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1. This presentation was developed with several purposes in mind:

1. To serve as a review document for those UF/IFAS county extension restricted use pesticide exam administrators.

2. To serve as a learning tool for acquainting new UF/IFAS county extension restricted use pesticide exam administrators with how to conduct an exam session and the associated policies involved in this program.

3. For selected slides to be used as a tool for assisting exam-takers to properly fill out forms and understand the rules during an exam session.

2. Why is an exam administration policy and procedures needed? The original 1977 cooperative agreement between UF/IFAS and FDACS states UF/IFAS will “be the agency responsible for the preparation, coordination, and implementation of pesticide applicators’ training and examination processes.” An examination services contract between FDACS and UF/IFAS provides annual funding to the county extension offices and the Pesticide Information Office for these responsibilities. Since that time, the memorandum has been revised several times, but is still in effect today.

3. The contract specifies that there be “written Standard Operating Procedures (SOP) for uniform restricted use pesticide general standards and category examination administration and that the SOP be provided to each County Agricultural Extension Office and exam administrator.” It is also the responsibility of UF/IFAS to provide FDACS “with a list of designated contact persons in each county extension office who serve as exam administrators and are responsible for administering and proctoring examinations. It is our responsibility to provide this information to the Florida Department of Agriculture and Consumer Services on a timely basis, as personnel changes occur within our organization on a regular basis.

4. The contract provides funding for UF/IFAS Cooperative Extension, therefore it is critical that we carry out our roles as specified in the memorandum. The contract’s annual renewal is contingent upon if and how well we carry out our end of the agreement. Although it may not seem like a significant amount of funding involved, we are grateful for any financial assistance provided to us.

5. Why is this important? Since many persons serve as exam administrators in the 67 county extension offices, it is important that uniform procedures be followed in administering exams to assure that the process is both fair and credible. Federal and state laws passed by the U.S. Congress and the Florida Legislature require persons who use restricted use pesticides, or in some cases any pesticide, to be certified. These laws and their associated rules establish standards and procedures for assuring the competency of the applicators. It is important for us to carry out our role as exam administrators in a uniform and fair manner. The examination process must have credibility with both the applicator and the public. We do not want to be in a position of having the credibility of the exam process or that of the Florida Cooperative Extension Service questioned by the media or by anti-pesticide advocacy groups due to the way we handle or view the examination process.

6. Let’s begin by reviewing the rules of an exam session. 

No visitors are allowed to enter the exam session. Only exam administrators and persons actually taking exams are permitted.

Food, beverages, and tobacco products may not be consumed during exams.

No cell phones allowed. 

No hand-held electronic devices, including personal calculators allowed. Calculators will be issued by the exam administrator. Standard, very basic, calculators were provided to us for this purpose during 2005. The standard issued calculator is shown here.

7. Maximum time allowed per exam session is three hours (180 minutes). Time spent filling out notification forms and distributing exam materials is not counted as exam session time.

The exam administrator is not responsible for security of private property.

Personal items brought into an exam room:

Must be stored away from the seating area.

Be kept in a place designated by the exam administrator.

Must remain stored upon completion of all exams. 

During exam sessions, visits to the restroom must occur separately – one person in the restroom at a time.

8. Florida law requires this exam be conducted as closed-book. Each person taking an exam must interpret the questions and select answers without assistance from any source.

When an exam is not in use, such as during a restroom visit, the exam answer sheet and scratch paper must be turned face down on the table.

Before a person reclaims stored personal items and leaves the exam room, the exam administrators must acknowledge return of all exam materials:

Notification form.

Exam booklet.

Answer sheet.

Scratch paper.

9. Seat examinees apart from each other; whenever possible, have them occupy alternate seats. Introduce yourself and any assistant(s) and briefly explain your role(s). Allocate the first 15 minutes of the exam session for review of exam session rules and completion of necessary paperwork.

10. Distribute the one page document, “Exam Session Rules.”

Distribute the FDACS Notification of Results Form.

One exam answer sheet.

One sheet of clean scratch paper.

Two #2 lead pencils.

Orally go over each entry on the Notification of Exam Results Form and the answer sheet. Showing visuals of filled out forms and answer sheets using an overhead projector or Power Point slideshow will assist examinees.

11. The first form for examinees to fill out is the Notification of Results, or NER, form. Since the NER often causes confusion, let’s go through how the form should be completed step by step.

12. At the top of the NER, the exam site should be designated by the exam administrator’s county name. The last name of the administrator, and the exam date complete the top line. Some exam administrators may choose to have these 3 items pre-filled prior to the exam.

13. The name, date of birth, address, and telephone number are all straight-forward items. When an examinee wishes to retrieve exam scores from the database maintained by FDACS, the name and date of birth must be entered. Line #3 is very important for applicators. In the event that a person has a question in the future, and by a coincidence they share the same name and date of birth with another licensed applicator, this number will identify them. It does not happen often, but it has happened. It’s not necessary to use any part of a personal social security number, just a number that the person, and only that person, will remember. If they wish to use part of the social security number, they may certainly do so. Regardless of the number chosen, a good reminder is to have them write it down.

