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▣ Recommended period for face to face midterm examinations:
October 13, 2020 (Tues.) ~ October 26, 2020 (Mon.)

1. Creating Examination Questions
A. Creating different questions from last semester is required.
(If you give pre-test questions for the midterm or final, it is required that you provide pre-test questions  to all students in advance for fairness)
B. Please make sure that all test questions are fully secure.
(There have been instances where questions were leaked by graduate students and assistant teachers in the lab)

2. Previous Announcement of the Examination
A. Please make sure to notify students of the type of questions, test time, test schedule, and location change in advance.
B. Please provide the following instructions to students so that they are aware of the following circumstances.
	Students should not attend school and must notify the instructor under any of the following circumstances: 
① Students with a roommate (including family members) who are subject to self-quarantine (The student cannot attend school until their quarantine period is over.)
② Students who have visited regions/facilities with a group-infection within the last 14 days (The student cannot attend school for 14 days from the date of the visit.)
  *Check the paths of confirmed cases from the Korea Centers for Disease Control. 
③ Students with a fever (above 37.5℃) or respiratory symptoms (coughing, sore throat, difficulty breathing, etc.)
④ Students who have been at the same location and in close contact with a subject of self-quarantine (The student cannot attend school until their self-quarantine period is over)


1) Students must wear a mask while attending school (Unable to enter without mask).
2) Students should minimize the number of hours spent within the school by attending school at the beginning of the exam and leaving school at the ending time of the exam. 
3) In order to prevent proxy examinations, students should be informed that they must carry their student ID cards with them on the day of their exams.
(If a student ID card has been lost, a student can instead show proof of identification by providing their resident ID, a driver’s license, or a passport. However, mobile student IDs should not be used.) 
4) Please provide a strict warning in advance about any acts of cheating. 
5) The sharing of writing supplies or any other types of supplies is prohibited to prevent the spread of infection.
(Important Reminder) In order to prevent a form of cheating in which a student leaves the examination room to provide exam questions to another student who enters the examination room late, no additional students may enter the examination room once a student finishes the exam and leaves the examination room.
3. Test Supervision and Progress 
A. The instructor in charge of the course must directly supervise the exam.
B. An adequate number of personnel should supervise an exam based upon the number of students.
1) Enough space should be secured between the students (Keep a distance of 1~2M between individuals).
2) Once social distancing has been applied, the total capacity of students that can use an examination room at one time is limited. The total number of individuals allowed in one test room cannot exceed 49, including the test supervisors. 
- In addition to the course instructor, an adequate number of personnel should supervise the exam. 
C. In the event that additional test supervisors are needed due to a separated classroom for one test:
1) The instructor should serve as the primary-supervisor and provide sufficient training for the supervision in advance.
2) While the test is being taken, the primary-supervisor should strictly manage the secondary supervisors (additional supervisors), especially when instructing students on safety information, such as checking the body temperature.
D. Test processes
1) The documents below including the test sheet and answer sheet should be brought to the exam room.
a) <Confirmation of Cheating Form> (Form 1) and <Special Exam Room Transfer Form> (Form 2) Bring three copies of each document.
b) Self Health Check Form (Form 3): In general, bring only 1/3 of the total number of forms for the students in the exam room. (However, when body temperature checks are not being conducted at the entrance of the building, the exam supervisor should bring as many forms to equal the total number of students.)
c) Non-contact Thermometer: You must bring it with you when body-temperature checking is not being conducted at the entrance of the building.
2) Setting the seats after entering the exam room
a) Supervisors attending the exam should wear a mask at all times.
b) Students not wearing masks cannot attend the exam room.
c) When students enter the room, students should be instructed to clean their seat with the wet-wipe provided in the examination classroom before taking a seat.
d) To keep the recommended social distancing between individuals, students should be instructed to sit in seats that do not have stickers on them. (If there are no stickers on the seats, the instructor should provide seats to the students, while also keeping a 1~2M distance).
* Depending on the case, the instructor can allow a student to sit on a seat with a sticker on it in order to alleviate the degree of contact between the students for some exam rooms.
e) The starting and ending time of the exam should be written on the board as well as the total number of questions that are on the exam. 
f) In order to check student IDs in a timely manner, the students should be instructed to leave their student ID cards on the left side of their desks.
*If a student ID card has been lost, a student can instead show proof of identification by providing their resident ID, a driver’s license, or passport. 
*While using a mobile student ID is prohibited, if a student is only carrying a mobile ID, the ID check should be done after the end of the exam since mobile phone use is not allowed during the exam.
g) Verbally check if there are any students who meet the following conditions and, if so, take the necessary actions.
① Those who have not finished temperature checks or QR check-ins when entering the building
⇒ Distribute the Self Health Checking Form and tell them to fill it out. (Students should be informed that the completed Self Health Checking Form should be handed-in with the test and answer sheet.)
② Those who have been prohibited to come to school  
	Students should not attend school and must notify the instructor under any of the following circumstances: 
① Students with a roommate (including family members) who are subject to self-quarantine. (The student cannot attend school until their quarantine period is over.)
② Students who have visited regions/facilities with a group-infection within the last 14 days (The student cannot attend school for 14 days from the date of the visit.)
  *Check the paths of confirmed cases from the Korea Centers for Disease Control. 
③ Students with a fever (above 37.5℃) or respiratory symptoms (coughing, sore throat, difficulty breathing, etc.)
④ Students who have been at the same location and in close contact with a subject of self-quarantine (The student cannot attend school until their self-quarantine period is over.)


