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ASTTBC Rules and Procedures for In-Person Proctored Exams 
Before taking the exam, candidates must review this document and the ASTTBC Exams page 
for information on your exam and the Exam FAQs, which includes info on requesting special 
accommodations, if needed, and exam results.  

Proctoring must be arranged by the exam candidate at an exam center in their local area.  
Arrangements must meet ASTTBC proctoring requirements. 

 

1. Eligibility & Payment Process 

• Notification: ASTTBC staff will advise you of your eligibility and provide payment 
instructions. 

• Payment: Exam fees are paid directly to ASTTBC prior to scheduling the exam.  

 

2. Schedule Proctoring & Notify ASTTBC  
• Book Proctor: The exam candidate is responsible for booking the in-person proctoring 

and paying all related costs. Refer to section 8 below for a list of approved exam centers 
and schedule your exam. 

• Notify: You must provide the following details to your registration coordinator at least 
two (2) weeks prior to your exam date: 

• Date of exam and start time 
• Exam center name and location address 
• Exam center contact person or proctor’s full name, phone number and email 

address  
• For open-book exams, you must advise if you will be using printed or digital 

resources. See section 4, bullet 2 for details. 
 

• Exam: Staff will contact the proctor and provide them with exam details. 

 

3. Candidate Conduct & Confidentiality 

Candidates must follow the proctor’s instructions and conduct themselves honestly and 
professionally throughout the examination process. The examination is strictly confidential. 
Copying, printing, saving, recording, reproducing, or disclosing exam content before, during, or 
after the test is strictly prohibited.  

Prohibited Conduct: 
• Communicating with another person during the exam. 
• Copying, photographing, recording, or distributing exam content. 
• Accessing unauthorized materials, notes, or resources. 

https://can01.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.asttbc.org%2F&data=05%7C02%7Cbkullar%40asttbc.org%7Cc1331f2ea3714f09299a08dc1873083d%7C00b194b0db134dfaa4b14f4c036f04b0%7C0%7C0%7C638412129532917359%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=tL70gpW2tE8iIAGOfprgHZgFw98eFw7OSY%2F6BWz9aKs%3D&reserved=0
https://asttbc.org/applicants/exams/
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• Receiving assistance from another individual or device. 
• Using any AI-generated assistance or automated answer tools, including those built into 

digital platforms/applications. 
• Impersonating another candidate or letting someone test on your behalf. 
• Candidates must not talk or read the questions aloud. 
• Smoking, vaping, or the use of tobacco products is not allowed during the exam. 
• Candidates are not permitted to leave the testing area until the exam is completed and 

submitted, other than an approved washroom break.  
Proctoring Policies/Rules: Candidates must also follow the proctor’s policies and rules.  

Any suspected breach of these rules or procedures may result in termination of the examination, 
invalidation of the examination results, denial of registration or certification, and/or further 
disciplinary investigation under ASTTBC bylaws, policies, procedures, or applicable legislation.  

 

4. Exam Materials & Resources 

• Closed-Book Exams: No resources are permitted. Exam materials are strictly 
prohibited unless explicitly authorized in writing.  

• Open-Book Exam Resources: Only resources listed on the ASTTBC Exams page or 
authorized by ASTTBC registration staff in writing prior to the exam are allowed.  
Authorized/approved resources must be entirely free of personal notes or markings. 
Authorized/approved resources must be printed (hard copy); digital resources are only 
permitted if the proctor continuously monitors your exam screen. Candidates must 
confirm this setup with their proctor and explicitly notify ASTTBC of digital resource use 
during exam scheduling.  

• Open-Book Exam Materials: A basic calculator, one sheet of blank paper, and a 
pen/pencil may be used for calculations only. 

• Calculator: Only standard, non-programmable, non-graphing handheld calculators are 
permitted (e.g., basic four-function or standard scientific calculators without text-storage 
capabilities). Any calculator with alphabetic keyboards or capable of storing text, 
displaying graphs, or connecting to the internet/Bluetooth is strictly prohibited. 

• Blank Paper Validation: Before the exam begins, the proctor must validate both sides 
of the blank scratch paper to confirm it is free of markings. 

• Mandatory Destruction: You must give the scratch paper to the proctor at the end of 
the exam for destruction. Copying, saving, or redistributing any information from your 
notes is strictly prohibited.  

• Candidate Responsibility: You must have your resources and/or materials ready before 
starting. ASTTBC does not provide exam resources or materials. 

