Guidance on examination paper preparation
When preparing an examination paper, please use the templates available on the N:\Drive.

N:\Student-Education-Service\Cross-Institutional-Functional-Management-Teams\Assessment\Resources\Exam papers\November 17 suggested templates etc

All text should be Arial.  (Unless there is an academic need for an alternative type face such as Latex). 
All text must be a minimum of 12 point (including headers and footers).
All text must be Black.

For emphasis, avoid the use of capital letters, italics and underlining.  Instead use bold, title case and font size.
All text should be left hand justified.

All papers must be double sided.

All pages must show the page number in the footers.

All pages must show “Turn the page over” in the footers, with the exception of the final page.*

*The final page must show End in the footer.
Maintain consistency of formatting throughout.

Avoid ambiguous terms (examples attached).

Avoid using text boxes or images for formatting.

Use clear, concise sentences separated by full stops.

Please note: occasionally papers will need to be transcribed in alternative formats, or the language of the questions/text will need to be modified for an individual student. So, where possible, papers should (also) be available in Word or PDF format that can be easily edited or annotated by DSAS or other relevant staff.
There are three variations of exam paper:

· Papers printed on white – basic exam paper format and the students are permitted to remove the exam paper at the end of the exam.
This template is White Exam Paper Template
· Papers printed on pink – these papers contain information that is to be reused.  The Invigilators will collect them at the end of the exam to be securely disposed of in the Exam Sub-office. Students are not permitted to remove exam papers printed on pink.
This template is Pink Exam Paper Template

· Papers printed on blue – these papers require the students to write the answer to part of, or the entire exam on the actual exam question paper.  The Invigilators will collect them at the end of the exam to be returned to the school.  Students are not permitted to remove exam papers printed on blue.
This template is Blue Exam Paper Template
*   To create a footer that is different on the last page please refer to N:\Student-Education-Service\Cross-Institutional-Functional-Management-Teams\Assessment\Resources\Exam papers\Creating footers - Shortcut.lnk
The templates ensure the following information is correctly displayed on all papers:

· Module Code (i.e. CHEM124001)
· The University of Leeds Copyright symbol
· The University of Leeds

· The School
· Date of the examination (Semester One - 2017/2018)

· The long module title (As recorded in the module catalogue)
· Number of pages the paper consists of
· Duration of the examination (in bold)
· Examinations instructions

· Calculator instructions

· Dictionary instructions
· Examination information
· Page numbers must show in the footer on all pages
· Turn the page over must show in the footer on all pages except the final page 
· End must show in the footer on the final page
If materials are attached to the back of the examination paper these must show the module code, page number and turn the page over instruction, and be included in the total number of pages information on the front of the exam paper.


Below is a substantive list (although not exhaustive) of examples of instructions listed on the front page of past papers, these have now been language modified.  All instructions should be clear and bulleted under the appropriate headings -” Exam Instructions, Exam Information or Instructions to Students”.  Instructions should use the active voice, be directive and clearly aimed at the student (e.g. ‘you must…’ rather than ‘candidates should…’).  These should be short and concise.  Avoid unfamiliar terms or jargon.  If these cannot be avoided, provide an explanation.  Please refer to the following when preparing future papers, these are to help ensure the front page of all exam papers are written in an accessible format:

Calculators

· You are not allowed to use any calculator in this exam.
· You are allowed to use a nonprogrammable calculator.
· You are allowed to use a nonprogrammable calculator only from the following list of approved models in this examination:

· Casio fx-82, fx-83, fx-85, fx-350 series

· Sharp EL-531 series
· You are allowed to use a calculator with log functions in this exam.
· You are allowed to use a calculator which has had an approval sticker issued by the School of Mathematics.
Materials

· An MCQ Answer Sheet is provided. 
· A formula sheet is provided.
· Candidates are allowed to use a School of Chemistry Data and Code Formula Booklet.
· A periodic table is attached.
· Statistical tables are provided at the end of this exam paper.
· An EMQ answer sheet is provided.
· Candidates require 2 x 8 page script books with this exam paper.
· Graph paper is provided.
· 2 MCQ cards are provided for each candidate.
· You are allowed to use the internet for this exam.
· You are allowed to use unannotated text books.
· You are allowed to use annotated reading material.
· You are allowed to use a ruler with millimetre measurements.
· You are not allowed to use any additional materials.
· You are allowed to use drawing instruments.
Dictionaries

· You are not allowed to use dictionaries.
· You are allowed to use an unannotated, basic English Language dictionary.
· You are allowed to use an unannotated basic French translation dictionary.
Marking

· This exam is worth 80% of the overall module mark.
· All questions are worth equal marks.

