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Rule for the Conduct of Examinations
 
Article 1. General Provisions 
1. The rule for the Conduct of Examinations (hereinafter the Rule) regulates legal and organizational issues in relation to the conduct of examinations at BAU International University, Batumi LLC (hereinafter “the University”). 
2. The University conducts examinations pursuant to this rule observance of which is equally mandatory for all students. 
 
Article 2. Interpretation of Terms 
1. The terms used throughout this rule shall bear the following meaning: 
a) A student entitled to take an exam- a person who is taking a course in the frame of the program, who has met the minimum level of competence set for the course (if applicable) and has fulfilled terms and conditions of the contract signed with the University. 
b) An exam invigilator- a person who supervises the process of examinations; 
c) An Examination Center – a structural unit of the university, responsible for planning and conduct of examinations.. 
d) An Appeal Committee- a temporary committee created by the Rector’s order with an aim to consider appeals arise regarding exam results. 
 
Article 3. The Forms of Conducting Examinations 
1. Three types of examinations are conducted at the university: 
a). midterm exams,
b). block exams
c) final exams. 
2. Throughout a semester student takes at least one midterm exam per each course (except block subjects) in the middle of a respective semester.
3.  In case of an integrated module a student takes a block exam upon completion of respective module. 
4. A student takes a final exam for each course and integrated module at the end of a semester during the final exam session period. Attendance at the final examination is mandatory. If a student does not attend (is absent from) the final examination for any reason, he/she shall not, under any circumstances, be permitted to take the make-up examination for that course or module.
The right to sit for a make-up examination is granted only to students who have attended the final examination and failed to achieve the minimum passing grade, in accordance with the relevant academic regulations. For the purpose of clarification, if the final exam score is below 50, but the overall course grade is 41 or higher, the student shall be considered to have conditionally failed the course and shall be eligible to take a make-up examination. In such cases, the letter grade shall be reflected as FX, indicating eligibility for the make-up examination. Students whose overall course grade is below 41 shall not be eligible for a make-up examination.
5. Examination schedule is prepared by examination center and approved by Rector’s Order. 
6. Midterm, block and final exams are conducted in a multiple choice question (MCQ), oral or objectively structured (OSCE, OSPE) form considering the objectives of a course described in a syllabus of a course. 
7. The rule for assessing examinations and the admission barrier for examinations are regulated through a “Rule for conducting educational program” and syllabus of a specific learning course. 
8. The duration of each exam is defined based on its type and complexity and is reflected in examination schedule. 
9. For multiple-choice type examinations, the Exam duration is as follows:
a). 35 minutes for 40 questions
b). 70 minutes for 80 questions(BLOCK)
c). 38 minute for 50 question
d).60 minute for 80 question(not BLOCK)
e)Written case(It varies depending on the answer to the question.)
10. In clinical learning courses, if the test includes a big clinical case scenario, the exam duration may be extended based on the recommendation of the subject instructor and have to be written in the exam timetable.
  
Article  4. The Procedure for Conducting Examinations  
1. Examinations are organized by an Examination Center pursuant to this rule. 
2. The Examination Center organizes computer-tablet, oral or structured examinations. 
4. The academic and invited staff of respective courses shall provide question and keys (answers) to the Board not later than 10 days after starting of the respective course. The Center ensures fulfillment of these obligations. 

5. Examination questions shall be prepared and uploaded directly to the examination system by the relevant Course Lecturer in accordance with the officially designated course resources and references. No printed or electronic booklets shall be prepared. If it is determined that the questions of any examination have been prepared using any artificial intelligence tool, the Examination Center reserves the right to intervene in up to fifty percent (50%) of the questions of the relevant course and to add questions from the official question pool without prior notice. The Examination Center shall ensure that the system is technically prepared in accordance with the number of active students registered for the respective course or block.

6.The faculty sends the list of students taking an examination to the Center no later than one week prior to examination. The students, who will not be on the list provided by the faculty, will not be permitted to take an examination. 
7. The staff of the Center monitors an examination process with participation of the group of exam invigilators(İncluding relevant course lecturer).
 
Article 5. The Process of a Registration on Examinations 
1. The registration process starts 15 (fifteen) minutes before the start of an examination. 
2. A student shall provide an ID/passport to a representative of the Examination Center for identifying him/her. 
3. A representative of the Examination Center assigns a number to a student according to which he/she shall take a seat, provides students with question booklet, answer sheet, pencil, and additional materials, if needed
4. In case a student is late up to 5 (ten) minutes for an examination, the head of the Examination Board can allow him/her to an examination, however, he/she shall not be given extra examination time. 
5. In case a student is late for more than 5 (ten) minutes for an examination, he/she shall not be allowed to take an examination and shall score zero (0) in respective assessment component. 
6. Before an examination starts exam invigilator gives instructions to students about the rule of conduct during an examination.
7. The exam invigilator notifies students about remaining time 10 (ten) minutes before an examination finishes. 
8.In examinations conducted in multiple groups, the following rules shall apply:
· If the examination is administered in two (2) groups, students in the first group shall not be permitted to leave the Examination Center before the official examination time has ended.
· If the examination is administered in three (3) groups, students in the first and second groups shall not be permitted to leave the Examination Center before the official examination time has ended.
This measure is implemented to ensure fairness, confidentiality, and the integrity of the examination process.
 
