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FOREWORD

The Government through the Ministry of Health (MoH) is responsible for ensuring the
provision of health services of acceptable quality and standards. This is achieved through
ensuring that human resources of adequate number and appropriate skill mix is available to
manage health facilities. Efforts have been made since independence to increase the number
of competent human resources for health. To ensure this is realized, the Ministry in
collaboration with other stakeholders among other things established various Health Training
Institutions (HTIs) that offer training in different health cadres.

With changing needs of the community, the Ministry in collaboration with the National
Council for Technical and Vocational Education and Training (NACTVET) developed
competence-based curricula which have been adopted by all I in Tanzania Mainland. For
smooth implementation of Competence Based Education Training (CBET) curricula, it is
required that essential guidelines are in place. Since implementation of the CBET curricula,
there were no well-established and standardized examination guidelines and this posed a
challenge of decision making in matters related to examination procedures.

In response, the Ministry together with NACTVET organized working sessions for the
purpose of developing examination guidelines for health training institutions. These
guidelines shall be utilized by Health Training Institutions to facilitate smooth
implementation of examination procedures.

The process of reviewing these guidelines involved experts from different areas such as
MoH, Health Training Institutions, NACTVET, NECTA, Professional bodies and
government security organs.

It is the expectation of the Ministry that Health Training Institutions will use these guidelines

as a guiding tool in all matters related to examination procedures.

Dr. Loishooki Saitore Laizer

Director of Human Resources Development.
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DEFINITION OF TERMS

Absconded candidate

A student who has been declared eligible to sit for examination
module(s) but did not appear for examination without prior

written notice

Appointing authority

The chief administrative office empowered by executive order to

make appointments to positions in the civil services.

Assistant supervisor

An officer who oversees all activities of conducting the

examinations in specific program in the examination centre.

Attendance list

List of registration and examination numbers of candidates who

sit for a particular examination

Awarding authority

The National Council for Technical and Vocational Education
and Training NACTVET)

Candidate

Is a student who has completed continuous assessments in one or

more modules as per respective curriculum requirements

Collection centre

An institution approved by the examining authority where
examination parcels are stored before and after being distributed

to the examination centres

Continuous Assessment

Regular evaluation made during the course of learning which
contributes to the final score. (Examples; classroom tests,
clinicals/practicals tests, assignment, project, field attachment

etc)

Conveyor belt marking

A technique of marking where by markers are arranged into

groups and assigned question (s) to mark by their team leader.

A plan of study on a particular subject leading to a qualification

Course . . . . . 3 .

e.g Clinical Medicine, Nursing and Midwifery etc

A tool for measuring and expressing learning experience for
Credit rewarding incremental progress of learners, facilitating student

transfer and it contribute the definition of academic standards.

A module of study, successful completion of which shall count
Credit Module

towards earning of the award

Cumulative Grade Point
Average (cum GPA)

The summation of grade points of all credit modules divided by
the total number of credit hours taken by a student beginning

from his admission till the last examination held

Division




A candidate who has fulfilled all requirements of one or more

Eligible candidate modules, paid examination fee and issued examination number
by the relevant authority.
A formal test of a person’s knowledge or proficiency in a subject
Examination or skill. In this document shall apply for semester I and semester

IL

Examination centre

A Centre established by the Examining Authority where

semester examinations are conducted

Examination Emergency

Any acute illness/sickness or unexpected events which may

affect a candicate to perform the examination

Examination Offence

Any harm brought about before, during or after the examination
by the conduct of a candidate in relation to examinations, which

the Council desires to prevent by a threat of punishment

Examinations Officer

A person coordinating the examination functions of an

institution

Examiner

candidates in clinical/practical/oral examination

Examining authority

MoH or any other delegated authority on behalf of NACTVET

Grade Point

Number of points representing letter grades scored by a student

in a module examination

Panel leader

A person who oversees examinations” marking procedures in the

specific group of markers.

Head of Institution

A person appointed by the owner of the Institution to oversee all

activities within an institution

A candidate who has no examination number, not paid

Ineligible candidate examination fee and/or has not met respective curriculum
requirement(s)
An officer appointed to observe candidates during examination
Invigilator
to ensure rules and regulations are adhered.
Marker A trainer involved in marking and scoring a candidate
Marking Act or process of scoring on an answer script of a candidate.
An independent package of learning related to an academic
Module
L
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Penalty

Punishment given to a candidate or any other person entrusted to
handle examinations of the Council found guilty of an

examination offence

Postponed candidate

The candidate who has been permitted to deffer examination

Practical

(PPB)

procedure  book

A book designed for recording regular practical/clinical

procedures required to be performed by students

Repeat module

A status attained by a candidate who fails a supplementary for
continuous assesments or examination or fails more than 50% of

modules taught in a semester provided that the GPA > 2.0

Semester

An academic period, in which one set of course modules in each

discipline, is offered and examined

Semester Examination

Examination conducted at the end of semester after completion

respective module tasks

Semester Grade Point Average
(Sem GPA)

The summation of grade points of all credit modules divided by
the total number of credit hours taken by a student during a

semester

Specimen script

A photocopied script of a candidate selected randomly which is

used for trial marking

Strong room

A special room authorised to secure examinations and

examination materials.

Supervisor

An officer in charge of all activities during examination conduct

in the examination centre for a respective course.

Supplementary Examination

An Examination administered to candidates who fail to obtain a

pass in the specified module(s) during regular examinations

Transcript

A written statement of certified examination results issued by the

awarding authority.

Trial marking

A marking process which is done by a panel of markers before
the actual marking process begins, in order to calibrate scoring

of these markers.




1.0 CHAPTER ONE: INTRODUCTION
1.1 BACKGROUND INFORMATION

The Ministry of Health (MoH) as per its instrument of establishment has the responsibility to
develop human resources for health among others. In order to develop human resources for
health, the ministry work collaboratively with key stakeholders in facilitating training and
recognition of health personnel. The major stakeholders regarding the facilitation is the National
Council for Technical and Vocational Education and Training (NACTVET).

NACTVET was established under the Parliament Cap 129 which provides a legal framework for
the Council to build an efficient national qualification framework for ensuring that products from
technical institutions are of high quality and respond to changing needs of the country as well as
technological innovations in the world.

One of the accreditation requirements is that, institutions should offer appropriate academic level
programmes in a recognized field of study that culminate in identified student competences
leading to the National Technical Awards (NTA). Institutions are therefore required to ensure
that training programmes arc supported by curricula, which are developed according to
NACTVET requirements. These include conducting situational analysis, developing the
DACUM chart competence-based learning outcomes, formulating modules, and adopting a
semester system.

The competence-based curriculum was first developed in 2007. Since then many changes have
taken place especially in the area of socioeconomic, technological needs and advancement in the
management of diseases.

In response to the changes and NACTVET requirement to review a curriculum after every five
years, the MoH recognises the need for reviewing health and allied sciences curricula. The
reviewed curricula are assessed based on the assessment guidelines presented in this document.
In order to ensure that assessment of all approved health and allied sciences programs is
managed fairly, the examining authorities shall be guided by these guidelines. In particular, the
entire process of examination shall be done under utmost secrecy and confidentiality. All
Examinable modules shall be as specified in respective curriculum. Relevant authority shall
make arrangement for the conduct of assessment. Therefore, these guidelines cover preparations,
conduction and marking of examinations respectively, publication of results, appeals and

evaluation of examinations.

To a large extent these guidelines have bee

established by the National Council for Tec
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1.2 Security during the Examination process

a. During the examination process, the examining authority shall involve Police and
Security Officers.
b. Their roles and responsibilities shall be to;
1. Conduct prior inspection of the premises planned for examination activities
(preparation, storage and conduction of examination)
ii.  Ensure security of the premises, personnel and examination documents.

iii.  Conduct security checks for specified areas.

iv.  Advise the examining authority on security matters thereof,

12



2.0 CHAPTER TWO: SETTING AND MODERATION OF EXAMINATION
2.1 Appointment of personnel involved in setting and moderation of examination

a. Setters, Moderators, and support staff involved in examinations shall be appointed by
the relevant examining authority.
b. The appointed members shall take oath as per approved procedures before
undertaking the assigned activities.
c. The criteria for appointment shall be as follows;
i,  Qualified Academic staff/ clinical staff involved in teaching with experience
of at least two years
ii.  Support staff in training with experience of at least one year
2.2 Remuneration for Personnel involved in Examination process
Every appointee deployed by examining authority for the examination process shall be
remunerated at such rates as approved by the Government or relevant authority from time to

time.

2.3 Setting of Examination
There shall be assessment in_ form_of Continuous Assessment (CA) and Semester
Examination (SE) for each module as per requirement of the respective curricula. The CA
will be achieved through theory tests, oral/practical/clinical tests, assignments, Project
work/Operational research and field attachment and SE will comprise of theory,
oral/practical/clinical and Project work/Operational research as per respective module.
Each training institute shall ensure the CA and SE has been achieved by observing the
following:
a. For CA, the number of theory tests, oral/practical/clinical tests, assignments, project
reports, field work reports, and shall be as stipulated in the respective curricula.
b. For SE, the number of theory paper and oral/practical/clinical paper shall be as
stipulated in the respective curricula.
c. The CA and SE shall be set based on the respective curricula for each module

d. Realized tested items shall not be reassessed

13
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2.3.1 Theory Test/Examination

a.
b.
c.
d.

Tests/examination shall be set by tutor(s) competent to the specific module(s).

The content of the test/examination shall adhere to the respective Assessment plan.

Tests/examination questions shall cover competences from simple to complex.

Each test/examination paper shall have a marking scheme (answer guide and marks

distribution).

. The setting of question shall consider duration of test/examination conduction. The

minimum duration for NTA level 4 to 5 is two hours and two and half hours for NTA
level 6.

The test/examination set shall be submitted to the examining authority at least one @)

week before the date of moderation.

- Number of theory tests/examination administered shall be as stipulated in the

respective Assessment plan.

2.3.2 Oral test/examination

a. There shall be not less than 50 questions

b. Choice of questions shall adhere with the curricula

c. The setting of questions shall consider duration of test/examination conduction.

d. The maximum duration for NTA level 4 to 6 is fifteen minutes.

2.3.3 Practical test/examination

a. Laboratory Practical Test/examination and Objective Structured Clinical

Examination (OSCE)/Objective Structured Practical Examination (OSPE)

i

il.

iii.

iv.