 

https://can01.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.asttbc.org%2F&data=05%7C02%7Cbkullar%40asttbc.org%7Cc1331f2ea3714f09299a08dc1873083d%7C00b194b0db134dfaa4b14f4c036f04b0%7C0%7C0%7C638412129532917359%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=tL70gpW2tE8iIAGOfprgHZgFw98eFw7OSY%2F6BWz9aKs%3D&reserved=0
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5. Environment & Equipment Requirements 

• Identification: You must present a valid government-issued photo ID. The name on the 
ID must match your ASTTBC registration exactly, otherwise the candidate cannot take 
the exam. 

• Testing Room: You must test in a clutter-free, quiet location free from interruptions.  If 
more than one person is in the same room, they shall be at least 2 meters apart. The 
exam proctor will check to make sure there is no talking, sharing or exchange of 
information, books, codes, standards, calculators, instruments, etc. 

• Prohibited Items: Unless explicitly authorized in writing, prohibited items include, but 
are not limited to: 

o Cell phones, smart glasses (e.g., Meta AI glasses), and digital or smart watches   

o Headphones or earbuds. 

o Secondary computers, multiple monitors, or tablets  

o Any devices or applications that can be used to record, transmit, receive, or play 
back audio, photographic, text, or video content. 

o Unauthorized resources or materials. 

• Prohibited Software: Candidates must close all unauthorized browser tabs, background 
applications, extensions, and communication tools (e.g., Teams, Slack, Discord, 
Grammarly, or AI sidebars) prior to launching the exam. Detection of active unapproved 
software will result in immediate exam termination. 

 

6. During the Examination 

Washroom Breaks 

• Time Limit: If a washroom break is needed, you must advise the proctor first. You may 
not leave for more than five (5) consecutive minutes. 

• Exam Timer: The clock continues running during all breaks. 

• Restrictions: You are strictly forbidden from accessing unauthorized materials, notes, 
electronic devices, or other people while away from your desk. 

• Audit: Excessive or repeated breaks will be flagged for review.  

Disconnections & Technical Issues 

• Preparation: You are responsible for ensuring a stable internet connection and 
functional devices before starting. 

https://can01.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.asttbc.org%2F&data=05%7C02%7Cbkullar%40asttbc.org%7Cc1331f2ea3714f09299a08dc1873083d%7C00b194b0db134dfaa4b14f4c036f04b0%7C0%7C0%7C638412129532917359%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=tL70gpW2tE8iIAGOfprgHZgFw98eFw7OSY%2F6BWz9aKs%3D&reserved=0
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• Immediate Action: If you experience a network outage, browser crash, or power failure, 
you must reconnect and resume the exam as soon as possible.  

• Timer Rules: The exam clock continues running during any disconnection. If you remain 
disconnected for longer than 15 consecutive minutes, the exam must end.    
Rescheduling will be at ASTTBC’s discretion. 

• Integrity: Do not leave your testing room or access unauthorized resources while 
disconnected. ASTTBC will review proctor information to determine if your attempt 
remains valid. 

 

7. Monitoring & Submission 

• Consent to Monitor: By taking the exam, you acknowledge and agree to proctoring, 
screen monitoring, identity verification, and activity audits. 

• Time Expiration: You must stop working immediately when instructed that time has 
expired. Failure to do so will result in the invalidation of your exam. 

• Submission: Follow all onscreen prompts to properly submit your exam before closing 
the browser.  

• Reporting: Proctors must report any suspicious activities or test violations to ASTTBC 
immediately after the exam. 

 

8. Exam Centers  

Proctoring availability and contact details are subject to change. Please verify current 
information directly with the institution.  

British Columbia 

Institution / Agency Address City Code Telephone 
University of the Fraser Valley 33844 King Road Abbotsford V2S 7M8 604 557 4006 
Agassiz Library 7140 Cheam Avenue Agassiz V0M 1A0 604 796 9510 
Brighton College #101 – 4603 Kingsway Burnaby V5H 4M4 604 430 5608 

North Island College 1685 South Dogwood 
Street Campbell River V9W 8C1 

250 923 9715 
x7715 

Creative Employment Access 
#103 - 555 4th Street Courtenay V9N 1H3 250 334 3425 

Society 
North Island College 2300 Ryan Road Courtenay V9N 8N6 250 334 5014 
College of the Rockies 2700 College Way Cranbrook V1C 5L7 250 489 8243 