Article 6. The Rule of Conduct for Students in the Examination Center 
1. When taking an examination a student must: 
a). Arrive at the examination center 15 (ten) minutes before an examination starts;
b). Hand in a mobile phone, other communication devices, books, notebooks and other belongings to the representative of the Examination Center or an exam invigilator.  
c). Take a seat allocated to him/her by a invigilator of an examination room; 
d). Observe the instructions of a representative of the examination center and an exam invigilator. Disobedience, offence or obstruction of an examination process by any other form might result in a student’s dismissal from an examination; 
e). Remain calm and abstain from calling out from an allocated seat or loudly speaking with himself/herself;
f). Raise a hand to refer to an exam invigilator and hand in an examination paper including additional papers for rough work in case of finishing an exam early;
h). Raise a hand to refer to an exam invigilator about question in exam topics.
i). Students may leave the examination room only after clicking the “End Test” button and subsequently logging out of the examination system.
2. During an examination, a student is not allowed to:
        a) Carry a mobile phone or any other electronic device, including but not limited to smart watches, headphones, smart glasses, or similar technological equipment;
          b) Use textbooks, notes, papers (except those provided by the examination staff), or any unauthorized materials during the examination;
        c) Communicate with other students, assist other students, receive assistance in any form, look at another student’s screen or answer sheet, signal to each other through gestures, mimics, or any other non-verbal communication, or disturb other students in any manner;
        d) Introduce any unauthorized items into the examination room, except water and a disposable napkin;
           e) Enter the examination room wearing a coat or hat;
        f) Leave the examination room without permission. Leaving the examination room is allowed only with the permission of and when accompanied by an invigilator;
           g) Place any unauthorized items on the desk or working area, except those permitted by the examination invigilator;
             h) Start working on the examination before receiving official instructions to do so;
             i) Continue working after the official examination time has ended.

3. Disciplinary Measures and Warnings
A student shall receive a formal warning:
a) If unauthorized materials are found in his/her possession;
b) If he/she communicates with other students, makes excessive or unjustified movements, assists others, attempts to obtain assistance, or distracts other students in any form;
c) If he/she places unauthorized items on the working desk;
d) If he/she starts working before receiving official instructions.

4. Repeated Violations
If a student repeatedly violates Paragraph 3 of this Article, he/she shall be dismissed from the examination, assigned a grade of zero (0), and an official report (minute) shall be prepared.

5. Immediate Dismissal Without Warning
A student may be dismissed from an examination without prior warning in the following cases:
a) If he/she introduces or uses a mobile phone or any type of electronic device (including smart watch, headphones, smart glasses, or similar devices). In such case:
· The examination shall be graded zero (0);
· The student shall automatically fail the subject;
· The student shall not be granted a makeup examination opportunity;
· The case shall be referred to the Ethical Committee for further disciplinary review.
b) If he/she is found talking, looking at another student’s screen or paper, signaling through gestures or mimics, or engaging in any form of academic dishonesty during the examination. In such cases:
· The examination shall be cancelled for the involved student(s);
· The case shall be referred to the Ethical Committee;
· The Ethical Committee shall determine whether the student(s) will be granted a makeup examination opportunity.
· If a makeup examination is granted, it shall be conducted in an open-ended written format or as an oral examination. The format and conditions of the makeup examination shall be determined by the Ethical Committee.
c) If he/she seriously violates examination regulations, behaves in a rude or disruptive manner, or offends any person participating in the examination process.
Punishment for examination violations shall be determined proportionally according to the severity and level of cheating.

6. Admission to Examination
A student shall not be admitted to the examination:
a) If he/she is not included on the official student list provided to the Examination Center by the School;
b) If he/she fails to present a valid ID or passport and cannot be properly identified;
c) If he/she refuses to hand over a mobile phone or other electronic devices prior to the examination;
d) If he/she arrives more than five (5) minutes after the scheduled examination start time.

7. Invalid Examination Work
A student’s examination work shall not be marked:
a) If the student fails to stop working and submit the exam materials after the official examination time has ended;
b) If he/she intentionally damages the answer sheet;
c) If he/she violates Paragraph 5 of this Article.
 
