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Examination Policy 

1 Detecting Plagiarism and Collusion 

Before marking students coursework such as projects, group or individual assignments, faculty 

members must detect overall similarity of the submitted work including work of the other students. 

Since the amount of similarity in the submitted work doesn’t necessarily represent a potential 

offense of academic dishonesty, it is the responsibility of a faculty member to further investigate and 

determine if there is a proven case of plagiarism or not. In case there is any proven academic offence 

found, the faculty member is required to lodge a case of academic dishonesty by completing an 

academic impropriety report (AIR) and imposing the suitable academic penalties with immediate 

effect. Cases where a student doesn’t admit guilty, or involving in repeated offences will be dealt 

with by an Academic Impropriety Committee (AIC) formed by VP for Academic Affairs/Executive Vice 

President for Academic Affairs for further administrative actions. 

A. Coursework Assessment 

 Marking Coursework 

 The course lecturer uses the electronic sheet in excel for marking midterms, 

projects or assignments as shown in the Faculty Handbook, to ensure accuracy of 

calculation in the scores entered. 

 The course lecturer enters the marks scored for each question (or part of a 

question) on this sheet. 

 Course lecturer writes the marks in the margin provided for that purpose in the 

answer script of midterms. 

 The course lecturer is advised to mark one question at a time, not one paper at a 

time. This is to ensure consistency and accuracy of marking. 

 The course lecturer double checks the marks awarded for each question, and 

makes sure that all the parts of the question were scored. 

 Students Records Auditor (SRA) checks calculations and enters the total score in 

the section provided in the marking sheet in excel. 

 SRA calculates the total score again and matches it with the total score of the 

course lecturer. 

 All coursework is marked within one week of submission, course lecturers return 

coursework properly marked with helpful feedback and suggestions. 

 Sampling policy: 

1. Number of Samples: 

a. Course that have 25 students or less: 6 samples. 

b. Courses that have 26 to 35 students: 8 samples. 

c. Courses that have 36 students or more: 10 samples. 

2. Types of samples: 

a samples: 2 highest, 2 medium, 6 lowest 

b. 8 samples: 1 highest, 2 medium, 5 lowest 

c. 10 samples: 2 highest, 2 medium, 6 lowest 
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B. Marking Final Exams 

First Marking 

The following steps should be followed by the first marker 

1. Marking scheme is the only reference and should be followed by all counterparts 

2. Marking one question at a time for all students until finishing all questions 

3. The lecturer should not write over the students answer 

4. The lecturer should write the marks in the margin specified for that 

5. Marking comments should be written neatly to indicate how the marks are taken 

6. For calculation questions, make sure that early arithmetic errors should NOT have been 

highly penalized 

Second Marking 

 Internal Moderation is defined as: 

1. The initial (pre-issue) moderation of all summative assessments by an independent 

team member and 

2. The moderation of a sample (derived from a module/course as appropriate) by a 

second assessor to check that all elements of the assessment have been duly marked 

and graded and that the standards of assessment are appropriate. 

The comments and grades of the first assessor will be available to the second assessor. The second 

assessor is expected to make separate notes as evidence of the moderation process, to initial the 

feedback sheet of work from the moderated sample, and where appropriate, to provide additional 

written feedback to the Examination Board. 

A team of qualified moderators are initially selected by the relevant PM and approved by the Vice 

President of Academic Affairs (10 moderators for each campus). The Vice President of Academic 

Affairs will send the formal confirmation of the moderation date, time and venue. 

 Role of the Moderator 

The Moderator is to carry out quality assured second marking for the sample of the answer scripts 

by adhering to the followings: 

1. Compiling moderation planning document and checklist 

2. Acquiring the agreed % sample of completed assessments 

3. Ensuring marking scheme and model answers have been followed correctly 

4. Conducting the moderation and recording correct marks in the 2nd marking column 

provided for this purpose 

5. Completing post moderation report and submitting it by the due date 

 Moderation Sampling: 

 Sampling policy: 

1. Number of Samples: 

  a. Course that have 25 students or less: 6 samples. 

b. Courses that have 26 to 35 students: 8 samples. 
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c. Courses that have 36 students or more: 10 samples. 

