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[bookmark: _Toc225249466]FOREWARD
Part of the mandate of the Board as contained in the Act that established it provides among others that “Any qualification which as a result of examination taken in conjunction with the course of training approved by the Board under this section is granted to candidates reaching a standard at the examination indicating that they have sufficient knowledge and skill to practice the profession to reach the qualification relates’’. Health Information Management (HIM) is the practice of maintenance and care of health records, the practitioner is professionally accountable and responsible for marshaling, processing, storing and retrieving health information for appropriate actions. The health Information professionals will continue to remain a strong pillar behind health services policy formulation and execution which are appreciated as the sole professional, responsible for the provision of up-to-date health information data management, which if wrongly applied can be harmful to patients’ health and the nation at large. The Health Information Practitioners have the capacity of making judgments and apply their knowledge and skills to arrive at informed decision which contributes to health sector and nation building. For example, in the field of law, health information has made a difference between a murder accused being hanged and setting the accused free, it has made a difference between a long term of imprisonment and acquittal and discharge, health information provide evidence in the following cases, rape, and defilement, criminal abortion, professional malpractice suit and contempt of court among others.

The implications of examination misconduct on health information management are overwhelming with grave consequences in health sector. Imagine a health information management candidate who passes examination through misconduct, his/her certificate is masked with incompetence and graduates as health information manager without possessing the necessary knowledge and skills, this anomaly will have consequences on service delivery. The examination integrity deficit cascades into scenarios that erode public trust and perpetuate underdevelopment posing serious risks to health sector development, in that the destiny of the populace and the nation will be placed in the hands of half baked, incompetent individuals. The Board in line with its mandate is committed more than ever before to wage total war against examination misconduct and strengthen its policy on Zero tolerance on examination misconduct, promote values of integrity, discipline, hard work and honesty. In addition, more stringent mechanisms have been introduced to ensure that only fit and proper candidates are admitted, trained and graduated with the requisite knowledge and skills to face the challenges ahead.

This examination rules and regulations is specially prepared to address issues concerning examination misconducts and their resolutions. Therefore, it provides operational guidelines in handling examination misconduct matters which would enhance justice and fairness for all stakeholders. 

Alhaji Mustapha Babagana, FHRIM, FCIML
Registrar/Chief Executive Officer.


1.0 [bookmark: _Toc224702747][bookmark: _Toc225249467]INTRODUCTION:

Sustainable development especially in health information management system requires the availability and committed qualified human resources. Health information professional must have undergone a course of training for at least diploma or graduate degree level and who acquired relevant practical and theoretical knowledge and skills through approved courses of training and has been certified by the Board to practice. Using the professional course as a vehicle, the government and private sectors hope to produce manpower that will serve in health information system management and contribute positively to the nation’s socio-economic and political development. The development of a nation largely depends on the values that are cherished, vigorously pursued and applied by the majority of the Citizens. Although values vary from place to place, there are universal values that are recognized generally and accepted in societies globally, these include among others discipline, honesty, hard work, justice, transparency and patriotism, more so any professional knowledge and skills without ethical values stand naked in the Market.

Unfortunately, Nigeria has fallen in adherence to these traditional values as examinations at different levels have been bedeviled with various corrupt practices tagged examination misconduct which has become a tough malignant cancer to battle with and can be found in almost all the professional examinations conducted by the Board and this not only affect the individual involved but also undermines the credibility and integrity of the professional certificates. Negative effects of Examination misconduct in health information management are numerous some of them are violation of professional ethics, devalued certificate, false impression of the amount of knowledge understanding or skills possessed by the grandaunts, erosion of public confidence and trust, endanger the lives and safety of the patients.

To curb the scourge of examination misconduct requires urgent collaboration between the Board and relevant Stakeholders to ensure that professional examination credibility is not compromised at all levels in the interest of service delivery. All hands must be joined strategically to fight this deadly cancer called examination misconduct before it consumed all of us.
[bookmark: _Toc224702748][bookmark: _Toc225249468]

