


Proctoring Policy:
The Morristown & Morris Township Library provides proctoring services free of charge for most types of continuing, distance or career education exams and tests.  This service is available to all patrons.  It is the student’s responsibility to read and understand the Library policy below.
· Proctoring is done by Reference librarians.  
· Exam proctoring times should be scheduled at least two weeks in advance.  A longer advance period may be necessary if a student wishes to take an exam in the evening or on a weekend.
· Exams must be taken during regular library hours.  Exams may begin 15 minutes after opening and must be completed one half hour before closing. 
· It is the student’s responsibility to make sure that the proctor has received the exam before the test date and that the Library fills all of their educational institution’s requirements for their exam procedures.  
· Students must bring with them all necessary materials required by their educational institution to complete exams.  The Library will not provide any test-taking materials.
· Exams, both written and electronic, will be given in the Reference area of the library unless otherwise requested. It is the responsibility of the student to request the use of a quiet study room in advance for any exam if required.  
· Students are responsible for ensuring that the Library’s computers are adequate for their online exam needs.  No software or settings may be changed or added to the Library’s computers in order to complete an exam.  Students are encouraged to schedule any test requiring technology in advance in the event of a problem with equipment.
· Proctors do not directly supervise students for the entire length of the test.
· Completed written exams will be placed with the Library’s outgoing United States Postal Service mail only.  Postage costs and materials are the responsibility of the student.
· The Library does not keep copies of completed exams.
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