
Barneveld Public Library  

P ROCTORIN G EXAM S  

O N LIN E EXAM  PRO CEDU RE : 

If a  student w ants Barneveld Public Library to proctor their online exam ,  these guidelines m ust 

be follow ed: 

 The student w ill contact the library, get the em ail address of the staff proctor, and forw ard 

the em ail address to h is or her professor.  T he professor w ill then send  the de ta ils of the 

exam  (e.g. exam  w ebsite, passw ord  to log  onto the e xam  w ebsite, note s about any 

restrictions, etc.) to  the  library proctor .  In  the event that printed  m ateria ls (e.g. a  studen t’s 

exam  notes) need to  be m ailed  back, the educational institution w ill provide a  self -

addressed stam ped envelope to the library prior to the exam  being taken.   

 

 The library w ill not insta ll special softw are on any com puters during the proctoring proce ss.  

Furtherm ore, the library w ill not reta in  copies of com pleted exam s for any period, nor w ill 

w e participate in  any m oney exchanges that need to take place betw een the s tudent an d 

the educational institution.   

 

 O n the day the  student arrives to take the e xam , the s tudent w ill provide a  p icture ID as 

identification.  L ibrary staff w ill enforce a ll exam  rules and tim e lim its as required.  Students 

are w elcom e to use a  s tudy room  to take the  exam , using either their ow n device or  the 

library’s public com puters , barring any designated restrictions from  the educational 

institution .   

 

 Students, professors, or  representatives from  educational institutions are encouraged t o 

ca ll or visit the library if they have further questions abou t our online proctoring procedure .   

 

PRINT EXAM  PRO CEDU RE :  

If a  student w ants Barneveld Public Library to proctor their print exam , the se guidelines m ust 

be follow ed: 

 The professor w ill send exam  m ateria ls (including instructions for the proctor) to  the library 

through the  m ail, including  a  self-addressed stam ped envelope for each exam .  W e w ill only 

send fin ished print exam s through s tandard USPS m ail.  W e w ill not fax or em ail any 

m aterials.  The library w ill not reta in  copies of com pleted exam s for any  period, nor w ill w e 



participate in  any m oney exchanges that need to take place betw een the s tudent and th e 

educational institution.   

 

 O n the day the  student arrives to take the e xam , the s tudent w ill provide a  p icture ID as 

identification.  L ibrary staff w ill enforce a ll exam  rules and tim e lim its as required.  Students 

are w elcom e to use a  s tudy room  to take the  exam .  

 

 Students, professors, or  representatives from  educational institutions ar e encouraged to 

ca ll or visit the library if they have further questions about our print proctoring procedure.   
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