TEST PROCTORING for Oakton Community College
If student travel to campus is not possible for placement testing or for distance learning courses that require in-person testing, arrangements can be made for off-site proctored testing, per the following.

Student responsibilities:

1. Alert your instructor and the Alternative Education office as far in advance as possible, and no later than one week prior to the test date.  Students must then complete ALL testing a minimum of one business day BEFORE the end of the term, UNLESS the exam is taken online.  Allow extra time, whenever possible, to permit resolution of any unexpected problems.  
Contact:     Barbara Reineking, barbarar@oakton.edu, 847-635-1970
2. Locate a proctor:

a. Identify a community college testing center or that of a nearby university or private college willing to assist.  If this is not possible, fully explain and document why.
b. Only if the above is not possible will a full-time, tenured professor of higher education, or professional librarian at a local public library, or other option be considered.
c. The proctor must be a disinterested, neutral party, unrelated to the student, willing to enforce the testing requirements of the course and instructor, and willing to sign an affidavit confirming that testing requirements have been met.
d. Alternative Education reserves the right to reject a proctor at any time if there is reasonable doubt that these requirements will be or have been met.
3. Confirm dates anticipated for testing, and capabilities of the proctor, i.e. hours of operation, including end of term, if an appointment is required, if they have the necessary equipment, etc.

4. Obtain a contact name, phone number and email address of the person at the proctoring site to whom materials should be sent, and provide to the Alternative Education office.

5. Contact the Alternative Education office for additional assistance, to answer any further questions or concerns, and/or to verify testing materials have been sent a minimum of one day prior to each exam.
6. Bring photo ID to each exam.
Responsibilities of Proctor:
1. Confirm student identity with photo ID.
2. Enforce testing requirements per instructions, to best of ability.
3. Record test dates and times.
4. Return signed AFFIDAVIT (when requested), and completed exams (when appropriate) to Oakton Community College immediately upon completion unless prior authorization is given for a delay.  Any unauthorized delays endanger acceptance of the test results for the student.  

5. Online exams utilize a secret passcode, not revealed to the student, and do not require transmission to/from Oakton.
6. Retain a copy of the completed exam (when appropriate) until confirmation of satisfactory receipt.

Responsibilities of Alternative Education:

1. Contact the proctor to confirm suitability, ability to meet the testing needs of the course, and willingness to assist, and notify student of results.

2. Transmit testing materials and/or instructions prior to exam dates, to best of ability, and confirm via email with student.  Note: See #1 under Student responsibilities
3. If completed tests are to be returned to the College, forward to the appropriate instructor as soon as possible upon receipt.
NOTE: In the event of difficulties at the time of the exam, beyond the control of the student and/or proctor, notify the instructor ASAP.  The instructor will determine next steps.
