
1 (10) 
 

Date 

11/01/2019 Ö 40/2019 
 

 

 

 

 

 

 

Rules for examination at the Swedish Defence University 
 

Governing document 

Heading Rules for examination at 

the Swedish Defence 

University 

Classification Rules 

Case number Ö 40/2019 

Decision maker Vice-Chancellor 

Responsible for document Chair FoUN 

Last decision date 11/01/2019 

Period of validity Until further notice, the document 

should however be checked no later 

than: 30/06/2020 

Applicable for courses starting spring 

semester 18. Previous version applies to 

courses that have been started before then, 

including re-examination of these. 

Document that is replaced Rules for examination at the 

Swedish Defence University 

(reference number 596/2017) 

Brief summary The document regulates examinations 

at the Swedish Defence University 



2 (10) 

Date 

11/01/2019 
Ö 40/2019 

 

 
 
 
 
 

 

Contents 
Rules for examination at the Swedish Defence University ................................................... 1 

General .............................................................................................................................. 3 

Time and place for examination ........................................................................................ 4 

Assessment and grades ...................................................................................................... 4 

Amendment of grades ....................................................................................................... 5 

Adapted examination ......................................................................................................... 5 

Complementary examination ............................................................................................ 6 

Result information ............................................................................................................. 6 

Change of examiner .......................................................................................................... 6 

Further examination sessions ............................................................................................ 7 

Limitation of examination sessions ................................................................................... 7 

Deception when assessing test or study performance ....................................................... 8 

Home assignment .............................................................................................................. 8 

Group examination ............................................................................................................ 8 

Written examination .......................................................................................................... 9 

Pre-registration requirements ....................................................................................... 9 

Adapted written examination ........................................................................................ 9 

Late arrival .................................................................................................................... 9 

Identity check ................................................................................................................. 9 

Organisation of examination room ............................................................................... 9 

Authorised aids ............................................................................................................ 10 

Cancelled exam ........................................................................................................... 10 

Concluding the written examination ........................................................................... 10 

Leaving the examination room .................................................................................... 10 
 



3 (10) 

Date 

11/01/2019 
Ö 40/2019 

 

 

 

 
General 

Rules for examination applies to all the courses the university is responsible for and 

that is carried out with the Higher Education Ordinance (1993:100) or the ordinance 

(2007:1164) for the Swedish Defence University as a basis. This document 

consistently uses the word student for students and for participants in contract 

education. 

An examination means that an examiner will determine a grade based on the goal of 

the course and the form of assessment of the student's performance as stated in the 

course syllabus. The course syllabus stipulates the level of the course, number of 

credits, goals, specific entry requirements, the forms of assessment of the students’ 

performance and the other regulations required. 

 

1. Examination shall be characterised by the rule of law and equality. Students 

shall be assessed on equal grounds and equal cases shall be treated equally. 

2. Examination shall be carried out in such a way that an individual student's 

performance can be assessed and graded in relation to the goal of the 

course. 

3. The student is responsible for knowing the rules for examination applicable to 

his or her own education. 

4. Grades shall be decided by a specially appointed teacher (examiner). 

5. The course supervisor teacher shall inform the students about the 

examination in accordance with the course syllabus as well as other 

essential conditions for the examination. 

6. General examination sessions must, if there are no special reasons, take 

place at times that normally apply for the course. 

7. Assessment of student performance can take place at several examination 

sessions during a course and/or at the end of a course. 

8.  Assessment and examination may take place during internships or placement 

(VFU). Special conditions may apply, in which case these will be specified 

in the course syllabus. 

9. If aids are allowed at the examination, this shall be stated a reasonable time 

before the examination session. 

10. Examination documents shall be anonymised whenever possible in relation to 

examination form. Anonymity shall be broken as late as possible. 

11. On suspicion of deception (cheating) the Swedish Defence University’s 

Guidelines for disciplinary cases and separation from studies shall be applied. 

12. Tools for web-based plagiarism controls (for example Urkund) must be used 

at all departments on all independent work. 