Article 7. The rule of Excuse and Medical Report Policy
a.  A student who is unable to attend an examination due to illness or other justified reasons must submit an official medical report or relevant supporting documents to the Examination Office within 3 working days after the scheduled examination date.
b. Only medical reports issued by recognized healthcare institutions will be accepted.
c. In cases of other force majeure circumstances (e.g., family emergency, legal obligations), students must provide valid documentation to support their excuse in 3 day.
d. Approved excuses will allow the student to participate in a make-up examination, the date and form of which shall be determined by the Examination Committee.(exam format will be open ended question)
e. Failure to submit the required documents within the stated timeframe will result in the student receiving a grade of “Fail” for the missed examination.
 
Article 8. Results of Examinations 
1. If  MCQ exams are conducted,  students are assessed and marked by the examination center within 5 (five) business days after an examination is over;  
2. If oral exams are conducted, the results are released immediately upon completion of the exam;  
3. If objectively structured (OSCE, OSPE) exams are conducted,  students are assessed and marked by the examination board within 5 (five) business days after an examination is over;  
4. If terms of Clauses 1-3 are not met, the examination center shall notify the Rector about it;
5. The results of examinations are also uploaded in an electronic management system (OIS) which is accessible to a student using his/her username and a password. 

Article 9. Rights and Obligations of an Exam Invigilator 
1. Only the people approved by the examination center are allowed in an examination room during an examination. 
2. Examination Center ensures that each examination room is observed by at least two people during whole examination period. 
3. The presence of the people in an examination room mentioned in the paragraph one of this article shall not obstruct the process of an examination. They are not allowed to assist any student in relation to a test.  
4. The role of an exam invigilator is: 
a) To register students according to the list provided by the faculty; 
b) Before an exam starts, to instruct students about the rule of conduct during an exam; 
c) To mobilize students 5 (five) minutes before the start of an exam and check congruence of taken seats with their registration number; 
d) Supervise the process of an exam (until an exam is over) and to react accordingly if a student violates this rule; 
e) To accompany a student during an exam upon a student’s request and with a consent of the head of an examination board. 
 
Article 10. Rule for Appeal
10.1. Right to Appeal
1. A student has the right to submit an appeal regarding:
· Violation of examination procedures;
· Technical irregularities during the examination;
· The content of examination materials (including inconsistency with the approved syllabus or technical errors in questions);
· Assessment or grading outcomes.
 
10.2. Appeal Form and Submission Requirements
2. Appeals must be submitted using the official Appeal Form approved under this Regulation (Appendix No. 1).
3. The Appeal Form shall include:
 a) Full identification details of the student submitting the appeal;
 b) A clear and detailed description of the alleged procedural violation, technical irregularity, or discrepancy in the examination question/task (if applicable);
 c) The date of submission;
 d) Reference to an official academic source (textbook or formally approved course material corresponding to the relevant subject or block) where the appeal concerns examination content. Appeals without proper academic reference shall not be considered.
 
10.3. Deadlines for Submission
4. Appeals concerning technical arrangements of an examination must be submitted to the Examination Center within one (1) business day after the examination day.
5. Appeals concerning the content of examination materials or grading must be submitted within one (1) working day after the official release of results. Appeals submitted beyond this deadline shall not be considered.
 
10.4. Review Procedure
6. Appeals concerning technical arrangements shall be reviewed by the Head of the Examination Center within three (3) business days of submission.
7. Appeals concerning the content of examination materials shall:
· Be submitted to the Examination Center;
· Be reviewed by the Head of the Examination Center within five (5) business days of submission.
8. If the appeal concerns technical arrangements, the Head of the Examination Center may implement corrections in agreement with the Course Professor. In such cases, official amendment minutes shall be prepared and signed by the Course Professor and the Head of the Examination Board.
9. If the matter falls outside the competence of the Examination Board (including appeals concerning examination content disputes, oral examination assessment, or alleged abuse of authority), the Head of the Board shall appoint an Appeal Committee.
10. The Appeal Committee shall review and decide on the appeal within three (3) business days from the date of receipt.
 
10.5. Examination Transparency and Question Review
11. Examination answer sheets shall not be published after the examination.
12. Each academic year, a designated student representative shall be appointed to review examination questions at the Examination Center to ensure procedural transparency.
 
10.6. Validity and Retake Conditions
13. An appeal concerning examination content shall only be accepted if supported by an appropriate academic reference from an officially recognized textbook corresponding to the relevant subject or block.

14. If ten percent (10%) or more of the total examination questions are officially determined to be incorrect or invalid:
· The examination shall be declared invalid;
· A retake examination shall be scheduled;
· Previous marks shall be annulled;
· Students’ makeup examination rights shall be preserved in the event of a retake.
 


10.7. Final Provision
All appeal decisions made in accordance with this Article shall be formally documented and communicated to the student in writing. Decisions of the Appeal Committee shall be final and binding within the institutional framework.
 