Practical tests/examination shall be set by tutor(s) competent to the specific
module(s). |

Setters shall consider the number of stations and minimum duration of the
test/examination as specified in the assessment plan.

The setter shall prepare advance instructions to facilitate the conduct of the
test/examination which shall include but not limited to chemicals, reagents,
instruments and equipment.

Advance instructions shall consist of destructing items to blind both the
supervisor and laboratory/clinical instructor before the conduct of examination.

Specific advance instructions shall be given to respective programs as it shall be
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2.3.5

2.3.6

b. Clinical test/examination/Case study

Setting of clinical test/examination shall ensure, module content, competence level

descriptor and the test/examination shall have a proper tools of assessment. Tutors

responsible for a particular module shall prepare Clinical test/examination. The
preparation shall include the following:

i. Clinical settings (outpatient and inpatient departments)

ii. Adequate structured rating scales/checklists
fii. Adequate number of patients/clients relevant for candidates as per curricula.
iv. Equipment and supplies as per number of students.

Assignments

a. Setter shall prepare an assignment in a form of complex integrated learning
outcome that will be given to a learner in a form of written work or practical
exercises depending on nature and requirement of respective module.

b. Assignment shall be set by tutor(s) teaching the specific module(s). When
circumstances dicfate otherwise, the Principal may appoint a competent tutor to
set the assignment.

The content of the assignment shall adhere to the respective Assessment plan.

d. Assignment question(s) shall be set based on the competence level descriptor and
cover competences from simple to complex.

e. Fach assignment shall have a marking scheme (answer guide and marks
distribution).

f.  Assignments shall not contain objective type questions.

Project work/ Operational research

a. Tutors responsible for particular module(s) shall prepare project work/research guide

based on the competences to be covered by a student as stipulated in respective

curricula.

b. The preparation shall include the project work/research report guidelines.

Field work

Tutors responsible for particular module/curriculum shall prepare practicum site based on

the competences to be covered by a student. The preparation shall include the following:

a. Practicum site
b. Field work guidelines

c. Preparation of assessment tools eg. Log books.
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2.4 Moderation of Examination

a.

Moderation aims at checking and standardizing the set test/examination questions and
marking scheme for both theory and oral/practical/clinical to ensure that there is
consistency with the assessment plan, balancing questions from simple to complex
according to the competence level descriptor and there is no ambiguity.
The examining authority shall appoint moderators among trainers who are involved in
teaching the respective module(s).
Moderators shall be appointed based on the following criteria;
i.  Shall be a tutor teaching the respective module
ii.  Experience of at least three years

The moderation of test/examination papers shall be done by a panel of at least two
trainers per module.
During moderation, the moderators shall ensure the following;

i. Question papers adhere to assessment plan.

ii. Questions are accurately stated, consistent with the curriculum and has no

typographical errors.

ili. Question papers have fair allocation of marks and time

iv. May modify, add or nullify proposed question(s).

v. Check the fairess and correctness of the marking scheme.

vi. There is validity and reliability of the set questions.

vii. Balancing questions from simple to complex according to the competence

level descriptor.
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3.0 CHAPTER THREE: TYPESETTING, PRINTING, PACKAGING, STORAGE AND
TRANSPORTATION OF EXAMINATION DOCUMENTS

a.

The examining authority shall appoint tutors and other support staff for typesetting of the
examination.

The authority shall as well select the most suitable printing option that shall be
responsible with printing and packaging of the examination documents.

Examination parcels shall be transported to the all collection centre.

At all these stages, security consideration is a top priority in which state security organs

shall be involved.

3.1 Typesetting

The typesetter will ensure the following: -

a.

The font name and type are ‘Times New Roman’ size 12, space 1.5” and margin 1.5” left

and bottom, upper and right 1”.

Page layout is preferably “portrait”

Formatting shall adhere to Assessment plan by ensuring the following: -

i. Headings are clearly stated in each section.

ii. Rubric indicate name of the institution; level, semester; code and name-of the module,
type of assessment, general instructions, time, number of sections with marks
allocated, marker’s initial, verifier’s initial and the date of examination.

iii. All questions and sections are present and arranged accordingly.

3.2 Printing

Printing, particularly confidential material is a high-risk activity and is one of the most

important and expensive administrative activities and therefore must be done under utmost

secrecy and confidentiality. The Examining authority may use a range of printing options

depending on prevailing circumstances.

a.

Upon selecting a printing option, the Examining authority shall consider the following

criteria:

i. Highly secured premises

ii. Printing quality that includes readable, dust free, pure white, double sided printing
and uniform trimmed sheets.

iii. Costs effectiveness without compromising safety and quality of examination papers.

iv. Time implications.

Printing place shall be restricted to authorized perso -:--\ Pho Tz
pafion
: P

material
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c. There must be a control mechanism to ensure printing of the examination materials is
secured.

d. Printing options that may be used in order of priority include:

i. In-house/Institution printing facilities
ii. Government printer

iti. Authorised Local private printers

iv. International specialist security printers

¢. The Examining authority shall ensure procuring, scheduling, quality control and security
of In-house printing is controlled.

f. In case the printing option isn’t in-house printing facility, the examining authority shall
enter into contract with the Printer for the particular option and a separate arrangement
shall be instituted by the authority to provide secure transport from the Printer to the
designated centre.

g The examining authority shall follow procedures outlined under this section for printing
all examination related materials. This will entail the examining authority to:

i. Prepare a list of all items to be printed

ii. Identify the number of registered candidates in each item
iii. Identify the number of papers to be printed in each item
iv. Select the most suitable print option.

v. Print one module examination at a time.

vi. Categorize item to be printed into normal or secure printing.

3.3 Packaging
3.3.1 Place for packaging
a. Packaging of examination documents shall be done at the same printing compound.
b. Place for packaging should be safe and secured.
3.3.2 Materials for packaging
Materials used for packaging examination documents shall be:
a. Security envelopes with security features such as temper- evident.

b. Boxes/secured manila envelopes for storing, packaging and transporting to the
designated centres.

18



3.3.3 Process of packaging
a. Before packaging of examination documents, the following shall be prepared;
i. Packaging checklist indicating examination centre, number of candidates and
examination’s module code and name.

ii. Label to be placed on envelop showing examination centre, type of examination,
number of enclosed scripts, name and code of modules to be examined and
examination period.

b. During packaging, the following shall be observed;
i. The area shall be clean and safe
ii. In every module, the envelope shall be labelled as indicated in 3.3.3 (a) (ii).
iii. Examination papers for each module shall be packed at a time

iv. Every sealed security envelope shall be checked for verification

3.4 Transportation of examination parcels
a. Transportation of examination parcels should be accompanied by government security
organs and representatives from the examining authority.
b. Examination parcels should reach the designated centres in time as it shall be determined

by the examining authority.

3.5 Storage of examination parcels at the collection center
Upon arrival of examination parcels at the collection centre, the following must be observed:
a. The head of institution and security officers shall receive the examination parcels,
sign the MoH Examination Form 1 and keep it in the examination confidential file.
b. The examination parcels shall be kept in the strong room.
c. The keys shall be divided to Head of Institution, security officer and police (Each
personnel must hold all keys of only one lock)

3.6 Storage of examination parcels at the examination center
a. Respective heads of institutions (examination centres) in the presence of security officers
and Police shall collect examination parcels from collection centres, sign the MoH
Examination Form 2 and keep it in the examination confidential file.
b. Upon arrival of examination parcels at the examination centre, the following must be
observed:
i.  Supervisor(s) shall receive, open and verify if all examinable modules and other

examination documents are present.

e o)
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ii.

iii.

iv.

Supervisors shall sign examination security declaration form and keep it in the
examination confidential file.

The examination parcels shall be kept in the strong room.

The keys shall be divided to Supervisor, Security officer and Police (Each
personnel must hold all keys of only one lock)

3.7 Qualities of Strong room

The strong room shall have the following minimum qualities;

a.
b.
c.
d.

An independent room

Strong walls, single door and windows with grill

Designed to have at least three locking system (with new padlocks).

Each locking system should bear a new padlock bought in presence of all personnels
described in 3.6 ¢ (iv)8

Cabinet(s)/shelves

Sorting table

20



4.0 CHAPTER FOUR: CONDUCTION OF ASSESSMENT AND EXAMINATIONS
4.1 ASSESMENT OF STUDENTS DURING LEARNING PROCESS

a.

b.

4.1.1

There shall be assessment of students during learning process

All Continuous Assessment (Tests, Assignments etc) shall be completed at least two
weeks before commencement of semester examination.

Candidates shall use registration number during continuous assessment tests as may be
determined by the examining authority.

Operational research shall be conducted and assessed as stipulated in the respective
curriculum.

Field/Project work shall be conducted and assessed as stipulated in the respective

curriculum

Eligibility to sit for Continuous Assessment Test.

a. A candidate shall be allowed to sit for Continuous Assessment Test only if attends at
least 90% of class and practical sessions.

b. Assignment/case study shall be conducted and assessed as stipulated in the respective

curriculum

4.2 CONDUCTION OF SEMESTER EXAMINATION

a.

€.

Conduction of examination comprise of all activities of ensuring the smooth running of
examination, involving advance preparations, supervision and invigilation.
The examination centre shall prepare the venue and make all necessary working tools and
logistics for facilitating conduction of examination
The conduction of examination shall be supervised by supervisors appointed among
tutors competent on using the curriculum, examination regulations and procedures based
on these guidelines.
In order to facilitate conduction of examination, the following shall be considered;
i, There shall be one supervisor and internal examiners in each course during
semester one examinations. The principal shall be assistant supervisor.
ii. There shall be one supervisor for each course, external and internal examiners
during semester two examinations. The principal assistant be assistant supervisor.

An examination room should not have less than two invigilators (Refer table 1 next page)

4.3 EXAMINATION CENTRE

a. The examination shall be conducted at such Centres as may be approved by the

Examining Authority from time to time and on such dates time as the

-

Authority may determine.

S

3 *
”» &
* DAR ES SALR



S

N i T e

b. A candidate shall sit for examinations at the Centre approved by the Examining Authority
unless he obtains prior written permission of the Authority for the change.

c. The Examination Authority reserves the right to allot any examination centre to a
candidate for his theory or practical examination or both. No institution or candidate shall
as a matter of right ask for any particular centre or change the centre allotted by the
Authority.

d. The Examination Authority shall in approving Centres for candidates consider the seating

capacity of an Institution, the object of fair conduct of examination and other

i S =
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administrative considerations.

e. The institution shall qualify to be examination centre only if it has at least fifty (50)
candidates for each course; any course with less than fifty candidates shall shift from its
centre to another examination centre as determined by the Examining Authority.

