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Written Exam Start and End TIMES - quick reference

9:00am Start time! Mechatronics Part 1, Mechatronics Part 2 - access online testing
platform and written exam instructions
9:15am Start Exam 1 Mechatronics Part 1 (100 min) Mechatronics Part 2 (Functional

Analysis 115 min)
10:55am End Exam 1 Mechatronics Part 1
11:10am End Exam 1 Mechatronics Part 2 -10 min break
11:20am Mechatronics Part 2 Return from break for brief instructions
11:25am Start Exam 2 Mechatronics Part 2 - Written exam OHSA Worker’s (60 min)
12:25pm End exam 2 Mechatronics Part 2 - Lunch break
1:00pm Mechatronics Part 2 -Return from lunch break for instructions
1:05pm Start Exam 3 Mechatronics Part 2 (Work Planning 115 min)
3:00pm End Exam 3 Mechatronics Part 2

PROCTOR INSTRUCTIONS are on the following pages.

Read directly through the information provided, do not read what is in RED and in parentheses, those
are notes for the proctor. Pick up where you left off when the next instructions need to be given.

Instructions are provided in order. Start time for each instruction is highlighted throughout the
proctor sheet.

Stopping point for instructions is indicated by a solid black line like below.

Starting point for instructions is highlighted...instructions begin on the next page...
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9:00AM — Part 1 and Part 2 Instructions — same computer lab:

Welcome to your Mechatronics Part 1 or Mechatronics Part 2 examination. | will also be moving about the
room to observe during your testing today. If you have any questions, please to do not hesitate to raise your
hand. If | can clarify or get an answer for you, | am happy to do so.

You should have received a “ICATT/GACC Midwest invites you to....” link in your email. Please open your
email and find the invitation at this time. Check your junk or spam folders! Once you have found the invitation
you may click on the “go to test” link. If it is not yet time to start the exam, the test invite window should
indicate how much time is remaining until the test can be started, if it says that it is no longer active, notify the
proctor. Each apprentice receives a direct link with a unique code to enter to start the exam, this is the same
link for each exam that you take.

Does everyone have the link and have clicked on it to see a countdown timer? (Move around the room to
check everyone’s screens - should any questions arise or you encounter any technical difficulties during the
exam please reach out via TEAMS, email, or phone to Melissa Kmetz kmetz@gaccmidwest.org,(312) 585-
8348 or Jaymee Dhein, dhein@gaccmidwest.org, (312)-585-8006

Part 1 apprentices, you will be taking 1 exam with 1 unique exam access code.
Part 2 apprentices, you will be taking 3 different exams with 1 unique exam access code.

1. Functional Analysis
2. OSHA and Worker’s rights
3. Work Planning

Part 2 apprentices, When you are finished with each exam you will submit or finish your test. You can leave
the “Test is over” window open and be allowed a break and then return to continue with the next exam. If,
during a break, the computer goes to sleep or you accidentally log out, that is ok, you can return to the exams
by clicking on the link in your email again.

If something happens during the exam remain calm, notify the proctor immediately to contact ICATT/GACC
and we will rectify the problem as quickly as possible.

Before you get started with your online exam today, a few general announcements followed by detailed
instructions....

If you are experiencing any health issues that would make you unable to complete this examination today,
please let us know at this time. Any grievances once the exam has begun, we will no longer be able to make
any accommodations.

Now is the time to turn off or silence and bring up all cell phones (on a desk or in a drawer). Should a phone
ring during the exam, this will be cause for the proctor to end your exam. (wait for all phones to be stored).
You may get them back during breaks, please drop them back off before the start of each section of your
exam.
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As your phone should already be turned in, NO Phones or pictures are allowed. No documentation related to
the exam should leave the room. No talking during the exam, unless to ask a question to the proctor. If you
need to go to the bathroom or take a break while in the middle of the exam you may but note that time does
not stop. Only one person out of the exam room at a time. If you need to go to the bathroom now, please do
so before the next instructions. (wait if anyone needs to use the restroom)

ITEMS allowed during the online testing include:

¢ Non-communicable, non-programmable, battery-operated calculator, there is also a basic calculator
available in the test platform on the left with a calculator icon that you can use.

e Blue Mechanical and Metal Trades Handbook and orange Electrical Engineering Handbook

e A collection of formulas (one sided 3x5 index card of formulas that you believe might be helpful during
the exam such as feeds and speeds, force...etc.)

e Pen, Pencil and Drawing tools.

