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IFSEA PROCTOR REQUEST

Below is the standard procedures containing instructions and a form to be completed and submitted to request an IFSEA Certification Exam proctor.  Please familiarize yourself with the standards regarding proctors and complete ALL information of the IFSEA Proctor Request Form.

Please allow up to 5 business days for processing of a proctor request.  If you have questions, or to check the status of a request, call 775-636-7992 or Fax 775-861-4415 or E-mail ifsea.certifications@gmail.com
Proctor requirements:
· Must be a college professor or certified instructor at an accredited educational institution, military educational officer, professional proctors (such as at testing centers), librarians, or clergy.

· Cannot be a family member, employer, or someone with whom you work.

· Cannot be an adjunct faculty member, teaching assistant, athletic coach or student worker.

· Military applicants may use an education or test control officer.

· Disabled applicants should suggest an alternative proctor, preferably an educator or contact IFSEA for help in identifying an appropriate proctor.

· Incarcerated applicants should suggest an educator or counselor.

· IFSEA must be able to verify your proctor’s employment and work title within an organization.
· Proctors must complete and submit to IFSEAEF a Non-disclosure Agreement annually.

Proctors must have a professional telephone number and E-mail address which corresponds to the school, business, or institution where the proctor is employed and through which the proctor has the job title qualifying to be a proctor.  (E-mail accounts from Googles gmail, MSN Hotmail, Yahoo, Excite, AOL, Netscape, Earthlink, Verizon, Juno, WebTV Netzero, and other similar E-mail providers are unacceptable.

Proctors must be able to administer the test at their institution.  Proctors for on-line IFSEA certification exams must have access to administer exams on computers, which have Internet access and can be configured to allow pop-up, cookies, and JavaScript.

Applicants are responsible for securing their own proctor and paying any fees charged by the proctor.  IFSEA reserves the right to reject requests or proctors for any reason and applicants will be contacted if a request has been denied.  For all approved requests, exams will be emailed or mailed to the proctor and students will receive an E-mail confirmation at their E-mail address.

Directions:
APPLICANTS:  Complete Section 1 on the following page and give the form to your proctor to complete.

PROCTORS:  Complete Section 2, sign, and date IFSEA Proctor Request Form.

Please note, the applicant wishing to have an IFSEA certification exam proctored remotely usually files proctor requests.  The form should be submitted at least three weeks in advance to allow for coordination with appropriate personnel in time for the exam.

Keep this page for your reference.  Continue to Proctor Request Form on page 2.

IFSEA PROCTOR REQUEST FORM

SECTION 1:  STUDENT AND CERTIFICATION INFORMATION (Please type or print):

My reason for requesting a proctor is (please check one):

__I am not be able to take the exam at IFSEA HQs or attend the IFSEA Annual Conference.

__I have a disability or illness which prevents me from traveling to the IFSEA Annual

    Conference.  (Please attach medical documentation.)
__I am incarcerated.

Applicant’s Full Name:__________________________________________Date:____________________

Address:______________________________________________________________________________

               (Street/Post Office Box)           (City)                                            (State)           (9-Digit Zip Code)

Cell Phone #:________________________________Home Phone #:______________________________

Work Phone #:_______________________________Fax #:_____________________________________

Personal E-mail Address:_________________________________________________________________

Work E-Mail Address:___________________________________________________________________

Is this the first time you have requested proctored exams through IFSEA?  ___Yes ___No

SECTION 2:  PROCTOR INFORMATION  (Please type or print):
Proctor’s Full Name:________________________________________________ Title:________________

Organization:_________________________________________ Work Phone #:_____________________

Address:_______________________________________________________________________________

               (Street/Post Office Box)           (City)                                            (State)             (9-Digit Zip Code)

Country if not in United States:_____________________________________________________________

Organizational E-mail Address:____________________________________________________________

(Exams will not be sent to personal E-mail addresses as noted in letter such as gmail, yahoo, hotmail, etc.)

I agree to serve as proctor for the certification applicant identified above.  As a certification proctor, I will receive, administer and return all materials according to the directions provided to me.  I will certify that the applicant completed the exam according to directions provided and show a valid photo ID.  I certify that I am not related to the applicant.

Signature:_________________________________________________________Date:________________

SEND THIS COMPLETED FORM (AND MEDICAL DOCUMENTATION IF APPROPRIATE) TO:

IFSEA EF

3085 Achilles Drive

Reno, Nevada 89512

Attn:  Proctor Request

Requests may also be faxed to 775-861-4415
Or scanned and Emailed too: ifsea.certifications@gmail.com
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