If you are a student enrolled in a course that requires proctored exams with the Academic Proctoring Center
and DO NOT RESIDE WITH SAN DIEGO COUNTY, you will be required to adhere to the following procedure:

e Find a qualified proctor at an alternative testing center to proctor your exam.
(National College Testing Association or California Community College Online proctoring Network)

1. Student must complete and sign “SECTION 1” of the Proctor Request form

2. Have“SECTION 2” of the Proctor Request form completed, initialed and signed by the
qualified proctor.

3. Submit this form to the MiraCosta Academic Proctoring Center at least ONE WEEK
prior to the exam start date. Exam coordination is not guaranteed for form
submittals past this date.

e Both the student and the proctor must adhere to the exam dates (Pacific Standard Time) listed on the
student’s syllabus or class website.

e Student may incur a fee for proctoring services at an alternate testing center and may also incur a fee
for exam return to MiraCosta College.

WHO QUALIFIES AS A PROCTOR

e The proctor must be a test administrator, proctor, teacher, librarian or administrator who is employed by
a community college or university in your area and can administer the exam on campus.

e If you do not live within a reasonable distance of a community college or university, some exceptions can
be made for an approved proctor at and elementary/secondary school or an Educational Services Officer
for the U.S. Military. Please contact the Academic Proctoring Center directly at 760-757-2121 ext. 8841
or clctesting@miracosta.edu if you require such an exception.

e The proctor must be able to meet all the technical requirements for online course exams (Canvas).

e The proctor cannot be a relative of the student, nor live at the same address as the student. A proctor
may not be a current student at MiraCosta College.

e The Academic Proctoring Center staff reviews each Proctor Request form and will determine if the
criteria has been met. If the criteria has not been met, the student will be notified for the next
appropriate action. The signed form is a binding agreement between the proctor, the student and
MiraCosta College to ensure confidentiality and academic integrity through proper administration of
examinations. The proctor is expected to prevent acts of academic dishonesty including, but not limited
to: cheating, plagiarism, stealing or copying an exam and/or engaging in collusion.

CLICK THE LINK BELOW FOR THE LATEST TECHNICAL REQUIREMENTS FOR CANVAS
https://community.canvasims.com/docs/DOC-10721



mailto:clctesting@miracosta.edu
https://community.canvaslms.com/t5/Canvas-Basics-Guide/What-are-the-browser-and-computer-requirements-for-Instructure/ta-p/66
https://www.ncta-testing.org/interactive-map
https://cvc.edu/proctoring-network/

STUDENTS: This form is required ONE WEEK prior to the exam start date. Exam
coordination is NOT guaranteed for form submittals past this date

SECTION 1: STUDENT AND COURSE INFORMATION — Please complete ALL HIGHLIGHTED fields
Student Name: SURF ID #:
Student Phone #: Student Email:
Course Name: Section #: Instructor:
Please indicate if you have been approved for SAS accommodations (Check One) Yes: No: |_| |
Exam #1 Exam #2 Exam #3 i
Start Date: Start Date: Start Date:
End Date: End Date: End Date:
Exam #4 Exam #5 Exam #6
Start Date: Start Date: Start Date:
End Date: End Date: End Date:

As a student, | agree to the following:

e To beresponsible for locating a proctor and setting up an appointment for the exam. The appointment should be no later than
the date the exam is being administered to students on campus.

e To beresponsible for ensuring the proctor can meet all of the technical requirements of my course exam. (see page 3 for
details).

e To beresponsible for any fees that are charged by the institution or proctor to have my exam proctored at the requested
alternative location and/or for the return of test materials to the MiraCosta APC.

Student Signature (required for approval)s Date:

SECTION 2: PROCTOR INFORMATION — Please complete ALL HIGHLIGHTED fields

Proctor Name: Title:

Name of Institution: Work Phone #:

Email Address**:

Location at institution where exam will be proctored:

Supervisor’s Name: Supervisor’s Phone:

Supervisor’s Email:

PROCTOR INITIALS REQUIRED:

I will not use any personal (student or proctor) laptops, computers etc. to have the exam proctored and will provide an appropriately secure
environment for this student to complete the designated examinations for this course and will abide by the instructions of the instructor..

I agree to track the amount of time the student is allotted for the exam, to monitor the student while they test and to never share exam
passwords or confidential information.

I do not personally know this student.

I am abe to meet all the technical requirements necessary for online course exams as outlines on page 1.

| agree to read the provided exam directions and email the Proctor Verification report and Student Signature after the exam has
been completed.

*A supervisor may be required to verify the Proctor’s employment status at the requested institution*
**Please use work email -exams will not be sent to personal email address**

Proctor Signature (required for approval): Date:

Return form to: clctesting@miracosta.edu 760.757.2121 ext.8841



mailto:extension-exams@miracosta.edu
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