Table 1: Examiner/Invigilator to Candidate Ratio During Examination

Programme NTA Written Examination Oral examination | Clinical/practical
Level Invigilator: students per session Examiners: students per panel
NMT 4 2:40 2:24 2:7
5 2:40 2:24 2:7
6 2:40 2:24 2:7
CMT 4 2:40 2:24 2:12
5 2:40 2:24 2:7
6 2:40 2:24 2:7
MLT 4 2:40 2:24 2:15
5 2:40 2:24 2:15
6 2:40 2:24 2:9
CDT 4 2:40 2:24 2:6
5 2:40 2:24 2:6
6 2:40 2:24 2:6
OPT 4 2:40 2:24 2:6
5 2:40 2:24 2:6
6 2:40 2:24 2:6
PT 4 2:40 2:24 2:9
5 2:40 2:24 2:9
6 2:40 2:24 2:7
PST 4 2:40 2:24 2:7
5 2:40 2:24 2:7
6 2:40 2:24 2:7
EHT 4 2:40 2:24 2:10
5 2:40 2:24 2:10
6 2:40 2:24 2:10
HRT 4 2:40 2:24 2:7
5 2:40 2:24 2:7
6 2:40 2:24 2:7
CHT 4 2:40 2:24 2:7
HIT 4 2:40 . -
5 240 | OB T
6 2:40 N
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4.4 Supervision
Supervision of Semester Examination shall be done by Academic/Clinical Staff appointed by

relevant examining authority.

4.4.1 Appointment of personnel involved in Supervision of Examination
a. The appointed members shall take oath as per approved procedures before
undertaking the assigned activities.
b. The criteria for appointment shall be as follows;
i, Academic staff/ clinical staff involved in teaching with experience of at least
two years
ii. Professionals registered to a relevant professional bodies as per requirement
iii.  Support staff in training with experience of at least one year
4.42 Remuneration for personnel involved in Examination process
Every appointee deployed by examining authority for the examination process shall be
remunerated at such rates as approved by the Government or relevant authority from time to

time.

4.4.3 Supervisor
i.  There shall be one supervisor appointed by the examining authority
ii. The supervisor shall have the following roles and responsibility;
a. Oversee the whole process of a course examination
b. Receive the examination parcels from the principal and return the examinations
parcels as determined by the examining authority
¢. Liaison officer between examination centre and examining authority
d. Intervene any examination irregularities, prepare and submit a report to the
examining authority
e. Chairperson of the Departmental examination comittee
f To make sure semester II examination is transported to the collection centre
g. Managing the crosscutting issues during the examinations as may be determined

by the examining authority.
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4.4.4 Internal examiners
a. Shall be nominated by the Principal and approved by the Supervisor
b. Shall perform the following roles and responsibilities.
i.  Assist éctivities in examination venue as directed by the Supervisor
ii. Invigilate practical/clinical examination
4.4.5 Invigilators
a.  Invigilation of Semester examination shall be done by Supervisors appointed by
the Examining Authority
b.  The invigilators shall have the following responsibilities;
i.  Arrive at the venue one hour before commencement of test/examination
ii. Inspect venue and practicum site to ensure they meet the required standards for
the conduction of the test/examination
iii. Ensure that the test/examination is conducted as per schedule of the time table
iv. Inspect candidates before entering examination venue
v.  Escort any candidate going out of the examination room for genuine reason
vi. Inspect the candidate before and after visiting the washroom
vii. Ensure that only one candidate is allowed to use the wash room (lavatory), before
allowing the next candidate.
viii. Remind candidates on the examination regulations
ix. Detect and prevent cheating and other examination irregularities.
4.4.6 Head of the Institution
a. Roles and responsibility of the Head of Institution during semester one examination
1. Coordinate all examination process (setting, moderating, printing parking, storing
and handing over examinations to the supervisor)
ii. Prepare examination and their logistics
ili. Appoint examiners/moderators for the institution
iv. Ensure conducive environment and resources for examination
v.  Assist the supervisor on examination activities
b. Roles and responsibility of Head of the Institution during semester two examination
i.  Assist the supervisor on examination activities
ii. Ensure conducive environment for examination

iii. Propose internal examiners to the appointing a

iv. Collect the examination parcel from the col
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4.5 General Requirements
a. The examination venue shall be prepared at least five days before commencement of the
examination by considering the following:
i. The venue has adequate space, ventilation, light, comfort and security
ii. Distance from one candidate to another in the examination room is one meter in
all directions
iii. Candidates’ examination numbers are attached to desks serially at the top right
corner
iv. Distance between the examination venue(s) and the wash rooms does not
compromise the security of the examination.
v. There is no any unauthorized written print on desks/tables and walls.
vi. Surrounding environment is conducive and free from materials that can jeopardize
the security of examination
vii. The washrooms to be used for examination shall be inspected before the
commencement of the examination.
b, Canditates shall be given-the cxamination numbers-at-least one-week before SE
c. Candidates shall appear at the examination venue or site 30 minutes before
commencement of the examination.
d. All candidates shall be thoroughly inspected before getting in the examination venue and
before and after visiting the washroom by invigilators
e. All candidates shall use pens writing in blue ink for writing and pencils for drawing and
sketching during examination.
f Candidates shall dress in recommended uniforms otherwise shall not be allowed to enter
the examination room.
g. All candidates shall put on their identity cards throughout the examination
h. A candidate shall have completed payment of examination fees eight (8) weeks before
commencement of examination
i. Invigilators shall not be involved in any other activities that may distract the invigilation
process.
j.  All candidates registered for examination shall sit for examination except for the reasons
stipulated in these guidelines.
k. Time table for examination shall be prepared and disseminated at least two weeks before
examination day.
|. Examination room shall have watch and other items for enabling smooth conduction of

the examination
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45.1 Disqualification for examination

The Examining authority shall have the power to exclude any candidate from examinations
permanently or for a specified period for reasons to be recorded in writing, if it is satisfied
that such candidate is not a fit and proper person to be admitted thereto. Where a candidate,
after admission to an examination, commits an immoral act or is discovered to have
committed an immoral act, which, in the opinion of the examining authority is such that had
it come to their knowledge in time they would have excluded him from the examination, the
examining authority shall: -

a. Cancel his candidature from that examination and order that his result may not be

declared; and/or

b. Disqualify him permanently or for a specified period from appearing at examinations.
Where a candidate, subsequent to the issue of examinations number in line with these
guidelines, is found to be ineligible to take the examination, his candidature shall be

cancelled. -

4.5.2 Eligibility to sit for Semester examination

a. Candidates shall be allowed to sit for semester examination only if attends at least
90% of class and practical sessions

b. Candidates who fail to attain 90% of class attendance shall be required to repeat the
module(s)

c. A candidate shall be allowed to sit for semester examination after been assigned
examination number

d. A candidate shall have performed procedures in the practical procedure book as
stipulated in the respective curricula.

e. A candidate shall have completed field work and projects as stipulated in the relevant
curricula

f. A candidate must have an aggregate average of at least 50% of the THEORY
COMPONENT before appearing for end of semester examination of that particular
module.

g. For a module with theory and practical components, a candidate must have an
aggregate average of at least 50% of the THEORY COMPONENT and at least 50%
of the PRACTICAL COMPONENT before appearing for end of semester

examination of that particular module.

Tﬁ(\d%%
©
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4.5.3 Rules to Condone Shortage of Attendance
All cases of shortage of attendance shall be referred by the Head or Principal of the
institution to the awarding authority with his recommendation, failure of which valid reasons
for not recommending the case shall have to be stated.
a. The following may be considered valid reasons for recommending the cases: -
i. Prolonged illness which is substantiated by a medical report from recognized health
care facility.
ii. Loss of parent or guardian or any other incident leading to absence from the
institution which merits special consideration; and
iii. Any other reason of serious nature as the Examining Authority may determine after
receiving information from the supervisor
b. No candidate who has been expelled or is still undergoing rustication or who has been
barred from taking an examination for being involved in examinations offences or for any
other reason shall be admitted to any examination.
4.6 Theory Examination
4 A candidate shall niot be altowed to enter the examination Toom after a lapse of thirty
minutes from the commencement of the examination.
b. Candidates shall not be allowed to leave the examination room in the first and last thirty
minutes of the examination unless circumstances dictate otherwise.
c. A candidate shall not be allowed to smuggle in any unauthorized material or
communicate with other candidate(s) in the examination venue.
d. Invigilator shall countercheck and confirm the examination as per time table before
opening the envelope
e. During examination sitting, the envelope(s) shall be opened in front of candidates and
two representative candidates each shall write a name, date and sign in the envelope and
in examination security form after verifying that the envelope was not tempered.
£ The question papers shall be counted if they match with the number indicated on the
envelope and if they suffice with the number of candidates.
g. In case the question papers are fewer than the number of candidates, then supervisor shall
communicate with examining authority
h. The invigilator shall distribute the examination paper.
i. Candidates shall not go through the question papers until when instructed to do so.
j. The invigilator(s) shall instruct candidates to go through the paper to check if there is any
insfudtions before starting

O\
e

the examination.
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k. Invigilator(s) shall inform candidates when to start and end of the examination, and may
remind them half way, then last thirty, ten, minutes respectively

1. All answers shall be written in the examination paper provided by invigilators.

m. In case of unusual interruption after the commencement of examination occur, the time
used shall be compensated.

n. No examination room shall be left without an invigilator during the examination.

o. Invigilator shall ensure that each candidate has signed in the attendance list against the
examination number.

p. At the end of the examination, the invigilator shall collect and countercheck the
examination scripts before packaging.

q. After the examination has been conducted, the scripts shall be arranged serially, packed
together with attendance list, and sitting plan sealed in front of candidates

r. Two student representatives shall witness the packaging of examination documents and
write a name, date and sign in the answer scripts envelope and in examination security
form.

s. The sealed scripts envelope(s) shall be kept in the strong room.

t. The authorised personnel shall transport the examination package to the examination
centre.

u. The examination authority shall provide the instruction on how to deal with the
remaining scripts and other examination materials

v. A candidate shall not be allowed to enter the examination room with Unauthorized
material

w. A candidate shall not be allowed to leave the examination room with any examination
materials
4.7 Oral Examination

a. Question papers for oral examination shall be opened in front of all candidates as for
theory examination papers.

b. Two markers shall score the candidate independently by using checklist.

