SO YOU WANNA BE A PROCTOR!




PROCTORING TEAM — MAYBE “WANNA™ IS TOO STRONG




| already have a lot to do.

RESPONSIBILITIES | what does this mear

for me?




RESPONSIBILITIES

* Respond to online proctor requests on at least one assigned day
per week.

* Communicate with assigned students/schools.
* Maintain records for assigned students.

* Schedule time and location for exams.

* Secure space/computer for exams.

e Administer exams.



RESPOND TO ONLINE PROCTOR REQUESTS | Landing Page



https://tscpl.org/services/test-proctoring

| PROCTORING(@TSCPL.ORG — LEARN IT, KNOW IT, LIVE IT!

* Each proctor will be assigned at least one day per week to respond to
emails received through the Proctoring Outlook account.

* Students must place requests at least seven days prior to their desired test
date.

* Send confirmation email: CC the proctoring team at proctoring@tscpl.org;
introduce yourself as the proctor; and instruct the student to email any
pertinent paperwork (approval forms, exam info) to us as soon as possible

prior to the test.

* If you can, get started scheduling the exam in that first email.


mailto:proctoring@tscpl.org

Schedule

Weekends will be covered by Monday’s proctors, with
support of the weekend proctors.

Weekend proctors will monitor the number of requests,
so, in case of an influx of requests, Monday proctors don’t
get overwhelmed.

You may not be able to find another proctor until the
following week, but you can at least respond to the emaiil.
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| will walk out right

MAINTAIN RECORDS | now if you make

me keep files!




DIGITAL FILES, KID — IT’S THE 21°T CENTURY!

* Once you have accepted a student you will be responsible for
maintaining their files unless/until another proctor accepts
them from you.

* Save any documents the student/school sends on the G drive:
G:\Public Services\Proctoring\ Your name.

* You can also save digital copies on your personal drive, or
even hard copies if that helps.
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PROCTORING CALENDAR ON OUTLOOK

* Open the Proctoring calendar.

* Open a new appointment on the day and time of your scheduled
appointment.

* Title the appointment with the student’s first initial and last name and
your name. For example: KBridgewater - Meg.

* Add your agreed meeting location under Location.

* Color categorize your appointment: , Meg, Susan, Lisa, Deb, Jill



"TIGERS ARE MEAN !
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AND, cmws THAT

ADMINISTER EXAMS Time for the big event!




EXAMS — NO REMEMBRALLS OR AUTO-ANSWER QUILLS

* Determine and secure location for test — usually a computer within eyesight.
* Meet student at agreed upon time and location.

* Have student log into campus portal and open test.

* Give instructions from teacher and store books or notes that aren’t allowed.
* Enter password.

* Keep an eye on the clock for timed exams.

* Complete any follow-up paperwork or emails.



