MoodleTESTING

Online Testing for Casper College

Thank you for agreeing to proctor for this course.  
We appreciate your assistance.  Please follow these instructions to access the test and to ensure test integrity.
1. Please verify the student’s identity with a valid picture ID that includes a signature.
2. Complete the Proctor Verification Form with the student and verify the student’s signature against the ID.

3. The Casper College Distance Education Department recommends using Mozilla Firefox, though the instructor may specify another browser, to open the Moodle link at: https://moodle4me.caspercollege.edu/   
Testing must be administered on the proctor’s testing computer.

Students may not use their own laptops or home computer for testing.
4. Have the student log into the first page with his/her user name and password.  
The student should know this information from his/her online course.
5. Make sure the student verifies the test he/she wants to take and chooses the correct test.  
6. On the correct page, enter the proctor password supplied with the instructions. 
The student may not have access to this password at any time, including while the proctor enters it.
7. Tell the student to read ALL directions before beginning the examination.  Books and notes are prohibited unless otherwise stated in the instructions you received.  
If you have any questions about a student’s exam, please contact the instructor.
8. When the testing is completed, please make sure the student hits Submit.  Once the exam is submitted, the student may log off, and the browser may be closed.

9. Send or FAX the Proctor Verification Form back to the instructor.
10. Please use these directions for exams, the midterms, and the final as indicated on the course instruction sheet.

Please see the next pages for important testing instructions.
Moodle TESTING

Instructions and Guidelines
Students should not have any access to the Proctor Password.
All testing information must be stored in a secure location until the time of administration.

Please do not print any version of this exam.  Doing so will invalidate the test.

Students must be provided a quiet environment free from distraction for the purposes of testing.  If this type of environment is not available, contact the instructor immediately.
Each exam has a time limit as indicated, and exams must be finished in one sitting, without interruption.   The testing system begins timing the exam as soon as the proctor logs in.  After the allotted time, the system will automatically submit the test.  

If there is a power outage or loss of connectivity during testing, contact the instructor immediately.  The instructor for the course will determine if a retest is allowed. 
If the student becomes sick or faces an emergency that causes him/her to leave before finishing the test, the student should submit the test before leaving.  Then, the student and proctor should each contact the Casper College instructor regarding the situation.  The instructor for the course will determine if a retest is allowed. 
Students are only allowed to retest if the instructor has given permission.  If the student feels he/she needs to retest, for whatever reason, the student will need to contact his/her instructor for permission.  The instructor will contact the proctor to notify him/her if a retest is approved and give further instructions.
Do not answer any questions concerning the content of the course – such questions must be directed to the instructor of the course from the student.
Upon conclusion of testing, collect any used scratch paper to shred or return, per instructions, and please be sure the student does not leave the test site with any notes or answers.
Please direct any questions the student might have regarding the exam to the instructor for the course.
Students are responsible for paying any proctor fees incurred.

If you have any questions or concern, please contact the instructor.
Casper College Course Instructions
Instructor: __________________________   
Email: _________________________
Phone: ____________________________    
FAX: ___________________________

Casper College    125 College Drive   Casper, WY 82601
Course: ________________               Exam(s): ___________________________

Time allowed: __________               Password(s): _______________________

Use:   ___ Mozilla Firefox   /   ____ Internet Explorer 

Activate: ____ Respondes Lockdown browser

Allowed:

___ Calculator ( ___graphing / ___ 4-funtion)
___ Scratch paper ( ___ shred / ____ return to instructor)

___ Books: ___________________________________________________

___ Notes: ___________________________________________________

___ Other: ___________________________________________________

Casper College Remote Proctor Verification

This form must be completed and signed by the student and the proctor to validate the examination.

Student’s Name:  ____________________________Student ID  #:
 ______________

Course Name:  ______________________________Section #:  
_______________

Exam:  __________ Type of Photo ID:_______________ # xxxx-_____    Exp ____
STUDENT STATEMENT OF VERIFICATION  (Prior to testing)
I hereby verify that I will independently complete this examination under the supervision of my designated proctor.  I will not have access to any books, notes or other materials, unless specifically noted in the directions on the course instruction form

Student’s Name: (print) ____________________________________________________

Student’s Signature: ________________________________________Date: __________

PROCTOR STATEMENT OF VERIFICATION  (Upon completion of testing)
I hereby verify that I personally supervised the administration of this particular examination.  The above named student has completed the examination following all regulations as outlined below.  I am returning this form, the exam, and all testing materials, including all used scratch paper, per the Course Instruction Form. Please initial or check all that apply:

____ I personally supervised the administration of the exam.

____ I verified the student’s identity and signature with a photo ID. 

____ The student did not view the exam prior to taking it.

____ The student did not use any resources, unless indicated by the instructions for the exam.

____ The student did not copy any part of the exam or take any notes with him/her.

____ I have no conflict of interest in administering this exam to this student (e.g. family member, roommate or spouse).

Proctor’s Name: (print) ____________________________________________________

Proctor’s Signature: _________________________________________Date: _________

Return original of this form to the Casper College instructor.

REV Sept 2011/Jan 2009
PAGE  
1