¢ Yellow Documentation

If you need to get any items such as a pen, calculator etc. please do so now.

Please remove all other unnecessary items from your desk.

You will be provided a blank notesheet for taking notes or writing out calculations if needed and it will be
collected along with any other documents provided at the end of each exam.

Any questions so far before we get started into more detailed information about your exam?

Part 1 apprentices - Your exam is 100min; Part 2 apprentices your first exam, Functional Analysis, is

115min.

You all will start these exams at the same time and they will be available to access starting at 9:15am.

For both Part 1 and Part 2, this exam consists of 2 sections: Multiple choice and Short answer.
ALL sections need to be completed in the allotted time.

The multiple choice section for Part 1 is made up of 23 questions, of which you will only answer
20 and for Part 2 there are 28 questions of which you will only answer 25.

This means that you MUST choose 3 of the multiple-choice questions that you do not wish to
answer. You simply leave the question blank and do not choose one of the options if you want
this question to be a question that is NOT graded. However, some of the multiple-choice
questions are marked in bold as MANDATORY!!!, these questions you need to attempt to
answer, otherwise if you leave a mandatory question blank the last non-mandatory questions
will not be graded. If you don’t choose 3 to leave blank, then the last 3 questions will not be
graded. If you do skip or do not answer a mandatory question the system will warn you that a
mandatory question is on the page before going to the next page, but you can move forward
and back in the questions without answering a mandatory question.

o How many multiple-choice questions must you choose NOT to answer? 3

o What happens if you do not answer a mandatory question? The system will warn when
you go to the next section you that you did not answer a mandatory question but allow
you to keep moving through the questions.

o What happens if you choose not to leave 3 non-mandatory questions blank? Then the
last 3 questions on the multiple-choice section will be chosen for you as your skipped
questions and not be graded.

There are 8 sets of short answer questions. All of the short answer questions will be graded
whether left blank or not.
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¢ This information is also provided as written instructions at the beginning of the test.

e Again there are 2 sections and questions can be done in any order, so manage your time
wisely. Be sure to get through all of the questions. Sometimes there are easier questions at the
end of the exam but you will miss those because you never got to them, so don’t spend too
much time on one question and you can always go back.

o Part 1 has no reference drawings. Part 2, All reference drawings for this exam can be
found in the “asset library” within the test platform -gray document icon to the left of the
questions. (Pass out if hard copy is available)

e You will be provided a sheet of blank paper for notes. (Pass out blank sheet for notes).
Everyone, please put your name at the top of your notesheet. Part 1 test takers also put “Test
1” at the top in the test area and Part 2 test takers put “FA or Functional Analysis” at the top.
(wait to make sure everyone has put their name and info at the top)

e If a short answer question asks you to show your work for an equation or complete a drawing
and you are not able to type the equation as you wish into the task solution box provided or
draw the drawing — type your final answer online or type “see notesheet” and then be sure to
indicate the question number and show your work on your notesheet for evaluation by the
exam board. Show your work so you can get credit for what you do know.

e If you used your Mechanical and Metal trades handbook or Electrical Engineering Handbook
for short answer questions as a reference to answer a question, please note the book edition
and what page from the handbook you used as a reference in the task solution box as part of
your answer. If you found the page to reference but did not answer the question you could still
get some credit.

e AGAIN - show your work!

¢ Once the exam time starts, you will have one attempt at the exam.

e Your screen will be “locked” on the test screen. If you somehow get kicked out, or accidentally
close the test window, remain calm and notify, me, the proctor immediately.

Both exams will be available to access starting at 9:15am — once opened a count down timer or “Start”
buttong should show on the screen — the test will close after the allotted time of 100 min for Part 1 or 115
min for Part 2 has lapsed.

Part 1 apprentices when you are finished and submit your exam, you may gather your things and quietly
leave the test area. Turn in your notesheets. Your written testing is complete.

Part 2 apprentices -You will have a 10 min break until 11:20am when you need to return to the room
for instructions for the next exam. Please be punctual.

