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REFERENCE

CPFR
SCOPE

Central Pierce Fire & Rescue Test Proctors.

PURPOSE

To maintain consistency in the testing process and to meet accreditation standards.

POLICY
The Proctor for a Certification examination is responsible for the administration of the examination at the selected location.  These responsibilities include:
· The receipt and security of all test materials sent by the Test Security Officer.

· The arrangement of the room where the test will be administered.

· The on-site registration of candidates taking the examination.

· The distribution of test materials to the candidates.

· Assisting candidates in completing the information section of the score sheet.

· Providing instructions regarding the examination, including any special instructions provided in the test package.

· Maintaining a quiet, distraction-free atmosphere during the examination.

· The monitoring of candidates during the examination.

· Collecting all test materials at the completion of the examination.

· Returning materials to the Test Security Officer for scoring.

The Receipt and Security of Test Materials

Upon receiving the test materials, the proctor should inspect the package to ensure that it contains all of the materials identified on the test material control sheet.  Materials should be inspected to ensure that they have been tampered with and that the proper quantities of test books and answer sheets are provided.  If there are discrepancies or any problems with the materials, contact the Test Security Officer immediately.

After the materials have been checked, they should be properly secured to prevent theft, loss or damage prior to the administration of the examination.  The security of all test materials prior to, during and after the administration of the examination is the responsibility of the designated examination proctor.  Any breaches in security should be reported by calling the Test Security Officer.

Test materials should never be left unsecured.  They must be locked in a secure location or under the proctor’s direct supervision at all times.

The Testing Location
The room(s) selected for candidates to take the examination should provide an atmosphere that is free of distractions.  The following areas should be addressed with regard to the test location:

· The room should have proper lighting.

· The temperature should be comfortable.

· The area the room is located in should be quiet and free of distractions.

· Table chairs or lap boards should be avoided.

· Proper writing surfaces should be provided.  The surface should be large enough for the candidate to open the test book, along with the answer sheet, and use any reference materials permitted by the special instruction sheet for the test.

· Proper spacing should be maintained to prevent communication or looking at answers of others.  Spacing between candidates should be approximately three (3) feet.  Adequate aisles must be maintained to allow the proctor to circulate during the examination.

· The proctor should check the room for materials that could assist the candidate in answering any of the test questions.  Posters, bulletin boards, equipment or models that could be of assistance should be removed or covered during the examination.
During the examination, it is the proctor’s responsibility to maintain the distraction-free atmosphere in the room.  No talking visitors or other distractions should be allowed.

On-Site Registration/Candidate Check In
Prior to the distribution of test materials, the proctor should verify the identification of each of the candidates using a picture ID (such as a driver’s license) or other official identification card The candidate should fill out the registration form.  The critique form is also included in the packet.

The candidate should only bring their supply of No. 2 soft lead pencils with erasers into the room.  The test materials sent to the proctor includes a supply of pencils for candidates to use.

General Guidelines

The following guidelines apply to the test room during the examination:

· There are no visitors allowed in the test room during the examination.

· There is no talking in or around the test room while the test is in progress.

· There is no smoking in the test room during the examination.

· There is no food or drink in the test room during the examination.

· Cellular phones, pagers or portable radios are not permitted in the test room.

· If a candidate must leave the room during the examination, they must secure the proctor’s permission and allow the proctor to secure their materials while they are out of the room.

· No more than one (1) person at a time will be allowed to leave the test room.

· Candidates who complete the test prior to the allotted time may use that time to check their work.  All materials must be turned in to the proctor prior to their dismissal from the room.

Distribution of Test Materials and Test Instructions

When all candidates have been admitted to the room and are seated, the proctor greets them and provides general instructions for the test:
	Welcome to the [name of the test] certification examination.  My name is [your name] and I am the exam control officer.  Once the test books and answer sheets have been distributed, there will be no talking in the room.  If you have any problems during the test, raise your hand and I will come to you.  Once the test is started, you will have [number of hours] to complete the examination.

Do not mark the test book or answer sheet until you are told to do so.


Distribute test booklets, application packet, No. 2 pencils and answer sheets to each candidate.

	Please verify you have the following items:  One (1) exam booklet, one (1) scantron answer sheet, two (2) No. 2 pencils, certification examination, critique form and scratch paper.




	Please place picture ID on the corner of your desk and begin filling out the certification application.  Fill out the application exactly the way you wish the certificate to read.  The critique form should be filled out after you complete the exam.  This allows you the opportunity to give feedback regarding the exam and the process.




	Next, on the back of the red scantron answer sheet, print your full name, exam level and date.  In the space marked HOUR, indicate the exam booklet number located in the upper right corner on the booklet cover.




	On the other side of the red scantron answer sheet, fill in your social security number (or student ID number) vertically at top center, then blacken in the corresponding numbers to the left.  There is one extra box and line, leave them blank.




	If there are any True/False questions, blacken the (A) for True and (B) for False.




	Please do not write in the exam booklet.  If you need assistance, please raise your hand and someone will help you.  Turn to Page 3 and read the instructions.  When you are finished, stop, do not turn the page until you are told to do so.

Are there any questions?




