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CPS HR CONSULTING 
 

PROCTOR’S MANUAL 
 

INTRODUCTION 
 
 
This manual provides you with standard procedures for administering CPS HR Consulting’s tests 
and is designed to be used in conjunction with the individual instructions for the specific test 
being administered.  It is essential that you adhere to these instructions to ensure standardization 
in the administration of the test.  Standardization helps reduce the error or inconsistencies 
inherent in a testing situation and allows the agency to focus on a candidate’s true ability.  Thus, 
a well-administered test will produce more accurate results, and the candidates will agree that 
they were given a fair opportunity to prove their ability.  Most important, your agency will be 
better able to select the best individuals for employment.  To aid you in administering the tests 
we provide, CPS HR has prepared this detailed Proctor’s Manual.  It is important for you to 
become thoroughly familiar with these procedures before the day of the test. 
 
 
TEST SECURITY - As a proctor, you are responsible for ensuring all aspects of test security, 
conducting the test efficiently, and promptly returning the test materials.  Test security cannot be 
overemphasized.  The security of all tests is your responsibility from the time you receive them 
until you return them to CPS HR.  Make it your responsibility to inform assistant proctors of the 
need for security.  AT NO TIME SHOULD THE CANDIDATES BE LEFT IN THE 
TESTING ROOM UNATTENDED. 
 
 
PROCTOR ARRANGEMENTS - To facilitate the administration of the test, to provide 
maximum observation of candidates, and to guard against candidates’ misappropriating test 
materials, CPS HR recommends the following proctor arrangements: 
 
 1.   1 - 35 candidates   - one chief proctor and one assistant 
 2. 36 - 70 candidates   - one chief proctor and two assistant proctors 
 3.  71 or more candidates - one chief proctor, two assistant proctors, plus one 

additional assistant for every 35 - 40 candidates  
 
 
The room arrangements for administering the test and the experience of the proctors must also be 
considered in determining the number of proctors to assign for a test. 
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RECEIPT OF TEST MATERIAL - Open the test material immediately upon receipt.  The 
package should contain any or all of the following: a packing slip, the test books in sealed 
packages, answer sheets, Proctor’s Instructions, a Proctor’s Report, one or more Federal Express 
return airbills, a key and scoring manual if you are scoring, or a scoring envelope for returning 
the answer sheets if CPS HR is scoring.  If your agency is scoring the test, a client survey will be 
included in the envelope with the key. 
 
After receiving the test materials, check them carefully against the test materials packing slip.  
Count the number of test booklets and compare your total with that listed on the packing slip.  
Do not open the sealed packages until all candidates have arrived at the test site, and you know 
the exact candidate count; unopened stock exam packages of ten may be returned for a $35 
credit on the current stock test order.  If the package does not contain correct or sufficient 
material, call CPS HR Consulting IMMEDIATELY.  The number is (916) 263-1800 or toll 
free at (866) 867-5272. 
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GENERAL INSTRUCTIONS 
 
 
 
ARRIVAL AT TEST SITE - Proctors should arrive at the test site at least one hour before the 
scheduled starting time of the test.  During this time, you should make sure there are sufficient 
tables and chairs.  Locate the restrooms.  Look around the room.  Check to see that the room is 
well-lighted, ventilated, and heated or cooled, if necessary.   Proctors are responsible for all test 
materials.  Do not allow anyone to see the test prior to the start of the test.  Do not distribute test 
materials until all candidates are seated. 
 
 
SEATING THE CANDIDATES - Check the photo identification of all candidates according to 
your agency’s procedures.  Candidates should be seated far enough apart to discourage cheating 
and should be able to leave without disrupting others.  Seating should be such that proctors 
should be able to move about the room and between the aisles without disturbing the candidates. 
 
 
CLOSING THE TESTING ROOM - At your scheduled time for starting the administration of 
the test, close the door of the room.  Any late arrivals may be admitted at your discretion, 
provided actual testing has not begun.  Allow no one to enter the testing room once the test has 
begun. 
 
