Midland College 
3600 N. Garfield, HITT Dept,  

AMS Building, Midland, TX 79705 
Phone 432-685-5578( Fax 432-685-5575

Distance Learning Test Proctoring Agreement

(applies to students more than 50 miles from Midland College)
Student should complete this section:

      Course_____________________________        Instructor _________________________

Student 

Social Security #

Daytime Phone

Fax Number


Testing Proctor should complete this section:
A student may be proctored through an exam by college or commercial testing center personnel, a college or local high school, a current credentialed RHIA. RHIT or CCS not directly involved in supervisory or working atmosphere, or military education officer. Proctors should not have a conflict of interest, i.e. be a close personal friend, relative, supervised employee, etc.  Students will be responsible for any costs associated with having their exams proctored. 
Proctor

Title

Daytime Phone

Fax Number

Organization

Organization Address

E-Mail


Proctor Agreement Statement

As an exam proctor, I will proctor the agreed upon exam for this Midland College student.  Following contact from the instructor, I will carefully review all exams instructions and certify that each exam be administered in accordance with the guidelines given.  Dates, times, and conditions for administering the exam will be coordinated in advance with the instructor.  

I agree that the password will remain confidential until exam is administered to the student.  Upon completion of the exam, the proctor will email the instructor at Midland College.  Any cost associated with proctoring the exam is the responsibility of the student.

Proctor Signature





        Date

Midland College 

Distance Learning Off-Campus

Instructions for Testing 

NOTE:  Students within a 50 mile radius of Midland College are required to test at Midland College, so a proctor form is not required, but a confirmation email to your instructor acknowledging confirmation of the date, time and location of the test is required. 
It is the student’s responsibility to complete this process.

1. Obtain the Distance Learning Test Proctoring Agreement from the website at www.midland.edu/hitt. 
2. Complete the top portion of the Distance Learning Test Proctoring Agreement.

3. Take the Distance Learning Test Proctoring Agreement to the Testing Center where you will be testing.

4. Ask them to complete the remainder of the Distance Learning Test Proctoring Agreement and have them fax it or scan the document to your Instructor (office fax is 432-685-5575) unless otherwise instructed. Once to document is faxed or scanned, keep the copy for reference.
5. Tell the Testing Center that your instructor will be contacting them concerning their computer technology and instructions for administering the exam.  Students must use Mozilla Firefox as their browser. 
6. Email your instructor when you have completed steps 1-5.

7. Check back with the Testing Center where you will be testing at least two days before your first testing deadline for confirmation.  Students are required to bring a photo ID for verification before exams are opened.
8. Call your Midland College Instructor if the Testing Center where you will be testing is having problems gaining information or locating your exam on the computer.

9. Call your Midland College Instructor immediately if you are unable to take the exam because of problems with computerization.  If an error occurs, print screen the error and send by email.  Have your proctor contact the instructor by email. 