2.0 	DEFINATIONS:
In this document, unless the context otherwise requires, definition of words used are hereby given:
· Board: Health Records Officers’ Registration Board of Nigeria, CAP. H2 LFN 2004 (Formally Decree 39, 1989).
· Candidate: A Person legally admitted by an institution, accredited and indexed by the Board and presented for professional examination in Health Information Management.
· Examination: Any Professional examination conducted by the Board.
· [bookmark: _Toc225249470][bookmark: _Toc224702749]Examination Malpractice: As  defined by the Examination Malpractice Act, Cap E15 Laws of Federation of Nigeria 2004  as any act of omission by a person who in anticipation of before, during or after any examination fraudulently secure an unfair advantage for himself or any other person in such a manner that contravenes the rules and regulations to the extent of undermining the validity, reliability, authenticity of the examination process. The Act created 13 offences and prescribed punishment ranging from 3-5 years imprisonment with or without the option of fine, the Act also classified examination malpractice as a crime and triable only by the Federal High Court.
· Examination Misconduct: Any abnormal action(s) by a candidate or any Stakeholder   before, during or after the conduct of examinations that gives the candidate undue advantage over other candidates which has the capacity to affect the quality, credibility or integrity of the examination process.
· Staff: Any person duly employed by the Board or by the School.
· Examination Body: Health Records Officers’ Registration Board of Nigeria. 
· Powers of the Board:  In line with the Act establishing it, the Board is empowered   to withhold, suspend, warn, or cancel the results of a candidate if satisfied that the candidate has engaged in any form of examination misconduct. The Board can withdraw recognition, suspend, ban, blacklist or place on probation examination center(s) if established that the center is involved in any examination misconduct. The Board can also discipline its staff and non-staff in line with existing policy if found guilty of examination misconduct. 
· Evidence:  Any reliable or credible document, electronic devices, witness statement, confessional statement used to prove a relevant fact in existence before an Examination Misconduct Investigation Committee set up by the Board.
· Exhibit: Any physical or documentary item that has been formally accepted as fact and marked as evidence before Examination Misconduct Investigation Committee example cheat note, photographs of a scene.
· Supervisor: Any person charged with the responsibility of overseeing the conduct of examinations in specific areas organized by the Board.
· Examiner: Any examination expert recruited by the Board to set and moderate questions as well as conduct its professional examinations from time to time at designated accredited schools and examination centres.
· Team of Examiners: A group of examination experts recruited by the Board to set and moderate questions as well as conduct its professional examinations from time to time at designated accredited schools and examination centres.
· Chief Examiner: Any person appointed to lead other Examiners recruited by the Board to set and moderate questions as well as conduct its professional examinations from time to time at designated accredited schools and examination centres.
· Invigilator: Any person entrusted by the Board with the responsibilities of closely monitoring candidates’ activities during examinations and to ensure smooth orderliness of the exercise devoid of any rancor.
· Chief Invigilator: Any person appointed to head the invigilation team responsible for giving leadership and directions to all Invigilators during examinations organized by the Board.
· Technical Manager: Refers to an IT expert responsible for handling all relevant technical matters such as glitches during the Board organized examinations.
· Examination Consultant: Any examination expert appointed by the Board to supervise all examination activities such as administration and conduct of examinations including centre selection and management. In addition to these, the consultant is responsible for:
1. Developing examination Strategies and Policies.
2. Coordinating examination logistics like scheduling and venues.
3. Ensuring examination securities and integrity.
4. Reviewing and moderating examination questions.
5. Training examiners and other Staff.
6. Analyzing results and providing feedback.
7. Ensuring smoothness of examination exercise.

[bookmark: _Toc224702750][bookmark: _Toc225249471]3.0 	LEGAL INSTRUMENT:
Health Records Officers Registration Board of Nigeria is a legal entity established vide CAP H2 LFN 2004 (Formally Decree 39, 1989). The Board is a Parastatal under the Federal Ministry of Health and Social Welfare and mandated by law to carry out the following functions among others:
1. Determining what standards of knowledge and skill shall be attained by a person seeking to become a member of the profession of health records management and improving those standards from time to time as circumstances may permit;
2. Securing in accordance with the provision of this Act, the establishment and maintenance of a register of persons registered under this Act as members of the profession and publication from time to time of lists of those persons;
3. Conducting examinations in health records management and awarding certificates or diplomas to successful candidates as appropriate, and for such purpose the Board shall prescribe fees to be paid in respect thereof; and
4. Performing such other functions conferred on the Board by this Decree.
 
