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Examination Administration Procedures

Introduction — There are two categories of certification examination Jitesfirst are
Kryterion Testing Centers and the second are those at educational institutions and other
entities approved by the Constructor Certification Commission (CE@)the first
categorytheadministratiorof bothcertificationexaminationss conducted by Kryterion
Testing Centers in accordance with its manual entitled “Kryterion Testing Network
Kyterion Testing Standards” which has been reviewed and approved by the CCC as
meeting its Policies on testing.

This document contains therocedureso befollowed by all examinatiorsitesfalling

into the second category administrating the Certified Associate Constructor (CAC)
examination in a sitproctored environment at Commission approved college and
university examination sites.

Before the Examinations

CheckingexaminationMaterials

Examination testing materials are shipped about two weeks before the date of the examination.
Whenyou receivethe shipmentof testmaterial§rom the CCC, pleasecheckthe contentsagainst

the shipping slip to be sure everything is correct. The shipipw#l tell you how many of an

item is in the package.

All testingsitesshouldreceivethefollowing documentsn their shipment.The ShippingSlip will
indicate the quantity of each. SAVE THE BOX CONTAINING THESE MATERIALS FOR A
RETURN SHIPMENT AFTER THE EXAMINATION.

ExaminationExhibit Booklets

ExaminatiorSite AdministratorandProctorSurveys
IncidentReportForms

Late CandidateContractuaAgreemenforms
ExaminationSite AdministratorandProctorAgreementorms
PreliminaryRosterof Candidates

X X X X X X

Check


mailto:bpezzino@Talley.com

area.

The examination materials are confidential. No one is permitted to review them except the
candidateatthetime of thetestingsessionCopying, transcribingyr removalof testmaterialss
strictly prohibited. Any breach of security must be reported at once to Brandon Pezzino at 856-
423-7222, ext. 325 or email at bpezzino@Talley.com.

All examinationmaterialsmust bereturnedin accordance with procedures outlined in this
documentpreferablyimmediatelyafter theadministrationof theexamor thenextfeasible
workday.

The Constructor Certification Commission requires that the Examination Site Administrator and
all proctors be trained in their examination responsibilliefore the testing dateThe
appropriatdrainingcanbearrangedy contacting BrandoRezino at 856-424-7222ext. 3250r

email at bpezzino@Talley.com.

The Examination Site Administrator and all Proctors must read and sign the Examination Site
AdministratorandProctorAgreementorm.Pleaseanakecopiesof theform if moreareneeded.

Proctors

Usethefollowing tableto determingheminimum number ofproctorsneeded:

1-25 candidates1 proctor
26-55candidates 2 proctors
56-85candidates 3 proctors
86-115 candidatesg! proctors
>115candidates
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The ExaminationSite Administratorshouldcheckthefollowing:

1. When test materials arrive contact Brandon Pezzino at the above noted telephone number
or email to confirm receipt, and/or report and missing or damaged items.

2. All testmaterialsarestoredin asafe,securedareaprior totestingday.

3. Site location rosterhave been checked faaccuracy;candidatenames, exantocation,
reporting time, etc.

4. Any rosterdiscrepancieareimmediatelyreportecto BrandonPezzino.

General Directions for Examination Site Administrators

All directionsin this manualmustbefollowed exactlyto ensure



theexaminatiorroomby Proctorsor candidates
x If a candidate completes the examination early and leaves the examinationtine
candidatevill notbeallowedto re-entertheroomuntil afterthecurrentsessions complete

ExaminationAdministrationDetails

x Do not directly accuse any candidate of cheating. If cheating is suspected, have another
staff person verify your suspicion. If verification is made, move the candidate to another
seat. Note the candidate’s name and ID Number on the Incident Report form along with
the names and ID Numbers of all other involved candiddtles.Candidate ID Numbers
can be found on theaddidate Roster provided prior to the exam.

x If acandidatédhasanydefectiveexaminatiormaterialsthe Proctorshouldreplacethem.

x Proctorsshouldnot, atanytime, attempto answeranycandidate'sjuestiongegardinghe
exam contentCandidates should be advised to answer each exam question to the best of
theirability andthennoteanyconcerrtheyhavein thecommentsectionfollowing for each
guestion.

x All candidates should be allowed to test as long as they are included on the Candidate
Roster AND have a valid photo ID.



during theexamregistrationprocesgo accesshe exam.ComputerbasedexamsWILL
NOT BE ACCESSIBLE without these credentials

x Priorto launch,ensure you havdistributedthe AC ExaminationExhibit Booklets to
candidates—


https://www.webassessor.com/aic

Afternoon Session- Candidatelnstructions

All directionsappearingn BOLD PRINT areto bereadverbatimto candidates:

When all candidates are assembled, say to the candidates:

Clear your desks of everything except your pencils/pens. Cell phones, and all other
electronic devicesmust be shut off and put away atthis time. No onewill be permitted to
receive or makephone calls while the examination is in session. If you need to use the

restroom, you must surrender your computer along with your cell phone and Exhibit
Bookletsbeforeleaving



Forms,ExaminationSite AdministratorandProctorSurveyFormsandExhibit Bookletsandship
back using the provided Fed Eed EX shipping label.

If youaremissingthe FedEX
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