POLICY FOR EXAM PROCTORING 

THROUGH THE OFFICE OF DISABILITY SERVICES (DS) 

Staff members of DS who proctor or administer exams have the responsibility to do so in a secure manner according to the instructions of the faculty member.  Students who take tests through Crewson House are responsible for following these instructions at all times:

· Only necessary items are allowed with the student during testing.  Items not allowed include cellular phones, Ipods, purses, and backpacks.  Valuable items may be checked in at the front desk as space permits.  It is recommended that valuables be left at home when testing.  DS is not responsible for lost items.

· Students will not be allowed to wear coats while test taking.

· Students are responsible for supplies needed for the exams such as calculators, pencils, and blue books.

· The DS staff will not answer questions by students that call for interpretations of test instructions or questions.

· Students suspected of cheating will be reported immediately to the instructor.

· Students who arrive late (if a class starts at 2:10, 2:20 is considered late) forfeit the opportunity to take the exam through Crewson House.  The exam will be returned to the instructor and the student will need to reschedule the exam with the instructor.  The rescheduled exam can only be taken through Disability Services if DS is notified five days in advance and there is space available.

· Students may not leave the test site for any reason (including bathroom breaks) and return to finish the exam unless previously arranged with the instructor. 

· Students who fail to show for an exam will have their exams sent back to the instructor.  If a student fails to notify DS of scheduled exam changes in dates/times or fails to arrive for scheduled exams more than three times per quarter, the student will lose their privilege to test at Disability Services.

· Students who have difficulty with securing tests or testing accommodations from a faculty member should meet immediately with their DS representative.
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