[bookmark: _Toc224702766][bookmark: _Toc225249472][bookmark: _Toc224702767][bookmark: _Toc225249473]3.1	SECTION A: 
Appointment, Code of Conduct and Functions of Examiner, Invigilator, Supervisor, Technical Manager and Examination Consultant.
3.1.1	Appointment:
Appointment of all Examiners, Invigilators, Supervisors and Technical Managers shall be in accordance with the provisions of the Board procurement policy.
3.1.2	Code of conduct: 
All the appointees are required to live above board by discharging their official duties efficiently, effectively, diligently, prudently, selflessly, honestly and transparently without compromising examination integrity and should not under any circumstances allow any conflict of interest to supersede the supreme interest of the Board. 
[bookmark: _Toc225249474][bookmark: _Toc224634220][bookmark: _Toc224702772]3.1.3	Functions:
[bookmark: _Toc225249475]	i)	Chief Examiner:
The chief examiner shall:

1. provide leadership and directions for the examination team;
2. ensure smooth examination process;
3. be an authority in ensuring that examination standards and quality are not compromised;
4. be the custodian of moderated/corrected copies of question papers and marking schemes; 
5. behave professionally before, during and after the examination period;
6. be ready to accept additional functions that may be assigned to him/her from time to time by the Board. 
[bookmark: _Toc225249476][bookmark: _Toc224634221]
	ii)	Examination Team:
The examination team shall:

1. be responsible to the Chief examiner and work in unison as one family to make exams happen positively;
2. set examinations questions;
3. mark examination scripts;
4. co-ordinate logistics;
5. moderate question papers;
6. ensures examination security;
7. process examination results;
8. co-ordinate with relevant schools on examination matters;
9. carry out additional responsibilities as may assigned to it by the Board from time to time if the need arises.

iii)	Board Exams and Records Department:
The Board’s exams and records department shall:
1. register and conduct Board Professional Licensing Examination for duly qualified candidates seeking to become a member of Health Records Management.
2. prepare for marking exercise, selection of the markers and its supervision. 
3. select examiners, post and monitor the conduct of the examinations till the materials are returned to the Board. 
4. compile the examination results after the marking exercise and presentation of same to the Board Registrar.
5. forward   the results spread sheets to the schools.
6. maintain and regularly updates details of HIM Schools due for Board Professional Licensing Examinations.
7. verify candidate’s results before license renewal and for other subsequent academic purposes.
8. be the custodian of all examination records.
9. carry out other functions as may be assigned to the Department from time to time by the Board.

[bookmark: _Toc225249477][bookmark: _Toc224634222]	iv)	Supervisor:
The supervisor shall:

1. be in charge of superintending a team of examiners or specific area relevant to examination activities.
2. ensure examination integrity are protected.  
3. report success stories and challenges to the Board.
4. be vigilant and responsive to examination situations.
5. pay attention to the conduct of the candidates and invigilators.
6. be professional in handling all examination issues including conflicts.
7. Perform other duties to be assigned by the Board from time to time.
[bookmark: _Toc225249478]
	v)	Chief Invigilator:
The chief invigilator shall:

1. conduct the examinations inline with the laid down rules and regulations of the examination 	of the Board.
2. be at the venue of each examination at least 1 hour to the commencement of each 		examination.
3. Accredit and check-in candidates into the Examination venue at least 30 minutes before the 	commencement of the examination.
4. monitor candidates closely during examinations.
5. ensure examination rules and regulations are strictly followed.
6. fill prescribed Invigilator’s incident form and ensure the candidate and witness fill their 	columns appropriately. Where there is resistance, report to the Board.
7. collect attendance Sheet after each examination.
8. not allow any unauthorized person in the examination hall.
9. restrict movement of candidates in the hall especially during examinations.
10. report any examination misconduct to the Board immediately and notify the supervisor 	supported with relevant documents.  
11. [bookmark: _Toc224634224]carry out other functions as may be assigned by the Board.

vi)	The Invigilator:
The invigilator shall:
1. assist the chief invigilator in carrying out all examination activities.
2. carry out any other examination functions as may be assigned by the chief invigilator.

vii)	Technical Manager:
The technical manager shall:
1. pre-test examination software before commencement of each examination.
2. ensure proper functioning of relevant technical equipment in the examination hall.
3. handle data backups.
4. give IT support where necessary.   
5. ensure network connectivity is stable.
6.  report any suspicious examination misconduct by candidate(s) during examination to the Board.
7. carry out other assignments as may be given to him/her by the Board from time to time.

