Exam Room Policies
The following items will apply to each examination room, including rooms used for accommodated and deferred exams.

1. Students who plan to use SofTest for their exams must be in the room at least twenty minutes prior to the scheduled exam to boot their computers into the exam.  Students who have not booted their computers into ExamSoft (on the page with the two stop signs) five minutes prior to the scheduled exam begin time will be required to handwrite their exam.  Those computers not in use will be closed and moved to the front of the room. 
Students are responsible for their own laptops.  For tutorials and specific system requirements, please click here.  If a student’s computer fails during an exam, for any reason, the student must complete the examination by handwriting.  
2. Please see the Exam Policy for Students Who Arrive Late or Fail to Appear for a Final Exam (may be found in the Student Handbook, Section IV (F) (4)).  
3. During a closed book exam, no materials of any kind shall be permitted in the examination area.  Students taking limited open book examinations shall be permitted to bring only those materials specifically authorized by the professor.  All personal belongings and study materials brought into the examination room must be stored in a closed book bag or placed face down at the front of the room before the examination booklet is distributed.  Students may not return to their personal belongings while the examination is in progress, except under direct supervision of the proctor or professor.

Hats and headgear, other than those worn for religious purposes, are not permitted to be worn during the examination.  Students who remove articles of clothing like sweaters or jackets during the examination must place these items under the desk.  

Any electronic devices brought into the examination room, including cell phones, all computers unless using ExamSoft, PDA’s, iPods, cameras, radios, tape recorders, wireless email devices, and/or any other electronic devices must be turned off and placed at the front of the room.  Calculators will be permitted in the exam room with the express permission of the professor.  Headphones or earplugs are permitted in the examination room as long as they are not connected to any electronic device.
4. The student shall retrieve the examination packet (which includes the examination booklet, sealed answer booklets, scantron, and/or scrap paper) as directed by the proctor.  All materials must remain closed until instructed by the proctor or professor.  All testing materials, including scrap paper, must be returned to the proctor at the end of the examination, whether used or unused, in the provided envelope.  Students should write their SGN and break the seal only on answer booklets they use during the examination.  Failure to return all of the examination materials in the provided envelope may result in a grade penalty, up to and including a failing grade.  
5. To preserve the anonymity in the examination process, students shall not identify themselves to the professor in any manner in or on the examination booklet or answer booklet(s).

6. Students shall not remove pages or portions thereof from the examination questions, the answer booklets, or any supplemental materials handed out by the proctor.  
7. Once the proctor announces the commencement of the examination, no student shall speak, communicate, share any materials, or provide any assistance in any way with anyone, other than the proctor, until the grades for the examination have been posted in the Student Portal.  Students must protect their answers, including their scantron sheets, from view of other examinees.
Students may leave the examination room only to use the restroom on the same floor as the examination room in which the student is taking the examination.  All materials must be turned over before leaving the room.  Students are not permitted to visit any other areas for any other reason during the examination.

8. No students, including those who have completed the examination, will be permitted to leave the room during the last ten (10) minutes of the examination.  Students must remain seated until called forward by the proctor.  
Once the proctor or professor announces that the examination has ended, all remaining students must stop writing or typing and remain seated.  The proctor will then inform the students when they may approach the desk to submit their examination materials and collect their personal belongings.  

9. Upon completion of the examination and acceptance of the exam by the proctor or professor, the student shall immediately depart the examination room and not return until the examination process has been completed by the proctor and the room is cleared of all examinees and exam materials.
10. Failure to comply with these policies may result in sanctions up to and including the student receiving no credit for the exam, a failing grade in the course, an Honor Code investigation, and/or a Student Code of Conduct investigation. 