2. Types of samples: 

a samples: 2 highest, 2 medium, 6 lowest 

b. 8 samples: 1 highest, 2 medium, 5 lowest 

c. 10 samples: 2 highest, 2 medium, 6 lowest 

 Standardization of Practice for Internal Moderator 

All moderators should adhere to the following instructions which are set for standardization purpose 

to ensure that moderators will be consistent in carrying out assigned moderation work and in their 

final judgment: 

1. Use Green pen to check and write brief comments in the answer booklets of the 

students or the marking sheet 

2. All comments should be written in the specified column(s) made for this purpose in the 

answer booklets and the marking sheet 

3. The "Internal Moderation Report" should be typed in using a computer 

4. Fill up all spaces allocated to write the semester, the date, the moderator name, 

signature, campus, title of the course…etc. (these should not be left blank) 

5. The scope of the moderation should be stated very clearly (example: Moderate the 

Final Exam of the "Business Ethics" / "Business Math" 

6. While giving feedback make sure that you must have checked the language accuracy 

(grammar, spelling, vocabulary etc.) of your report and the statements are clear and 

specific. 

7. While giving feedback, this must be constructive and positive with the emphasis and 

intention of continuous improvement and not criticism only 

8. For any marks marginal difference with the first assessor (i.e. less than 10%) of the 

moderated cases of the same course, the judgment is likely to agree with the first 

assessor; otherwise your judgment may differ and the case should be referred to the 

PM. 

9. The space allocated to select your judgment of whether to agree with the marks 

awarded by the first assessor or not, should always be filled up (actioned). 

10. Identify training needs of the assessor, and recommend opportunities for staff 

development through identifying relevant workshops/training 

 Auditing 

Students' records auditor (SRA) will audit each marking sheet for numerical errors, mistyping 

numbers. SRA will then write the final mark with his/her signature. 

 

C. Security of Examination Material 

In all aspects of security of examination, it is the course leader who is responsible for the integrity of 

the examination paper and for its security at all times. The following guidelines can be considered as 

a minimum: 



KIC POLICY DOCUMENT 
 

LAST APPROVED FOR INCLUSION IN KIC PPM 2019-20, Jan 2020 

a) Course leaders do not leave any examination material unattended at any time, this includes 

both hard and electronic copies of examination papers or related material 

b) When the course leader prepares a new exam paper, he/she does not make hard copies, 

and does not save it on hard disc. He/she makes only one copy on a storage media (flash 

memory) saved with a password. 

c) The final exam paper is printed or photocopied personally by the head of academic 

department/ Program leader on the morning of the day of the exam and not before. The 

number of photocopies is restricted to the number of candidates plus two. 

d) Students are asked to write their names on the front cover of the exam paper as soon as 

they receive it. The invigilator makes sure that all students have done so. 

e) At the end of the exam, each student places the exam paper inside the answer script before 

leaving the exam room. 

f) At the end of the exam, the course leader makes sure that every answer script has an exam 

paper inside it, and collects any missing paper from the student(s) concerned. 

g) When marking the final exam, the course leader destroys all exam papers inside the answer 

scripts. There are only two copies left, one inside the Course file, and the other with the 

course leader for the use of the external examiners. 

D. Examination Procedures 

 A timetable of scheduled examinations and locations is published at least TWO weeks in 

advance of the examination, and placed at locations easily visible to students. Scheduled 

dates and timings at the Al Ain and Abu Dhabi campuses are identical. Students are 

already made aware of the examination period at the commencement of the course (i.e. 

the two / three week period within which all examinations are held each semester), so 

the detailed timetable is simply the detail of the schedule within that period. It includes 

examination timings and venues. 