13. These rules deal with some of the most usual forms of examination. 

Examples of examination forms are for example, written exams, compulsory 

attendance, PM, paper and the like, laboratory work, cross-group 

presentations, problem solving examinations, home examinations, theses, 

practice, group examination, individual oral examination, several exams at 

different points in time, own and companion evaluation, oral group 

examination, scenario based examination exercises. 
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Time and place for examination 

14. In order to take an exam at another place a written decision is required by 

the examiner or the course supervisor following agreement from the 

relevant authority or similar. The application for permission to take the 

exam at another place must be submitted to the examiner at least two weeks 

prior to the examination date. 

 
15. The dates for examination can be found in the course description. Planning of 

examination sessions must, if possible, take into account fixed public holidays 

and religious holidays. Consideration should be given students who due to 

religious reasons do not have the possibility of participating in the exam during 

certain religious holidays. Decisions regarding study free days should also be 

considered. 

 
16. Examination days are Monday to Friday except public holidays, although 

Saturday might be included as an exception. Sometimes a home examination 

might be handed out on Friday to be submitted during the next week. 

 
Assessment and grades 

17. A student must be admitted to and registered for a course to get 

study performance assessed by an examiner. 

 

18. An examiner’s assessment shall result in grades for parts of a course and/or 

grades for the full course for the individual student. 

 

All the regulations for the course syllabus for examination are binding. The 

examiner must award the grades based on the goals of the course and use 

the forms of assessment of the student’s achievements stipulated in the 

course syllabus. 

 

19. In order to obtain approved grades on the completed course, all the intended 

learning outcomes must have been attained. 

 

20. It must be stated in the course syllabus if the examiner due to exceptional 

circumstances has the possibility to fail a student prematurely. Exceptional 

circumstances could be that a third party or the student risk serious injury from 

the student’s actions during practice, VFU and laboratory work. It should also 

be stated in the course syllabus what applies for a student who is failed 

prematurely. 

 

21. A student cannot recall a submitted test answer and in this way avoid being 

graded. 
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Amendment of grades 

22. If the university’s disciplinary board finds that a student is guilty of deceit at 

the time of the exam a grade can be amended even if it means that the grade is 

lowered. The student shall always be given the opportunity to comment before such a 

correction is made. 

 

23. The decision cannot be appealed. Students can request that examiner reviews 

the decision. Such a request shall be in writing and submitted to the course 

supervisor teacher or examiner. The examiner shall give his/her standpoint on 

the case. It is the grading decision that the examiner can review. 

 
24. If a grading decision contains an obvious irregularity due to a 

typographical error, calculation error or similar oversight, the 

decision may be corrected by the examiner both to the advantage and 

to the detriment of the student. Corrections that are to the detriment 

of a student must be done with great caution and only when it comes 

to clear cases. Before such a correction is made, the student shall 

normally be given the opportunity to comment. 

 
25.  Review of grades shall be done if the grade is manifestly incorrect 

due to new circumstances or for other reasons and the amendment 

can be done quickly, easily and without lowering the grade. A 

student intending to apply for a review of the grade shall provide a 

written account of why the grade should be reviewed to the 

examiner. 

 

26. A student who has a pass grade cannot at his or her own request have the 

grade amended to a fail. Re-sitting the exam is not permitted. 

 
Adapted examination 

27. Students with disabilities can be given the opportunity to receive adapted 

examination both in terms of designing the examination task itself and in terms of 

accessibility to the premises where the examination takes place. The requirements 

for achieving exam goals are the same for all students, but the examination itself 

can be done in different ways. 

 

28. The measures that may be considered are decided on a case-by-case basis by the 

examiner in consultation with coordinators for students with disabilities and the 

student concerned. 

 

29. The student is responsible for showing certificates of support needs to the 

course supervisor or examiner concerned. Decisions on issues of different types 

of support at exam should be taken in consultation between the examiner and 

coordinator of students with disabilities. 
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30. The examination form, i.e. applications of or deviations from what is shown in 

the course syllabus, is determined by the examiner supported by the course 

syllabus. 
 

31. In order for the student to receive the support recommended in the certificate, this 

certificate must be presented as early as possible, and the student must present 

what type of educational support is required at the time of exam notification at the 

latest. 

 
Complementary examination 

32. The course syllabus must detail if there are possibilities of complementary 

examination to receive a pass grade and who decides on such a possibility. If 

complementary examination is possible, it must detail how (including in what 

time period) the complementary examination shall be handled. 