 
PROHIBITED MATERIALS - Candidates should not be allowed to bring books, dictionaries, 
calculators, or any other aids unless instructed to do so by your agency.  All purses, books, 
backpacks, etc., must be placed on the floor.  Only test materials are allowed on the desks or 
tables.  If a candidate is detected using any aids not authorized by your agency, collect them 
from the candidate and note it on the proctor's report.  Because of technological advances in 
telecommunications, cell phones should not be allowed in the testing room.  If they are 
permitted, it is recommended that they be placed on the floor or along a wall away from the 
candidates.  Proctors must be very diligent in monitoring the candidates in order to eliminate the 
use of camera phones to photograph the test material.  
 
 
LEAVING THE ROOM - Candidates may not leave the testing room during the test except to 
go to the restroom.  In such a case, collect and hold all of the candidate’s test materials until he 
returns.  Only one candidate is allowed to leave the room at a time.  If possible, an assistant 
should accompany the candidate to the restroom.  Under no circumstances should the testing 
room be left unattended.  No extra testing time will be allowed for a candidate who leaves the 
room. 
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DISTRIBUTING THE TEST MATERIALS - After all the candidates are seated, the test 
materials can be distributed; these include the test books and answer sheets.  Instructions to 
candidates are either included on the first two pages of the test book or on a separate sheet which 
should be handed out to candidates.  Advise the candidates not to open the test books until told 
to do so. 
 
COMPLETING THE ANSWER SHEET - If CPS HR is scoring the test, the information on 
the top of Side One of the answer sheet is used to report the candidates’ score; therefore, it is 
important for the candidates to report this information accurately.  If your agency is scoring the 
test, it is up to you to decide which information is essential for the candidates to provide.  Study 
the sample answer sheet and the Instructions to Candidates (pages 6 and 7 of this manual) to 
enable you to answer questions candidates may have about completing the answer sheet. 
 
Allow the candidates ample time to read the Instructions to Candidates.  After they have read the 
instructions, have them complete the information on the answer sheet. 
 
 
ACCOUNTING FOR MATERIALS DURING THE TEST - While candidates are taking the 
test, determine the number of candidates using test books and the number of unused test books.  
Together they should equal the number of test books on the packing slip.  Note any discrepancies 
on the packing slip. 
 
 
DISMISSING THE CANDIDATES - Any candidate withdrawing from the test must turn in all 
material and sign the Proctor’s Report before leaving.  Candidates who finish early may be 
allowed to leave.  Collect the test book, answer sheet, and any other material you have provided 
from each candidate.  Have him or her sign out on the roster (or complete your agency’s specific 
exit procedures).   
 
When time has been called and there are still candidates seated, have them put down their 
pencils, close their books, and remain seated.  Depending on the number of candidates 
remaining, dismiss them in groups to the check-out table.  The proctors at that table will collect 
the test book, verify that the candidate’s name, identification number, test title, signature, and 
control number are correctly entered on the answer sheet, have the candidate sign out on the 
roster, and direct the candidate to the exit.  The collected test materials must be placed so that the 
candidates will not have access to them as they leave the room.  
 
A complete count of all test materials, used and unused, must be made immediately after the last 
candidate leaves. If a test book appears to be missing, make every effort to locate it.  A full 
report must be made to CPS HR immediately. 
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IRREGULARITIES OF ADMINISTRATION 
 
 
 
EMERGENCIES - Any emergency over which you have no control, such as a power failure or 
any extraneous activity that disturbs the candidates, should be noted on the Proctor’s Report. 
 
 
TEST ITEM ERRORS - Any question raised by a candidate concerning a possible 
typographical error, ambiguity, incorrect answer, or no correct answer should be brought to our 
attention.  Please note this information on the Proctor’s Report or call CPS HR at (916) 263-
1800 or toll free at (866) 867-5272. 
 
 
DEFECTIVE TEST MATERIAL - If a candidate indicates that a test book is defective, 
provide him with a replacement test book.  Note the defective material information on the 
packing slip, and explain the circumstances on the Proctor's Report. 
 
