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General Instructions for Assessments & Proctoring at KU

This document outlines key considerations involved in conducting best practice assessments and exam proctoring at KU. It should be consulted every semester before any assessments.

Before major exams 

· Familiarize yourself with all published KU exam related policies, procedures and guidelines prior to exam day
· KU Academic Integrity Policy ACA 3500
· KU Examinations Policy ACA 3370
· KU Special Needs Students Policy ACA 5200
· Final and Semester Examination Guidelines
· Guidelines for the Use of Unauthorized Device Detectors
· Liaise with your Department/Unit to coordinate with IT to disable Wi-Fi access points and Bluetooth signals during major assessments. Failing to follow this practice may allow students to access unauthorized online resources and engage in online communication, which leads to academic dishonesty and unfair advantages.
· Prior to the exam day, plan for invigilation by requesting additional invigilators and making use of lab staff and TAs to help with invigilation. In case you have any students with individualized exam needs, prepare to accommodate these needs in coordination with Student Services. The recommended invigilator-to-student ratio is 1:20.
· Each faculty member should have his/her own Unauthorized Device Detector for major exams. If you do not have a device, please make sure to approach your Department Administrative Assistant before the exam to collect one.
· Ensure the detection device is properly maintained, secured, and charged to guarantee its effectiveness throughout the assessment period. If the detection device is not properly taken care of, it may malfunction or fail to detect unauthorized devices, compromising the effectiveness of the proctoring process. For instructions on how to use them, refer to the Guidelines for the Use of Unauthorized Device Detectors. 
· Emphasize to faculty and course coordinators that the detection device is university property and should only be used on KU premises for official duties. Using the detection device off-campus or for personal use violates university policies and may result in disciplinary action against faculty or course coordinators, including potential loss of privileges or employment consequences.


Ensure equal and fair treatment of all students
· Educate yourself on cultural differences and be mindful of how these might influence student behavior and perceptions.
· Apply all rules and guidelines uniformly to all students, ensuring that no individual or group feels singled out or unfairly targeted.
· Focus on behaviors that are clearly against the rules (e.g., using prohibited devices such as phones, smart watch, earbuds etc.) rather than making assumptions based on appearance, demeanor, or past behavior.



Exam preparation and printing

· When preparing your assessments, be careful to take appropriate precautions: shuffle the order of questions or answers, have multiple versions, alter the problem figures, etc.
· Vary the difficulty level of questions and avoid repeating old questions.
· Avoid discussing exam status (preparation, location, marking) with students or other unauthorized people.
· If necessary, be sure to share your exams with colleagues only through encrypted / password-protected means.
· Print out your own exams and always keep your exam papers secured.
· Use the Restricted Printing Drive and collect your printed exams from the designated secured printing rooms (Main Campus: A3064, B3070, C3066 //SAN Campus: 1012, 3020, 8290).


Prior to the Exam (on the Exam Day)

· Arrive at the examination venue at least 15 minutes before the scheduled start time.
· Be prepared to remain in the exam room at all times during the exam period.
· Remind students prior to entering the exam room that they are not permitted to bring electronic keychains or keys into the testing space to prevent false positives from the detector. This will eliminate unnecessary disruptions, potentially unfairly singling out students for inspection and losing time during the exam.
· Prior to students entering the exam room, use your device detector to survey the exam room to check for potential background signals or “hotspots.”
· Once students have entered the exam room and are seated, conduct a thorough sweep with the detection device before distributing exam papers. Conducting a thorough pre-assessment sweep ensure the absence of undetected unauthorized devices, which can compromise the integrity of the assessment and potentially leading to unfair advantages for some students.


Create a calm and relaxing exam environment (on the Exam Day)

· Maintain a calm and reassuring presence in the exam room. Avoid appearing overly strict or intimidating, as this can increase student anxiety.
· Offer words of encouragement and maintain a friendly demeanor to help reduce anxiety and create an encouraging atmosphere.
· Encourage a positive and welcoming atmosphere by exhibiting an approachable attitude and remaining available for legitimate questions or concerns.
· Reinforce that the goal is to support student success and ensure a fair testing environment. Acknowledge the stress exams can cause and express confidence in students’ abilities.
· Always address students politely and respectfully. Use neutral language and tone, avoiding any language that could be perceived as accusatory or hostile.




During the Exam

· Start by taking attendance (use sign-in/sign-out sheet), checking student IDs & spacing out students. Please note that students arriving more than 5 minutes late should be denied entry. 
· Read the honor pledge out loud and be sure to verbally remind students that possession of any electronic devices constitutes cheating.
· Restrict students from leaving the exam venue. If a student leaves the exam room without being supervised, they need to hand in their examination paper and should not be allowed back in the exam room unless they have been supervised.
· Do not allow students to borrow any items (pens, pencils, erasers, calculators, etc.) from other students during an examination session under any circumstances.
· Proctors are not allowed to use any electronic devices, (e.g. personal laptops or mobile phones), while performing their duties, unless urgently required for exam purposes.
· Keep the detection device on vibration mode during the examination to minimize disruption to the class while still detecting unauthorized devices. Failing to keep the device on vibration mode during examinations may disrupt the class, causing distractions and potentially impacting students' focus and performance.
· Have invigilators/exam proctors periodically walk around the classroom with the detection device during assessments to monitor for unauthorized devices. 
· Course instructors should ensure coordination among themselves and other invigilators, making sure to cover the entire classroom effectively and regularly scan for unauthorized devices. Perhaps allow each exam proctor to focus on a specific area of the room as a lack of coordination among invigilators may result in gaps in monitoring, allowing students to use unauthorized devices in unchecked areas of the classroom or engage in other cheating related behaviors.


If perceived violations or issues do occur

· Handle any interventions or checks discreetly to minimize disruption and embarrassment for the student involved.
· If a student needs to be spoken to about a potential issue, do so discreetly to avoid embarrassment in front of other students and maintain a supportive environment.
· When addressing suspected violations, rely on clear evidence rather than assumptions. Approach the situation with an open mind and seek to understand the context before acting or reporting the violation to the Academic Integrity Committee (AIC).
· Speak to the student/students in question in a quiet tone without attracting attention of others nearby. Ask them to step outside the exam room to explain further. Describe the suspicious behavior you observed and request permission to investigate further (for example, ask student to empty pockets, reveal ears, etc.) Be conscious of dealing with students of the opposite gender by calling for additional assistance. Do not touch or perform a physical search of any students yourself under any circumstances.



After the Exam

· Promptly respond to suspicions concerning unauthorized devices by escorting the student out for further investigation to maintain the integrity of the assessment. Failing to promptly respond to suspicions of unauthorized devices may allow cheating to continue unchecked, undermining the fairness and validity of the assessment for all students.
· Complete academic integrity incident reports as soon as possible for any suspected violations (preferably the same day), ensuring a transparent and accountable process for addressing breaches of academic integrity. Not documenting suspected violations of academic integrity may result in inconsistent handling of cases, lack of accountability, and potential challenges in addressing recurring issues or patterns of misconduct.
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