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Arrangements for all student trips undertaken by any department involving absence from a course in another
department should include prior notice to the Dean of Studies.
G. Examinations
Faculty members are free to give whatever types of examinations, essays, reports, and laboratory assignments they deem appropriate. Although no regulation requires notifying students in advance of hour tests, it
is general practice to announce to students at the beginning of the term an approximate schedule of such
tests. An hour test counts as a class. No hour tests may be given during the week preceding the final examinations except for laboratory tests. A student absent from an hour test receives an "F" unless the instructor
excuses the student. The faculty member should check directly with the Health Services in case of a student
illness or with the Dean of Students if the student is absent because of an official College function. The
College asks that instructors arrange directly an approximate make-up test for students who have legitimate
excused absences. In deference to their colleagues and in fairness to students, faculty should schedule midcourse exams for regular recitation periods and conclude the exercise within the period of the class.
Final examinations are scheduled by the Registrar's Office and will, whenever possible, avoid student
conflicts. For this reason it is generally difficult to change the time of an examination. Any changes to
which the Registrar cannot readily agree must have the approval of the Dean of Studies. Most final examinations are conducted in regular classrooms. Multiple section courses may be combined in one or more
large rooms, however, if the instructors do not object and conflicts are not created.
Members of the faculty are free to use a variety of formats for their final examinations (including, for
example, "open-book" and "take-home" tests). The format to be used, and the ground rules governing it,
should be carefully explained to students well in advance of the examination itself. A faculty member must
be present in the room during the time in which his or her students are taking any exam. If it is necessary to
find a substitute to be present during an exam, such a substitute must be a faculty member.
If a traditional type of examination is given, the following procedures should be observed:
– The examination should be given at the time and in the place indicated on the Registrar's published
examination schedule.
– The examination should be given under the direct supervision of the instructor.
– Reasonable precautions should be taken to assure an atmosphere conducive to maximum performance
by all students and to prevent dishonesty.
Members of the faculty are free to use a variety of formats for their final examinations (including, for
example, "open-book" and "take-home" tests). The format to be used, and the ground rules governing it,
should be carefully explained to students well in advance of the examination itself. Examinations may be
proctored or not, in accordance with Section III-L, the Academic Honor Code, "Faculty Responsibility." If
a faculty member chooses to find a substitute to be present during an exam, such a substitute must be
another faculty member or a substitute approved by the faculty member's department chair.
If a traditional type of examination is given, the following procedures should be observed:
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The examination should be given at the time and in the place indicated on the Registrar's published
examination schedule.
Reasonable steps should be taken to assure an atmosphere conducive to maximum performance by all
students and to foster adherence to the Academic Honor Code (SIII.L).

College regulations require that all assigned work be completed by the deadline set by the instructor, but no
later than the end of the examination period. A grade of "Incomplete" may be given only if difficult circumstances clearly beyond the control of the student warrant this procedure. The submission of a grade of "I"
must be accompanied by a form signed by both the instructor and the student acknowledging the requirement that the work be completed within two weeks of the end of examination period. Any extensions
beyond that date must be approved by the Dean of Studies.
H. Proficiency Exams
See catalog for details.
The instructor involved is remunerated as follows:
– For preparing, administering and grading a proficiency exam:
Honorarium = $125.00.
– For administering and grading a previously used exam for a second student, or if two are taking the
same exam together:
Honorarium = $25.00.
When the instructor submits the grade to the Registrar, he/she will be asked to request payment by means of
a form prepared by the Registrar.
I. Grades
Information concerning the grading system is in the Academic Register.
At the outset of the fifth week of each term, faculty members receive from the Registrar a list of all freshmen enrolled in each of their courses and are required to submit interim grades (not of record) for any freshmen currently doing "D" or "F" work. In addition, yellow "D" or "F" cards are included so that particular
reasons for low mid-term grades may be explained. Academic advisors are informed about any advisees
doing poor or failing work. The yellow cards are sent to the Dean of Studies and the Dean of First-Year
Students, who consult as needed with advisors and students.
Grades are assessments, as fair and objective as possible, of the student’s work at the end of the term.
Fairness demands that all students be held to the same reasonable deadlines, within the term. All instructors
are expected to make fair and careful appraisals of each student’s work at the end of the term, and to submit
grades to the Registrar no later than the due date specified by the Registrar for the final exam period.
"C-", "D" or "F" cards are again provided and are used by the Sub-Council on the Academic Standing of
Students when necessary. Only through faculty cooperation in the prompt filing of grades can the academic
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