¢. The final oral examination score shall be the average of the two markers provided the
difference shall not exceed five marks out of 100%

d. If the difference exceeds the five marks, the two markers shall revisit the rating scale to
rectify the difference and average the score.

e. In case of disagreement, the supervisor shall be involved and pr.

before the next candidate is assessed.
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f.

The used checklists shall be packaged by adhering to packaging procedures and kept

securely in a strong room

4.8 Practical/Clinical Examination

a.

Practicum sites shall be prepared by the Institution at least three days before the
examination

Practicum sites shall have adequate tools, supplies and equipment and in good working
condition.

Question papers for practical examination shall be opened in front of all candidates as for
theory examination

Rating scales or checklists shall be used during scoring of candidates.

Two markers shall form a panel and score a candidate independently.

Markers shall score and put comments to justify the score on a specific observation of
assessment tool as the student performs a specific task during the examination.

The final score shall be the average of the two markers provided the difference shall not
exceed five marks out of 100%

If the difference exceeds the five mmarks, the two markers shatl-revisit the-rating scale-to
rectify the differences and average the score.

In case of disagreement, the supervisor shall be involved and provide a final decision
before the next candidate is assessed.

The markers shall submit to the supervisor, a list of attendance and all rating
scales/checklists used in assessing and scoring candidates.

The scored marks of clinical/practical examination shall be entered in prepared score
sheets by the supervisor after verification

The used checklists/rating scales shall be packaged by adhering to packaging procedures

and kept securely in a strong room

4.9 Postponement of examinations

a.

Postponement of studies shall be reported to the examination authority at least two
months before commencement of examination.

Period of postponement of studies shall not exceed FOUR (4) consecutive semesters
unless under exceptional circumstances.

Postponed candidate will be allowed to sit for such examinations when next offered.

Any candidate who shall not appear for the examinations shall be regarded as
ABSCONDMENT

__.—___\
CJ
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4.10

Management of examination emergencies

In case of examination emergency, the following shall be adhered:

a.

4.11

A candidate shall report to the Principal in writings the nature of the emergency
supported with evidences.

In case of a sudden illness this shall be supported by a sick sheet together with a medical
report signed by a registered medical officer from a recognized health facility.

A candidate who missed an earlier examination due to emergences shall be allowed to
continue with subsequent examinations if his/her condition allows and the final results
shall be declared as INCOMPLETE.

Such a candidate shall be allowed to sit for Special Examination that will be taken during
Supplementary Examinations.

All Supplementaries for Special Examination shall be taken together with the next

Supplementary Examinations.

Management of Examination Results
Candidate with a semester GPA of 2.0 or Above and has passed all modules should be
declared as “PASS”.

Candidate who has been declared “PASS” shall be allowed to proceed into a next
semester/level.

First sit candidate who has a semester GPA of 2.0 or above but has failed any module(s)
during the semester examinations shall be allowed to sit for supplementary examination
of the failed module (s).

Candidate who has semester GPA of 2.0 or Above and fails more than 50% of the
examinable module(s) in a semester examination shall repeat the failed modules in the
next academic year.

Candidate who have a semester GPA below 2.0 shall be discontinued from studies.

The supplementary examination of the failed module(s) shall be done within six (6)

weeks from the date of declaration of Semester Examination results.

There shall be no more than one supplementary examination for a particular failed
module

Candidate who have semester GPA of 2.0 or above but fails a supplementary examination
shall be allowed to repeat a particular module(s) in the next academic year.

Any candidate who fails one component but has a GPA of 2.0 or above shall sit for
supplement examination of all components of the module(s)




k.

1.

Candidate who fails to attain average of 50% of each component of continuous

assessment (theory and practical) for any module shall not be allowed to sit for semester

examination and he/she has to repeat the modules.
Candidate who ABSCONDED examinations shall be DISCONTINUED from studies
A candidate who failed a repeat module(s) shall be discontinued from studies

5.0 CHAPTER FIVE: MANAGEMENT OF EXAMINATION OFFENCES

2.0 Types of offences and penalties

The examining authority shall prescribe penalties to be imposed on both candidates and

examiners for misconduct as follows:

a. The common examination offences and the recommended penalties are as shown

in Table 2

Table 2: Examination Offences and Penalties for candidates

S/No.

OFFENCE

PENALTY

®

Possession or access of unauthorized papers, books, or

notes in examination room that could be of assistance to

_a Candidate

a) If materials are not related to examination;
Nullification of a candidate’s examination
results

b) If materials are related to examination;

Discontinued from studies

(i)

A candidate in examination room communicating to
another candidate or any person inside or outside the
examination room, during the examination session,
without the permission of a member of supervisory

staff.

Cancellation of examination results.

(iii)

Receiving or give help to another candidate.

Discontinued from studies

@iv)

Copying or indulging in copying from any paper or
notes or allowing any other candidate to copy any
matter from his answer booklet or to render in any
manner any assistance to another candidate in solving a

question or a part of question set in the question paper.

™

Swallowing or attempting to swallow a note or paper or
running away with it or cause disappearance or destroy

any such material.

Discontinued from studies

(vi)

Consulting books, note books or papers or any other
matter found with him while outside the examination
room but during the examination hours before he has
handed over his scripts to the invigilator or any other

member of the supervisory staff.
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(vii) | Writing on any other piece of paper, a question set in
the paper or anything connected with or relating to a
question set in the paper or solution thereof.
(viii) | Passing on during the examination, a copy of a question
set in the paper or the question paper itself or a part
thereof or a solution of a question set in the question
paper, to anyone,
(ix) Making previous arrangements to obtain help in Discontinued from studies. A Candidate
connection with the question paper. shall also be liable to such other
punishment as the examining authority may
decide.
x) A candidate found with examination related materials Discontinued from studies
written on any part of the body and/or clothes
(xi) Possession of examination paper outside examination | a)  Discontinued from studies
room b) A Candidate shall also be liable to such
(xii) Smuggling in an answer booklet or a continuation sheet other punishment as may be decided by
or taking out or arranging to send out an answer booklet examining authority.
or continuation sheet, during or after the examination
with or without the help or connivance of any person
connected with the examination centre or of any agency
within or outside examination centre.
(xiii) | Writing outside the examination hall, an answer booklet
or a continuation sheet for a candidate, which the latter
smuggle into the examination hall or to replace the
answer booklet of the candidate after the examination.
(xiv) | Misconduct or misbehaving towards the invigilator or
any member of the supervisory staff,
(xv) Using abusive or obscene language in the answer
booklet.
(xvi) | Impersonating a candidate a) Nullification of Candidates examinations
results
b) Discontinued from studies if that person is a
student enrolled in a registered health and
allied sciences institutions
c) If that person is not on the rolls of a
registered health and allied sciences
institutions, he may be declared as not a fit
and proper person to be admitted to any
future examination.
d) The candidate for whom impersonation was

attempted shall be disqualified from
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appearing in any examination for a period

of up to three years.

(xvii)

Obtaining admission to the examination on a false
representation made by a Candidate in his examination

registration.

a) Nullification of Candidates examinations
results
b) Declare a Candidate ineligible to appear in

the examination.

(xviii)

Making a mis-statement in a Candidate’s admission
form before the commencement of the examination,
regarding the name of the institution in which that
candidate is studying or on the date on which he had
left that institution.

Discontinued from studies

(xix)

Forging another person’s signature on a Candidates
examination registration form or using a forged
document knowing it to be forged and with a view to

seeking admission.

Discontinued from studies

(xx)

Leaving the examination room without delivering the
answer booklet/answer script to the invigilator
concerned and taking away the same with him or
intentionally tearing off or otherwise disposing off his
answer booklet or any part thereof or the continuation
sheet or part thereof inside or outside the examination

room.

Discontinued from studies

(xxi)

Deliberately disclose his identity or making distinctive

marks in his answer booklet/answer script for that

purpose.

Cancellation of examination results.

(xxii)

Communicating or attempting to communicate directly
or through a relative, guardian or friend with an
examiner or with the examining authority with the

objective of influencing him in the award or marks.

Cancellation of examination results.

(xxiii)

Approaching or influencing directly or indirectly a
member of the examining authority official regarding

his cheating case.

Discontinued from studies

(xxiv)

For cases of unfair means not covered by these guidelines, the examining authority may impose

punishment according to the nature of the offence.
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b. Examination Offences and Penalties for staffs are shown in table 3

Table 3: Examination Offences and Penalties for staffs

S/No. OFFENCE PENALTY
@). Dereliction of duty or misuse of position to the | Relieve of duties by the competent
detriment of the smooth and fair conduct of | authority.
examinations.
(ib). Failure to discharge confidential work by the person | a) Forfeiture of the whole or part of
assigned to the satisfaction of the examining remuneration payable to him; and/or
authority or misusing of position to the detriment of | b) Disqualification permanently or for a
smooth and fair conduct of examinations. specific period from any duty and/or
¢) Initiating disciplinary action against
him; and/or
d) Initiating legal action against him.
(iii). Forging of examination documents
(iv). Forging of continuous assessment tests
a) Exclude from participating in any
(v) . . .
) Change of candidates’ answer in scripts examination activities
(vD). Forging of field log books b) Reporting the offender to the relevant
professional board
(vii).
Failure of supervisor to discharge his duties
(viii). For cases of unfair means/misconducts not covered by these guidelines, the examining authority

may impose punishment according to the nature of the offence.

Examination Offences and Penalties for non-staffs

Table 4: Examination Offences and Penalties for non-staffs

S/No. OFFENCE PENALTY
(i). Any non-staff (Parents, guardians, owner of the | Legal procedures for criminal offence shall
institutions and others) who interferes with the | be followed
examination activities
For cases of unfair means/misconducts not covered by these guidelines, the examining authority
(ii). may impose punishment according to the nature of the offence.




5.2 Procedures to be followed if an invigilator/examiner has witnessed a candidate(s)

involved in examination irregularity

a.

The invigilator shall stop the cheating process, collect the evidence(s) and fill the
examination irregularity form immediately.

A candidate found cheating shall sign the filled irregularity form and two candidates sitting
adjacent shall witness by signing the same form appropriately.

