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Policy Statement

The following policy applies to computer-based examinations students complete during Phase 2 of the curriculum. Refer to the course syllabi for procedures related to other assessment types (e.g. assignments, OSCEs, practicals, CDME’s etc).

Section 1: General Policies

1. All NBME shelf examinations will take place in-person at the University of Cincinnati College of Medicine (UCCOM) in a room designated by the Office of Curriculum Management and Integration (OCMI) and students must follow the procedures below.
1. Computer-based examinations may be proctored by a live proctor (required for NBME shelf examinations) or electronically, including through the use of video cameras.
1. Students must present their UC I.D. badge to enter the testing room.
1. The start time for each examination will be established and communicated to students prior to the exam date as well as the time for which they need to report. 
1. It is the responsibility of students to be familiar with all aspects of the Student Code of Conduct, particularly with respect to cheating on examinations.
*Clerkship directors may administer other, non-shelf examinations remotely, however, if video proctoring is used, a live proctor must be available to assist the student as needed.

Section 2: Before the Exam

2.1 Workstation Certification
1. Students will receive an email from the appropriate clerkship coordinator 2-4 weeks prior to their NBME shelf exam with instructions on certifying workstations including system requirements.

2.2 Arrival and Seating
1. Students may enter the testing room up to 30 minutes before the examination start time.
1. Students must be in their designated seat and ready for testing 10 minutes prior to the established start time (e.g., 7:50 AM for an 8:00 AM exam).
1. A student is considered late if they are not in their designated seat 10 minutes before the start time.
1. Any decision to admit a late examinee rests solely with the Core Clerkship Coordinator. The Core Coordinator will report a late admittance to OCMI for tracking.
1. Formative Feedback Forms are issued by a designated individual in OCMI and reported to the Promotions and Academic Achievement Committee (PAAC). If the student submits an MSSF and the late arrival is excused, the form will be rescinded.
1. Once a student is seated, they may not leave the room until after the exam has started so technical support can be provided.
1. Students are not allowed to make notes on provided scratch paper prior to the start of the examination.
1. Students must be closed out of all other programs or websites before the exam password is given. Students must begin the examination immediately upon receiving the password (this starts the testing clock regardless of whether the student has started the exam). Students will not be given additional time to finish the exam if they do not begin immediately upon receiving the password. 

2.3 Placement of Personal Belongings During Exam
Personal belongings must be placed against the perimeter of the testing room. This includes but is not limited to:
1. Reference materials (e.g., books, notes, papers)
1. Calculators, headphones, wireless earbuds, smart glasses, and other audio/visual devices (unless supplied by the UCCOM); electronic devices such as phones, iPads, pagers, iPods, recording/filming devices, and smart watches
1. Food, water, and other beverages (unless the student has an approved accommodation)
1. Backpacks, briefcases, purses, coats 
1. If a student is found utilizing materials that should be stored along the perimeter during the examination, the student may receive a zero for the examination and may be referred to the Honor Council with no further right of appeal or grade grievance.
1. If a student needs to access their personal belongings during an exam, they must consult the proctor before doing so. 
1. Should a student inadvertently have a personal belonging referenced above near them during the exam, the student should self-report to the proctor and place the item(s) along the perimeter of the testing room.

2.4 Accommodations
1. Students with documented testing accommodation from the Office of Accessibility Resources are responsible for communicating their accommodation(s) to the clerkship coordinator and Phase 2 Chief Proctor prior to the examination.

Section 3: During the Exam

3.1 Conduct and Academic Integrity
1. Students are required to log on and start the examination when directed to do so.
1. After entering the testing room, students may not access the internet, AI, or any other resource/ material other than the examination or materials directed by the proctor. Unauthorized information includes notes written before the first question is displayed.
1. Any student determined to have accessed unauthorized information within the testing room will receive a zero for the examination and will be referred to the Honor Council with no further right of appeal.
1. Any student who continues to enter test answers after the examination has ended will receive a zero and will be referred to the Honor Council with no further right of appeal.


