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The	Proctor’s	guide	to	stuff	that	can	happen	during	an	exam,		
and	what	to	do	about	it....	

	
This	 guide	 is	 meant	 as	 a	 supplement	 to	 the	
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proctor,	you	do	not	have	the	right	to	apply	any	penalty,	nor	to	remove	the	student	from	the	
exam.		Instead,	you	should	find	a	witness	(e.g.,	another	proctor),	gather	evidence,	document	
the	incident,	and,	if	necessary,	take	steps	to	prevent	continued	cheating	from	taking	place.	
	
The	 things	 that	 can	 happen	 during	 an	 exam	 may	 not	 unfold	 exactly	 as	 given	 below.	
However,	you	are	expected	to	use	your	judgment,	and	you	may	extrapolate	an	appropriate	
response	from	one	of	the	incidents	given	below.		We	welcome	suggestions	and	additions	to	
this	guide.		Please	send	your	comments	to	acadsci@uwo.ca.	
	
	
Stuff	that	can	happen…	
	
Student	ID	
	
Q.	 A	student	has	no	student	ID	or	any	other	kind	of	photo	ID.		Should	I	remove	him	or	her	

from	the	exam?	
	
A.	 	 The	Chief	 Proctor	may	bar	 the	 student	 from	 the	 exam,	 but	 also	 has	 the	 discretion	 to	

allow	the	student	to	write	the	exam	if	the	Chief	Proctor	is	satisfied	that	the	student	is	
likely	 the	 person	 he	 or	 she	 claims	 to	 be	 and	 provided	 that	 the	 student	 provides	
satisfactory	evidence	of	his	or	her	 identity	after	 the	examination.	 	One	 recommended	
procedure	is	to	ask	the	student	to	sign	the	top	of	the	exam	or	scantron	sheet	using	his	
or	 her	 normal	 signature,	 in	 two	 places.	 Check	 that	 the	 signatures	 match,	 and	 if	 they	
don’t,	ask	the	student	to	sign	again.		

If	you	have	a	camera/cell	phone,	you	could	also	take	a	photo	of	the	student.		Inform	the	
student	that	he	or	she	will	have	to	present	his/her	student	ID	after	the	exam	and	tell	the	
student	 where	 this	 must	 be	 done	 (in	 fact,	 if	 the	 student	 finishes	 early	 and	 is	 able	 to	
return	with	valid	ID	before	the	exam	finishes,	the	matter	can	be	taken	care	of	with	no	
further	requirements).	

If	the	student	is	permitted	to	write	the	exam	under	these	circumstances,	then	you	must	
document	the	 incident	carefully.	 	Once	the	student’s	 ID	 is	verified,	any	photo	taken	at	
the	exam	should	be	destroyed.				

Always	check	student	ID	carefully	during	the	nominal	roll.		See	below.	
	
	
Q.	
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Q.	 The	photo	on	the	ID	does	match	the	student	presenting	it,	but	does	not	match	the	photo	
on	file	in	the	class	list	(which	you	printed	out	in	advance).	

	
A.	 The	 student	 ID	 is	 very	 likely	 a	 forgery,	 and	 you	 should	 call	 the	 campus	 police	

immediately.	 	 Do	 not	 chase	 the	 student	 down,	 but	 do	 make	 careful	 notes	 of	 the	
situation,	including	the	name	of	the	student	in	question.	

	
	
Entering	and	Leaving	the	Room	
	
Q.	
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Q.	 Now	I’m	sure	this	person	is	looking	at	another	student’s	exam.		Should	I	pull	their	paper	
and	throw	them	out?	

	
A.	 No—a	sanction	can	only	be	applied	after	an	investigation	of	a	scholastic	offence	by	the	

department	Chair	 (which	should	certainly	occur,	 in	 this	case).	 	Make	a	careful	note	of	
the	 time	 and	 all	 the	 relevant	 details	 on	 the	 nominal	 roll	 sheet.	 	 If	 you	 don’t	 already	
know,	get	the	names	of	all	students	adjacent	to	the	“cheater.”		If	there	is	more	than	one	
proctor	 present,	 alert	 another	 proctor	 to	 the	 behavior	 and	 get	 them	 to	 witness	 the	
events	and	co-sign	as	noted	on	the	nominal	roll.	

Warn	 the	 student	 quietly	 that	 he	 or	 she	 has	 been	 observed	 exhibiting	 suspicious	
behavior	and	move	the	student	to	the	front	of	the	room	if	a	vacant	desk	is	available.		At	
the	 end	of	 the	 exam,	 tell	 the	 student	 that	 he	 or	 she	will	 be	 investigated	 for	 cheating.		
Inform	the	chief	proctor	or	exam	coordinator.	

	
	
Cheat	Sheets	
	
Q.	 On	a	routine	inspection,	I	find	that	the	student’s	calculator	(or	water	bottle	label,	etc.)	

has	some	relevant	data	written	on	it.		Is	that	the	end	of	the	exam	for	this	person?	
	
A.	 No.	 	Again,	make	a	careful	note	of	the	time	and	the	circumstances	on	the	nominal	roll.	

Confiscate	 the	 calculator	 (or	 other	 item,	 or	 perhaps	 just	 the	 removable	 cover	 of	 the	
calculator).	 	 At	 the	 end	 of	 the	 exam,	 inform	 the	 student	 that	 he	 or	 she	 will	 be	
investigated	 for	cheating.	 	Do	not	give	the	 item	back	to	 the	student.	 	 If	 the	student	
makes	 a	 huge	 fuss,	 call	 the	 campus	 police.	 	 Inform	 the	 chief	 proctor	 or	 the	 course	
coordinator.	

	
	
Q.	 At	the	end	of	the	exam,	the	student	who	had	the	calculator	with	writing	on	it	comes	to	

confess	and	says	that	he/she	will	accept	a	zero	on	the	exam	if	it	goes	no	further.		
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Exam	Interruptions	
	
Q.	 During	the	exam,	the	fire	alarm	goes	off.		Can	students	grab	their	stuff?	
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