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EXAMINATION GUIDELINES
FOR CIVIC CENTER

Arrive with plenty of time to take your exam(s). Check
in times are between 9:30am and 7:00pm. Allow

yourself 1 ¥ - 2 hours for each exam. Proctors will not

remain in the testing center after hours. Be sure to
check in by 7:00pm. The testing center will close at
precisely 9:00pm. Be prepared to take your exam once
you have entered the testing center. You will not be
allowed to leave the center until you have completed
your exam.

Bring Picture ID of yourself (driver’s license preferred).
Must present this ID to sign in and out for each exam
you are taking. You will be allowed to take only one
exam at a time from the registration table.

Bring a number 2 pencil, and a blue or black ink pen.
An exam that cannot be read cannot be graded.

All cellular phones and pagers are required to be turned
off during exams. You are required to refrain from
talking to other students until you have completed your
exam(s). No cassette or CD players may be used.

Leave one seat between yourself and your neighbor. If
you are taking an open book test, you will be required
to sit at the front of the room where the proctor can
easily see you. All books and book bags are to be placed
in the designated area. Purses should be placed under
the testing table.

(continued on back)



Do not bring children to the testing site.

Do not bring food to the testing site.
Canned drinks and bottled water are OK.

Please remember in most cases the proctor will not be
your instructor and cannot answer course-specific
questions or make any type of allowances for you. Please
be polite; proctors would help if they could. If you have
any questions or concerns about specific exams,
proctors will forward them to your course instructor.

In most instances, your grades will be mailed to you
within one to two weeks depending on the course
instructor’s class and work schedule and the U.S. Postal
Service.

It is our goal to provide you with a quiet atmosphere in
which to take your exam. Please be considerate of
others.



