Lonestar College – North Harris
Faculty Guidelines
1. The Instructional Test Center administers make-up exams, and online Distance Learning exams. 

2. All exams should be delivered by the instructor in person, online, or via interoffice mail.  Exams are not accepted via fax or from students.
3. The Instructional Test Center will not provide entire-class testing for any classes that are not flex-study courses or distance learning courses. 

4. The Examination Request Form can be found in the Instructional Test Center office, Room A204C. It is vital that you put your contact information on the request forms so that the proctors can call you with any problems that may arise. 

5. An electronic version of the Examination Request Form (for email) is also available at http://intranet.lonestar.edu/facresource/forms/Shared%20Documents/Faculty%20Testing%20Resources.aspx. You will find that it is password protected. All faculty and staff can access it using their NETID and password. You can also access this link from the home page by clicking on LSC-ONLINE.
6. Please provide your name, course subject, and course number on each printed test submitted.  

7. During the week of finals all exams will be held in the Assessment Center for pick up, except for those exams sent from other campuses, to eliminate any delay with final grades.  
8. Paper-based exams can now be returned via email. Please specify this option on the request form.

9. The Assessment Center will not accept or issue any non-testing materials, such as syllabi, projects, take-home tests, or homework.

10. The Assessment Center will provide the instructor with an incident form regarding any cheating incidents or special concerns.

11. No exams will be administered one hour prior to closing.
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