OTTUMWA PUBLIC LIBRARY
POLICY AND PROCEDURE

Name of Policy: PROCTORING POLICY

Purpose:

Procedure:

1.

To meet the needs of students at institutf higher learning by offering
proctoring services. This service is based orattaglability of personnel,
facilities and technology to do so.

The Student should ask the library staff to proatoexam. Staff can
direct proctoring requests to the director, asstsdaector, or reference
librarian. A mutually agreeable time should be keat out between the
student and staff that has the end time of thetaéstg place at least 30
minutes prior to closing time.

The student is responsible for arranging that #@sreand instructions are
sent to the library prior to the arranged testrigkime and should call to
confirm the test has arrived prior to that time.

The student is responsible for confirming thatlthearies resources, be
they technological or environmental are adequatéhfeir test taking
needs.

The student will be required to show a valid phdtat the time of the
exam.

The student is responsible for the return postadaxocosts for returning
the test if a self addressed envelope is not irkdud

Staff will be observing the student while still cpl@ting other tasks and
assisting patrons during the test taking time meride library will not be
able to provide a proctor who provides constanhtenfupted observation.

If the staff proctoring the test must leave or thshift is up, they may
assign another staffer to take over. Thereforestbhdent may return the
completed test to a different staffer than the fooe whom they started
the test.



8. The library is not responsible if the institutiom&bsite or email is not
working.

9. The library is not responsible for exams that ast by the postal system
or electronically.

10.  The library will not keep copies of completed exams

11.  The library may refuse to proctor an exam if itlwibt work with the
staffing scheduled for that time and the needé®elibrary.

Date Created: 18 July 2011

By: Ottumwa Public Library Board of Trustees



