Student Guidelines

Identification

· All students must show a valid photo ID to take a test.  Acceptable forms of ID include driver’s license, state ID, company ID, or school ID as long as it shows the student’s name and photo. 
Procedures for Taking a Test

· All students must login to the Instructional Test Center database and complete the Sign In form.
· The student must show proper photo identification.
· Children are not permitted in the Instructional Test Center.
· Cell phones and other electronic devices are not permitted in the testing room.  These items must be turned off completely and left in backpacks or turned in to staff with a photo ID.  These items will be returned upon completion of the test.
· Student will be required to inform the staff of the following: 

1. instructor’s name, 

2. course name and number, 

3. title of the test he/she wants to take (i.e. Quiz 1, Test 2, Midterm).  
· The student will be informed of any allowable materials such as scratch paper, notes, books, etc.  

· The student will be notified of the amount of time allowed for the test. This time will also be noted on the Sign In form.  It will be the student’s responsibility to keep up with the time limit and return all test materials to the Instructional Test Center staff at the appropriate time.

· The staff member will file the completed test in the instructor’s file.

· Under no circumstances are students allowed to remove tests from the Instructional Test Center.