 Examination scheduling is designed with due regard to prayer timings and course 

combinations, to ensure, as a principle, that students are not required to take more than 

one examination per day. 

 Students are admitted to the examination venue not more than 10 minutes prior to the 

examination starting and occupy the seats designated to them by a list outside the 

examination venue. All they would normally be allowed to have on their desk are writing 

instruments, student identity card, and non-memory based calculator (if required). All 

other articles are placed away from the desk on the periphery of the examination room. 

 All students are required to fill in an attendance slip, stating their name, the examination 

they are taking, desk number, and their ID number. These are collected by the invigilator 

within 10 minutes of the commencement of the examination, and each student’s ID card 

is checked against the person taking the examination. The slips are checked against a 

physical count, and also the number of scripts handed in. 

 Students are handed out examination papers and asked to fill in the cover sheet with 

name and ID number, but not to commence work until instructed. Time starts when all 

papers have been distributed and completed. 
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 With an examination of two hours duration, students cannot leave within the first 60 

minutes. If a student leaves before the natural end of the examination he/she hands in 

his/her script and no re-admittance is allowed. 

 No student is admitted, as a late arrival, into the examination room later than 30 

minutes after the scheduled start of the examination. 

 Normally only one female and one male is permitted to visit the washroom at any one 

time, and is accompanied to the facility by an invigilator. 

 At the end of the examination, students are asked to stop writing and remain in their 

seats until all scripts have been collected. Once this has been completed and certified as 

tallying with the attendance slips and head count, only then students are free to depart. 

E. Examination Moderation Process 

The Pre-moderation Phase 

The pre-moderation phase essentially concentrates upon the preparation for the next phase, the 

Exam Board. As such, the pre-moderation phase is the double checking of the assessment process as 

well as the compilation of the documentation required for the Exam Board to run as smoothly and as 

transparently as possible. Three specific roles have a responsibility in seeing that this is achieved for 

each program: the course leader, the program leader and the external examiner. 

 The Role of the Course Leader: 

o The course leader sets up an internal moderation committee comprising of colleagues 

teaching the same course. This committee has the responsibility of setting, marking and 

compiling the results of the assessment for their course. In conjunction with the Head of 

academic department/Program leader, they also ensure all assessments (coursework or 

formal examination) are checked for appropriateness to the level and relevant nature of 

the course and that marking is checked for consistency and totaling accuracy. In terms of 

formal examination, the committee headed by the course leader makes sure that all 

scripts are accounted for and that all cheating cases are first marked and then passed to 

the Head of academic department/Program leader for further processing. 

o It is the responsibility of the committee and the course leader to ensure that the correct 

weightings for each of the assessments are used when calculating the final mark. The 

compilation of the marks for all of the assessments for the course is made with no 

rounding of any of the marks, even the final mark. Any rounding is done in the ‘final 

mark’ column of the marks sheet (computer-based system used) which is overseen by 

the Head of academic department/Program leader. 

o In the end, the course leader, as a representative of the committee, presents the marks 

for moderation in the Exam Board to the Head of academic department/Program leader 

along with a sample of each of the coursework assessments from the course as well as 

all the remaining examination scripts. It is at this point that the course leader performs a 

‘course review’, which is part of the quality enhancement process. The outcome of this 

is presented to the Exam Board for their ratification of any recommended changes to 

the course. The course review is presented to the head of academic 

department/program leader in advance of the Exam Board. 