[bookmark: _Toc225249479]4.0	SECTION B:
[bookmark: _Toc225249480]Examination Regulations:
The Board examinations are governed by its rules and regulations which are binding on candidates, Staff, non-Staff of the Board, relevant Stakeholders and Corporate Bodies.

[bookmark: _Toc225249481][bookmark: _Toc224634217]
4.1 	Examination Regulations for candidates:
A candidate shall: 
i) be at the examination hall at least 1 hour before the advertised time of commencement of the examination.
ii) not leave the examination hall during the first 45 minutes of the examination except with the permission of the invigilator.
iii) not communicate with other candidates while examination is in progress. However, candidates that want to ask questions on examination matters should raise their hands, indicating seeking for permission from the invigilator.
iv) not enter examination hall with any unauthorized foreign materials such as mobile handsets, smart watches and other electronic devices.
v) only use the answer booklet or other materials provided by the invigilator.
vi) not to take away from the examination hall any used/unused answer script.
vii) do rough works only on the answer booklet, all rough works must be crossed out neatly.
viii) complete and sign the attendance slip at the commencement of the examination and both the attendance slip and the answer script(s) must be submitted to the invigilator.
ix) draw the attention of the invigilator to any unauthorized material(s) found in the hall or any suspicious activities before, during and immediately after the examination.
x)   not enter examination hall with a baby but can breast feed her baby outside the examination hall under the watch of security personnel and extra time may or may not be allowed.
xi)  be admitted into the examination hall up to 45 minutes after the start of the examination if satisfied by the invigilator that there is a cogent reason for coming late but shall not be allowed extra time. 
xii)   be permitted by an Invigilator to leave the examination venue during the course of an examination depending on the circumstances example on medical ground.
xiii)   be required to conduct him/her self responsibly before, during and after examination and should not do anything that may constitute examination misconduct. 
xiv) at the end of the time allotted for the examination, stop writing and shall gather his script for collection by the Invigilator. 
xv)  not after leaving the examination room be re-admitted unless throughout the period of his/her absence he/she has been continually under the supervision of an Invigilator or authorized personnel.
xvi) carry out other instructions to be issued out by the Board from time to time. 
 
[bookmark: _Toc225249482]4.2	Examination Regulations for Staff, Non-Staff and Corporate bodies:
These persons or bodies shall:
i) abide by all examination rules and regulations at all times.
ii) ensure that at no time should the examination standard be compromised.
iii) co-operate and support the Board in protecting and enhancing examination integrity.
iv) report any unlawful activities before, during and after the examination to the Board.
v) ensure at no time should a Staff, Non-Staff or Corporate body take the law into his/her hand.
vi) carry along relevant Stakeholders in the channel of communication when there are 	examination infractions.
vii) carry out any other functions as may be assigned by the Board from time to times. 

[bookmark: _Toc225249485]5.0	SECTION C:
[bookmark: _Toc224702782][bookmark: _Toc225249486][bookmark: _Toc224702783]Examination Misconducts, Offences and Punishments:
 Table below contains offences and punishments for various examination misconducts.
	[bookmark: _Toc223959052]S/N
	OFFENCES
	PUNISHMENT

	1
	Expo: Exposing the question papers before official commencement of the examinations.
	Verbal warning, and delay the candidate for 10 minutes after commencement of the examination while standing.

	2
	Swapping:  Exchange of documents between two or more candidates during examinations.
	Cancellation of paper for the offenders.

	3
	Missile caught:  Answer written on a piece of paper, squeezed and thrown to a candidate during examination.
	Cancellation of paper for the offenders.


	4
	Dubbing/Giraffing: When candidate collects and or giraffe to copy another candidate’s answer word for word. 
	Cancellation of papers of the offenders and letter of apology by the two offenders to be of good conduct in subsequent examinations.

	5
	Side Talk: Engaging in unauthorized communication with other candidates during examinations (whether spoken, written or by sign) while an examination is in progress.
	Cancellation of papers of all the offenders. 


	6
	Contract/Connivance: When a candidate’s grade is influenced by an invigilator.
	Cancellation of paper and rustication for one session.


	7
	Body Aids:   Writing of points/answers on underwears or other parts of the body during examination.
	Cancellation of paper.

	8
	Time Out: Act of going outside examination hall to read out or consult materials or send answers. 
	Cancellation of paper of the candidates sending and receiving the answer. If the sender of the answer is not a candidate in the examination he/she will be apprehended and handed over to security Agents. 

