2022-2023 Akademik Y11 Bahar Donemi
OGRENCILER iCiN CEVRIMICi SINAV PROSEDURLERI

Sinavdan once:

1.

2.

11.

12.

Tiim smavlar MS Teams iizerinden yapilacaktir. Ogrenciler Teams kullanici adlar:

(ad, soyad ve okul e-posta adresi) ile sinava gireceklerdir.

OTUZEM (Ims.ostimteknik.edu.tr) kullanici adi1 ve sifrenizin olmasi
gerekmektedir.

Tiim 6grenciler Teams ve OTUZEM kullanict ad1 ve sifrelerinden sorumludur.
Sinav esnasinda bu sorunlardan dolay1 sinava girememeleri durumunda simavlari
gecersiz sayilacak ve sifir olarak sonuclandirilacaktir.

Kimlik kartlarmizi yaninizda bulundurun ve gdzetmenin talebi lizerine sinavdan
Once veya sonra gosterin. Sinav yoklamalar1 68rencilerin kimlik kartlari tizerinden
yapilacaktir.

Ogrenciler sinava kimlik tespitine uygun bir kiyafetle girecek olup, smav
esnasinda kimlik tespitini etkileyecek her tiirlii kiyafet, aksesuar (renkli gozliik,
sapka, kukuleta, kulaklik vb.) kullanilmayacaktir.

Sinava girmek i¢in sessiz, iyi aydinlatilmis ve 6zel bir yer saglayin.

Izin verilmeyen tiim malzemeler giivenli bir yere kaldirilmal1 ve alan
daginikliktan arindirilmalidir.

Kulaklik veya airpods kullanimina izin verilmez.

Sinav sirasinda mola verilmesine izin verilmez.

. Sinav i¢in izin verilmeyen tiim ek monitdrlerin ve cihazlarin baglantisini kesin ve

kaldirin. Sinav i¢in gerekli olmayan tiim sekmeleri ve uygulamalari
kapattiginizdan emin olun.

Ogrenciler kamera goriis agisini istenilen sekilde ayarlamakla ve gerekirse
mikrofonlarini agmakla yiikiimliidiirler. Kameralarini kapatmalar1 halinde sinavlar
gegcersiz sayilacaktir. (Bu konuda 6grencilerin sinavdan 10 dakika 6nce gerekli
Onlemleri alarak sinava hazir olmalar1 6nemlidir).

Otuzem'e giris yaptiktan sonra "final sinavi linkine" tiklamali ve gézetmenlerin
talimatlarina gore sinavi agmalisiniz.

Sinav sirasinda:

13.

Kamera agis1 ellerinizi, masanizi ve yliziiniizii yakalamalidir.

14. Simav gozetmeninin kamera agmiz ve mikrofonunuzla ilgili uyarilaria saygi
gostermelisiniz.

15.

Gozetmenlerin talimatlarina uymak zorundasiniz ve sinav sirasinda bunlara itiraz

etmenize izin verilmez.
16. Sinav sirasinda siranizdan ayrilmaniza izin verilmez.

17.
18.
19.

Sinav sirasinda bagkalariyla konusamazsiniz.
Kitaplar, ders notlar1 vb. her tiirli belge masadan kaldirilmalidir.
Ogrencinin herhangi bir siipheli girisim gézetmen tarafindan not edilecek ve

egitmene bildirilecektir
20. Sinavlar elektronik ortamda kaydedilecektir.



21. Ekraniniz disinda baska yonlere bakmamalisiniz. Sinav esnasinda gézetmen
tarafindan baska yerlere baktiginiz diisiiniiliirse kayitlar incelenecektir.

22. Arkadaglarinizla herhangi bir bilgi paylasmaniza izin verilmez.

23. Istenirse, bilgisayar ekraniniz1 gdzetmenle paylasmaniz gerekir.

24. Sinav sirasinda sorulariniz olursa OTUZEM Sohbet kutusunu kullanmaniz
gerekmektedir ve sozlii olarak soru sormaniza izin verilmemektedir.

