EXAMINATION POLICY FOR THE COLLEGES OF AGRICULTURE IN GHANA 
Purpose
The following guidelines will govern the conduct of all examinations at the Agricultural Colleges in order to ensure fairness, integrity as well as academic excellence. It is the duty of all concerned to acquaint themselves with these rules and regulations.
Scope
This policy applies to all higher national diploma, diploma and certificate in general agriculture programs offered at the Agricultural Colleges in Ghana. 
1.0   Examination Types
Diverse forms of assessment will be used to assess students’ performance. These may include:
· Quizzes (10% of final grade)
· Practical sessions (10% of final grade)
· Mid-Semester examinations (20% of final grade)
· Final examinations (60% of final grade)
NB: In the event of a course, not having practical sessions, quizzes and assignments will constitute 20% of the final grade.     
2.0   Examination Format
The duration of any examination paper will range from an hour and half to three hours depending on the credit hour rating of the course involved. Various question types, which includes multiple-choice, essay, problem-solving questions, etc. All examination papers will be provided with specific instructions pertaining to the examination being undertaken.
3.0   Examination Scheduling
The Examination Committee will ensure that examination timetables will be published at least two weeks to the examination period. In instances where students’ examination papers are conflicting, students are to notify the Examination Office in writing at least a week to the start examination.


4.0   Examination Security
The examination committee members shall ensure the security of the examination questions and other materials related to the examination. All printed examination questions shall be well kept under lock and out of bounds to all staff members both teaching and non-teaching staff members. Students’ electronic devices such as calculators that can store information in their memory are banned from entering into the examination hall except for those electronic gadgets or calculators that approval are granted.
5.0   Confidentiality and Data Protection
Students’ examination records will be kept confidential as stipulated in the Data Protection Act.
6.0   Qualifying to Write Examination
A student shall qualify to write an examination if:
· He/ She has registered and followed the approved course as a regular student and has not absented himself/ herself for more than the equivalent of three weeks contact hours for the course; or 40% attendance in any course 
· He/ She has continuous assessment marks for relevant subject areas
· He/ She is not under suspension from the institution
· If he/she has paid up all examination, messing and any other fees current for the period
7.0    Examination Room and Sitting Arrangements
· The examination will take place at approved venues indicated on the Time Table. It shall be the duty of the student to consult the Time Table and ascertain the paper(s) to be written each day
· The students should be spaced out adequately in the examination room
8.0   Entering and leaving the Examination Room
· A student should make himself/herself available at the examination venue at least 30 minutes before commencement of the examination
· A student may not be allowed to write an examination if he/she reports to the Examination Room 30 minutes after the commencement of the Examination 
· A student who arrive after the examination has started will not be given extra time to complete the paper
· A student shall not bring to the Examination Room any books, papers, written information or any other unauthorised material. No bags, mobile phones/organizers, programmable calculators are to be taken into the Examination Room(s). No student shall enter the examination room until he/she is invited or called and/or requested to enter the examination Room
· A student who is suspected of hiding unauthorised material on himself/herself may be asked by the invigilator to submit himself/herself to a body search. Refusal to comply would constitute an examination offence
· Students may leave the Examination Room temporarily but only with the permission of the invigilator. In such cases, the invigilator will be required to certify that the students do not carry on them any unauthorised material. An attendant designated by the invigilator will accompany a student who is allowed to leave the examination room temporarily
· A Student should spend a minimum of 30 minutes in the Examination Room before submitting the examination scripts. Similarly, no student shall be permitted to leave the examination room during the last 15 minutes of the examination
· A student who completes an examination ahead of time and intends to leave the examination room shall draw the attention of the invigilator/ invigilation assistant who shall collect the student’s answer booklet before he/she is permitted to leave 
· Students who fall ill in the Examination Room should inform the invigilator for appropriate action to be taken. 
9.0    Procedures during the Examination
· Students must ensure that they sign the examination attendance sheet. On receipt of answer booklets, students should carefully read the instructions on the front cover of the answer booklets and enter their index numbers and other details as required
· No part of the answer book may be torn off and all used answer booklets must be left on the table. Rough work must be done in the answer booklets and should be crossed out to show that it is not part of the answer
· It shall be the student’s responsibility to provide for themselves such materials as pen, pencil, eraser, ruler, calculator, etc. for the examination. Borrowing of these materials will not be allowed. Students are to ensure that they are given the right question paper and other material(s) needed for the examination
· Under no circumstance should a student write his/her name on any part of the answer booklet provided. Students are required to use only their index numbers throughout the examination period. Unless otherwise instructed, students are to sit according to their index numbers for all written papers.
· There should be no verbal or any other form of communication between students during the period of the examination
· Students would be told by the invigilator (s) when to start answering the questions. Students would be allowed a reading time to check that the question paper is the correct one, all questions should be readable and there should be no missing pages
· As soon as ‘STOP WORK’ order is announced, students are to STOP writing. Students should remain seated for their answer booklets to be collected by the invigilator/invigilation assistant before they leave the examination room. Students have personal responsibility for ensuring that their answer booklets are collected by the invigilator/invigilation assistant.
· At the end of each examination, students should ensure that numbers of questions are entered in the order they have answered in the space provided on the answer booklet. All used supplementary sheets should be fastened following the last page of the answer booklet.
· At the end of each examination, students should not take away any answer booklet or supplementary sheets whether used or unused.
10.0    Absence from Examination  
· Any student who fails to attend any or part of an examination except on medical grounds or other legitimate grounds shall be deemed to have FAILED the examination. The following shall NOT be accepted as reason for being absent from any examination:
· Mis-reading the Time Table
· Forgetting the date or time of examination
· Inability to locate the examination hall/room
· Over-sleeping
· Inability to find transport to the examination venue
· In the case of absence from an examination through ill health, the student (or someone acting on his/her behalf) must submit a relevant medical certificate, which must relate to the day or period of the examination. Evidence of illness will not normally be taken into account unless substantiated by a medical certificate. Such evidence must be received within 7 days after the day of examination
· It is the responsibility of the student to arrange with his/her doctor for any certified medical evidence to be sent to the Head of Academics/Vice-Principal
· In the case of absence from an examination due to serious causes other than ill-health, the student (or someone acting on his/her behalf) must submit to the Examination Board Chairman/College Administrator/Vice-Principal 
· A written explanation of the absence and
· Evidence of the cause, where possible
Are students on admission or detention be allowed to write an exam whiles still on admission or detention if granted by a medical officer or doctor to do so…?
11.0    Examination Offences 
· All cases of examination offences should be investigated and detailed reports submitted to the Director, HRDMD, not later than 14 days after the End-of-Semester examinations
12.0   Penalties for Examination Offences
	S/N
	OFFENCE
	PENALTY