Northern Lights College 
11401 - 8th Street 

Dawson Creek V1G 4G2 250 782 5251 
(main campus) 

https://can01.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.asttbc.org%2F&data=05%7C02%7Cbkullar%40asttbc.org%7Cc1331f2ea3714f09299a08dc1873083d%7C00b194b0db134dfaa4b14f4c036f04b0%7C0%7C0%7C638412129532917359%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=tL70gpW2tE8iIAGOfprgHZgFw98eFw7OSY%2F6BWz9aKs%3D&reserved=0
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Institution / Agency Address City Code Telephone 
Vancouver Island University 2011 University Way Duncan V9L 0C7 250 746 3509 
College of New Caledonia Fort St. James campus Fort St. James V0J 1P0 250 996 7019 
Fort St. John Public Library 10015 - 100th Avenue Fort St. John V1J 1Y7 250 785 3731 

College of the Rockies RR# 4 #2 1535 - 14th 
Street Invermere V0K 1K4 250 342 3210 

Thompson Rivers University 

Assessment Center 

Kamloops V2C 0C8 250 828 5470 Old Main building, Room 
OM1487 
900 McGill Road 

Vancouver Island University 
900 Fifth Street Nanaimo V9R 5S5 250 740 6276 

Nanaimo 
Pemberton & District Public 7390A Cottonwood 

Street (in the community 
center) 

Pemberton V0N 2L1 604 894 6916 
Library 

North Island College 3699 Roger Street Port Alberni V9Y 8E3 250 724 8741 

North Island College #140 – 8950 Granville 
Street Port Hardy V0N 2P0 

250 949 7912 
x2811 

College of New Caledonia Center for Student 
Success Prince George V2N 1P8 

250 562 2131 
x5837 

Princeton & District 
Community 206 Vermillion Ave Princeton V0X 1W0 250 295 4051 
Skills Center 

Okanagan College 2552 10th Avenue NE Salmon Arm V1E 2S4 
250 832 2126 
x8266 

Northwest Community College 3966 2nd Avenue Smithers V0J 2N0 

877 277 2288 
x5807 
  
250 847 4461 

Northwest Community College 5331 McConnell Avenue Terrace V8G 4X2 
250 635 6511 
x5352 

MOSAIC Language Center #206 - 2555 Commercial 
Drive Vancouver V5N 5P4 604 708 3905 

Vancouver Community College 1155 East Broadway, 
Rm. 4027 Vancouver V5T 4V5 604 871 7093 

Okanagan College 7000 College Way Vernon V1B 2N5 
250 545 7291 
x2204 

Camosun College (Testing 
3100 Foul Bay Road Victoria V8P 5J2 250 370 3598 

services) 
 

 

https://can01.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.asttbc.org%2F&data=05%7C02%7Cbkullar%40asttbc.org%7Cc1331f2ea3714f09299a08dc1873083d%7C00b194b0db134dfaa4b14f4c036f04b0%7C0%7C0%7C638412129532917359%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=tL70gpW2tE8iIAGOfprgHZgFw98eFw7OSY%2F6BWz9aKs%3D&reserved=0


 
 

ASTTBC Rules and Procedures for In-Person Exams v.2026.06 Page 6 of 6 

 

ALBERTA 

Institution / Agency Address City Code Telephone 

Airdrie Public Library 111 - 304 Main Street SE Airdrie T4B 3C3 403 948 0600 

Chestermere Public Library 105B Marina Road Chestermere T1X 1V7 403 272 9025 

Fairview Public Library 10209 109 Street Fairview T0H 1L0 780 835 2613 

High River Library 909 1st Street W High River T1V 1M7 403 652 2917 

Northwestern Polytechnic 10726 106 Avenue Grande Prairie T8V 4C4 780 539 2212 

 

Other Exam Centers 
 
For other exam (test) centers visit:  http://registrar.athabascau.ca/invignet/bc.php 
 
If there is no test center listed in your area, you can check with the following types of 
organizations to see if they provide exam invigilation/proctor services: 

o post secondary institution 
o public or private training institution 
o high school 
o public library 
o employment service organization 
o social services office 
o notary’s office 
o local Health office 
o some Chamber of Commerce offices 

 

Other exam centers need to be approved by ASTTBC before you make the exam 
arrangements.  Please email your ASTTBC registration coordinator with details on the proposed 
center. 

 
 

https://can01.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.asttbc.org%2F&data=05%7C02%7Cbkullar%40asttbc.org%7Cc1331f2ea3714f09299a08dc1873083d%7C00b194b0db134dfaa4b14f4c036f04b0%7C0%7C0%7C638412129532917359%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=tL70gpW2tE8iIAGOfprgHZgFw98eFw7OSY%2F6BWz9aKs%3D&reserved=0
http://registrar.athabascau.ca/invignet/bc.php
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