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Welcome Online and Distance Learning Faculty 
 

Carson-Newman’s faculty is among not only East Tennessee’s but also the world’s most outstanding Christian 

scholar/teachers and are essential to fulfilling the college’s mission.  They are the reason Carson-Newman can 

offer bachelor’s degrees in over fifty majors and master’s degree programs in business, education and nursing.  

The Online and Distance Learning faculty uses innovative web technologies in their teaching, advising, and 

mentoring methods while emphasizing academic excellence within a supportive Christian environment. 

The Online and Distance Learning Faculty Handbook is intended to serve as a reference guide for faculty 

teaching: 

A. Online blended (hybrid) classes which are taught partially in the traditional classroom.  These meetings 

are clearly defined before semester registration and are established during on campus meeting times.  

Any required face-to-face meetings make a course using online and distance as a component as a 

blended course. 

B. Online distance learning classes are taught completely online in a virtual classroom via the Internet.  The 

student and instructor may be at very distance locations and do not meet in a traditional classroom 

setting for the course. 

This handbook is designed to assist you in developing and teaching online blended and distance learning 

courses.  It supplements, but does not replace the Carson-Newman Faculty Handbook.  The Carson-Newman 

annual Academic Catalog contains the academic calendar, student policies, course descriptions and other 

valuable information such as admissions procedures and financial information.  The Carson-Newman intranet, 

EagleNet, will provide you with up-to-date communication and documentation to assist you in the training and 

support for your teaching as well as the administrative functions of your online classroom management. 

Please feel free to ask for further clarification or information from your department chair, the faculty deans, the 

center for instructional technology, the offices of the Registrar, Financial Assistance, or Human resources. 

 

 

 

 

 



 
  Page |iv 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
  Page |v 
 

 

 

Table of Contents 
Welcome Online and Distance Learning Faculty ....................................................................................................... iii 

Mission and Vision ......................................................................................................................................................1 

Carson-Newman Mission........................................................................................................................................1 

Online and Distance Learning Mission ...................................................................................................................1 

Carson-Newman Vision ..........................................................................................................................................1 

Online and Distance Learning Vision ......................................................................................................................1 

General Information about Online and Distance Learning at Carson-Newman ........................................................1 

Purpose ...................................................................................................................................................................1 

Principles ................................................................................................................................................................1 

Definitions ..............................................................................................................................................................2 

Academic Guidelines ..................................................................................................................................................3 

Calendar and Course Credits ..................................................................................................................................3 

Curriculum Approval Process .................................................................................................................................3 

New Online Distance or Blended Course  (Face-to-face course already available on-campus) ........................3 

Existing Online Distance or Blended Course  (Course previously taught by someone else or revision in 

curriculum and methods) ...................................................................................................................................3 

New Online Distance or Blended Course (Never taught face-to-face)...............................................................3 

Course Development ..............................................................................................................................................4 

Course Presentation Requirements .......................................................................................................................4 

Compliance with SACS ............................................................................................................................................5 

Student Performance Assessment .........................................................................................................................5 

Faculty ........................................................................................................................................................................5 

Faculty Responsibilities ..........................................................................................................................................5 

Preparation .........................................................................................................................................................5 

Conduct ..................................................................................................................................................................5 

Office Hours ........................................................................................................................................................5 

Attendance .........................................................................................................................................................6 

Course Rosters ....................................................................................................................................................6 



 
  Page |vi 
 

Identification ......................................................................................................................................................6 

Grades .................................................................................................................................................................6 

Evaluations .........................................................................................................................................................6 

Faculty Compensation ............................................................................................................................................6 

Course Ownership ..................................................................................................................................................6 

Faculty Support...........................................................................................................................................................7 

Instructional Technology and Online Learning Office ............................................................................................7 

Training ...............................................................................................................................................................7 

Faculty user support ...........................................................................................................................................7 

Technical Design Consulting ...............................................................................................................................7 

