GUIDELINES – Zoom 
Practical information for students regarding online exams. 


Dania Academy conducts exams online via Zoom.
Oral exams:
· For oral exams, a Zoom meeting will be set up between you and the examiners.
· During preparation time before oral exams, which takes place within a specified timeframe (e.g., 9:00-10:00), the preparation will be monitored. Zoom will serve as the platform where exam invigilators can observe your preparation time prior to the oral exam.
Written exams:
· For written exams, which take place within a specified timeframe (e.g., 9:00-14:00), the exam will be supervised. Zoom will serve as the platform where exam invigilators can monitor your exam.
· The camera AND microphone must be turned on throughout the entire written exam.
· When submitting your written exam, you must confirm that the answers were completed without any unauthorized assistance. This is done by ticking the "Declaration of Honour" box on the cover page in WISEflow.
Accessing Zoom You can access Zoom via a link in WISEflow. You have the option to join by downloading Zoom or accessing it through a browser. Instructions for downloading Zoom can be found on the student network (you can find the link here). Note: If you join via a browser, you must enter your full name.
Equipment used during the exam You are responsible for ensuring the following:
· A computer
· A stable internet connection, preferably a wired one.
· A webcam
· A headset with a microphone
It is your responsibility to make sure your equipment works. Also, ensure that only Zoom is using the internet connection during the exam. Make sure that programs like Skype, Messenger, file-sharing services, etc., are completely closed.
Exam – step by step
1. Find a suitable exam location without noise or other distractions. You must position yourself so that the examiners/invigilators can see you throughout the exam.
2. At least 30 minutes before your exam is scheduled to start, access Zoom via the link in WISEflow. You will then automatically be placed in a waiting room.
3. When the examiners/invigilators are ready to receive you for the exam, you will automatically be granted access to the actual exam room.
4. You must confirm your identity to the examiners/invigilators. You will therefore be asked to show photo identification, e.g., your student ID card.
5. You must be alone in the room during your exam. Note that according to the exam regulations, it is prohibited to take photos, record audio, or video during the exam.
Now your exam can begin.
Technical issues during the exam 
Having trouble logging in? 
Click the link in WISEflow. A pop-up window will open where you need to respond to the questions asked. If it does not work, completely close your browser and try again.
Still having issues? 
Your examiners/invigilators will try to get you started for up to 5 minutes after the scheduled start time. If it fails, your exam will be interrupted, and you will have used an exam attempt.
Connection lost during the exam? 
During a Zoom meeting, there might be minor interruptions in audio and video, but these usually return to normal operation very quickly. If you suddenly lose the connection entirely, your examiners/invigilators will try to re-establish the connection for up to 5 minutes. If it fails, your exam will be interrupted, even if it had already started. You will have used an exam attempt for the interrupted exam, and you will then receive a message from the study administration about when your exam will be.
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