 The Role of the Head of academic department/Program leader 
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o During the academic teaching period, the head of academic department/program leader 

makes sure that each assessment presented to the students is of an appropriate level 

and relevant to the course learning outcomes that it is being presented on. The head of 

academic department/program leader also ensures that the formal examination papers 

are set well in advance in time for them to be checked by both, themselves and the 

external examiner to see that they are of an appropriate level, and test the course 

learning outcomes. 

o During the pre-moderation phase, the head of academic department/program leader 

has the responsibility of ensuring that the marking of the final examination scripts is 

double checked for consistency and totaling correctness. This is done initially by the 

internal moderation committee headed by the course leader and then by the Students 

Records Auditor for each of the courses on the program. The checking of totaling 

correctness is done for all the scripts. However, the checking for marking correctness 

and consistency is done via a sample of the scripts. A sample is defined as 10 scripts or 

10% of the scripts, whichever is higher, and the sample cover all of the grades mark 

ranges. Once this is done, they (course leader and students records auditor) are 

presented with the final marks of the course. They also make sure that a sample of the 

coursework assessments for each course along with all the scripts is also presented. At 

this point, they make sure that all the papers are accounted for and that the scripts that 

have been identified as possible cases of cheating are separated from script bundle to be 

further processed by an ‘Academic Offence Committee’, which takes place before the 

Exam Board. This is discussed more fully in the Disciplinary Procedures Policy document 

o The head of academic department/program leader ensures that this process is 

completed for all the courses that run on their program. They then present the marks to 

the appropriate administrative department (Registration) for their compilation into an 

appropriate form for the Exam Board. The head of academic department/program 

leader also ensures an appropriate ‘course review’ for each course on their program and 

works in conjunction with the course leaders to propose course changes, if any are 

required. 

 The Role of the External Examiner 

o The external examiner’s main role is to ensure that the previous process has been 

carried out and the checking has been done appropriately and accurately. The external 

examiner is included in the moderation of the examination papers before they are 

presented to the students for their examination. After the examinations have taken 

place, they ensure that examination papers have been marked fairly, accurately as well 

as consistently and that the marks have been added up correctly and compiled properly 

by the Internal Moderation Committee, Students Records Auditor and the Head of 

academic department/Program leader for the Exam Board. The exam scripts are checked 

through a separate sample that, as described above, is 10 or 10% of each course’s 

scripts, whichever is higher. 

o The external examiner is made aware of any special circumstances, before the Exam 

Board. 

o This is done in a meeting with the Head of academic department/Program leader, where 

all cases of cheating, personal mitigating circumstances and any other circumstances 
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that have potentially affected the exam process are presented. This takes place after the 

‘Personal Mitigating Circumstances (PMC) Panel’ has met, and the ‘Academic 

Impropriety investigation committee’ has met, as discussed below. Each committee puts 

forward its recommendations on each case to be further considered and finalized by the 

Exam Board. The external examiner does not make any recommendations on individual 

cases but observes that the publicized procedures and processes have been adhered to 

and that fair and consistent academic judgments have been proposed for consideration 

by the Exam Board. 

 Students with Exceptional Circumstances 

The treatment of students who have dimensions to their study profile which do not form the norm 

need to be considered. They broadly fall under three categorizations: 

o those who have problems with study due to certified medical condition, such as dyslexia, 

faculty restriction (such as blindness, deafness or physical disability) or any other 

medical condition  likely to impair their academic progress 

o those who, for whatever reason, need to be considered under the PMC program 

o those who have been investigated and found proven in relation to an academic 

impropriety 

 Medical Conditions 

Where certified medical conditions are shown to be a handicap and liable to impede a student’s 

progress or performance in academic assessment, all efforts are made, to ensure no disadvantage or 

discrimination towards that person. In the case of dyslexia this may include additional time during 

examinations or coursework extensions, or in the case of limb disability, it may include provision of a 

scribe for examination transcription. Each case is treated on its specific characteristics within the 

guidelines of two principles, first the disability to be certified by a locally approved healthcare 

provider, and second the student to accept and agree to the remedies proposed by the college 

 Personal Mitigating Circumstances (PMC) 

The Personal Mitigating Circumstances (PMC’s) protocols are used only when there has been 

disruption to the student’s overall program of study extending over a number of courses, or where 

there has been significant disruption to one course. A PMC is typically used when a student has 

missed a proportion of a course(s) to the extent that he/she is unable to complete the required 

assessments and/or misses a formal examination(s). Students are made aware via the Student 

Handbook that filling in a PMC application does not guarantee their desired outcome. This is decided 

by the PMC committee, reporting to the Exam Board. As students might use a PMC as an 

examination/assessment  insurance (i.e. submitting one just in case they fail), it is typical for the 

PMC committee to meet and judge applications before the Course Assessment Board. 