Information Technology Services ...........................................................................................................................7 

Email ...................................................................................................................................................................7 

C-N Connect ........................................................................................................................................................7 

EagleNet .............................................................................................................................................................7 

Data Storage .......................................................................................................................................................7 

Library Support .......................................................................................................................................................8 

TurnitIn.Com .......................................................................................................................................................8 

E-Reserves ..........................................................................................................................................................8 

E-Books ...............................................................................................................................................................8 

Interlibrary Loan Requests .................................................................................................................................8 

Appendix A .................................................................................................................................................................1 

Online Course Proposal Form .................................................................................................................................1 

Appendix B ..................................................................................................................................................................2 

Online Distance Learning Course/Curriculum Change Form ..................................................................................2 

Appendix C ..................................................................................................................................................................1 

Online Distance Learning Course/Quality Rubric ...................................................................................................1 

Appendix D .................................................................................................................................................................1 

Sample Examination Proctor Cover Sheet ..............................................................................................................1 

 



Carson-Newman College  Online & Distance Learning  Faculty Handbook 2010-2011 P a g e  | 1 
 

 

Mission and Vision 

Carson-Newman Mission 
Our mission is to help our students reach their full potential as educated citizens and worldwide servant leaders 

by integrating academic excellence and Christian commitment within a caring community. 

Online and Distance Learning Mission 
The Online and Distance Learning Department’s mission is to help provide students, worldwide, with 

educational opportunities outside the traditional classroom in an anytime, anywhere environment that meet 

Carson-Newman’s high quality standards and Christian commitment. 

Carson-Newman Vision 
To become a premier Christian liberal arts college with a worldwide impact. 

Online and Distance Learning Vision 
To become a showcase institution in Online and Distance learning by breaking the barriers of distance and time 

via technology. 

General Information about Online and Distance Learning at Carson-Newman 

Purpose 
The administration of Carson-Newman College recognizes the need to offer its students … 

Principles 
1. Faculty are not required to teach in a distance learning format, but all faculty are expected to use the 

Blackboard CE online course management system to deliver their syllabi.  

2. The faculty is ultimately responsible for the integrity of online learning content and delivery. 

3. Carson-Newman will provide the faculty with the necessary pedagogical and technological training 

needed to deliver quality online courses. 

4. Curriculum content developed for online delivery must fit the online learning format and should have a 

defensible rationale for using such materials. 

5. Class sizes for online learning will be appropriate subject to the curriculum needed to successfully 

deliver an effective and quality course. 

6. Technical support for faculty and students will be available in a combination of web-based self-help 

tutorials and videos, self-paced orientation, email and telephone. 
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Definitions 
Online Learning  Instruction delivered through online computing, usually using either a learning management 

system such as Blackboard CE or via a web site developed for instruction. 

Online Blended (hybrid) classes which are taught partially in the traditional classroom.  These meetings are 

clearly defined before semester registration and are established during on campus meeting times.  Any required 

face-to-face meetings make a course using online and distance as a component as a blended course. 

Online Distance Learning (ODL) classes are taught completely online in a virtual classroom via the Internet.  The 

student and instructor may be at very distance locations and do not meet in a traditional classroom setting for 

the course. 

Traditional Classroom Learning , also known as Face-to-Face learning, takes place in a traditional classroom 

setting.  It may be on the main C-N campus or at one of its satellite locations. 

Blackboard CE a.k.a Blackboard or WebCT.  A software program allowing online course content and delivery as 

well as online classroom management. This software is accessed anytime/anywhere as long as the instructor 

and student have a Carson-Newman computing network user name and password. 

Asynchronous Learning Teaching and learning take place without the constraints of time and place.  The student 

learns within the time frame of the semester and syllabus calendar, but does not need to be actively learning at 

the same time as everyone else in the course.  

