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RIO HONDO COMMUNITY COLLEGE 

TO:  Teresa Dreyfuss & Philip Luebben 

FROM: Chedva Weingart 

DATE:  February 19, 2014 

SUBJECT:  Assessment Center Procedures for Proctoring for Outside Testing Companies 

Current Procedures: 

Individual Testing at Assessment Center 

There are five companies that RHC performs a proctoring service.  RHC belongs to a College Testing Network.  

Dr. Arnold (past president) had registered RHC to this testing network. 

Castle Worldwide 

ISO-Quality Testing, Inc 

Kryterion 

Heriott Watt-University 

McCann Assoicates Holding. 

 

Eva M. goes into the “Host” website and enters the days that the assessment center is available for proctoring.   

Each host website has a calendar, color coded by testing site, which is how the host company knows that RHC 

has an available space for a student.  Eva M gets an e-mail from the host company when testing services are 

required.  The e-mail has the name of the student, the test time and date, length of the test and test type.  Eva 

M. then logs the date on her work calendar. When the student comes to take the test RHC logs them into the 

testing site website via the assessment center user log and password, and then Eva M. or one of the 

assessment center’s staff proctors the exam.  Some testing centers require a confirmation by a signature of a 

student.  Those signatures are faxed to the testing company.  The assessment center does not accept any 

payments from students at the door in behalf of the outside testing company.  The assessment center does 

require an ID and the registration form from each student. 

Every month RHC, usually Eva receives a check from the testing center for tests that RHC proctored.  These 

checks are sent to cashiering.  Cashiering prepares a receipt and deposits the proceeds into the ASO # 4252 

account.  As of 1/31/14 the balance in that account was over $5,000.00. 

For example in the month of January Castle World Wide had 6 testing dates, with 14 students, ranging from 2 -

3 hours for the exam.  The total received for January 2014 was $ 450.00.  As of 2/13/14 there were 7 

scheduled testing dates, with 13 students scheduled, ranging from 2-3 hours per exam.  The assessment 

center tested 3 students from ISO in January 2014.  Eva schedules the available times and days for 

Castleworldwide, ISO, and Kryterion during Monday-Thursday 8:00 – 1:00.  These dates are not always utilized 

by the testing companies. 
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Standardized Testing Group 

All group standardized tests go through facilities to reserve rooms.  For instance an SAT test may have 400-500 

students and they would need 16 rooms.  Eva M goes into our R25 program, the Campus Facilities scheduling 

program and puts in the room request. Facilities ensure the rooms are available and send a confirmation to 

Eva M.  Eva C develops the invoice and sends them to accounting for mailing and collections.  RHC facilitates 

group testing for SAT, LSAT and MPRE. 

Eva is the site monitor on all Standardized Group Testing.  She organizes and hires the room supervisors and 

the hall monitors.  She organizes the group testing after working hours.  She gets the appropriate testing 

material, books the rooms and ensures there are enough proctors and supervisors.  Proctors, room monitors, 

room supervisors can be students, professors, classified staff or non employees of RHC.  Eva has a standard 

pool of 20- 25 people she can choose from when selecting proctors. There is a standard rate for each type of 

proctor.  The proctors all get a 1099 from the Testing Company directly.  The testing center does not accept 

any payments from students at the door in behalf of the outside testing company.  They are all pre-registered 

and must show ID and registration form before taking the exam. 

There were no standardized testing in January, one test in February (LSAT); two standardized tests are 

scheduled in March, one in April, one in May, and two in June.  A total of 7 standardized tests for spring 2014. 

The MPRE and LSAT have vouchers that are filled out by proctors for each time they are working.  The College 

Board for the SAT utilizes an online voucher system that Eva fills out.  All proctors sign a confidentiality 

agreement that is sent with each exam.  Hall monitors or room proctors do not sign confidentiality 

agreements.  The College Board that administers the SAT requires all potential proctors to complete and sign a 

W-9 form.  The College Board issues them a 1099 at year end. The W-9 is sent electronically to the College 

Board.  The College Board confirmed that the site supervisor is responsible for choosing an obtaining the room 

supervisors, hall monitors and proctors.   The site supervisor is responsible for obtaining all the signed staff 

agreement forms, and registering the room supervisors, hall monitors and proctors on the College Board’s 

Website.  The College Board does not have direct contact with anyone except the site supervisor. The rates 

are standard for each type of service provided. The College Board pays $100.00 for each proctor or hall 

monitor, $125.00 for the associate supervisor also known as the room supervisor and the site monitor is paid 

based upon the number of students taking the exam.  For example up to 25 students is $150.00, up to 200 

students is $275.00. If there are a substantial number of no shows and there is an extra proctor they still get 

$25.00 for showing up. 

