Faculty Guidelines for Using the Belmont University Testing Center
The Belmont University Testing Center partners with faculty to provide a secure, distraction-reduced testing environment for make-up exams, distance-learning exams requiring proctoring, and exams requiring approved accommodations coordinated through the Office of Accessibility. 

Important Information for Faculty
Faculty must submit all exam materials and testing instructions to testing.center@belmont.edu at least two business days before the student's scheduled Testing Center appointment. Weekends and university holidays do not count as business days. Exams cannot be administered until all required materials and instructions have been received. Late or incomplete submissions may require a student to reschedule their appointment. 
Examples:
· Monday appointment → Materials due by Thursday at 4:00 p.m.
· Tuesday appointment → Materials due by Friday at 4:00 p.m. 
The Testing Center prints all paper-based exams and approved testing materials. Faculty and students should not bring printed exams to the Testing Center. 
The Testing Center does not accept physical exam drop-offs. All exam materials must be submitted electronically via email. 
The Testing Center does not physically return completed exams. Completed paper-based exams are scanned and emailed to faculty within one business day of testing. After the instructor confirms receipt, paper copies are securely shredded and electronic copies are permanently deleted. 
Students are responsible for scheduling their own Testing Center appointments. Faculty are responsible for providing exam materials and testing instructions by the required deadline. 

Faculty Process
Step 1: Student Schedules an Appointment
Students are responsible for scheduling their own Testing Center appointments through the Belmont University Testing Center website. After scheduling an appointment, students should promptly notify their instructor of the appointment date and time. Faculty should submit exam materials only after receiving the student's appointment information. 
Step 2: Faculty Submits Exam Materials
Faculty should email all required materials to testing.center@belmont.edu at least two business days before the student's scheduled appointment. 
Each exam submission must include:
· Exam file(s) in PDF format
· Completed and signed Testing Information Form ("Entry Ticket")
· Approved supplemental materials (formula sheets, reference sheets, tables, diagrams, etc.), if applicable
· Passwords and login instructions for computer-based exams, if applicable
· Any special testing instructions or approved accommodations 
To ensure accurate administration, faculty are responsible for providing complete and clear testing instructions. If instructions are unclear, incomplete, or conflicting, the Testing Center may delay administration of the exam until clarification is received. 
If exam instructions, passwords, approved materials, accommodations, LMS settings, or time limits change after submission, faculty should notify the Testing Center as soon as possible. 
Step 3: Student Check-In
Students must present:
· Signed Testing Information Form ("Entry Ticket")
· Belmont University ID
· Government-issued photo ID (driver's license, passport, etc.) 
Students who do not present the required identification or Testing Information Form may be unable to begin testing until the required documentation is received. 
Testing Appointment Times
Testing appointments begin at standardized times throughout the day, including:
· 8:10 a.m.
· 8:30 a.m.
· 8:50 a.m.
· Continuing at :10, :30, and :50 past each hour throughout the day. 
Students should arrive 10 minutes before their scheduled appointment time to allow sufficient time for check-in and identity verification. 
Students who arrive late may need to wait for the next available testing session or reschedule their appointment. 
Step 4: Exam Administration
The Testing Center administers exams according to the instructions provided by faculty. Only materials specifically approved on the Testing Information Form may be used during testing. 
Students are responsible for bringing any approved personal testing materials, such as specific calculator models. The Testing Center does not provide calculators, textbooks, notes, or other course-specific materials unless arrangements have been made in advance. 
To support academic integrity, the Testing Center utilizes live proctoring, video monitoring, and secure handling of testing materials. Suspected academic misconduct will be documented and reported to the instructor. 
Step 5: Return of Completed Exams
Paper-Based Exams
· Completed exams are scanned and emailed to faculty within one business day following testing.
· Physical exams are not returned.
· Electronic copies are deleted and paper copies are securely shredded after receipt is confirmed by the instructor. 
Computer-Based Exams
· Results are available through the Learning Management System (LMS).
· The Testing Center does not distribute grades.
· The Testing Center does not provide individual completion notifications. 
Testing Information Form ("Entry Ticket")
A completed and signed Testing Information Form is required for all exams. The form serves as the official record of testing instructions, time limits, approved materials, and testing conditions. 
The form may be completed by:
· The faculty member, or
· The student, with faculty review and signature. Students must present the signed form when checking in for their appointment. 