⇒ Remove the student from the exam room and guide them to call the Hanyang Health Center (202-2220-1466) and follow the center's instructions.
h) The students should be informed of the instructions below. 
- Immediately inform the primary exam supervisor when possible symptoms appear during the exam.
- In order to prevent infection, the using or sharing of writing supplies between students is prohibited.
- Provide a strict warning of the disciplinary actions that the university can take in the event of cheating.
- Students must not leave the exam room at the same time before the end of the exam, but must leave the classroom in a sequential order according to the instruction of the primary supervisor.
- Students cannot remove their masks even after leaving the exam room and must leave immediately without staying on campus. 
i) The students should be instructed to turn off their cell phones and electronic watches, remove the batteries, put them inside their own bags, and close the zipper completely.
*If any sound from an electronic device rings during the exam, the student will have been considered to have cheated. Please inform the students of the policy.
j) The students should be instructed to put any papers, books, and other materials inside their own bags, except for writing supplies, and close the zipper completely.
k) After students have been seated and all information has been delivered, the primary supervisor should take a photograph of the exam room. (The photograph will only be used for checking the movement of the students in the event that any possible future symptoms occur.)
3) Handing Out the Test, Answer Sheets, and Starting the Exam
a) The test and answer sheets should be handed out and inform students of the start of the exam.
*The students should be instructed to write their student numbers and names as soon as they receive their answer sheets. 
b) The supervisor should compare the students’ faces, the picture on the student IDs, and the students’ names, while maintaining proper social distancing with the students. (It is recommended to check all the students’ student IDs in order to prevent proxy examination, but if the circumstances do not allow, please check some of the students randomly.) 
*For students with mobile ID, check the mobile ID after the exam is over.
c) The supervisor should walk around the exam room throughout the exam, but please keep the proper social distance with the students.
*When there is more than 1 supervisor, the primary supervisor should be located in the center at the front of the classroom.
d) Avoid any unnecessary conversation with the students.
e) When an act of cheating by a student has been revealed, the student should be informed of the act, should be instructed to complete the <Confirmation of Cheating Form> (Form 1), and be told to leave the classroom. The examination will be nullified. 
f) While leaving the exam room is allowed after 30 minutes from the beginning of examination, late students entering the class should not be allowed in order to prevent the leaking of test questions between those who leave the exam room and those who are late.
g) The test area should be ventilated multiple times if possible in order to prevent infection. Ventilating the room more than 2 times should be done within one class. Even when the air conditioner is turned on, some windows (more than ⅓) should remain open at all times.
h) When a student with a fever or respiratory symptoms (i.e., coughing, breathing problems) has been discovered, the student should be immediately instructed to leave the exam room. (The student should be instructed to follow the guidelines of the center after calling the Hanyang Student Health Care Center (☎02-2220-1466).
i) When a student with symptoms has been discovered, the student should be instructed to not make close contact with other students, and should be relocated to the special exam room. Afterward, the supervisor should complete the <Special Exam Room Transfer Form> (Form 2) and give it to the supervisor of the special exam room along with the test sheet and the answer sheet. 
*<Special Exam Room Transfer Form> (Form 2): Subject of the test, test beginning time, and the test ending time

4) End of the Exam
a) At the ending time of the exam, the supervisor should inform the students that the exam has ended, and stop any students writing any additional answers. Students that are not following instructions to stop must be informed that they are conducting an act of cheating.
b) ID checks from the students that have not been checked at the beginning should be done at this time (including those with mobile IDs).
c) Students with the seated line that is closest to the exit should be informed to leave the room first, after handing in the test sheet, answer sheet, and the Self Health Checking Form (to minimize personal contact between individuals, the students should leave the documents on the desk in front of the primary-supervisor).
*The students should be instructed to not leave at the same time and to keep the required social distance between each other as they exit the exam room.
d) The collected forms for the Self Health Checking Form and <Confirmation of Cheating Form> (Form 1) should be submitted to the related college.

4. Follow-up Steps
Try to inform the students of the answers and results of the examination.



<Actions Against Cheaters>
	Students that have been revealed of the following act should be considered to have conducted an act of cheating, and must be told to leave the class immediately. The test result will be nullified. The student should fill in the <Confirmation of Cheating Form> under the guidance of the exam supervisor, and the student is subject to disciplinary action from the university. 

