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DISTRIBUTION: School of Nursing Policy & Procedure Manual 
 

PURPOSE: 
 

To ensure the integrity of the testing process 
 
POLICY: 
 

Testing procedures are to be followed to ensure test security and integrity of testing.  
 
PROCEDURE: 
 

A minimum of two proctors is required to be present for each exam in theory courses. 
 
Assigned faculty shall use approved exam cover page and number the exams prior to testing. 
 
Proctor gives the students testing instructions and expected behaviors prior to each examination: 
▪ All materials brought into the examination room are to be left at an area designated by the 

proctors 
▪ Students are allowed only the necessary test taking items. 
 
Student shall not be permitted to take the exam if they arrive after any student has completed the 
exam and left the room. 
▪ Tardy students must complete the exam within the prescheduled time frame or elect to 

schedule a make-up exam (adhere to Make-up Examination policy). 
 
Proctors must be attentive to student behavior during the entire testing period.  
▪ If cheating is suspected, the proctor will adhere to the College Academic Honesty & 

Professional Conduct policy. 
 
Proctors collect and account for all testing materials. 
 
PROCEDURE DOCUMENTATION: 
None 
 
REFERENCES: 
 

College Policy #201:  Academic Honesty and Professional Conduct 
School of Nursing Policy #810:  Make Up Examination 
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