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Rules for setting , copying and distributing exams

Addition to the internal regulations of Cambridge International
Schools Sudan

This addendum is included in Article 9: Evaluation and Examination
Rules:

After paragraph 2.9. Examinations rules

These additions do not include kindergarten exams and remain
unchanged.

Take No. 2.9.1 - Examinations Committee

The examination committee consists of:

Assistant General Manager for Academic Affairs

Executive Manager of Schools.

Academic Coordinator

Examinations officer (3) Examinations officer for each school

2.9.2 — Setting of exam questions rules

First : Academic managers in schools develop a unified plan for teaching
during the academic year of the three terms of the school using the
scheme of work the text books provided by the school, which detail the
modules and units that should be taught in each term and submitted the
plan to the Academic Department Manager 10 days before the beginning

of the academic year.

Second: The heads of divisions (English, Science, Mathematics,
Information Technology, History, Geography, Arabic Language, Islamic
Studies) shall meet with the teachers and develop a perception of exam

questions 4 weeks before the exams.




Third: The Examinations Committee, represented by the Assistant General
Manager for Academic Affairs, shall invite the academic directors of the
schools for (Exam Questions Meeting ) two weeks before the start of the
term examinations.

The Examinations Committee shall ensure that the following conditions
apply to all academic managers and heads of divisions:

The Examinations Committee must take a written acknowledgment from
academic managers and heads of divisions whom have been selected to
develop exam questions, including the absence of the following
impediments to participation in the placement of questions

A) He /she has not been deprived of the examinations

B) He /she has not been referred to an investigation board or has been
warned for any reason.

C) Does not give private lessons to any student in the school.

D) The absence of relatives up to the fourth grade of students taking the
exam.

In addition, the Head of Division must have worked for at least two years at
Cambridge Schools as a teacher or head of division unless the General
Manager approves otherwise

During the meeting, the exam questions for all subjects shall be developed
according to the teaching plan preset for each subject. The signatures of the
academic managers shall be taken as declaration for the followings:

A — He / she should not announce how they set the exam questions.

B - The examination questions were set according to the study plans for each
term and according to what has been taught in the curriculum and takeing into
account the deleted curriculum according to the time specified for the answer,
taking into account the teaching plan set in advance by academic managers.
C- Model answer ( Marking Scheme) shall be set for all questions.




D - Commitment to the scientific material in the school book distributed to

students in the year of the exam

E- The verbal wording of the questions and their symbols shall be clear

and the questions shall not be subject to confusion or interpretation.

F- The questions on the computer as well as the answer forms have
been written and reviewed carefully before printing and after printing.
Caution should be taken when writing them on the computer to avoid
leakage, making sure that they are not stored on any computer.

G - The questions should be gradual and take into consideration the

coefficient of ease and difficulty and measure all intellectual levels of
students

H- The exam questions should cover objectives that have already been
taught, while complying with the specifications of the test paper.

K- The answer model is flexible and includes all possible ideas and
answers to the question.

L- The need to prepare a reserve exam in all the examinations of the
subjects to be used in the event of a problem during the examinations.
M- It is prohibited to print questions for any reason other than those
stated in paragraph 2.9.3

N- After the final questions and their marking scheme are in place by the
Examinations Committee, the Committee shall keep them in an external
memory (flash) and place them in an envelope with the following data
recorded: School - Grade - Term - Course Name - Day, Time and Date of
Examination - Time allowed - Number of required papers

The envelope shall be affixed with good mark and signed by all the
members of the examination committee and delivered manually to the
Assistant General Manager for Academic Affairs two weeks before the

exam date.




2.9.3 - Controls for printing and distributing examination papers

1- The Assistant GM for Academic Affairs shall open the envelopes of
the examinations that are stored in the external memory and print them
in a clear manner suitable for printing and copying. The number of copies
required shall be determined and delivered to the Support Services
Manager and the copying technician, in the presence of the
Examinations Officer (one of the three examination officers) who should

sign for their attendance.

2- The Support Services Department shall start printing the examinations
in the presence of the Examination Officer at all stages. No printing
operations shall take place without the attendance of the Examination
Officer.

3. After completing the copying process, the papers shall be delivered to

the Alternate Examinations Officer and signed.

4- The school examination officer ( after the approval of the Assistant
General Manager for Academic Affairs ) shall distribute the papers in
sealed envelopes and write on all envelops the school name - the name
of the exam - the term - the name of the subject - the exam day - the

period - the date of the examination - the number of papers - the grade

5 - The exam officer of the school will take the papers two hours before
the beginning of the exam and handed them over to the teacher in

charge of monitoring and conducting the exam and sign for them.

6- After the end of the exam, the papers shall be handed over to the
academic manager of the school to complete the rest of the routine

procedures ie marking , recording and the like.