25. Herhangi bir sorun yasanmasi durumunda 6grenciler 6nce gézetmene bilgi
verecek, ardindan gozetmenin izniyle sinav siiresi i¢inde e-posta yoluyla 6gretim
elemaniyla iletisime gececeklerdir.

26. Sinav esnasinda sistemden diigen 6grenciler sinav siiresi igerisinde sinava
almacaktir.

27. Cevaplarinizi, ayrilan siire sona ermeden dnce teslim etmekten sorumlusunuz.
28. Sinavlara misafir olarak girmeye ¢alisan 6grenciler sinava alinmayacaktir.

29. Sorular yiiksek sesle okumayin ve agzinizi kapatmayin veya yiiziinlizii gizlemeye
ya da kameranin goriis alanindan ¢ikarmaya c¢alismayin.

30. Smav esnasinda ve sonrasinda ilgili mevzuat ¢ergevesinde sinav esaslarina uyulup
uyulmadigi kontrol edilecek ve ihlal durumunda birimler tarafindan gerekli yasal
islemler yapilacaktir.

31. Smaviniz bittiginde (liitfen sinav bitiminden 1-2 dk 6nce) ’tlimiini gonder ve
bitir’’ butonuna basarak sisteme cevaplarinizi gonderiniz. Sinav siiresi bittigi anda
eger ’tlimiinii gonder ve bitir’’ butonuna tiklamadiysaniz ya da son saniyelerde
tikladiysaniz, cevaplariniz sisteme kaydedilmeyebilir. Bu sebeple olusabilecek
sorunlar tamamuyla ilgili 6grencinin sorumlulugundadir.

Sinavdan sonra:

32. Turnitin ve ChatGPT gibi uygulamalar intihal yapilip yapilmadigini kontrol etmek
icin kullanilacaktir.

33. Kayitlar incelendikten sonra 6grenci O (sifir) alabilir.

34. Yukaridaki kurallara uymadiginiz takdirde sinaviniz degerlendirmeye
alimmayabilir.

35. Herhangi bir nedenle (internet/elektrik kesintisi, cihaz arizast vb.) sinavi
tamamlayamayan veya sinava giremeyen 6grenciler, sinav tarihini takip eden ilk 3 is
giinii icerisinde mazeretlerini bildirmek zorundadir.

Onemli Hatirlatma

» Smaviniza basladiktan sonra, herhangi bir yaniltici, tehdit edici veya hileli
davranig -- 6zellikle sinav kurallarina aykir1 herhangi bir sey -- stnavinizin
sonlandirilmasi, sinav sonuglarinizin gegersiz kilinmasi veya ileriki bir tarihte
smava girmenizin engellenmesi icin gerekge olabilir. Bu eylemlerden herhangi
biri gergeklesirse gdzetmen miidahale edebilir ve 6grenci (sifir) alabilir.

» Smavlarda kopya ¢ekmek veya ¢ekilmesine imkan saglamak, teknolojik ve
diger kopya araglarin1 kullanmak, kendi yerine bagkasini sinava sokmak veya
baskasinin yerine sinava girmek Universiteden bir veya iki yariy1l uzaklastirma
cezasini gerektiren fiiller olup, bu fiillerin islenmesi halinde; ilgililerin
smavlari iptal edilir ve haklarinda 2547 sayil1 Yiiksekogretim Kanununun
ogrencilerin disiplin ve ceza islerini diizenleyen 54. maddesi uyarinca islem
yapilir.

» Smavdan 6nce gerekli ayarlamalar1 yapmak sizin sorumlulugunuzdadir.



2022-2023 Academic Year Spring Semester
ONLINE EXAM PROCEDURES FOR STUDENTS

Prior to the Exam:

1.

=0 e 3

11.

12.

All exams will be held on MS Teams. Students will take the exam with their Teams
usernames (name, surname and school email address).

You must have an OTUZEM (Ims.ostimteknik.edu.tr) username and password.