14. Moving to the center section of the NER, item #8 asks if this is a new license, additional category to an existing license, or if this will be using the recertification option of retaking exams. If the additional category or license renewal box is checked, then item #9 should be completed. In this example, we’ll say that the license we wish is for a commercial RUP, since we work as a for-hire private company doing custom applications to row crop commodities, mainly cotton and peanuts. We check “yes” in #12 since this is our business, and “no” for #13 since we’re not government.

15. The final portion of the NER to complete is the business name, address, and telephone numbers. Item #18 is optional; but, must be checked if you wish to access the FDACS database over the internet to check exam scores. Although a 6 to 15 character password was formerly necessary, it is no longer needed to access that database – only the name and date of birth. The final important item is the examinee’s signature and date of exam.

16. Next, review completing the answer sheet. The answer sheets have lavender-colored print on the side that is to be used for all exams. It is very important that examinees begin on this side of the sheet with bubble #1, because all exams are electronically graded. Answer sheets that have been filled in incorrectly with the wrong bubbles can’t be graded. The only portion of this sheet that needs to have any information completed is in this box. We’ll review filling in the box in just a moment.

17. Some of the information needed to fill in the box on the answer sheet is taken from the front cover of the exam booklet. In this example, we see that an examinee will take the Agricultural Row Crop Pest Control exam. Let’s look at how the answer sheet’s box should be completed.

18. In this box, *the examinee lists his name, *then from the exam booklet’s front cover, the title of the exam, *and the exam’s inventory number. *Finally, today’s exam date. It is not necessary to make an entry into the blank labeled “period.”

19. Now it’s time to issue the exam booklet. For large groups, have them come to the front in a line, by the row or table where they are seated, to display a valid government-issued picture ID card, such as a Florida driver’s license for each individual. Assign one booklet at a time and hold their driver’s license. Assign alternately numbered versions when assigning exam booklets to adjacently-seated examinees. If they wish to take more than one exam, they must return the first prior to being assigned a second, and so on.

20. Upon the completion of an exam, administrators should verify that the names on the answer sheet and NER match the name on the photo ID. Check to see if the exam’s title and its serial number are filled in. Verify that the examinee returns all exam materials: booklet, answer sheet, notification form, and all scratch paper. The exam administrator should be sure that their name and county are on the NER form. Finally, check to see if the exam booklet is free of markings, and then, return the photo ID to the individual.

21. Concerning client privacy and confidentiality, should exam answer sheets and/or Notification of Exam Results Forms be photocopied for exam administrator records: With the exception of FDACS, no personal information is to be shared with outside parties of any kind. All photocopied documents are to be destroyed, such as run through a paper shredder, within 1 year following an exam event.

22. Keep in mind that certification exams are controlled UF/IFAS documents. Limit exam booklet access to UF/IFAS and FDACS employees only. Always keep exam booklets stored under lock and key when not in use.

23. When removing exam booklets from secure storage, such as transport to an exam session, record each booklet’s serial number in a logbook or on a list. Each exam booklet that is removed for use in an exam session should be kept in the exam administrator’s immediate possession until it is assigned. Inspect an exam booklet and confirm it free of markings and disfigurements prior to selecting it for use during an exam session.

24. For exam booklets containing markings from prior users:

Keep the exam booklet secure.

Prominently disfigure the exam booklet’s front cover using a permanent-ink marker.

Return the exam booklet to the UF/IFAS Pesticide Information Office at your earliest convenience.

25. If for any reason an exam booklet is missing, incomplete, defaced, or in any way defective, inform the UF/IFAS Pesticide Information Office at your earliest convenience. Our mailing address is shown here.

26. Should additional exam booklets be needed, such as large exam sessions:
DO NOT BORROW ADDITIONAL EXAMS FROM ANOTHER UF/IFAS EXAM ADMINISTRATOR IN ANOTHER COUNTY.
Exams are not to be reproduced by any means without consent of the UF/IFAS Pesticide Information Office. Contact the UF/IFAS Pesticide Information Office for additional exams at least one week prior to such events.

27. Exam cheating is the giving or taking of any information intended to influence the recipient’s scored response to an exam question. Any evidence of cheating nullifies an examinee’s score. If such an act cooperatively involves two or more examinees, then both or all are cheating. UF/IFAS employees conducting exam sessions are exam administrators, not police officers. Hence, there is never a need to personally confront any examinee who appears to act inappropriately. Your judgment as an exam administrator has the full support of the UF/IFAS Pesticide Information Office and FDACS.

28. Privately note the circumstances and the individual(s) involved. Allow the examinee(s) to complete and return his/her/their exam materials. Keep these papers separate from other examinees’ materials. Do not submit the separated materials for processing before contacting the UF/IFAS Pesticide Information Office and FDACS – at your earliest convenience.

Email any notes describing the cheating circumstances to FDACS before the exams are sent to FDACS for grading, so they will be aware of the situation.

Attach a copy of your notes to the exam itself prior to mailing to FDACS to make sure they are aware of the situation.

29. Should you have questions concerning applicator exams or any issues associated with their administration and handling, please contact us.