 
Result information 

33.  Students shall be given access to their own submitted examination information 

in connection with the notice of results of the examination. Oral or written 

review of assessment criteria for examination instances shall be offered to a 

student after general examination sessions. 

 

34.  Examination results shall be notified to a student no later than three weeks (15 

working days) from the examination session. If the correction period exceeds three 

weeks, the student must be informed of this. The course supervisor is responsible 

for reporting study results to Ladok without delay. The examiner checks and 

certifies or alternatively signs the archive list with grades from Ladok. The results 

shall be reported continuously on an ongoing basis for the date of examination, this 

applies to both regular examinations and retakes. It is the examiner who has the 

overall responsibility that the work of the results reporting process functions. 

Unforeseen delay shall be notified to the student and remedied promptly. 

 

35. Results from examinations can be communicated to students in different 

ways, for example by email or on notice boards within the university. Course 

supervisor teachers shall notify students when and where examination results 

are made available. If grades are posted publicly, individual students should 

not be able to be identified. 

 
Change of examiner 

36. A student who has failed an exam twice on a course with the same examiner has 

the right to have another examiner appointed for the next examination session, 

unless there are special reasons against it. The request shall be submitted in writing 

to the director of studies no later than three weeks before the examination session. 

The student's request for the replacement of the examiner shall be tried 

promptly by the department. 
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37. In cases where the number of courses for practice, VFU or equivalent 

education is limited to two, students can request the replacement of the 

examiner after the first test date. 

 

38. A request relating to the replacement of teachers who participated in the 

assessment without being an examiner shall be treated in a similar manner as 

when requesting the replacement of the examiner. 

 
Further examination sessions 

39. If written examination documents have been lost, or if incorrect information 

about date and time for the examination has meant that the student could not 

be examined and the cause lies within the control of the university, a new 

examination must be offered promptly following consultation with the 

students concerned. 

 

40. Students who for various reasons have not been able to be present at a 

mandatory element, must be granted the opportunity to participate in such a 

mandatory element as soon as possible. In the event that a mandatory element 

can be replaced with an alternative task, this must be specified in the course 

syllabus. In order to avoid a student being wrongly prevented from 

participating in an exam or another test, a student who has not completed a 

mandatory element should normally be allowed to participate. 

 

Ongoing examination shall be completed, through examiners documented 

grading decisions in Ladok, before a student is given the opportunity to 

participate in a retake. 

 

41. The time between the announcement of the exam result and re-examination 

should be at least ten working days or at least two weeks. 

 

42. In order to participate in a re-examination, the student should normally be 

registered, or reregistered on the current course during the current semester. 

 

43. In addition to regular examination sessions, further sessions shall be provided 

within a reasonable time given the design of the education and the student's 

study situation. 

 
Limitation of examination sessions 

44. Examination and practice can be limited if the number of occasions leads to 

excessive waste of resources. Limitation shall be specified in the course 

syllabus. At least five examination sessions shall be provided. During 

practice or equivalent education, at least two examination sessions shall be 

provided. 
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45. In the event a course has been discontinued or been the subject of large 

changes the student shall be guaranteed at least three examination sessions 

(including general examination sessions) for at least one year with the 

starting point of the earlier course syllabus. The same applies with regard to 

practice and VFU, but with the limitation to one further examination 

session. 

 

46. The student must sign the test at the examination session. Thereby the student 

has exhausted one examination session. An examination session is also 

counted as exhausted if a student has been formally failed on tests or if a 

student participates in tests without reporting a result, i.e. a student. "returns a 

blank paper". If a student is absent from a notified examination session, this 

will not be counted as an exhausted examination session. 

 
Deception when assessing test or study performance 

47. If an invigilator discovers or suspects an attempt at cheating he or she must 

apply the Swedish Defence University’s guidelines for disciplinary cases 

and separation from studies. 

 

48. In the event that someone reuses their own previously published or submitted 

work, a clear source reference to the previous work must be made. Where 

appropriate, quotation marks must be specified. The same requirements also 

apply to source references and citations when someone returns to own earlier 

works as when referencing other sources. 

