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· Proctor should direct examinees at their own courses to download and read the Certification Handbook in advance of attending the course, including the process for retesting if needed.
· Attendees (or proctor) at the proctors training course should submit the application and payment at the time of ordering exams to ensure that they are qualified. Applications will not be processed without payment. If students are taking the PME online course to qualify, the course should be completed by the time of application. We will make exceptions to course completion if they are “almost” complete and the proctor must submit the application to meet the 5 business days requirement. Read the point below for conditionally accepting such applications. If they have completed other qualifying accredited training (such as the affiliates or associates own training) then that must accompany the application.
·  In the above scenario where they are enrolled in a PME online course, the NCLC will accept their application if “almost done” but not activate them in the Trakstar learning system for the exam until they have completed the course. They must be completed at least 48 hours (2 days) in advance of the scheduled exam date or they will not be activated. If they miss that deadline and the exam, they must reschedule and take the exam within 45 days of the exam application date. If they don’t reschedule within the 45 days that application becomes invalid and they’ll need to resubmit along with a $50 USD application fee.
· For those exams arranged directly with the NCLC by the applicant outside of the proctor’s students, all payments due from the applicant will be handled in advance by the NCLC. NCLC will return a $75 per student fee (subject to change) to the proctor for supervising and administering the exam. If the student does not take the exam at the scheduled time the $75 fee will be returned to NCLC unless a suitable alternative date has been scheduled. (refer to the 45 days before applications expire)
· For those exams ordered by the Proctor for their own training students, the proctor will make payment in full to the NCLC for the exams at the time of ordering them. This should be completed at least 5 business days in advance, and no more than 10 business days in advance of the testing, whether U.S. or International.
· Proctor agrees to tightly preserve the confidentiality and security of all testing information. Electronic devices used for the exam administration (computers, laptops, notebooks) will be used ONLY for testing and no other use. Examinees may NOT bring their own device of any type including smart phones, to take the exam on. They must use the proctor provided dedicated devices. You may want to consider making the NCLC testing page a homepage on those devices. Otherwise the exam login page is located at https://lasertraining.learn.trakstar.com. Allowing students to use their own devices or have access to (including proctor’s employees or staff) the proctor supplied devices outside of the exam is a basis for immediate termination of the proctor as an Associate or Affiliate of the NCLC, per the agreement.
· Blank application forms may be copied and/or retained by the proctor as needed. (available on the website on the page with the Proctor’s Library and Exam order form at https://lasercertification.org/contact.html Please refresh any copied forms on at least a monthly basis to ensure you have the up to date form.
· For exams taken online with the NCLC and under the supervision of the proctor, the proctor will scan and return via email to the NCLC confidentiality agreement and proctor evaluation from each examinee. Any notes the examinee made on the blank paper (blank notes page available in the Proctor’s Library of the website) during testing needs to be collected and destroyed by the proctor. No notes are to be taken from the room.
· Proctor will enforce all regulations as listed in the Certification handbook (taking into consideration the different testing environments) that are listed in the Certification Handbook including:
· Admit examinees and administer and monitor the testing in a controlled fashion according to guidelines in the handbook.
· No other persons other than the proctor and the examinee are to be in the room during testing.
· No books or materials available for reference during testing
   language translation references are permitted if English is not the primary language of the examinee, and proctor will closely monitor it’s use.
· No assistance during the examination to the examinee regarding assistance with answers or explaining content. (May assist if there are typographical or format errors on the exam. May also assist with explaining questions if English is not the primary language of examinee).
· No cell phone use during the testing period
· Monitoring bathroom breaks as best able, considering the testing environment
· Screening all admissions to the testing by photographic ID if that person is not known to the proctor or part of the course enrollment.
· Enforcement of no talking during the examination
· Adherence to the time limits allotted (4.0 hrs for laser repair technician, 3.5 hrs for aesthetic laser operator, and 3.0 hours for laser hair removal specialist or medical laser safety officer)
· Starting all testing at the same time (allowance for late comers, but with no additional time provided for testing).
· Decline proctoring of exams for which proctor has a direct conflict such as employees, family, faculty at the course, etc.. (For both the individual proctor and organization).
· NO PHOTOS may be taken by student of any materials displayed on the device screen during and after testing – including the screen that shows their score and pass/fail. – NO PICTURES - 
· Enforcement of other provisions in the Certification Handbook, as listed under the “Rules For Examination” for attendees. Proctors MUST read this in detail and enforce accordingly (attached at the end of this document)
· Proctor will instruct the examinees that in the event retesting is required, that they may make another application to the NCLC and retest at any of the 755 worldwide ETA locations or arrange for secure online testing with ETA (through NCLC). This will be done at the NCLC cost of $120 USD. They may also return to the Proctor to retake the exam, at the discretion of the Proctor. A 30 day waiting period is required before the re-test but they can schedule right away.
