National Inter-State Council of State Boards of Cosmetology Inc.

Written Examination Verbal Instructions

Instruct the proctor staff to distribute the examination booklets to the candidates making sure that the forms are alternated so that no candidates sitting next to each other have the same test form.  Begin the candidate pre-examination procedures with the following announcement:

 

Good morning/afternoon.  On behalf of   




  we would like to 





    <STATE REQULATORY ENTITY'S NAME>
welcome you.  If you have a question during these instructions, please raise your hand.  

Purses and personal items are not allowed at the testing station.  Kit supplies for the practical examination may not be brought into the theory test area.
 

Do not open the test booklet until you are instructed to begin.  It is very important that you mark your answer sheets with a number two pencil.  If you do not have a number two pencil, raise your hand and a proctor will provide you with one.
Proctors make certain that #2 pencils are used throughout the examination.
 

Look at the title on the cover of your test booklet.  Make sure it is the examination for which you were scheduled.  If you have any problems, raise your hand for assistance.

 

Please write your name on the front cover of the test booklet directly under the booklet number.

 

If you do not have an answer sheet, please raise your hand.

 

If a State Law examination is being administered, a separate (second) answer sheet will be necessary, and make the following announcement:  

We will begin with the state law examination.  Please place your written booklet and answer sheet off to one side.

Proctors please circulate the room with a seating chart and write each candidate's number in the designated box.  

 

In the upper left-hand corner write your complete mailing address.

 

In the space marked "exam location" print _________________________________.
                                                                                      <CITY AND STATE, OR PROVINCE>

 

In the space marked "Test Title" print the name of the examination that is printed on the front of your examination booklet.
 

In the space labeled "Candidate Name," print your last name, one letter to each box.  Blacken the circle below each letter.  Do the same for your first name and middle initial.   Be certain to leave one empty box between your last name and first name, and between your first name and middle initial.   Blacken the empty circle below each empty box.

 

Proctors should be circulating through the room and checking the candidate answer sheets.  Incorrect bubbling of an answer sheet will inhibit the scoring process.

In the space labeled "Social Security or Candidate Number," print one number in each box and blacken the circle below each box.

 

Locate the section titled "Test Date."  Blacken the circle for the current month.  Print the day and the last two digits of the year in the spaces provided.  Blacken the circle below each number for the date and the year.

The "Test Code" is located on the top, left corner of your test booklet.  Print the numbers in the boxes and blacken the circle below each box.

 

The "Test Form" is located on the top, left corner of your test booklet.  Print these numbers in the boxes and blacken the circle below each box.
The "Booklet Number" is located on the top right corner of your test booklet. Print these numbers in the boxes and blacken the circle below each box.

Locate the box labeled "Attempts" on your answer sheet.  Attempts are the number of times that you have taken this examination.  For example, if this is the first time that you have taken the examination, blacken the circle with the number "one."  If this is your second attempt, blacken the circle with the number "two," etc.

 

If your state does not require tracking of school information, please read the following:   Please leave the box titled "School Code" blank.

 

The "School Code" is the school you attended for your training.  Please write the school code number in the boxes and blacken the circle below each box.

 

The "State Code" is listed on your answer sheet. 
The state code for ____________ is___________.

                                               <NAME OF STATE>   <STATE CODE#>  


Print these numbers in the boxes and blacken the circle below each box.

 
Check that you have filled in all spaces carefully and that you have completely blackened in all the correct circles.

 

If you have any questions before we begin, please raise your hand for assistance.

 

Resolve any problems before proceeding, then continue by announcing:

 

Please read silently as I read aloud the security statement printed on your answer sheet.

 


Talking with other candidates during the examination is strictly prohibited.  Doing so will result in your dismissal from the examination and a report of your actions to the proper authorities.

 
Please be advised, reproducing or copying the examination you are taking is a serious copyright violation, as well as a breach of security.  Any individuals caught copying or attempting to copy examination materials, by any means, will not be allowed to continue the examination and will be reported to the proper authorities.  The consequences for cheating or copying examination materials could include denial of your application for the license you are pursuing and financial responsibility for any examination materials compromised by your actions.

 

Rude or disruptive behavior will not be tolerated.  Behavior of this sort will result in your dismissal from this examination.

 
Your presence here today and your signature below reflect your agreement with and understanding of this statement, your willingness to abide by all security guidelines and to follow all instructions given by the test administration staff.

 

Sign your full legal name on the signature line provided below this statement and please print today's date.  Failure to sign and date the agreement will result in your dismissal from this examination.
Confirm that all candidates have signed and dated the statement before proceeding.
Examiner's signature is not required for the NIC examinations.
Restrooms are located ___________________.  Drinking water is located _________________.  If you need to leave your seat, please raise your hand.  A proctor will assist you and secure your examination materials.  You will need to sign out, and in.  Only one person at a time may leave, so return as quickly as possible.

 

No smoking or use of smokeless tobacco is permitted.

 

In the event of an emergency, the emergency exits are located ______________.

 

You are to mark your answers on the answer sheet and not in the test booklet.  You will receive credit for each correctly answered question marked on the answer sheet.  Questions left blank, or multi-keyed, will be scored as incorrect.

 

We are not permitted to answer questions on examination content.

 

Note:

If a State Law Examination is being administered, each State establishes the additional time allowed for the State Law Examination.  NIC recommends that the Board Office allow 2 additional minutes for each question on the State Law Examination (e.g. If the State Law Examination contains 10 items, allow 20 additional minutes, etc.).
 

We will begin with the state law examination.  Please keep your theory written booklet and answer sheet off to one side.

You will have _____ minutes to complete the state law examination.  When you have completed the state law examination, raise your hand.  The proctor will indicate for you to bring your test booklet and your answer sheet to the proctor's table.  Please return to your seat and fill out the theory written answer sheet in the same manner as the state law answer sheet.  When you have finished filling out the theory written answer sheet, remain in your seat until everyone has finished. All candidates will be instructed to begin the theory written examination at the same time.

 

Are there any final questions?

 

The time is now _______________

 

You may begin the state law examination.

 

Proctors must collect and inventory all state law booklets and answer sheets before proceeding.

 
Please read the following before beginning the theory written examination:

 

Have all candidates completed filling out the theory written answer sheet?

 

You will have 90 minutes to complete the written examination.

 

At the beginning of the last hour of this examination and every fifteen minutes thereafter, I will make an announcement of the time remaining.  

 

When you have finished your examination, raise your hand.  The proctor will indicate for you to bring your test booklet and your answer sheet to the proctor's table and you will be excused from the examination.

 

Are there any final questions?

 

The time is now _____________ Your examination will end at ______________.

 

You may begin the examination.

Always record the start time of the examination using a clock visible to the candidates.  Record the time the first candidate completes the examination and exits the testing site.

At the final hour, and at each time-remaining announcement, record the number of candidates remaining.

Make a five minutes remaining announcement.

At the end of the examination time limit, make a clear and understandable (STOP( announcement.  Ensure all candidates actually stop.  If all candidates finish the examination prior to the official time limit, record the time the last candidate finishes the examination.
