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Operational Guidelines for Establishing a Proctored Independent Authorized Assessment Center at Potential Nursing Institute
1. [bookmark: _Toc171945488]Infrastructure
Area Wise Specifications
[bookmark: _Toc171945489]Waiting Hall
· The waiting hall is furnished with an adequate number of comfortable chairs (20-25) to accommodate all candidates
· Maintains proper spacing between seats to ensure privacy, comfort, and adherence to any health guidelines
· Designate seating areas for individuals with special needs to ensure accessibility and comfort
· Maintains an ambient temperature between 26°C and 30°C using air conditioners, air coolers, or fans to ensure a comfortable environment
· The waiting hall is equipped with digital displays and notice boards to provide candidates with real-time information and instructions regarding the examination process
· Provides access to clean and hygienic restroom facilities
· Maintains a first aid kit and the staff are trained to provide basic medical assistance if needed
· The fire safety equipment, such as fire extinguishers and smoke detectors, are available and easily accessible
· Maintains clear aisles and emergency exits to ensure safe and quick evacuation if necessary
[bookmark: _Toc171945490]Reception
· The reception desk is staffed with well-trained personnel capable of assisting candidates efficiently and courteously
· The reception staff is well-trained to handle queries, verify documents, and direct candidates appropriately
· Availability of telecommunication facilities at the reception desk for efficient communication
· The reception area provides a public address system to make important announcements clearly and promptly.
· Maintains a visitor log to record the details of all individuals entering the examination centre.
· Conduct thorough checks to prevent prohibited items, such as electronic devices and weapons, from entering the examination area.
· Provide secure storage facilities for personal belongings if needed to ensure compliance.
[bookmark: _Toc171945491]Computer-Based Test Centre

A. Within the nursing institute: The computer-based test centre is located within the nursing institute to ensure ease of access for candidates while maintaining restricted access to unauthorized personnel.
B. Collaboration with examination conducting agency: The computer-based centre has its own/lease building to ensure ease of access for the candidates to locate the centre. The examination conducting agency has a license from the governing body to conduct computer-based tests.
C. Ideal PIAA Centre: The ideal PIAA centre has its own/lease building for the operation of the computer-based test, skill lab and language lab within the premises. Clearance/permission from the governing body is obtained to set up the well-structured CBT centre.

[bookmark: _Toc171945492]Staff Room
· A dedicated room for the staff of the examination centre with comfortable seating arrangements, including chairs, sofas, and tables
· Lockers or cabinets are provided for secure storage of personal belongings of staff members
· Telephone or intercom systems are available for internal communication

[bookmark: _Toc171945493]Restrooms Male & Female
· Multiple daily cleanings of restrooms with restocking of toilet paper, hand soap, and paper towels
· Sanitary bins in female restrooms are installed and regularly sanitized
· Accessibility for individuals with disabilities, with handrails and wide doorways are made available
[bookmark: _Toc171945494]Data/Router Room
· Restricted access to authorized personnel from staff using biometric access systems to ensure data security
· The data/router room maintains an inventory log of hardware and software installed in the institute/examination centre
· Uninterrupted power supply with UPS and generator backups are operational at the room
[bookmark: _Toc171945495]CCTV Monitoring Room
· The CCTV is functional and regularly maintained throughout the institute/examination centre
· A backup system for recording footage to prevent data loss is maintained
· There are trained security personnel to identify and respond to suspicious activities
[bookmark: _Toc171945496]Logistics
[bookmark: _Toc171945497]2.1 Physical Logistics
[bookmark: _Toc171945498]2.1(a) CBT Centre
· 20-25 Standalone desktop computers/laptops are used in the exam centre for conducting CBT tests.
· The institute as an exam centre has a computer laboratory setup with a minimum of 20-25 spacious 3-sided covered desks and chairs to prevent unfair means during the assessment.
· CCTV cameras capture all desktops/laptops and critical areas within the exam centre. Complete CCTV coverage and recording are done for all areas utilized for examination purposes, including all entry and exit points.
· The institute/exam centre implements a firewall during examinations to ensure no remote desktop software is present.
[bookmark: _Toc171945499]2.1(b) Skill Lab

