Arranging for a Proctored Exam

If you are unable to take the test on-campus, you will need to secure a proctor in order to take exams outside Louisiana Tech Campus. A proctor will not automatically be assigned to you; rather, you must make the necessary contacts to schedule the exam to be taken outside the campus and to secure a professional who will otherwise serve in that capacity.

1. If the on-campus testing policy causes a hardship for you, then you should contact a person who meets the qualifications and ask him/her to proctor your exam. 

2. Your proctor must be approved by Louisiana Tech before any exams can be taken. While many proctors will serve on a voluntary basis, you are responsible for paying any expenses incurred in using a proctor. 

3. You must complete a Proctor Information Form given below and submit the completed form for the verification proctor information. 

4. If your proctor does not meet the required specifications, we will notify you as soon as possible and please submit another proctor form. 

5. You will need to inform the instructor in advance about time and date you plan to take each exam and make sure instructor/proctor is/are available. Contact your proctor to confirm the date, time, and location of your exam(s). If you changed the proctor you need to complete the Proctor Information Form again one week prior to your scheduled exam to allow time for processing the request. If you are located outside the United States, please plan to arrange proctor one week prior to the exam week. 

6. If you/proctor unable/ to take/have not taken/give your exam on the scheduled date, either you or the proctor is required to contact the instructor immediately. 

Acceptable Persons to Act as Proctors

Note: Relatives and friends are not acceptable as proctors.
· A full-time member of the teaching faculty or an educational administrator at any regionally accredited institution of higher education. 

· A full-time, state-certified elementary or high school teacher or school librarian. Submit enough information to check proctors credentials. Submit link to a webpage or a page from the directory or catalog showing the proctor's title as well as the institution's name. 

· A public librarian who holds a library science degree. Submit a letter to verify the proctor's employment; highest degree earned, and job title. 

 

Proctor Information and Verification Form

(Relatives and friends are not acceptable proctors.)
Student  Information.
	Online Course #:
 
	

	Student Name:
	

	Address: State/Province: 


	

	Zip/Postal Code:


	

	Telephone: 


	

	E-mail:


	

	Student Louisiana Tech  ID Number: 
	

	Louisiana Tech  Online Course ID:
 
	


Proctor Information.
	Proctor’s Name: 


	

	Affiliation (business):


	

	Position or Title:


	

	Business Address: 
State/Province: 


	

	Zip/Postal Code:


	

	Telephone: 


	

	E-mail:


	


Proctors signature below certifies that the enclosed verification information is authentic and I understand that I will serve as a proctor on a voluntary basis to help the student and it is the responsibility of the student for paying any expenses incurred to you serving as a proctor. 

Proctor's Signature:______________________________________
Date:____________
