
DEPARTMENT OF MATHEMATICS

Date: ________________________________________________________________________
Proctor Name (please print): ____________________________________________________
Proctor Student Number: _______________________________________________________
Professor’s Name (please print): _________________________________________________
Time worked (in minutes): ______________________________________________________
Course (i.e., MA122A): __________________________   Room: _______________________
MEMO TO: Mathematics Proctors

1. 	Proceed to your designated test room and, as soon as possible, distribute test papers on every second desk; it is desirable to have the desks neatly arranged in rows and columns before beginning, and to place the papers in alternate columns to obtain maximum isolation.
2. 	Admit candidates into the test room a couple of minutes before the midterm begins. No‑one should begin until instructed by you to do so.
3. 	All candidates' notes and books should be placed safely out of sight (at the front of the test room, for example).
4. 	Proctors must always keep close watch on candidates ‑ this is impossible if you are
reading or studying.
5. 	Circulate the sheet of paper provided for candidates' signature (I.D. not necessary) about 15 minutes after the test starts. It is essential that 1‑1 correspondences exist between candidates, signatures and papers! Check this.
6. 	At the end of the test, check that the number of papers equal the number of signatures and bring the papers to the designated room.
7. 	Details on dealing with cheating is provided on the back of this page.
Generally, all rooms used for the test have been booked by the Mathematics Department. Usually the room is being used for a class which should end 10 or 15 minutes before the midterm you are going to proctor is to start. If you can't get into the room until the time your exam is to start, distribute the papers and get the test started as quickly as possible. In such cases you should give the students extra time at the end ‑ i.e. they must be given the full allotted time to write the test.
It is possible that you would have a problem with an instructor wishing to start preparations for an evening class prior to 7:00 pm. The instructor may do so only if the room is free.  You may take until 7:00 pm to count and complete all tasks relating to the exam.











Department of Mathematics
Dealing with Cheating


Proctors should discourage cheating by keeping close watch and occasionally moving about the room. Students should be aware that they are being watched. In spite of this there may occasionally be attempts to cheat.

If you suspect a student of attempting to read from another student’s paper, a quiet warning to that student will usually suffice to put an end to the suspicious activity. You can similarly deal with students who are talking with each other. Should these activities persist, the offending student or students can be moved to other seats in the room.

If you should catch a student engaged in a blatant form of cheating you should; if possible, confiscate any unauthorized materials which the student is using. Make a note, preferably in writing, of all relevant details including the time of the occurrence and make a full report to the instructor as soon as possible. The student is to be permitted to continue writing the test. At the end of the test, keep separate the papers of any student(s) suspected of cheating.