The candidate who was found cheating as well as adjacent witness shall also write in brief
declaring the committed offence, sign and put thumb print.

i. If the candidate writes on the part(s) of the body, shall be taken into the private area
in presence of two witnesses and invigilator of the same sex to witness.

ii. If the student was caught in examination room with an electronic device the details of
the device such as device name, model/IMEI number, mobile number, as well as the
phone itself shall be taken as evidence in addition to I above.

It shall be an additional offence if the candidate responsible declines to sign the irregularity
form.

After collection of all evidence the invigilator shatt attow the candidate te-continue with the
examination.

The original copies of evidences of the irregularity shall be packaged with the scripts and

stored in the strong room and later submitted to the examining authority for final decision.
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6.0 CHAPTER SIX: MARKING OF EXAMINATION
Marking of examination comprise of all activities of judging the student responses and

awarding relevant marks to the candidate’s scripts per question and determining a score (total
marks) as per marking scheme. The marking of examination shall be done by markers
appointed among tutors based on these guidelines.
6.1 Marking center
a. The secretariat shall prepare the venue and make all necessary working tools and logistics
for facilitating marking
b. The marking centre shall be well secured and have conducive environment for the
marking activities
c. There shall be no other ongoing activities during the time of marking
6.2 Key players of marking team
Key players of marking team are: - Secretariat, Group leader, Markers, Checkers and Data
clerks with their roles and responsibilities as follows:
6.2.1 Secretariat
a. Appointed by examining authority in order to ensure management of examination is
done as per the norms prescribed in this guideline
b. The secretariat members
The secretariat members shall be composed of Directors, Coordinators of the programs,
defence and security agencies, representative from NACTVET and the Chairperson
elected among the markers appointed by the examining authority
c. Duties of secretariat
i. Act as arepresentative of the examining authority
ii. Facilitate setting, conducting, marking of examination, uploading and publishing
‘examination results
iii. Ensure that all reports on management of the examinations are in line with the
approved formats for decision making by relevant examination organs.
6.2.2 Panel leader
Appointed among the senior markers by examining authority

a
b. Receive and verify examination parcel from the Secretariat

o

Supervise standardization of the marking scheme

e.

Bring to the notice of the Secretariat in writing, discrepancies, anomalies and
suspected use of unfair means identified during marking

e. Work hand in hand with Checker in verification of m

f. Assign duties to the markers
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i.

Work together with markers in compiling examination results and report
Sign a control list on return of the marked scripts, to determine whether all scripts
have been marked

Write report and submit to the Secretariat

6.2.3 Marker
a. Appointed by examining authority

d.

€.

Standardize the question paper and marking scheme

Mark scripts and allocate marks using marking scheme according to marking
procedures

Ensure all students responses in the answer booklet are marked

Ensure that his/her appointment is kept confidential

6.2.4 Checker

a. Appointed among markers by group leader in consultation with Secretariat

€.
f.

g.

Crosscheck all pages to see that they have been properly marked

Ensure candidate’s marks have been correctly transferred from marked candidate’s
respenses to the cover-of the-answer boeklets

Compare the score lists with the answer scripts to ensure accuracy of the transferred
marks

Recount the summed scores for correctness

Ensure all students responses in the answer booklet are marked

Notify the marker to take action on any marking anomaly identified

6.2.5 Data clerk

a.

Appointed by examining authority among teaching and support staff with basic
knowledge of data entry

b. Enter candidates scores from answer booklets/scripts into the score sheets in soft/hard

copies

6.3 Timing of marking

Examination marking shall be done as per academic calendar as may be published from time

to time.

6.4 Marking procedures

a. Orientation of markers

i.

il

There shall be orientation of markers on the roles and conditions to be adhered to in

specimen signature form
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b. The markers shall standardize question paper and marking scheme by observing the
following
i.  The questions done by candidates are in line with the marking scheme and in line
with assessment plan -
ii.  There are fair distributions of marks for each question
iii.  The questions done by candidates captured differences in students’ capability
c. The style of marking shall be conveyor belt method of marking whereas each marker
shall be assigned to mark specific question(s) and not the whole script
d. Trial marking
i, Fach marker in a module will mark independently the photocopied selected script
according to the marking scheme and allocate marks
ii.  The attained marks will be discussed and reach consensus on the devilations
e. Actual marking process
i, The markers shall mark as per standardized marking scheme
ii.  Marking shall be done using pen writing in red ink
iii.  Markers shall not be allowed to possess any pen other than pen writing in red ink.
iv.  During marking the following shall be adhered to:

a) The tick symbols [V] shall be used for correct response and cross symbol [x] for
incorrect response

b) Each tick shall be allocated appropriate marks

¢) Each cross shall be allocated zero (00) score

d) All marks that are less than 10 must be preceded by a 0 e.g., 03, 04 etc. and those
less than 1 shall be preceded by 00 e.g., 00%2

¢) For responses written in more than one page, a marker shall indicate by an arrow
drawn on the right margin at the lower corner to indicate that the responses
continue on the next page [—]

f) The marker shall sum up the scored marks of a particular question and write the
summation on the lower right side at the end of the response, circle and put initial
signature

g) The total marks of each section shall be transferred into the marks table on the
cover page of the answer booklet and put initial signature of the marker.

v.  The overall total marks for the script must be an integer. Fraction marks may be

allocated to component parts of questions.
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vi.

vii,

viii.

The marker shall put a line down the outer margin to indicate that the response has
been seen for a candidate’s rough works and part of candidate’s response that
attracts no mark.

The marker shall put a line diagonally in any empty space left by a candidate in a
page or part thereof

In case a candidate repeats response, the marker shall write ‘RPT’ as a repeat
acronym.

In case a candidate wrote extra response as required, then the marker shall write

‘EXT’ as extra acronym.

f.  Verification of marked scripts

i.
ii.

iii.

iv.

vi.

Checker shall use pen writing in green ink.

All marked scripts shall be verified by the checkers

Checkers will verify the marked scripts basing on the following:

a) Each response is marked as per standardized marking scheme

b) The tick and cross symbols are used appropriately

c).Scoring of responses is done according to the marking scheme

d) Summation of marks in each question and parts of the question is done correctly
e) Initial signatures of the markers are put against the marks

f) Transferring of marks from the responses to the cover page is done correctly

g) Summation of the marks on the cover page is done correctly

The checker shall write his/her initials signature against each section on the cover
page

In case of discrepancy in marking, the checker shall return the answer booklet to the
responsible marker for rectification.

All the scripts shall be arranged serially before being returned to the group leader

6.5 Recording and verification of scores

a. There shall be a score sheet in a format provided in these guidelines

The candidates score from answer booklets/script shall be recorded into the score sheets

by data clerk

c. A printed copy of scores shall be used to verify the scores by comparing the scores in the

lists and the ones in the scripts as per these guidelines.

d. Signed attendance sheet shall be used as an evidence to verify the candidates who




 The data clerk and checker shall write full name and signature appropriately in the

verified score list. And the group leader shall write the full name and signature
appropriately to signify that data clerk and checker have completed their work.
All score lists shall be treated as confidential documents

6.6 Storage of examination scripts after marking and examination recorded in other forms

a. Examination scripts, score lists and examination records in other forms such as, oral

examinations, including checklists/ rating scales shall be stored in a secured place

determined by the examining authority

. The examination scripts, score lists and examination records in other forms such as, oral

examinations, including checklists/ rating scales shall be maintained for a period of at
least two years from the date of publication of final results and shall thereafter be

disposed in the manner as may be determined by the examining authority
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7.0 CHAPTER SEVEN: GRADING SYSTEM
After completion of marking process during CA and Semester examination phases, the

awarding of candidates’ performance shall be based on approved grading system specified in

the curriculum information report.

7.1 Grading System for NTA Levels 4,5 and 6

Grade of each module shall be assigned with reference to the grade definitions and range of

scores as provided in the Table 6 and the classification of award in terms of Grade Point
Average (GPA) is as provided in the Table 7

Table 5: Grade Definitions and Range of Scores

NTA LEVEL 4 to 5 NTA LEVEL 6
SCORE GRADE GRADE SCORE GRADE GRADE DEFINITION
RANGE POINT RANGE POINT
80-100 A 4 75 - 100 A 5 Excellent
70-74 B+ 4 Very Good
65-79 B 3 6569 B 3 Good
S0—64 C 2 |s0-64 C "2 | Satisfactory
40 -49 D 1 40-49 D 1 Poor
0.0-39 F 0 0.0-39 F 0 Failure
- I - - I - Incomplete
0 Q 0 0 Q 0 Disqualification

A student who because of justifiable reason such as illness approved by relevant organ failed to
complete assessment is given a grade ‘I’ as provisional grade and a student given such grade is
required to complete the unfinished portion of assessment without prejudice to the previous
grade ‘I’. On the other hand, a student whose examination results are disqualified due to cheating

or other examination irregularities shall receive a grade ‘Q’.

7.2 Computation of Grade Point Average (GPA)
Following completion of all modules in a given semester the performance shall be computed
to obtain GPA achieved by the respective candidate. Semester GPA shall be calculated at the
end of each semester and when the candidate is liable for offer of award a Cumulative GPA

will be computed and awarded accordingly as follows:
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7.2.1

Semester and Cumulative GPA calculation
GPA shall be computed from grades achieved by students in each semester or annually
by associating grades and credits for a relevant module using the following formula.

Semester/Cum GPA = Sum PxN)
Sum of N
Where:

P — Grade point assigned to a letter grade scored by the student in a module

N — Number of credits associated with the module in a semester

NOTE: The Semester or Cumulative GPA should be truncated

7.3 Conditions for the Awards

An award shall be given to a student who satisfies the following conditions:

a.

b.

For NTA level 4 and 5 has completed and passed all modules at grades A, B or C; and for
NTA level 6 has completed and passed all modules at grades A, B*,BorC
Has obtained the Semester GPA or Cum GPA as shown in Table 6

Table 6: classification of award

NTA LEVEL 4 and 5 NTA LEVEL 6

CLASS OF AWARD CUMMULATIVE GPA | CLASS OF AWARD CUMMULATIVE GPA

First class 3.5-4.0 First class 44-50

Second class 3.0-34 Upper Second class 35-43

Pass

20-29 Lower Second class 2.7-34

Pass 20-2.6

A student who fail to complete a course is given incomplete grade ‘I’ due to acceptable
reasons approved by awarding authority.