	A. The act of not following the exam supervisor’s request for identification or inspection of personal belongings
B.  The act of carrying prohibited items into the exam, or keeping them in any place contrary to the instructions of the exam supervisor
C. The act of looking at other students’ answer sheets or showing one’s answer sheet to another student.
D. The act of signalling to other examinees with hand gestures, sounds, etc. 
E. Viewing prohibited belongings or using mobile phones, electronic devices, wireless devices, etc. 
F. If a mobile phone, electronic device, or wireless devices makes a sound during a test, the student will be considered to have conducted an act of cheating.
G. The act of forcing or threatening another examinee for answers
H. A serious misconduct, such as two or more people cheating systematically and deliberately in advance.
I. Requesting a proxy test or taking an exam as a substitute for the real student.
J. The act of forging an identification card
K. Writing answers after the end of the examination
Other irregular acts similar to those listed above





※Attachments: (Format 1) Confirmation of Cheating Form
                         (Format 2) Special Exam Room Transfer Form
                         


[서식 1]  부정행위사실확인서 Confirmation of Cheating Form
	부  정  행  위  사 실 확 인 서
Confirmation of Cheating Form

	학생성명
Student Name
	
	학  번
Student Number
	

	연 락 처
(휴대폰)
Phone Number
	
	해당수업
과 목 명
Lecture Subject
	

	시험일시
Test Dates
	20  년    월   일   요일
(오전 / 오후)    시   분
20 _ _._ _._ _. ___
(AM/PM) 00:00
	시험장소
(강의실)
Exam Location (Exam Room)
	

	부정행위 내용(감독관은 해당경위를 정확하고 상세하게 기록할 것)
Act of Cheating (The supervisor should write detailed information on the act)

	

	정 감독관
Primary- Supervisor
	                                        (인)
                              (Signature)
	부 감독관
Secondary Supervisor
	                                     (인)
                             (Signature)

	해당 학생
서 명
Student Signature
	본인은 위의 사항에 대해 이의 없습니다.                                                         
Confirm that there is no objection to the above.   
                                                                                (인) (Signature)


 ※ 부정행위 발생즉시 본 서식을 작성하여 수업 관장대학/부서 행정팀으로 제출하여 주시기 바랍니다.
※ Please fill out this form and submit it to the administration team of your department as soon as the cheating occurs.
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[서식 2]    특별고사실 인계서    Special Exam Room Transfer Form
	특별고사실 인계서 (Special Exam Room Transfer Form)

	해당 학생 정보
Student Information
	성명
Name
	
	학 번
Student Number
	

	본고사실
시험정보

(본고사실
감독관이
작성)

Original test room information

(Supervisor of the original test room should fill in the form)
	시험 일자
Test date
	2020년        월       일       요일

	
	본고사실
Original exam room
	건물명 :   
Name of the Bldg.:       
호  실 :           호
Room Number: 
	교과목명
Lecture Subject
	

	
	본고사실 시험감독
Original Exam room supervisor
	성명(Name) :           (서명)(Signature)
	
	

	
	시작
(답안작성 시작)
Starting time
	(오전/오후)(AM/PM)
    시       분
	학생이 본고사실에서 퇴실조치된 시각
The time the student left the original exam room
	(오전/오후)(AM/PM)
    시   분

	
	종료(예정)
Ending time
	(오전/오후)(AM/PM)
    시        분
	퇴실 전까지  답안 작성한 시간
[B]
The amount of time the student had written the answers in the original exam room
	시간     분

	
	소요시간 [A]
Total hours for student writing[A]
	총      시간     분
	특별고사실 이동 후 해당 학생에게
부여되어야 할 시험 시간[C=A-B]
The amount of time the student should be given after moving to the Special Exam room [C=A-B]
	시간     분

	특별고사실 정보
(특별고사실감독관이 작성)

Special exam room information (Supervisor of the special exam room should fill in the form)
	1. 학생이 특별고사실에 도착한 시각 :      (오전 / 오후)     시    분
1. The time the student arrived at the special exam room:

2. 특별고사실 시험(답안 작성) 시작 시각 :  (오전 / 오후)     시    분
2. The time the student started writing answers for the test in the special exam room: 

3. 시험(답안 작성) 종료 시각 : (오전 / 오후)     시    분
3. The time the student finished writing answers for the exam:

본고사실 감독이 해당 학생에게 부여하도록 기재한 시간(C)을 고려하여 시험 종료 시각을 산정․기재하고, 해당학생에게 알려 줍니다.

	특별고사실 해당 건물명 :
Building name of the special exam room:
특별고사실 시험감독 성명 :                                                                   (서명)
Name of the supervisor in the special exam room:                                     (Signature)



