BOC Test Proctor Procedure

Learning to think and work independently is part of the educational process. The BOC test is designed as an assessment of the student’s grasp of the material. It is the policy of the Northwest Energy Efficiency Council to maintain the integrity of the test by preparing students to be successful in the absence of coaching to the test, cheating on the test, and plagiarism.

TEST PROCEDURE: The instructor is responsible for administering the test and will
be present throughout the test to answer questions. The instructor is permitted to clarify the questions, if needed, but may not provide the answers to any questions
under any conditions.

At the beginning of the class session, the instructor will review the day’s agenda,
including the timing of the test and general points concerning its administration. The
instructor will review the test procedures and restrictions with students prior to
administering the test. The instructor will inform students that cheating or plagiarism in any form is considered a violation of expected student behavior and may result in disciplinary action up to and including disqualification from certification eligibility. 

The instructor will inform students that tests are open-book and any notes or handout materials may be used as a reference. A period of one hour is available for the test.

Coaching of students about material that appears on the test is not permitted
during instruction of BOC classes. Directing participants to highlight or put post-it
notes at specific points in the Student Handbook is also not permitted. 

The instructor is responsible for ensuring a quiet test environment, which includes no
use of cell phones and no unnecessary conversation of any kind while the test is
underway.   The instructor is also encouraged to prevent cheating on the test by being present throughout the test period and by observing and responding to any incidents of cheating or misconduct.  

When finished, the TEST BOOKLET and the COMPLETED ANSWER SHEET should be
turned in to the instructor or course manager, as appropriate.
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