Synchronous Learning a.k.a. real-time.  Synchronous learning require the simultaneous participation and 

communication between the instructor and student or student-to-student.   
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Academic Guidelines 

Calendar and Course Credits 

Courses are will be held using the semester calendar timeline as found in the Carson-Newman Academic 

Calendar.   

Continuing education, non-credit course offerings are not subject to the Academic Calendar. 

Curriculum Approval Process 

New Online Distance or Blended Course  

(Face-to-face course already available on-campus) 

Recommended:  This process should begin at least nine months prior to the online course offering. 

1. Complete the Online Distance or Blended Course Proposal Form. See Appendix A 

2. Submit the application to the Department Chair for review and signature. 

3. The Chair will forward the application to the appropriate Dean for review and signature. 

4. The Dean forwards a copy of the application to the Provost for review and approval. 

a. If the Provost approves, the applicant is notified and a copy of the application with the Provost 

signature for approval is sent to the Registrar 

b. If at any time the proposal is denied, the applicant is notified. 

Existing Online Distance or Blended Course  

(Course previously taught by someone else or revision in curriculum and methods) 

Purpose:  To ensure the integrity and quality of the course is not compromised by the any curriculum revisions 

and/or to make certain the new instructor is committed to the pre-approved instructional framework, including 

modes of delivery and assessment. 

 Recommended:  This process should begin at least three months prior the change in the online course offering. 

1. Complete the Online Distance or Blended Curriculum Change Form – See Appendix C 

2. Submit the Change Form to the Department Chair for review and signature. 

3. The Chair will forward the application to the appropriate Dean for review and signature. 

4. The Dean forwards a copy of the application to the Provost for review and approval. 

a. If the Provost approves the changes, the applicant is notified  

b. If at any time the changes are denied, the applicant is notified. 

New Online Distance or Blended Course (Never taught face-to-face) 

1. Any new credit bearing course, never taught in a face-to-face or online setting will follow the guidelines 

as posted in the annual C-N Faculty Handbook.  Any course offered for academic credit must receive the 

curricular and budgetary approval of the offering department and the college prior to being offered, 

with the acceptation of submission to the Registrar.  The  

2. Any new non-credit bearing online course, never taught in a face-to-face or online setting will go 

through the same new online course approval process as if it had previously been offered. 
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3. Any course designed for online delivery must fit the online learning format and should have a defensible 

rationale for using such materials, and must maintain the integrity and quality as anticipated from a 

face-to-face offering. 

Course Development 

 Online student learning outcomes will be equivalent to those of the same course taught face-to-face in a 

classroom setting and will be assessed as such.  Program faculty have the responsibility for the quality of all 

content and delivery of the course.   

The online distance learning course must include learner-centered strategies which help keep the student 

actively engaged.  This may include problem-based as well as knowledge-based which involves higher order 

thinking skills such as analysis and evaluation instead of mere recall and command application.  

All faculty developing a new online distance course should submit a Quality of Distance Course Rubric (See 

Appendix C) to the Provost’s office to assist in self-examination of the course for quality design. 

Course Presentation Requirements 

All Carson-Newman courses will use the standard learning management software (Blackboard CE) for a 

minimum of their course syllabi.   

Faculty teaching an online blended or online distance course will also:   

 Have C-N Online and Distance Learning approved style which include: 

 Front page organization and navigation 

 Refrains from using non-standard colors or fonts  

 Content accessible to students with disabilities when appropriate.  Ex: a video may need to be 

accompanied with a text file.  

 Links and explanation to the Blackboard orientation  

 Links to technical support 

 

 Give a Course Orientation which includes: 

 An introduction to the Blackboard course tools and how they will be used in this particular 

course.   

 Instructor’s contact information including:  accepted modes of communication (at least two), 

accepted times for communication, times of “black-out” or no expected communication 

 The course “attendance” policy.   

