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ONCB Test Center Quality Control

Monitoring Tool
For audit of paper-and-pencil exam sites, please respond on scale of 1 (least compliant) to 5 (excellent).

	Site___________________________________________________
	1
	2
	3
	4
	5

	Test Site Examiner
	
	
	
	
	

	1.  Present during the entire testing process.
	
	
	
	
	

	2.  Efficiently and professionally addresses irregularities with test booklet(s).
	
	
	
	
	

	3.  Maintains exam security.
	
	
	
	
	

	4.  Recognizes and coordinates with testing service and test site manager  

     any "special needs" of examinee for compliance with ADA.
	
	
	
	
	

	5.  Gives all instructions clearly.
	
	
	
	
	

	6.  Maintains time schedule.


	
	
	
	
	

	Test Site Manager (may also be the Test Site Examiner)
	
	
	
	
	

	1.  Coordinates, instructs and assigns proctors/registration personnel.
	
	
	
	
	

	2.  Resolves onsite environmental and registration problems in accordance with policy.
	
	
	
	
	

	3.  Present during entire testing process.


	
	
	
	
	

	Test Site Environment
	
	
	
	
	

	1.  Room is of adequate size and complies with recommended room setup.
	
	
	
	
	

	2.  Lighting is adequate.
	
	
	
	
	

	3.  Restrooms conveniently located.
	
	
	
	
	

	4.  The atmosphere is quiet.
	
	
	
	
	

	5.  Candidates are placed at every other seat.
	
	
	
	
	

	Proctors
	
	
	
	
	

	1.  One proctor is available for every 25 registrants.
	
	
	
	
	

	2.  Assist with the distribution of test materials.
	
	
	
	
	

	3.  Assist examinees in assigned seating.
	
	
	
	
	

	4.  Monitor compliance with examination instructions and rules.
	
	
	
	
	

	5.  Collect examination materials at the end of the examination.
	
	
	
	
	

	6.  Escort examinees to the restrooms, one at a time.
	
	
	
	
	

	7.  Report to test site manager/examiner any irregularities noted in environment or       with the examinees immediately.
	
	
	
	
	


Signature________________________________________________Date__________________

