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Providence University Office of Academic Affairs Announcement

Add.: 200, Sec. 7, Taiwan Boulevard, Shalu, Taichung 433-01, Taiwan
Case Officer: Chen, Pei-Ling

e-mail: plchen@pu.edu.tw

Phone: 886-4-26328001 ext. 11111

To: All fulltime/part-time faculties; secretaries of all Departments (Colleges, Departments, Institutes,
Center, Offices)

Date: September 26, 2025

Ref. No.: Jing-Jiao-Jung No. 11400065

Priority: Regular

Classification: Regular

Attachments: 1.Instructions for Application for Proctor Assistance and Reimbursement; 2.Providence
University Regulations on Term Exams Procedures; 3.Providence University Regulations on
Leave of Absence for Exams and Taking Make-up Exams; 4.Providence University
Regulations on Examination

Subject: Midterm and Final Exams of 2025-26AY 1% Semester

Descriptions:

1. Starting from this semester, the unified midterm and final examinations for the College of Science
and the College of Management will be cancelled, as well as teachers’ individual applications for
unified examinations. Instead, in-class examinations will be adopted. Since the number of exam
papers is insufficient to achieve cost efficiency for bulk printing, the university will no longer
commission vendors for centralized printing. In-class examination papers for the midterm and
final exam weeks should be printed and Proctored by the course instructors or the departments
offering the courses.

2. Schedule for Midterm and Final Exams week for current semester:

Midterm Exam: October 27 ~ 31, 2025
Final Exam: December 22 ~ 26, 2025

3. If instructors require graduate students to assist with proctoring in-class examinations, please log in to
the e-Campus Service System > All e-Campus service = Academic Affairs = “Application for In-
class Exam Proctor Assistance” from September 29 to October 5. For details regarding applications
for proctor assistance, exam paper printing, reimbursement, and proctoring guidelines, please refer to
Attachment 1.

4. The operation guidelines for Midterm/Final Exams are processed in accordance with Providence
University Regulations on Term Exams Procedures;, Providence University Regulations on
Examination; Providence University Regulations on Leave of Absence for Exams and Taking Make-up
Exams. (Attachments 2-4)

5. Please kindly relay the above message if you have foreign faculties in your unit.

Original: All fulltime/part-time faculties; secretaries of all Departments (Colleges, Departments, Institutes, Center, Offices)
Copes: Office of Academic Affairs; Div. of R&C

Dean of Academic Affairs W"L‘ %7
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Attachment 1

Instructions for Application for Proctor Assistance and Reimbursement

for 2025-26AY 1% Semester

Test Operations Week Schedule

Online

Application for in-class Exam proctor
application | assistance (Midterm/Final Exams)

4 09/29/2025 — 10/05/2025

Midterm

Midterm in-class exams 8
Reimbursement for midterm proctor expenses
and test printing

10/27/2025 -10/31/2025
8~9  Pending on further notice

Final in-class exam 16
Final Reimbursement for final proctor expenses and
test printing.

12/22/2025 — 12/26/2025

16~17 Pending on further notice

Application for In-class Exams Proctor Assistance

Online
Application
Schedule

. The operation of Midterm/Final Exams are handled in accordance with the Providence

University Regulations on Term Exams Procedures.

. System is open: September 29, 07:00 — October 5, 23:59
. Online application: Log in to e-Campus service > All e-Campus service = Academic

Affairs = select “Application for In-class Exam Proctor Assistance”. The requests for
Group Exams and Proctor assistance for Midterm and Final Exams are applied separately.
They should be applied at the same time when the system is open for Midterm Exam. The
system is not open for Final Exam period.

. Ifthere is a change in Proctor assistance, please re-apply online directly when the system is

open,; if the system is closed, please contact Ms. Chen at the Div. of R&C two weeks before
the exam concerned.

. Operation manual: Div. of R&C -> System operation instructions = For Teachers =

“Operation Instructions for Application for In-class Exam Proctor Assistance ™.

Application
Conditions

. In-class exams for Midterm/Final: For the classes over 50 (inclusive) students, in

addition to head Proctor assumed by the teaching faculty, one Proctor assistant can be
applied; 2 Proctor assistants can be assigned for the classes over 91 (inclusive); 3
assistants for 151 (inclusive). At most once can be applied for Midterm and Final Exams
respectively. Please apply online according to the schedule.

. If the teaching faculty can locate Proctor assistants individually, online application

would be unnecessary.

Leave for Exam
and Make-up
Exams

. The exam leaves and make-up exams are processed in accordance with Providence

University Regulations on Leave of Absence for Exams and Taking Make-up Exams.

. The make-up exam for Midterm Exam will be handled by the teaching faculties

individually. Final make-up exams require online application.

. For the instructions for leave for exams, please refer to the webpage of the Div. of R&C -

Systems = For Teachers.

Proctor

. The regulations on exams are handled in accordance with Providence University

Regulations on Examination.

. For in-class exams, the teaching faculties are requested to Proctor the exam rigorously to

avoid student complaints. To avoid schedule conflict, in-class exam should avoid the
scheduled dates for Group Exams.

. If the teacher found students cheating during the exam, please handle it immediately to

avoid future complication. Record the Exam Irregularity Report (Div. R&C > Forms >
For Teachers > Exams). Ask the case students to sign the form. If a crib sheet is involved,
ask the case student to sign on the crib sheet to serve as the evidence for future punishment.

. For oral exams, please record the process in audio file; for test papers, student reports, oral

exam, the teaching faculty should keep the papers/records for a year for verification.

Test Sheet Printing and Reimbursement

Exam Paper
Printing and
Format

. For in-class Midterm/Final exams (not tests during the semester) and graduation

Examination papers: Exam papers are printed and verified by the course instructor or the
offering department.

. The formats for Exam Papers: The manuscript should be on A4 size paper only. The

manuscript should be clean and fill the layout to save the paper.

. To download “Test Manuscript Sheet”, please go to Div. of R&C - Forms = For

Teachers 2 “Exams”.
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. Answer sheets and exam envelopes for midterm and final exams can be picked up at your

department office or the General Affairs Section.

Reimbursement
for Proctor Fee
and Print Job

. Faculty members and course-offering units who print exam papers should fill out the

Reimbursement Application for Test Paper Printing and submit the printing receipts or
invoices to their department, which will then forward them to the Division of R&C for
processing. For audit purposes, each unit should keep the original test paper manuscript and
a copy of the receipt for at least one year.

. Faculty members who arrange proctor assistants on their own should fill out the Application

for Proctor Fee and submit it to their department, which will then forward it to the Division
of R&C for processing.

. The reimbursement request is limited to once only per semester for Midterm and Final

Exams respectively. Late application will not be accepted.
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