Quick Tips for Completing and Submitting 

the
Test Proctor Form
1.  Forms are located in the OSSD Test Proctoring Center in Lawrence Center Room 223.
2. The Student fully completes Section 1 of the Form, including signature and date. 

3. The Professor completes Section 2 of the Form.  The Professor decides on the Date and Time that the exam will be administered.  Please be sure to note the Proctoring Center’s Hours.  We cannot administer a test when the Center is closed.  

4. The Professor must also decide on how the Test will get to the Proctoring Center.  The Professor can deliver the Test to the OSSD in 223 Lawrence, email to Stacey Kasper at skasper@wcupa.edu or the Student can bring the Test to the Proctoring Center.
5. The Student must then Return the Form to the OSSD office in 223 Lawrence Center at least one week before the date that the Test will be administered.  Please confirm the date and time of your test with OSSD personnel.  If 223 Lawrence Center is closed when you drop off your form, please leave it in the mailbox to the left of the interior OSSD door.  Then call the OSSD Office at 610-436-2564 to confirm your test date and time.   Please call the Proctoring Center at 610-436-2564 with any questions.
6. Please note that it is the Student’s Responsibility to: 

Pick up the Proctoring Forms from Lawrence Center 223
Fill out Section 1 of the Form,  please remember to sign the form
Have the Professor fill out Section 2 of the Form, verify professor has signed the form
Return the Form to Lawrence Center Room 223
Confirm the Date and Time of the Exam

