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IAU takes adequate steps to assure that the degree student has personally fulfilled the program requirements. The student’s achievement shall be assessed by an appropriate number of proctored examinations appropriately spaced throughout the program of study.

The proctor shall be IAU or a reputable third party. The process for conducting proctored examinations shall be clear and completely stated by the institution. The process shall assure that the student who takes the proctored examination is the same person who enrolled in the prescribed program and that examination results will reflect the student’s own knowledge and competence in accordance with stated educational objectives and learning outcomes. Proctors shall use valid government-issued photo identification and IAU student ID card to confirm the student’s identity.

POTENTIAL PROCTORS
Student must identify a person to serve as a proctor. Proctors may be, but are not limited to, the following persons.

· An IAU staff, Academic Facilitator, or faculty member.

· A librarian or someone in an administrative position at the library

· A certified teacher, a school counselor, administrator, or another school district official in a supervisory position (superintendent, principal, or assistant principal)

· A faculty member or administrator of another academic institution.

· A military officer or a military Educational Counselor.

· A corporate or government agency education official (corporate trainer, human resources staff member, development coordinator, etc.)

· An ordained clergy member (minister, priest, rabbi, pastor, etc.) 

Proctors may not be:

· A friend or relative

· A current IAU student

PROCTOR SERVICES

Students may use a reliable 3rd-party proctoring, such as ProctorU (www.proctoru.com).  IAU is not responsible for any 3rd-party proctoring fees.

REDUCING ACADEMIC DISHONESTY

In addition to proctoring, the multiple-choice examinations have additional features that will reduce academic dishonesty.  First, the examinations have start and end dates; therefore, students are required to take the exam during the respective lesson/week.  Second, the exams are timed, so that once the student starts the exam, s/he has a limited time to complete the exam. Third, the multiple-choice questions are chosen from a test bank and shuffled. That way, even if two students were to take the test side-by-side, it is difficult to share answers due to the random selection of the questions and the order in which the questions appear.
If you have any questions, please feel free to contact the Dept. of Academic Services at (323) 938-4428 or academics@iau.LA.

You have been chosen by an IAU student to serve as his or her proctor. As a proctor, you agree to uphold academic honesty and monitor the student while he or she is taking an examination. IAU appreciates your service.
1. The student will complete the STUDENT INFORMATION section of the Proctor form and email the form to you.

2. You will complete the PROCTOR INFORMATION section on the form by typing the data on the form and then print the form.
3. The student must report to the proctor on scheduled examination day with a government-issued identification and an IAU student identification card.  Please check the two forms of identification and mark the appropriate box. If the student does not have the two forms of identification, please mark the appropriate box. Sign and date the form and hand the form back to the student and do not continue.
4. Once identity is confirmed, have the student sit at the computer terminal and observe the student log into IAU Online. Each student has personalized login credentials with security passwords. 

5. The student will initiate the examination for the respective lesson/week. The examination is timed and student must continue with the exam until completed. Once the student clicks “submit” or the exam expires, IAU Online will auto-grade the exam, immediately delivering the examination score.

6. Your responsibility is to observe the student taking the exam and monitors for academic dishonesty, such as internet surfing, the use of notes, etc.  You will proctor the student until the completion of the examination.

7. If you have to be stop the examination due to academic dishonesty, please mark the appropriate box and add additional comments. Sign and date the form and hand the form back to the student and do not continue.
If you have any questions, please feel free to contact the Dept. of Academic Services at (323) 938-4428 or academics@iau.LA. 

	STUDENT INFORMATION – TO BE COMPLETED BY STUDENT.

	Student Name:      
	IAU SID#:      
	Email:      

	Instructor:      
	Course:      
	Lesson:  FORMDROPDOWN 



	PROCTOR INFORMATION – TO BE COMPLETED BY PROCTOR.

	Proctor’s Name/Title:
	     

	Company Name (if applicable):
	     

	Business City, State, Zip (if applicable):
	     

	Daytime Phone No:
	     

	E-mail (required)
	     

	In what capacity do you know this student?
	 FORMDROPDOWN 

If other, please identify:      

	The student furnished a valid gov’t ID: 

 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
  No
	The student furnished a valid IAU student ID: 

Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 

	The student is: 

M  FORMCHECKBOX 
   F  FORMCHECKBOX 


	 


	EXAMINATION OUTCOME – TO BE COMPLETED BY PROCTOR.

	I have met, in person, with the above named student and I agree to proctor the examination(s) for this student. I am not a friend or relative of the student, nor am I a current IAU student. I agree to verify the student’s identification (government picture ID and IAU student ID card) when proctoring.
The student successfully completed the exam with no indication of academic dishonestly. Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 

Comments:      
I certify that the information on this form is true and complete, and I understand that inaccurate or misleading information may affect the student's academic status. I also agree to notify IAU immediately if any of the above information or circumstances change. Also, I agree that should I question the academic conduct of the student during the exam(s) I will contact IAU immediately via email at academics@iau.LA. 

	Proctor's Signature:      
	Date:      


This form must be uploaded into the drop-box for the week of the examination. If this form is not uploaded, the student will not receive credit for this examination. 
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