Both lecturers and students appreciate that the examinations are held in an honest manner
Therefore we formulate some guidelines

1. Aids and appliances are not allowed, except if it is explicitly allowed (open book exam).  The mere fact of carrying aids and appliances, whether it be on paper, via electronic devices or by other means (e.g. ear phones) will be automatically considered as fraud. It is advised that students leave mobile phones, smart phones, smart watches, iPod’s and the like at home.  In any case, they need to be put in an allocated spot in the examination room on the students own responsibility, as is the case for bags, coats, and backpacks. Anyhow, they should not be in the immediate vicinity of the student during the exam. 

2. Only papers which are handed out by the examiner are allowed, whether it is for the “final” or the “draft” version. It is the examiner who decides whether extra papers (answer sheets or draft papers) can be asked during the examination.
3. It is the responsibility of the student to indicate which papers are final and which ones are drafts.
4.  At the latest at the end of the exam, all papers handed out, including the draft papers, need to be handed in. 
5. It is advised to examiners not to hand out blank papers, not even if it they are meant to be scrap papers.  Please mark them for instance with a stamp, so that they are easily recognizable.
6. At the exam place only necessary tools (such as writing material) and of course the documents and papers handed out can be present.  According to circumstances the examiner can allow or forbid the presence of food and beverages.  In the latter case, the examiner needs to announce this specifically, preferably in advance via the Minerva platform. 

7. The designation of seats falls under the sole authority of the examiner.  
8. Students need to be able to identify themselves.  In principle they need to carry their student card with them. If they cannot produce this, a photo ID (identity card, passport) is also ok. If students fail to produce such documents or if there is any doubt about their correct identity, the student cannot participate in the exam. It is advised to examiners to print out a photo list of students from Oasis/Minerva, and to bring it to the exam.
9. It is advised to students to go to the lavatory before the start of the exams. During the first two hours of an examination, it is forbidden to visit the lavatories (except in case of health reasons proven by a doctor’s certificate).  After that period the examiner can take the necessary measures which he/she thinks necessary to avoid the risk of fraud. In any case, it is recommended to ask for the partially filled in exam papers and to hand out new ones after the toilet break. This is certainly advised in the situation where other students have already left the examination room. 
10. In the event of written exams with multiple choice or right-wrong questions, it is recommended to the examiners to use different versions of the questionnaire (same questions but in a different order) and to announce this to the students at the start of the examination. 

11. It is forbidden to talk to fellow students during the exam, or to talk out loud to oneself. 
12. Personnel which have been appointed by the examiner to supervise need to effectively monitor.  Just sitting at the front whilst reading literature or doing other activities is not sufficient to be considered as supervision.

13. If there is a suspicion of fraud, the examiner can stop the exam for the student concerned, or provide him/her with new blank exam copies. 
a) If there is evidence of fraud,  the materials and the exam copy are confiscated immediately. 

b) If there is no convincing evidence of fraud (for instance in case a student looks at the exam copy of fellow students or in case of talking) the student receives a warning first and the examiner can decide to appoint another seat.
c) A visual inspection is allowed.

14. He/she informs the chair of the Examination Board who will start up the procedure according to article 79 of the UGent Examination Code.
15. It is strongly advised to mention these rules explicitly during each examination period, for example, when sending the exam schedules to lecturers and students. 
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