


Running an on-line course?  Planning a formal face-to-face 
final exam?
You may have students in your on-line course who reside outside of the Niagara 
Region and not able to travel to campus to write their exam. Scheduling provides 
examination administration for instructors who have students residing at a distance 
of 150 km or more from campus. There are deadlines involved for instructors and 
students to ensure exam materials arrive in time. Contact our office for further 
details at schedule@brocku.ca

April Exam Scripts
Please hand-deliver exam papers to room MCC206 on the deadline dates March 28 
and April 4 only (at any other time, please hand deliver to the Scheduling Office, 
Decew Residence,Room R218). There will be a brief wait while the paper is checked. 
You will need to sign in your paper(s) and watch as they are dropped in the security 
box. For security reasons we cannot accept exams sent through inter-office mail or 
email.

Deadline, March 28 at 4:30 p.m.
•	 Exams running April 11-17 
•	 Random seating requests
•	 Proctor lists for all examinations in your department. Please note there should be 

1 proctor for every 50 students.

Deadline, April 4
•	 Exams running April 18-24 

Not submitting your exam paper for printing?
•	 Please advise our office that we should not expect a paper for your exam. This 

will imply that your department will be responsible for the printing cost.
•	 Please hand-deliver a copy of your already printed exam paper to our office no 

later than 24 hours prior to the exam period. The instructor (or designate) will be 
responsible for the security and transport of their exam paper to the exam site.

Materials We Provide
Registrar’s Office examinations staff will provide the following materials on the day 
of the exam:
•	 Examination papers, if the Registrar has printed them.
•	 Examination answer books, if required.
•	 Instructor proctor card.
•	 Random seating cards where appropriate.
•	 Class-lists.

Scantron sheets are not provided by the scheduling office. These can be ordered by 
your department.

Equipment
If you require special equipment for the administration of your examination please 
ensure that the space scheduled for your examination is appropriate for this 
requirement. Instructors will need to make their request to telecommunications/
Audio Visual Services prior to the examination. This would include notification for 
access to control panels, lecterns, computer equipment, video projection, etc. as 
these types of equipment may need to be placed in your room, tested to ensure in 
working order, or lectern panels will be locked and inaccessible if there is no prior 
request to open. There may not be Audio Visual support outside of regular working 
hours. Refer to the Audio Visual web site for equipment order form and deadlines for 
requests. 
brocku.ca/information-technology/teaching/av
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Important information for Instructors regarding April Exams...
Exam script - If you do not intend for your script to be placed on reserve at the end of the exam period, you must 
include the note ‘this exam will not be placed in the Library reserve’ on your exam title page.  A standard exam 
title page is available on our website, under the ‘Examinations’ section:                 
brocku.ca/registrar/faculty-staff-resources

Random Seating? Our office can provide random seating assignments for exams if required.  Each student will 
receive a card as they enter the exam site, which will randomly assign them to a seat number.  If you would like 
this option please submit your request on or before Thursday, March 28.

Make sure you have one proctor per 50 students - At least one instructor (not a Teaching Assistant) must be 
present for the duration of the examination. The ratio of proctors to students per room is one proctor per 50 
students.  Faculty Handbook rules state that Chairs must provide our office with a list of proctors who will be in 
attendance at each examination.  This list is due Thursday, March 28.

Arrive at least 30 minutes early – Faculty Handbook regulations require that instructors arrive at their exam 
location no later than one half hour prior to the commencement of their exam, for examinations of all student 
sizes.  This regulation is in place to allow time for instructors and proctors to set out materials and, more 
importantly, to resolve any unexpected problems to ensure the exam period begins and ends on time.

What if I am late for the start of my exam? It is important you be on time for your examination set up. Registrar’s 
staff are not responsible for this task, and they have other duties to perform during this time. Examinations staff 
will not wait on your arrival to admit students to the gyms. Your students will be seated, without their exam 
paper in anticipation of your arrival. If the examination is running during normal office hours, we will make every 
attempt to contact you, or failing that, a member of your department, or your Dean to advise of the situation 
and to locate someone who can attend and proctor the examination.  In the evening and on Saturday, we do not 
have contact resources available. We will dismiss the students if you or someone designated as a proctor does not 
arrive within 45 minutes of the commencement of the examination.  Depending on the circumstances, you may 
need to be prepared to move completion of a late-start exam to another location in order to allow students the 
required extended time to finish writing.

Our Examinations Staff
The Registrar employs examination staff whose 
responsibility it is to:
•	 Provide examination materials to instructors 

and their proctors upon arrival at the exam 
site, and during the exam period as required.

•	 Post examination row and seat information for 
students and instructors at the gym sites.

•	 Make all examination announcements to 
students.

•	 Document examination irregularities as 
observed and presented by the instructor or 
their exam proctors.

•	 Assist Instructors in cases of student illness, 
emergency and in cooperation with Campus 
Security as required.

•	 Assist Student Services staff regarding 
instructor contact for questions from students 
writing with a special need during the exam 
period.

•	 Collect all unused exam materials at the 
conclusion of the exam.

•	 Set out exam zip bags

Left to right: Lynda Mackinnon, Lynda Lemon, Douglas Long, Sharon Coop-
man, Linda Law, Sarah Ricciardelli, Janet Malcomson, Jan Mulligan, Susan 
Dixon.    

Absent from photo: Tracey Bilodeau, Dorrie Jones, Susan Hajdu, Laura 
Konkle, and Christina Zahaj
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