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How to manage your time during the 24 hour open-book assessments 
Each assessment has a 24 hour window. You should plan your time in advance so that you keep healthy and have 
everything you need to hand. This document shares some guidance on how to manage yourself as you complete 
the exams, some FAQs about the assessment process, and a Code of Conduct for these exams. 
 

Getting ready for the exam period 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
During the 24 hour period 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

In advance of the exam period, use the following 
checklists to ensure you are prepared in advance. 

What will you need to complete the assessment? 

ü Notes and other resources you want to have 
available to you;  

ü Pens, paper, calculator, model kits, etc;  

ü Food and drink that you want to have available. 

Do you know how the assessment interface works? 

ü Watch the explainer video; 

ü Try out the Mock Exam site on Learn "Course: 
CHEM00000 - Example Course" and make sure 
you know how to submit your answers; 

ü If you are not sure, ask! 

Be proactive in looking after yourself. 

ü Eating, staying hydrated, and sleeping regularly 
will you keep routines;  

ü Stay in touch with friends and family;  

ü Sketch out a rough timetable of what the exam 
period looks like for you (down time, time on 
assessment, sleeping/eating time); 

ü Inform people you live with, or who rely on you, 
when you plan to be working on the assessment 
to try to minimize disturbance; 

ü Remember this is not a sprint – pace yourself! 

Check in with your Personal tutor in advance of the 
examination period if you want to talk through your 
preparations or have any questions about the 
assessment process. 

For any technical or process queries, or if you have a 
query during the exam period, contact: 

chemistry.teaching@ed.ac.uk 

This email is monitored during office hours (UK time) by 
the Teaching Office staff, IT staff, the Director of 
Teaching, and the Senior Personal Tutor. 

Managing your time and yourself 

ü While you have 24 hours, each assessment should 
only take up to 3 hours to complete;  

ü Even though it is open-book, it is understandable 
that you may be nervous – especially with the first 
exam – take your time and work methodically;  

ü Keep in touch with friends and family. You can 
discuss anything except the exam; 

ü Ensure you eat and sleep regularly. 

Being proactive in managing your wellbeing during 
the exam period is important. Make sure you eat 
regular meals and stay hydrated. 

 

ü Take time to read through the exam paper, 
noting questions you are going to work on;  

ü Write out your answers clearly;  

ü You may consult notes, books, lecture recordings, 
etc, but everything you write must be in your own 
words and in your own hand; 

ü Remember to answer the question asked. Lots of 
unnecessary information will indicate a poor 
understanding of what is being asked; 

ü If you have any questions during the exam, email 
chemistry.teaching@ed.ac.uk who will be 
invigilating during office hours (UK time). You 
may not contact academic staff about exam 
questions during the 24 hour period; 

ü Only submit the number of answers asked for, 
and take a break before the next exam. 

Even though it is open-book, the techniques are the 
same. Take your time, work methodically, and focus 
on answering the questions asked.  

  

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

Answers to 12 Frequently Asked Questions 

1. What will be covered on each exam?  
With the exception of Yr 4 courses Analytical Chemistry and Sustainable Chemistry, for which changes have 
been communicated to students, exams will have an identical format to previous years. The lecture courses 
covered in each exam are those topics listed in the Course Materials area in each Learn site. 
2. How do I access my exam paper? 
Papers are made available 24 hours in advance of the start time on a dedicated Learn site for each exam. You 
may download the paper in advance if you wish, in preparation for opening it at the start of the exam. 
3. How do I open my exam paper? 
At 1pm (BST) on the day of the exam, a password to open the exam paper will be emailed to the class group. 
Use this password to open the file. The password will also be added to the exam paper site.  
4. Do I need graph paper? 
We are assuming that all students have plain paper, pens, calculator, and a mobile phone. Therefore if questions 
ask for graphs, you may sketch them on plain paper. Do not use pencil. 
5. Can I use figures from books or internet? 
All work on the exam answer must be in your hand. While you can consult other sources, you must draw or 
sketch it in your own hand. This includes chemical reactions and mathematical expressions. The use of Q&A 
websites (submission of exam questions and/or the use of answers provided to specific exam questions 
submitted by others), or any other form of consultation or collaboration, is forbidden. 
6. Can I use MS Word/ChemDraw? 
If you wish to compile your answers on MS Word, you may use Word to type answer text and add in chemical 
reactions, plots, drawings, etc that you have drawn. However, you cannot use ChemDraw, Excel, or equivalent to 
submit answers requiring drawing/plotting. These must be in your own hand. You should check the readability 
of your PDF before submitting. 
7. What if I have a question during the exam? 
In normal exams, students ask invigilators questions and these are relayed to academic staff members. For open-
book assessments, the exam will be invigilated during office hours by the email chemistry.teaching@ed.ac.uk. 
You may not communicate with academic staff about an exam during the 24 hour period. After that period, staff 
cannot discuss marking or answers to exams until after the Exam Board. 
8. I am concerned about my health/wellbeing—who do I contact? 
We recommend that you contact Chris Mowat or Peter Kirsop if you can. If you prefer, you may contact your 
Personal Tutor, but they will not be allowed to discuss any topic relating to the examination. 
9. How much should I write? 
You should write enough to ensure that you have answered the question asked. A key skill being assessed in this 
exam is how well you focus your answers on what is being asked, so writing a lot of additional and unnecessary 
information is poor practice, and may indicate that you do not understand the content. 
10. I am concerned about plagiarism—what am I allowed to do? 
The key message is that you should submit answers to questions that only you have written, and are based only 
on your thoughts. You may consult with other resources (notes, books, internet resources including lecture 
recordings), but you should not copy these word for word. Anything you submit must be written by you, or 
drawn by you. You should not discuss the exam with anyone else, neither the academic content, nor the 
“easiness” or “hardness” of an exam—to do so is unfair on others. Full details of the Code of Conduct as they 
relate to open-book assessments are on the following page. If you have any concerns, contact Chris Mowat. 
11. Can I do more than the required number of answers? 
No—you may only submit the number of answers requested on the front of the exam paper. Any extra answers 
will be deleted at random by our processing software, which could mean that your best answer is removed. 
12. How do I know you have received my answers? 
Once you have submitted your file in Gradescope, you will receive an email confirming receipt.  
 