	9
	Direct Access:  When Examiner assists the Examinee during examination, etc.
	Cancellation of paper of the candidate. Staff whether Board or School will face disciplinary actions of the Board or the School as the case may be.

	10
	Lateral connection: When a candidate sits at the centre surrounded by other candidates for the purpose of assisting them.  

	Cancellation of paper of all the affected Candidates. A letter of undertaking to be of good behavior in subsequent examination to be sent to the Board by the affected candidates.

	11
	Electronic Devices: Being in possession of any unauthorized devices such as mobile phones, smart watches and other AI enabled devices. 
	Cancellation of paper and one year ban for that paper.

	12
	Leakage: Gaining access to or having fore knowledge of examination questions before the examination period.  
	-Not allowed to write the examination, if written, the paper shall be canceled.
-Rustication for one session. This penalty is applicable to all affected candidates in the act. If involving staff of the Board, such staff shall face the disciplinary committee of the Board.

	13
	Refusal to be searched for clearance before entering or during examination in the hall. 
	Not allowed to write the examination.

	14
	Impersonation: Writing an examination on behalf of another candidate. 
	The candidates will be suspended for one academic session. The impersonator will be apprehended and handed over to security agents.

	15
	Any false pretense with intent to cheat or unjustly enrich oneself or another person by buying, selling, producing, procuring or dealing with any question paper/material represented as genuine.
	Handover to the Police for prosecution.

	16
	Borrowing of any material (e.g., ruler, pencil, calculator, etc.) during the examination without permission.
	Cautionary advise in the first instance. If such act persists, withdrawal from participating in examination.

	17
	Possession of any examination answer sheet either plain or with writings outside the examination hall.
	Rustication for one session.


	18
	Any writings on the question paper other than the candidate information.  
	Cautionary advise.

	19
	Failure to appear before the Examination Misconduct Committee without good cause when confirmed to receive the notice of the invitation three times. 
	Withdrawal from participating in examinations.


	20
	Refusal to take instructions from invigilator or being rude to the invigilator or any authority on matters related to the examination.
	Withdrawal from participating in examinations followed by a written Warning.

	21
	Insult or assault on examination official or threatening an invigilator or any authority while performing legitimate duties.
	Rustication for two sessions and  handed over to the police for prosecution.

	22
	Leaving the examination hall without permission before the end of examinations.
	Cancellation of the paper or cautionary advise.

	23
	Bribery and Corruption: Inducement of invigilators by candidates (monetary or material rewards, appeals, etc.) before, during, or after examination.
	Rustication for a session. If outsider, hand over to the police for  prosecution.


	24
	Destroying exhibit(s) after being caught cheating in the examination hall or mutilation of answer script.
	Rustication for a session.

	25
	Refusal to complete appropriate column for reporting examination misconduct.
	Rustication for two sessions.


	26
	Smuggling in or out an answer script or continuation sheet.
	Rustication for a session.


	27
	Failing to fill in name and examination number of the candidate on the question paper or submit answer script after signing out for an examination.
	Cautionary advise for failure to fill details, and rustication for a session for failure to submit answer script.


	28
	Smoking cigarettes or drinking alcohol   inside the examination hall.
	Rustication for two sessions.

	29
	Coming into examination hall with gun or other dangerous items.
	-Refer to security and hand over to the Police for prosecution.
-Withdrawal.

	30
	Changing of the sitting position in the examination hall without permission.
	Cautionary advise for the first time. If such act persists, withdrawal from participating in examination.


	31
	Hacking into the examination server, breaking into the house, office, vessel or electronic documents of any examiner, invigilator, examination centre, or any other officer with the intention of   accessing examination documents for unlawful purposes.  
	Hand over to the Police for prosecution, and expel if found guilty.

	32
	Unauthorized removal/replacement of examination scripts or materials.
	Rustication for one session.


	33
	Introduction of fake examination card or identity card in the examination venue.

	Rustication for one session, if non-candidate, hand over to police for prosecution.

	34
	Involvement in two previous examination misconducts.
	Withdrawal.
 

	35
	Refusal to be a witness to exam misconduct investigation.
	Cautionary advise.

	36
	Refusal to expose other candidates that are cheating.
	Cautionary advise.

	37
	Absence from writing an examination for whatever reason.
	Carryover of the paper (s).

	38
	Sitting for examination in a course not registered for.
	Disqualification from sitting for the examination or cancellation of paper(s) taken.