Disqualification ‘Q’ is awarded to a student who is found guilty of examination offences.
Final results shall show results grades for each module and Cum GPA for each student.
The result sheets shall indicate passes and any tentative disposal for students failing to

achieve required standards as determined by awarding authority.
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8.0 CHAPTER EIGHT: UPLOADING AND PUBLICATION OF EXAMINATION

RESULTS
All examination results shall be discussed by relevant committee and submitted to the

examining authority for approval. For uploading and publishing of examination results the
related terms will be interpreted as follows:

‘Mark’ means numerical value by which examining entity assess the performance of the
candidate.

‘Grade’ means a letter assigned to a range of scores or marks

‘Results’” means a reflection of the outcomes of the examination

‘Transcript’ means a document listing grades for all modules in all semesters at a specific
NTA level bearing awarding authority.

‘Academic progress report’ means a report showing provisionally approved results issued by
relevant organ.

‘Certificate’ means an award showing qualification details attained by student granted by
awarding authority.

These and other terms may be contained in the guidelines for grading system

8.1. Uploading of semester I results
1.~ Uploading of examination results shall be done by examination officer at the
institution in presence of the supervisor
ii.  Uploading shall follow the procedure provided by examining authority
iii.  Time for uploading examination shall be determined by the examining authority
iv. Print preview shall be done to verify uploaded results
V. Final results shall be printed and marked confidential and submitted to the examining
authority for verification and declaration
vi.  Time for submission of printed examination results shall follow the dates set by the
examining authority
vii.  Final results shall be signed by authorized personnel as determined by examining
authority.

8.2. Uploading of semester II results

i.  Uploading of NTA level 4 examination results shall be done by Institution in the
presence of the supervisor

ii. Uploading of NTA Level 5 and 6 examination results shall be done by examining

authority.

iii.  Uploading shall follow the procedure provided by,
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iv.  Time for uploading examination will be determined by the examining authority

v. Final results shall be printed and marked confidential and then submitted to the
examining authority for verification and declaration

vi. Final results shall be signed by authorized personnel as determined by examining

authority.

8.3. Examination organs for approving semester I Examination results
For Institution with multiple programs examination results shall be declared at the same
time. The chairperson for examination I shall be among the appointed supervisors.
Examination I shall discuss and declear the resuits while advisory board will receive

examination results for noting. There shall be four examination organs for approving

am .
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semester I results as follows; -

a. Departmental Examination committee

b.

Institution Examination Committee

c. Advisory Board
The Council

Dcpartmental Examination Committce

Members of the Departmental Examination Committees shall be:

i.  Supervisor - Chairperson
ii. Head of department - — Secretary
iii. Examinations Officer — Members
iv. Examiners — Members
Responsibilities

i.

ii.

iil.

iv.

V.

To review the setting of examinations in relation with the curriculum
To review the marking and performance of students

To compile and upload results of all students

To report findings and recommendation for improvements

To submit/recommend performance of student to the Institution

examination committee
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b. Institution Examination Committee

Members of this committee shall be;

i.Principal — Chairperson
ii. Examinations Officer — Secretary
iii.All Examiners — Member
iv.Heads of Departments — Members
v.Medical officer incharge of the hospital Members
vi.Hospital Matron/Patron Members

vii.Two representatives from Students Organisation — Members

Responsibilities

(@ To discuss examination process and related matters as received from
Departmental Examination Committee

(b) To recommend the examination results to the Advisory Board
() Torecommend on matters related to examination process to the

examining authority

g. Advisory Board
The member of the advisory board shall be as stipulated in the NACTVET guideline
Responsibilities of the advisory board
i.  To discuss examination report
ii.  To approve Semester I examination results
ili.  To manage semester I examination appeals

iv.  Advice the institution management on academic matters
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8.4. Relevant examinations organs for approving semester II results

There shall be two examinations organs for approving examination results as follows; -

a. Secretariat committee

b. The Council

a. Secretariat committee

Members of the Secretariat committee shall be:

i.

Head of Division (Director of Human Resources Development)— Chairperson

ii. Assistant Directors from the department - Members
iii. Appointed coordinator — Secretary
iv. Representatives from NACTVET - Member
v. Program Coordinators — Members
vi. Government Security Officers - Members
vii. Representatives from Health training institutions - Members
Responsibilities

i

To receive and discuss semester Il examination reports from all examination centres

ii. To receive and discuss semester Il examination results for all programs

iii. To recommend semester II examination results to the Council

b. The Council NACTVET)

The composition and responsibilities of the Council shall be as stipulated by the

National Council for Technical and Vocational Education and Training Examination
Regulations.

8.5. Publication of results

Publishing examinations entails matters related to;

i.
i,
1ii.
iv.
V.
vi.
vii.

viii.

Right and discretion of the awarding authority
Disclosure of performance
Informing of students of their results

Issuance of certificate and transcript

Amendment of results

Right of candidates to appeal
Timing and means of releasing results

Nullification of results as provided herein
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8.6.

a.

8.7.

Right and discretion of the awarding authority

Issuance of results and awards shall be entirely within the discretion of the awarding
authority

Awarding authority may withhold or cancel the examination results based on these
guidelines

Awarding authority reserve the right to reduce the classification of, withhold or cancel an
award of any candidate, or to revoke any certificate it has already awarded and to require

the issued certificate to be returned based on these guidelines

Issuance of certificate and transeript

Any certificate issued by awarding authority shall remain the property of the authority
and any alteration without the approval of the authority shall constitute a criminal
offence.

In the event of loss of original certificate/transcript a candidate may, on making an
application to that effect on the prescribed form and upon payment of non-refundable
requisite fee obtain a duplicate certificate/transeript marked “COPMY”; provided he/she
filed an affidavit to that effect duly attested by a Public Notary and Commissioner for
Oaths. In the event of recovery of the original certificate/transcript, the duplicate
certificate/transcript shall be returned to the awarding authority.

The awarding authority shall issue the transcript of the examination results of individual
student upon written request based on awarding authority guideline.

The transcript and certificate issued shall bear key parameters established by awarding
authority.

No separate Certificate or a combined transcript shall be given to a candidate who has
appeared for an additional module in a subsequent examination. Provided that a candidate
who has appeared for an additional module in a subsequent examination may be given a
statement of grade in that module.

The awarding authority may issue transfer transcript to a candidate wishing to migrate to
any Board, Council, University or Institute on payment of the prescribed fee.

The awarding authority shall have power to disqualify a person who is found guilty of the
following offences from appearing in any examination of the awarding authority for a
determined period of time: -

i. Tempering with his own certificate; or

ii. Obtaining or attempting to obtain a certificate to which he j
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8.8.

a.

8.9.

Amendment of results

Decision by awarding authority once certified in writing shall be considered final except

under the following circumstances:

i. If the information relevant to that decision, but not available at the time of decision
come to light or if any error having a material bearing on that decision or an error in
the written certification of that decision has been made.

ii. If the awarding authority satisfying that there are ground for varying the decision, the
awarding authority shall report to that effect through relevant organ.

ili. Where an error is discovered in any stage of assessment, the awarding authority shall
forthwith correct that error and amend its records to show the correct results or
classification and that whether or not the results or classification has been published
or other notified to the student.

The awarding authority shall notify both the student and the institution of the correct

results or classification as soon as practicable and shall also correct any reference or

statement which may have been provided by the awarding authority whether to a student
or a third part.

Having been notified of the corrected results or classification the student shall return to

the awarding authority any documentation which may have been issued to the student

notifying the original results or classification which have been corrected.

The student shall have no claim against the awarding authority for any loss or damage

which may have been incurred by the student as a result of any error have been made.

Processing of appeals

a. Each candidate shall have a right to appeal against the published examination results

d.

i.

ii.

The appeals shall be handled by appeal committee at the institutional level for semester I
and NACTVET for semester II

During appeal the committee may interrogate the appellant in order to facilitate decision

making process.
During appeal the following should be observed: -

The appeal shall be lodged within two weeks from the date of release of

the results

There shall be a non-refundable appeal fee for a student who appeals

against the published results as may be determined by

R
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authority from time to time
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8.10. Management of appeals '
Managing appeal shall involve checking and remarking of examination as follows: [
i. Confined to re-marking of answer scripts, if unmarked questions are discovered 1
and rechecking of marks awarded for each question in the answer booklet M
together with re-totalling of marks I'T
ii. Done by the officials appointed for the purpose by the examining authority ' '!"]
iii. Rechecking shall be done within two weeks after appeal submission period. As
such, in their own interest the candidates should register themselves for the
forthcoming examination without waiting for the result of rechecking or act on
the basis of the result already notified:
iv. If the result of rechecking is declared after a candidate has appeared in the
subsequent examination of the examining authority, a student shall be given the B
benefit of the best of the awards obtained by him on rechecking or in the
examination i
v During-appeal the-committee-may interrogate-the-appellant-in-order-to-facilitate
decision making process. | |
vi. A candidate shall be allowed to re-appeal for institutional appeal results to -
NACTVET for semester I.

vii. There shall be no re- appeal for semester II appeal examination results

8.11. Appeal committee at institutional level

Members of institute’s appeals committee shall be:

e Supervisor — Chairperson

e Principal — Secretary

e Deputy Principal (academic) — Member

e Heads of Departments — Member

e Two student representatives from Students Organisation — Member
Responsibilities

i. Major responsibility of this committee is to receive appeals, investigate, discuss and
make recommendations to the awarding authority
ii. In case the appeal is due to remarking, the Principal shall appoint at least two markers

for remarking before submitting to the appeal committee
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8.12. Timing and means of releasing results

a. Continuous assessment results shall be declared to students by the institution at least one
week before commencement of semester examinations.

b. Examination results shall be published after approval by relevant authorities.

c. Examination results shall be published through approved and prior communicated media
by relevant authority

d. The awarding authority will not, except in its absolute discretion, communicate with

candidate or any other person claiming to act on behalf, on matters related to results.

8.13. Nullification of results
a. Awarding authority shall nullify examination results if it is determined that:

i. Unfair means like cheating and other examination malpractices has been used in the

examination
ii. Ineligible candidates sat for examination
b. An institution shall inform the student about nullification of results by providing details
that led to nullification of results.
8.14. Appeal committee at National Level
The Committee shall have the following Members:

o Director of Human Resource Development — Chairperson

e Assistant Director of Human Resource Development — Secretary

e Coordinators from Human Resource Development Section ~ — Member

e Two Representatives from NACTVET — Member

e Two Representatives from Health Training Institutions — Member

e Two Representatives from Teaching Hospital — Member
Responsibilities

Major responsibility of this committee is to receive appeals, investigate, discuss and

make recommendations to the awarding authority
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9.0 CHAPTER NINE: EVALUATING EXAMINATIONS
The evaluation of examinations in this context it covers: Objectives of the Evaluation,

Planning of Evaluation and Structure of the Evaluation as provided herein.

a. Objectives of the Evaluation

Evaluation shall be done at required intervals with the following objectives:

a.