· Once your exam order is placed and the date scheduled, the individuals will be entered into the Trakstar system for that specific exam. The NCLC will list their first and last names and assign them a username and password. This will be sent to the proctor in a confirming email. DO NOT REPLY TO OR FORWARD THAT EMAIL TO ANYONE SO THAT THE LOGINS REMAIN SECURE. 
On the day of the exam you will have the electronic testing devices available in a secure room that is not occupied by anyone other than the proctor and examinee. You will:
· Read to them the RULES printed out at the end of this document including the length of time they are given.
· In particular in the rules, please reinforce their need to be careful and not “skip” questions, and the need to show you the completed page at the end of testing to show that they system registered it and showed a score. If this does not happen then their score will not be recorded and they would need to retest later.
· Provide to them the printed “Confidentiality” Statement and a “Proctor Evaluation” (available in the proctor library)
· You will have them sign the confidentiality statement and then exchange that for their individual username and password which was given to you in the notification email. This happens immediately prior to the testing and never in advance.
· After reading to them the exam rules and collecting their confidentiality statements, you will be seated as the monitoring proctor so that their backs are to you and you can see their device screens. You can do this by having them turn around with their backs to you, or you can seat yourself at their backs.
· During the examination you will consistently scan and monitor the screens of their devices to ensure that no cheating occurs. If you see them on any other web page besides the exam itself that is grounds for immediate termination of their exam and expulsion from the exam room. Please emphasize this to them. You’ll also monitor them for glancing over to other students screens to see what they are answering, and monitor them for pulling out any notes or materials they brought in and referencing it, or taking out their phone and taking any pictures. Any of this results in immediate termination of their exam.
· When they have completed the exam have them show you the ending screen showing their registered score and then advance the screen until they are out of the exam and back to the dashboard. You may then turn off the device.
· Scan (or take pics) of the Confidentiality statement and Proctor evaluation and email back to the NCLC to Admin@LaserCertification.org, and copy to Absten@LaserCertification.org. Their certification will NOT be processed unless we have received both of these documents.




As guidance to the proctor, you should read the following rules to examinees just prior to test taking:
THIS IS FOR ADMINISTERING THE PROCTOR ADMINISTERED ONLINE VERSION OF THE TEST

· This is a closed book exam. Desks must be cleared, and no reference materials used. Exceptions would be a translation dictionary if English is not your primary language.
· There should be no talking during the exam, except for questions to the proctor.
· The proctor may answer questions about typographical errors or syntax in questions, but not about clarification of the question itself. (Exceptions for when English is not the primary language)
· Please place all cell phones on silent, and no phone calls taken, nor texting done during the exam.
· You may take bathroom or stretch breaks as needed, as indicated by your proctor.
· All exam materials are to remain in the room. Any attempted copying or photographing of testing materials will result in immediate expulsion from testing, and result in ineligibility for any future exams.
· The proctor will provide to each examinee an electronic device such as a tablet or laptop computer that has been dedicated solely for testing and no other use. You must use only these dedicated devices.
· All examinees will have their backs turned toward the proctor so that the proctor may monitor the screens on your device. Leaving the testing pages to open any other page in your browser, or using any other program on the device, will result in immediate termination of the testing and failure of the exam.
· Your proctor will first give you a confidentiality statement to sign and return to them. They will then provide you with your username and password to start the online exam.
· Once we start the exam by passing out usernames and passwords, you'll have _____ hours to complete the exam (varies according to which exam).
· When you start your electronic device you’ll open your browser and go to the testing page at https://lasertraining.learn.trakstar.com . You’ll enter your assigned username and password to begin the test.
· Answer each question with slow deliberate “clicks” on your choice, then click on the “submit” button. You’ll see whether your choice is correct or not. You cannot change an answer once submitted. Then use the arrow at the bottom right to advance to the next question. Do not double click or click too quickly because you may skip a question.
· Ensure that you advance through ALL of the slides on the test. You’ll see your final score at the end but keep advancing until it takes you out of the program. If it does NOT take you out, then you skipped a question so you should go back to review each question and find the one(s) you missed. If you do not advance all the way through, then your score will not be reported and the testing is invalid.
· Once the exam is started, you are free to make notes on a blank sheet of paper for reference during the exam, but these are not to be copied from any source other than your memory and must be returned to the proctor. They are not to be removed from the room.
· You will see your score toward the end of the program. A 70% or higher is required to pass. You may NOT take a photograph of the screen with your score. The NCLC will receive the scores immediately and then send you an email notification of your status, and any next steps in obtaining your Certification Certificate.
· Once you finish the exam you will no longer have access with your username and password to access it again.
· Please ensure prior to the exam that you have no conflict of interest with either the proctor or organization administering the exam, including family, faculty, employees etc.. Taking an exam under such conflict of interest may void the current examination and make the applicant ineligible for any future NCLC Laser Certifications and may revoke the proctor's ability to administer future exams. 
