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Graduate Comprehensive Examination Procedures

Wayne State College

Department of Health, Human Performance, and Sport

To the Student:

It is the responsibility of the student to find a qualified proctor. This proctor should be someone of high academic standing (see qualifications below) and must accept the responsibility of administering the exam(s) to the student. All proctors are subject to our approval. 

Please note that off-campus exams are paper exams and computers may not be used.

Proctor Qualifications

Proctors may be college/university academic professionals (professors, deans, etc.); a commercial testing center (e.g., Sylvan Learning Center); librarians; education testing officers (ESO/TCO); secondary school principals and vice principals; superintendents/assistant superintendents; school system curriculum directors; secondary school and college counselors; Human Resources training/education professional; and designated WSC personnel. 

Proctors may not be an attorney; your immediate supervisor; a religious leader (e.g., cleric, minister, priest, rabbi); a secretary or an office manager; an administrative assistant; a student tutor; a coworker; a WSC student; a family member or a friend.
Please have your selected proctor read the following pages and fill out the proctor agreement form.  That form must be sent to us by February 13th so that we can determine the acceptability of your proctor.

The exam for the Spring 2009 semester must be conducted on March 4th unless arrangements are made otherwise.  Please be sure your proctor is available on this date.
Wayne State College reserves the right to verify proctor qualifications, require additional evidence of eligibility or select a different proctor.  The Proctor Agreement may be terminated for any cause by the proctor, student, or WSC upon written or verbal notification to all parties.

Students are responsible for arrangements made to take the exam and all fees associated with the selected testing center / proctor.

Note:  You will find the Examination Proctor Agreement Form and proctor responsibilities on the following pages.
Examination Proctor Guidelines

Students may take examinations off campus as long as security measures for administering the test are strictly maintained before, during and after testing.  The student is responsible for selecting a qualified proctor.  The test is a timed test (8:00am-5:00pm).  The examination should be administered in a quiet, well-lit office or classroom setting conducive to concentration.  Exam administration in private homes is not appropriate.

Proctor Responsibilities – Paper Exams

· You will be sent the paper exam in a sealed envelope.  Do not open the examination envelope until the examination period begins.  Store the exam in a secure location where it cannot be accessed by other students.

· Ensure no copies of the exam are made.

· Ensure that the student does not access notes, books, or articles during the exam unless the test specifies otherwise. The student must not receive any help, either written or oral, during the examination period. 

· The student should not have access to a computer during testing.
· No cell phones, Blackberries, or other electronic devices.
· An examination site should be arranged that is quiet and that provides the student with the opportunity to write the examination without being interrupted.

·  The time limits for writing the examination are as follows:  8:00am-5:00pm on the day of testing.

· Students may bring food to the examination site but may not leave the site to acquire food.

· Students may take brief restroom breaks but then must immediately return to the testing site.

· Time the test and stop the examinee after time has been expended. 

· Note any testing irregularities on a separate sheet and send back with the exam.

· Secure the exam until mailing. 

· Ship completed test and original question page to designated address within 4 hours of test completion. Use traceable shipping procedures (UPS, FedEx, etc.).  Student is responsible for cost of shipping. 
· The proctor will make one copy of the student's answers and retain this copy in case the original answers are lost in the mail.  Please retain this copy until you are notified that the document should be shredded.
· We expect that you, as the proctor, will be present during the entire examination period.

· The student should have a clock or watch visible during the examination period. The proctor, from time to time, should make the student aware of the amount of time remaining in the examination period.

· If a fee is charged for exam supervision, request payment from the student at the time of testing. 
Wayne State College will not pay proctor fees.

· Violation of any of the aforementioned rules will result in forfeiture of the graduate student’s comprehensive exam. Individuals found to be cheating on the exam risk forfeiture of their graduate degree at Wayne State College. 
Thank you for your willingness to proctor an examination for a Wayne State College HHPS student.  Please review the Examination Proctor Guidelines attached.  If you meet the qualifications and are willing to assume the responsibilities, please sign and submit this agreement form.  Should you have questions before, during, or after the examination, please call the office of HHPS at 402-375-7301.

---------------------------------------------------------------------------------------------------------------------

Examination Proctor Agreement Form

As an authorized test proctor, I agree to use the specified guidelines to administer an examination to:

_____________________________


          Student Name






Proctor Name (print) ____________________________________________________________
Signature ____________________________________________Date _____________________
Title _________________________________________________________________________
Employer______________________________________________________________________

Business Address _______________________________________________________________
City, State, Zip _____________________________________________________________
Phone ___________________FAX __________________Email _________________________
Testing Location________________________________________________________________

Testing Date and Time_______________________________________________ (if determined)

Please return the Examination Proctor Agreement Form to:

 Tammy K. Evetovich, PhD

HHPS Department Chair/Professor

1111 Main Street
Wayne State College
Wayne, NE 68787
402-375-7301 (Phone)
402-375-7024 (Fax)
_____________________________________________________________________________________
Office Use Only

Proctor Approved ________________

Proctor Not Approved________________
