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MEMORANDUM  All Holders of Mississippi State University Academic 6@

TO: Operating Policy and Procedure Manual Q.
DATE: April 6, 2000 @

Revised- November 25, 2005

Revised- January 28, 2010 OQ

SUBJECT: AOP 12.04 - Final Examination Policye

PURPOSE @E

The purpose of this Academic Operating Polj rocedure (AOP) is to define the policy
regarding final examinations at Mississippi S niversity and define the responsibility of the
administrators and faculty. é

- 2

This AOP will be revie y four years (or whenever circumstances require an earlier
review) by the Associgt§Pr@vost for Academic Affairs (APAA) with recommendations for
revision presented % ovost and Executive Vice President.

POLICY/PQQJRE

The ation Schedule starts with a Reading Day. The purpose of the Reading Day is to
ents time to study and prepare for final examinations. No mandatory activity, meeting,
ent, or event for a class should be scheduled on this day.

All examinations shall be held as specified on the examination schedule except classes meeting
fewer than two lecture hours per week and/or certain other classes which may be given at
particular times by special permission from the Provost and Executive Vice President. Classes
meeting fewer than two lecture hours per week and all laboratories will have their examinations
at the last regular meeting of the class. Evening classes will have their examination at the regular
meeting hour of the class during the examination period. Exceptions to the published
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examination schedule will be emailed and announced to the affected classes at least 2 weeks
prior to final exam week.

When an instructor is teaching more than one section of the same course, permission may be

given (by the instructor) to a student registered for the course to take the examination in any one

of the sections, provided that procedure does not result in too many examinations for the studec
in one day.

Exceptions to the published examination schedule are discouraged. If an exception is
necessary, the request must be approved by the respective department head and de (NOpies
of these approvals placed on file in the dean's office. Approval for a request to e final
exam schedule must be secured at least 2 weeks prior to final exam week. Q.

THREE OR MORE FINAL EXAMINATIONS IN ONE DAY @

the problem of multiple final examinations, students will initi e process and administration
will become involved if necessary. The rescheduled finalgxarfffhation ideally should be a time
that is convenient for both the instructor and the stude rescheduling should be completed
prior to the beginning of the final examination peri e resulting examination must be
administered during the final examination perio xception to these guidelines must be

Students should not have to take more than two final examina% ingh given day. To resolve

approved by the Office of the Provost. ?
Student Responsibilities to P%e ultiple Examinations: If the schedule has three
or more final examinatior$ led on one day for a student, the student should

take the following ac%

e The student sHpuld Motify all instructors at least two weeks prior to the beginning
of the ex n period to explore if one of them can easily reschedule an
exami&

o I£RONpsructor is willing to voluntarily reschedule a final examination for the
@ t, the student should notify the Office of the Provost so that this issue can

Qoe resolved administratively.

dministrative Responsibilities to Resolve Multiple Examinations: If the student

e\ contacts the Office of the Provost, the Associate Provost will coordinate the next

steps of contacting the associate dean(s) in the college(s) of the student and the
professors who are giving the final examinations. The following provisions will

apply:

e The affected associate dean(s) will resolve the situation and decide who will
reschedule which examination.
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e The lead associate dean will be the associate dean representing the college of the
student.

e The decision of the lead associate dean on which examination is to be rescheduled

will be the final decision.

Students should report any violation of the above policy to the instructor’s department

RESPONSIBILITIES 6@
Position Section ;Q’Year

Associate Provost Review 2019

for Academic Affairs OQ

/sl Peter L. Ryan 1/05/2014
Associate Provost for Academic Affairs Q te
s/ Jerome A Gilbert @ 11/26/2014
Provost and Executive Vice President Date
/s/ Randolph F. Follett 12/18/2014
President, Robert Holland Facu te Date

REVIEWED BY: \0

/s/ Timothy N. Cha 01/15/2015

Assistant Vice @res Date

Institution d

/sl %:as 01/15/2015
eml Counsel Date

APPROVED:

/s Mark Keenum 01/22/2015

President Date
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