	1.
	Leakage of Examination Question
	Dismissal of offenders involved

	2.
	Possession of unauthorised material related to the examination and likely to be used during examination
	Cancellation of the student’s paper(s)

	3.
	Copying from prepared notes or from a colleague’s script during examination
	Cancellation of the student’s examination paper and rustication for one semester 

	4.
	Looking over other student’s shoulder in order to cheat
	Cancellation of the student’s examination paper 

	5.
	Impersonation
	Dismissal of students involved

	6.
	Assisting or attempting to assist, obtaining or attempting to obtain assistance from a colleague student
	Cancellation of the student’s examination paper and/or rustication for two semesters

	7.
	Consulting or trying to consult during the examination any book, notes or other unauthorised materials
	Cancellation of the student’s examination paper and/or rustication for two semesters 

	8.
	Persistently disturbing other student(s) or distracting their attention
	Stopping student from continuing the examination

	9.
	Verbal assault on invigilator 
	Cancellation of the student’s examination paper and rustication for two semesters

	10.
	Physical assault on invigilator
	Dismissal of the offender

	11.
	Destroying materials suspected as evidence
	Cancellation of the student’s examination paper and rustication for two semesters

	12.
	Continuing writing after the ‘STOP WORK’ order has been issued
	Loss of 10 marks from the examination paper



13.0   Procedures for Appeal
· A student who is not satisfied with the results of the College’s examination results may request for re-marking by submission of an application to the Director through the Principal and payment of the re-marking fee of GH₵100.00.    
· An application for re-marking shall be submitted to the Director not later than 21 days after the release of the said results and shall state the grounds for re-marking. No action shall be taken on an application which is submitted outside the stipulated 21-day period. Remarking shall not proceed unless the re-marking fee is fully paid
· The results of the re-marking should be considered by the Director and submitted to the Officer in Charge of Examination
· If it is established that a complaint for re-marking is without merit or is ill-motivated, the DIRECTORATE may prescribe appropriate sanctions against the complainant 
What happens if it is established that the complainant had a legitimate case, or he or she was deliberately or unfairly treated by the subject master……what happens on the case and that of the subject master?  
14.0   Academic Session
· The academic calendar shall start from September – December for First Semester and March – July for the Second Semester
Structure of the Semester
· A semester will be made of 16-weeks duration made up as follows:
· 13 weeks of Teaching
· 1 week of Revision
· 2 weeks of Examination

