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If you are not taking the exam 
• Please make sure you pick up your  
   PROOF of ATTENDANCE form before you 

leave. 
 
• You will need  the Proof of Attendance form to 

register for an Exam Only Session.  
 
• You will need to submit your Proof of Attendance 

Form at the Exam Only Session. 

Presenter
Presentation Notes
Proctor says:

Before we go to break, please listen to the following instructions.

After the break, we will be taking the certification exam for Level II. 
If you choose not to sit for the exam today you will need to pick up a Proof of Attendance form  (Hold up Form)  from me before you leave.

Because you attended this course today, you will be able to register for an Exam Only session and take the exam at that time.   At the Exam Only Session you will need to submit this Proof of Attendance Form in order to take the exam.
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If you are taking the exam 
Please note that once you have  

returned from this break you will not  
be able to leave the room.   

 
If you leave the room before  

completing the exam,  
it will not be scored. 

Presenter
Presentation Notes
Proctor says:

For those taking the exam, please note that once you return from the break, you will not be able to leave the room until after you have completed the exam.

If you leave the room during the examination, your exam will not be scored.
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Remember…… 
 

• The use of cell phones, pagers and all 
electronic devices is strictly prohibited 
during the exam. 
 

• Cell phones, pagers and electronic devices 
must be cleared from your desk before, 
during and after the exam. 
 

If you use any of these items during the 
exam, your exam will not be scored. 

Presenter
Presentation Notes
Proctor says:

The use of cell phones, pages and all other electronic devices is strictly prohibited during the examination.  You will need to turn off these devices as you return from the break and clear them from your desk. 

If you use a cell phone, pager, PDA or other electronic device during the examination, your exam will not be scored.
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During the Break 
• Make sure you have a #2 pencil and a blue/black 

pen.  Pens and pencils will be available at break. 
 
• Have a photo ID ready.  If you do not have photo ID 

you cannot take the exam. 
 

• Take care of any business or personal needs. 
 
• When returning from the break please make sure you 

pick up an application/answer sheet.  Do Not 
complete application or answer sheet until 
instructed to do so. 

Presenter
Presentation Notes
Proctor says:

During the break be sure you have the following materials:

You will need both a #2 pencil and a blue or black pen.  If you need either a pencil or pen, I have extras available.

Please have a photo ID ready.  If you do not have photo ID you will not be able to take the exam.  You will need to present your photo ID when turning in your exam.

During the break, please take care of any personal business that may cause a distraction during the examination.

When returning from break, please pick up an application/answer sheet.  (Hold Up Apps /Answer Sheet)

Design Professional Applications are tan (Hold Up App) and Plan Reviewer Applications are gray (Hold Up App) 
If you are a Design Professional and a Plan Reviewer – you will only need to fill out the Design Professional application.   If you are in a Training Program and have not yet received your professional licensure, fill out the Plan Reviewer application.  

Do not complete application or answer sheet until instructed to do so.
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APPLICATION  
AND 

EXAM PROCEDURES 
 

Please DO NOT complete 
application or answer sheet 

until instructed to do so. 

Presenter
Presentation Notes
Proctor says:

We will now begin completing the Level II application.

Each of you should have picked up an application/answer sheet when you entered the room.

Please make sure that if you are a Design Professional you have a Design Professional Application  (HOLD UP APPLICATION)

Please make sure that if you are a Plan Reviewer you have a Plan Reviewer Application  (HOLD UP APPLICATION)

Is there anyone who does not have an application/answer sheet?
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The Application 
          Plan Reviewer App  Design Professional App 

Presenter
Presentation Notes
Proctor says:


Please look at the screen and make sure you are starting with the correct form.  
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The Application 
• Please print all information in blue or black ink. 

• Name – Last Name, First Name,  Middle Initial 
• Date of Birth  

• Last 4 digits of Social Security Number 

• Home and work address 
  
• Preferred mailing address – Please mark which 

address you prefer to have the certification card and 
all future correspondence sent to. 

