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Assessment Proctoring Policy
Academic Year 2025-2026

General Responsibilities

Arrival and Attendance:

Proctors must arrive at their assigned exam room at least 10 minutes before the start of SBAs and End
of Semester Exams. Swapping proctoring duties is not permitted. For Friday SBAs, students must
remain in their classrooms until 11:10 AM unless otherwise instructed. Proctors are required to fulfill
their assigned duties unless directed otherwise by the administration.

Professional Conduct:
Proctors must not use mobile phones or laptops during invigilation. All devices must remain on silent
mode. Conversations with colleagues or students are strictly prohibited during the exam.

Room Management:
Exam room doors must remain open throughout the assessment. Attendance should be taken

promptly at the start of the exam.

Student Management

Mobile Devices:

In line with the updated Mobile Phone Policy, students’ phones must be switched off and stored in
their bags during exams. Proctors are responsible for ensuring this rule is followed. Any violations
must be reported immediately to the Section Supervisor.

Seating Arrangements:

Students must sit according to the designated seating plan and desk labels. If no seating plan is
provided, the proctor must space students effectively throughout the room and must not allow
students to sit in the last row.

Late Arrivals:
If a student arrives more than 5 minutes late, the proctor must contact the Section Supervisor before
allowing the student to enter the exam room.

Student Questions:

Student questions during exams are not permitted. Proctors must not provide clarification or
assistance. If there is a suspected error in the exam paper, the proctor should notify the Section
Supervisor, who will consult the Head of Department.
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Vigilance and Monitoring

Active Monitoring:

Proctors must actively supervise students throughout the exam, including standing at the back of the
classroom to monitor devices and behavior. Proctors should remain standing unless authorized by the
Head of Section under special circumstances.

Reporting Cheating:
Any suspected or confirmed cases of cheating, including the use of Al tools, must be reported

immediately to the Section Supervisor.

Exam Submission

Verification of Submissions:

Before students leave the exam room, proctors must confirm that all students have submitted their
exams on Schoology. Submissions should be verified directly on each student’s device. Students must
not be dismissed before at least half of the allocated exam time has passed.
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