Guide for students and course participants:

Oral exams conducted online using Microsoft Teams
This manual contains information about:
• The use of Microsoft Teams (Teams) for oral exams online
• The formal framework for oral exams online

Attend exams online using Teams
When your lecturer invites you for an exam online, you will receive an invitation for the exam as a Teams meeting in your UCN email inbox.
The exam was scheduled to only allow attendance by people who were invited.
Remember that you are not allowed to record neither audio nor video during an online exam.
When you are about to take the exam, open the meeting invitation.
PLEASE NOTE! If you have accepted the invitation, it may simply be in your UCN Outlook calendar as an ordinary calendar event. If so, open the invitation by clicking on the event in your calendar.
1. Here, click 'Join Microsoft Teams-meeting’
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2. Select ‘Join via web’ (unless you have downloaded the desktop version of Teams to your PC. In that case,
the meeting will automatically start there)

3. Allow Microsoft Teams to use your camera and your microphone.

You are now in Teams and you can click ‘Join Now’.

4. You will find the main features in the middle of the screen

From the left:
1. Meeting duration
2. Turn the camera on/off
3. Turn the microphone on/off
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4. Share screen content
5. More functions (e.g. blur background)
6. Chat
7. Participants
8. Hang up – exit the Teams meeting.

Support?
Contact UCNs Service center:
Phone 7269 9999
Monday - Thursday
Friday

kl. 7.30 - 15.00
kl. 7.30 - 14.30

Send e-mail servicecenter@ucn.dk
File af it-support ticket Selvbetjeningsportalen
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Rules for oral exams online
Generally, the rules that govern oral exams are the same regardless of whether an exam is conducted on
Skype/Teams or whether it physically takes place at UCN.
The following guidelines for conducting oral exams online must always be implemented following a specific assessment.
1. At the beginning of the exam, establish a video connection and check sound and image functionality. The
examiner and external examiner write down the student's telephone number in the event that they will
need to call the student during the exam.
2. The student must confirm his/her identity by showing his/her Student ID-card or another kind of approved
photo ID to the webcam.
3. The student’s video camera must be in a way that the examiner and external examiner feel convinced
that the student is alone; including that he/she will not be able to communicate with others deliberately as
per section 17 of the Exam Order. On the examiners’ request, the student must turn the camera to show
the room he/she is sitting in.
4. The participants must ensure that any PowerPoint presentations etc. can be seen by all parties, and that
the assessors can see the presentation and the student at the same time. As a backup, the PowerPoint
presentation etc. can be sent by email to the examiner and the external examiner.
5. No one is allowed to make sound and/or video recordings of the exam.
6. After the exam is over, the assessors must leave the digital meeting room to do the deliberations. The
assessors conduct the deliberations by telephone
7. After the deliberations, the assessors re-join the digital meeting to give the student a grade.
8. At the end of the exam, it is recommend that the examiner – prior to the deliberations – talks with the student to determine whether the exam was technically satisfactory (i.e. The examiner should ask about
whether the exam worked without technical problems on the student’s behalf). In his/her notes the examiner writes that he/she has asked about technical aspects, as well as the student’s answers.

Particularly about invigilators (exam supervisors).
The Danish Agency for Science and Higher Education has granted an exemption from the requirement that
there must always be a supervisor present with the student during an exam. The exemption applies until June
2020.1
Since the requirement of a supervisor remaining with the student has been waived, no other persons will be allowed in the same room as the student during the exam.

1

See subsection 17(3) of the Exam Order.:
The educational institution may conduct oral examinations online as video conferences or by means of other technical arrangements. The
institution must ensure that the security measures relating to how such an examination is conducted correspond to what generally applies
to the conduct of examinations. The institution must appoint or approve an invigilator who must remain with the student during the examination. Apart from this exception, the examiner and the external examiner must conduct the exam and grade the student's perfo rmance in
accordance with current regulations.
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Any complaints will be dealt with according to the rules laid down in the Exam Order.

Specifically about sound and video recordings of online oral exams
According to the Exam Order, no one is allowed to make sound and/or video recordings of the exam. 2
If a student makes a sound and/or video recording of an online oral exam, they may be expelled from the exam
as it will be considered a case of disruptive behaviour and the student will have used an exam attempt.
If a student shares or distributes sound and/or video recordings of an online oral exam, they may either get a
warning or be expelled from the institution as per UCN's rules of conduct.

Handling technical challenges during the exam
As a general rule, it is the student’s responsibility to ensure that his or her equipment allows examinations to be conducted online: For this reason, it is important that you do everything you can to ensure
that the exam can be conducted without problems.
It the exam cannot be conducted online for technical reasons owing to your equipment or your internet connection, this will count as one exam attempt. The examiner, and the external examiner, if any,
will determine whether you have done everything it takes to ensure that your equipment is in working
condition. Breakdowns that are not your responsibility, such as power cuts, network downtime in entire regions of the country etc. do not count as an exam attempt. This means that an exam that cannot
be conducted owing to technical problems will not cost you an exam attempt.
Guidelines for dealing with technical challenges:
•
•
•

•

•

2

You are responsible for contacting the examiner if technical problems arise at the beginning of the
meeting or during the examination session.
If technical problems arise when the meeting is starting, an amount of time, corresponding to the delay,
will be added to the end of the meeting.
Challenges in terms of poor sound quality where many repetitions are needed. Additional time will be
added to the duration of the exam on the basis of a specific judgement. As a workaround, the examiners and the student may have a telephone connection running in parallel with the digital meeting. This
judgement is up to the examiner and the external examiner (if an external examiner is involved in the
exam).
Extensive sound quality/technical challenges that require the exam to be cancelled. This judgement is
up to the examiner and the external examiner (if an external examiner is involved in the exam). A cancelled exam counts as one exam attempt. A new exam will be scheduled. The study programme will
determine when the new examination can be conducted.

Extensive sound quality/technical challenges that require the exam to be cancelled. This
judgement is up to the examiner and the external examiner (if an external examiner is involved

See subsection 16(5) of the Exam Order.:
Making audio or video recordings of an examination is not allowed unless the recordings are included as a part of the examination. In that
case, the recordings must be made by the educational institution.
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in the exam). A cancelled exam counts as one exam attempt. A new exam will be scheduled.
The study programme will determine when the new examination can be conducted.
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