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Respondus Requirements for Examinations – Staff Guide	
	Developed by:
	Naomi Cunningham (Senior Educational Technology Officer)



This guide provides practical guidance for staff planning and delivering examinations that use Respondus LockDown Browser and Respondus Monitor. It should be read alongside the Higher Education Examinations Procedure and supports section 4, Managing Online Examinations and Respondus.

Intended Use of Respondus

Respondus was introduced to support remote and off campus online examinations where face-to-face invigilation is not available.

Where students are supervised by invigilators on campus, the additional benefits provided by Respondus are limited, while its use can create unnecessary complexity for students and support services.

The University's preferred approach is to:
· use Respondus for remote and off-campus examinations
· use face-to-face invigilation for on-campus examinations
· limit on campus Respondus use to approved exceptional circumstances.

Before Choosing Respondus

Before selecting Respondus, Unit Coordinators should consider:
· the assessment design
· academic integrity requirements
· student access to technology
· accessibility requirements
· availability of suitable examination environments
· whether face-to-face invigilation would be more appropriate.

Respondus should not be used simply because an examination is online.

Staff Requirements

To ensure examinations can be supported effectively, staff must:
Register all Respondus examinations

All Respondus-based examinations, whether remote or on campus, must be registered with Scheduling Services.

This ensures:
· examination requirements are recorded
· support arrangements can be planned
· students receive accurate advice
· technology requirements can be coordinated.

Communicate requirements early

Students should be informed as early as possible if a Respondus assessment will be used.

Information should include:
· technology requirements
· whether students must provide their own device
· software installation requirements
· examination conditions
· practice activities
· support arrangements.

Provide a practice opportunity

Students should be provided with an opportunity to test Respondus before the examination wherever possible.

This assists students to:
· install the software
· confirm compatibility
· identify technical issues
· become familiar with the examination process.

On Campus Respondus Use

On-campus use of Respondus is not encouraged and should be limited to approved exceptional circumstances.

Examples may include:
· students without access to suitable personal technology
· students without an appropriate examination environment
· approved assessment design requirements
· approved operational exceptions.

Using University Computers

Respondus is not installed as a standard application on university computers.

Where Respondus is required on a university managed device:
1. The examination must be approved and registered.
2. Scheduling Services must be notified.
3. ITS must be provided with sufficient advance notice.
4. Installation and support arrangements must be confirmed before students are advised.

There is no guarantee that late or urgent requests will be accommodated. 
Use of PC laboratories for Respondus based examinations must be approved as an exception, formally registered with Scheduling Services and planned in advance to allow installation and support arrangements where required.

Library Computer Access

Students who do not have access to suitable technology or an appropriate examination environment may be able to use a designated library computer.

In exceptional circumstances, students who are unable to access suitable technology or an appropriate examination environment may be permitted to undertake a Respondus based examination using an approved University computer that has Respondus installed and supported by the University.

Staff should note that:
· students must have a confirmed booking before attending
· availability is limited
· library computers are intended to support individual students, not whole classes
· Library staff provide access support only.

Library staff are not responsible for:
· invigilation
· examination supervision
· managing examination conditions.

Key Messages:

· Respondus is primarily intended for remote and off campus examinations.
· Face-to-face invigilation remains the preferred method of supervision for on campus examinations.
· All Respondus based examinations must be registered with Scheduling Services.
· Students should receive clear advice about technology requirements as early as possible.
· Students requiring a designated library computer must have a confirmed booking before attending.
· Library staff support access to computers only and do not supervise or invigilate examinations.
· Exceptional on campus Respondus arrangements must be planned well in advance to allow appropriate support arrangements.
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