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           GUIDELINES for INSTRUCTOR MAKE-UP TESTS
DSC Assessment Services administers make-up tests for individual students to meet course requirements.  Assessment Services does not administer tests for Online Courses or entire classes. Due to limited staff, testing room space, and pre-scheduled testing, check with the appropriate campus for hours of operation.* 
Instructor procedures:

· Access Instructor Make-up Test Administration Form on the Assessment webpage or at the Assessment Services office 
· Complete the form providing all requested data and attach to tests prior to submission 
· Deliver exams in person to AS office or use Instructor Make-up Testing Proxy Form **   
· Instructors will provide photo ID upon request (staff are not always familiar with faculty)

· Complete data on the Instructor Test In/Out Log
· ALL test copies MUST include the following information:
1. Instructor’s Name

2. Course Name and Number

3. Test Number
4. Student’s Name on each exam (or student must have an instructor signed test pass)  

· Reusable exams will be limited to three (3) copies per course test.
· Test copies must be clean, undamaged and updated.  

· Tests will be picked up and signed for on the Instructor Tests (Completed) Sign Out Log by instructor (or authorized proxy)
· If removing untaken tests, instructors complete the Test Removal Section of the In/Out Log
· Instructors can pick up test passes at Assessment Services 
· Instructors will pick up all of their make-up exams during finals week of each term
Student procedures:
· Student must know the instructor name, course name or number, and test number  when testing 
· Students must have a photo ID to test and will be required to sign-in
· Test passes are required for CPT & Exit make-up exams and for all exams without student names on them

· Students will follow AS center rules for starting times (please check at each campus)     

Assessment procedures:
· Post Instructor Make-up Testing information forms on Assessment web pages  
· Provide security for instructor exams using the sign-in and sign-out process
· Administer tests per instructions

· Send exams to other DSC sites: AS staff will log in exams at one campus, package securely, and send to AS Centers at other campuses via campus mail. Receiving campus will log-in and secure the tests 
· Coursework will not be collected or accepted
· Assessment Services does not score or distribute scores for instructor tests
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* Some campuses require appointments for make-up exams.
** Faculty with special needs may authorize a proxy (DSC ID required) to deliver and/or pick up exams by submitting the Instructor Make-up Testing Proxy Form (valid for one academic term).
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