
SOP Template: Examination Scheduling and Calendar
Management
This SOP describes the processes for examination scheduling and calendar management, ensuring efficient
coordination of exam dates, times, and locations. It covers the creation and maintenance of an academic calendar,
allocation of resources, communication with stakeholders, conflict resolution, and timely updates to avoid scheduling
overlaps. The goal is to streamline exam administration, enhance student and staff preparedness, and maintain accurate
records for academic operations.

1. Purpose
To define standardized processes for effective scheduling of examinations and managing the academic calendar to
ensure smooth and conflict-free exam administration.

2. Scope
This SOP applies to academic administrators, faculty members, exam coordinators, and all staff involved in the
scheduling and management of examinations.

3. Roles & Responsibilities

Role Responsibilities

Academic Administrator Oversees calendar management, approves final exam schedule

Exam Coordinator Prepares schedule drafts, communicates with stakeholders, resolves conflicts

Faculty/Department Heads Submit exam requirements and confirm proposed schedules

IT/Admin Staff Maintain scheduling tools/platforms and update calendars as needed

4. Procedure
1. Preparation

Collect exam requirements and proposed dates from departments/faculty.
Review academic calendar for holidays and institutional events.

2. Scheduling
Draft a preliminary examination timetable, allocating dates, times, and venues.
Identify and mitigate potential scheduling conflicts.

3. Resource Allocation
Assign examination rooms/halls based on capacity and accessibility.
Ensure resources (invigilators, equipment) are available and scheduled.

4. Stakeholder Review & Approval
Disseminate the draft schedule to stakeholders for feedback/approval.
Make necessary adjustments as per feedback.

5. Finalization & Communication
Publish the final exam schedule and update the academic calendar.
Communicate the schedule to students and all relevant staff via official channels.

6. Monitoring & Updates
Monitor for changes (e.g., emergencies, unforeseen circumstances).
Update schedules promptly and notify stakeholders of any changes.

7. Record Keeping
Maintain accurate records of exam schedules, changes, and communications for audit purposes.

5. Conflict Resolution
Identify overlapping exams or resource shortages as soon as possible.
Consult affected faculty/staff to propose alternative solutions (time/venue adjustments).
Document all changes and approvals to maintain transparency.



6. Communication
Use official platforms (email, online portals) for all exam-related notifications.
Ensure updates are disseminated in a timely manner to minimize disruption.

7. Review & Continuous Improvement
Collect feedback post-examination period from students and staff.
Review scheduling process and incorporate improvements for future cycles.

8. References
Academic Calendar Policy
Institutional Examination Guidelines
Relevant Departmental SOPs
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