 
Home assignment 

49. The course syllabus must state what the consequences are if a home 

assignment is not submitted in time 

 
Group examination 

50. If a course contains a group examination, this must be specified in the 

course syllabus. The group examination must be designed in such a way 

that individual assessment is possible for each student. This type of 

examination can only give the grades fail or pass. 
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Written examination 

 

Pre-registration requirements 

51. For a written exam, the course supervisor teachers must inform if there is a 

requirement for pre-registration. If pre-registration has not been completed 

properly the student risks being denied access to the exam room. Students who 

are not pre-registered are allowed to access if there are free spaces and access to 

examples of the test papers. Students without pre-registration cannot expect the 

test to be carried out anonymously. 
 

Adapted written examination 

52. Students who desire an adapted examination due to documented permanent 

disability must notify this to the course supervisor teachers at the university at 

least four weeks prior to the examination session. 

 

Late arrival 

53. Students must arrive at the exam room in good time before the scheduled 

time for the exam. The exam room closes after 30 minutes. Students arriving 

at the exam room after this time have forfeited the right to participate in the 

examination session. 
 

Identity check 

54. The students must be able to present a valid ID. If the notification has been 

made with a Swedish personal ID number, the ID must also contain that 

personal ID number. Such an ID document is Swedish EU passport, Swedish 

driving licence, Swedish national identification card, Swedish SIS-marked ID 

card or ID card issued by a government authority, such as the Swedish Tax 

Agency. Foreign nationals without a Swedish personal ID number can identify 

themselves with a passport or an ID card if this is clear and plasticised and has 

text in English, French, German or Spanish. The student must be able to prove 

their identity, which means that the student’s face must be visible to the 

invigilator for secure identification. 
 

Organisation of examination room 

55. The student must follow written instructions and instructions by the invigilator 

concerning amongst other things the placement in the exam room as well as 

other rules so that the risk of unauthorised collaboration is minimised. Writing 

places are reserved for pre-registered students. Students must leave all personal 

belongings like bags, mobile telephones, outerwear etc. at the designated place 

in the exam room. Technical equipment, which is not to be used during the 

exam, shall be turned off and stored in the designated location in the exam 

room. During the examination period (in total) no communication is allowed 

between the students in the examination room or during visits to the toilet. In 

the exam room, calmness and stillness must be observed in order to generate as 

favourable conditions as possible for a good result in the written exam. Anyone 

showing disruptive behaviour will be excluded from the exam room. To disrupt  
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a test by for example not following instructions can lead to disciplinary actions. 

If there is a question of very disruptive behaviour the invigilator should 

summon security guards. 
 

Authorised aids 

56. Only such aids that have been notified as permitted aids by the course 

supervisor teachers or examiner can be taken to the writing place. Checking 

aids is performed by an invigilator. For a digital examination the students 

should be able to bring a laptop. Students who do not have access to their own 

laptop may book to borrow a computer. Students who need to borrow a 

computer must notify the course supervisor teacher at least five (5) working 

days before the examination session. If such notification has not been received 

and confirmed, access to a borrowed computer cannot be guaranteed. Students 

using unauthorised aids can be reported for suspicion of deception at the 

examination (cheating), which can lead to disciplinary action. Only such 

writing papers as are provided in the exam room may be used. Own writing 

paper cannot be used, either as rough copy or for final written submission. 
 

Cancelled exam 

57. A student who chooses to cancel the test can at the earliest leave when the 

exam room has been closed for access. 
 

Concluding the written examination 

58. Students must conclude their writing at the latest within the scheduled time. 

Students must be able to show identification when the test response is 

submitted. Students must, following completion of test, completion of writing 

time or in cases where the student concludes the test in advance of time, submit 

the test to an invigilator. Even “blank” tests must be submitted. The 

examination information included in the written examination cannot normally 

be taken away. For a digital examination the student must make the invigilator 

aware that the digital examination has been concluded. The invigilator normally 

makes the identity check at the exam room. The student is responsible for 

ensuring his or her own computer is taken from the exam room. 
 

Leaving the examination room 

59. For every examination session and exam room there must be a main invigilator 

who must decide with regard to immediate evacuation of the exam room in the 

event of a fire alarm, bomb threat or the like. Invigilators are also temporary 

evacuation supervisors and must in the event of a fire alarm, bomb threats and 

the like automatically ensure that evacuation takes place and close the exam 

room via evacuation door/s. Following this everyone must go to the re-assembly 

place specified in the nearest evacuation plan and stay there until told by the 

police, fire brigade or coordinator that it is safe to return. 


