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Exam Proctoring Procedures
This document will provide:
· General Information Regarding Exam Proctoring

· Description of Procedures For Students (to go directly to students’ procedures follow the link)
· Description of Procedures For Professors (to go directly to professors’ procedures follow the link)
GENERAL INFORMATION REGARDING EXAM PROCTORING
Among other services, PLuS is responsible for proctoring DePaul University exams and quizzes for students with learning disabilities and/or attention deficit disorders.  This service is provided when a student requires extended time or other accommodations to complete a test (a reader to read aloud the exam’s questions, a transcriber to write down the student’s verbal responses, a computer to type answers, etc).  All of the above can either be provided by the PLuS Program, or by the professor.

Test proctoring scheduling hours are 9:00 a.m. to 2:00 p.m., Monday through Friday throughout the quarter.  Tests are proctored between the hours of 9:00 a.m. and 4:00 p.m.  No exams should be scheduled before or after these hours without prior approval from the PLuS Director.  Every effort should be made to schedule exams earlier in the day in order to be finished by 4:00 p.m.  If this is not possible, please contact the PLuS Director.  During the Final Exams Week, PLuS’ proctoring schedule extends from 8:30 a.m. to 5:00 p.m.
PLuS assumes responsibility of the exams from the point they arrive at the PLuS office, and until they are returned to the professors.  All exams and records regarding exams are kept in a locked file cabinet, in the PLuS office.  Exams and records are kept for an additional quarter, and then they are destroyed.  The ways that an exam could arrive at the PLuS office, and return to a professor are:

· Professor: The professor her/himself brings the exam at the PLuS office where the secretary, a graduate assistant, or a PLuS clinician can receive the exam.  When a professor picks up the exam, s/he will be asked to sign a receipt verifying that the exam was received.  These receipts are logged with the rest of the information regarding exams proctored by the PLuS office.

· Student: The student brings the exam to the PLuS office; professors are advised to seal the exam in an envelope and sign the seal.  If the student returns the exam to the professor, the exam will be placed in a sealed envelope; then, it will be signed at the seal, and taped.  The student also has a receipt that should be signed by the professor or her/his designee, verifying that the exam was received.  This receipt then, is returned to PLuS, and logged.
· Campus Mail: When campus mail is used, 3-4 days should be allowed for delivery.  Please note that there is only one daily delivery of university mail.  PLuS receives its mail at 3:00 p.m. daily.  If campus mail is used to return the exam to the professor, the exam is placed in a sealed envelope, and then in an inter-office one with the indication: CONFIDENTIAL. A copy of the exam is logged with the PLuS office, in the event of an error in delivery.
· Fax: The fax machine of the PLuS office can be used for receiving and sending of exams; this fax machine is not used by any other programs or individuals.  The fax number is: 773-325-4673.  When an exam is returned to a professor by fax, the PLuS’ cover page will ensure authenticity of the exam, and the indication CONFIDENTIAL will appear next to the professor’s name.  The original exam is logged with the PLuS office.
· E-mail: The PLuS Director’s e-mail can be used for receiving and sending of exams.  An e-mail confirmation of receiving the exam will be send back to the professor.  When an exam is returned to a professor via e-mail, the director’s e-signature will guarantee the exam’s integrity.  A copy of the e-mail is logged with the PLuS office.
The choice of how the test will come to the PLuS office, and return to a professor is entirely up to each professor.  Any combination of the above described methods will be honored by the PLuS Program.
PROCEDURES FOR STUDENTS
If you are a PLuS student who wishes to receive proctoring accommodations, please read carefully the following:
· At the beginning of each quarter, you should disclose to your professors, and give them a PLuS Participation introductory letter.  Your PLuS Clinician will discuss with you the procedures for disclosure.  If you are on Independent status, the PLuS Director will advise you as to how to proceed.

