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Instructions for Proctored Exams
Please complete ALL of the information below. 
	*Instructor Name      

	*Date      

	*Phone      

	*Email      


	*Course Title
     
	*Course Number 
     

	*Test Name
	*Type:  FORMCHECKBOX 
 Test     FORMCHECKBOX 
 Makeup    FORMCHECKBOX 
 Final


	*Student Name
	*Student ID  (Required)

	     

	     

	     

	     

	     

	     


Please attach a roster including Student ID numbers, if there are too many to fit above.
	*Date to begin administering exams:                       
*Date and time exams must be completed by:           
(Note Testing Center hours and restrictions on the next page/back)                                                          

	* Limit of ________ minutes
ALL exams must have a time limit
	*Type of Test
    FORMCHECKBOX 
 Angel                 FORMCHECKBOX 
 Angel  Lockdown Browser

    FORMCHECKBOX 
 Paper/Pencil     FORMCHECKBOX 
 Other (specify  details)        
    FORMCHECKBOX 
 Online (type of software)      
  

	Password for online exams:       
(Passwords are never shared with students –  TC staff enters them into the appropriate field)


*Other Testing Instructions:

	 FORMCHECKBOX 
 Textbook  permitted
	 FORMCHECKBOX 
 Calculator OK, specify type if restricted
 FORMCHECKBOX 
 Scratch paper allowed

            FORMCHECKBOX 
 Shred    FORMCHECKBOX 
 Return

	 FORMCHECKBOX 
 Notes permitted
	 FORMCHECKBOX 
Other (specify details)      



*How do you want to receive your completed exams?

	 FORMCHECKBOX 
 Return exams in interoffice mail 
Date returned:                                          By:
	 FORMCHECKBOX 
 Faculty will pick up
	 FORMCHECKBOX 
 Other      


If you send exams through interoffice mail or with a work study student, please seal the envelope and sign across the seal. DO NOT send exams with students who will be taking the exam. We must receive this completed form prior to scheduling any students for your exams. 
	Picked up by
	Printed name:


	Initials:


* Denotes required fields.
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Rules for use of the SJC Testing Center

1. The SJC Testing Center hours are 8:30 AM to 4:30 PM, Tuesday through Thursday, Friday 8:30 AM to 2:30 PM, and Saturday hours are from 8:30 AM until 3:00 PM September through May. Summer hours (June through August) will be Monday through Friday, 8:30 AM to 3:00 PM, NO weekend hours.  Test candidates must arrive early enough to complete testing by closing time. 
2. Testing candidates MUST schedule appointments by calling the Testing Center at 566-3139. Candidates must show photo I.D. before being given any test. A driver’s license, passport or other government issued photo I.D. are acceptable forms. Many tests require two forms of I.D. Current SJC Student ID’s are acceptable as the primary ID only for SJC student exams, NOT national exams.
3. Purses, books and backpacks must be stowed in one of our lockers along with the items listed below. Cell phones and other electronic devices are not permitted in the testing rooms (this includes MP3 players, car key fobs, radios, or headphones). Cameras are not allowed. Food, candy, gum and beverages are not allowed in the testing room. Hats, hoodies and watches are not allowed in the testing room.
4. Please be aware that if you smoke or wear excessive perfume, cologne, or other strong smelling lotions/sprays on the day of your test, you could be asked to reschedule your exam.
5. If you need special accommodations due to a disability or medical condition, they must be arranged in advance with the Director of Testing and the Students with Disabilities Office. Appropriate documentation will be required.
6. Everything you need for the actual test will be provided. You will not be allowed to take any materials into the testing room, unless specified by your instructor.
7. You are required to know your username and password. (For example: SJC log-in, ATI, Angel, etc.)
8. If you are ill, please call to reschedule. We do not want to pass along the flu or other contagious illnesses.
9. Only people who are taking a test are allowed in our testing room or waiting areas.  The SJC Testing Center staff cannot be responsible for children or adults who require care and supervision. 
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