FBC TEST REQUEST FORM


PLEASE NOTE THAT ONLY EXAMS WILL BE COLLECTED AT THE TESTING CENTER. HOMEWORK ASSIGNMENTS, ETC. CAN BE LEFT UPSTAIRS IN ROOM 224.
Instructor picked up tests on _____________Proctor initials:_________Instructor initials:__________
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Hours of Operation:

Mon.-Thurs.: 7:30 a.m.- 9:00 p.m.
Fri.: 7:30 a.m.- 4:30 p.m.  Sat.: 9:00 a.m.- 2:00 p.m.

IMPORTANT REMINDERS:

1.  Name of Instructor must be on all tests.    3.  Student photo identification is required.
2. Leave a roster form for all classes.      4.  No test will be started one hour prior to closing.
	Student Last Name, First Name
	Course Subject:

	
	

	
	Course Number & Section:

	
	

	
	Exam Number & Title:

	
	

	
	Date Submitted:

Copies Left:


Materials Allowed

Scratch Paper
Y      N


           Periodic Table

Y      N

Calculator
Y      N


           Dictionary

Y      N

Worksheets
Y      N


           Thesaurus

Y      N

Notes

Y      N


           Computer

Y      N

Books

Y      N


           Please specify program ___________

           Nothing Permitted (  )                                      Log In Information:______________

	Students Complete Exam On: (see below)       
	Test to be issued no later than the following:  Date:___________Time:______

	The Test (  )                                                       
	                           

	Scantron (  )
                                     
	Time allowed: Hrs____Min_____No Limit___                                      

	Blue Book (  )
                                              
	


	Student’s Own Paper (  )
	

	Test to be picked up by instructor no later than:  Date:
___________Time:_______
     


	Special Instructions/Accommodations:




	

	







	

	

	Instructor’s Last Name:                                         First Name: 

	Instructor’s Phone #:                                               Signature:                                       


FOR FURTHER INFORMATION, PLEASE SEE THE ASSESSMENT CENTER GUIDELINES ON THE REVERSE SIDE.

 
          Lone Star College Fairbanks Center 

Assessment Center Guidelines

1. The Assessment Center can not administer a test properly without a completed Examination Request Form.

2. Tests should be delivered in person, by inter-office mail or e-mail.  No faxed tests will be accepted.  
3. Instructors must complete an Examination Request Form specifying: the students permitted to take the exam, the exam guidelines, the materials allowed, and any special services needed.  
An electronic online form (for e-mail) is available in My Lone Star.   
From the Main Menu, select LSCS Custom, then Testing Center Requests, then Request Form.  In the Add a New Value tab, create a Test Name (example: Test 3), choose a Term, and click the Add button. 
You will find that this form is password protected.  All faculty and staff can access it using their My Lone Star user name and password.  

4. Instructors utilizing the Assessment Center are required to pick up their exams (taken/untaken exams).  Tests not picked up by on-campus instructors by the end of each semester will be held for 14 days and then destroyed.  Off-campus instructors will have their tests sent to them by inter-office mail.  The Assessment Center will not be responsible for tests lost in the mail.
5. Please inform students that they must bring a photo ID in order for us to administer any test. This is not negotiable.
6. The Assessment Center cannot accommodate large groups or classrooms of students.  Contact the Learning Commons Coordinator if you need a special accommodation.
7. If there is any suspicion of cheating while testing, the Assessment Center will provide the instructor with an Incident Report detailing the problems that occurred.  The instructor will then determine the consequences for the student.






