examination venue 

without the permission of an invigilator. 
 
4. Candidates must place bags and jackets etc. in the designated area when entering the 

examination venue. Mobile phones, smart watches, electronic storage devices and other 
communication devices must be turned off and be unavailable for use by the candidates 
during the examination. 

 
5. The candidates can only leave the examination venue if accompanied by an invigilator. 

Candidates are not permitted to leave the venue during the first 30 minutes of the 
examination. 

 
6. Candidates must not have other aids at their disposal than those permitted during the 

examination. Access to non-authorised aids is considered as cheating. The candidate 
him/herself is responsible for bringing the permitted aids to the examination unless otherwise 
stated. Candidates are not permitted to borrow aids from other candidates.  

 
7. All forms of communication between the candidates is prohibited during the examination. 
 
8. If a candidate has any questions, he or she must contact an invigilator. 
 
9. A lecturer will be available during the first hour of the examination to clarify any ambiguities in 

the question paper text. 
 
10. For digital examinations based on the use of the candidates' own laptops, candidates must 

bring their own laptop and power cable. Candidates are responsible for downloading the 
necessary software before arriving at the examination venue. 

 
11. For digital examinations based on the use of the candidates' own laptops, candidates who 

need to borrow a computer must have registered this by the stipulated deadline.  
 
12. The candidates have the allotted time at their disposal, plus up to 15 minutes to complete the 

answer paper. When the total allotted time is over, the candidate must have numbered, sorted 
and entered his/her candidate number on the sheets so that the answer paper is ready for 
submission. It is deemed to constitute cheating if a candidate continues to work on the answer 
paper after the allotted time has expired.  

 
13. Candidates must not leave the examination venue until the answer paper has been controlled 

and approved by the head invigilator. 
 
14. As a rule, drafts cannot be handed in as part of an answer paper. In exceptional cases, the 

examiners can decide whether a draft can be accepted as an answer paper.  
 
15. Candidates who choose to discontinue an examination without submitting the answer paper 

must return the question paper and all material handed out. The candidate will be registered 
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as having withdrawn during the examination and will consequently be deemed to have made 
one attempt at the examination in question. 

 
16. Candidates who cannot attend or complete the examination due to illness must submit a 

medical certificate one week after the examination date at the latest. Undocumented sickness 
absence counts as one examination attempt. 

 
17. Candidates who become ill during the examination must choose whether to withdraw or 

submit the answer paper for grading. A medical certificate must be submitted within one week 
of the examination date. 

 
Guidelines for invigilators 
 
1. Invigilators are obliged to familiarise themselves with the applicable examination guidelines.  
 
2. Invigilators are responsible for ensuring that the university college’s provisions for the 

execution of examinations are complied with.  
 
3. The invigilators have a duty of secrecy pursuant to the Public Administration Act about all 

matters pertaining to the examination. 
 
4. The person responsible for the examination must immediately be informed of any 

irregularities that take place during the examination.   
 
5. There must be one head invigilator with chief responsibility present in each examination 

venue. As a rule, there must be two invigilators present in the venue. 
 
6. The invigilators must be at the examination venue no later than 30 minutes before the 

examination begins. If invigilators wish to switch examination venues, the person responsible 
for the examination must be consulted. 

 
7. The invigilators are responsible for making the candidates aware of the examination 

information provided to the candidates. 
 
8. The invigilators are responsible for ensuring orderly conduct in the examination venue.  
 
9. The invigilators must check that the candidates have a valid student ID (or other valid photo 

ID) when they sign the attendance list. 
 
10. Candidates are not allowed to borrow aids from each other. Bags and jackets etc. must be 

placed in the designated area before the examination begins. 
 
11. The invigilators are responsible for handing out draft paper and answer sheets. Candidates are 

only permitted to use the paper that is handed out. 
 
12. The invigilators must contact the person responsible for the examination if candidates arrive 

after the examination has begun. The person responsible for the examination will decide 
whether the candidate will be allowed to take the examination. 
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13. Reading and other activities unrelated to the invigilators' duties are not permitted. The 
invigilators must keep order in the venue, not make any unnecessary noise and must avoid 
unnecessary conversation with each other. The invigilators are not permitted to eat in the 
examination venue.  

 
14. The invigilators must not accompany more than one candidate out of the venue at a time. The 

invigilators can talk to the candidate if the candidate so wishes. The invigilators will tell the 
candidates which toilets may be used. 

 
15. One of the invigilators must announce when there is one hour left and when there are 15 

minutes left of the allotted time. Candidates must also be informed that the answer paper 
must be ready for submission once the allocated time is out. 

 
 

16. Candidates must not leave the examination venue until the answer paper has been controlled 
on submission. The invigilator controls: 

- that the candidate number and ID are in agreement with the attendance list 
- that the answer paper consists of the number of sheets specified by the candidate 
- that each sheet is numbered and that the correct candidate number has been 

entered on each sheet 
 
17. Once answer papers have been submitted, they must not be returned to the candidates.  
 
18. The head invigilator is responsible for overseeing that all answer papers and other materials 

are returned to the person responsible for the examination after the examination has ended. 
The answer papers must be sorted by candidate number.  

 
19. If candidates become ill or withdraw from the examination, the head invigilator must mark this 

on the attendance list 


