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Executive Summary

The Test Proctoring Procedures at Oconee Fall Line Technical College were developed to ensure the security and integrity
of distance education student testing.

Beginning Fall Semester 2011(201212), all online courses were required to have at least one proctored event during the
semester. The proctored event may be the final exam or other exam or project as determined by the instructor. Beginning
Fall Semester 2012, if a student does not take the proctored event for that course, the student receives a grade of WF for

that course.

The Assessment Centers at all OFTC locations may be used as approved proctor sites. Registration for proctored exams is
completed using the OFTC website and the Assessment Center page. If an instructor chooses for another project to be the
proctored event for that course instead of an exam, it is the instructor’s responsibility to schedule appointments with those
students.

Students who are not geographically close to an OFTC location may follow the procedures outlined in this manual to
obtain approval for another proctor site.
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Test Proctoring Policy Overview

Before the Term eInstructor - Update Syllabus

e|nstructor - Provide information to students
eStudent - Review test schedule and mark calendar

1st Day of the Term

eStudent - Contact instructor if there are any conflicts
with the test schedule and Special Populations
Facilitator if necessary

eInstructor - Complete and send the Proctored Exam
Information Agreement to Assessment Director

*Assessment Director - Determine proctoring schedule
based on completed forms from instructors and
confirm information with assessment staff on all
campuses.

1st Week of the Term

eStudent - Send completed Proctor Approval form if
necessary

eInstructor - Evaluates Proctor Approval form

3 Weeks Before Test

e[nstructor - prompt students to make appointments and

> Weeks Before Test provide paperwork to Assessment Director. Send
Proctored Exam Information Agreement to non-OFTC

aproved proctors

1 Week Before Test 'Qfsessment Director - Monitors space at each proctor
eStudent - Arrive to take test
Day of Test *Proctor - Administer tests

24 Hours After Test *Non-OFTC Proctors - Return the Agreement
*OFTC Proctors - Return exams
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FACULTY RESPONSIBILITIES

Before the Term

Faculty should add the test schedule, the proctor procedure, and the appointment registration
procedures to the syllabi.

First Day of Term

The instructor should provide students with a test schedule and test proctoring information.

First Week of Term

The instructor should also provide the Assessment Director with the completed Proctored
Exam Information Agreement form which includes Exam Availability dates, Exam
administration method, exam and Resources Allowed by Students. This form is due no later
than the date disseminated by the Assessment Director.

3 Weeks Before Test

The instructor should review the student’s Non-OFTC Proctor Approval Form. The instructor
may consult the Dean of Academic Affairs for his/her area if necessary or discuss with the
Assessment Director. Once the decision is made, the instructor should notify the student and
the proctor.

2 Weeks Before Test

The instructor should prompt the student via the learning management system and/or email to
make appointments using the OFTC website. If paper resources are required for the exam, the
instructor should provide those to the Assessment Director with sufficient copies for all
students. An electronic version of these resources should also be provided to the Assessment
Director.

1 Week Before Test

The instructor should test the system (ANGEL or SAM) to ensure that the exam launches
properly and that the start and end dates he or she establishes in the administrative system are
consistent with those listed on the Proctored Exam Information Agreement.
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STUDENT RESPONSIBILITIES

First Day of Term

The student should review the test schedule and mark his/her calendar

First Week of Term

The student should contact the instructor if there are any conflicts with the test schedule and
contact the Special Populations Facilitator if special accommodations are required.

3 Weeks Before Test

If the student is desiring to take the proctored test at another location other than an OFTC site,
the student must complete the Proctor Approval Application for non-OFTC proctors. The
form should be completed and turned into the class instructor.

If the student is desiring to take the proctored exam at an OFTC location, the student should
make an appointment for proctored exams on the OFTC website Assessment Center page.
The student should print the confirmation for his/her records.

Day of the Test

The student should arrive at the pre-arranged time and bring appropriate supplies and photo
ID to the proctor location.
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ASSESSSMENT DIRECTOR RESPONSIBILITIES

First Week of the Term

The Assessment Director should determine the proctoring schedule based on completed
Proctored Exam Information Agreement forms from instructors and confirm start/end dates
with assessment staff on all campuses. Assessment Director should forward instructor-
generated emails containing all Proctored Exam Agreement Forms to all proctors.

