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Sample Remote Proctor Instructions 
Below are sample exam instructions highlighting specific provisions of the Examinee Agreement that students acknowledge when creating their account and again at the start of each exam.

Most remote proctoring services provide a section for program-specific instructions when scheduling an exam event. Before providing this script to your proctoring service, supplemented it with any exam policies required by your program and institution. While these instructions are specific to PAEA Assessment’s requirements and the Examinee Agreement, most of provisions apply broadly to all exams. Each exam administration requires a unique Registration Code for each student.
Guidance to the Proctor
This exam is delivered in the PAEA Assessment Center, operated by ITS. To start the exam, the student will need to enter a Registration Code, which you will provide. 

After completing an identity check and your organization’s routine security check, read the script below to the student. 

The student should navigate to the exam delivery platform website: https://paea.starttest.com. 
The student will enter their Registration Code and last name. You should verify that the exam details displayed are correct. Then the student will acknowledge the Examinee Agreement and may review an optional tutorial before beginning the exam.

**NOTE TO PROGRAM: Provide the Registration Code list to the remote proctor. Programs can access these items on the Scheduling page of the Assessment Hub, above the list of students for each exam event.

The student will then begin the exam. The exam format is as follows:
· End of RotationTM exams: two sections of 60 questions 
· PACKRAT® exams: three sections of 75 questions  

A 10-minute break is provided between sections and may be skipped at the student’s discretion. Conduct standard security checks when the student returns from a break. 

If a student encounters technical issues during the exam, please contact us using the portal.

<Add any additional program-specific instructions or policy requirements here>
Student Instructions Script
Today, you will take the <type of exam> exam. 

The exam format is as follows: 
· End of Rotation exams: two sections of 60 questions 
· PACKRAT: three sections of 75 questions 

A 10-minute break is provided between sections and may be skipped if you choose. 

The exam will begin after these instructions, which reiterate the Examinee Agreement you will acknowledge at the start of your exam, as well as applicable program policies:

· You must not copy, capture, record, collect, reconstruct, memorize, discuss, or distribute PAEA Assessment Exam content, in whole or part.
· Use of any unauthorized computer, smartphone, or electronic device, while taking this exam is strictly prohibited.
· Use of any unauthorized books, notes, papers, note-taking materials, study materials, or test-taking aids of any kind while taking this exam is strictly prohibited.
· I will monitor your exam through screen sharing. Accessing unauthorized resources in your room or on your computer may result in the exam being stopped and a report being sent to your program for follow-up action. 
(NOTE TO PROGRAMS: Adjust this sentence to your policies regarding inappropriate behavior. Remote Proctored exams are not administered in a lockdown browser due to compatibility with monitoring tools, but the proctor will be able to monitor these behaviors. If the proctor reports inappropriate behavior, the program will be responsible for stopping the behavior.)
· You must not give or receive assistance on a PAEA Assessment Exam.
·  If you experience issues with the exam portal or your computer, notify the proctor immediately. No assistance may be provided regarding any exam content.

If you have not already done so, navigate to https://paea.starttest.com. I will provide you with your Registration Code to log in. We will verify your exam details. You must then read and acknowledge the Examinee Agreement. You may review an optional tutorial or skip it and begin your exam. 
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