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Administering the tests

You should have: Scratch pads, List of students

Overview:

This document provides information for the invigilators administering objective tests for CS122/3.  Both invigilators should set up their watches to time the test.

Before the test:

· Hand out “student scratch pads”.  These have boxes to be filled in by the students and are the only “scrap” paper that the students can use during the test.  They have boxes that the student needs to fill in: name, userid, machine sitting at, etc… All these should be gathered up after the test and can be used as a guide to who sat the test where.

Introducing the test:  Read out the following…

“Please listen very carefully”

· “All bags and unauthorised material must be deposited at the front of the room now please.”
·  “Switch off all mobile phones.”
Wait for this to happen

· “This test will take 45 minutes.  You may not leave during the first 15 minutes nor during the last 10 minutes.

· “When you have finished each part you must submit using the “submit” button. Don’t wait until the end. ”

· “All traffic from this room is being monitored. You must not attempt to save, e-mail, print or communicate in any other way the questions in this examination. If you do so, this will be treated as unfair practice and will be dealt with under University regulations”.

· “You must not open up any tools or windows other than the single window accessing the examination page.”

· “No other rough paper may be used other than the “scratch pads provided”. These will be collected in at the end.”

Wait for this to happen.

·  “Log in as normal BUT DO NOT ATTACH YOUR M DRIVE OR ANY PRINTER”
· “Start up the default  browser – this should be Internet Explorer.  If you wish to reduce text size, select the View menu, Text size, and select smallest.”
· “Go to the Computer Science Home Page.”
· “Go from Teaching > Course notes and materials > CS12230 > Access the current objective test “
· When the test window appears, close down the parent window – you are not permitted to open any other window during the test. 

· “Please do not start the test until I tell you to.  

The username for today is <username>.

Do not press return or enter.  Drop your cursor in the password box.

The password for today is <password>”.

· “Where it says Student name fill in your full name: first name first, middle names followed by your last name : eg. John Alan Smith.”

· “Where it says Student No fill in your UCAS number( found on your library card) or, if you can’t find that, fill in four 0’s ( 0000 ): i.e. do not leave this field blank.
· “Where is says Email fill in your university email address: eg. mbr9.   On this occasion you will be mailed your result.

Ask them to read the rubric and then set them off.   

· “Any questions?”  If none then “You may begin now.”

Don’t forget to start timing the test.

During the first few minutes of the examination

· Collect all blue slips, and check off students on lists
As students leave the examination

· Make sure that they do not take out the student scratchpads
After the examination

· Collect all student scratchpads