Three Weeks Before First Test

The Assessment Director should confirm all dates, times, and locations with OFTC assessment
staff on all campuses. The Assessment Director should key information into the administrative
side of the proctored exam registration system. The Assessment Director will then notify all
online faculty, division chairs, and Deans of Academic and Student Affairs that students may
begin making appointments.

Throughout the Semester

The Assessment Director should monitor seats available at each proctoring site based on date,
time, and location, adding more when full, if possible.
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PROCTOR RESPONSIBILITIES

First Week of the Term

The proctors should print a copy of each Proctored Exam Agreement Form received from the
Assessment Director and organize into a notebook for quick reference. Proctor should lock this
notebook in a secure location.

Day of the Test

The Proctor should print a schedule of appointments for record-keeping of students who are
proctored.

* Abide by the instructions provided on the Proctored Exam Information Agreement.

* Read or provide the students with the directions on the Test Proctor Guidelines.

* Request to view the student’s photo ID once the student arrives to attempt the exam.

* Supervise the student taking the exam by staying in the testing area with the student
and answering only those questions not pertaining to the test.

* Terminate the exam if the student displays improper conduct, including cheating.
Collect any evidence of the improper conduct and email the Assessment Director and
course instructor with the details and documentation immediately.

24 Hours After the Test

Non-OFTC proctors should return the Proctored Exam Information Agreement to the
instructor within 24 hours of the test.

OFTC proctors should return paper/pencil exams to instructors in person to the division mail
tray or via interoffice mail within 24 hours of the test.
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LIST OF APPROVED PROCTORS

If a student cannot attend the scheduled exam time for any reason, he/she should contact

his/her instructor immediately to make other arrangements. Arrangements with proctors

must be made at least two weeks in advance.

1.

Campus Sites — The Assessment Centers at Oconee Fall Line Technical College
campuses are the first choice as a proctor for exams. Students may schedule
appointments with the Assessment Center on the OFTC website. The student then
reports to the appropriate assessment center at his/her chosen time for the exam.
Course Instructor — If the proctored event is not an exam that can be administered by
the Assessment Center or if the student has a conflict, the student may schedule
proctored events with the course instructor. Arrangements should be made in advance
and appointments set with the instructor.

Other Instructor — The student may attend another exam scheduled for a different
course section. This alternative must be approved by both the student’s course
instructor and the instructor offering the different exam time. Arrangements for this
must be made at least two weeks in advance.
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LIST OF POSSIBLE PROCTORS OUTSIDE OF OFTC

If a student is taking an online exam outside of our service area or has extenuating
circumstances, he/she may request a proctor from another technical college or a proctor from
outside of OFTC from the list below. Students are required to provide the proctor with Test
Proctor Guidelines and complete the Non-OFTC Proctor Approval Application. The completed
application needs to be returned to the instructor at least three weeks before the exam.

A family member or personal friend cannot be an approved proctor.
Proctors may be selected from the following groups:

1. Afaculty member, assessment staff, or administrator of another technical
college in Georgia.

2. Afaculty member, assessment staff, or administrator of an accredited university
or college

3. Avocational rehabilitation counselor
A school superintendent, principal, or counselor

5. A commissioned or noncommissioned officer whose rank is higher than the
student’s own for military students
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Test Proctor Guidelines

This form is to be provided to the Non-OFTC test proctor along with the Proctor Approval Application.

You must adhere to the following guidelines if you decide to serve as a test proctor.

1
2
3
4.
5
6

10.

11.

Confirm the exam arrangements with the student in writing three weeks prior to the exam.
Provide the student with directions to the testing facility at least one week prior to the exam.
Abide by the instructions provided on the Proctored Exam Information Agreement.
Administer the exam in a location that provides a comfortable and secure testing environment.
Request to view a copy of the student’s photo ID once the student arrives to attempt the exam.
Supervise the student taking the exam by staying in the testing area with the student and
answering only those questions not pertaining to the test.

Terminate the exam if the student displays improper conduct. Collect any evidence of the
improper conduct and email the course instructor with the details and documentation
immediately.

If the exam is timed, please make sure that the student does not go beyond the time limit.
Complete the Proctored Exam Information Agreement verification sections and return the
completed form to the instructor of the course via email or fax within 24 hours of the exam.