To evaluate whether the examinations are conducted in accordance with the rules and
procedures determined by Awarding authority
To evaluate the quality and relevance of examinations and other means of assessment;

To give recommendations for improved practices

b. Planning of Evaluation

a.

C.

The evaluation shall be planned and conducted with anticipation of the different positions
of various interest groups

The evaluation shall be efficient and produce information of sufficient value, so that the
resources expended can be justified

Evaluation reports shall clearly describe the programme/subject area being evaluated,

d. Evaluation reports shall be disseminated to intended users,

€.

C.

a.

The examinations evaluating authority shall evaluate:
1. The Conduct of the Examinations;
ii. The Quality and Relevance of the Examinations; and

iii. The Assessment Instruments.

Evaluation of the Conduct of Examinations

This task covers the whole process of examinations from setting to marking and
standardisation of results;

The examinations evaluating body shall therefore, evaluate, among others:

i. The General Management of the Examination;

ii. The Invigilation of the Examination;
iii. The Condition of Examination Rooms;
iv. The Seating of Candidates; and

v. The Return of Scripts
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d. Evaluation of Quality and Relevance of Examinations

For quality and relevance of examinations therefore, the evaluation shall:

a.

Check whether examinations are valid in terms of difficulty level, discrimination ability,
and measuring expected competences

Review question papers to see whether they conform to assessment plan

Check whether all required instruments/modes have been appropriately included in the
assessment

Monitor the distribution of grades (student performance) in an examination;

Make use of reports from: Moderators, invigilator/supervisors, markers, internal audits of
technical institutions, periodic reviews of award of courses/programmes Student

academic complaints; and other forms of external assessment including accreditation.

e. Evaluating committee

a)

b)

Evaluating committee shall be appointed from the following among others;

i. Department involved in Quality Assurance at the MOH;

ii. Representative from DHRD

iii. Representative from Technical institutions;

iv. Representative from NACTVET

v. Representative from Professional regulatory authorities

vi. Representative from MOEST

vii. Representative from government security organ

Tenure of the evaluating committee shall be three years and members may be reappointed

Task Forces

i. Evaluating committee shall establish task forces when deemed necessary;

ii. To assist in identifying problems and issues in support of the examinations evaluating
committee

iil. Evaluating committee shall appoint persons to a task force with the advice of the
Institution/awarding authority

iv. The task force shall be dissolved after accomplishment of the task
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f. Frequency of Evaluations

a. The first evaluation of examinations shall be carried out in the second year from the year
that examinations are first conducted, the first year shall be used as observatory, and
learning from the past reports of examination administrators

b. Evaluations shall continue to be carried out every other year until the time when
Institution/awarding authority is satisfied that the examination procedures have been
standardized; and thereafter, evaluations shall be carried out after every three years

g. Reporting Procedure

The proceedings and findings of the evaluation shall be reported to Institution/awarding

authority.
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s Appendices

THE UNITED REPUBLIC OF TANZANIA

MINISTRY OF HEALTH

ﬂ EXAMINATION PARCEL SUBMISSION FORM
RECEIVING CENTRE ..........ccveevvvnnnnnen.

MoH Examination Form 1

NUMBER OF PARCELS PACKED FOR EACH HTI

TOTAL NUMBER
OF PARCELS

S/N NAME OF
HTI/NAME OF
E PROGRAMS
L FOR EACH HTI

./ NAME OF SUBMISSION OFFICER
- NAME OF RECEIVING OFFICER

UNAME OF SECURITY OFFICER
POLICE FORCE NUMBER

WITNESS OF SUBMITTING OFFICER

B

UNAME OF DRIVER

UVEHICLE REGISTRATION NUMBER

~ WITNESS OF RECEIVING OFFICER
UNAME OF SECURITY OFFICER

_POLICE FORCE NUMBER
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MoH Examination Form 2

THE UNITED REPUBLIC OF TANZANIA

MINISTRY OF HEALTH

EXAMINATION PARCEL SUBMISSION FORM

55

NAME OF THE INSTITUTION.....ccoiiiiiiiiiinntititnnnensse e e essassssss s
REGION.....coioiiiiiiiicistnnccvccsc e, DISTRICT. ..ot
PARCEL PARCKED PER EACH HTI TOTAL

NAME OF CMT | MLT | PST | EHT | HRT |CDT | OPT [ NMT | PT
PROGRAMME
NUMBER OF

| PARCELS
NAME OF SUBMISSION OFFICER SIGNATURE DATE
NAME OF RECEIVING OFFICER SIGNATURE DATE
WITNESS OF SUBMITTING OFFICER
NAME OF SECURITY OFFICER SIGNATURE DATE
NAME OF POLICE FORCE NUMBER SIGNATURE DATE
WITNESS OF RECEIVING OFFICER
NAME OF SECURITY OFFICER SIGNATURE DATE
POLICE FORCE NUMBER SIGNATURE DATE
NAME OF DRIVER SIGNATURE DATE
VEHICLE REGISTRATION NUMBER SIGNATURE DATE
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MoH Examination Form 3

THE UNITED REPUBLIC OF TANZANIA

MINISTRY OF HEALTH

EXAMINATION PARCEL OPENING SECURITY DECLARATION FORM
NAME OF THE EXAMINATION CENTRE

........................................................
.........................................................

..............................................................................................

This examination parcel was opened under our observation found to be intact/not intact.
*It was found all examinable modules were packed/some of examinable modules were missing.
Comment:

---------------------------------------------------------------------------------------------------------------------
....................................................................................................................

It is hereby signed by:

PRINCIPAL: SUPERVISOR:
NAME.......iiiiiiiirrc e NAME......coiiiiii
SIGNATURE.....cccciviiiiiiiiieaneeannnn, SIGNATURE........ccoceviiiiiiiienn,

In the presence of:

Witness 1 (Security officer) Witness 2: (Police officer)
NAME.. ..o, NAME.....ciiiiiiiiiiiinee e
SIGNATURE........cccovvviiiiiiiniinnieeenn SIGNATURE........ccovvvviiirineniinnnne

*Delete whichever is not applicable
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MoH Examination Form 4

THE UNITED REPUBLIC OF TANZANIA

i

MINISTRY OF HEALTH

EXAMINATION MODULE HANDING OVER FORM

NAME OF THE EXAMINATION CENTRE

......................................................

NAME OF INSTITUTION. . ... eetteeeeeeeeeeeeeeeesseeeeeseeseeeeseeeenesseneeseneeessssarens
TYPE OF EXAMINATION: «....veeeteeereeeetereeteeeeeeeeeeeeeeeeeaeeeeeeneesenaeaeeaneens
NTA BB e e o T e e B T o s e B e e Do,
MODULE (NAME AND CODE) ...ttt eeeeeeeeeeeeeeeeeeeeeeaee e eeneeseenseeeesenenes
DATE OF EXAMINATION . .....oeeveeteteeeeeeeeeeeeeeee e eeeeeeeeeeeaeeeesenes e aeeeenen

*This examination was found to be intact/not intact

PRINCIPAL:

NAME: ...,
SIGNATURE: ...coooviviiiniiiinn

In the presence of:
Witness 1 (Security officer)

*Delete whichever is not applicable
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SUPERVISOR:

NAME.: .......
SIGNATURE

...............................

.
DI R R N X

Witness 2: (Police officer)

................................
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MoH Examination Form 5

THE UNITED REPUBLIC OF TANZANIA

MINISTRY OF HEALTH

WITNESSES FOR OPENING OF EXAMINATION PARCEL FORM

.........................................................
...............................................................................
..............................................................................

------------------------------------------------------------------------------------------------

MODULE (NAME AND CODE)
DATE OF EXAMINATION

*This exam was opened under observation of all candidates and examiners and found to be

........................................................................

------------------------------------------------------------------------------

intact/not intact.

The number of question papers written on top of the parcel was ............... and after opening

and counting it was found to be .................

It is hereby signed by:

CANDIDATE 1: CANDIDATE 2:

NAME ... NAME ..ot
EXAMNUMBER ........ccooiiiiiiiniinnn, EXAMNUMBER .......c.ocoovviiiniinan
SIGNATURE .....coocoiiviiiiiiiniiiineen, SIGNATURE .....ccoviiiiiiiiiiiiiinennn

In the presence of:

PRINCIPAL: SUPERVISOR:

*Delete whichever is not applicable
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MoH Examination Form 6

THE UNITED REPUBLIC OF TANZANIA

MINISTRY OF HEALTH

WITNESSES FOR PACKAGING AND CLOSING OF ANSWER SCRIPTS

NAME OF THE EXAMINATION CENTRE ......coiiiiiiiiiiiiiiniiiii e
NAME OF INSTITUTION ....iuitiiiniiiiiiiiiei ettt et e e e e e e eeneas
TYPE OF EXAMINATION ....outtiniiiniiiiniii ettt ettt e e
NTALEVEL ...ttt et et etea e e eeas
MODULE (NAME AND CODE) ... cutiiiiiiiiii ettt
DATE OF EXAMINATION .....uutiiiiniiiiiiiiniiii et eas

The answer scripts and attendance list of candidates for this examination were packed and sealed
under observation of candidates and examiners.
The number of answer scripts packed in the parcel was ................ which corresponds with the

number of candidates who sat for this examination.

It is hereby signed by:

CANDIDATE 1: CANDIDATE 2:

NAME ..o NAME ...,
EXAMNUMBER ......cocvviiiiiiiiiniinannen. EXAMNUMBER ......ccccvvviiniiinnnnn.
SIGNATURE ....cccoviiiiiiiieiiiiieceieeeeeene, SIGNATURE .....oviiiiiiiiiiieieeienn,
In the presence of:

PRINCIPAL: SUPERVISOR:

NAME ..o NAME ..o,
SIGNATURE ....cccoiiiiiiiiiiniiiiiieeieeaene, SIGNATURE .....coveiiiiiiiiiiiiiicniane

e | —
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MoH Examination Form 7

/=3

THE UNITED REPUBLIC OF TANZANIA

MINISTRY OF HEALTH

EXAMINATION MALPRACTICE/IRREGULARITY REPORT FORM NO. 1

Name of Candidate: .........ccccevvvvnnnnn.... Examination Number

D081 s LA 1031 W 0153111 o - TR

Module Code and NAIMIE: .......iiiiiti ettt ettt et et e e aeaeeereeresararasessaneasensenenenes

=== = =S8 = =3

State nature of irregularity:

.....................................................................................................................

