Department of Mathematics and Statistics

Procedures for Make-up Tests
Generally speaking, instructors will proctor their own make-up exams.

In the case of extenuating circumstances, the instructor will follow these steps:
1. To get permission to take a make-up exam, students must present written proof    to their instructors that they had a valid reason to miss the test on the regular date.
2. The test must be modified to use as a make-up if the original exam was returned to the class before the date of the make-up.
3. If help from the department’s staff is required , we need the following: 

· Instructors must provide their own copy (paper or electronic) of the test to Claudia or Gail.  If sending this document electronically, please send to Claudia at clouds@math.unm.edu and cc Gail at gmercer@math.unm.edu and cc Linda at livingst@math.unm.edu.
· Instructor must fill out the attached “Make-up Exam Proctoring Request” and give it to Claudia or Gail no later than the day before the test. That can also be sent electronically to them along with a copy of the make up test.  If sending this electronically please send to clouds@math.unm.edu and cc gmercer@math.unm.edu and livingst@math.unm.edu.

· Form must specify the following:

-  Course and section number, and name of the student taking the test

-  Date AND time when the student will come to the department to take

          the test. Times for the test must be between the hours of 8:00 and 10:00         

          in the AM or 1:00 and 3:00 in the PM   

       -  How much time the student will have to work on the test

       - If the student may use a calculator AND what kind of calculator 
       - If notes, open book or index cards are allowed during the test

       - Any other restrictions for the exam 

4. If more than two students will be taking the test at the same time, instructor needs to reserve a room and stay with the students for the duration of the test.
Make-up Exam Request
Instructor name:__________________________________________________________
Name of student taking make-up:_____________________________________________

Date of make-up:_____________________Course #:___________Section #__________

Exact time student will be showing up to take exam*:_____________________________

Amount of time allowed:___________________________________________________

Please check all allowable items:

[ ] Graphing Calculator

[ ] Open book



[ ] Notes

[ ] Scientific Calculator

[ ] Index Card

Any other restrictions:______________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

* Make- up exams will be given during the hours of 8:00 AM and 10:00 AM, and 1:00 PM and 3:00 PM. Students arriving outside of these times will be turned away.

Office use only:

Exam handed out by:______________________________________________________

Exam started at:___________________________________________________________

Exam turned in at:_________________________________________________________

