Banacos Academic Center
Exam Instructions
Faculty, this form is designed to allow you to submit exam instructions for the Banacos Exam Room to keep on file. Please note that in addition to reasonable accommodations, students should take exams according to the way they are administered in class. You may want to consult student’s accommodation letters to determine whether their accommodations conflict with instructions.
Please complete the following information about administering exams for your courses. 
Faculty Name: _____________________________   Faculty Signature: ______________________________

□ Keep on file for duration of semester             □ Instructions may vary from exam to exam
---------------------------------------------------------------------------------------------------------------------------------------
Contact Information: Office Ext. ___________Cell Phone (for questions during exam) _______________________________
1) These instructions apply to the following course/s (i.e. EGST 0101-0102; EGST 0101-0103) _____________________
_______________________________________________________________________________________

_______________________________________________________________________________________

2) Instructions for Exam Proctor: (Check box ONLY if allowed)
□ Open Book
  □ Open Notes   □ Notes   □ 3X5 Card    □ Calculator:   Basic    Graphic   □ Scrap Paper   □Tables/Graph/Charts    □ Scantron 
□ Bluebook
□Other, please specify: ______________________________________________________________________
3) Do you wish to be notified if a student goes over her/his allotted (50% or 100%) time?   □ Yes    □ No
4) Delivery of Exam*: [To Exam Room Office Staff (EROS)] 
 5) Exam Return to Faculty:
□Faculty will email exam to examroom@westfield.ma.edu
    □Exam will be picked up on (Date):_____________
□Exam will be delivered by Instructor                                              □EROS will return through campus mail

□Student will bring exam                                                                  □EROS will return to _________________ Dept.  

□Faculty will fax the exam to 413-572-8774                               

□Other arrangements have been made w/EROS: ____________________________________________________                             
*Exams are normally promptly returned via the faculty method of choice.  However, afternoon exams may be held at the Banacos Academic 
 Center overnight. 
6) □ Instructions for exams may be used for ALL exams sent to exam room 

7) □ Permission to copy exam for all students taking it               □ Do NOT copy   

8) □ Return blank exams           □ Permission to shred blank, unused exams
9) The following students will take exams in the Banacos Academic Center (BAC) exam room (this list may be supplemented by email): 
__________________________________________________________________________________________

__________________________________________________________________________________________
