g Start early

B4 Reply quick

NB: different for all programs.
Course manager and head of teac
suggests/inquire markers. New

recruitment process coming spring 2021.

Study advisor agrees with the
markers the amount of
assignments, creates contracts
and register the hours in Aura.

COURSE MANAGER

Course manager makes the

hing question sets in Inspera and the
assessment guidelines. These have

to be quality checked by another

academic colleague. Notify the

study advisor of who it is.

Cours manager reminds the seminar
leaders to send a list to study advisor
with students who passed/didn’t pass
compulsory activities. As soon as
possible after last seminar, no later
than 4 days before the exam.

Compulsory Before the
activities exam

Study advisors registers passed/
didn’t pass. Students who didn’t
pass are notified, can complain on
the decision before the students
exam registration is deleted.

Course manager must be available 30 minutes
before and throughout the whole exam
(including extra time) for professional questions
and extra time.

If the course manager can’t be

Quality checked question sets are shared available parts of or the whole exam, a
with study advisor in Inspera, 1-2 weeks substitute has to be appointed by the
before the exam, given complexity and course manager. Contact information

need of translation (to nynorsk). The
deadline is given by the study advisor.

before the exam.

Study advisors sends text
to translation if needed.
This takes 5-7 days.

is shared with study advisor.

Posponed exam?

Study advisor imust be
available during the
entire exam, 30 minutes
before and after.

and Canvas. markers, and register
results. Also, complaints
and iustifications.

T Studiekonsulent i Study advisor informs
- . samarbeid med sensorer. the course manager,
o Translated exam paper texlt? Studiekonsulent and a new question
. :  Course manager should give a ferdigstiller og fordeler ut set + assessment
Do final approval of the text after til sensorene. Ordinzer guidelines are made
T t_ranslatlon. sensur, klagesensur + ,°‘ before given
. - : begrunnelser. +* deadline.
e After the

. exam

8 . Study advisor

. o o collaborates with the

: Study advisor finalizes markers to finalize the

. the exam in Inspera and assessment. Study

. shares it with the faculty Study advisor post  advisor distributes exam

. a minimum of 3 days messages in Inspera assignments to the

Study advisors answer questions like:

* Formal questions about the exam

* Questions about Inspera

* Additional time (with course manager)
* Other

STUDY ADVISOR