Outcomes from a PMC application are broadly divided into three alternatives. 

o The application can be upheld. This normally happens when there is strong evidence 

that a student is / has been disadvantaged by events and he should be allowed to defer 

their assessments to a date or dates to be agreed. If, at the Exam Board, the person has 

taken the assessment, and passed it, the rule is to “note the PMC” and consider further 

action only if the result is marginal pass / fail.  
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o The application is rejected due to no or insufficient evidence. The outcome of this is that 

if the student has taken an assessment and failed, or if he/she has failed to take an 

assessment, then the student case is referred in that assessment. 

o If there is insufficient evidence to come to a decision regarding the validity of the 

application, the student is asked to provide additional evidence, the outcome of which is 

normally to either accept or reject the application. This is normally completed before the 

Exam Board. 

 It is usual to identify students on the various mark sheets who have handed PMC 

applications in, and a person is appointed during the Exam Board to read out the outcome of 

the PMC application, so that it can be recorded in the minutes, irrespective of whether 

action is to be taken in the Exam Board as a result of it or not. Students are instructed by the 

PMC form and the Student Relations Office on how to apply, and produce the required 

evidence to ensure a successful application. 

 The Exam Board (by the end of the semester) Membership of the Board: 

Each academic department has its own Exam Board. The Exam Board is chaired by the head of 

academic department and all faculty members teaching courses in this department are members in 

the department Exam Board of a particular semester. The Exam Board also includes the external 

examiner assigned to the department. 

 The Main Role of the Board: 

The Exam Board is the focal point of the moderation process, where all of the staff involved in the 

teaching, assessment and moderation of the courses come together to agree on the final marks for 

each of the courses. One of the main rules for this board is that it focuses upon each course 

separately; as such it does not focus upon an individual student and his/her marks across several 

courses. The most important aspect of any Exam Board is its confidentiality and no member 

discusses what happens in the board with anyone outside of the board. It is the ‘chair’ of the board 

who ensures that this is upheld by repeating this rule at the beginning and end of each Exam Board. 

 The Chair and the Minutes 

The Exam Board has a ‘chairperson’, who progresses the business of the board and ensures that the 

proceedings are being recorded accurately. At the start of the board, the minutes of the previous 

board is reviewed by all the board members and any mistakes noted and rectified. As some of the 

decisions made in an Exam Board can be debatable, the chair seeks to keep the board running 

smoothly by asking the members to vote on these issues as they arise until a majority is reached. 

 Course Review 

When reviewing an individual course, the board takes into account a summary of the course 

provided by the course leader, which includes: 

o The mean mark and the distribution of marks; coursework, examination and overall; and 

whether they are close to the target mean (a 75% mean from a pass mark of 60%). 

Comparison between Abu Dhabi and Al Ain Campuses performances, and potential 

reasons for significant difference 

 The number of students taking the course and percentage pass; as a small number of 

students can lead to anomalous mean marks 
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It is normal for the summary to include why a course’s mean marks are not close to the target mean 

(if this is the case); for example, poor attendance or the introduction of a new piece of coursework 

or different type of exam. In the case of the overall mean mark being within (+/-) five to ten marks of 

the target then it is typically taken that the results are nominal and therefore ready to be published. 

If the overall mean is more than (+/-) ten marks from the target, then the course is reviewed in more 

detail, i.e. the coursework and examination mean marks. 