 Instructions for obtaining any special software, textbooks, or other tools needed to complete 

the online course 

If this orientation is delivered via email or Blackboard with via an attached document or new document it will be 

in PDF or HTML format. 
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Compliance with SACS  

The Southern Association of Colleges and Schools guidelines for online and distance learning programs are listed 

at the following website:  http://www.sacscoc.org/pdf/081705/commadap.pdf  “Best Practices for Electronically 

Offered Degree and Certificate Programs.   

When developing an Online Course: Article #2 “Curriculum and Instruction” should be reviewed to insure the 

course and/or new program follow these guidelines. 

Student Performance Assessment 

Assessment of student learning outcomes is an essential.  Results of student learning outcome assessments will 

be used to drive decision making regarding course improvement.  Assessing student learning is done by the 

instructor and respective departments and should meet department standards. Instructors are encouraged to 

use assessment program driven methods to measure student performance such as portfolios, discussion or chat 

rubrics, and projects 

All courses at C-N, including online delivered instruction are required to have a final exam component.  

Instructors may require students to take quizzes/exams in proctored settings.  The Life Direction Center has 

agreed to be a proctoring center if the faculty member is not available.  See sample proctor cover sheet. 

Appendix D. 

Faculty 

Faculty Responsibilities 

Preparation 

Carson-Newman requires all faculty who teach and develop online courses “attend” two sets of courses.  The 

first:  Blackboard Orientation which can be done one of two ways.  Face-to-face in a two-day Jump Start 

Blackboard Institute or through the online self-paced orientation in Blackboard.  Second:  Teaching Effectively 

Online, which is an online three-week study.   

These courses are a condition of employment in teaching an Online Distance Learning or Online Blended 

Learning course.  The Provost must approve any waivers for new faculty Online Distance Learning teachers. 

Faculty who have prior experience in Carson-Newman online teaching and course development are not required 

to take these courses, however there are courses continually offered through the Office of Instructional 

Technology each faculty member is encouraged to attend. 

Conduct 

Office Hours 

A faculty member teaching an Online Distance Learning course will hold the normally expected number of office 

hours.  If it is appropriate, the faculty member may set up to 1 1/2 hours for each Online Distance Learning 
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course as virtual (online) office hours. When conducting on-line office hours, faculty members are not required 

to be present on campus. 

Office hours and communication modes will be clearly defined in the course Syllabus and/or Course Calendar. 

Attendance 

Faculty: Instructors will log into their Online Distance Learning classes at least five days a week and interact with 

students by email, discussion board, chat, assignment comments, or grade posting.  

Student:  The instructor will keep an “attendance” log, which tracks the number of times a student logs into the 

distance learning course per week.   

Course Rosters 

All credit bearing courses will have their course rosters maintained through C-N Connect by the Registrar’s 

office.  C-N Connect holds the official class rosters.  If a student is missing from the Blackboard roster but is on 

the C-N Connect roster, it is the instructor’s responsibility to contact the Blackboard administrator immediately. 

Identification 

Students enrolled in an online distance course use their Student Identification, Carson-Newman Network ID and 

passwords as a way of verifying their identification.  Instructors must safeguard this information and not share 

any lists or other media with this personal information attached.  You must require a student log onto 

Blackboard using their C-N Network ID and Password to help insure the identity of the student is validated.  You 

may ask the student to provide C-N Student I.D. number and other unique bits of information at the end of an 

online examination in order to corroborate identification.   

Grades 

Grading should be directly related to the objectives of the course and should reflect the relative level of 

attainment of the objectives.  Faculty will keep careful records of these grades and use C-N Connect to report 

the grades following the guidelines in the Carson-Newman Faculty Handbook. 

Evaluations 

Faculty/Course evaluations will be conducted online for all courses during the last week of the course period.  

The instructor should encourage participation and communicate with the student that the evaluations are 

anonymous and to help insure the anonymity the instructor should not look at any of the evaluation until after 

the final grades have been posted. 

