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Exam Services
sample syllabus text:
Iowa City test center or off-campus proctor

Students will complete [insert number] of paper exams over the course of the semester. Exams may be taken within the exam windows listed below. All exams are completed on paper with a proctor:
· [insert total number of exams] 
· [insert material covered in exams] 
· [insert the total number of points, exam format, or other details as needed] 
Proctoring. Two proctoring methods are available for you, depending on your circumstances and instructor permission, (1) local students should plan to utilize in-person proctoring at a Campus Test Center and (2) students outside the Iowa City area may complete exams with an off-campus proctor. 
Exam Links in ICON. The left navigation menu in your ICON site contains links to important exam information, including: 
· Proctored Exams Portal - Details about each exam and any accommodations you have are found in the Proctored Exams Portal. If you test at a campus test center, you must use the Proctored Exams Portal in ICON to schedule an appointment time. You may use the portal to schedule, reschedule, or cancel the exam appointment. 
· Module – The Exams module contains a link to Exam Services student website. This website provides valuable information about proctored exams. You are responsible for understanding how proctored paper exams work and ensuring that requirements are met for the exams.
Off-campus proctor. This option may be available if you are not able to take paper exams at one of the campus test centers. You will not need to schedule off-campus proctoring in the portal. It is not currently possible to self-select the off-campus proctor option in the Proctored Exams Portal. Exam Services handles all requests manually. Complete the following at least ten business days before the exam: 
· Locate a test center or acceptable proctor in your area. 
· Submit the test center's or proctor's contact information in the online form found on the Exam Services website. 
· Schedule your exam appointment(s) within the exam window(s) set by your instructor at your alternate location. 
Once you submit the proctor approval form, Exam Services will verify your proctor’s eligibility. To protect the integrity of the exam monitoring system, Exam Services reserves the right to reject any proposed proctor or any previously approved proctor. You will be contacted if Exam Services has any concerns about your proposed proctor. If your proctor is rejected, you will need to select a different proctor and submit a new proctor for consideration. Once your proctor is approved, Exam Services will email your exam(s) to the proctor and notify you of exam arrival. More detailed information about the process can be found at the Exam Services website. 
QUESTIONS? CONTACT EXAM-SERVICES@UIOWA.EDU

The University of Iowa prohibits discrimination in employment, educational programs, and activities on the basis of race, creed, color, religion, national origin, age, sex, pregnancy, disability, genetic information, status as a U.S. veteran, service in the U.S. military, sexual orientation, gender identity, associational preferences, or any other classification that deprives the person of consideration as an individual. The university also affirms its commitment to providing equal opportunities and equal access to university facilities. For additional information on nondiscrimination policies, contact the Director, Office of Equal Opportunity and Diversity, the University of Iowa, 202 Jessup Hall, Iowa City, IA 52242-1316, 319-335-0705 (voice), 319-335-0697 (TDD), diversity@uiowa.edu.
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