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6. Committee of Exam Invigilation

Strictly complying with Ministry of Education’s regulation on the action of exam invigilator 2005, Committee of Exam

Invigilation is responsible for monitoring the students taking an exam in the responsible room, ensuring that they have everything

they need.

Responsibilities of the Committee of Exam Invigilation

1.

10.

11.
12.

13.

Stand by at the exam room before 08.00 am. and alternate the seat vertically. In case there is only one class or not more
than 24 students in the exam room, the Committee of Exam Invigilation can arrange the seat as considered appropriate.
Read the Ministry of Education’s regulation on the action of exam takers 2005. (on the first examination day)

Check student ID Card and the name list of authorized student before allowing them to enter the exam room .

For the student, don’t take any communicative tools such as mobile phone to enter the exam room

Always stay in the exam room throughout the examination time. If it is necessary to leave the room, the exam
invigilator must inform the committee responsible for that floor.

Committee of Exam Invigilation whose name is written in the first rank of each exam room receive the stapler from the
central committee responsible for each floor and return it on the last examination day.

Don’t use any communicative tools such as mobile phone, pager or reading magazine, pocket book, newspaper etc.
in the working time.

Sign the name when receiving and returning the examination envelop from the central committee responsible for each
floor. Check the correction of subject, room, date, time, and the number of exam-taker and sign the name to certify the
examination envelop of all subjects.

Distribute the exam and answer sheet not more than 5 minutes before the examination time, and have the exam-taker sign
in the signing paper for exam-taker.

Always check, monitor, and prevent the cheating. If there is the situation which might lead to the cheating, prevent it and
inform the committee responsible for each floor.

Fifteen minutes after the starting signal of the exam, students are not allowed to enter the exam room.

Not allowed to leave the examination room untill the end of the schedule exam time for all subjects.

Collect the answer sheets in the exam room classifying according to the class and study year. Separate multiple choice
answer sheets from the essay papers; arrange them by the student number. If any student misses the exam, put the blank
paper and write “miss the exam” in the sheaf of the answer sheets. Then gather multiple-choice answer sheet by using a
rubber band. Staple essay papers according to the class and write a cover sheet. Next, check and put them in the answer

sheet envelop. Return it to the committee responsible for each floor after finishing the examination of each subject.

Essay paper must be arranged as follows:

1.

Cover sheet 2. Signing paper 3. Exam

4. Answer sheets arranging according to student number 5. Exam (closing)
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