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EVALUATOR and/or  PROCTOR AGREEMENT



	
Your Name:                                                     (please print)


	[bookmark: Check2]Your role: |_| Evaluator	   	    |_| Proctor              |_| Both evaluator and proctor

	Shipping Address (Courier companies require a street/avenue address)



	Town/city
	Province
	Postal code

	
	
	

	Day phone
	Fax number
	Email address

	(   )
	(   )  
	


	Occupation
	Birthdate (mm/dd/yy)
	 Male    Female

	
	
	

	Relationship to student

	
	




	DECLARATION

	
Evaluator

	I have read and understood the Office of the Fire Commissioner Evaluation Procedures. I agree to fully comply with the Evaluation Procedures.

	


	Signature
	
	Date

	
Proctor
I have read and understood the Office of the Fire Commissioner (OFC) Testing Procedures and agree to fully comply with them in my role as an OFC proctor.

	

	
	
	

	Signature
	
	Date


	


Mail or fax application to:	                                                                           If signing up as Lakeland College proctor,
Certification and Examination Coordinator		mail or fax this application to:
Office of the Fire Commissioner		Logistics Facilitator, Lakeland College ETC
Box 23, 4701 52 St.		5704 College Drive
Vermilion, AB T9X  1J9		Vermilion, AB  T9X  1V3		
Fax: 780-853-8222		Fax: 780-853-3008


The collection personal information is necessary to support the certification programs of the Office of the Fire Commissioner. The collection is authorized under Section 33(c) of the Alberta Freedom of Information and Protection of Privacy Act and will be managed in accordance with the provisions of the Act.
Evaluation Procedures

1. To qualify as an evaluator, you must:

· be approved by the Office of the Fire Commissioner

· hold NFPA 1041 Fire Service Instructor Professional Qualifications Level II 

· be a graduate of the course or program you evaluate

· sign the Evaluator Agreement form, acknowledging intention to comply with the evaluation procedures of the OFC.

2. The OFC has the right to audit an evaluation in progress without prior notice.

3.	Evaluation materials shall be kept in a secure location with limited and controlled access, and shall not be opened until time of evaluation. However, the evaluator should prepare by reading any supplementary information included with the evaluation package.

4. 	For the particular skills that are to be examined, the evaluator will measure the candidate’s performance against the appropriate actions listed for that skill and assign a rating for it with minimum latitude for interpretation.  The rating system used on the Practical Skills Checklist is a P (Pass) or F (Fail).

5. For (4) above, the Evaluator assigns an overall Pass or Fail grade for the specific skill.

6. Where specific skills are tested under evaluation conditions, candidates failing specific skill(s) will be given one additional opportunity to successfully complete the practical examination component.

7. Upon completion of the evaluation, the evaluator shall return the completed documentation forms prepaid by courier (a traceable method of shipping) or registered mail.

8. All materials shall be locked in a secure location until they can be shipped.





















Testing Procedures

1. Examination booklets and other test materials shall be kept in a secure location with limited controlled access and shall not be removed or opened until time of examination. Upon opening the sealed examination package, the proctor shall date and initial the package.

2. The proctor will familiarize him/herself with any supplementary information sent with the sealed examination package.

3. Prior to the commencement of a written examination, the proctor shall ensure there are no unauthorized materials on or near any desks and chairs in the examination hall. The proctor shall also ensure adequate spacing (3 m) between adjacent desks to make communication between students difficult.

4. The proctor shall not permit any unauthorized person(s) to be in the examination room during the conduct of an examination.

5. When a student arrives at the examination site for testing, the proctor shall verify his/her identify and check the name against the Official Exam Registration sheet. Any student who does not have proper identification, whose name is not on the Official Exam Registration sheet, or who has come to the examination ill prepared, may be asked to leave the test site immediately.

6. The proctor shall distribute the examination booklets/testing materials to all eligible students a few minutes prior to the scheduled commencement of the examination, and brief students on conduct during the examination. The proctor will emphasize that no communication between students and no access to any unauthorized material is permitted. If a candidate needs to leave the examination area after the test has begun, i.e., a bathroom visit, the proctor will arrange an escort to take the candidate to the destination and back to the examination area.

7. The proctor shall instruct students on how to accurately fill in examination cards.

8. The proctor shall ensure that the Official Examination Registration sheet is accurately completed, including student identification numbers when known.
Note: First-time students will not be issued a student ID number until the required paperwork is returned for registration, and therefore are exempt from this step.

9. The proctor shall commence the examination at the scheduled time and is required to observe the students as they take the test, to ensure that normal examination procedures are followed. Any student violating normal examination procedures will be asked to stop the examination and remain outside the examination area until a statement can be taken on his violation.

10. The proctor shall collect the examination booklets/testing material when a student is ready to leave after completing the examination early, or at the scheduled time for ending the examination.

11. Upon completion of the examination, the proctor shall complete the documentation forms/examination violation reports (if any) and return them together with all the examination booklets/testing material, prepaid by courier (a traceable method of shipping).

12. If the proctor is unable to return the documentation and examination booklets/testing material on the same day, these shall be locked in a secure location until ready for delivery.

13. The proctor must not have been associated with the delivery of the training.

14. EXAMINATIONS SHALL NOT BE PHOTOCOPIED.
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