3.2 Scratch Paper
1. Students will be provided with scratch paper for an examination
1. Scratch paper must not be marked upon before the exam begins.
1. All scratch paper must be placed in designated areas before the student leaves the examination room.

3.3 Technical Issues During the Exam
1. If a student encounters technical problems during the examination, they must notify the proctor or IT staff immediately.
1. If a student is concerned about losing time due to a technical issue, they should perform a hard restart of their device, as this stops the clock on NBME-delivered exams. Students should be familiar with how to perform a hard restart on their device, as most technical issues can be resolved this way.
1. If problems persist after a hard restart, a loaner laptop will be provided.

3.4 Restroom Breaks
1. Restroom breaks are permitted and must be taken at the location designated by the proctor.
1. Any student found communicating with anyone other than a proctor during a restroom break will receive a zero for that examination with no further right of appeal and may be referred to the Honor Council.
1. Any student found accessing any materials related to the examination during a restroom break will receive a zero and will be referred to the Honor Council with no further right of appeal.

3.5 Interruptions and Emergencies
1. All emergency calls for students during examinations will be directed to the Office of Student Affairs, which will notify the proctor, and the student will be escorted to the Office of Student Affairs to receive the call. The course director will then determine whether the student may return to the exam or must reschedule.
1. Should a student become ill and be unable to complete the examination, the student must inform the proctor so the incident can be documented. Grading and/or rescheduling will be determined by the course director.
1. If a fire alarm or other emergency occurs during an examination, students must immediately cease testing and evacuate if necessary.
1. Students should power off their laptops if safely able to do so.
1. Students may not discuss the examination with any other person or access any exam-related information during an interruption. Honor Council policies remain in effect.
1. Evacuation locations by venue:
0. G-Level Labs (CARE/Crawley Building): Evacuate to the outside plaza adjacent to the E-Level entrance, unless otherwise directed by the proctor.
0. Simulation Center: Evacuate to the plaza outside Kresge Auditorium, unless otherwise directed by Simulation Center staff.
1. After the interruption has ended, students must return to their assigned room within 15 minutes and resume the exam when announced by the proctor. Students returning after 15 minutes will not be admitted. Students will receive credit for any answers submitted prior to the interruption. Students may appeal to the Phase 2 Curriculum Director to reschedule the exam.
1. The IT examination coordinator will provide a continuation code to resume the examination.
1. In the event of a prolonged interruption, the proctor may suspend the exam and reschedule consistent with the Inclement Weather Policy.
1. Irregular incidents — including copying answers, giving or receiving unauthorized information, possessing unauthorized materials, recording exam content, continuing to answer after the exam ends, or other disruptive behavior — will be handled according to Honor Council guidelines.

Section 4: After the Exam

1. All scratch paper must be placed in designated areas before the student leaves the examination room.
1. Upon completion of the examination, students must immediately leave the testing room and the area immediately adjacent to the testing room.
1. Students with rescheduled exams (excused or unexcused) must ensure they neither discuss the examination with any classmates or other individuals, nor receive — in any form, medium, or level of detail — information about the content of the exam. Any student found to have communicated inappropriately about exam content will receive a zero and will be referred to the Honor Council with no further right of appeal.
1. In cases where staggered start times are scheduled, each student must take every step possible to ensure they do not discuss the exam or receive any information about its content. The same Honor Council consequences apply.

Section 5: Rescheduling and Absences

5.1 Late Arrival Decision
1. Any decision to admit a late examinee rests solely with the Core Clerkship Coordinator. The Core Clerkship Coordinator will report late admittance to OCMI for tracking.
1. The student must file an MSSF if rescheduling.

5.2 Reschedule Timing Requirement
1. A student with an excused absence (approved MSSF) will have the option to reschedule their examination by discussing optimal timing to make-up the exam with both the Office of Student Affairs and the Office of Curriculum Management and Integration.   
1. Exceptions may only be granted under extreme circumstances (e.g., hospitalization, family emergency) or with prior written approval from the Phase 2 Assistant Dean.

image1.jpeg
UNIVERSITY oF‘l@

Cincinnati

College of Medicine




