Great Basin College, Distance Education Committee: Proctoring Procedure and Recommendations

[bookmark: _GoBack]As our distance education campus expands, procedures for protecting the academic integrity of GBC courses must scale with our growth.  During the 2017-2018 academic year, the GBC Distance Education Committee is reviewing current proctoring practices by meeting with Center Directors, Faculty, Administrators and Students. Insight from these groups in the GBC Community allows the Distance Education Committee to address proctoring concerns and to provide solutions to increase proctoring efficiency and confidence.
The basic protocol for proctoring at GBC is as follows: faculty members send proctor codes and information about exams to the ASC, GBC Centers (using IAV email addresses), and external proctors (proctors not employed by GBC) such as local libraries or ProctorU. If a student lives outside of the GBC service area, if a student is traveling, or if a student lives in a remote area in Nevada, external proctors are used. Students are responsible for finding an approved external proctor and providing the proctor’s contact information to the faculty member. Students are informed about exams through announcements in WebCampus and exam dates are generally listed in the course calendar and in the syllabus. Exams are generally open for three to five days so students have flexibility in their schedules to arrange for time off from work, child care and other obligations. Students either make appointments to take their exam or walk-in when proctoring is available. Math faculty and some science faculty allow students to use scratch paper during exams. This scratch paper is scanned and sent to faculty members after students submit their exams. Faculty and Departments who require proctoring are encouraged to use the Proctoring Policy Template (See Appendix 1) so students have similar expectations with courses involving proctoring.
Conversations with the GBC Community indicate the current proctoring protocol is working well, but the process is time consuming for faculty and staff, and students are concerned with the number of days exams are available and proctoring costs. Due to budget constraints, proctoring utopia might not be realistic, but many of our recommendations have low-cost solutions. Our recommendations address the top concerns presented by Faculty, Administrators, Center Directors, and Students and indicate additional financial resources must be available to lessen burdens on our GBC Community and insure academic integrity (See Table 1).
Table 1: Proctoring Concerns and Solutions.
	Concerns
	Solutions

	Capacity and Scaling to meet current and future needs. 
	· Hire additional part-time staff to assist with proctoring and other duties at GBC Centers.
· Purchase software which is designed to assist in proctoring management for password protected distribution and pre-approved proctors world-wide.

	Student workers have access to proctor codes.
	· Hire additional part-time staff to assist with proctoring and other duties at GBC Centers.
· Purchase software which is designed to assist in proctoring management for password protected distribution and pre-approved proctors world-wide.
· Create a video and/or workshop outlining GBC expectations for proctoring.
· Center Directors provide faculty with list of student workers in his/her classes. 

	Proctoring procedures are not always followed and cheating occurs.
	· Hire additional part-time staff to assist with proctoring and other duties at GBC Centers.
· Create a video and/or workshop outlining GBC expectations for proctoring.

	Time Required Managing External Proctoring Information
	· Use the Proctor Contact Form developed by GBC History Professors.

	The space available for proctoring is also used for studying, computer access, etc.
	· Purchase noise cancelling headphones.

	Bottlenecks occur as a result of scanning exam scratch paper.
	· Purchase additional scanners for GBC Centers.

	External proctors are often expensive.
	· Encourage students to research proctors early in the semester to find reasonably priced options.
· Purchase software which is designed to assist in proctoring management. This software provides lists of vetted, global proctors.

	Exam Availability
	· Faculty should consider opening exams for at least four to seven days, including at least one weekend day. (The Distance Education Committee understands GBC proctoring services are not currently open on weekends.)
· Open Centers and the ASC for extended hours on Saturdays.
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[bookmark: _gjdgxs]Appendix 1: The Great Basin College Academic Testing Procedure (ATP) 
To enhance academic integrity and academic honesty of online courses, the GBC Distance Education Committee supports proctors for online assessments. GBC instructors and professors have several options for implementing ATP:
· The faculty member proctors his/her exams;
· The faculty member requires students to take exams at a GBC location (The Academic Success Center, Ely Campus, Winnemucca Campus, Pahrump Campus, etc) under the supervision of a proctor; and
· Online students outside of the GBC service area may take exams under the supervision of an approved proctor. Approved proctors include: 1) public librarians, 2) principals or vice principals of public or private schools, 3) higher education testing centers, 4) education officers at a military base, and 5) approved Web-based proctoring services. Family members, friends and coworkers are not acceptable proctors, even if they fit into a category described above. Students are responsible for setting up their own proctor and providing the necessary information to the instructor. The Distance Education Committee recommends setting up proctors at the beginning of the semester.
To ensure students have reasonable time to set up proctors and arrange schedules, GBC faculty will provide the specific dates and times of proctored exams in the course syllabus/schedule.

