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Independent Student Procedures for Taking Exams

(Directions for both guardian and student)

As a non-affiliated independent student taking an EdOptions course, parent/guardian, student, and approved proctor will use the following guidelines:
1) You must find an individual who is willing to proctor the student’s exams (two exams per semester course). A certified teacher is the best choice, but you may also chose a neighbor, family friend or librarian at the public library.  EdOptions is not responsible for any negotiated payment of proctor. (Note: This cannot be a relative of the student)
2) Fill out the attached Proctor Information Form providing EdOptions Online  Academy with all requested information. Fax or email the form to Mrs. Holiday at 703-243-8472 or uholliday@edoptions.com. 
Taking the Exam
**Both the guardian and the proctor must agree on a safe and secure place to take the exams.**
1. Once the student has completed all required assignments prior to the exam, the student will be cleared to take the exam. 

2. The student or parent should contact the proctor to schedule an exam appointment. 

3. On the day of the exam, when the student is ready to begin, the proctor should call our office (866-890-8153) to have the exam activated. The student will have 1 hour and 15 minutes to complete the exam.   The proctor should remain with the student for the duration of the exam and insure that the student submits the exam prior to departure. 

4. The student may ONLY use handwritten notes, and a calculator while taking the exam.

Note: It is the student’s responsibility to make sure that all assignments are submitted prior to the final exam.  Teachers will NOT accept any assignments once the final exam has been activated. Any missing assignments will receive a grade of “0” and the final grade will be entered.  Always refer to your student locker for extension activities and other assignments not embedded in STARS.
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Exam Proctoring Responsibilities

As an approved exam proctor for an EdOptions student, you agree to provide the following services:

· You agree to proctor both the mid-term and final exams for each semester course the student is taking.

· You and the student’s guardian agree to provide a safe and secure place to take the exams.

· To monitor the student to ensure no other websites or  electronic devices (calculators only) are being accessed during the exam.  The student may only use handwritten notes. 

To proctor the exams you as the proctor will need to do the following:

1) Both the guardian and the proctor must agree on a safe and secure place to take the exams. 

2) The student or guardian and the proctor will set a time for the exam. 

3) The proctor will call our office (866-890-8153) to have the exam activated and remain with the student until the exam is submitted.  Please make sure you see the student submit the exam.  

4) The student may ONLY use handwritten notes, and a calculator while taking the exam.

Note: Students have 1:15 minutes to complete the exam.
Proctor Information Form

Directions: Fill out the form on your computer by typing requested information inside the gray area. When complete, print out the form, sign and date the form, and then fax the form to Edoptions Online Academy at (703) 243-8472 or email to uholliday@edoptions.com  

Student’s Name:      
Proctor’s Name: 
Job Title: ​​​​​​​​​​​
Place of Employment:      
Street Address:      
City:      
State: 

Phone: (       )      
Email Address:     
I,      ____________ , agree to provide proctoring for the above student. I verify that all information above is truthful and accurate and that I am 21 years of age or older and a non-relative of the student. I further verify that I am not a fellow student, roommate, nor immediate supervisor of the student. I agree to follow the Proctoring Guidelines and to faithfully assure confidentiality of materials entrusted to my care.

Proctor’s Signature: __________________________________      Date: _____________ 
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