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FINAL EXAM: Guidelines for the Examining Board 
 

BEFORE THE EXAM 
You will receive the following documents: 
 The Executive Summary of each project, allowing you to review it before the day of the exam 
 The project presentation schedule and the assigned secretaries  
 
DAY OF THE EXAM  
Preparation  
 Please arrive on time in order to go over the instructions and discuss the procedure for the day. 
 Please sign the attendance form that the Program Management team will hand to you. 
 You will be given a folder with the project presentation schedule.  
 Evaluation sheet. You will be given access to a digital evaluation sheet directly on your laptop. 
 Project deliverables: for each project you will receive a printed copy of the presentation and a 

printed copy of  the Executive Summary. 
 The Role of the Examining Board Secretary:  On the project presentation schedule, you will see the 

groups you will have to supervise as Secretary. The Secretary will remind the groups about their 
time limit for the presentation and will act as coordinator taking care of his/her groups’ possible 
review requests and, in case of appeal, supporting the Dean of Academic Affairs providing 
information regarding the logic of the evaluation and possible issues raised by the students. 

During the evaluation  
 Timing: Remind the groups you have been assigned to about their time limit for their 

presentations: 15 minutes for the presentation itself and 5 min for Q&A.  
 Evaluation Sheet. The evaluation sheet is common for any typology of exam that you will evaluate. 

You will evaluate each of the candidates by indicating their performance for each of the criteria 
using numbers (from 1 to 5, 5 being the maximum possible score). 
• Comments: Please record your observations on your evaluation sheet. This is extremely 

important should the students request feedback later.  

 
 
At the end of the exam  
 Please make sure that you have correctly completed and saved the digital evaluation sheets. 