Each time there is a group test there is a cover sheet that includes the room monitor, room assigned, total 

number of students in each room and serial numbers assigned to each room. Each room monitor receives a 

booklet with instructions associated with the test, scantrons, and appropriate supplies. At the end of each test 

Eva submits the completed tests, forms, etc., back to the testing company. The LSAT has a supervisors manual 

that track the exam, it contains a seating chart and a script what to say at the beginning of each exam. 
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RECOMMENDATION FOR IMMEDIATE IMPLEMENTATION 

1. Review contracts with each test company and ensure liability insurance is covered. 

2. Review contract with testing network association. 

3. Review and reconcile monthly check from testing companies to ensure we are collecting all the 

revenue earned.  Match the hours and the dates to the calendar. 

4. Review if the income from Testing Companies is matched up with the expenses correctly. (perhaps s/b 

GF where the salary is expensed). 

5. Review expenditures in ASO # 4252. 

6. Determine if any liability exists with RHC for any irregularities that might arise with the Standardized 

Testing Companies (College Board, LSAT, MPRE).  False names for proctors, proctors giving out 

confidential information, inappropriate behavior, etc. 
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RIO HONDO COMMUNITY COLLEGE 

 

TO:  Teresa Dreyfuss 

FROM: Chedva Weingart 

DATE:  April 29, 2013 

SUBJECT:  Fee collection procedures for Student Health Service. 

 

Current Procedures: 

When a student (or employee) comes to the health center they first must sign in by writing in their name, 

date, appointment time etc.  Before a patient is seen all students must present a student ID for the current 

term.  If they do not possess a student ID for the current term they are sent to the cashier to purchase a 

current ID or to validate one with a current sticker. The cashier will ensure they are enrolled in the current 

semester.  All students must be verified that they are enrolled at Rio Hondo College before any health type 

services can be provided.  The current system utilized by the health center (Med Pro) is not integrated with 

BANNER and there is no way for the health service office to immediately identify if a student is currently 

enrolled.   Maria (student services assistant) enters all patient information into the Med pro system starting 

with the check in register information.  She enters the date, appointment time, check in time, check out time, 

type of service, (return, walk in, follow up etc.).  She enters the information continuously throughout the day.  

After the patient has completed their visit with the doctor or nurse, Maria enters into Med Pro the services 

rendered and computes the appropriate billing charges.  There is a standard list of charges that is utilized for 

billing purposes.  Maria renders a billing statement for services rendered and collects the fees from the 

student.  Only cash or checks are accepted.  If a student cannot pay at the time of service Maria fills out a 

“Student Health Office Debt Acknowledgement form”.  This form is signed and dated by the student owing the 

fees.  The form stipulates the student will pay within three weeks, failing to do so the information will be sent 

to the cashier department and a hold will be placed on the student account.  

 Employees requiring a TB test must pay first at the cashiers’ office and provide proof of payment to the health 

services office before receiving their TB shot. 

The student health service office keeps on hand $ 300.00 at all times in a locked drawer.  Only Maria has 

access to this file cabinet.  Every Friday Maria prepares a deposit including cash and checks.  She takes all the 

money over $ 300.00 not including change and writes up a deposit slip and delivers it to the cashier’s office for 

deposit to the bank.  Support documentation is not provided to the cashiers other than copies of receipts 

given to students.  Maria compares the deposit total to the total provided by the Med Pro System and reports 

all shortages to Dyrell.    For example the week of 2/12/13 she had a shortage of $ 6.25.   
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RECOMMENDATION FOR IMMEDIATE IMPLEMENTATION 

1. Health Center should have “inquiry” access into the banner student registration screens to verify they 

are currently enrolled in order to be able to obtain health services. 

