Best Practices

BEST PRACTICES – STUDENTS

TESTS AND EXAMS
1. Only bring to the room what your professor told you was allowed

2. Do not sit with your friends

3. Leave your coat, hat and bags in your locker or car

4. Go to the washroom before the exam

5. Keep your eyes on your own paper

6. Keep your paper out of the view of your class mates

7. Do not talk to anyone but the professor once the test begins

8. Read the sections on Cheating and Plagiarism in Academic Policy

ASSIGNMENTS
1. Start your assignment early to avoid stress

2. Do not give your assignment in any format to another student or look at their assignment if yours is not completed

3. Provide a citation and use quotation marks for any words that are not your own

4. If you are unsure if you need to cite a passage, talk to your professor.

5. Never buy a paper from an essay writing service

6. Do not reuse a paper from a previous semester – yours or someone else’s paper

7. If you are unsure that you are on the right track with your assignment see the professor

8. It is your responsibility to be aware of all of the work done as part of a group assignment and that the Academic Honesty policy is followed by all members of the group

9. Read the section on Cheating and Plagiarism in the Academic Policy
 

BEST PRACTICES – FACULTY

TESTS AND EXAMS
1. Be explicit prior to a test or exam with students about what they are allowed or not allowed to bring into a test or exam. For example:

· pens and pencils, erasers, rulers, no pencil cases

· text book with no papers inside

· one 8x11 double sided hand written page of notes

· one index card with formulae

· calculator and specify features allowed

· dictionary – paper not electronic

2. Require photo id on the table 

3. Use a sign-in sheet - walk it around and note seating arrangements

4. Have multiple versions of tests and alternate versions among students

5. Use different coloured paper or have a notation on each test that shows version

6. If using exam books, stamp or initial them prior to distribution

7. If washroom breaks are allowed use small colour papers to document times out and in

8. No hats or coats in test room and bags at the front of the room if possible

9. If possible have multiple invigilators

10. Move around the test room periodically

11. Revise tests and exams each semester

12. Supply reference material if it is required (formulae) as part of the test

13. Wait until students are seated to distribute tests or exams and then hand out only the number for the students in the room

14. Announce time periodically especially with a five minute warning

15. If photocopying tests and exams make sure you have all originals and copies

16. Shred unused tests and exams and store originals in a locked area

17. Where exams for different subjects are being written in the same room, arrange the exams on alternate rows.

18. On the cover page of tests and assignments, have students sign that they understand the academic honesty policy of the College or the penalty for cheating and plagiarism
ASSIGNMENTS
1. Provide clear expectations of what is required on an assignment

2. Be clear on citation requirements and the difference between collaboration, consultation and copying

3. Change essay topics and case studies from semester to semester

4. Have students submit rough drafts prior to final submission

5. Use turnitin.com to check for plagiarism and let your students know you will be using this tool

6. On group work assignments, state clear expectations of what is to be done individually and what is to be done collaboratively

