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CQI Examination Technique
These guidelines have been designed to help students with examination technique. It has useful hints and tips to help students get through an exam.
Before the exam:
· Make sure you check the date, time and location of the exam. This should have been confirmed in your module confirmation letter. This information is also available on the CQI website.
· Get to know the exam as much as possible. That’s what past exam papers are there for. For example, make sure you know the length of the exam, how many questions you have to answer and how many sections you need to complete. Past papers can be obtained from your education centre or from the Student Research area on the website. Please look at our CQI Revision guide for more hints and tips on how to revise.
· Plan your route to the exam location, especially how long it will take to get there.
Day of the exam:
· Leave in plenty of time to get to the exam.
· Have all the equipment with you that you might need (e.g. calculator). Please check the CQI website for exam requirements.
· Bring your CQI student number and photographic ID.
In the exam:
· You have 10 minutes preparation time before the exam begin. This time is given to you as an opportunity not to rush into the examination but to think about which questions you wish to answer, in what order and so on.

· Read all instructions very carefully. This can help avoid mistakes that can cost you time and lose you marks, e.g. answering the wrong number of questions or not answering a compulsory question.
· Time management is very important in an exam. Pace yourself and allow enough time to answer all questions. Remember to allocate enough time to do all the questions; you will also need to adjust the time spent on each question according to the number of marks you will get. For example, if you have 30 minutes to do a question worth 5 marks and another question worth 25 marks, you should spend about 5 minutes on the 5 mark question and about 25 minutes on the 25 mark question.
· Give yourself a few minutes to plan your answer. Remember that the question will reflect the course/module content. Planning your answer will give you a thought out and structured answer. It also gives you a logical way of recalling information.
· Allow yourself enough time to review and read through your answers. This means you can correct any mistakes and add pieces of information you may have forgotten. It also gives you a chance to make sure you have answered what the question is asking of you. 

· Don’t be tempted to write down everything you know about the subject in the vague hope that this will earn you marks. Only write what is asked for.

· It is a good idea to use examples when answering a question. It is also a good idea to show your workings on a maths/statistics questions. These might help you gain some marks, although this is no guarantee. 
· Don’t write summaries at the end of the answers as it is just repeating what you have already said and won’t gain you any marks. 

· Make sure you do not write in the margins 

· Start each question on a new page.
Dealing with exam nerves:
· Deep breathing – it is said it calms you down and improves your concentration.

· Avoid talking to people around the exam room as you are less likely to get caught up in the pre and post exam hysteria.

· Keep the exam in context. Remember, if you do badly there are still options open to you.

Good Luck!!
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