
Steps to Secure a Proctor for Your Course 
If you are unable to make it on campus for the final you have the option to take it 
under the supervision of a proctor. Follow the steps below to learn how to secure 
a proctor. 
 
To apply to take your final off-campus you must submit a proctor application by 
(Session A) June 12, 2020, (Session C) July 17, 2020 and (Session D) July 
24, 2020. 

• AFRICAM 125AC Proctor Application 
• AFRICAM W111 Proctor Application 
• ASAMST W20AC Proctor Application 
• ASTRO W12 / EPS W12 Proctor Application 
• CIVENG W30 / MECENG W85 Proctor Application 
• COMLIT 156AC Proctor Application 
• COMLIT W60AC Proctor Application 
• ENERES W100/ PUBPOL W184 Proctor Application 
• MATH W53 Proctor Application 
• MCELLBI W61 Proctor Application 
• NUSCTX W104 Proctor Application 
• PHILOS W12A Proctor Application 
• POLSCI W3 Proctor Application 
• POLSCI W135 Proctor Application 
• POLSCI W145A Proctor Application 
• PSYCH W1 Proctor Application 
• STAT W21 Proctor Application 
• UGBA W102A Proctor Application 

Step 1: Review the Proctor Guidelines 

Review the Proctor Guidelines for your course to confirm the date and time you 
must schedule your final exam. 

• ASTRON W12 / EPS W12 Proctor Guidelines 
• AFRICAM W111 Proctor Guidelines 
• AFRICAM 125AC Proctor Guidelines 
• ASAMST W20AC Proctor Guidelines 
• CIVENG W 30 / MECENG W85 Proctor Guidelines 
• CIVENG W30 / MECENG W85 Proctor Guidelines Outside the U.S. 
• COM LIT W60AC Proctor Guidelines 
• COM LIT 156AC Proctor Guidelines 
• ENERES W100 / PUBPOL W184 Proctor Guidelines 
• MATH W53 Proctor Guidelines 
• MATH W53 Proctor Guidelines Outside the U.S. 

https://app.smartsheet.com/b/form/8709587fdc5b49bdab0810538bf680a3
https://app.smartsheet.com/b/form/c4a9916c4bab4a1d9cd7d6f0cce54b7f
https://app.smartsheet.com/b/form/6f1b35194c04469d9da419bb27526cdf
https://app.smartsheet.com/b/form/b2afc6eab1e54337bbfdf8ea50dabb5f
https://app.smartsheet.com/b/form/066523424f3b4e5a90bf503e36c5da2a
https://app.smartsheet.com/b/form/83e532d0ea724447b0da2e2253829522
https://app.smartsheet.com/b/form/36f2033db62643ff9fc1afb0b9a60a99
https://app.smartsheet.com/b/form/d7c616997a914adc9eb72a2815102191
https://app.smartsheet.com/b/form/cd2522529d72407191b62d6c3b55c558
https://app.smartsheet.com/b/form/3dbde0a01f86479b92324458c20fa45a
https://app.smartsheet.com/b/form/28e99f37de8b472c851db459187ebfcb
https://app.smartsheet.com/b/form/0afc5175920140b184de37844e162099
https://app.smartsheet.com/b/form/4ffbefd3df2042488c8dfee4c46c98a8
https://app.smartsheet.com/b/form/1153a4d3e9cf46dd913f2e9618d4b99c
https://app.smartsheet.com/b/form/b59f4722d58d407f9903ac77e3d05bdd
https://app.smartsheet.com/b/form/6befe63a0a9e4534bcace3647c5bdf6e
https://app.smartsheet.com/b/form/07e21cb1c6294295a7b3a561ccdb6696
https://app.smartsheet.com/b/form/2c2b876a49014f67a12d8fa909d73b38
https://drive.google.com/open?id=1OkBjkkq8e3dAshOa9bAaTTbzb5CmOMwG
https://drive.google.com/open?id=1AJ0tyzXDu8osS0BHN4hvART_6TmJdn-_
https://drive.google.com/file/d/161GmHEhJ_Kr_71V-vk1jk_K9V6EJnCZB/view?usp=sharing
https://drive.google.com/open?id=1SxYVyWVa3YNj7g2JmTNsOc6mTxOE9T4S
https://drive.google.com/open?id=1IOdVhycClXZ3M03DdTIbC650kIH74Ivz
https://drive.google.com/open?id=1MJgl41aufDFYYwk2RrmBlPvdPNMAZWbS
https://drive.google.com/open?id=131MMcjmizTTu0m-UW84XpO5LaKQOu0C5
https://drive.google.com/open?id=1doClQ0ZaBUapxp_hnEAB5bek9bAK9G8y
https://drive.google.com/open?id=1iltu6QphJnzv4PuLpaa0CNHHQ9YIDz9u
https://drive.google.com/open?id=1OG5s8lYoeeEw43edsdeVXjqdOexXT2yc
https://drive.google.com/open?id=1wmcG4vquHAooEZRe-KxqwtSgjMpPSZXZ


