RVC

Royal
Veterinary
College

University of London

Procedure for the Setting and Production

of Examination Papers

Assistant Registrar
for Examinations
and Assessment/
Registrar

Version Update and Reason Author and Title Date of Teaching Effective Review date
Quality Committee Date
Approval
1.0 Created Registrar n/a November
2013
1.1 Amendments to reflect Director of 02/06/2025 02/06/2025 | June 2026
updated procedure Assessment/




Contents Page
1 Introduction and purpose 3
2 Scope 3
3 Procedures 3
3.1 The process for setting of MCQ examination papers 3
3.2 The process for setting of written answer examination papers 4
3.3 Secrecy of Examination Papers 5
3.4 Copyright of Examination Papers 5




1. Introduction and purpose

This document is intended to detail the process for setting and production of examination
papers.

2. Scope

This procedure covers the process for setting examination papers for all taught
programmes of study, both undergraduate and postgraduate. It does not cover research
degrees nor non-award-bearing continuing professional development courses.

3. Procedures
3.1 The process for setting MCQ examination papers

The process for setting MCQ examination papers is shown below:

Curriculum managers
develop blueprint for MCQ
examination

Exams Office setup
template examination in
guestion bank

First sit examination /\ Resit examination

Curriculum managers
populate template based on
broad coverage of relevant
learning objectives for each
unit of assessment

Standard set questions are
identified in the question
bank

Curriculum managers
populate template based on
broad coverage of relevant
learning objectives for each
unit of assessment

v v

Internal and external review and revision (where necessary) of questions

Exams Office generate exam in online assessment system and deliver the
examination

agreed with external examiners before implementation

v

[ Standard setting and processing of marks for Exam Board spreadsheet ]

[ Quality assurance process using statistical data. Moderation where appropriate, ]




3.2 The process for setting written answer examination papers

The process for setting written answer examination papers is shown below:

Curriculum Managers
develop blueprint for
examination

Departmental Teaching
Coordinators and/or
Curriculum Managers assign
teaching staff to questions

v

Exams Office or Exam Convenor
send out request for questions
and model answers/marking
scheme to teaching staff

v

Exams Office and/or Exam
Convenor collates
guestions for exam paper

v

Internal and external review and revision (where necessary) of questions

examination

Exams Office generate exam in online assessment system and deliver the

Quality assurance process using sample marking. Moderation where
appropriate, agreed with external examiners before implementation

G

v

[ Standard setting (where necessary) and processing of marks for Exam Board

spreadsheet

]




Each examination paper shall be set according to a ‘blueprint’ that is aligned with the course
content for which it is being used, reflecting proportional representation of each contributing
element (e.g. module, unit or strand) of the curriculum.

Academic staff who are submitting questions must also provide a model answer and marking
scheme, as well as indicating the learning objective(s) that are being assessed by each
element of the question.

External Examiners will be expected to provide judgment on the suitability and fairness of the
questions. They may request amendments to the structure or wording of questions and a
response is required from the question author or curriculum manager responsible for the
learning objective(s) being assessed for that particular question. No examination papers shall
be adopted until approved by the External Examiners appointed to that course of study.

3.3 Confidentiality of Examination Papers

All members of staff are required to preserve the confidentiality of draft examination papers at
all stages of the writing and review process. The contents must not be disclosed to anyone
other than members of the Board of Examiners or administrative staff with specific
responsibility for examinations, except where the Assessment and Award Regulations indicate
that the topics or questions should be disclosed to candidates in advance of the examination.
In the case of the latter, all candidates must receive this information at the same time.
Questions that may be reused in future examinations must also remain confidential and not
released into the public domain. Students may request to see specific examination papers
when reviewing their performance with their tutor (or another appropriate member of staff), but
this must be undertaken in a controlled environment and no question details must be recorded
or disseminated by the student. Any breach of this condition will result in the student being
investigated for academic misconduct.

Past examination papers must remain confidential, so they are not made available to students.
Examination papers and questions are reused in assessments and therefore contain 'live’
questions that cannot be released into the public domain. Sample exam papers are available
to students on the course page of the VLE, for formative assessment and revision purposes.

3.4 Copyright of Examination Papers

Examination papers and the questions contained therein remain the property of the Royal
Veterinary College and shall remain confidential unless used in examinations. It is a condition
of appointment of academic staff that the RVC shall, without payment, be licensed to
reproduce copies of examination questions prepared by that examiner, either alone or in
collaboration with others. The RVC shall also have exclusive license thereafter to publish the
paper(s) as a whole, provided that the RVC shall not assign or transfer this exclusive license
in any way to any other person.