When reviewing the coursework and examination mean marks, the board tries to find any anomalies 

that can explain the low or high overall mean that is confronting them. The reasons for anomalous 

mean marks are great and varied and it is these reasons that can cause a lot of debate within the 

board and therefore the need for a vote as to whether to normalize the marks or leave them as they 

are. Rather than manipulate marks in any way, the Exam Board seeks to leave them as they are in 

the first instance; sometimes a cohort does badly for no other reason than their current abilities, 

which are mirrored correctly by the mean marks under review. The only reasons to normalize marks 

are that the assessments are in any way too hard for the level or too easy; requiring that the course 

be reviewed further by the Head of academic department/Program leader and the course leader to 

normalize the assessment for the next running of the course. Other reasons include uncontrollable 

events, such as a change in the lecturer of the course as one has left the College or sudden public 

holidays during the course. In any event, the reason for normalizing is well described in the minutes 

so that possible future occurrences can be made to have as minimal effect upon the students and 

their marks as possible. 

 Normalization 

As stated previously, normalization is used only as a last resort as it is considered to be the 

application of ‘large brush stokes’ that cannot take into account all of the reasons for anomalous 

mean marks. As such, normalization seeks to increase/decrease marks by as little as possible. In the 

majority of cases, marks are normalized by up to 5 marks and this is only for those students on the 

course who have taken/attempted the assessment(s) that is affecting the current mean or have 

been directly affected by uncontrollable circumstances. The outcome of the normalization is not 

used to dictate the amount by which the marks are normalized; although a fair amount is decided 

upon by vote once all of the circumstances have been described to the board. Only in extreme cases 

does normalization seek to increase by more than 5 marks and a limit of 10 marks is observed at all 

times. 

The Post-moderation Phase 

The post-moderation phase entails the publishing of the marks, counseling the students on their 

progress and helping them to re-plan their next courses, if necessary and for the ‘chair’ of the Exam 

Board to process any “chair’s actions” as they emerge. 

 Marks Publication and Student Counseling 

The publication of the results is accompanied by the availability of the program and the course 

managers discuss with individual students their performance. Such counseling and support is 

available on a reactive basis, as required by the students who wish to discuss their progress. For 

those who have failed, proactive counseling is instituted so as to enable them to re- consider their 

academic plans. 

  Chair’s Action 
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It is not unusual within any assessment board to be a series of minor points or decisions which 

“tidying up” post need board as relevant or changed information becomes available.-- Ambiguous 

Chair’s action is designed to cover these situations, without the recourse of convening a full Exam 

Board . Part of the responsibilities of the chair of an Exam Board is to make these residual decisions 

outside the formal board structure based on the precedents established within the board, and its 

personal experience of such matters. Normally, the chair’s action does not override earlier decisions 

made within the context of the board but the chair makes the decision in certain situations where 

information was lacking at the time the board meeting – as in missing marks, PMC outcomes, etc. 

The chair’s prerogative to make decisions is ratified by the full board when they next meet. 

F. Student Academic Appeals 

An Assessment Board may be required to reconsider its decisions in the following circumstances: 

 If a candidate establishes that his/her performance in the assessment was adversely affected by 

illness or other factors which she/he was unable, or for valid reasons unwilling, to divulge before 

the Assessment Board reached its decision. Medical certificates or other acceptable 

documentary evidence must support the candidate’s request. 

 If a candidate or any other person establishes that there has been a material administrative 

error, or that the assessments were not conducted in accordance with current regulations or 

that some other irregularity has occurred. 

Student can appeal their final exam marks, within a month of grades announced, through a 

designated “Grade Appeal Form”. The final exam answer booklet is then remarked by a second 

marker. If he difference in marks is minimal (0 to 5) marks, the VP for Academic Affairs holds the 

right to accept the second marker’s mark as final mark or keep the old mark intact. 

If the difference between the two markers is significant (6+ marks), the VP for Academic Affairs can 

seek the opinion of a third marker. Afterwards, the VP for Academic Affairs can decide which one 

mark is considered the final or an average of two or three marks cab be taken. 

 