• MCELLBI W61 Proctor Guidelines 
• NUSCTX W104 Proctor Guidelines 
• PHILOS W12A Proctor Guidelines 
• POLSCI W3 Proctor Guidelines 
• POLSCI W135 Proctor Guidelines 
• POLSCI W135 Proctor Guidelines Outside the U.S. 
• POLSCI W145A Proctor Guidelines 
• PSYCH W1 Proctor Guidelines 
• STAT W21 Proctor Guidelines 
• UGBA W102A Proctor Guidelines 

Step 2: Choose a Proctor 

You may have your exam proctored by one of the following in your area: 

• A professional or school testing center 
o Look to see if there are any pre-approved sites in your area. 
o The National Testing Center Association (NTCA) may also offer possible 

options in your area. 
 Note: The NTCA is an external site and is not affiliated with UC 

Berkeley. 
• High school principal or administrator 
• College or university faculty member or administrator 
• U.S. Embassy, Consular Officer or Educations office staff (if you live 

overseas) 
• Military chaplain or education officer (if you serve in the armed forces) 

 
Under no circumstances can a family member, direct supervisor or tutor serve as 
a proctor. 

Step 3: Contact Proctor 

• Contact your chosen proctor to get information about hours, fees and other 
requirements 
o Confirm they have the required day and time available to take your exam 
o You are responsible for all arrangements and fees connected to exam 

proctoring 
o Costs vary depending on the center or proctor selected. Fees are typically 

$25-50 per exam, but can be as high as $250 

Step 4: Submit a Proctor Application 

• Once you pick a proctor you will need to submit a proctor application.  
o Remember it must be submitted by (Session A) June 12, 2020, (Session 

C) July 17, 2020 and (Session D) July 24, 2020 
• Your Online Learning Support Specialist will contact the proctor to verify the 

authenticity of the service/proctor and to coordinate the testing process 

https://drive.google.com/open?id=1NqBqdDacEJyVjC3mcz9MeJCvRr_JX0uo
https://drive.google.com/open?id=1p0GA4ZXPOMFnv0U5WWphOZmya0Nh79Ql
https://drive.google.com/open?id=1sr_OTZgnbMDQgkR9TRphh5aqI5E6sh0Y
https://drive.google.com/open?id=1WHpRjhkJgH4ZePpmljfeUYUiEJxYLVyj
https://drive.google.com/open?id=1kmzZt3MqQHmjusz01T339s5NXudhjRAH
https://drive.google.com/open?id=1zRJyn4pFU-YKr3KCsPA_ueDgLAcx2vfJ
https://drive.google.com/open?id=1dknbxPS487ifPfEcA-ygKHts0gkBxXCo
https://drive.google.com/open?id=1DQosnwVH6_jrD4qJJ3A0XaoGRobgAV85
https://drive.google.com/open?id=1BKzLr5xpgx3rlQkuzzkZFnpn9uui5pPC
https://drive.google.com/open?id=1_6F7G5AeiLSoXL_ZK0ishHW7FkJL3oap
https://docs.google.com/spreadsheets/d/1vGwZpKwnmLBSQoCVluUNF9R0ODmoLays46x4RVXKLrg/edit?usp=sharing
https://www.ncta-testing.org/list-of-certified-centers-by-state


Step 5: Communicate Your Scheduled Exam Time 

• Once your Online Learning Support Specialist notifies you that your proctor is 
approved, contact your proctor to schedule your exam 

• Inform your GSI that you’ve scheduled your exam by completing the Confirm 
Final Exam date and Time survey 

• Note that you must complete the Confirm Final Exam Date and Time survey 
two weeks prior to your Final Exam; you will not be able to access course 
materials for the last two weeks of your course until you complete this 
survey 

Step 6: Take Your Final 

• On the designated day/time, students go to their proctoring site and take their 
exam, with the proctor in attendance.  

• Arriving late or failure to show up at the designated exam time may result in 
not receiving a grade for the final 

• Students are encouraged to plan accordingly so that they have plenty of time 
to travel, park, and arrive at the site early. In the event of an emergency, 
students must notify the proctor immediately 

• If your final exam is administered via bCourses (check proctor 
guidelines for your course if applicable) using a computer provided by 
your proctor, you will need to bring your CalNet ID and passphrase, as 
well as the device you use for two-factor authentication. 

Questions? 

Email summer_online_support@berkeley.edu 

mailto:summer_online_support@berkeley.edu
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