[bookmark: _Toc171945500]2.1(c) Language Lab

[bookmark: _Toc171945501]2.1(d) Data/Router Room
· High-speed Local Area Network (LAN) with IPv4 and IPv6 support to ensure seamless connectivity across all systems
· High-performance routers and switches to manage network traffic efficiently across the institute/examination centre
· At least two static IP addresses are functional for the server machine, sourced from different ISPs to ensure network reliability
· High-quality, labelled Ethernet cables to ensure reliable data transmission and easy troubleshooting across the CBT centre
· Secure backup storage options, including external hard drives and cloud storage, to ensure data redundancy and recovery in case of data loss
[bookmark: _Toc171945502]2.2 IT Logistics
[bookmark: _Toc171945503]2.2(a) Specification of computer devices 
· Printers and scanners used for exam-related activities are connected to the server. The institute/exam centre have colour printing facilities.
· The institute/exam centre has a buffer of at least 10% of systems, i.e., 10 standby systems per 100 systems per shift per lab, to accommodate any desktop breakdowns.
	Processor
	I3 or above

	Screen Resolution
	1024 X 768

	Operating System
	Windows 10 and above (Original & Licensed)

	RAM, HDD
	RAM should be a minimum 4GB and the Hard disk should have free space of 20 GB minimum

	Exam Specific Requirement
	.NET 4.6 framework Silverlight

	Browser
	Internet Explorer 11.0 or above as supported by the above Operating systems


· The institute/exam centre blocks any remote desktop software and connections to ensure fool proof data security, data transfer security, and physical security within the examination centre
Table 01: Candidate System Pre-requisites
*All software installed on the system are original and license
[bookmark: _Toc171945504]2.2(b) Specification of internet services
· All workstations and servers are connected via a LAN supporting IPv4 with dual internet connectivity, providing at least 6 Mbps of dedicated bandwidth. There are two static IPs from two different ISPs for the server machine.
· The institute/exam centre maintains at least one primary server and one backup server. The LAN is virus-free and equipped with a firewall.
· The institute/exam centre meets the minimum hardware and software specifications for both servers, as detailed below:
Table 02: Exam Centre Server Pre-requisites
	Processor
	I3 or above

	Screen Resolution
	1024 X 768

	Operating System
	Windows 10 and above (Original & Licensed)

	RAM, HDD
	RAM should be minimum 8GB and Hard Disk should have free pace of 40 GB minimum

	Exam Specific Requirement
	.NET 4.6 framework Silverlight

	Browser
	Internet Explorer 11.0 or above as supported by above Operating systems



Remark: Hardware, Software, Network and other Requirements may be changed as per need from time to time.

[bookmark: _Toc171945505]2.2 (c) Data Storage
· There is end-to-end encryption (both in transit and at rest) and strong authentication mechanisms for smooth process
· There is automated backup policies with frequent snapshots to ensure data recovery
· Availability of robust APIs for integration with existing systems
· High-capacity drives, typically ranging from 1TB to 16TB, depending on data requirements are used
· Drives with RPM speeds of 7200 or higher for faster data access are operational
· Gigabit Ethernet ports for network connectivity, with options for 10GbE for higher performance
· Support for various RAID levels (RAID 0, 1, 5, 6, 10) for redundancy and performance
· Scheduled and automated backup options, including cloud backup integration
[bookmark: _Toc171945506]Human Resource Required
	Category
	Position
	Number Required