 
CHEATING - If you are convinced beyond a reasonable doubt that a candidate is cheating in 
any way, collect the candidate’s test book and answer sheet.  Dismiss the candidate and deny 
permission to return to the testing room.  Note this information and explain the circumstances in 
the Proctor’s Report.  Suspected cheating should also be noted and described, but do not dismiss 
the candidate involved. 
 
If a problem arises which is not covered by the information above, use your best judgment, 
consult with someone at your agency with more experience, or call us at (866) 867-5272. 
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INSTRUCTIONS TO CANDIDATES 
 
This test booklet, the items it contains, and other materials furnished to you are the copyrighted 
property of CPS HR Consulting. 
 
DO NOT: 
Destroy test materials. 
 
Take the test materials from the examination room. 
 
Make copies or notes of the test questions. 
 
Transmit test questions in any form to any other person or entity during or AFTER the examination.   
 
ANY VIOLATION WILL BE PROSECUTED TO THE FULL EXTENT OF THE LAW. 
 
YOU MAY WRITE IN THE TEST BOOKLET. 
 

EXAMINATION HINTS 
 

Read carefully and follow the directions given in the booklet. 
 
Read each question completely before answering it. 
 
Do not spend too much time on any one question. 
 
No question is meant to be a “trick” or catch question. 
 
Interpret words according to their generally accepted meanings. 
 
Attempt to answer every question.  If you are not sure of the correct answer, mark the one which 
you think is best.  There is no penalty for wrong answers.  Your score is based on the number of 
correct answers. 
 
Check carefully to be sure you have not skipped any pages.  Be sure you have answered all the test 
items. 
 
Plan your time so that you may complete the examination within the time allowance.  You will be 
told when to start and stop.  If you have extra time, check your work. 
 
Relax and work steadily. 
 
IT IS TO YOUR ADVANTAGE TO ANSWER ALL QUESTIONS EVEN IF YOU ARE NOT 
SURE. 
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RETURNING TEST MATERIALS 
 
1) The inventory sheet contains a list of all testing material you have been sent. Booklets in  

packets are identified as Movable Units and single books are identified as Individual Units 
on the packing slip included with your order. Before opening any packets, please 
inventory the Movable Units and Individual Units. Be sure to place a check in the 
"Received" column by each item. If you find there is an item missing after completing 
your initial inventory of the material sent, call CPS HR immediately. 

 
Open ONLY those Movable Units that you are going to use. The number of Movable 
Units you need to open is based on your appearing candidates. Upon opening each 
Movable Unit, place a check mark in the "Received" box next to each Individual Unit. If 
you find there is an item missing after opening the Movable Units, call CPS HR 
immediately.  

 
Prior to returning materials to CPS HR, you must inventory all materials again. Place a 
check mark in the column labeled “Returned” for all used and unused materials. Include 
the original signed packing slip in the box of materials upon return.  

 
Unless prior authorization is received, ALL BOOKLETS ARE TO BE RETURNED 
TO CPS HR. You will be held responsible for any test booklets missing from the 
shipment. 

 
2) Please use the enclosed Federal Express airbills to return test materials and/or scoring. 
 
3) Complete Section 1 of the Federal Express airbill - (Shipper Information). 
 
4) Agencies with a regular Federal Express pick-up may give their packages to their courier 

at their regular pick-up time. 
 

Agencies with no regularly scheduled pick-up by Federal Express may call Federal 
Express toll free for same day pick-up or to arrange for next day pick-up: 1-800-238-5355  

 
 

IF YOU HAVE ANY QUESTIONS, PLEASE CALL: 
 RE: Federal Express Shipping - Federal Express at 1-800-238-5355 
 RE: Test Materials - CPS HR at (916) 263-1800 or (866) 867-5272 
   
 
 
If scoring needs to be returned to us more quickly, please use Overnight Federal Express 
shipping (at your expense) for the answer sheets and Proctor’s Report only.  This cost is 
NOT INCLUDED in the shipping charge.  Use the included airbill to return the test books. 
 
Stock tests are prepackaged and are available only in packages of ten booklets. CPS HR will 
apply a credit of $35.00 for each fully paid UNOPENED package of test booklets to your 
agency's current STOCK test order. 
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