TESTING/PROCTORING SERVICE CENTER

The Testing Center at the University of the Pacific is available for Proctoring Services for individuals seeking to take an exam of any subject.  Proctoring services are open to UOP students, students attending other institutions, and the general public, whether offered through another college, university, and/or private/public business.  

Individuals interested in proctoring services should contact Melinda Leal at (209) 946-2559; Testing Services Department, Gladys Benerd School of Education, University of the Pacific, 3601 Pacific Avenue, Stockton, CA, 95211.   Email: mleal@pacific.edu
Fees are as follows:  $20.00 for the first 30 to 60 minutes; $10.00 for any additional 30 to 60 minutes.  

PLEASE, no personal checks.  Cash only or cashier check, payable to: University of the Pacific, and delivered to Melinda Leal at the address noted above.  
PROCTOR RESPONSIBILITIES: 

· Receive and verify student’s exam materials

· Maintain personal control of all exam materials (paper or computerized)

· Identify the student with photo ID

· For computerized exams; emailing passwords and instructions are needed for proctor

· Paper exams – distributing and returning materials promptly according to instructions

· Supervise; verbally administering instructions – adhering to instructions provided by outside party 
· Make every effort to prevent dishonesty during the exam

· Terminate the exam should testing procedure be compromised due to the individual’s improper conduct.  

GENERAL TASKS:

Administer written tests in a concise and clear manner.  Inspects and collects identification cards to verify that only authorized persons are admitted to the examination; distributes test materials; instructs individuals in examination procedures; remains in the testing room during examination to prevent dishonesty and collusion between candidates, sees that no person leaves the examination room without authorization and that no examination material is taken from the room; maintains order and quiet in  the examination room; gathers and checks test materials; maintains the security of the test material; directs the work  of other proctors if needed, prepares reports of incidents occurring during the examinations; occasionally arranges for proctors and facilities to hold examinations; packages and ships or returns test materials in a prompt manner.  
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