GUIDELINES FOR CURRICULUM EXAM PROCTORING


•  Instructors or a faculty team member are responsible for proctoring exams for their students.
•  If the instructor or a faculty team member are unable to proctor an exam for a student, the Academic Skills Center (ASC) may be used as a back-up resource.
•  Please understand that, in the instance the ASC is used as a back-up, the environment may not be completely quiet nor distraction-free. Tutoring students and students who are studying and/or meeting in groups will still be coming in and out.
•  If the student has documented accommodations, notate that on the Curriculum Exam Proctoring Form. It is important that students receive the proper accommodations that are documented. Please remember, the ASC is not always a distraction-free zone.
•  Proctoring availability in the ASC is Wednesdays, 8:00am-12:00pm (students should have exams completed by 12:00pm).
•  Appointments are required and must be made at least 48 hours in advance of the exam; walk-ins will not be accepted.
•  Completion of the Curriculum Exam Proctoring Form is required. Instructors will fill out the form and turn it in to the ASC (by email or in person). 
•  The student is responsible for scheduling with the ASC  (252) 789-0299 or kinsey.price@martincc.edu.
•  The exception to these guidelines is if you were to fall ill or need to leave campus unexpectedly. In the event of this occurrence, contact me and I’ll be happy to work with your needs.



GUIDELINES FOR STUDENTS
•  Students must present a photo ID before the exam.
•  Students will be asked to put away cell phones and remove smart watches.
•  Once the exam has started, students cannot leave the testing site.
•  Students must follow the allowances and non-allowances notated by the instructor on the Curriculum Exam Proctoring Form.
•  Instructors will be notified immediately if any testing violations occur.











Kinsey Price
Academic Skills Center Coordinator
Building 2, Room 6
kinsey.price@martincc.edu
(252) 789-0299
CURRICULUM EXAM PROCTORING FORM
• For proctoring in the Academic Skills Center on Wednesdays, 8:00am-12:00pm
• Appointments must be made 48 hours in advance; no walk-ins
• Instructors, please fill in everything with an * and highlighted in yellow

	STUDENT NAME *
	

	STUDENT ID *
	



	COURSE *
	

	INSTRUCTOR NAME *
	

	PAPER EXAM OR ONLINE EXAM? IF ONLINE, IS THERE A PASSWORD? *
	




	INSTRUCTOR NOTES *
Please include all details pertaining to the exam – time limit, open/closed book/notes, calculator permitted, formula sheets permitted, etc.














FOR ASC OFFICE USE ONLY:

Exam Appointment Date & Time___________________________________________________________

Actual Start & End Time__________________________________________________________________



Kinsey Price
Academic Skills Center Coordinator
Building 2, Room 6
kinsey.price@martincc.edu
(252) 789-0299