 
Article 11.  An Appeal Committee  
1. The Rector’s order about the creation of an appeal committee (hereinafter the committee) defines the terms of creation of the committee and its constitution (including reserve members). The Committee is fully functional immediately upon the issue of the Rector’s order about the creation of the committee. An appeal committee shall include 1 (one) student from the students self-governance.  
2. Members of Appeal Committee shall ensure that there is no conflict of interest between them, student(s) appealing and faculty, responsible for preparation of appealed topics. For the purpose of this Article conflict of interest is considered as any social, relative or other connection that might positively or negatively affect the objectivity of Committee member. 
3. In case of conflict of interest, Committee member must declare self-withdrawal, with reserve member taking his/her place. 
4. Student have a right to withdraw committee member, on the grounds, described in this article. 
5. The submitter of an appeal and the people affected by the content of an appeal, as well as faculty participated in the preparation of appealed topic(s) might be invited to attend a meeting of the committee.  
6. The decision of the Committee is made by the present majority of the members of the committee. In case the votes are split, the decision is made by the head of the committee.  
7. The decision of the Committee will be reflected in the minutes of a meeting of the committee (appendix №2). 
 
Article 12. Outcomes of an Appeal  
1. A student shall be notified about the decision of an appeal committee within 3 (three) working days;  
2. An appeal committee might take the following decisions: 
a) To uphold a student’s appeal; 
b) To reject a student’s appeal; 
3. If an appeal committee upholds an appeal, a new exam is arranged for a submitter of an appeal or for the whole group taking an exam if the results of an appeal affect their marks as well;  
4. If an appeal is submitted against technical arrangements of an exam making an impact on the assessment process, the results of an exam are corrected for the whole group taking an exam; 
 
Article 13. Rule of Conducting Objectively Structured Clinical Exams (OSCE, OSPE)
1. An objectively structured clinical exam (OSCE), where a simulated patient, standardized patient, or mannequin may be used, is used to assess practical skills in both medicine and dentistry.
2. The test is held in a special space for OSCE. Where stations will be located directly before the test. The number of stations varies according to the specifics of the courses. The minimum number is 8 and the maximum number is 14.
3. The OSCE is mainly conducted in several courses at the same time, for example in the medical program for fourth-year students, OSK is taught in Internal Medicine I, General Surgery I and Patient History. Internal Medicine I is assigned 5 stations, General Surgery I-3 stations, and Patient History 2 stations. The total number of stations is 12. At each station the student spends 5-7 minutes, the transition between station and station takes 30 seconds. Arrivals and departures at the station are automatically regulated by a signal call and one or more persons regulating the test.
4. Before the exam, students are given number plates to attach to the chest and a list of stations to mark the finished station.
5. The name and number of the station are pasted on the entrance door of the station. The station has a printed assignment and all the equipment and / or mannequins needed for the assignment, or a simulated or standardized patient is present. An assessor may also be present at the station.
6. The stations are equipped with cameras that record the test run. The test record is kept for 3 days.
 
Article 14.  Final Provisions 
1. This Rule becomes effective immediately after the Academic Council of the University approves it. 
2. Any amendments to this Rule shall be made by the resolution of the Academic Council. 
3. This Rule does not affect any legal relations arisen before approval of this rule. 
 
 
 
 
 
 
 




                                                                                                                                                              To:
 The Head of Examination Center
BAU International University, Batumi LLC
237, Fridon Khalvashi ST, Batumi, 6010, Georgia
 
	Full Name
	 

	Passport Number
	 

	Mobile Number
	 

	Email
	 

	Current Year of Studies
	 

	Block/Learning Course:
	 

	Assessment Results Release Date
	 

	Date of Submitting an Appeal Letter Form
	 


 
 
	 
Please specify which component(exam content/ assessment of results) you’re appealing and why – outline your main points. It is recommended that you make this section as informative as possible, and refer to the grounds on which you are submitting the appeal.

	 

	 
	 


 
 
	 
Justification ( Please provide an evidence in support of your appeal - listed in the core or/and auxiliary literature)
 

	 


 
 
Deadline for  submitting appeal letter form
 
A student must submit an appeal letter form, within 1 (one) business day of the assessment results release. If the appeal form is submitted disregarding this term, it will not be reviewed.
 
The head of the examination center, along with the learning course/block professor(s), reviews the appeal letter within 3 (three) business days of the appeal receipt.  
 
 
 
 
 
 
 
 
	Student Signature
	 
	Date
	 


 













 

Appendix №3
 
 
 
                                                             The minutes of amendments  
 
	A name and surname of a student 
	A date of an appeal 
	A name of a course 
	A code of a course 
	A professor of a course
	A description of technical/content errors 
	The mark before correction 
	The mark after correction 
	A signature of a professor 
	The signature of the head of the examination board 
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