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Application to Proctor an AIRS Certification Exam

Thank you for your interest in serving as a Proctor at an AIRS Certification exam and being willing to accept the important responsibilities of the position. Even if you have previously served as a proctor, you need to complete this form on each new occasion. 
In order to be accepted as a proctor, you must carefully review the requirements outlined below. If you have any questions concerning these requirements, please contact the AIRS Certification Program at certification@airs.org.
Proctor requirements and responsibilities
· Review this entire document before signing it. Once signed, return the completed form to the local host site coordinator (i.e. the person who requested your services as proctor). 


· Confirm that you are not employed by the same organization as any exam participant and that you have no other interest in the outcome of the exam. 
· You are responsible for the smooth operation of the exam in a setting that provides fairness to all candidates. You are also responsible for the integrity of the exam itself and especially the security of the exam questions.

· Before the exam, you will receive a list of candidates along with information on the certification exam each person is taking. You will also receive a more detailed list of instructions, a feedback form and contact information for reaching the AIRS office should a situation develop that warrants an immediate response.

· Note that this is a computer-based examination taken via the Internet.

· You must arrive at the exam site at least 45 minutes before the start to ensure the room meets the requirements as a suitable space to hold an exam. The host site coordinator has promised that these requirements will be in place.  They include:

· A quiet room that allows each candidate ample desk-space with a computer terminal
· Secure and reliable Internet access

· An English language dictionary for the use  by candidates during the exam

· Arrangement of the monitors to minimize any candidate’s ability to  see the screen of another candidate taking the same exam 
· Space towards the back of the room where the proctor can observe the candidates and what they are doing on their terminals
· Check the Photo ID for each candidate to ensure that the person listed is the person taking the exam.
· Each candidate will have an online link to their exam along with their own password. However, you need to add your own proctor password before they can start the exam.
· You are responsible for ensuring that the exam proceeds in an appropriate manner and that all candidates abide by the rules. You have the authority to nullify the result of any candidate either immediately or after contacting the AIRS office to explain the situation. 
· Complete and return a feedback form to verify that the exam was completed successfully according to the rules and to alert AIRS of any problems regarding the facility, the room, the coordination, the candidates or other issues. Please also share any information that will help AIRS improve the delivery of subsequent exams at the same location or elsewhere.
· Once you have proctored an exam, you are not eligible to take an AIRS Certification exam until at least two years have elapsed following the date of this exam. If you already hold AIRS Certification, you may renew it in the normal way.  

· Sharing examination questions with individuals other than a representative of AIRS is prohibited.
I, (print full name) _______________________________________________, agree to abide by all the Proctor responsibilities outlined above for the AIRS Certification exam, and affirm that I meet all of the stated qualifications. In particular, I affirm that I am not employed by any organization that has an employee taking the exam and have no other interest in the outcome of the exam or the success/failure of any exam candidate.
Signed: ______________________________________

Date: ________________________________________

Occupation/Title: _______________________________

Employer: _____________________________________

Home Address: ________________________________

City: _________________________________________

State/Province: ________________________________

Best number for daytime contact: __________________

Email: ________________________________________

