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Cover  Sheet  (Procedures for Ouestion Papers)
A.  Particulars  OF  PAPER
	Date
	Starting time
	Duration
	Number of paper [e.g. 1st of 2]
	Number of students

	
	
	
	
	

	5-digit code
	Module [e.g. Political Science 112]
	Department

	
	
	

	Name(s) of examiner(s)
[= person(s) setting the paper]
	Department
	Question or section
	Tel.

(Office)
	Tel.

(Cell/Home)

	Chief
	
	
	
	
	

	Co-
	
	
	
	
	

	Co-
	
	
	
	
	

	Co-
	
	
	
	
	


B.  DUPLICATION AND SECURITY
	How will the question paper be duplicated?

(Below, please mark the appropriate box with an X.)
	If duplicated by Department,
it undertakes - 

	By the Examinations Section
	By the Department 


	(1) to deliver copies to the Examinations Section on the agreed date;

(2) to maintain adequate security.

(Please mark this block with an X.)

	Signature of Dean / Departmental Chairperson
	


C.  SPECIAL  INSTRUCTIONS
	To Examinations Section

[manner of duplication; accessories; etc.]
	Back- to –back (x)
	Single sided (x)

	
	
	

	

	

	On procedure in examination room

[open-book exam; handing out of materials; etc.]
	

	

	To convenor

[instructions to candidates]
	

	


D. SPECIAL CONCESSIONS

	Please indicate how many students you have with the following special concessions?

	Computer room or assisted technology
	

	Braille room
	

	Enlarged letter/ font size (Indicate size:16/18/20/22/24 or Other)
	

	Please contact braille@sun.ac.za for support with the preparation of exam papers for the above concessions at least 2 weeks prior to the submission of exam papers to the Exams Office (these exam papers must be included).


Please familiarize yourself with the ExCo(S) resolutions
set out overleaf / in document attached.
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