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Guidelines for submission of Examination Questions 

1. Set your Questions. 

2. Prepare your Marking Scheme. 

3. Update your Course Outlines. 

4. Review your Questions and Marking Scheme. 

5. Submit Questions, Marking Schemes, Course Outlines to the Head 

of Department/Departmental Examinations Officer. 

6. There must be Internal/External Moderation of the Questions by 

the Department. 

7. Questions must be reviewed where possible. 

8. The Reviewed Questions must be resubmitted to the 

HOD/Department Examinations Officer for processing. 

9. Department Examinations Officer must submit all Questions to the 

Examinations Office for onward distribution in time.  

 

Thank You 


