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DEPARTMENT OF THE AIR FORCE

PACIFIC AIR FORCES


23 Jan 2009
MEMORANDUM FOR INSTITUTIONS AND STUDENTS REQUESTING TEST PROCTOR 

                                        SERVICES AT KADENA AIR BASE

FROM:  18 FSS/FSDE

 Unit 5134 Box 40


 APO AP 96368-5134

SUBJECT:  Kadena Air Base’s Distance Learning (DL) Test Proctoring Guidelines

1.  With the proliferation of DL courses, it has become necessary to establish guidelines and policies for assisting Kadena’s students in completing courses. Proctoring DL exams is a service we provide to personnel assigned on Okinawa in order to help them achieve their educational goals.  Please review our guidelines and policies listed below, and if they are acceptable to your institution, we will be happy to provide proctoring services.

     ( Capability to administer online exams is available. However, firewalls established by the                                                                                            18th CS may block access to your exam. Online exams cannot be administered on Tuesdays. 
     (  Exams cannot exceed three (3) hours duration.

     (  Exams can be sent via e-mail, the US Postal Service, or fax.  
     (  The exam must have complete instructions for administration and return, time limits, 

         whether it is an open or closed book exam or if a calculator is allowed.  Full contact information to  

         include telephone numbers, e-mail addresses for both the examinee and the institution/professor,  

         and a complete return mailing address is required. The institution or the student must provide return 

         postage.

     (  Completed exams will be returned to the instructor/institution/certifying agency as indicated by          
         the instructions. We will not return exams by FedEx or similar carriers. Return methods must be 
         factored into course and testing timelines.
2.  If you agree to the policies outlined above, please complete the attached “Contact Information for Proctoring Services” form and return it to Customer Service or the Test Administrator.
3.  If you have questions regarding testing at this facility, please contact the undersigned at ferdinand.patao@kadena.af.mil. 
//eSigned/flp/23 Jan 2009/
FERDINAND L. PATAO, YA-02, DAFC
Education and Training Supervisor       
Attachment:

1. Contact Information for Proctoring Services                                                                                         
23 Jan 2009
MEMORANDUM FOR DISTANCE LEARNING (DL) STUDENTS

FROM:  18 FSS/FSDE (Education and Training)

SUBJECT: Contact Information for Proctoring Services

This form must be completed by all DL students requesting test administration and proctoring services at Kadena Air Base. The information will facilitate test scheduling, administration, inventory, and appropriate communication between you and our staff.  Students must complete this form each time proctoring services are requested. 

Note:  Online exams cannot be administered on Tuesdays. Also, the Education Center cannot guarantee access to your online exam. The firewalls established by the 18 CS prevents access to some school websites. Though we may schedule you for your exam, we will not know if you will be able to access your exam until you arrive. 

NAME:  













SSAN:   












DUTY PHONE:  











HOME PHONE:  

_____________








E-MAIL:  













INSTITUTION:  












COURSE INFORMATION/EXAM (Example: HIST101, Intro to History I, mid-term or final):   
________________________________________________






TESTING SCHEDULE: MON-FRI @ 0800 or 1300

Except no online exams on Tuesdays or Thursdays
The Test Control Officer or Test Administrator will contact you when your exam(s) have arrived and been entered into our test inventory.  You may then call us at 634-0414 between 08:30 and 15:30 to reserve a slot for testing.  To cancel your exam slot, please notify us 24 hour prior to your reservation.  If you reserve a seat and do not show-up to take the exam (without prior notification), we reserve the right to return your exam to your DL school and request you find another test facility to administer your exam(s).  Again, we cannot guarantee access to your school’s website if you are taking an online exam. Please sign below to indicate that you have been given this information.

SIGNATURE:  







DATE:  


PROCTOR INFORMATION

NAME:                              Richard LeBlanc
TITLE:                              Test Administrator 

MAILING ADDRESS:    KADENA EDUCATION CENTER

                                            18 FSS/FSDEEV
                                            UNIT 5134 BOX 40

                                            APO AP 96368-5134
                                            ATTN: TEST CONTROL OFFICER

BUSINESS PHONE:      (Comm) 011-81-611-734-1500 option 1

                                          or (DSN) 634-0414

FAX:                                 (Comm) 011-81-611-734-1546

                                           (DSN) 634-1546

E-MAIL:                            kadena.education.testing@kadena.af.mil
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