Sample to use for drafting your own instructions


Exam Instructions
Exam Location

This course requires students to take frequent exams with an approved proctor.  Porterville College's Learning Center is an approved proctoring location.  If you live too far from Porterville College, please contact me within the first week of the semester to arrange an alternate proctoring location.
Scheduling Your Exam at the PC Learning Center

You MUST schedule your exam ahead of time.  Walk-ins for proctored exams are not accepted.  To schedule your exam at the Porterville College Learning Center, call Charlene Styer at 559-791-2227, or email her at cstyer@portervillecollege.edu and be sure to include the word "proctor" in the subject line.
Exam Schedule

Exams will be given within a one-week timeframe.  You must take the exam during the exam week.  If you miss the deadline, you will NOT be able to make-up that exam, so please plan ahead.  

Required ID

Please bring a picture ID with you to the examination.  The ID must match the name you have enrolled under in this class.

Test Taking Conditions
· All exams will be conducted on the computer

· No books

· No cell phones

· No talking

· No personal property on the table

Note: The Learning Center is not always a quiet environment, though they strive to keep the volume of noise to a minimum.