-------------------------------------------------------------------------------------------------------------

= &3

.....................................................................................................................

.............................................................................................................

=

Signature of candidate ......................... Finger print

==

—
_J

Response from candidate regarding signing and putting finger print (if any)

.................................................................................................................

==

Student witness 1:

NAME: ..oeiiniiiiiiiiiii i, Signature .................. Date.....coovvvenennns

—

Student witness 2

IR

e @

—
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MoH Examination Form 8

THE UNITED REPUBLIC OF TANZANIA

i

MINISTRY OF HEALTH
NAME OF THE EXAMINATION CENTRE .....ccoiiiiiiiiiiiiiiiiiiiiiii e
NAME OF INSTITUTION ..ottt ittt e eae et et s e aeenenaaes
TYPE OF EXAMINATION ....uiiiitiitiiiiiiiiiie ettt ettt ee et nan e nnes
NTA LEVEL .ottt et et e
MODULE (NAME AND CODE) ....uttiiiiititiiiiii ettt ettt eteanee e eaens
DATE OF EXAMINATION ...ttt vt ettt teeneeaeaaeneaneaeaentnentenensens
ATTENDANCE REGISTER
S| NACTVET ' CANDIDATE'S | SEX | NATURE OF SIGNATURE.
REGISTRATION EXAMINATION EXAMINATION (First
NUMBER NUMBER sit, Supplementary,
Repeat module)

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

1. Invigilator’s Name: ........ccccoevieinineniiiiniiiininennnee. Signature: ...........coeeenene
2. Invigilator’s Name: .......ccceeeievevnenieiiieieneneneninnne. Signature: ...........cceenenee.
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NAME OF THE EXAMINATION CENTRE
NAME OF INSTITUTION

TYPE OF EXAMINATION
NTA LEVEL

MO

DATE OF EXAMINATION

MoH Examination Form 9

THE UNITED REPUBLIC OF TANZANIA

DULE (NAME AND CODE)

i

MINISTRY OF HEALTH

.........................................................

...............................................................................

..............................................................................

................................................................................................

------------------------------------------------------------------------

..............................................................................

DAILY SCORE SHEET FOR CLINICAL/ORAL/PRACTICAL EXAMINATIONS

S/N | NACTVET REGISTRATION CANDIDATE’S EXAMINATION | SEX NATURE OF SCORE
NUMBER NUMBER EXAMINATION
(First sit,
Supplementary,
Repeat module)
1. Markers’ Name: .......cccocveiiininiienerinieneenennnnnns Signature: ..........c.oeveenn.




MoH Examination Form 10

THE UNITED REPUBLIC OF TANZANIA

i

MINISTRY OF HEALTH

NAME OF THE EXAMINATION CENTRE .......cciiiiiiiiiiiiiiiiiiin e
NAME OF INSTITUTION ....ciuiiiiiiiiiiiiiiiiii it eae e
TYPE OF EXAMINATION ..ottt ittt teete e eeerea s e e e enes
NTA LEVEL ...t ettt e e e e an e
MODULE (NAME AND CODE) ....uutuiiiiiiiiiiiiniiiie et cen et e e eees
DATE OF EXAMINATION ..ottt ee e reeeeneeeienreneeneneees

DAILY OBSERVATION SHEET FOR CLINICAL EXAMINATIONS
A: INTRODUCTION AND HISTORY TAKING
STRENGTHS

...............................................................................................................

...............................................................................................................

B: PHYSICAL EXAMINATIONS (GENERAL AND SYSTEMIC)
STRENGTHS

...............................................................................................................

WEAKNESSES
C: DIAGNOSIS FORMULATION AND MANAGEMENT PLAN
STRENGTHS

...............................................................................................................

...............................................................................................................

C: PRESENTATION SKILLS
STRENGTHS

...............................................................................................................

---------------------------------------------------------------------------------------------------------------

1. Markers’ Name: ......c.ooeveiniiiiieiiiineninrienenennn. Signature: .....................

2. Markers’ Name: ........coceviieiiniiiiiininininicaennne, Signature: ...........ccenenen.
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MoH Examination Form 11

THE UNITED REPUBLIC OF TANZANIA

MINISTRY OF HEALTH

END OF SEMESTER II EXAMINATIONS VERIFICATION REPORT

NAME OF EXAMINATION CENTER: ....ccciieeerencaraitiacncncastsasssasesssssscessansasancacsns

DATES OF VERIFICATION: FROM....cccee/ureeeeediivirinnaeed TO covovesd vennca fenennnnns

NAME OF THE PROGRAM: ...cccotteererennracnccncaniossscsessscssassansacnccsnnse

NAMES OF INSTITUTIONS IN THE EXAMINATION CENTER:




GENERAL INSTRUCTIONS

1. This report should be filled in CAPITAL LETTERS and submitted in hard copy and
scanned soft copy

2. Follow instructions in each part when writing this report

3. Parts which are not applicable for a particular NTA level or Program should be filled as
N/A

4. The report shall be prepared in participatory manner by chief external examiner and
principal of the respective health training institution(s)

5. The report should be signed by chief examiner and principal of the examination centre.
NB: The Principal should sign after going through the report

6. Two copies of report should be produced, one copy sent to MoH and other copy remain
in each of the respective HTIs

7. Note: Students who have been postponed or absconded the whole semester should not be
included in the report except those who were supposed to sit for repeated modules in this
examination

8. To nullify a component(s) of CA due to observed deficiencies during verification, the
decision to do so should be reached by meeting of external and internal examiners
chaired by chief external examiner and secretary principal of the examination centre

Definition of terms

1. A candidate is a students who has completed continued assessments in one or more
modules as per respective curriculum requirements

2. Eligible candidate is a candidate who has fulfil all requirement of one or more modules,
has paid national examination fee and has been issued examination number from
NACTVET database.

3. Ineligible candidate is candidate who is missing any of the following, has no
examination number, not paid the national examination fee or has not meet respective
curriculum requirement(s) in all modules

4. Postponed candidate is a student who has been declared eligible to sit for examinable
module(s) but due to some reasons has failed to do so and has notified the intention in
written to the principal before commencement of examination.

S. Absconded candidate is a student who has been declared eligible to sit for examinable

module(s) but did not appear for examination without notification.
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PART I: INFORMATION OF THE EXAMINATION CENTRE

A: GENERAL INFORMATION

%2}
2

NATURE OF SITTING FOR END OF

NUMBER OF CANDIDATES EXPECTED TO SIT

(Please attach excel sheet of candidates bearing their NACTVET and
registration number for each category at the end of this report. (If

]
] SEMESTER EXAMINATIONS more than one HTI fill this table separately
5 NTA LEVEL 4 NTA LEVEL 5 NTA LEVEL 6
|‘ 1 FIRST SIT
i
2 SUPPLEMENTARY
¢ 3 REPEATED MODULE (S)
U TOTAL
; STRUCTURE AND SAFETY OF STRONG ROOM
. (Put a tick \ where applicable)
: SN ITEMS YES NO REMARKS
[ Three separate padlocks

Presence of other documents apart from

2. semester two exams parcel
("
S Exam parcels stored in shelves or cupboard
For strong rooms confined within other office;
4 Is that office accessed by unauthorised
’ personnel?
)
pl There are two armed police officers and
| 5 security officer to ensure the safety of exams
~. [ ’ parcels in strong room
L
|

66




EXAMINATION RESOURCES
ITEMS NUMBER CAPACITY/ REMARKS/
/AVAILABLE | ADEQUACY RECOMMENDATIONS

Classroom (s) for theory examinations

Computer room (s)

(Review number of computers available
vs expected number of candidates to sit)

Laboratory

(Review size of laboratory vs expected
number of candidates to sit)

Laboratory Equipment/Apparatus,
supplies, ingredients and samples
(Review as per preparatory submitted)

| Stationery for examination

Selected hospital sites for clinical exams

(Review the list of hospital prepared if
are adequate in relation to expected
number of candidates and timetable)

Toilets for students (comment on the
distance from examination venue)

B. HUMAN RESOURCES FOR EXAMINATION (Review the prepared list of
examiners and compare with number of candidates expected to sit for each level in

relation to timetable)

ITEM AVAILABLE REQUIRED REMARKS
NUMBER NUMBER FOR
EXAMINATION
EXAMINERS/INVIGILATORS
FOR ALL MODULES
RELEVANT SUPPORTING
STAFF
67
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. PART II: VERIFICATION OF EXAMINATION PARCELS

S A: VERIFICATION OF NTA LEVEL 4 PARCELS

1 Give brief and clear comments on the REMARKS part for any shortfall observed on each particular item including unauthorised
3 opening of parcels

™ ITEMS/PARCELS NUMBER OF MISSING PARCEL (S) REMARKS

L, PARCELS

[ 1 Written examinations

[ 2 Oral examinations

T 3 Practical examinations

[’J 4 Clinical examinations

5 Rating scales

6 Checklists

7 CD-Rom

Package for external
examiner.

ey

aE S EE e B e
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B: VERIFICATION OF NTA LEVEL 5 PARCELS

Give brief and clear comments on the REMARKS part for any shortfall observed on each particular item including unauthorised

opening of parcels
ITEMS/PARCELS NUMBER OF MISSING PARCEL (S) REMARKS
PARCELS
1 Written examinations
2 Oral examinations
3 Practical examinations
4 Clinical examinations

5 Rating scales

6 Checklists

7 CD-Rom
3 Package forexternal
examiner.

C: VERIFICATION OF NTA LEVEL 6 PARCELS

Give brief and clear comments on the REMARKS part for any shortfall observed on each particular item including unauthorised

opening of parcels
ITEMS/PARCELS NUMBER OF MISSING PARCEL (S) REMARKS
PARCELS
1 Written examinations
2 Oral examinations
3 Practical examinations
4 Clinical examinations
5 Rating scales
6 Checklists
7 CD-Rom
Package for external = YOR TECHNS
8 . < L
examiner. O &
=y - <
IA:-;; JEJ
69
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