	39
	Fighting in the examination hall/room during the examination.
	Rustication for one session.

	40
	Writing before the time designated for commencement of examination or writing after the designated time for termination of the examination.
	Cautionary advise.

	41
	Any other examination misconduct not captured herewith, which the Board may adjudge as examination misconduct as may be determined from time to time.
	The Examination Misconduct committee shall recommend appropriate punishment in line with the guidelines of the Board.

	These penalties are enforced under the Examination Malpractice Act.






5.1	Examination Misconduct by any Corporate Body:
Examination Misconduct by any Corporate Body(ies) such as Examination Canter(s) if established may attract punishment like ban, blacklist or be referred to the Police for prosecution depending on the gravity of the offence. While examination misconduct such as missing scripts, alteration of mark etc. by any Staff or non-staff of the Board, if confirmed shall be referred to the Board appropriate Disciplinary Committee for necessary actions. 

[bookmark: _Toc225249487]5.2	Procedure of Handling Examination Misconduct (Candidates):
The procedures are not necessarily the same standard of Court-tailored-made Law, however, it is still necessary for such committee to ensure strict adherence to the principle of fair hearing throughout its deliberations as any violation of the principle could be fatal to the decision of the Committee. Note that as a general rule, examination results of a candidate alleged to be involved in any examination misconduct shall be withheld until after the final determination of the investigation by the examination misconduct committee.

6.0	The golden rules of the principle of fair hearing are:
(a)  Clear notice of allegation: The candidate(s) must be informed in writing of the specific misconduct alleged, the fact relied upon, and the regulation breached.
(b) Invitation in writing: The candidate(s) to appear before the Committee to defend him/herself on the allegation of examination misconduct leveled against him/her.
(c) Adequate opportunity: The candidate(s) must be given opportunity to respond within 1 week. This includes time to prepare a defense, explain circumstances, present evidence, and call witnesses where applicable/appropriate.
(d) Presence of   the candidate(s): The candidate(s) must   be present at the hearing or inquiry. 
(e) Cross examination: The candidate(s) shall be allowed to cross examine his accusers with a view to discrediting their evidence with facts.
(f) Impartiality: The Committee deciding the matter must not be biased or have a pre-determined outcome.
(g) Reasoned decision-making: The outcome must be evidenced-based and credible explanation and not mere suspicion or sentiment.
(h) Proportionality of sanction: The punishment should match the gravity of misconduct.



6.1	Role of invigilator in alleged examination misconduct shall be to:
i) seize the answer booklet, collect the foreign material and any relevant material(s) found on the candidate. These should be attached to the seized booklet in the presence of the candidates. Where the candidate refuses to cooperate, security personnel should be invited to intervene.
ii) cause the candidate to make a statement on the prescribed Examination Misconduct Form and ensure the form is duly signed by appropriate parties; thus invigilator, the candidate and witness. Where the candidate refuses to cooperate, security personnel should be invited to intervene as appropriate.
iii) issue the candidate with appropriate Examination Clearance Form to enable him/her proceed with the other examinations. Under no circumstance must an invigilator send a candidate out of the examination venue.
iv) submit within 48 hours after the examination the following items to the Board, where applicable: duly filled misconduct forms, seized answer booklet and any other exhibits.
v) submit a formal written comprehensive report of the incident to the Board for further actions.
I. 
II. 
III. 
IV. 
V. 
VI. 
6.2	Role of the Examination Misconduct Investigation Committee in alleged misconduct 	shall be to:
i. meet and decide on hearing of cases of examination misconduct.
ii. ensure the candidate(s) involved, the Invigilator(s), and the witness(es) are invited formally to appear before the Examination Misconduct Committee for verbal hearing of testimonies to ensure fair hearing to the candidate(s) concerned.
iii. ensure that the invitation letter clearly state the date, time and venue of the meeting. 
iv. ensure at the hearing, the candidate is afforded the opportunity to hear the case against him and must be given adequate opportunity to defend himself, including putting questions to the person that testified against him/her. All the proceedings should be recorded, but the candidate must be told this at the beginning to obtain his consent.
v. ensure candidate’s cases are reported, the answer scripts of candidates(s) involved are withheld pending the determination of their respective cases by the Board.
vi. ensure that any voluntary confessional statement or self-admission made by the suspected candidate during investigation are reduced to writing and duly signed by the said candidate, and possibly a witness.
vii. make sure the Committee has a period of (7) Seven Working days to submit its report to the Board and once the Committee is satisfied that it has received all the information, all persons apart from the members and the secretary of the Committee shall leave, for the Committee to take its decision.
viii. ensure that the Committee shall honestly consider all the information that has been provided and reach one of the following decisions:
a) to recommend the dismissal of the case against the Candidate(s) where there is lack of sufficient reliable evidence to prove the case.
b) to recommend punishment in line with the Board’s rules and regulations where it has been honestly established that the offence has been committed.
c) to recommend the possibility of handing over the case to Police for prosecution before a court of law if the offence warrants such.
ix. submit the report on cases of examination misconducts to the Board through the committee’s chairman.
x. ensure the candidate is thereafter communicated on the decision of the Committee by the Secretary within one week.
xi. where a candidate is not satisfied with the decision of the Committee, he/she has 21 days to appeal to the Governing Board on the matter and the decision of the Governing Board shall be final.







