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Taipei Fuhsing Private School
Regulations for Testing Room Management

Approved at the Elementary and Secondary School Administrative Meeting on October 15, 2024

l. Pre-exam arrangements

1. Please arrange the seating according to the seating plan. Move the podiums to the corridor or against the walls in the
classroom, and try to increase the distance between seats.

2. Clear all drawers and spaces below the seats. All books and belongings should be placed in personal lockers one day before
the exam. If not cleared, the owner of the item will be deducted 5 points for that subject.

3. Before the exam, backpacks should be placed in the corridor in an orderly manner according to the regulations.

Il. Answering Guidelines

1. Students should take their seats according to the seating plan during the test and cannot leave early. If someone insists on
leaving without permission, the subject will not be graded.

2. Students should bring their own stationery and cannot borrow from others in the test venue. Transparent clipboards with no
graphics or text printed on them may be used if necessary. No paper should be placed on the desk, and students can make
calculations on the back of the test paper. Anyone violating will receive a deduction of 5 points.

3. Students should not bring any non-essential items for the test, including items with functions of storage, photography, video
recording, or calculation, such as mobile phones, wearable devices (e.g., smart glasses, smartwatches, smart bracelets,
headphones), calculators, electronic dictionaries, multimedia players (e.g., MP3, MP4), pagers, radios, etc. If the proctor
discovers the item or the proctor finds the item producing any sound, 10 points will be deducted for that subject, and a
minor demerit will be recorded. The items will be kept by the proctor until the end of the exam. If someone persists in
violating the rules or repeats the offense after being warned, a score of zero will be given for that test.

4. Coats should either be worn or hung on the back of chairs. They should not be carried. If the proctor finds that a coat is not
placed according to the regulations, the proctor will verbally remind the student. If he/she persists in doing so, 5 points will
be deducted for that test.

5. During the test, eating, drinking, chewing gum, or making any noise that disturbs the order of the test venue is not allowed.
If the proctor discovers any of these actions, 5 points will be deducted for that test.

6. Students should use a No.2 pencil to mark the scantron. The score of the scantron is ONLY based on the reading of the
scantron reading machine. Students are responsible for any errors, unclear or damaged marks that may affect the computer's
interpretation.

7. Handwritten portions of each test, including non-multiple-choice questions and essays, should be written in blue or black
ballpoint pen. Anyone violating will receive a deduction of 5 points.

8. Personal information on the scantron, whether handwritten or marked with a No. 2 pencil, must be clear and accurate
without any omissions. Any incorrect information that causes the reading machine to be unable to operate correctly will
result in a deduction of 5 points for that test. For non-multiple-choice questions, if class name, seat number, and student
name are not filled in, 5 points will be deducted for each test until the score for non-multiple-choice questions reaches zero.

9. Assoon as the bell rings (test ends), students must immediately stop writing (including writing personal information) and
may not request to continue. Those who continue to answer the test will be deducted 5 points, and those who continue to
answer the test after being instructed to stop by the proctor will receive a score of zero for that test.

10. Before the test, students should listen to the proctor’s instructions carefully, making sure the subject name and the number
of the exam paper are correct and error-free. Students cannot request for remedies after the test. After completing the test,
students must submit the scantron or answer sheet to the proctor. Only after the proctor has verified the count without errors
may the students leave the examination room.

11. Examinees who violate any of the following conditions will have their test graded zero, and a major demerit will be
recorded.

(1) Exchanging seats, test papers, or answer sheets.
(2) Transmitting written answers or reference materials.
(3) Bringing study notes whether written or printed, reference materials, or using electronic communication devices.
(4) Leaving test content-related study notes on the desktop, in the pencil case or on the stationery.
(5) Not submitting answer sheets or scantrons.
(6) Disobeying the proctor’s supervision and instructions.
(7) Whispering and talking with anyone.
(8) Looking around or peeking at other people's test papers.
(9) Giving someone hints and answers or allowing someone to peek at their test paper.
(10) Other violations lodged by the proctor.
1. These rules apply to quizzes, midterms, finals, MAP, PSAT, and the college entrance examinations.
V. These regulations, upon approval by the administrative council and the signature of the principal, shall come into effect, and
the same process shall be followed when making amendments.