Faculty Compensation 
The faculty compensation guidelines for undergraduate and graduate faculty teaching an online courses may be 

found on EagleNet at https://eaglenet.cn.edu/provost/Documents/Chairs and Deans/Pay Guidelines.doc 

Course Ownership 
Online curriculum that is developed by a faculty member as part of normal workload or overload is owned by 

the faculty member.  Permission for Carson-Newman to use the course must be secured in writing from the 

faculty developer. 

https://eaglenet.cn.edu/provost/Documents/Chairs%20and%20Deans/Pay%20Guidelines.doc


 
  Page |7 
 

If the course and its curriculum is developed by a faculty member, as part of their normal workload or overload, 

but compensated by an additional stipend, the ownership for the course/curriculum will be determined and 

agreed upon, in writing, by the Provost and the faculty member. 

Online Distance Learning continuing education non-credit courses will be determined and agreed upon, in 

writing, by the Provost and the developing faculty member. 

Faculty Support 

Instructional Technology and Online Learning Office 
Carson-Newman recognizes the need for leadership and support in the appropriate use of technology for 

teaching and learning.  The Office provides support through:  

Training 

 In addition to the required training for first-time Online Distance and Blended Learning course instructors, there 

is a generous amount of on-going mini-workshops, online self-paced tutorials and various self-serve handouts 

for all Carson-Newman faculty, staff and students.  

Faculty user support  

Support for Blackboard Online Course Management system and the standardized used for course development, 

in the form of telephone, e-mail and walk-in support. 

Technical Design Consulting to help improve online course quality using current technologies available to 

C-N faculty. 

Information Technology Services 
Information Technology Services hold the licenses and on-campus technology needed for academic computing.  

Maintains a secure high-speed network for faculty, staff and students to access the following: 

Email 
Faculty accounts are created when the H.R. department enters hiring information into the Datatel information 
system.  

C-N Connect  
C-N Connect allows faculty to access their course rosters, advisor information, and enter student grades. 

EagleNet 
Carson-Newman College (C-N) uses SharePoint server, which is a web-based collaboration tool. This allows 
secure information sharing and document collaboration. EagleNet is a central location to for current general 
announcements, documents, web links, calendars and more. 

Data Storage 
Each student, faculty and staff receives a person file space on a network server. This space may be accessed 

http://cnweb.cn.edu/ittraining2/cn_connect.html
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from any networked computer on-campus as well as through Outlook Web Access off campus. For step-by-step 
instructions for mapping to the network drive see the Knowledge Base on Eaglenet.  

Library Support 

TurnitIn.Com  

The Library provides a subscription to an anti-plagiarism service called Turnitin.  With this service , you will be 
able to submit students’ papers and have them compared against several difference resources.  You receive a 
report which lets you know the probability that the document was or was not plagiarized.  For more information 
see:  http://library.cn.edu/faculty.html  

E-Reserves 

Wherever possible we recommend that any material you wish to be put on reserve be placed on electronic 
reserve – our students really appreciate the 24/7 availability. If we already have the material available 
electronically, we will put only the link into our electronic reserve system to avoid any copyright issues. (See 
http://library.cn.edu/CopyrightTips.pdf for examples and more information.) Journal articles and book excerpts 
are good candidates for electronic format. If you need to place entire books and/or videos on reserve, we offer 
one hour, one day, three day, and seven day options for books and one day check-out for media reserves. 
Regardless of format, please come by the main desk and fill out the necessary forms.  
Because of the time involved to set up and populate course reserves, we ask that you give us as much lead time 

as possible. We appreciate at least two days’ notice. 

E-Books 

Carson-Newman has purchased subscription to several e-book libraries, allowing the C-N faculty and students to 

access many books online.   