· At least a week before a scheduled exam, you should submit a “PLuS Test Administration” form to the professor; these forms are located in SAC 220, or you can print one from PLuS’ website at http://condor.depaul.edu/~plus/plusforms.html.  Make sure that you discuss with your professors the time and day of the exam and any other pertinent details.
· At the same time, you should also sign-up with PLuS.  You can do that by completing the web-based sign up form located at http://condor.depaul.edu/~plus/plusexamsignupinfo.html.  When you schedule an exam, make sure that you provide the date and time of the exam (all exams should be taken the same day and time as the class scheduled exam, unless other agreements have been made with the professor).  Also, make sure that you also note any additional accommodations you may require, such as: computer, reader, transcriber, etc.  If you do not sign up within the suggested time frame (a week in advance) you may not be able to take your exam at the PLuS office.
· Two to three days before the exam you are encouraged to remind your professor that you are going to be taking your exam at the PLuS office.

· The day of the exam you should call PLuS to make sure that the exam has been delivered to the PLuS office.  If the exam has not been delivered, you should contact the instructor, and notify the PLuS office at x1677, or x7745 of any arrangements made.
· Once you begin an exam, you are not allowed to leave and return to finish the exam at a later time.  Exceptions to this can only be made if PLuS receives written or verbal permission from the professor.  The test proctor must accompany you at all times in the case of rest breaks.
· While taking an exam PLuS will monitor you.  Any form of academic dishonesty, such as cheating, will be noted and reported to the professor and the corresponding college office.  According to DePaul University’s policies regarding academic integrity the professor will decide your grade in the exam and the course.  Although accommodations are required by the law for students with disabilities, any violation of the university’s academic integrity policies will result in your ineligibility of these services.  In order to discuss your future status with the PLuS program, you must make an appointment with the director of PLuS.
· After you finish the exam you will not be responsible for returning the exam to the professor, unless the professor requested that you do so.  In this case, the exam will be placed in a sealed envelope; it will be signed at the seal, and taped.  You will be given a receipt that should be signed by the professor or her/his designee, verifying that the exam was received.  You should return this receipt to PLuS.  Never leave a completed exam in a professors’ mailbox without the benefit of, at least a secretary or other staff member signing a receipt.  PLuS logs all receipts of exams returned to the professor.
NOTE: PLuS provided proctoring services for 748 exams during the 2004-2005 Academic Year.  It is imperative that you schedule your exams ahead of time to ensure that all requested accommodations will be available the day and time of your exam.  Failure to follow any of the above mentioned procedures may result in delays and/or inability to provide services.
PROCEDURES FOR PROFESSORS 

If you are a professor, and one of your students is requesting exam proctoring by the PLuS office, please read the following:

Test proctoring is provided to eligible students with Learning Disabilities and/or Attention Deficit Disorders in accordance with state and federal laws.  The following alternative test administration accommodations are provided by PLuS:
· extended time on the exam
· separate room to eliminate distractions
· reader to read the exam’s questions

· transcriber to type the student’s responses

· computer for the student to type his/her responses

Recommendations are made after reviewing each student’s information on file, and after establishing eligibility of the accommodation.  These accommodations are designed to assist students in demonstrating their skills or acquired knowledge to the best of their abilities, and to ensure that the students are being evaluated on the same basis as the rest of their classmates. 

At the beginning of each quarter students who participate in PLuS and are in your class should introduce themselves to you, and notify you about exam proctoring accommodations.  On some occasions, a student may talk to you about PLuS and exam proctoring later in the quarter.  Please understand that for some students, it is very difficult to accept a diagnosis of a learning disability, and/or attention deficit disorder.  Also some students learn about the PLuS Program after they arrive at DePaul University for their first quarter, and processing their application might take some time.  If you do not feel comfortable with how the student handle the disclosure of this information, please contact the PLuS director, or clinician of the student to discuss it.
A week before the exam, you should receive from the PLuS student a “PLuS Test Administration” form.  This form is also available at the PLuS website (http://condor.depaul.edu/~plus/plusforms.html).  Please indicate the time and date of the exam, choose how the test will arrive at the PLuS office and how it will come back to you, indicate any special instructions you may have (student is allowed one page of notes, student is allowed to use calculator, open book exam, etc.), and sign the form.  You may return this form yourself to the PLuS office, give it to the student to return it, attach it to the exam, fax it, or e-mail it back to PLuS.
If at any time you have any questions, please contact Stamatios Miras, Director of PLuS, at 773-325-4239, or at smiras@depaul.edu, or the student’s clinician.  For more information regarding the PLuS program, please visit http://condor.depaul.edu/~plus/.
Thank you for your understanding and assistance with the PLuS students.

Stamatios Miras, Director