[bookmark: _Toc224702784][bookmark: _Toc225249489]7.0	SECTION F:
	Miscellaneous Rules and Regulations:
7.1 	Seizure of electronic devices from Candidate(s) and the return of same :
Any electronic device seized from Candidate(s) during examinations on allegation of harboring some unlawful examination materials, shall only be returned to the candidate at the disposition of the case.

[bookmark: _Toc224702786][bookmark: _Toc225249491]7.2	Writing of Examinations on Hospital Bed:
A hospitalized candidate may apply for permission to write his/her examination on hospital bed. This application shall be done through the appropriate channels and the candidate may be granted permission after satisfying all laid down guidelines. However, the Candidate may be required to bear some expenses regarding the examination as may be determined by the Board from time to time.


[bookmark: _Toc225249492]8.0	APPENDICES:
	
[bookmark: _Toc225249493][bookmark: _Toc224702799][image: ]APPENDIX A
HEALTH RECORDS OFFICERS’ REGISTRATION BOARD OF NIGERIA.
[bookmark: _Toc140534364][bookmark: _Toc224702800][bookmark: _Toc225249494]EXAMINATION MISCONDUCT REPORT FORM (1)

PART A: TO BE COMPLETED BY THE INVIGILATOR:
SCHOOL: ________________________________________________________________________________EXAMINATION:
_______________________________________________ 
VENUE:
________________________________________________________________________________
Invigilator’s Name: _______________________________
Course Code and Title: ____________________________________________________________
Comment:……………..……………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Specific Problem(s) Encountered:
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
List of Exhibits:
(i)____________________________________
(ii)____________________________________
(iii)___________________________________

Signature and Date: _______________________________


[image: ]PART B: TO BE COMPLETED BY THE CANDIDATE: 
EXAMINATION MISCONDUCT FORM (2) 


NAME OF THE CANDIDATE: ____________________________________________________
INDEX NO.: ____________________________________
PHONE NO.: ___________________________________ 
EMAIL: ________________________________________
TIME OF MISCONDUCT: ________________________
TYPE OF MISCONDUCT (BRIEFLY DESCRIBE): _____________________________________
________________________________________________________________________________________________________________________________________________________________
SIGNATURE:_________________________________ DATE:_______________________________________


[image: ]PART C: TO BE COMPLETED BY THE WITNESS:
EXAMINATION MISCONDUCT FORM (3)



NAME OF WITNESS: _____________________________________________________________
INDEX NO. (IF ANY): ____________________________________________________________
ADDRESS: ______________________________________________________________________
PHONE NO.: ____________________________________________________________________ 
EMAIL: ________________________________________________________________________

WITNESS STATEMENT:
________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________

SIGNATURE:___________________________________ 
DATE: _________________________________________	
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EXAMINATION CLEARANCE FORM (4)

CENTRE: _________________________________________________
Session: __________________________________________________

TO: Examination Officer,
   Department of ____________________________________________

 CLEARANCE FOR EXAMINATION(S)
This is to inform you that the Examination Card of: ______________________________________
With Index number _____________________ has been withheld on account of an alleged examination misconduct. You are to kindly permit the candidate to write the scheduled examination.
Name of Examination Officer: _________________________________
Phone No.: ______________________ Signature: _________________ Date: _________________ Official Stamp: 
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