Submitting the Same Exam for Multiple Students
If multiple students will be taking the same exam, faculty only need to submit the exam once. Please include a list of all students authorized to take the exam in the Testing Center and, if available, their scheduled testing dates. 
Faculty do not need to submit separate copies of the exam for each student. The Testing Center will print the number of copies needed and administer the exam according to the instructions provided. 
Please include:
· Course number and section
· Exam name
· List of student names
· Testing Information Form ("Entry Ticket")
· Approved supplemental materials, if applicable
· Passwords and login instructions, if applicable 
Accommodated Testing
The Testing Center administers approved testing accommodations in partnership with Belmont University's Office of Accessibility. 
Faculty should:
· Submit exams and instructions according to the standard two-business-day deadline.
· Indicate any accommodation-related instructions on the Testing Information Form.
· Ensure LMS settings, including extended time, availability windows, passwords, and exam access settings, are configured appropriately before the student's appointment.
· Contact the Testing Center if clarification or additional arrangements are needed. 
Accommodation eligibility and approval are determined by the Office of Accessibility. The Testing Center implements approved accommodations but does not determine accommodation eligibility. 

Faculty Submission Checklist
Before a student's appointment, please confirm that:
✅ The student has provided their Testing Center appointment date and time
✅ Exam materials have been submitted at least two business days in advance
✅ The exam has been submitted in PDF format
✅ The Testing Information Form is completed and signed
✅ Approved testing materials are clearly specified
✅ Passwords and access instructions have been provided, if applicable
✅ LMS settings and approved accommodations have been configured, if applicable
✅ The student has a signed Testing Information Form to present at check-in
Reminder: Late, incomplete, inaccurate, or unclear submissions may delay testing and require the student to reschedule their appointment. 

Faculty Frequently Asked Questions
What types of exams can be administered through the Testing Center?
The Testing Center provides proctoring for make-up exams, distance-learning exams requiring proctoring, and exams requiring approved accommodations coordinated through the Office of Accessibility. 
Who schedules Testing Center appointments?
Students are responsible for scheduling their own appointments and informing their instructor of the appointment date and time. 
What happens if materials are submitted late?
Exams cannot be administered until all required materials and instructions have been received. Late submissions may delay testing and could require the student to reschedule. 
Can students bring exams to the Testing Center?
No. Students may not transport exams or testing materials to the Testing Center. Faculty must submit all materials electronically. 
Can I drop off a printed exam?
No. The Testing Center does not accept physical exam drop-offs. All materials must be submitted electronically. 
Will the Testing Center print my exam?
Yes. The Testing Center prints all paper-based exams and approved testing materials. 
Do I need to submit separate exams for multiple students?
No. Submit one copy of the exam along with a list of approved students. The Testing Center will print the required number of copies. 
What if I need to change instructions after submitting an exam?
Please notify the Testing Center as soon as possible if changes are needed to passwords, time limits, approved materials, accommodations, LMS settings, or testing instructions. 
What materials may students use during testing?
Only materials specifically authorized on the Testing Information Form are permitted during testing. 
When will I receive completed exams?
Completed paper-based exams are scanned and emailed within one business day following testing. Physical exams are not returned. 
How are online exam results returned?
Results are available through the LMS. The Testing Center does not distribute grades or provide individual completion notifications. 
How are exams monitored?
Testing sessions are monitored through live proctoring, video surveillance, and secure testing procedures. Suspected academic misconduct is documented and reported to the instructor.
How are accommodations handled?
Accommodations are approved through the Office of Accessibility and implemented by the Testing Center. The Testing Center does not determine accommodation eligibility. 

Contact Information
Michael McMurray
Academic Testing Center Coordinator
Website: https://www.belmont.edu/testing-center/ 
General Questions
testing.center@belmont.edu 
Urgent Testing Issues
michael.mcmurray@belmont.edu
Please copy: testing.center@belmont.edu 
Thank you for partnering with the Belmont University Testing Center to support academic integrity and provide students with a secure, accessible, and professional testing experience.

