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KIBS Examination Rules and Regulations

The following rules and regulations are established to ensure the integrity, fairness,
confidentiality, and smooth conduct of all examinations administered by the Kuwait
Institute of Banking Studies (KIBS). All examinees are required to strictly adhere to these
guidelines. Any violation may result in disciplinary action, including dismissal from the
examination, invalidation of results, or disqualification from future examinations and
training programs.

1. Attendance and ldentification

e Examinees must sign the official attendance sheet before beginning the exam.

o All examinees must arrive at the testing room at least 15 minutes prior to the
scheduled start time.

e Examinees arriving after the scheduled start time but within 15 minutes may be
permitted to enter.

e An additional grace period of up to 15 minutes may be granted to late examinees;
however, this time will be deducted from the actual exam duration. This rule
applies to multi-version exams only

e Late entry beyond the allowed timeframe is strictly prohibited.

e Examinees will not be allowed to enter the testing room in the absence of
authorized proctors or the exam officer.

e Avalid Civil ID, Passport, or Kuwait Mobile ID must be presented for identity
verification prior to entry.

2. Personal Belongings
e Examinees must store all personal belongings in the designated secure storage
cabinets inside or outside the examination room. This includes, but is not limited
to:

Mobile phones

Smartwatches and fitness trackers

Calculators (unless explicitly permitted)

Papers, personal notes, books, and bags

Any electronic or digital devices

No personal belongings are allowed on the examinee’s desk unless
explicitly authorized by the exam officer.
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3. Examination Conduct

e Examinees must adhere to a professional/smart casual dress code.

e Examinees must begin the exam only upon instruction from the exam officer.

e The examination is strictly timed, and the timer will be clearly visible on the exam
interface or displayed via projector.

e Once the exam begins, examinees must remain silent and refrain from any form
of communication (verbal or non-verbal). Speaking, signaling, or gesturing to
other examinees during the exam is strictly prohibited.

e Anyform of cheating, attempted unauthorized assistance, or disruptive behavior
may result in immediate dismissal from the exam room.

e Examinees must maintain professional, respectful, and disciplined behavior
throughout the examination session.

The following actions are strictly forbidden:

e Using or attempting to use unauthorized materials or devices.

e Attempting to leave the examination room with exam content or related
materials.

e Smoking or vaping anywhere within KIBS premises.

e Wearing hats or clothing/accessories that obstruct camera visibility.

e Covering the face or ears in any way or form. For females wearing a burga,
identity will be checked by a female proctor or officer.

e Failing to ensure that the examinee’s face is always clearly visible during the
exam.

4. During the Exam:

e Examinees are not permitted to leave the exam room during the examination.

e Incase of technical issues, examinees must raise their hand and wait for
assistance from the proctor.

e Attempting to resolve issues independently is prohibited.

e Any attemptto reproduce, copy, photograph, record, or remove examination
content, in whole or in part, is strictly prohibited and will result in severe
disciplinary action.

5. Completion of the Exam:
e Upon completion, examinees must:
o Return all materials provided by the exam center, including papers and

pens.
o Leave all exam-related documents on the desk unless instructed
otherwise.
o Exitthe exam room quietly without disturbing others who are still taking
the exam.

o Ifthe examination is still in progress for other candidates, examinees
must wait for the proctor’s instruction before leaving the exam room.
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6. Violations and Disciplinary Action

e Anyviolation of these rules may result in the immediate dismissal of the
examinee from the examination room.

e The examinee’s exam grade may be disqualified and flagged for review and
disciplinary procedures.

o KIBS reserves the right to review CCTV footage and conduct a full investigation in
cases of suspected misconduct.

e Confirmed violations may result in disqualification from future exams,
revocation of training participation, and/or formal notification to sponsoring
organizations.

e KIBS willinform the examinee’s institution/organization regarding the violation
via official email.

7. Examination Results and Score Reporting

e Examination scores and results will be shared exclusively with the examinee’s
sponsoring organization or institution.

e Scores will not be disclosed to individual examinees under any circumstances
unless otherwise agreed.

e Allresults will be communicated in accordance with KIBS confidentiality policies
and governance procedures.

e Final approved results will be officially communicated to the examinee and/or
the examinee’s organization after the exam date.

8. Exam Rescheduling Policy and Process
e Requests for exam rescheduling must be submitted officially by email to the
KIBS Exam Centre at exams@kibs.edu.kw at least 72 hours prior to the
scheduled exam date.
e Allrescheduling requests are subject to review and approval by KIBS and will be
assessed on a case-bycase basis.

Acceptable reasons for rescheduling may include:

e Medical emergencies (supporting documentation required)

e Official organizational requirements and or requests.

e For KIBS related programs, all rescheduling requests, attendance conditions,
and payment obligations will be governed by the applicable KIBS Program Rules
and Regulations.

e Any applicable rescheduling or administrative fees will be determined based on
the relevant program or examination type and communicated to the examinee
and/or the sponsoring organization or institution.

e Failure to attend an exam without approved rescheduling may result in forfeiture
of fees and/or disqualification.
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9. Grievance and Objection Process

e Anyobjection or grievance related to the examination must be submitted to
exams@kibs.edu.kw.

e Grievances must be submitted within five (5) days from the examination date.
Any request after the mentioned period will be disregarded automatically.

e The grievance submission mustinclude.

e Examinee’s full name and identification details

e [Exam title, date, and location

e C(lear explanation of the issue or concern

e Supporting evidence or documentation, if applicable

Grievances may be submitted by:

e Individual examinees (through their sponsoring organization, where applicable)

e |[nstitutions or organizations on behalf of their examinees

o KIBS will review all grievances in accordance with internal policies and may
request additional information if required.

e Alldecisions issued by KIBS following the grievance review shall be final and
binding.

10. Final Notes
e Examinees are solely responsible for reading, understanding, and complying
with these rules prior to attending any KIBS examination.
e Ignorance of the rules shall not be accepted as a valid excuse for non-
compliance.

By participating in any KIBS examination, examinees acknowledge that they have
read, understood, and agreed to abide by these rules, or any future update to these
rules, and any additional instructions provided by KIBS staff or authorized proctors.
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