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GUIDELINES  STATEMENT 

  

University of Maryland School of Nursing (UMSON) entry-level course directors, master’s-level 

course masters, and Doctor of Nursing Practice (DNP)-level course masters will use these 

guidelines when administering supervised paper-based assessments or tests, regardless of the 

testing location. Course directors/course masters may apply these guidelines to students requiring 

special accommodations as well. 

 

RATIONALE 

 

Course directors and course masters are responsible for the overall management of administering 

face-to-face testing guidelines at both the Baltimore and Universities at Shady Grove locations. 

Course directors and course masters are responsible for communicating, coordinating, and 

collaborating with course faculty to maintain consistency among UMSON locations and 

instructional sites. For courses in which there are didactic and clinical components, course 

directors and course masters will work collaboratively to implement these testing guidelines 

regardless of the testing location.  

 

SCOPE 

 

These testing guidelines apply to Bachelor of Science in Nursing, Master of Science in Nursing 

(MSN), and DNP programs. 

  

CONTACTS 

 

Associate Dean for the Baccalaureate Program 

Associate Dean for the MSN Program  

Associate Dean for the DNP Program 
 

PROCEDURES 
 

Planning for seating the students  
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1. If possible, students will sit in every other seat.  

2. If possible, an additional proctor is recommended for each 50 students. 

3. Instructors may choose to assign student seating.  

 

Distributing the test  

 

1. Before the test is distributed, students will put all possessions, including jackets/coats/hats, 

scrap paper, books, cell phones, computers, smartwatches, water bottles, and all belongings 

except No. 2 pencils and tissue(s) in the front or the back of the classroom.  

2. Cell phones will be turned off.   

3. If needed, proctors will distribute calculators and scrap paper.  

4. Once the exam distribution begins, there is no talking. Students will not open the test 

booklet until instructed to do so by the instructor.  

5. The test booklet should have a cover sheet such that no question is visible when the test is 

distributed.  

6. The UMSON Code of Conduct will appear on the face sheet with a line for students’ 

signatures. Instructors will remind students about the Code of Conduct (in the Student 

Handbook1) and will then instruct students to sign the code.  

7. Students waiting for others to receive their tests can bubble their name and ID number on 

their answer sheets and sign the Code of Conduct statement.  

8. At the discretion of the instructor, students may be required to show a photo ID either at the 

beginning or at the completion of the exam.  

9. Instructors will attempt to limit outside noise and activity (e.g., by using temporary 

signage). 

 

During the test  

 

1. Students will remain in their seats and silent once the test has started.  

2. Students with questions should raise their hands, and a proctor will address them at their 

seats.  

3. The only questions allowed during testing are ones related to typing errors.  

4. To ensure consistency in responding to content-related questions, proctors will not respond 

to such questions during the test.  

5. Students needing to go to the restroom should leave their test materials with a proctor and 

be excused one at a time.  

6. Proctors should note students who excuse themselves to go to the restroom during the test.  

7. Proctors will vigilantly look for unusual student behaviors that might indicate academic 

dishonesty.  

8. Students must keep their test booklets/answer sheets flat on their desks so they cannot be 

easily observed by other students.  

                                                 
1 http://www.nursing.umaryland.edu/student-life/handbook/  

http://www.nursing.umaryland.edu/student-life/handbook/
http://www.nursing.umaryland.edu/student-life/handbook/
http://www.nursing.umaryland.edu/student-life/handbook/
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9. As students finish the test, they should turn in the test booklet, answer sheet, and any 

scratch paper, gather their belongings, and leave the room without talking to other students.  

10. If the proctor thinks a student is looking at another student’s paper, the student potentially 

looking at the other student’s paper should be reseated, in a manner that minimizes 

disruption of other students taking the test.  

11. Students who arrive late will be seated by the proctor and will not be given any additional 

time to complete the exam.  

12. No test booklets, answer sheets, or scrap paper are to be removed from the room.  

13. Instructors may choose to write the time remaining to complete the exam on the board at 

the front of the room to monitor elapsed time  

14. Strategies for addressing suspected cheating are as follows:  

a. Do not stop a student from completing the exam, even if you believe that he/she is 

cheating. Instead, interrupt the misconduct as described below and identify those 

involved by setting their exams aside, once completed, and recording their names.  

b. If a student is using notes or has notes visible, immediately and discreetly confiscate the 

notes. These materials may be important evidence if a student denies cheating, so keep 

them as a record. Make a note on the student’s exam, once completed, indicating when 

the notes were taken.  

c. If students are talking, announce that no talking is permitted during exams, quietly ask 

the students to stop talking, or separate the students.  

d. If you learn that a student may be taking an exam for another student, quietly approach 

him/her and ask for identification. If the student cannot or will not provide 

identification, you can call campus police, or you can refuse to credit the exam until 

identification is presented.  

e. If a student is looking at others’ work, announce to the class that all work is individual, 

and/or quietly tell the student that eyes must be kept on one’s own paper. 

 

Make-up exam  
 

If a student is unable to take the exam at the scheduled date/time, an alternatively formatted test 

(e.g., short answer or essay) may be developed and administered. 

 

DATE AND SIGNATURE 

 

 

Date:    December 18, 2019 

     

Approved by the Dean:  

 

 


