Faculty Test Proctor Policy and Instructions
New!-Updated 1/12/26

Section 1: Instructions
· When filling out the test proctor form, please include all requested information for a single student. A professor can schedule one student for multiple exams a semester in one form (highly recommended to reserve seating that fills quickly). However, the professor needs to submit one form per student. 
· Be sure to indicate that the request is for (504) Accommodated Students only. 
· Students cannot request proctoring directly. All exam rescheduling must be done through the professor, who will provide the new date and time. Faculty may reschedule exams within 3–7 business days, based on availability. Contact the Testing Center to check for earlier availability (not guaranteed).
· When filling out the “Time Allowed for Exam” box, please make sure that it is the time normally given for the class, plus any extension granted by the student’s accommodation as applicable. 
· In the 504-accommodation section, check every accommodation as applicable. Note: the private testing room is not an accommodation but a preference. Seating will be reserved on a first come, first serve basis.
· The form should be emailed to the testing center at (testing@hc.edu), the exam may be included with this email. 
· You can choose to either pick up the exam at the Testing Center (Moody Library Room 121), have it mailed back via interoffice mail. All tests will be scanned and emailed to the email address provided. (Note: Scantrons and blue books will not be scanned as they do not scan correctly.)

Section 2: Policy
· The HCU testing office proctors exams for HCU as well as other universities from around the world, and the greater Houston metropolitan area. We offer our services to the faculty for the 504 accommodated students. To avoid scheduling conflicts the testing office requests the following:
1) The testing office requests that the request forms be submitted 3 – 7 business days before the desired proctor date.
2) [bookmark: _GoBack]The testing office requests that the forms for the following week be turned in no later than 1:00pm on Friday CST.
3) The student must bring a valid form of identification (Student I.D., State/Federal I.D.) at the time of the exam or they will not be allowed to take the exam. 
4) Unless indicated by the professor, no student shall be allowed to have any form of electronic device within the testing area including but not limited to (Excluding 504 Accommodations)
a. Cell phones.
b. Watches.
c. Tablets.
d. Personal Laptops. (Unless specific assistive technology is required for accommodation)
e. Ear buds.
f. Smart devices (glasses, watches)
g. Computer Internet Access.
5) Students who violate testing security policies will be immediately removed from the center and an incident report will be sent to the faculty member and the student.



Proctored Exam Request Form (completed by professor)
Please send completed form via e-mail to: testing@hc.edu
Due to limited seating, the request should be submitted 3-7 days prior to exam date
Today’s Date: 1/1/2026
	Course prefix, number, section:


	Term:

	Professor’s name:

	Professor’s HCU email: 

	Emergency Phone Contact (Required): 
	Is this a 504 Student?  Choose an item.




Paper exams, copied single-sided, must be provided no later than 24 hours in advance of the scheduled exam date. Exams can be emailed to the testing office at the time of submitting the request. **Students must reschedule exams through the professor, who will provide the new date and time. Faculty can reschedule exams within 3-7 business days, subject to availability, and students are not allowed to reschedule on their own.
	Name of student
	Enter requested dates
	Enter requested time
	Time Allowed for Exam (include accommodated additional time)

	Computer or paper exam (computer code if applicable)

	
	1/1/2026	
	Hours
	Minutes
	Choose an item.	Computer Code:


	
	
	
	Choose an item.	
	
	



	List all tools, aids, notes, etc., allowed for use by student during the exam and any special instructions for the student: (Please be specific about the use of any aids)



	Other notes concerning your exam (include additional test dates and times, if applicable):



	Check any 504 Accommodations that student has that pertains to the exam:

☐ Extended time
☐ Reduced-distraction testing room 
☐ Private testing room (only available on first come, first serve basis)
☐ Breaks not counted toward exam time
☐ Assistive technology/device (specify) _________________
☐ Other _____________________



Instructions for Return of Hardcopy Test (all tests scanned and emailed)
	☐   Professor will pick up from Testing Services   
☐   No return needed

	 ☐ Testing Services will return to professor mailbox



Signature of professor: 							  Date:						
For Office Use Only
	Date Student Tested: 
	Name of Proctor:


	Date Test Mailed:
	Mailed by: (print & signature)


	Date Picked up:
	Picked up by: (print & signature)





This instruction page is not needed for the request submission

