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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 AI 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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 تاناحتملاا ة*قارم ةسا#س

 2026–2025 678دا4لأا ماعلا
 
 ةماعلا تایلوؤسملا

 

 :طا*ضنلااو روضحلا
/4 دجاوتلا /.-بقارملا &ع بج"

 لق" لا امB ةIئاهنلا تاناحتملااو (SBA) ةKراIعملا تامIيقتلا تارا@تخا ءدB ل@ق مهل ةصصخملا ناحتملاا ةعاق 5
/4 .رداhلا نم رخآ وضع يأ عم ة@قارملا ماهم لاد@`ساB حمسُ] لا .قئاقد 10 نع

 بلاطلا mn@ي نأ بج" ،SBAـلا تارا@تخاB ةصاخلا ةعمجلا ما"أ 5
4/
احا@ص 11:10 ةعاسلا unح مهفوفص 5

w
 تاهيجوت ردصت مل ام مهيلإ ةل}وملا مهماهم ءادأ /.-بقارملا &ع /.-عتي .ىرخأ تامIلعت ردصتُ مل ام 

 .ةرادلإا نم ةفلاخم
 
IJهملا كولسلا

8: 
/4 ةزهجلأا عيمج mn@ت نأ بج" .ة@قارملا ءانثأ ةلومحملا بوساحلا ةزهجأ وأ ةلومحملا فتاوهلا مادختسا /.-بقارملا &ع رظحُ"

 .تماصلا عضو 5
امامت عنمُ" ام}

w
 .ناحتملاا ة�nف للاخ بلاطلا وأ ءلامزلا عم ثدحتلا 

 
 :ةعاقلا ةرادإ
 .ناحتملاا ة"ادB دنع ة��ا@م روضحلا ذخأ /.-عتي ام} .را@تخلاا ة�nف لاوط ةحوتفم ناحتملاا ةعاق باوبأ ءاقBإ بج"

 

 بلاطلا ةرادإ
 

 :ةلومحملا ةزهجلأا
اقفو

w
 قتاع &ع عقت .ناحتملاا ءانثأ مهبئاقح لخاد ةظوفحمو ةأفطم بلاطلا فتاوه mn@ت نأ بج" ،ةثدحملا ةلومحملا فتاوهلا ةساIسل 

 .مسقلا ف��م �إ wاروف اهنع غلاBلإا بج" ةفلاخم يأ .ءارجلإا اذهب ما/�nللاا نامض ةIلوؤسم /.-بقارملا
 
 :دعاقملا بRترت
اقفو بلاطلا سلج" نأ بج"

w
/4و .دعاقملا تاقاط�و ددحملا سولجلا ططخمل 

 مIظنت بقارملا &ع /.-عتي ،سولج ططخم رفوت مدع لاح 5
/4 بلاط يأ سولجB حامسلا مدع عم ةعاقلا لخاد لاعف ل�ش� بلاطلا سولج

 ..�خلأا فصلا 5
 
 :روضحلا نع رخأتلا
 .ناحتملاا ةعاق �إ لوخدلاB بلاطلل حامسلا ل@ق مسقلا ف��م عم لصاوتلا بقارملا &ع /.-عتي ،قئاقد 5 نم ���أ بلاطلا رخأت اذإ

 
 :بلاطلا ةلئسأ

/4 .ةدعاسم وأ حيضوت يأ م"دقت /.-بقارملل زوج" لاو .ناحتملاا ءانثأ ةلئسلأا ح¡طB بلاطلل حمسُ] لا
/4 أطخ دوجوب ەا@`شلاا لاح 5

 ةقرو 5
 .5̈"دا§لأا مسقلا س¦ئر .�ش`س] ەرودB يذلا ،مسقلا ف��م غلاBإ بقارملا &ع بج" ،ناحتملاا

 

 ةبقارملاو ةظقیلا
 
 :ةطش^لا ةع[اتملا
/4 امB ،ناحتملاا ة�nف لاوط طش© ل�ش� بلاطلا ةعBاتم /.-بقارملا &ع بج"

/4 فوقولا كلذ 5
/mلخلا ءزجلا 5

 ةزهجلأا ة@قارمل ةعاقلا نم 5
افقاو بقارملا mn@ي نأ بج" .تاIكولسلاو

w
اسلاج ءاق@لل مسقلا س¦ئر نم صاخ نذإ &ع لصح اذإ لاإ ناحتملاا ة�nف لاوط 

w
 4/

 .ةصاخ فورظ 5
 
 :شغلا نع غلا[لإا
/4 امB ،شغ دوجوب د�Iأت وأ ەا@`شا ةلاح يأ

 .مسقلا ف��م �إ wاروف اهنع غلاBلإا بج" ،5̄انطصلاا ءا}ذلا تاودأ مادختسا كلذ 5
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 تاناحتملاا میلست

 

 :م#لسeلا نم ققحتلا
 .Schoology ةصنم ±�ع مهتاناحتما مIلس`ب اوماق دق بلاطلا عيمج نأ نم د�أتلا /.-بقارملا &ع /.-عتي ،ناحتملاا ةعاق بلاطلا ةرداغم ل@ق
 تقولا فصن ءاضقنا ل@ق ةعاقلا ةرداغمB بلاطلل حامسلا زوج" لا ام} .��ا@م ل�ش� بلاط ل} زاهج &ع مIلس`لا ةIلمع نم ققحتلا بج"
 .لقلأا &ع ناحتملال صصخملا

 


