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Operating Policy and Procedure 

 
 
SOM OP: 30.04, Administration of Examinations 

PURPOSE: The purpose of this School of Medicine (SOM) policy and procedure is 
to outline the responsibilities for all parties involved in administration of 
block, clerkship and comprehensive examinations and to provide 
guidance to Block/Clerkship Directors, Offices of Academic Affairs and 
Curriculum, and students in procedures to follow before, during, and after 
summative examinations. 

REVIEW: 
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2) Ensure that sufficient exam rooms are reserved for all examinees scheduled 
for a particular exam administration. 

3) Schedule alternate dates for exam make
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b) No personal items other than the TTUHSC ID are allowed at the testing 
station. These items include, but are not limited to the following: 

• Cell Phones 

• Tablets 

• Paging devices 

• iPod, radio, or media devices 

• Calculators (a calculator is 
built into the exam for 
examinee use) 

• Recording/filming devices 

• Beverages or food of any type 

• Reference materials (books, 
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3) Prior to leaving the exam room for a bathroom break, the examinee must lower 
the screen of their computer (or pause their exam) and ensure that information 
on the laminated sheets is not visible to other examinees. 

4) A log of the bathroom breaks with the examinee’s name as well as departure and 
return times will be kept by the proctors and returned to the block coordinator. 

b. Emergency breaks: 

1) In the event of sudden illness, a proctor will escort the student out of the room 
and obtain appropriate assistance. 
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