	Remember to do the best you can.  You may begin the test – Good Luck!




Administering the Test
Begin the test by announcing the number of hours available to complete the test.  You will give the candidates a reminder when there is one (1) hour remaining and then again when there are fifteen (15) minutes remaining in a two (2) hour timed test, and fifteen (15) minutes remaining in a one (1) hour timed test.  Note the actual start time and begin timing.

During the test, the proctor should circulate through the room regularly to answer any procedural questions and to ensure that candidates are not talking or attempting to assist each other.

If, during the test, candidates must leave the room to use the rest room, you should collect their materials and return them to the candidate after they return and are seated.  Only one (1) candidate at a time may leave the test room.

As the proctor, you should not leave the test room unattended at any time.

Should candidates complete the test in less than the allotted time, they may use the time to review their responses.  If finished, candidates must turn in all materials to the proctor and leave the room quietly.  The materials should be secured and candidates must not be allowed back into the room.  Candidates who complete the test early should not have any contact with those who remain in the room.

Returning Materials to the Test Security Officer

The proctor should note any problems, discrepancies or security lapses that may have occurred during the test.

Package the completed score sheets and candidate roster and all test booklets and return to the Test Security Officer. 

PROCEDURE
ATTACHMENTS

Written Examination Instructions
TEST PROCTOR

WRITTEN EXAMINATION INSTRUCTIONS

1. Introduction:  I am your exam control officer ______________________ (name).  Today you are going to take the written Washington State certification exam for _______________________________________(Firefighter I, Firefighter II, Hazardous Material Operations, Instructor I, Instructor II, Public Fire & Life Safety Educator I, Fire Investigator).  We suggest you turn off pagers and cell phones during the exam.  You will have ______________ hours to complete the exam.

(Firefighter I – two (2) hours; Firefighter II – one (1) hour thirty (30) minutes; Hazardous Material Operations – one (1) hour; Instructor I and II and Public Fire and Life Safety Educator I – one (1)hour; Fire Investigator – one (1) hour thirty (30) minutes.)  (Firefighter I exam will get an announcement at approximately thirty (30) minutes and fifteen (15) minutes before the end of the exam, the others at fifteen (15) minutes before the end of the exam.)

2. Forms and Exams:  (Pass out forms and examinations.)  Please do not open the exam booklet until instructed to do so.  Verify you have the following items:  One (1) written exam booklet, two (2) No. 2 pencils, scratch paper, certification application, certification test critique and a scantron answer sheet.

3. Certification Application Form:  Place picture ID on the corner of your desk and then begin filling out the certification application.  Fill out the application exactly the way you wish the certificate to read.  (Check identification while students are filling out certification application.)

4. Exam Critique Form:  Please fill out the critique.  This form allows you the opportunity to give feedback regarding the exam or the process to the State Certification Administrator.

5. Exam Inquiry Form: This form is available to you if you are seriously questioning a procedure regarding the examination process or a specific question on the exam.  This form is used only if you have a question that you need response to by the State Certification Administrator.

6. Certificates and Exam results: To qualify for International Fire Service Accreditation Congress (IFSAC) certification, you must pass the practical examination, which is graded on a Pass/Fail basis and receive a score of 80% or better on the written exam.  A letter is provided within thirty (30) days to each student with the results of the written and practical examinations.

A. Those who do not pass the practical or written exam have the following options:

1) If a candidate fails the written exam, they are allowed to retest on another day.  Check with the Regional Deputy State Fire Marshal or your instructor for the next testing date.

2) If a candidate fails any practical skill station, up to three (3) failed tasks, they are allowed to retest at the same test site using another evaluator.  If they fail any task twice in the same day, they will have to retest at another test site on another day.

3) You may appeal the written or practical exam within thirty (30) days of receiving your score by writing to the State Certification Administrator.  The appeal must be specific in nature.  See me after the exam for appropriate address.

Are there any questions about what has been said so far?

7. Please listen carefully to the following exam instructions:

A. Cheating or talking is not permitted during the exam.

B. The exam packet and scantron answer sheet may not leave the table.

C. Only one (1) person will be allowed to leave the room at any time.

D. Please fill out the scantron answer sheet as follows:

1) Enter full name, exam Level (i.e. FFI, Instr I) and date.

2) In the space marked “section no.” indicate the exam booklet serial number which is located in the upper right corner of the booklet cover.

3) Fill in your social security number vertically in the box top left of page.

4) If there are any True/False questions, blacken the (A) for True and (B) for False.

E. Please do not write in the exam booklet.  If you notice at any time that you have a test that has any markings in it, please notify the proctor so that another test booklet can be given to you.

8. If you need assistance during the exam, please raise your hand and someone will help you.  If you have a concern with any question on the exam, I am able to read the question for you, but I cannot interpret or define the questions or terms used on the exam.  Remember:  Do the best you can.
9. When you finish the exam, please bring all your exam materials, including scratch paper to me.  Please leave the room quietly so you do not disturb the rest of the students.

10. Turn to Page 3 of the exam booklet and read the instructions.  When you are finished stop, do not turn the page until you are told to do so.

11. Are there any questions before we begin?

12. Start the exam.  Good Luck!
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