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PETALUMA CAMPUS

PROCTORING GUIDELINES

Proctoring falls into three distinct categories:

1. Students with documented disabilities. These students may take their exams in a proctored environment through Disabilities Resources. 

2. Students enrolled in Distance Education courses through a school other than the Santa Rosa Junior College. These students may have their exams proctored by Assessment Services at either campus.

3. Students enrolled in courses at the Santa Rosa Junior College, Petaluma Campus, who are taking make-up exams. The following guidelines address this, and only this circumstance.

Guidelines for Make-up Exams:

1. Administration of exams is considered the teaching responsibility of the classroom instructor and should take place within the timeframe indicated in the instructor’s contract with the District.

2. It is the instructor’s prerogative to offer make-up exams for students who have missed class due to illness or excused absence. The instructor’s policy should be clearly stated on the course syllabus.

3. Instructors may offer the option of a make-up exam administered by the instructor in any of the following ways:

· In the instructor’s office during office hours

· In an available empty classroom (instructor should first check with the administrative assistant in charge of room scheduling)

· During class time on the first day back from the student’s absence

· During the meeting of a different class or section of the course

4. Instructors may offer the option of a make-up exam that does not require proctoring. The instructor arranges with the student a location suitable to the exam. The student agrees to adhere to any restrictions in taking the exam. The instructor makes individual arrangements with the student to return the exam in a timely manner.

5. Students should not be advised to take make-up exams in the faculty/staff lunchroom or in the faculty/staff workspace of others.

6. Faculty should consult with their department chair when unable to administer an exam themselves. When the department chair is unavailable, faculty should consult with the Petaluma Campus Dean II.

7. Faculty should not ask classified staff to administer exams for them, as administration of exams is a faculty responsibility.

