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October , 2019

To Course Instructors
College of Arts and Sciences
The University of Tokyo

Guidelines for the Regular Examinations (A Semester (A1/A2 Term))

The following are the guidelines for Regular Examinations for A Semester (A1/A2 Term) 2019.

(1) Last-Class Exams (Kuriage-shiken) : held during the regular class

Examinations for the following courses should be implemented during the regular class, by the

end of term/semester:

(April-entry students’ courses)
English Language/ Japanese Language/ Languages (Introductory/ Intermediate/ Advanced) in
International Communication/ Classical Languages (Introductory/ Intermediate) in Group L

Integrated Courses/ Thematic Courses

(PEAK Courses)
Foreign Languages (English/Japanese) in Foundation Courses/ Languages (Introductory/

Intermediate/ Advanced) in Group L, Integrated Courses/ Thematic Courses

Please follow the “Instructions to Implement Last-Class Exams” (Attachment) for
implementation.

Course instructors (including part-time instructors) are requested to invigilate the exams for
their own courses.

If you are requesting the Academic Affairs Division to make copies of the exam papers, provide
the necessary information (listed on page 7, under “Exam Information”) on the exam papers,

and submit the exam papers to the Academic Affairs Division by noon, at least three days prior

to the exam day (allow extra time for Saturdays, Sundays and national holidays).

(2) Exam-Period Exams (Hon-shiken): held during the specified exam period
A Semester courses : January 22 (Wed) ~ January 31 (Fri) (Except Saturday and Sunday)
A1l Term courses : November 16 (Sat)
A2 Term courses : January 22 (Wed) ~ January 31 (Fri) (Except Saturday and Sunday)




*Please be sure to register the information of exams (duration, no. of answer sheets needed,

items permitted to bring in to exam etc) through UTAS “Grade” — “Exam-Period Exam” —

“Register information of exams”. Registered information will be referred for preparing the
exam at PEAK/GPEAK section prepare for the exam.

*Refer to the attached sheet for the exam schedule for each course.

*A notice of the assignment of invigilators for exam-period exams will be sent out by e-mail

after the exam schedule has been fixed.

*Deadline for registering information of exams and submitting exam papers:

A1 Term courses: November 5 (Tue) noon

A Semester & A2 Term courses: January 6 (Mon) noon

*If you have any handouts related to instructions for invigilators, please also submit the
original copy to Academic Affairs Division office (PEAK courses: to PEAK/GPEAK Section,
other courses: to Junior Division Section) by the deadline above.

*Refer to (4) for making copies of exam papers.

*If submitting the exam paper by data, please upload the data file to the following website. In the
case of submitting by attachment to an email, please attach the data other than Word file, as
Academic Affairs Division office cannot receive any Word files attached to emails.

The data file name should include “Course title_Instructor name”.

(e.g. IntrodcutionTOTODAI_TODAITaro.doc)

https!//webfs.adm.u-tokyo.ac.jp/public/ 9IKUUQAVIUEGAF28BjFVtTT-PyqgLUGMh5n6-bz6gwtihV

(3) Regular Exam (Exam-Period Exam) Time
Note that the starting time of each exam period is brought down by 10 minutes compared to

the class hours. The Regular Exam (Exam-period Exam) time is as follows.

Regular Exam (Exam-period Exam)
Period Time (Reference) Class Hours
*In the case, exam duration is 90 minutes
Period 1 8:40am. ~ 10: 10 a.m. 8:30am. ~ 10 : 15a.m.
Period 2 10 : 35a.m. ~ 12 : 05 p.m. 10 : 25a.m. ~ 12 : 10 p.m.
Period 3 1:10p.m. ~ 2:40p.m. 1:00p.m. ~ 2:45p.m.
Period 4 3:05pm. ~ 4:35p.m. 2:55pm. ~ 4:40p.m.
Period 5 5:00p.m. ~ 6: 30 p.m. 4:50p.m. ~ 6:35p.m.
Period 6 6:55p.m. ~ 8:25p.m. 6:45p.m. ~ 8: 30 p.m.



https://webfs.adm.u-tokyo.ac.jp/public/9KUUQAVIuE6AF28BjFVtTT-PyqLUGMh5n6-bz6qwtihV

(4) Making Copies of Exam Papers

‘Requesting Academic Affairs Division to make copies‘

Provide the necessary information by filling out and registering the information of exams
through UTAS (“Grade”™ ”Exam-Period Exam”—"Register information of exams”) and submit
the original copy of the exam papers to Academic Affairs Division (PEAK courses: to
PEAK/GPEAK Section, other courses: to Junior Division Section) by the designated deadline.

*Please note that the printing equipment used does not allow for stapling and color copies.
*On the exam paper, please provide the “Exam Information” specified on the following page.

|Not requesting Academic Affairs Division to make copies| or |Did not meet the submission |

Provide the necessary information through UTAS (“Examinations”— ”Exam-Period Exam”

—”Register information of exams”), make copies of the exam papers yourself (the number of

examinees + extra copies (#1)) and submit them to the Academic Affairs Division at least three

days prior to the exam date (allow extra time for Saturdays, Sundays and national holidays).