	Administrative Staff
	Centre Manager
	1

	Administrative Staff
	Lab Technicians
	2-4

	Administrative Staff
	Reception Staff
	2-3

	Technical Staff
	Skill assessment Assessor
	4-5

	Technical Staff
	Proctors
	4-5

	Technical Staff
	Cleaning/House Staff
	2-3

	Technical Staff
	IT Support Staff
	2

	Technical Staff
	Security Personnel
	2


[bookmark: _Toc171945507]Human Resource for PIAA Centre
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Roles & Responsibilities:
[bookmark: _Toc171945509]Administrative Staff
Center Manager:
· Oversee the overall functioning of the assessment centre
· Manage staff and ensure compliance with guidelines
· Address and resolve any issues that arise during the examination process
· Manage the candidate’s exam process throughout and submit the report of authorized body
· Prepare and execute the work plan to achieve the target as designated
· Remain professional and courteous at all times
· Adhere to all confidentiality requirements
Lab Technicians:
· Orienting the candidates about laboratory assessment
· Advising and consulting with the Centre manager and Lab Committee
· Establishing and updating laboratory policies and procedures
· Establishing and monitoring procedures use of lab equipment and movement of equipment from one lab area to another.
Reception Staff:
· Assist with candidate registration and document verification.
· Handle general inquiries and provide necessary support to candidates and staff.
· Ensure smooth operations at the reception area.
[bookmark: _Toc171945510]Technical Staff
Skill Assessment Assessor:
· Conduct practical exams.
· Ensure assessments are fair, standardized, and in compliance with guidelines
· Ensure the instruments/skill station are well prepared for the assessment
· Keep track of time remaining
· Be familiar with the content of the exam to answer any questions that may arise
· Remain professional and courteous at all times
· Adhere to all confidentiality requirements
Proctors:
· Proctor exams for students in a fair and consistent manner, adhering to all testing policies and procedures
· Maintain a quiet and orderly testing environment at all times
· Distribute and collect test materials before and after the exam period
· Monitor student progress during the exam and provide assistance as needed
· Prohibit any form of cheating or academic dishonesty
· Report any incidents or irregularities to the Centre Manager immediately
· Keep track of time remaining
· Be familiar with the content of the exam in order to answer any questions that may arise
· Remain professional and courteous at all times
· Adhere to all confidentiality requirements
Cleaning/House-keeping Staff:
· Clean and maintain the infrastructure.
· Ensure all areas, including examination halls and common areas, are clean and safe for use.
IT Support Staff:
· Maintain computer systems and network infrastructure.
· Troubleshoot technical issues.
· Ensure all digital equipment is in good working condition.
Security Personnel:
· Ensure the safety and security of the assessment centre.
· Monitor entry and exit points.
· Manage any security issues that arise.

[bookmark: _Toc171945511]Pre-Examination Phase
· All the exam centres are equipped with the prescribed hardware, software, and LAN connectivity necessary for conducting examinations.
· Each exam centre has UPS, generator, and air conditioning/air circulation/ventilation facilities to maintain an uninterrupted power supply. The Centre maintains an ambient temperature between 26°C and 30°C with adequate ventilation and lighting using air coolers, fans, or air conditioners.
· The exam centre provides adequate facilities for candidate comfort, including toilets, drinking water, cleanliness, parking (preferably), thermal comfort, lighting, and ventilation.
· The exam centre has basic life safety measures, including fire safety, firefighting equipment, electrical safety (electricity, DG, UPS, wiring), first aid, and emergency procedures.
· The exam centre provides network security, including securing the exam network, maintaining network speed, and ensuring the physical security of assets.
· The exam centre provides adequate displays and necessary instructions/information for candidates at exam centres.
[bookmark: _Toc171945512]Test Delivery Phase
· During the exam the centre management completes the biometric registration process before the start of the examination and allows candidates to proceed to their designated test stations.
· The centre management arranges and provides adequate displays and necessary instructions/information for candidates during the test.
· The exam is conducted on a local LAN and tests progress data to a central server every 10 minutes (or as specified) for monitoring. The progress reports are provided to the authorized body.
· There is adequate spacing between adjacent seats and partitions of appropriate size.
· The main server, backup server, and candidate’s systems are provided with functional UPS and generator backup. There is maintenance of uninterrupted power supply for each session and 30 minutes before and after each session.
· The candidate's feedback is taken through an online feedback form after the examination

