REPUBLIC OF TURKEY
ANKARA YILDIRIM BEYAZIT UNIVERSITY
Rules and Procedures regarding the Rules to be followed by the Academic Staff and Students during Exams

Purpose
Article 1- (1) The purpose of the rules and procedures regarding the examination rules is to determine the obligations of the students of Ankara Yıldırım Beyazıt University in the pre-examination period and during the exams, regulating the procedures regarding the responsibilities of the instructers about the execution of the examinations as well as determining the general rules of the examination processes.

Scope
Article 2-(1) The rules and procedures regarding the examination rules cover all examinations conducted under the framework of education and training activities, carried out in Ankara Yıldırım Beyazıt University.

Basis
Article 3- (1) The principles set forth herein have been drawn up in accordance with the provisions of Ankara Yıldırım Beyazıt University Associate Degree and Undergraduate Education Directive and Ankara Yıldırım Beyazıt University Graduate Education and Training Directive as well as article 14 and 44 of the Higher Education Law numbered 2547.

Rules to be followed by the Academic Staff during the Exams
Article 4- (1) Examinations, except for the state of emergencies; are held at the place and time, specified and announced in the examination schedules, prepared by the relevant academic units.
(2) Instructors and exam officials arrive at the exam halls at least ten minutes before the the exam starts and provide the necessary order for the exam to start on time.
(3) Exam officials perform an identity check on the students. Those who do not have a student ID card or a student certificate will not be admitted to the exam hall. Student ID cards or student certificates must be on the table, available for the staff to make an ID control, during the exam.
(4) It is essential for the instructor conducting the course to be ready at the exam.
(5) Exam officials must be present in the exam hall where they are assigned. Those who won’t be able to come due to an excuse, shall notify the relevant unit of their conditions.
(6) Exam officials shows a maximum effort and attention that the smart phones, smart watches, headphones, cellular phones and electronic devices alike as well as books, lecture notes and the publications that may be benefitted to answer the exam questions, be kept out of the reach of students, except for the materials, allowed by the instructer, conducting the course.
(7) Exam officials shall not bring books, lecture notes, articles etc. to exam hall, not use their cellular phones, except for the states of necessity and not speak with other staff during the exam.
(8) Students are not allowed to leave the exam hall within first twenty (20) minutes of the exam. A student, who wishes to take the exam after fifteen (15) minutes, shall not take the exam under no circumstances.
(9) Exam officials shall not leave the exam hall for any reason even for a short-period of time. Permission is obtained from the course supervisor in cases of emergency.
(10) Exam officials do not allow a student to leave the exam hall even if the student’s exam is over when there are at least two students in the exam hall.
(11) Exam officials are obliged to take the necessary precautions for the examination to be conducted appropriately. They can also change the places of the students without any explanation. A minute is prepared by the staff, conducting the exam, about the students who derange, do not obey the rules and harm exam process, prevent the exam from being held, argue with the exam officials, leave the exam room before the time announced to them, do not accept the exam regulations of the exam officials and those who cheat or attempt to cheat. The relevant minute are delivered to the relevant unit, where the examination has been held.
(12) When the examination is over, the staff counts the exam papers. They check whether the number of students, officialy recorded to have taken the exam are equal with the number of exam papers, submitted to them. They sign the minute of the exam and deliver all the exam materials to the course supervisor.
(13) Necessary precautions are taken for the disabled students, studying in the relevant units, not to be affected adversely in accordance with AYBU Disabled Students Education, Training and Assesment Directive.
(14) Necessary disciplinary investigation shall be launched for the exam officials who neglect their duties.
Rules to be followed by the Students during the Exams
Article 5-(1) Examinations, except for the state of emergencies; are held at the place and time, specified and announced in the examination schedules, prepared by the relevant academic units.
(2) Students shall take the exam in the announced exam hall. Students shall be ready in the exam hall at least 10 (ten) minutes before the commencement time of the exam.
(3) Students shall take their exams by keeping and showing their student ID cards or a certified student document with them.
(4) The student shall take into account all kinds of warnings of the exam officials otherwise disciplinary actions shall be imposed on the student due to exam disruption.
(5) Classroom arrangement are determined by exam officials. The places of the students’ can be changed when necessary.
(6) Each student is personally responsible from the the existence of any information, text and/or document that can be considered as a copy, found on the desks and around in the exam hall and shall inform the invilgator if there is such a case.
(7) Students shall not keep smart phones, smart watches, headphones, cellular phones and electronic devices alike as well as books, lecture notes and the publications that may be benefitted to answer the exam questions and shall not maket hem accesible, except for the materials, allowed by the instructer, conducting the course.
(8) Students shall not take the exam if they are 15 minutes late. No additional time will be granted for the students who are late for the exam.
(9) No student is allowed to leave the exam hall without signing the exam attendance sheet.
(10) A student won’t be allowed to get back to the exam hall if s/he leaves the exam hall once.
(11) Students should check the exam documents, delivered to herself/himself, before the exam starts. Students shall inform the exam officers about unreadable, damaged or incompletely printed examination documents.
(12) Students are obliged to write down their names, surnames and student ID numbers on the exam sheet/document.
(13) It is forbidden for the students, during the exam, to exchange anything from each other and to keep in touch with eachother for whatever reason it might be.
(14) The examinations’ of the students’, who derange and disrupt the exam process, cheat or attempt to cheat, help others cheat, taking the exam instead of someone else, making someone else take the exam instead of theirselves, are assessed as invalid and disciplinary action shall be taken against them.
(15) Students should check whether the details on their ID cards and their signatures are also found on the exam sheet/document while handing it to the exam officials. Exam documents must have been delivered to the exam officials completely, as how they specified, when the exam finalizes. Minutes are taken down about students, who do not deliver their exam sheets/documents.
(16) Students must obey all the warnings of the exam officers during the exam.

Non Provisional Circumstances
Article 6-(1) Senatorial decisions and provisions of other relevant legislation are implemented, should non provisional cases occur in this directive. Relevant units may take additional measures, provided that they do not contradict with the general provisions and with these procedures and principles.

Effective Date
[bookmark: _GoBack]Article 7. The procedures regarding the exam rules shall take effect on the date approved by Ankara Yıldırım Beyazıt University senate. 
Execution
Article 8. The procedures governing the examination rules shall be executed by the rector of Ankara Yıldırım Beyazıt University.

