Columbus Public Library
PROCTORING POLICY

The library as listed in our SERVICE REPOSNSES will provide proctoring of exams in
support of LIFELONG LEARNING. As stated: The library will provide services which
will help individuals address the desire for self-directed personal growth and
development opportunities.

1. MAIL - Instructors are responsible for mailing the exam to the library, including
contact information for the student (name and phone number) and notifying the
student that it has been sent. A self addressed stamped envelope must be included
for the return mailing of the exam. The library will call the student when the
exam arrives. When the exam is completed or after the deadline set by the
instructor whichever comes first the library will mail the exam back.

2. COMPUTER - Students can take exams by computer. The library offers
wireless access and has Internet computers. The Internet computers may time out
if the exam is a long one. A laptop is available for use by the student in the
library. Request the laptop from the circulation desk. Photo I.D. must be
presented at the time of use and will be held at the main desk until equipment is
returned and inspected. A written application for use of the laptop must be
submitted in advance either in person, by computer or faxed to 920-623-5928
where mentioned. Students can use their own laptops with the approval of the
instructor. The library is not responsible for injuries or damages to personal
property of individuals resulting form the use of this equipment. Equipment must
be returned in perfect condition with all accessories, if any. Cost to replace or
repair the equipment due to loss or damage and for any missing accessories will
be charged to the patron. Malfunctions should be reported immediately to the
Library Assistant on duty.

3. Exams will not be accepted if faxed or e-mailed to the library.

4. The staff member on duty when the student comes in to do the exam will do the
proctoring.

5. Students are responsible for taking the exam before the deadline set by the
instructor.

6. There is no charge for the use of the laptop or for proctoring an exam.

Adopted 4/12/04, Revised 8/16/05, 2/17/09



Columbus Public Library
LAPTOP COMPUTER USE APPLICATION

DATE NEEDED: TIME NEEDED:

PERSON USING EQUIPMENT:
(PHOTO 1.D. REQUIRED AT TIME OF USE)

PHONE #:

A written application must be submitted in advance either in person or faxed to 920-623-
5928. The laptop computer is for in-house use only for the purpose of proctored on-line
exams or for literacy tutor use. Photo I.D. must be presented at the time of use and will
be held at the main desk until equipment is returned and inspected.

Equipment must be returned in perfect condition with all accessories within the specified
time period. Cost to replace, repair the equipment and/or for any missing accessories will
be charged to the patron.

Patrons using the equipment are responsible for any damage or replacement

Library staff will be given priority for use of the equipment for library programs or
continuing education.

Failure to abide by this policy will be cause for denial for future use of the equipment.

The library is not responsible for injuries or damages to personal property of individuals
resulting form the use of this equipment.

I have read and agree to abide by the above conditions.

Signature of Applicant

STAFF USE ONLY

Application approved: denied Director Initial
Date of use: Return condition Staff Initial