Ebooks purchased by library (individual titles are in the library catalog) 

NetLibrary  

ACLS History E-books  

Evans Early American  

Gale Reference (ACA)  

Gale Reference (TEL)  

Greenwood Collection  

Oxford Reference  

Wiley InterScience 

Interlibrary Loan Requests  

To make an interlibrary loan request see:  http://library.cn.edu/faculty.html 

 

 

 

https://webmail.cn.edu/owa
https://eaglenet.cn.edu/it/Knowledge%20Base/Forms/list_view.aspx
https://eaglenet.cn.edu/
http://library.cn.edu/faculty.html
http://152.97.110.100/search~S17
http://www.netlibrary.com/
http://www.historyebook.org/
http://infoweb.newsbank.com/?db=EVAN
http://infotrac.galegroup.com/itweb/aca_carson?db=GVRL
http://infotrac.galegroup.com/itweb/tel_a_carsonnc?db=GVRL
http://ebooks.greenwood.com/browse/index.jsp
http://www.oxfordreference.com/
http://library.cn.edu/databases/wiley.html
http://library.cn.edu/faculty.html
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Online Blended or Distance Learning Course PROPOSAL Form 

Course Information 

Course 
    Title: 

 On-Campus Course 
Number: 

 

 

Department:   Online Blended          Online Distance 

   

Will an on-campus lab be required to go along with this course?    Yes    No 
 

Number of Meeting Times (if applicable):   1st Semester to Deliver:  

  

Pre-requisites for Course (Numbers):      

 

Maximum Class Size:     

 

Justification for offering course online 

 Increases accessibility         Summer offering      Meets Department Schedule Needs 
 
On a separate sheet, please address the following points: 

Type of approach to teaching online:  Pedagogical (Teacher Centered)   Andrological (Learner Centered) 
How will this course deliver content? (Chat, Discussion, Assignments, Multi-Media, Text-Book, etc.) 
What will be the mode of evaluation in determining: met requirements, met learning objectives, attendance? 
 

Instructor Information 

Instructor:  Telephone:  

 

Have you previously taught online?    Yes          No 
Have you attended more than an introduction to Blackboard 
Training or completed an online Blackboard orientation? 

 Yes          No 

Have you completed the online a “Teaching Effectively 
Online” course?    

  Yes    No 

Have you taken any online courses as a student?  Yes          No 
 

1. Submit the application to the Department Chair for review and signature.  

2. The Chair will forward the application to the appropriate Dean for review and signature. 

3. The Dean forwards a copy of the application to the Provost for review and approval. 

a. If the Provost approves, the applicant is notified and a copy of the application with the Provost 

signature for approval is sent to the Registrar 

b. If at any time the proposal is denied, the applicant is notified.  
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Online Blended or Distance Learning Course CHANGE Form 

Course CHANGE Information (Please Highlight) 

Course 
    Title: 

 On-Campus Course 
Number: 

 

 

Department:   Online Blended          Online Distance 

   

Will an on-campus lab be required to go along with this course?    Yes    No 
 

Number of Meeting Times (if applicable):   1st Semester to Deliver:  

  

Pre-requisites for Course (Numbers):      

 

Maximum Class Size:     

 

 
Changes in Approach 

On a separate sheet, please address the following points: 

Type of approach to teaching online:  Pedagogical (Teacher Centered)   Andrological (Learner Centered) 
How will this course deliver content? (Chat, Discussion, Assignments, Multi-Media, Text-Book, etc.) 
What will be the mode of evaluation in determining: met requirements, met learning objectives, attendance? 
 

NEW Instructor Information 

Instructor:  Telephone:  

 

Have you previously taught online?    Yes          No 
Have you attended more than an introduction to Blackboard 
Training or completed an online Blackboard orientation? 

 Yes          No 

Have you completed the online a “Teaching Effectively 
Online” course?    

