
Fairview High School 

International Baccalaureate & Advanced Placement 

Proctor Instructions 

Examination time is upon us. Thank for giving your time to proctor IB/AP 

exams. You are contributing to a team effort! 

IB and College Board exam instructions can seem a bit mystifying. Don’t 

sweat the directions! These directions have been condensed and simplified.  

Even though the exam session is a very serious affair, a calm proctor 

exudes a proper demeanor to students. The following notes and attachments 

are designed to guide you through the proctoring steps. Have fun with it 

all, and again, thank you for volunteering.  

(1) Arrival - Please arrive at the IB office 45 minutes before the 
beginning of the scheduled exam to procure your exam box. This will 
ensure you have enough time to get testing materials and prepare for the 
exam. Please park in the designated visitor spots in the Horseshoe or in 
the Senior Lot. Also, please display your Exam Proctor Parking Permit.

(2) Exam box - Materials for each exam will be in an exam box, all 
loaded and ready to go. Once at the testing site, simply go through the 
contents of the box. Doing so will guide you to what needs to be done 
prior to the start of the exam (e.g. the seating chart will remind you 
that there is assigned seating).

(3) Testing location - Generally, the room where you will proctor 
the exam will be set to go (see the testing schedule for locations). If 
it is not (for some unknown reason), arrange the room so that students 
are seated at least four feet apart and are not facing each other as to 
look at one anthers’ work. Do not let students enter the testing location 
until you are ready; ideally you will be ready and let students enter 10 
minutes before the exam. Students must place their personal belongings 
outside the testing room; they may only have their photo ID, a water 
bottle, and writing utensils at their desk (and calculators for those 
designated exams).

(4) Just prior to start of exam - Distribute exam materials  

before allowing students to enter the testing space. Each student has an 

individualized coversheet document, for IB it is a single piece of paper 

indicating the student’s name, candidate number, and exam session, and AP 

it is the Student Pack. This coversheet along with a copy of the exam and 

any special materials (not all subjects have special materials) is 

collectively known as “examination stationary,” and will be stored in the 

exam box.  

(a) Alphabetically distribute exam stationary to the desks; then ask

students to enter the testing room and find their individual testing

spot (even for large exams, students find their seats very quickly).

As students enter the room, remind them to display their photo ID,

turn OFF their cell phones, and *not* open any exam booklets. It is

important to remember, you as the proctor are in charge of controlling

the testing space.



(b)  Photo IDs - Students have been strongly encouraged to bring a 

photo ID so proctors can identify students appropriately; they should 

place the ID on their desk or on the floor next to their desk. (Many 

students will forget, so just press ahead if they do not have it.) 

 

(c)  Before the exam starts, please ensure students have the correct 

coversheets. The photo IDs could be used for this purpose, but getting 

the exam started on time is more important.   

 

(d)  Remind students that cell phones are not allowed in the session; 

if they have theirs, then it can be turned off and given to a proctor. 

Also, students are not to open any exam booklets until told to do so.     

 

 

(5) Starting the exam - Once everyone is seated and ready to go, 
there are a couple of administrative tasks to complete before starting 

the exams:  

 

Students verify they have the correct exam stationary, including 

cover/answer sheets. 

 

IB - With the exception of multiple choice exam papers (paper ONE for 

biology, chemistry, and physics) give students a five-minute reading time 

before the start of each exam. The reading time is for students to read 

the questions and formulate in their mind approaches to answering the 

questions; students may not write during the five-minute reading period.  

Once the five minute reading period has concluded, begin the official 

examination; duration times are listed on the exam schedule and on exam 

papers.   

 

AP - Students must complete the admin data on answer sheets before 

starting the exam. Guide students in accomplishing this by reading the 

script, General Instructions (supplied in the exam box). Students have 

traditionally been pretty fast in completing this admin part and it is 

important to get through it quickly. Please read briskly through the 

script. 

 

Once the admin task is completed, move quickly to the SUBJECT exam 

instructions.   

 

(6) During the exam - Place the Examination in Progress sign(s) 
outside the room.  Some testing rooms have two doors; please place signs 

on each door.  Write the exam start and finish times on a board or flip 

chart (even on a piece of paper if a board is not available) where 

students can easily see them. IB test-takers will generally be writing 

question responses in their booklets; AP students will mostly be filling 

in bubble-sheets (with a few notable exceptions which will have separate 

and specific instructions).   

 

(a)  This is the best time to peruse the testing room and check 

students’ photo IDs. Our students traditionally take the tests 

seriously and you will most likely find them very cooperative. 

Remember, as the proctor you have the right to expel from the room any 

candidate whose behavior is interfering with the proper conduct of the 

examination. Report any incidents as needed. Lastly, please fill in 

the blank seating chart; a record of where each student sits is 

required.  



(b) Take attendance; place a check mark on the exam roster (in the 

exam box) for students NOT present. Students may not leave during the 

exam session except for a monitored restroom break.   

 

(c) What to do with late arrivals? IB and AP treat late arrivals 

similarly. Once you have started the exam, no late students may be 

admitted (even if he/she is just a couple of minutes late). Starting 

the exam means:  

AP – students have begun reading the exam and answering questions. 

IB - the five-minute reading period has expired and students have 

begun writing in their booklets. 

 

If a student misses the cutoff time, please do not engage him/her in a 

discussion; simply do not let them attend and refer them to the IB 

office. They will then be politely directed to the document, CONDUCT 

OF THE EXAMINATIONS.  

 

(d) If a student has difficulty understanding the information on an 

exam, suspects there is an error on a page, or has any subject-

specific queries, advise the student to attempt the questions 

according to the instructions. Students must be left to interpret 

questions for themselves. 

 

(e)  During the examination make these announcements at the 

appropriate times.  

“The time remaining is 30 minutes.” 

“The time remaining is five minutes.”   

(or according what is listed on a script) 

 

 

(7) Concluding the exam session - Before releasing students, it 
is important to collect ALL exam materials in a neat fashion (answer 

sheets, scratch notes, etc. in separate piles).  For IB exams, students 

will need to “bind” their coversheet and answer sheets together using the 

supplied string tags; please ask students to place their exam number on 

each piece of paper they submit as well as scratch notes.  Use whatever 

organizational system works best for you, but all exam materials must be 

collected (both IB and AP).   

 

AP Note: The exam script directs proctors to collect the AP Student Packs 

from students at the conclusion of the exam. Please be sure to do this.   

 

Only when the collection of *all* exam materials has been verified may 

you release the students from the exam.  Both IB and AP are insistent 

upon this. Please return the boxes with all the exams and supplies to the 

IB office. 

 

(8) Additional notes - IB breaks their exams into multiple papers 
(parts).  Students may have a short break between papers.   

 

Proctors may find more instructions and details on the website, Exam 

Session - Key Information.  

 

Thank you for your help!  We greatly appreciate your 

involvement. 


