‘ CHC Policies for Make-up Testing
Faculty Information
CRAFTON HILLS COLLEGE y CHC

‘Tutoring Center

This document provides information regarding make-up testing. Proctoring make-up exams is a CHC service
currently housed in the Tutoring Center. Faculty who wish to schedule make-up tests for their students must contact

the Tutoring Center Coordinator directly at (909) 389-3566 or via email at rdbrown@craftonhills.edu.

The information in this document outlines the procedures by which make-up testing will

Make-up Testing Policies for Faculty

*  Use the Make-up Test Cover Sheet to write the details and parameters st. This will
ensure that the proctor has the correct instructions for administ, test. Contact ceive a
copy of the Make-up Test Cover Sheet via email.

*  Make sure to include the following information on th

o Instructor’s name
o Names of students taking the make-up test. NOTE: Stu ill not be allowed to take a make-

his cover sheet.

up test if their names are not incl
o Course name
o Dates for the test to remain available
o Test guidelines (open/closed notes test, ulator, tim€ limit, etc.)

o ¢ book required, scratch paper attached to tests, etc.)

Additional Facul

¢ Tests are stored ocked cabinet in an office accessible only by the Tutoring Center Coordinator.

* Please remembgr: the coordinator’s file cabinet is not used to collect homework, essays, projects, or other
student assignments on behalf of teachers. Students must deliver these assignments to their instructors’
offices or mailboxes.

*  The coordinator will only proctor make-up tests. PLEASE do not inform your students that they can use
the Tutoring Center as an alternative for taking tests in your classroom.

* The last week of the semester is an extremely busy time for the tutoring center. For this reason, there will
be no make-up testing during final exam week.
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¢ The room that will be used for make-up testing is limited to only ten chairs. Please be mindful of the
limited space when assigning make-up tests.
*  Please remember: students should NOT be responsible for delivering your tests to the Tutoring Center.

Please email or hand-deliver your test to the coordinator and complete the Make-up Test Cover Sheet.

Information Your Students Should Know

¢  Students must schedule an appointment in advance to take a make-up test. Appointments can be made

during the following times

Day Available Morning Appointments
Mondays 8:30am — 10:30am
Tuesdays None
Wednesdays 8:30am — 10:30am
Thursdays 9:00am — 12:00pm
Fridays 10:30am — 12:00pm

Some evening test proctoring appointments are available. C 389-3566 for current availability.

*  Students will be asked to present a valid I.D on Hills College I. , current driver’s license, or

other photo I.D. The only exception to this is\th identify the student at the time of
the test.)
¢ The parameters for the test (time limits, required W@terials, i ctions, etc.) are set by the instructor, and
not by the test proctor.
¢ Once students begin sting area until the test is completed.
*  Only materials that hav ctor are allowed into the testing area. Students may

place personal items in ong e cubbies near room 8 (bags and backpacks may be placed inside the

For mopé"mformation on make-upitesting, or if you have questions or concerns, please feel free to contact the

coordinator di

Robert D. Brown
Coordinator, Tutoring
Crafton Hills College
11711 Sand Canyon Road
Yucaipa, CA 92399
Phone: (909) 389-3566

Email: rdbrown@craftonhills.edu
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