 

Presenter
Presentation Notes
Proctor says:

(HOLD UP A PEN) This application must be completed in blue or black ink.  Please print all information. 

Please fill in your name exactly as it reads on your driver’s license –  starting with your last name, first name, middle initial.   Please write your date of birth and the last four digits of your Social Security Number.   (Wait 2 minutes)

Please fill in your complete home and work address, including the city and zip code.  Please choose a preferred mailing address, the preferred mailing address is the address that all future correspondence will be directed. (Wait 2 minutes)
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The Application cont. 
• Course Information- Date: Today’s Date 
 Instructor:_____________ 
Design Professionals 
   Please enter the type of license you hold  
   and the license number. 
Plan Reviewers- must have 6 months work 

experience .   Please enter the employer, job 
title, start and end date reflecting 6 months 
experience. Start with the most recent position. 

 
 

Presenter
Presentation Notes
Proctor says: 

Please look at the screen.

In the course information section: please write today’s date  ________ ,and the instructor is _________.

Design Professionals
Please enter the type of license you hold and the license number.

Plan Reviewers- must have 6 months work experience.
Please enter the employer, job title, start and end date reflecting 6 months experience.

If you have any questions please raise your hand.
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The Application cont. 
• Please read the Eligibility Requirements.   
• Please read the Certification Statement. 
 
• SIGN YOUR APPLICATION 

Presenter
Presentation Notes
Proctor says:

Please  read the eligibility requirements and certification statement and then sign the application certifying that you understand the eligibility requirements and that all the information you have provided is accurate and  true.

If you have any questions please raise your hand.
(Wait 1 min)
Does anyone need more time? (if yes give more time)
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The Answer Sheet 

Presenter
Presentation Notes
Proctor says:

Please look at the screen
We will now complete the answer sheet.  The answer sheet is on the backside of the application.
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The Answer Sheet 
 

• You must use a #2 pencil on the answer 
sheet.   
 

• If you do not use a #2 pencil, your answer 
sheet will not be scored. 
 

• All exam answers must be entered on the 
answer sheet.  

 
 

Presenter
Presentation Notes
Proctor says:


Do not complete any section of the answer sheet until instructed to do so.  

You must use a #2 pencil to complete the answer sheet.  HOLD UP PENCIL.

If you do not use a #2 pencil, your answer sheet will not be graded.

All exam answers must be entered on the answer sheet – if you fail to enter your answers onto the answer sheet you will receive a score of 0 and have to retake the exam at an exam only session.
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Completing the Answer Sheet 
Using a #2 pencil  
Make sure all bubbles are completely filled in 

• Example:       Correct 
 

                               

  

x 
Incorrect 

Presenter
Presentation Notes
Proctor says:

When completing the answer sheet, make sure that the bubbles are filled in completely.
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Completing the Answer Sheet 
 
 

• DO NOT make any stray marks on the 
answer sheet.   
 

• If you make a mistake you MUST 
COMPLETELY ERASE the incorrect 
response.    
 
 

Presenter
Presentation Notes
Proctor says:

Please do not make any stray marks on the answer sheet.  If you make a mistake, you must completely erase the incorrect response.
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In box #1 

Enter Your Last Name 

Print 1 letter per box   

Below the written letters, 
darken the circle that has 

the same letter you printed. 

Presenter
Presentation Notes
Proctor says: 

Please locate box number #1 labeled  “Last Name”.

Print each letter of your last name.  Print one letter per box.  Below the written letters, darken the circle that has the same letter you printed .

If your last name is too long, please print as much of your last name as possible.

Are there any questions?
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In box #2 

Enter Your First Name 

Print 1 letter per box   

Below the written letters, 
darken the circle that has 

the same letter you printed. 

Presenter
Presentation Notes
Proctor says: 

Please locate box number #2 labeled  “First Name”.

Please do not print a nickname or a shortened version of your first name.

Print each letter of your first name.  Print one letter per box.  Below the written letters, darken the circle that has the same letter you printed.

