THE DOBBS FERRY PUBLIC LIBRARY

Test Proctoring Policy

As a public service, librarians at the Dobbs Ferry Public Library are available to proctor
exams for students. Whenever possible, an enclosed study area will be made available to
test takers; however, there may be times when only open areas of the library are
available.

Fees

There is no fee for residents of Dobbs Ferry. Non-residents will be charged a fee of $25
per test.

Scheduling an exam:
[0 Advance notice of | week is required. There will be no drop-in test proctoring.

[0 Students who need a test proctored should direct the testing institution to contact
the reference department at 914-231-3055 after checking our posted policy to see
if it meets their needs. All telephone inquiries must be followed by a written
request via a printable form available on our website and proctor agreement
including all restrictions and requirements.

Tests can be proctored during the library’ s operating hours Monday—Saturday and must
be concluded by the Library's scheduled closing time, depending on staff availability.
Please be aware that staffing is often limited after 5 on weekdays and on Saturdays.

[ Student is responsible for arranging for the exam to be delivered to the library and
determining that it has actually arrived.

[ Student must provide all supplies for taking the exam: pens/pencils, paper,
calculators, etc.

[J Exams cancelled or postponed due to illness, weather or other unforeseen
circumstances will be rescheduled as staffing allows.



Supervision

[0 Proctor will check photo ID and make sure it
matches name given for exam

] Nature of the exam must be clearly stated: open
book, closed book, online, written

[0 Items allowed/prohibited in the test must be
clearly stated: calculator, student’ s |gptop, cell
phone etc.

[l The proctor will hand the student the exam, time
the exam, use an institution-supplied password
to log the test taker into an online exam, and collect the exam from the student at
the appointed time.

0 Every effort will be made to provide a secure location for the exam; however, we
are a busy library and cannot guarantee that students will be under constant
supervision during the test. Students will be checked periodically.

[1 A contact # or email must be provided for the issuing institution in case any
problems need to be resolved.

Online Exams

00 The proctor will use an institution-supplied password to log the test taker into an
online exam, and collect the exam from the student at the appointed time.

[ For online exams, the library will make a public
computer available to the student. With advance
notice, time limits over 1 hour can be arranged so that
the exam is not interrupted.

[ Itisthestudent's responsibility to ensure that library
computers are adequate for their test taking
requirements

[1" The library cannot proctor online exams that require
the installation of special software or the
modification of existing computer settings. If the test
taker uses a personal laptop, the library provides wireless access.

0 Library staff will not advise or assist in configuring personal laptops or software.




Returning the Exam

Copiesofthe exam are retained for 30 days after the exam istaken. Exams notcompleted
by the student within 30 days will be shredded or returned to the testing institution ifsuch
return isrequested.

Please recognize

O Thelibrary will not pay for postage or other shipping charges. If library
staffis required to mail completed exam back tothe testing institution
the studentor testing institution must provide the envelope or package as
well as postage or tracking #ifsuch isrequired. Ifthetesting institution
allowsreturn via fax, that information should be included inthe original
instruction packet senttothe library. The library cannot assume
responsibility for completed tests not received by the testing
institution. The student must contact the institution to determine ifthe
completed test was received.

O Thelibrary willnotscancompleted printexamsand email them asattachments.
The library will fax completed exams if requested.

O Theproctorwill notsignaproctoring statement thatatteststomorethan
they areableto do. The proctor will notenterhis/her personal
information (Social Security #, driver's license, home phone/address)
onthe proctoring materials.

Noemployees, agents, officers orofficials of The Dobbs Ferry Public Library and the
Village of Dobbs Ferry (collectively the "Library") shall be held liable for any loss,
damage or inconvenience to anyone arising from or relating to the test proctoring
services being provided under this policy. The Library expressly disclaims any waranly
or liability to you or any third person arising from any person's use of these proctoring
services.

This policy has been established by the Library Board of Trustees and is
subject to revision. The Library Board welcomes your suggestions or
requests for changes (please provide in writing)

| have read and agree to the Exam Proctoring guidelines described
above and request an appointment at the following date and time.

EXAM DATE: TIME:
NAME: PHONE:
EMAIL: SCHOOL:
Today’s Date: / /

Approvedby Library Board 11/13/12



