
No bathroom trips during the test

All cell phones OFF & STOWED
Skip or X-out one question
Print your name on page #1

Walk around the room once to look for open books or notes on the floor or on their backpack.

Have 2 proctors for 150 students, and 1 proctor for a small class. 

When you proctor tests, study this before you start. 
1) Tell the students to go to the bathroom before the test, since there will be no bathroom visits during the test. Write that on the board after you announce it: “No bathroom trips during the test.”

2) You may have to let one or two people go to the bathroom if they really have to go, so don’t feel too bad about that. I often feel funny when they ask, but I let them go. 

((Have the students sit “every other seat” if the test room is large enough. This really reduces you need to watch them carefully.))

3) Tell them to print their names clearly on page #1 of the test. Write that on the board after you announce it: “Print name on test.”

4) Watch for cheating during the test. This can be tricky. It is best to stand up and look all around the room frequently while the students are taking the test. As soon as you see someone’s face starting to lift up to look away from their test, watch their face and eyes. If they see you staring at them, they will realize that they are being watched and they will spend more time looking at their test. 

5) Walk around the room once to look for open books or notes on the floor or on their backpack. This lets the students know that you are paying attention. 

Points 4 and 5 greatly reduce the chances that students will do odd activities. 

6) If you see odd behavior, look to see if there is a seat to which you can move the person. Or go over to them and tell them not to repeat the odd behavior, because it looks like they might be cheating. Such a warning usually stops the questionable activities. 

It is almost impossible to prove “cheating” charges, so try to stop odd activities without strongly accusing people of out-right cheating. 
7) Give the students a “15 minute to go” warning, a 5 min and a 2 min warning near the end of the test. Start walking out of the room at the end and tell them repeatedly (as you walk slowly) that this is their last chance to hand in their test. 

Thanks, 

