Appendix 8 – Examination Papers Review Checklist

When reviewing the Examination Paper, please check at least the following:

A. Cover Page

(
Correctness


All information is accurate (e.g. 120 minutes, 10 minutes reading time, course name and code).

(
Completeness


All fields from the template have been included, unless not required.

(
Instructions
All special instructions are clear and well laid-out, practicable and consistent with any detailed instructions in the body of the paper.  Ensure it is clear where questions are to be answered – exam paper, booklets, general purpose answer sheets (GPAS) – and that this is consistent with instructions in the paper.

(
Number of questions
The number of questions in the paper is completed and is consistent with the actual number of questions in the paper.

B. Layout
(
Use of template


The examination paper template has been used and has not been modified.

(
Fonts
Main font is Arial 12 point and is consistent throughout (except for special cases; e.g. formulae, case study text; etc.) and no smaller than Arial 12.

(
Margins


All margins are as in the template and are consistent throughout the paper.

(
Indenting


All indents are consistent and are inserted with tabs, rather than spaces.

(
Line spacing
All spacing is consistent and sufficient white space is left between questions, paragraphs, etc. to allow for clear readability.

(
Typographical errors

There are no misspellings or typos. Check especially for extra spacing, unclosed quotation marks and parentheses etc.

(
Overall readability


In addition to all the above, the paper is generally clear and easy to read.

(
Pagination

Pagination contributes to ease of reading rather than hindering it (e.g. the name/number of a section/question is on the same page as the question; the End of Examination sentence is on the same page as the last question).
C. Content
(
Numbering of questions
All questions are clearly numbered and numbering is correct, consistent, sequential and complete. The number of questions in the paper is the same as the number given on the cover page (NB: this is the number of questions that the paper contains, not the number that the student is required to answer). 

(
Numbering of sections
All parts or sections are clearly labelled and naming/numbering is correct, consistent, sequential and complete.

(
Instructions
Instructions to the student are clear and consistent. If all questions are to be answered this is clearly stated; if only some questions, this instruction is clearly expressed both in the Special Instructions (on the cover) and at the beginning of each relevant section. 

(
Wording and grammar

All questions and instructions are clearly worded and unambiguous. No duplicate questions are present. Grammar and spelling are correct.
(
Nature of questions
Questions relate to the course (content, learning outcomes) and are appropriate for the level of the course.
 

(
Format of numbers within questions

Where a numeral less than 10 is used within a question or instruction, the format is in words followed by the numeral in parentheses, as in “Answer four (4) questions”.

(
Marks

Ensure that the marks for all questions are consistent with the instructions on the cover sheet or elsewhere in the paper (such as section instructions) and that they add up to the stated totals.  If marks are provided for parts of questions, ensure that they add up correctly and are readily identifiable as partial, and not additional, marks.

(
Multiple choice questions

Check that the same number of answer options (for example a – d) is provided for all questions.
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