If your first name is too long, please print as much of your first name as possible.


Next Slide



In box #3 

Enter Your Middle Initial 

Print letter in box 

Darken the circle that has the same 
letter you printed 

 

Presenter
Presentation Notes
Proctor says: 

Please locate box number #3 labeled  “MI”.

In the box write the your middle initial then darken the circle with the same letter you printed.  

 If you do not have a middle initial, leave that box blank.
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ID NUMBER 

• Your ID number is your Date of Birth and 
the last 4 digits of your Social Security 
number.  
 

• Locate box #4 labeled ID Number. 
 

Presenter
Presentation Notes
Proctor says:

Your ID number is a number you create using your date of birth and the last four digits of your social security number.  

Please locate box # 4 labeled “ID number”  . 
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Darken the 
 circle next 

to the month  
you  

were born 

Darken circle for the day 
you were born 

Presenter
Presentation Notes
Proctor says:

For the section labeled “Month”
please darken the circle next to the month you were born.

For the section labeled “Day”
please darken the circle representing the day you were born.

For example – if my birthday is August 8, 1978  

I would darken the circle next to Aug.
I would darken the circle with the #8.
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Enter the last 4 
digits of your  

Social Security 
Number 

Darken the circle 
that has the same 

number you printed 

 

Print the last 2 digits for the 
year you were born. 

Presenter
Presentation Notes
Proctor says:

For the section labeled “Year” 
print the last 2 digits for the year you were born. Print one number per box. Below the numbers you printed, darken the circles with the corresponding numbers.

Again, using the August 8, 1978 example;  I would print the 7 and 8, one number per box and then darken the circles with the corresponding numbers. 

For the section labeled “Last 4 digits of SS#”
print the last 4 digits of your Social Security number.  Print one number per box. Below the numbers you printed, darken the circles with the corresponding numbers.
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Checking Your Exam Score 

  
• If you receive a score of 70% or higher you will receive your certification card 

in the mail within 60 days. 
 

• You may check your score on the Georgia Soil and Water Conservation 
Commission website: www.gaswcc.org.   Please allow time for exams to be 
scored. 
 

• Scores will be posted according to the ID number you created, your Date of 
Birth and last 4 digits of your Social Security number.  Using  MMDDYY#### 
format (0808781234). 

 

If you do not receive communication regarding your certification in  
60 days, contact the  Education and Certification Program. 

certification@gaswcc.org 
 706.542.1840 

Presenter
Presentation Notes
Proctor says:

If you receive a score of 70% or higher you will receive your certification card in the mail within 60 days.  

You may check your score on the Georgia Soil and Water Conservation Commission website: www.gaswcc.org.   Please allow 14 days  for exams to be scored.

Scores will be posted according to the ID number you created, your Date of Birth and last 4 digits of your Social Security number.  Using  the month, day, year ####  format.

If you do not receive communication regarding your certification in 
60 days, contact the  Education and Certification Program, by emailing certification@gaswcc.org or calling 706.542.1840.

You can find this information sheet in the front of your course notebook.
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Once you are done 
Please make sure that: 
 
• Your application is completed and signed. 
• You printed and signed your name on the front of 

your exam booklet. 
• Your answer sheet has your name, ID number and 

the exam version boxes bubbled in. 
 
Bring your photo ID, application/answer sheet 

and exam to the proctor. 
 

Please bring all personal belongings with you 
when you turn in your exam. 

 

Presenter
Presentation Notes
Proctor says:

Please make sure that:

Your application is completed and signed.
You printed and signed your name on the front of your exam booklet.
Your answer sheet has your name, ID number and the exam version boxes bubbled in.

Bring your photo ID, application/answer sheet, and exam to the proctor.

Please bring all personal belongings with you when you turn in your exam.
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The exam will be distributed 
momentarily. 

Please ask any application or 
answer sheet questions now. 

Make sure all phones, pagers and 
electronic devices are turned off and 

cleared from desk- or your exam will not be 
scored. 