Additional information

· There are x hours to complete this exam.
· This examination paper is made up of eight questions, one question on each of the eight advanced topics presented in the module.  The advanced topic on which each question is set is indicated.
· This exam is an Open Book.  This means that you may take with you any written or printed material into the examination room.
· You must answer no more than four questions, one of which should be Question 5.

· For questions A1 to A10 you must write down a single letter answer.
· For questions A11 to A20 you must write down a short explanation or draw a sketch.
· Formulas for vector differentials in cylindrical polar coordinates are given in an appendix at the end of the paper.
· To get full marks you must explain your reasoning.
· In section B questions you may assume g = 10 m/s2
· Refer to relevant literature in your answer.
· Give as detailed an answer as possible to three of the questions overleaf.
· Each answer should make reference to at least two films on the course.  In addition, you can also make reference to films not on the course, Italian or otherwise.
· Candidates should not answer two questions that deal wholly or partly with the same author/artist.
· Candidates must answer two of the following questions.  You will be expected to show knowledge of a range of material on the module.  You must not repeat material which you have used for another examination paper or for an assessed essay.
· You must show all your calculations.
· Figures in brackets indicate the proportion of total marks allocated to the question or part of question.
· Do not replicate material in more than one answer.
· You are allowed to answer the questions in a separate answer sheet – or you can type them up on the computer as a Word document
· If you attempt more than three questions, only the best three results will be used in the final marks.
· If you answer more than the specified number of questions, the extra answers will be ignored.  Your answers in each section will be marked in their order of appearance in your booklet, unless they have been crossed out.  Crossed-out work will be ignored.
· The marks available for each question are given in brackets after the question.

EMQ Instructions:

· Enter your answer by shading in the appropriate box in HB pencil as indicated at the top of the answer sheet (remember you should only shade in one box).  Do not use ticks, crosses or circles.  Do not use ink, ballpoint or felt-tip as this will not be read.

· Please read these instructions carefully before you start.

· Please use an HB/B pencil

· Write your student identification number in the boxes provided and also enter the number in the grid as shown on the answer sheet.

· Write your name using block capitals in the space provided and write your seat number beside your name.

· To change your answer, erase completely the mark you wish to change with an eraser before making a new mark.  Do not use correcting fluid (such as Tippex) anywhere on the answer sheet.
· Do not write on the back of the answer sheet.

· Do not fold, crease or pierce the answer sheet.

· Working or rough notes should be kept separate and will not be marked.

· To correct a mistake, remove the pencil mark completely using an eraser.

· At the end of the examination hand in both this paper and your answer sheet. If you do not do this, you might be given a mark of 0 for this exam component.

MCQ Instructions

· Please read these instructions carefully before you start.
· Please use an HB/B pencil
· Write your student identification number in the boxes provided and also enter the number in the grid as shown on the answer sheet.
· Write your name using block capitals in the space provided and write your seat number beside your name.
· Write your seat number and student number on this examination paper and on your answer sheet.  At the end of the examination hand in both this paper and your answer sheet. If you do not do this, you might be given a mark of 0 for this exam component.

· Enter your answers by filling in the corresponding box (A-D) next to the relevant question number on the answer sheet.
· To change your answer, erase completely the mark you wish to change with an eraser before making a new mark.  Do not use correcting fluid (such as Tippex) anywhere on the answer sheet.
· Do not write on the back of the answer sheet.
· Do not fold, crease or pierce the answer sheet.
· Working or rough notes should be kept separate and will not be marked.
· To correct a mistake, remove the pencil mark completely using an eraser.

MRQ Instructions 

· This paper is made up of twenty multiple-response questions (MRQ).
· You should attempt all of the questions.
· You are provided with a specially-printed card on which to record your answers (the “answer sheet”).
· Write your name, the date, the exam code and the exam title (shown at the top right of each page of this exam paper) in the boxes provided at the top left of the answer sheet. Enter your student identification number in the spaces provided at the top right.
· Fill in the answers to the exam questions using the lower part of the sheet. Use a soft pencil to fill in the boxes like this [-]. Do not use ticks, crosses or circles. Ink, ballpoint or felt-tip will not be read. To correct a mistake, remove the pencil mark completely using an eraser.
· Do not fold or crease the answer card or it will not be read by the card-reader.
· At the end of the examination, you must hand in both this question paper and your card.
Multiple Sections

· There are two sections to this exam: Section A and Section B.

