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Introduction 
This procedure refers to the stages that are followed before, during and after the examination period until the evaluation of the students in Distance Learning programs.
First of all, all the courses of distance learning programmes have final examination with weight of evaluation 70%. The rest 30% is representing the weight of the midterm assignment.
In order for the distance students to take their final examination they are obliged to attend the examination centres with physical appearance.
The examination periods are three. The first is defined at the end of the winter semester, the second at the end of the spring, and the third, which is the repetitive examination, before the start of the new academic year.
Before the start of the examination period
Stage 1 Examination Period
Exam dates for the winter and spring semester and for the repetitive examination are listed in the Academic Calendar. The calendar is posted in Moodle at the beginning of the academic year.
 
Stage 2 Examination Centres 
The examination centres are located in five specific central areas, Athens, Thessaloniki, Crete, Rhodes and Paphos so as to ensure as much as possible easy access for the students, based on their geographical area.  
In each examination centre there is the Examinations Coordinator (permanent academic staff of the university), the Examinations Officer (permanent administrative staff) and the invigilators team. 
Key roles
Examinations Coordinator and Examinations Officer: Their role is mainly to be in charge of the examination centres where they are allocated. The Examinations Coordinators are permanent members of academic staff and the examinations officers are permanent administrative staff of the university. Together they coordinate the examinations and ensure smooth operations of all the exam procedures.
Stage 3 Examination Centre Students Statement
Approximately three (3) months before the beginning of the examination period, the DLU Administration initiates the examination centre students statement via Moodle on Distance Learning Unit General Information. The students must choose 1 examination centre (Athens, Thessaloniki, Rhodes, Crete, Paphos) according to the city where they wish to take their final examinations and submit their choice online. In the examination center statement there are the four (4) basic days of examination eg. two consecutive weekends. Students have ten (10) days to submit their application.
Stage 4 Examination Timetable
Approximately two (2) months before the start of the examination period, the DLU Administrator prepares the examination timetable in communication with the programme coordinators. The program indicates the exam schedule for each course and the same timetable applies to all examination centers at the same time.
Stage 5  Exam Rooms Booking

The DLU Administrator, after completing the exam schedule, based on student numbers per exam centre, arranges the appropriate exam room bookings upon the agreements that the University has already signed. The contract shall contain all the necessary information (capacity of exams’ rooms, hours of use, etc.). 
The maximum number of students in each department / group of examinees is 60 (sixty) students, provided that the room capacity permits the provision: student seat – empty seat – student seat. 
Stage 6 Answer Booklets Shipping Schedule

Every semester the DLU invites the associated teaching staff, course coordinators and (academic staff) to confirm their postal address in order to ship the student's answer booklets.
After collecting all personal information with confidentiality, the DLU Administrator organizes the shipping timetable to all addresses from all examinations centres at the same time. The Distance Administrator organizes the shipping schedule in cooperation with a courier which is in agreement with the university. The DLU Administrator also prepares in advance all A3 envelopes with the printed etiquette with postal addresses as a set for each examination centre. Finally forwards them to the examinations coordinator and examinations officer. 
Stage 7 Publication of examinations timetable


The Registry Office:

- Publishes through the moodle the exam schedule.
- Sends to academic staff the exam period’s evaluation timetable.

Stage 8 Invigilators Schedule


The invigilators may be permanent teaching staff or associated teaching staff of the programme and as a must, it is estimated one invigilator for thirty (30) students.
The DLU Administrator based on the needs of the examination centres, invites the course tutors, course coordinators and programme coordinators to propose their interest and availability to invigilate the examinations by providing dates and time of availability. Their proposal and availability is submitted to the Programme Coordinators to select the invigilators hosting the five (5) exam centres. Then the DLU Administrator issues the invigilator’s schedule. 
Moreover, in small departments/groups where as there are no more of thirty (30) students, the course tutor must not be an invigilator. 
At the same time the Tutorial Exam Guidelines and the Invigilator Forms are sent with the University's internal exam regulations.
The preparation of the schedule takes into account the following to be in accordance with the quality control objectives of distance students examinations:
- the number of students who have enrolled in each course.
- the number and capacity and special characteristics of the exam rooms to be used.
- the availability and the total number of the invigilators.
Stage 9 Exam Rooms Students Allocation
The DLU Administrator based on the examination centre students statement allocates the students at the exam rooms per course taking in consideration the capacity of the rooms and the number of students. The student allocation is posted at all examination centres on A3 boards with student surnames in alphabetical order.
Stage 10 Course Sign in Sheets

The DLU Administrator also prepares the general course attendance sheets and the course per audience attendance sheets as extracted from Moodle for all the courses.
General course attendance reports include all students who have enrolled the course.
Course per audience attendance sheets include the students of each course group per tutor. As soon as the examination of a course if finished, the general course attendance sheet is forwarded to the DLU Administrator and the Course per audience attendance sheet is forwarded to the course tutors along with the answer booklets. The students must sign on both sheets.

