
 
Institutional Guidelines on Online Assessments 

 
General Guidelines 
 

1. All online pencil-and-paper and BB examinations will be proctored or monitored in Zoom.  
 

2. During these assessments, students must open their webcams or cell phone cameras to 
participate in online examinations. Students who fail to do so will not be allowed to 
participate in the examination.  
 

3. All pencil-and-paper and BB examinations will be time limited. All other assessments will 
have announced soft and hard deadlines. 
 

4. The examination proceedings of pencil-and-paper and BB exams will be recorded in Zoom. 
However, faculty members and students cannot post any photo or video related to the 
conduct of the examination in any site or social media platforms. 
 

5. The Academic Integrity Policy of Mapua will be strictly implemented. Violators will 
immediately receive a course grade and module grade of 5.00 or F and will be reported 
to the Office of the Prefect of Discipline for further investigation and sanction. 
 

6. For courses that use McGraw-Hill Connect, Proctor U will be used. Other open software 
may also be required for online proctoring: ManyCam, Discord, etc.  
 

7. Whistleblowing Policy for Online Assessments 
              Students are encouraged to report cheating in online examinations or assessments, or 

any act which violate the University Academic Integrity Policy.  All reports of such 
incidents shall be made in good faith and in writing, shall be verified, and investigated by 
the school or department in accordance with University processes. Such reports made 
will be treated with utmost confidentiality including the identity of the 
whistleblower.  However, in case the report is found to be false or unfounded, and made 
in bad faith, or with malicious intent or intended to harass, harm, intimidate, or threaten 
other individuals, the student who reported such false or unfounded allegation of 
cheating shall be subject to disciplinary proceedings in accordance with the Student 
Discipline Handbook. 

 
8. When soft and hard deadlines are announced, the maximum grade/points/score/rating 

will be based on the submission date.  
Example: 
On time submission (within the soft deadline):  Max Grade = 100% 
Late Submission (after the soft deadline but within the hard deadline): Max Grade= 75% 
Submission beyond the hard deadline: Max Grade = 60%  



 
9. In giving multiple attempts, to be fair to students who excelled in the first attempt, the 

maximum grade/points/score/rating in subsequent attempts will be reduced. 
 
Example 1:  
First attempt: Max Grade= 100% 
Second attempt: Max Grade = 70%. Those who got 70% and above should not take the 
second attempt.  

        
                   Example 2: BB Exam: Use Average of Graded Attempts instead of Highest Grade or 

Last Graded Attempt.   
 

10. Removal or make-up exams can be done only once before the end of each module. The 
maximum grade in removal exams is 3.00 (passing score). Make-up exam is only 
applicable to missed quizzes or examinations due to valid reasons: medical reasons, family 
emergency situations, or conflict of schedule related to religious practice. For medical 
reasons, the student must submit a medical certificate. For family emergency, the student 
must submit a letter from parent or guardian. For conflict of schedule related to religious 
practice, the student must submit a letter from parent or guardian before the scheduled 
assessment.  Faculty members must give a different set of examination for removal or 
make-up examination.  
 

11. In group activities, individual grades are given using a rubric or evaluation tool.  
 
 
 
 


