Asia University Guidelines for Faculty Regarding Midterm, Final, and Graduation Examinations
Approved by the 2nd Academic Affairs Meeting of the 1st Semester of the 2012 Academic Year on November 15, 2012
Issued via Official Letter No. 1010014208 on December 26, 2012
Amended by the 1st Academic Affairs Meeting of the 2nd Semester of the 2014 Academic Year on April 22, 2015
Issued via Official Letter No. 1040006039 on May 8, 2015
1. Purpose and Basis
To ensure clarity regarding faculty responsibilities for midterm, final, and graduation examinations, as well as grade submission, these guidelines are established in accordance with Articles 24, 30, and 31 of the university’s academic regulations.
2. Examination and Grading Timeline
Faculty members must conduct examinations and assess students' performance in accordance with the university’s academic calendar.
3. Examination Scheduling
· Examinations should be conducted during the original class periods whenever possible, with the instructor acting as the proctor.
· If alternative examination periods or joint examinations are necessary, instructors must first check and book available classrooms via the Teacher Information System (http://webs.asia.edu.tw/teacherinfo/).
4. Examination Questions and Printing
· Instructors are responsible for preparing their own examination questions. A sample format for exam papers is available for download from the Academic Affairs Office website under “Related Forms.”
· Examination papers can be printed at the General Affairs Office, which provides photocopy paper and high-speed copiers for faculty use.
5. Answer Sheets
· Instructors may collect answer sheets from the Registration and Curriculum Division of the Academic Affairs Office (or from the Continuing Education Division during evenings and holidays).
· Completed answer sheets must be kept by the instructor for at least one year for potential grade verification.
6. Midterm Grade Submission
· To facilitate midterm academic advising, all instructors, except for those teaching master’s/doctoral “theses,” “seminars,” or off-campus internships, must input midterm grades within the period specified in the academic calendar.
· Failure to submit midterm or final grades on time will affect faculty promotion and evaluation. If grades are not submitted or are submitted late beyond the registration deadline for the new semester, the case will be handled in accordance with Article 30 of the academic regulations and referred to the Faculty Evaluation Committee for action.
7. Notification and Verification of Exam Grades
· Instructors must inform students of their examination results promptly. If students have questions, instructors must verify and confirm the grades promptly.
· Grades must be submitted within one week after the examination. Modifications are allowed before the grade submission deadline.
8. Accuracy of Grades
· Any grade changes after the submission deadline may impact class rankings, scholarship eligibility, and processes related to academic probation, suspension, or withdrawal. Instructors must ensure grading accuracy.
9. Post-Submission Grade Changes
· Grades submitted to the Academic Affairs Office are final and cannot be changed. If a grade change is necessary, it must be approved through a meeting of departmental supervisors and relevant academic unit heads.
10. Student Examination Leave
· Students requesting a leave of absence during examinations must complete the “Student Examination Leave Application Form” and obtain approval from the instructor, department head, and the Academic Affairs Office before being allowed to take a make-up examination.
11. Make-Up Examination Grades
· Make-up examination grades should be handled in accordance with the university’s “Guidelines for Student Examination Leave and Make-Up Examinations.”
12. Implementation and Amendments
· These guidelines shall take effect following approval by the Academic Affairs Meeting and the President of the University. Amendments shall follow the same process.
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1. Purpose and Legal Basis
To standardize the administration of midterm, final, and graduation examinations, as well as the submission of student grades, these guidelines are formulated in accordance with Articles 24, 30, and 31 of the University Academic Regulations.
2. Compliance with Examination and Grading Schedules
Faculty members are required to adhere strictly to the examination schedules and grading deadlines set forth in the University Academic Calendar.
3. Scheduling and Proctoring of Examinations
· Faculty are encouraged to conduct examinations during the designated class periods for the respective course. Instructors shall serve as the primary proctors for their examinations.
· For alternative examination periods or joint examinations, faculty must submit a request for classroom reservation via the Teacher Information System (http://webs.asia.edu.tw/teacherinfo/) prior to conducting the examination.
4. Preparation and Reproduction of Examination Papers
· Faculty are responsible for the preparation of examination papers. A sample examination paper format is available for download on the Academic Affairs Office website under the "Related Forms" section.
· The reproduction of examination materials shall be conducted at the General Affairs Office, where photocopying paper and high-speed copiers are provided for faculty use.
5. Distribution and Retention of Answer Sheets
· Answer sheets for examinations may be obtained from the Registration and Curriculum Division of the Academic Affairs Office. For evening and holiday sessions, answer sheets are available at the Continuing Education Division.
· Completed answer sheets must be securely retained by the faculty for a minimum of one year to facilitate any necessary grade verification or dispute resolution.
6. Submission of Midterm Grades
· To support academic advising and midterm performance monitoring, all instructors, except those teaching master’s/doctoral theses, seminar courses, or off-campus internship courses, must input midterm grades within the timeframe specified in the University Academic Calendar.
· Failure to meet grade submission deadlines will adversely affect faculty performance evaluations and promotions. If grades remain unsubmitted or are submitted late beyond the registration deadline for the subsequent semester, the case shall be handled pursuant to Article 30 of the University Academic Regulations and submitted to the Faculty Evaluation Committee for deliberation.
7. Grade Disclosure and Dispute Resolution
· Faculty are required to promptly notify students of their examination results following the conclusion of the examination. Any grade disputes raised by students must be promptly reviewed and addressed by the faculty.
· All grades must be entered into the system within one week of the examination date. Modifications to grades may only be made before the official grade submission deadline.
8. Accuracy and Integrity of Grades
· Grades submitted after the official deadline may affect class rankings, eligibility for scholarships, and administrative processes such as academic probation, suspension, or dismissal. Faculty must exercise utmost diligence in ensuring the accuracy of grades.
9. Procedures for Grade Adjustments
· Grades that have been submitted to the Academic Affairs Office are considered final. If an adjustment is deemed necessary, faculty must secure approval through a meeting convened by the respective college-level administrative supervisors and departmental heads.
10. Student Examination Leave Policy
· Students unable to attend examinations due to valid reasons must complete a “Student Examination Leave Application Form.” The application must be approved by the instructor, the department head, and the Academic Affairs Office prior to the scheduling of a make-up examination.
11. Calculation of Make-Up Examination Grades
· Grades for make-up examinations shall be determined in accordance with the University’s Guidelines for Student Examination Leave and Make-Up Examinations.
12. Implementation and Amendments
· These guidelines shall be implemented following approval by the Academic Affairs Meeting and ratification by the President of the University. Amendments shall follow the same approval and promulgation procedures.
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