If a password is provided by the instructor, this is to be kept confidential and not revealed to
the student.

Read the following statement to the student or post at the student station before he/she is
administered the exam.

"Please note the time you are allowed on the exam and pace yourself accordingly. You are not
allowed to use any notes or reference materials unless stated otherwise on the exam instructions.
If you exhibit improper conduct, including cheating, your exam will be terminated and your
behavior reported immediately.”
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Non-OFTC Proctor Approval Application

Students must complete the student section and the instructor information section and have the non-OFTC proctor
complete the last section and sign. Once completed, the student submits this form to the course instructor at least 3

weeks prior to the exam.

Student Information (completed by student)

First Name, Middle Initial, Last Name

Student ID #

Student Email Address

Course Prefix and Number

Course Title

Date:

Instructor Information (completed by student)

Instructor’s Name

Instructor’s Phone

Instructor’'s Email Address

Proctor Information (to be completed by prospective test proctor)

First Name, Middle Initial, Last Name

Title/Position:

Name of Employer:

Address of Employer:

City, State, Zip Code

Business Phone and Business Fax Numbers

Proctor Email Address

Do you require a proctoring fee? If yes, indicate amount.

Proctor’s Signature

By signing my name above, | verify that all information is true to my knowledge. | agree to adhere to the Test Proctor
Guidelines indicated by Oconee Fall Line Technical College if | am approved to administer the exam.
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Proctored Exam Information Agreement for
OFTC Sites

This form should be completed by the online course instructor during first week of each term and returned via email to Lisa

Kelly, Assessment Director at OFTC.

Term:

Course Prefix and Number

Course Location

Name of Instructor

ANGEL Password

The course noted below requires the supervision of a test proctor. Please keep this agreementin a
secure location as it may contain sensitive information.

Detailed Instructions Section: The instructor should provide detailed instructions in this section on

how to access the course.

Name of Exam | Exam Exam Method | Exam Method | Resources Time Limit Exam Due
Availability of Delivery of Return Allowed by Date
Date Student
MATH 1012 December 8- Paper/pencil Return exam Student- 120 minutes December 14
14 exam. Please | and attached provided
verify the scratch paper calculator
name of the to instructor’s
exam and the | mail tray orvia
student’s ID. interoffice
mail.
ALHS 1090 December 8- | Password The examisin | The studentis | The student December 14
14 protected ANGEL so the | notallowed has 5o minutes
online examin | exam will be any outside to complete
ANGEL. The submitted resources. the exam.
student needs | electronically.
to log-in. Nothing to
Please verify return.

the name on
the screen and
the ID. The
final is under
the Lessons
tab. Proctor is
to type the
password.
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Proctored Exam Information Agreement for Non-OFTC Sites

This form should be completed by the online course instructor two weeks before the exam administration and sent to the

approved proctor. The proctor should return to the instructor within 24 hours of the test.

Student’'s Name :

Course Prefix and Number

Name of Instructor

Course Location

Instructor’s Email

Instructor’s Fax

The course noted below requires the supervision of a test proctor. Please keep this agreementin a

secure location as it may contain sensitive information.

Detailed Instructions Section: The instructor should provide detailed instructions in this section on

how to access the course.

Name of Exam | Exam Exam Method | Exam Method | Resources Time Limit Exam Due
Availability of Delivery of Return Allowed by Date
Date Student
ALHS 1090 December g- Online examin | Theexamisin | Thestudentis | The student December 14
14 ANGEL. The ANGEL sothe | notallowed has 50 minutes
student needs | exam will be any outside to complete
to log-in. submitted resources. each part.
Please verify electronically.
the name on Nothing to
the screenand | return.
the ID. Proctor
is to type the
password.

Verification Section:

By keying my name in the space below, |, the below named student, verify that | have independently completed

this examination under the supervision of my designated proctor. | completed this examination without the use

of any books, notes, or items, except those specifically permitted for use during this particular examination.

Student’s Name

By keying my name in the space below, |, the below named proctor, verify that | have supervised the
administration of this exam. The above named student has completed this examination following all
regulations as outlined in the Proctor Guidelines.

Proctor’'s Name

Date of Exam