You are not allowed to bring the exam papers directly to the exam room.

€1 (5 extra copies * Number of exam rooms) + 1 extra copy (for Academic Affairs Division

archive)

*On the exam paper, please provide the “Exam Information” specified on the following page.

*Refer to UTAS “Course” — “Class List” for the number of examinees.

*Copying equipment is available in the Part-Time Instructors’ Room
(Hijokin-Koshi-Hikaeshitsu) on the second floor of Building 1 during the regular class period
(including supplementary class periods).

Outside the regular class period, the Part-Time Instructors’ Room will be closed and you will

be required to make the copies elsewhere by yourself.



Exam Information

1. Course title

2. Course instructor

*Provide the following information on the exam paper

3. Exam date/ period/ duration (in principle, 60minutes for Foreign Language exams, and 90

minutes for all other courses.)

4. Designated stream/ class, if any

5. The number of answer sheets and calculation sheets per student

1 sheet : 1 B4 sheet, printed on both sides (Japanese/ English version)

2 sheets: 2 A4 sheets, printed on both sides (leaflet type) (Japanese/ English version)

3 sheets: 3 A4 sheets, printed on both sides (leaflet type) (Japanese/ English version)

4 or more: combination of the “2 sheets” and “3 sheets” above

Be sure to provide a sufficient number of answer sheets, as additional distribution of the

answer sheets during the exam is not allowed. This is to ensure that the number of the

examinees matches the number of answer sheets per examinee.

6. Items permitted to be brought in to the exam. Be sure to refer to the attached “Faculty

Agreement on items permitted in exams”.

(Sample)

Course title Course instructor Date Period
Duration min.

Stream/ Class No. # of answer sheets # of calculation sheets Ttems permitted in

NS/HS I/II/II
No.

exams

Y/N

The sample template is available on the following web page:

https://zenkyomu.c.u-tokyo.ac.jp/shiken/examinfo-template.docx




Manual for Register Information of Exams

UTAS
https:/futas.adm.u-tokyo.ac.jp/campusweb/

1. Go to the web page above, enter your ID and password to log into UTAS.

2. Click “Grade ” from the menu on the top of the screen, then click “Exam-Period

Exam”. Then choose “Register information of exams”.

3. Please enter the following exam details: “Exam papers printed by Academic
Affairs Division”, “Answer Sheets”, “Calculation Sheets”, “Items students may

bring in to exam”, “Duration” etc.

4. After entering all the necessary information and making sure all items are
correct and accurate, click “Next” to register. If the information is correct, click
“Confirm”.

If the information is uncertain, click “Save Temporarily” and the data is stored
temporarily. (Any data registered as “Save Temporarily” will be processed as

“Confirm” after the registration deadline.)

Deadline for “Register information of exams” and submission of exam papers
Al Term courses * * =« * = « « « Nov. 5 (Tue) noon

A Semester/ A2 courses ¢+ ¢+ ¢ ¢ Jan. 6 (Mon) noon

* Registering exam information is unnecessarily for Last-class exams. If you are
requesting to make copies, submit exam papers to the Academic Affairs Division at
least three days prior to the exam date and provide exam details, such as the

number of answer sheets etc.



Faculty Agreement on items permitted in exams
(Approved by the Academic Affairs Committee ZHFHEZEZE SR on Nov. 18, 2004)

o The following rules shall apply regarding the permission to bring such

materials as textbooks and dictionaries into the exam.

e All exams are, in principle, either “all-open” (no restriction on
materials allowed) or “all-closed” (no auxiliary materials allowed).

« For an open-book exam (“all-open” exams, as well as “partially-open”
exams which are permitted under special circumstances), the course
instructor shall be the invigilator. If the course instructor is unable to
supervise the exam due to illness or some other unavoidable cause, a
substitute invigilator shall supervise the exam in his/her place. In such
a case, the course instructor shall communicate well with the
substitute so that the latter is fully aware whether the exam is open-
book or not, and shall leave the conduct of the invigilation to the
discretion of the substitute and assistant invigilators.

e In a special case where partially-open exam is permitted, the course
instructor shall specify in class what exactly may be brought into the
exam.

o All the items allowed must be on the desk before the start of the exam.
Taking items in and out during the exam is not permitted.

*Background

In a case where the course instructor cannot supervise an open-book exam,
the substitute or assistant invigilator may not be able to check whether the
items students have on the desks are actually the items allowed and specified
by the instructor (e.g. notebook, course handouts, digest of Japanese Laws
(Roppo) without annotation) within the duration of the exam. Furthermore,
when the exam for the same course is conducted in more than one room for
such reasons as the large number of examinees, there may be some
differences of judgment among the invigilators of different rooms. This

agreement was made in order to avoid such problems.
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Dear faculty members,

PEAK/GPEAK Section
Academic Affairs Division
College of Arts and Sciences

The University of Tokyo

Instructions to Implement Last-Class Exams

The following are the instructions to be followed by the invigilator in conducting

Last-Class Exams. These instructions must be followed strictly to the letter.

