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Exam Instructions 

These instructions support exams in the Assessment and Feedback Procedure (the procedure) of the 
Assessment and Progression Policy (the policy). 
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1. Exam assurance 

1.1. The faculty assures exam standards. Each exam will have:  

• a Course Authority or convenor to develop the exam 
• a reviewer to review the exam before the exam date 
• a referee to answer any questions during the exam 
• an examiner to determine a provisional mark or grade for a student as required, before it is 

reviewed by the faculty review of results committee 
• one or more assessors to mark or grade the exam. 

1.2. An instructor is always an examiner. 

1.3. The reviewer cannot develop the exam. 

1.4. A reviewer will have reviewed a final exam by the exam paper deadline as published in the 
Examinations Key Dates document. 

1.5. A student will follow all exam processes, such as providing their student ID and a student 
declaration when sitting an exam.  

2. Centrally managed and locally managed exams 

2.1. A final exam or supplementary exam can be managed by: 

• the Examinations team in the Division of Education and Student Experience in line with clauses 
2.4 – 2.8 (centrally managed exam), or 

• a faculty in line with clauses 2.9 – 2.12 (locally managed exam). 

2.2. Any of the following will be a locally managed exam: 

• a hexamester exam 
• an exam scheduled during the teaching period 
• an exam not held on the Kensington campus. 

https://www.unsw.edu.au/content/dam/pdfs/governance/policy/hub/assessmentandprogressionpolicy.pdf
https://www.unsw.edu.au/content/dam/pdfs/governance/policy/hub/delegationspolicyandschedules.pdf
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2.3. An invigilated final exam or supplementary exam will be a centrally managed exam unless the exam 
requires equipment or resources that cannot be provided centrally. This does not apply to 
hexamester exams or exams not held on the Kensington campus, which are always locally managed 
in line with clause 2.2. 

Centrally managed exam 

2.4. The Examinations team will advise faculties at the beginning of each year, followed by a reminder in 
the first week of a teaching period, the processes and dates for exams, such as the deadline for a 
faculty: 

• requesting a centrally managed exam for the term or semester ahead 
• advising a locally managed exam to be included in UNSW’s central exam timetable. 

2.5. The Manager of the Examinations team will develop UNSW’s central exam timetable by considering: 

• class sizes and capacity of venues 
• exams with large marking loads so they can be scheduled early in the exam period. 

2.6. A centrally managed exam will be 2 hours and 15 minutes in duration, including reading time (exam 
duration). Reading time will be held under exam conditions. 

2.7. The exam duration will only be modified in situations where students experience technical issues 
with the exam that are beyond their control. 

2.8. A centrally managed exam can be scheduled: 

• in the morning, afternoon or evening on a weekday 
• on a Saturday in the morning or afternoon, as required. 

Locally managed exam 

2.9. A locally managed exam scheduled during the final exam period or supplementary exam period will 
be included in UNSW’s central exam timetable. 

2.10. If the final exam is locally managed, the supplementary exam will also be locally managed. 

2.11. Faculties will be responsible for managing all aspects of a locally managed exam, including: 

• preparing, implementing and administering the exam 
• adjusting the exam to align with the educational adjustments in a student's learning plan  
• securing all aspects of the exam, including storage and printing. 

2.12. Faculties will store a copy of the exam in the Records & Archives Management System so that it can 
be archived with all centrally managed exams. 

3. Online exams 

3.1. A student is responsible for submitting an online exam on time, including uploading any required 
files. 

3.2. UNSW will not accept late submission of an online exam, except where a student reports a technical 
issue as follows: 

• for an on-campus invigilated exam, the student will alert the exam supervisor 
• for an online invigilated exam or online non-secure exam, the student will report the technical 

issue in line with clauses 3.3 – 3.5. 

Technical issues for an online invigilated exam or online non-secure exam 

3.3. A student who is unable to submit an online exam on time due to technical issues must obtain 
evidence in line with clause 2.8 of the Assessment Allowances Instructions. 

3.4. The student must report the technical issue during the online exam or immediately afterwards by 
using the contact details provided in their exam instructions. 

https://www.unsw.edu.au/assurance-integrity/records-archives/rams
https://www.unsw.edu.au/content/dam/pdfs/governance/policy/hub/assessmentallowances.pdf
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3.5. The student must apply for special consideration immediately after the online exam and provide 
their evidence.  

4. Final exams and supplementary exams 

4.1. Clauses 4.2 – 4.5 apply to final exams and supplementary exams. 

4.2. A student will usually have no more than two exams scheduled on the same day. UNSW will offer a 
student an alternative exam if they have more than two exams scheduled on the same day. 

4.3. A student will be advised in myUNSW of the date, time and venue of their exams that are in UNSW’s 
central exam timetable after the date the exam timetable is released. 

4.4. UNSW’s central exam timetable will contain any specific requirements needed for the exam, such as 
equipment or resources. 

4.5. Further details on supplementary exams are available in Assessment Allowances Instructions.  

5. Alternative exams 

5.1. UNSW can change the schedule and format of an exam (alternative exam) for a student in line with 
clauses 5.2 and 5.3 by providing: 

• the same exam at a different time, or 
• the same exam in a different format, or 
• a different exam that is similar in content and standard. 

5.2. The Examinations team will contact a student with details of any approved alternative exams where 
the student has: 

• a learning plan with educational adjustments, or 
• more than 2 final exams scheduled on the same day, or 
• two exams scheduled at the same time. 

5.3. A student can request an alternative exam through the special consideration process. 

Extra supervision 

5.4. A student will be supervised in line with clauses 5.5 – 5.8 if the alternative exam provided to them is: 

• an on-campus invigilated exam, and 
• the same exam given to the other students, and 
• scheduled at a different time on the same day as the other students. 

5.5. The student having the alternative exam will be supervised: 

• during the time the other students are taking their exam, and 
• during the time they take their alternative exam, and 
• in between the two exams. 

5.6. The student who is supervised will not be allowed to use devices that can transmit messages, 
including: 

• computers 
• mobile phones 
• tablets 
• smart watches 
• earpieces 
• smart glasses. 

5.7. The alternative exam will be scheduled for the closest available exam time to keep to a minimum the 
duration of the student’s extra supervision between the two exams.   

https://my.unsw.edu.au/
https://www.unsw.edu.au/content/dam/pdfs/governance/policy/hub/assessmentallowances.pdf
https://www.unsw.edu.au/content/dam/pdfs/governance/policy/hub/educationaladjustments.pdf
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5.8. If a student cannot be supervised because of having requirements in line with the Equity, Diversity 
and Inclusion Policy, the alternative exam will be a different exam in line with clause 5.1 or an 
alternative assessment that assesses the same learning outcomes. 

 

 

Effective: 1 June 2026 

Responsible: Deputy Vice-Chancellor Education and Student Experience     

Lead: Pro Vice-Chancellor Education 

 

https://www.unsw.edu.au/content/dam/pdfs/governance/policy/2022-01-policies/equitystatement.pdf
https://www.unsw.edu.au/content/dam/pdfs/governance/policy/2022-01-policies/equitystatement.pdf
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