Presenter
Presentation Notes
Proctor says:
�The  exam will be distributed momentarily.  This is your last chance to ask questions about the application or answer sheet.  Once the exam has been distributed, I will not take any questions.

Please make sure that all cell phones, pagers and electronic devices are turned off and cleared from your desk.
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Please DO NOT start 
the exam until 

instructed to do so. 

Presenter
Presentation Notes
Proctor says:

I will now distribute the exam booklets.  Please Do Not start the exam until instructed to do so.  


Leave slide up while distributing exam booklets.







Exam Version 
In Box #5  Exam Version 
Located on the top right hand corner  

    of exam booklet.   

EXAMPLE:  Exam Version A 

There are multiple versions of this exam.  
 

If you do not mark the Exam Version box or 
mark it incorrectly your exam will be not be 

scored correctly. 

Presenter
Presentation Notes
Proctor says:

Please look at the front page of your exam booklet .  In the top right hand corner you will see the words “Exam Version” followed by a letter.

On your answer sheet, locate box #5 labeled “Exam Version”.  Please darken the circle that corresponds with the letter on your exam.  

There are multiple versions of the exam. If you do not mark the EXAM VERSION BOX or mark it incorrectly your exam will be not be scored correctly.
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Please follow along as the exam 
instructions are read. 

 

 

Exam Instructions 

Presenter
Presentation Notes
Proctor says:

Please follow along as the exam instructions are read.
Next Slide



Exam Instructions  
• You must receive 70% or higher to receive certification 

 
• Each question has only 1 right answer. 

 
• You will have 1 hour to complete the exam. 

 
• The exam is open course notebook. 

 
• You must use a # 2 pencil on answer sheet.  If a #2 

pencil is not used, your answer sheet will not be 
scored. 

 

Presenter
Presentation Notes
Proctor says:

The examination will be scored and you must receive a 70% or higher to receive certification.  

Each question only has one correct answer.

You will have one hour to complete the exam.

You may use your course notebook to complete the exam.

Again, you must use a #2 pencil on answer sheet.  If a #2 pencil is not used your answer sheet will not be scored.
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Completing the Answer Sheet 
Using a #2 pencil  
Make sure all bubbles are completely filled in 

• Example:       Correct 
 

                               

  

x 
Incorrect 

Presenter
Presentation Notes
Proctor says:

When completing the answer sheet, you must ensure that the bubbles are filled in completely.


Next Slide



Presenter
Presentation Notes
Proctor says:

Make sure your ID number is completed.
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Exam Version 
In Box # 5  Exam Version 
Located on the top right hand corner  

    of exam booklet.   

EXAMPLE:  Exam Version A 

There are multiple versions of this exam.  
 

If you do not mark the Exam Version Box or 
mark it incorrectly your exam will be not be 

scored correctly. 

Presenter
Presentation Notes
Proctor says:
 
The correct exam version is entered.

Again, there are multiple versions of the exam. If you do not mark the EXAM VERSION BOX or mark it incorrectly your exam will be not be scored correctly.
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Exam Instructions cont. 

• Your desk must be cleared of everything 
except the course notebook and exam 
materials. 

• I have read and fully understand the above 
instructions. 

• Please print and sign your name. 
 

 

Presenter
Presentation Notes
Proctor says:

Your desk should be cleared of everything except course notebook and exam materials.

Please print and sign your name on the front of your exam booklet acknowledging that you have read and fully understand the exam instructions.
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Once you are done 
Please make sure that: 
 
• Your application is completed and signed. 
• You printed and signed your name on the front of 

your exam booklet. 
• Your answer sheet has your name, ID number and 

the exam version boxes bubbled in. 
 
Bring your photo ID, application/answer sheet 

and exam to the proctor. 
 

Please bring all personal belongings with you 
when you turn in your exam. 

 

Presenter
Presentation Notes
Proctor says:

The time is now _________ and you will have 1 hour to complete the exam.

You may begin now.


Leave slide up while participants are taking the exam
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