2.  Accounting should generate a weekly list of all students that have not paid a prior health service debt 

and forward to the health service office to ensure no further services are provided to those that have 

not paid a prior health service debt.  The list should also include any NSF’s or charge backs. 

CASH COLLECTIONS PROCEDURES 

1.  Have all students sign in when entering the health service office 

2. Verify that the student is currently enrolled at RHC. 

3. Enter information in the Med-Pro system, including date, students name and check in time, and 

services to be rendered. 

4. When patient is done with appointment complete required information on Med-pro system and 

include all services rendered. 

5. Compute charges incurred 

6. Have physician or nurse that performed services sign off by initialing the form to ensure that all 

services rendered are included in the billing and that the correct amounts are charged. 

7. Present bill to student and collect fees. 

8. All checks must be made payable to Rio Hondo Community College, must be endorsed immediately, 

and may not be assigned to any other party 

9. A valid form of identification, such as driver’s license, is required with each check received.  The initials 

of the recipient, the identification type, with the issuing state and number, should be noted on the face 

of the check. 

10. Checks should have a preprinted address and telephone number.  If not, it must be written on the 

upper left of the check when identification is confirmed. 

11. All checks and cash must be receipted, either manually or electronically. 

12. Each Receipt must include the date, amount received, and payer. 

13. Cash may not be used to cash personal checks or as a petty cash fund. 

14. At the end of the day a reconciliation should be done between the cash & checks collected to the 

cashier reconciliation report generated from Med-Pro. 

15. A completed deposit form and all supporting documentation, such as Med pro cash reconciliation 

report should be submitted with each deposit. 

16. All deposits should be submitted at the end of each day of activity, or the next business day, or if 

limited funds are collected then at least weekly, or when the proceeds exceed $ 500.00 

17. All deposits should include coins and not be rounded to the nearest dollar. 

18. No monies are to be removed from the campus for safekeeping. 
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19. If a student does not have the funds available a “Student Health Center Debt Acknowledgement form” 

must be filled out and signed and dated by the Student Health Center designated employee and the 

student that received the services.   

20. The form is sent to the cashier department. 

21. The cashier department will enter the debt and a hold on the student account. 

22. The Cashier department will provide a weekly list of all students that have paid and not paid the health 

service debt. 

23. The health service office should update its records weekly on those students that have paid their bill on 

account as provided by the cashiers office. 

24. A supervisor (or other designated employee) should count the cash drawer at minimum on a monthly 

basis and review the weekly deposits and reports and initial that the report is accurate and that it has 

been reviewed. 
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Cash Handling procedures include the following: 

 Accounting for cash as it is received 

 Segregation of duties for cash collection, deposits, and reconciliation 

 Adequate safeguarding of monies 

 Prompt deposits of cash received 

 Reconciliation of deposit forms to supporting documentation. 

Segregation of Duties 

 The proper segregation of duties will be maintained to ensure strong internal controls 

 No one individual should be responsible for more than one of the cash handling 
components. For example: collecting, depositing, and reconciling duties should be assigned to 
separate individuals 

o The individual responsible for the deposit will verify the collection amount 
o The individual responsible for reconciliation will verify that the amount deposited 

equals the amount collected 
General Standards 

 All checks must be made payable to Rio Hondo Community College, must be endorsed 

immediately, and may not be assigned to any other party 

 A valid form of identification, such as driver’s license, is required with each check received.  The 

initials of the recipient, the identification type, with the issuing state and number, should be 

noted on the face of the check. 

 Checks should have a preprinted address and telephone number.  If not, it must be written on 

the upper left of the check when identification is confirmed. 

 All checks and cash must be receipted, either manually or electronically. 

 Each Receipt must include the date, amount received, and payer. 

 Cash may not be used to cash personal checks or as a petty cash fund. 

 A completed deposit form and all supporting documentation, such as Med pro cash 

reconciliation report should be submitted with each deposit. 

 All deposits should be submitted at the end of each day of activity, or the next business day. 

 No monies are to be removed from the campus for safekeeping. 
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