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POLICY & PROCEDURE

SUBJECT:
Special Test Centers


POLICY
Individual test centers for one-time paper-and-pencil administration may be established for agencies that provide designated fees and the completed ONCB agreement.

PROCEDURE

1.  One date in the spring (May – June) and fall (October – November) test windows will be designated by ONCB and its test vendor for administration of paper-and-pencil examinations by individual test centers.  The dates will be communicated via the ONCB Web site and other media (e.g., NAON News, ONCNet, ONCB Forum). In order to maintain exam security and facilitate timely reporting of exam results, no alternate dates will be considered.

2.  Individual agencies must be 2 hours or more from a permanent computerized test site to be considered as special test centers.  Interested agencies will receive a copy of the Special Site Test Booklet, which contains site manager and proctor instructions, diagram for recommended room set up, and the Test Center Application and Agreement.
3.  The Test Center Application and Agreement, along with the designated $375 fee, must be received from interested agencies no later than March 31 for the spring examination or August 31 for the fall examination.  The Agreement must be signed by an agency representative who is authorized to enter into contracts on behalf of the agency.  

4.  Agencies selected as special sites will receive a letter of confirmation from the ONCB as well as appropriate communication from the test vendor.  

5.  Agencies that are approved as special sites but then cancel the test administration will be liable for payment of an additional $350 fee as identified in the Agreement.  The ONCB attorney will be consulted if an agency refused to pay the cancellation fee after its representative has signed the Agreement.  

6.  Agencies that fail to return testing materials according to shipping guidelines established by the test vendor will be ineligible for future consideration as test centers.