 
 

 

 



 
 

Code of Conduct: Open-Book Assessments 
Summary of Key Points with regards to open-book assessments 
All work completed on open-book assessments should be the student's own work. You should not discuss any 
aspect of the paper at all with anyone else during the 24 hour period. If you have queries regarding the exam 
paper, email chemistry.teaching@ed.ac.uk. If you are concerned for your wellbeing, contact Peter Kirsop or 
Chris Mowat. 

A process based on trust 
The University has scheduled open-book assessments in response to COVID-19 pandemic, as a means to assess 
students on their courses in a fair and meaningful way. The process being used is based on trust, both between 
academic staff and students, and between students themselves. We are using this process in good faith, as we 
wish to reward students for work on their courses in an equitable and pragmatic way. We outline below the 
dimensions of what the practical implications of this process are in terms of students' conduct during the 
assessment period.  
The content of this guidance is based on the University Guidance, available at: 
https://www.ed.ac.uk/files/atoms/files/codeofstudentconduct.pdf. The purpose of this guidance is to 
highlight particular aspects of the University's Code of Conduct in relation to the open-book assessments being 
carried out.  
 

Aspects of Code of Conduct that relate to open-book assessments 
1. Students completing open-book assessments agree to complete the work in their own hand, based solely 

on their own intellectual input.  
2. Students may consult with other resources (notes, books, internet resources including lecture captures), and 

draw information from these while preparing answers to the questions in the assessment. However, 
students should avoid copying verbatim any source, including lecture notes, except where they are 
standard definitions or expressions, chemical or mathematical equations, etc.  

3. Students may not discuss any aspect of an assessment in person or online, or by any other means for the 
duration of the assessment period (24 hours for each assessment). This stipulation applies even if students 
have completed and submitted their assessment in advance of the deadline. 

4. Students may not contact lecturers who are examiners on an assessment about content on that assessment 
for the duration of the assessment (24 hours). All queries about an assessment should be sent to 
chemistry.teaching@ed.ac.uk. 

Avoiding academic misconduct 
5. International evidence on academic misconduct suggests that it tends to occur at times when students are 

under pressure, and seek to plagiarise or collude to relieve the pressure. Students are encouraged to 
discuss with Chris Mowat or Peter Kirsop any worries they have regarding completing assessments, and 
seek advice on managing their assessment in line with the code of conduct if there is any doubt. 

6. Collusion (where two or more students work together to produce common content) is a serious breach of 
academic conduct. Students who are requested to be involved in collusion should refuse to do so, and 
advise that the person making the request seek support from the Senior Personal Tutor. 

7. Students should make sure they are clear about the boundaries of the conduct expected (summarised in #2 
above) to avoid unintentional misconduct. Any queries can be directed to the Director of Teaching. 

 
Actions as a result of academic misconduct 

8. The University has established procedures for dealing with suspected cases of academic misconduct, 
described in detail here: https://www.ed.ac.uk/files/atoms/files/academicmisconductprocedures.pdf. 
Briefly, cases where there is a concern about misconduct are reported to the School Academic Misconduct 
Officer, who will decide whether the matter should be referred to the College Academic Misconduct 
Officer. If the matter is referred, a substantial process ensues, described in the document linked. From this 
point, the matter is dealt with at College and, if necessary, University levels. 

 
Dr. Chris Mowat, Director of Teaching, April 2021 

 
 

 


