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EXAM ADMINISTRATION GUIDELINES AND PROCEDURES

Instructors must adhere to the rules, guidelines, and procedures described below when administering NTC exams. All NTC exam booklets, bubble answer sheets, and other exam-related materials are REQUIRED to be returned to NTC once the course has concluded.  

	MATERIALS INVENTORY CHECKLIST

	ITEM
	RECEIVED
	RETURNED

	Exam Booklets:
	[bookmark: Text1][bookmark: _GoBack]    
	[bookmark: Text3]     

	Bubble Answer Sheets:
	[bookmark: Text2]     
	[bookmark: Text4]     


*Please inventory the number of items you received, as well as those returning to NTC.

Administration Rules and Guidelines
· NTC written exams and retests must be completed within 3 hours.
· Instructor Qualification Exams must be completed within 2 hours.
· Each student must receive one (1) exam booklet and one (1) bubble answer sheet.
· Only #2 pencils are permitted for use on the bubble answer sheets; the use of any other writing instrument will result in responses being scored as “incorrect.” To avoid scanning inaccuracies, any response changes should be clearly removed with an eraser.
· Exams are “open book” in that students are permitted to use:
· Student Guides
· Course materials and handouts
· Students may NOT use email, instant message, or access unauthorized internet/intranet networks.
· Instructors are NOT authorized to score exams.
· Instructors are NOT authorized to provide answers/guidance on exam items or direct students to “skip” items on exams. Item responses are evaluated by NTC and any potentially problematic items (PPIs) are addressed during scoring.

Administration Procedures for Instructor(s)
1. Inventory all exam-related materials once they are received, and enter counts in the appropriate spaces above. 
2. Ensure ALL Student Registration Forms have been received before distributing exam materials.
3. Distribute exam materials to students and inform them they are NOT to begin until instructed.
4. Review the exam rules and guidelines with the students, and ask them to print their first and last names on the cover of their exam booklets to confirm they understand and will comply.
5. Instruct students to print their name (Last, First, Middle Initial) and student ID number, to fill in the corresponding bubbles on their bubble answer sheets. Please assign each student a unique user ID beginning with 1 and counting off in succession (1, 2, 3, 4 etc.)
6. When all students have finished, note the time and instruct them to begin the exam.
7. Monitor the students to ensure there is no copying, information exchange, or violation of any other administration rules or guidelines.
8. Once time has expired and/or all exams have been completed, inventory all exam-related materials and enter counts in the appropriate spaces above.
9. Return ALL exam-related materials to NTC using the pre-paid label that has been provided.

Lead instructor, please print your full name and provide your signature and the date to affirm you have read, understand, and will comply with NTC exam administration rules, guidelines, and procedures.


	Printed Name
	Signature
	Date (MM/DD/YYYY)
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