California State University Dominguez Hills

College of Extended and International Education

Quality Assurance Programs

Examination Request/Fall 2009 Proctor Agreement

(Please note:  Relatives, friends and peers are not eligible)
	Name of Proctor (type or print name here):

	( Higher Education Faculty    ( Principal                           ( Counselor    (Testing Officer    (Other ______________

(  Military Education Officer  ( ASQ Education Officer                            ( Librarian

	Official Position/ Title:

	Name of Institution/ Company:

	Address ( street ):

	Address ( city, state and zip code):

	                                                              City                                                                                        State                     Zip

Relationship to Student:

	Proctor Information:  Email Address:                                                            FAX : (     )

	Day Phone: (     )                                                                Evening Phone: (     )


By signing this agreement, I claim the above information is correct. I agree to verify proof of the student’s identification, to monitor the examination and verify that the academic integrity of the examination is not compromised by being present with the student while taking the final exam.

Proctor Signature: _____________________________________________________  Date: ______________________
California State University Dominguez Hills’ Quality Assurance Program reserves the right to verify proctor’s identity, require additional proof of eligibility, or require the selection of a different proctor.  This Proctor Agreement may be terminated at the will by the proctor, student, or California Sate University Dominguez Hills by providing written notification to all parties involved.

	                                                                                  (  History                           (  CA State & Local Gov’t
This examination request is for:          ( G W E          

                                                                                  (  Poly Sci (Gov’t)            (  Course Final Examination


List Final Examination Courses Here:  QAS______, QAS______, QAS______, QAS______

Period of Final Exam_____December 12 through 15 , 2009________________________
Student Name__________________________________________________________________

                                     Last                                                          First                                                             M.I.

Address: (Street) _________________________________________________________
Address (City, state and zip code): ___________________________________________
Student Identification Number (Required for GWE)______________________________ 

E-mail__________________________________ 

Day Phone (     )_____________ Evening Phone (     )_____________FAX (     )_____________

Mail Examination Request to:      Quality Assurance, M/S 2-120


                          CSU, Dominguez Hills – EE-1300

                                                       1000 East Victoria Street



                          Carson, CA 90747

                                                       Attn: Rodger Hamrick                                   Fax: 310-516-4423

Email PDF file with signature to: rhamrick@csudh.edu

Quality Assurance Final Exam Proctor Selection Guidelines

Ideally, this proctor would be the local American Society of Quality (ASQ) section Education and/or Certification chairperson. The ASQ has an Education/Certification chairperson in each of their 250 plus sections located throughout the United States. These chairpersons coordinate local training and proctor the national ASQ quarterly certification examinations. 


An alternate examination proctor must be a professional such as librarian, military officer, college or university testing officer, or local high school or college faculty member.  In addition to this student may have a proctor who is employed at their place of business, as long as the proctor is not the student’s direct supervisor and does hold a managerial/supervisory capacity such as the human resources manger or a testing officer.  Spouses, parents, other relatives, friend, peers and fellow Quality Assurance students are not acceptable proctors.

The guidelines used by accredited institutions for the conduct of standardized tests are based on academic ethics, take standardization, and test security as the first concerns.
 
Who can be a proctor?
The Quality Assurance office approves the following to serve as proctors: 

· Local American Society of Quality (ASQ) section Education and/or Certification chairperson
· College and university professional testing staff /testing offices 

· Full-time school or public librarian 

· Guidance counselor/counseling staff 

· Full-time teacher  (university, college, secondary level) – see the restriction below 

· School superintendent, principal, vice principal, or other administrator 

· Embassy education officer 

· Military base/station education officer

· Employer’s Human resources manager or a testing officer 

Who cannot be approved as a proctor?
 
 Relative or friend with whom the student has a personal, fraternal or business relationship including spouse, parents, peers, and fellow QA students

 Direct manager or supervisor

 Teacher or tutor for the student (past or present) 

 Ecclesiastical leader 

 Athletic coach, including assistant coaches

 
One should adhere when selecting appropriate proctors to these guidelines.  Any requests that range outside these parameters should be referred to the Quality Assurance Office in advance.  Because nearly every student resides near one of the preferred sources for proctors, it should not be difficult for one to be retained by the student.
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