All students are responsible for their Teams and OTUZEM usernames and passwords.
In the event of not being able to take the exam due to these problems during the exam,
their exams will be invalidated and finalized as zero.

Have your ID cards with you and show them prior to or after the exam upon the request
of the proctor. Exam attendance will be done through students' ID cards.

Students will take the exam in an outfit suitable for identification, and all kinds of
clothing, accessories (colored glasses, hats, hoods, and headphones, etc.) that affect
identification will not be used during the exam.

Ensure a quiet, well-lit and private location to take the exam.

All non-authorized materials should be secured away and the area should be clutter-free.

The use of earphones or headphones is not allowed.
No breaks are allowed during the exam.

. Disconnect and remove any additional monitors and devices not permitted for the exam.

Be sure to close all tabs and applications not required for the exam.

Students are obligated to arrange the camera view angle as requested, and if necessary,
they are to turn on their microphones. If they turn off their cameras, their exams will be
invalidated. (In this regard, it is important that the students are ready for the exam by
taking the necessary precautions 10 minutes before the exam.)

After logging into Otuzem, you must click the "final exam link," and according to the
proctors’ instructions, you must open the exam.

During the Exam:

13.
14.

15.

16.
17.
18.
19.
20.

21.

22.
23.
24.

The camera angle must capture your hands, desk, and face.

You must respect the warnings of the exam proctor about your camera angle and
microphone.

You have to follow the proctors’ instructions and you are not allowed to object to them
during the exam.

You are not allowed to leave your desk during the exam.

You cannot talk to others during the exam.

Any document, i.e.,books, lecture notes, etc., should be removed from the desk.

Any suspicious attempt will be noted by the proctor and reported to the instructor.
Exams will be recorded electronically.

You should not stare at other directions, other than your screen. Excess interest in
unrelated spaces will be investigated via recordings.

You are not allowed to share any information with your friends.

If requested, you have to share your computer screen with the proctor.

If you have questions during the exam, you are supposed to use the OTUZEM Chat
box and not allowed to ask questions orally.



25.In case of any problems, students will first inform the proctor, and then with the
permission of the proctor, they must contact their instructor via e-mail during the exam
period.

26. Students who fall out of the system during the exam will be taken to the exam within the
exam period.

27. You are responsible for submitting your answers before the allocated period ends.

28. Students who try to take the exams as guests will not be allowed to take the exam.

29. Do not read the questions aloud and do not cover your mouth or attempt to hide your
face or move it out of view of the camera.

30. During and after the exam, it will be checked whether the exam principles are followed
within the framework of the relevant legislation and the necessary legal actions will be
taken by the departments in case of violations.

31. Please ensure 1-2 minutes for your exam to finish before selecting the "send all and
finish" option to submit your answers to the system. Your answers might not have been
saved in the system if you did not click "send all and finish" at the end of the exam period
or if you did so in the very last second. Because of this, only the student is responsible
for any issues that may develop.

After the Exam:

32. Applications such as Turnitin and ChatGPT will be used to check whether academic theft
has been committed.

33. After the recordings are reviewed, the student may receive 0 (zero).

34. If you do not follow the above rules, your exam may not be evaluated.

35. Students who are unable to complete or enter the exam due to any reason (internet/power
outage, device malfunction etc.) must provide his/her excuses within the first 3 working
days following the exam date.

Important Reminder

» Once you have started your exam, any disruptive, threatening, or fraudulent behavior
— or anything specifically against exam rules — may be grounds for terminating your
test, invalidating your test results, or disqualifying you from taking the test at a future
date. If any of those actions occur, a proctor may intervene and the student may receive
(zero).

» Cheating or enabling cheating in exams, using technological and other cheating tools,
getting someone else to take the exam on their behalf, or taking the exam on someone
else’s behalf are acts that require one or two semesters of suspension from the
University, and if these acts are committed; the exams of the relevant persons will be
cancelled, and action will be taken following Article 54 of the Higher Education Law
No. 2547, which regulates the disciplinary and criminal affairs of students.

» You are responsible for making any necessary adjustments prior to the exam.



