University of South Dakota

Testing Center UNIVERSITY OF
Proctor Form Submission Guidelines SOUTH DAKOTA

Proctor forms are to be submitted within the first two weeks of each semester. Proctor forms will NOT be
processed during the week of final exams.

e Students taking on-campus classes or living in Vermillion and the surrounding area:
o Must test at the USD Vermillion Testing Center.
o Do not need to submit a proctor form but must email us at testingcenter@usd.edu to keep us
informed.
o You must schedule an exam appointment online using RegisterBlast.

Exception: Dual credit students currently enrolled in high school may test with their program’s designated
proctor. This exception does not apply to those attending Vermillion High School. Vermillion High School
students test at the USD Testing Center in Vermillion.

e Students testing in Brookings, Madison, Pierre, Rapid City, Aberdeen, Sioux Falls, or
surrounding areas:

o Are not required to use University Testing Centers.

o Do not submit a proctor form if testing at a University Testing Center. However, you must
email the USD Vermillion Testing Center at testingcenter@usd.edu to notify us where you
will be testing. Please provide your name, ID#, Course abbreviation and number (ex. ACCT
210) and the instructor’s hame.

o Students must arrange testing directly with their chosen center.

University Testing Centers:

University of South Dakota (Vermillion) testingcenter@usd.edu

University of South Dakota (Sioux Falls) usdsf-testingcenter@usd.edu

South Dakota State University (Brookings) sdsu.testing@sdstate.edu

Capital City (Pierre) info@capitalcitycampus.org

Dakota State (Madison) testing@dsu.edu

South Dakota State (Rapid City) sdsu.collegeofnursingtestingcenter@sdstate.edu
Black Hills State University (Spearfish) BHSPTestingCenter@bhsu.edu
Northern State University (Aberdeen) nsu.proctor@wolves.northern.edu

Additional Guidelines

e Students are encouraged to list multiple classes on one proctor form.
e If astudent has multiple proctors, a separate form must be submitted for each proctor.

Approvable Proctors Include:

Professional testing center (You are responsible for any fees charged
Librarians

Full-time instructors at universities or colleges

Principals, Vice Principals, or Superintendents

Full-time high school teachers or guidance counselors
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Proctors That Will Not Be Approved:

e HR representatives or secretaries
« Family, friends, coworkers, employees, supervisors, or social media acquaintances (considered
conflicts of interest)

For more details, please refer to our full policies on our website: USD Testing Center.

If you have any questions or concerns, please don’t hesitate to reach out to us at testingcenter@usd.edu or
calling 605/658-6143.
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