» Writing exam information on the blackboard
Before starting the exam, write the following information and announce to the
students.
(DCourse title @Exam period (start/end time) @ Whether the exam is open-book
or not (If “open-book”, write all the items permitted) @Any other notice

* Checking examinees’ attendance and the number of answer sheets
Check the examinees’ attendance using the registered students’ list. Also, after the
exam, count the number of the collected answer sheets to make sure that it matches
the number of the examinees present. Make sure that the student’s name is written

on all answer sheets.

* Securing a larger room for a Last-Class Exam
In principle, please seat the students in the order of their student ID numbers, in
every other seat (i.e. leaving one seat between students vacant). If you need a larger

classroom for a last-class exam, please consult PEAK/GPEAK Section beforehand.

+ Notes for when using TAs for the support of the exam conduction

When yvou use TAs for the support of the exam conduction, make sure the instructor

invigilates and do not let TAs invigilate alone. The questions from students must be

answered by the instructor, not by TAs.

» If there are any inquiries concerning the implementation of Last-Class Exams, please
contact PEAK/GPEAK Section, the Academic Affairs Division (E-mail:
peak-gpeak@adm.c.u-tokyo.ac.jp).
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Exam-period Exam Timetable for A Semester (A1/A2 Term) 2019

1 PR (8:40~) 2[R (10:35~) 3R (13:10~) APR (15:05~) 5BR (17:00~)
Period 1 (8:40AM~) Period 2 (10:35AM~) Period 3 (1:10PM~) Period 4 (3:05PM~) Period 5 (5:00PM~)
> | >
P | P
W 11R16H (%) —3h =
2 |1 Nov. 16 (Sat) 10 A R AJLRICIRE
S | B
18228 () HEMF- AXHF-BREB B -BER B (RAIELTIRE LR —ER)
Jan. 22 (Wed) Social Sciences, Humanities, Intermediate Courses, Integrated Courses (In principle, examinations are held on the same day and period as the regular class)
' (Exams for PEAK's Foundation Courses are also held)
15238 (K) EHE B - #2688 B (RE|ELTEELE—EIR)
Jan. 23 (Thu) Intermediate Courses, Integrated Courses (In principle, examinations are held on the same day and period as the regular class)
(Exams for PEAK's Foundation Courses are also held)
1248 (%) EFEFB -8 E (REELTEREER—HER)
i Intermediate Courses, Integrated Courses (In principle, examinations are held on the same day and period as the regular class)
Jan. 24 (Fri)
(Exams for PEAK's Foundation Courses are also held)
> | > . = —
o || 1g278(A) HEHF- AXEF-EHE B -BREe8E ([RAIELTIERERER—ERR)
3 N Jan. 27 (Mon) Social Sciences, Humanities, Intermediate Courses, Integrated Courses (In prlnciple, examinations are held on the same day and period as the regular class)
YRS (Exams for PEAK's Foundation Courses are also held)
o | |
NN
S (8| 1m28E) HEMF- AXHF-BEM B -BER B (RAIELTRE LR —ER)
g | Jan. 28 (Tue) Social Sciences, Humanities, Intermediate Courses, Integrated Courses (In principle, examinations are held on the same day and period as the regular class)
g I~ (Exams for PEAK's Foundation Courses are also held)

1A29H(7K)
Jan. 29 (Wed)

MBS EEE (145)

A252—LFl B

A2 Term Courses

XEE 1R
April-entry students
Required Foreign Languages (Yearl)

— 5l

English | (April-entry)

RERBFQ

April-entry students
Linear Algebra®

P —
G S|
April-entry students
Biological Sciences lI

18308 (K)
Jan. 30 (Thu)

A252—LFl B

A2 Term Courses

MBS EIEE (14F)
XUEE RS
April-entry students

Required Foreign Languages (Yearl)

EiEie=E

April-entry students

Basics in Chemical Bonding

7ZILdY X LA

April-entry students
Introduction to Algorithms

WABRIFO

April-entry students
Calculus@

1A31H(E)
Jan. 31 (Fri)

A23— L Fl B

A2 Term Courses

Xz R A
April-entry students
Graphic Science A

IRE) - R EDER
April-entry students
Oscillations and Waves

== = =4
BBk F
April-entry students
Electricity and Magnetism

A232— L F B

A2 Term Courses

],——

KNEFEFHEI S ADGRER(E. TMENEEE (1 F) IORRFIZITI,
Exams for Special Classes of Foreign Languages will be conducted on the same schedule as "Required Foreign Languages (Yearl)".