Stage 11 Examination Topics
The Academic Coordinator - Course Advisor in reference to final or resit examinations is responsible for: 
i.	The coordination of the final or resit examination questions of topics, behalf of the Teaching Staff Team.
ii.	The writing of the answer guide for the examination questions of topics, in cooperation with the members of Special Teaching Staff and the publication of it to the Teaching Staff Team. 
For the above standing points to be met and accomplished, the AC – Course Advisor, in cooperation with the relevant Programme Coordinator, follow the procedure below as such:
i.	A formal session is held with the Special Teaching Staff team members, exclusively about the topics for the final or resit examinations. 

ii.	 During this formal session it is then determined the form of questions (multiple choice and essay questions), the number and the marking points of each question as well as the general scope of the appropriate answer.
   
iii.	Each Special Teaching Staff member submits its relevant suggestions (of topic questions), to which all the team members exchange their views and the instructional value is being developed and the activation of the student’s experience. 
   
iv.	Thereinafter, the Course Advisor and the Programme Coordinator shall consult and reach to the formulation of the examination questions (the number of which, is three times as much from the expected number of questions included in the examination paper)
   
v.	Then, the Programme Coordinator decides regarding the selection and final formulation of the examination questions 6 weeks in advance of the first date of the examination period, and provides the final examination paper to the DLU Coordinator 5 weeks in advance of the first date of examination. Then, the DLU Coordinator shall provide the relevant examination papers to Examinations Coordinator (to which examination centre, the relevant examination papers will be essential according to the students examination centre statement. The examination centre statement results are held by the DLU Administrator).

vi.	All the examination papers are printed out in the University to cover the examination centre needs per course and the DLU Administration provides them to the Examinations  Coordinator.

vii.	The Programme Coordinator and the Course Advisor, on the date of the examination or no later than the next date of examination, jointly develop the relevant answer guide to be provided to each separate teaching staff to secure grading homogenization and transparency.
Start of examination period
Stage 12
Prior to each course examination, the Coordination and Invigilation Team checks that the correct number of topics and attendance reports have been printed. An examination rooms check is being conducted.
End of the Examination period
Stage 13 Shipping of the answer booklets	
At the end of the examination, the answer booklets are being shipped to the tutors. As soon as the answer booklets are received by the tutor then starts the grading process.
Stage 14 Grading of Students
The tutors will grade the students score based on the answer booklet.
The tutors upload the score on Moodle course page per audience.
Also the tutors register the students scores on the grading books, that the DLU Administrator provides before the examination period to all tutors.
All the grades are considered provisional until their validation of the assessment board.
Stage 15 Time limit of Grades Registration
The course grades will be registered:
-In 10 days from the date of the examination of the specific course. Each course tutor will grade his/her groups.
The maximum number of groups per tutor is two (2) and the maximum participants per group is thirty (30) students.
*Grades posted in moodle are considered provisional until they are validated by the Assessment Board. 
Stage 16 Grading Books Collection
The DLU Administration, after gathering all the grading books, submits them in hand to the Registrar and also uploads them to the University’s archive for as the exam boards to be ready. 
Stage 17 Assessment Board Invitation

The DLU Administrator forwards a letter of invitation on behalf of the Programme Coordinator to the Course Coordinators and Academic Teaching Staff in order to attend the Assessment Board of the Programme through Skype, on the selected date and time.

Stage 18 Assessment Board Preparation
The DLU Administration before the assessment board, prepares all the draft minutes per programme and proceeds to organizing arrangements of the exam boards, in order to support the Assessment Board.

Stage 19 Assessment Board
All the academic members invited to the Assessment Board must be in present either with physical appearance either through Skype. Then, the programme coordinator presents all the students grades per course from the exam board for transparency purposes. The course coordinators and academic teaching staff must have in their possession the grading books of the course of their audience. The programme coordinator reviews and validates all students progress based on the evaluation assessment and the minutes.

Stage 20 Validation of the Assessment Board
The programme coordinator validates the Assessments Board as Chairman and then it is submitted for ratification to the Dean of the School.

Stage 21
The DLU Administrator stores the assessment board minutes and exam boards in the University's digital archive and handles the printed ones to the Registry Office to be stored in the university’s archive, along with the support of absence documents.

Stage 22

The Registry checks the minutes.
Stage 23

The IT Department of the University sends out the grades to students who have no financial pledges.
Stage 24
Students wishing to review a grade can send their request to the DLU Administrator initiating the appeal procedure.
Relative documents
· POLICY for "Student-Exam Evaluation" (NUP Policy 01.414)
· Quality Assurance Management Handbook (6.2.2 Scheduling of teaching and examination activities)
· Distance Learning Program Guide
· Academic calendar
· Internal exam rules
· Invigilator form
· The role and tasks of the Assessment Board
· Request to justify absences from the exam
· Appeal Policy and Procedure (NUP 01.412)
· Appeal form 
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