· You must answer the Compulsory Question in Section One (50 marks).  You must answer one question from Section Two (25 marks) and one question from Section Three (25 marks).
· You must answer each question in a separate answer booklet.
· You must enter your Section A answers in the answer booklet provided.
· You must enter your Section B answers on the MCQ card provided.
· Your answers to Section A questions and Section B questions may be written in the same answer book.
· You should attempt three questions including at least one question from SECTION A.  The remaining questions may be selected from Section A or Section B.
· You must answer Section B on the question paper
Instructions for each section should be repeated at the start of each section.


Pink paper instructions

· Do not remove this paper from the exam venue
Blue paper instructions

· Do not remove this paper from the exam venue
· You must enter your student number and your seat number in the boxes below
	STUDENT NUMBER
	
	
	
	
	
	
	
	
	

	SEAT NUMBER
	


· You must attach this question paper to the back of the answer booklet(s) using a treasury tag.




Recommended modifications:
Given that this document is simply a guidance and not an exhaustive list, below is a short table which captures the theme of some of the above information by clearly showing the recommended modifications.  Schools should be aware of the content of this document and table when preparing the examination papers, and try to adhere to the recommendations.  
Obviously not all phrases used on examination question papers will be covered and some phrases will not necessarily be as you want to use them e.g. “This exam is worth 80% of the overall module mark”, this will be modified according to the requirements of the module.  

Please try to understand the overall intention and apply this to the examination question papers:

	Previously used words/phrases
	Modified words/phrases

	
	

	All questions carry equal marks
	All questions are worth equal marks

	This examination paper comprises eight questions
	This examination paper is made up of eight questions

	Questions A1 to A10 require you to 
	For questions A1 to A10 you must

	THREE
	three

	Show all calculations

	You must show all your calculations

	Each question consists of a stem with
	Each question is made up of a ‘stem’ (a question or incomplete statement) with


Disability Services can be contacted at disability@leeds.ac.uk or 0113 343 3927 for further guidance.  Disability Services are also able to offer training sessions on language modification; please use the same contact details if this is something you would like to arrange.   
Disability Services have supplied Appendix 1 which shows some further recommended modifications and some examples.

Ambiguous instructions
	Avoid
	Use

	Explain briefly 

[3 marks]
	Explain in three sentences…

Explain in three paragraphs or less…
Give three reasons…
[If you cannot explicitly quantify ‘briefly’, it is better not to use it at all.]

	Illustrate your answer

[2 marks]
	Give two examples to explain your answer.
Use examples to explain your answer.

	Consider 
	Look at / study / think about

	Indicate
	Write down


Double-meaning

	Avoid
	Use

	Illustrate
	Use examples to explain your answer

	Discuss
	Analyse and evaluate

	Explore
	Describe in detail

	Argue
	Give a case for and/or against



The passive voice

· Tells us something is being done, rather than that someone is doing something

· Can be a difficult sentence structure for some readers; often not acquired in those with language differences. 

	Example of Passive Voice
	Active voice equivalent

	The house was sold by an estate agent
	An estate agent sold the house

	The show was watched by a large audience
	A large audience watched the show


Ellipsis

Leaving out a word or phrase so as not to repeat it.  This can lead to confusion of meaning. 
	Example of ellipsis
	Alternative

	There are three main carbohydrate groups.  Sugar is one of these.

a) name the other two groups.
	There are three main carbohydrate groups.  Sugar is one of these groups. 

a) name the other two carbohydrate groups.



The negative

· Causes unnecessary confusion and can usually be avoided

· Makes the main subject matter of the question the opposite of the real focus of the question

· Highlighting the negative word in bold does not help!
	Example of the negative
	Alternative

	Explain why the Lake District does not have a dry climate.
	Explain why the Lake District has a wet climate.


Difficult word order

· Try to use subject-verb-object sentence order to avoid confusion

· Follow a logical pictorial flow

· Separate the information from the question
	Example of difficult word order
	Alternative

	What kind of cleaning agent will remove the hard-water stains left by a dripping tap on a wash basin?
	A dripping tap leaves hard water stains on a wash basin.  What sort of cleaning agent will remove these stains?



Examples of typical amendments

1)

Answer three questions, Question 1 (compulsory), plus one question from Section B and one question from Section C

PLEASE SHOW ALL WORKINGS IN ANSWERS TO NUMERICAL QUESTIONS.

Changed to:

         You must answer three questions in total
         You must answer Question 1, which is the only question in Section A
         You must answer one question from Section B
         You must answer one question from Section C
         You must show all of your workings in answers to numerical questions

2)

Answer three questions, at least one question from each Section
Changed to: 


         There are two sections to this exam: Section A and Section B

         You must answer at least one question from each section
         You must answer three questions in total
3)

Percentages in brackets [%] indicate the weight of each question for the paper.

Changed to: 

         The numbers in brackets indicate the marks available for each question.
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