  Yes    No 

Have you taken any online courses as a student?  Yes          No 
 

1. Submit the application to the Department Chair for review and signature.  

2. The Chair will forward the application to the appropriate Dean for review and signature. 

3. The Dean forwards a copy of the application to the Provost for review and approval. 

a. If the Provost approves the changes, the applicant is notified  

b. If at any time the changes are denied, the applicant is notified.
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Online Distance Learning Course Quality Rubric 

Please Rate Your Online Distance Learning course using the following scale: 
 
5 Exemplary: a model of best practice as related to this criterion  
4 Accomplished: excellent implementation; comparable to other examples  
3 Promising: good implementation; however, somewhat lacking in depth or detail  
2 Incomplete: partial implementation of this criterion; additional work needed; good start  
1 Not evident: unable to locate examples specific to this criterion  
0 Not appropriate: this criterion has little or no relevance for this course 

 

 Clearly defined and explained required levels of student participation 

 Clear explanation of instructor’s role in the instruction. 

 Instrument to contract the students acceptance and understanding of role expectations 

 Clearly defined tools which will be used for communication by students and the instructor to 
discuss course content 

 Clearly defined tools which will be used for communication by students and instructor to discuss 
personal issues and or “emergency” situations 

 Embedded opportunities for community building 

 a. Planned use of asynchronous tools such as discussions, blogs, journals 
b. Planned use of synchronous  tools  such as chat rooms, whiteboards, f-2-f meetings 
c. Opportunities for students to communicate individually with course-mates one-to-one 

or in small groups 
d. Use of group projects, teamwork, exchange of electronic documents or other 

collaborative activities 

 Clearly defined expectations for communication netiquette protocol  

 Clearly defined expectations for instructor response time 

 Obvious association of assignments with assessments and stated objectives and learning goals 

 Clearly communicated assignments that include expectations  

 Use of assignments and projects which require students to make appropriate and effective use 
of external resources. 

 Use of assignments and projects which provide students with opportunities to practice and 
apply concepts and skills 

 Clearly declared appropriate use of citations for research, writings and postings 

 Links to learner technical support unmistakably visible 

 Links to learner library, bookstore, registrar and other campus support unmistakably visible 

 Learner orientation provided either online or face-to-face 

 Instructor and support staff contact information included 

 Content available in various formats accommodating technical and learning style differences. 

 (Example:  make reading documents available in HTM, PDF and DOC, make sure video/audio 
files are also available with transcripts).    
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Carson-Newman College Final Exam 
BAD-201-A SPRING 2010 Online 

 
Contact Information: 
Dr. Any B. Faculty        abfaculty@cn.edu 
Carson-Newman College        865-471-1234 
Business Department 
Jefferson City, TN 37760 
 
Instructions: 
 
1. The student must bring a photo ID. Please verify that the photo matches the student taking 
the exam, photocopy the ID and staple the photocopy to the back of the exam. 
 
2. The use of a calculator is permitted on the exam. This must be a dedicated calculator and 
cannot be an application on a cell phone or a PDA. The student is not allowed to use any 
other electronic devices (MP3 players, computers, etc.). 
 
3. One page of scrap paper may be used during the exam. No other materials (text books, notes, etc.) 
are allowed. The scrap paper should be taken up with the test and stapled to the back. 
 
4. The student must complete the exam in a single session of one hour or less. 
 
5. Please return the completed exam and this cover sheet to the instructor within 24-hours of exam. 

 
Check list: 
 
When the student has completed the test, please initial the following items to be sure that 
the test was fairly administered to all the students. 
 
[ ] The student’s photo ID matches the student taking the test. 

[ ] A photocopy of the ID is stapled to the back of the test. 

[ ] The student did not use any electronic devices besides a calculator. 

[ ] The student did not use any written material besides a single scrap page  

[ ] If a scrap page was used, it is stapled to the back of the test. 

[ ] The student did not receive outside help during the test. 

[ ] One hour or less was used to complete the test. 

 
This test was proctored by: _______________________________________ (please print) 

 
Signature: _________________________________________  Date:_________________ 