I will write the start and expected end times for Part 1 (9:15am - 10:55) and Part 2 (9:15 - 11:10) on the
board as well as the start time for instructions for the next exam (11:20am).

Any final questions?
You may start as soon as the exam is available to access. Good Luck!
(write start and approximate end times as well as start of next test instructions on the board, move about the

room once everyone has started and make sure you see a countdown timer in the top right corner. If not
please contact ICATT/GACC.)
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11:20am — MT Part 2 instructions:
Your second exam is -

“OSHA and Worker’s rights” — 60 min

¢ All phones should be turned off and handed in.

e This exam consists of 2 sections again: Multiple choice and short answer — all are to be
completed within 60 min.

e There are no reference drawings for this exam.

¢ The multiple choice section is made up of 25 questions but you will only answer 20.

e This means that you MUST choose 5, yes 5 this time.... of the multiple-choice questions that
you do not wish to answer. You simply leave the question blank and do not choose one of the
options if you want this question to be a question that is NOT graded. There are no mandatory
questions in this exam, so you may deselect any of the 5 multiple choice questions to leave
blank. If you do not leave any blank, the last 5 questions will not be graded.

o How many multiple choice questions must you choose NOT to answer? 5
o What happens if you choose to answer all of the questions? The last 5 questions will
not be graded.

e There are only 4 short answer questions. You must select 1 short answer question that you do
not want to answer. Simply leave the question you do not want to answer blank.

o How many short answer questions must you choose NOT to answer? 1
o What happens if you choose to answer all of the questions? The last question will not
be graded.

e This information is also provided as written instructions at the beginning of the test.

e You will be provided a sheet of blank paper for notes. (Pass out blank sheet for notes).
Everyone, please put your name and “OSHA” at the top of your paper.

e Questions and sections can be done in any order. You may move ahead to other questions
and sections or go back and finish questions and sections and mark questions to return to.

e If you use your Electrical Engineering or Mechanical and Metal trades handbook for short
answer questions as a reference, please note what page from the handbook you used as a
reference in the task solution box as part of your answer.

¢ Once the exam time starts, you will have one attempt at the exam.

¢ Your screen will be “locked” on the test screen. If you somehow get kicked out, or accidentally
close the test window, remain calm and notify the proctor.

This exam will be available to access starting at 11:25am — once opened a count down timer should show on
the screen - and test will close after the allotted time of 60 min has lapsed.

When you are finished submit your test, turn in your notesheet. You will have a longer break until
1:00pm — please be punctual for instructions at 1:00pm prior to the start of the next exam! If you finish
earlier, you may break earlier.

| will write the start and expected end times (11:25am — 12:25pm) on the board as well as the start time
(1:00pm) for next exam instructions when you need to be back in the room. Please be punctual.

Any final questions? You all may start as soon as the exam is available to access.
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(write start and approximate end times as well as start of next test instructions on the board, move about the
room once everyon has started and make sure you see a countdown timer in the top right corner. Notify
ICATT/GACC is this is not the case.)

1:00pm - MT Part 2 instructions
Your third and final exam is:
Work Planning. It is 115min.
¢ All phones should be turned off and handed in.
¢ The instructions for this exam are the same as for the first exam, but | will again cover the
important points.
e |t consists of 2 sections: Multiple choice and Short answer. ALL questions need to be
completed in the 115min.
o All reference documents/drawings can be found in the “asset library” within the test platform -
gray document icon to the left of the questions.
e Questions can be done in any order.
¢ The multiple-choice section is made up of 28 questions of which only 25 will be graded.
e Again, you MUST choose 3 of the multiple-choice questions that you do not wish to answer.
e Here is a blank paper for notes. (Pass out blank sheet for notes). Everyone put your name at
the top. For test area, write “WP or Work Planning.” (wait for people to write name and info on

paper)

This is your last test so if you finish early you can submit your test, close your test window, collect your things,
turn in your notesheet, and quietly leave the room in case others are still testing as your written testing will be
done!

This exam will be available to access starting at 1:05pm - once opened a count down timer should show on
the screen - and the test will close after the allotted time of 115 min has lapsed at about 3:00pm.

Any final questions?
| will write the start and expected end times (1:05pm-3:00pm) on the board.

You all may start as soon as the exam is available to access.
(write start and approximate end times on the board, move about the room to make sure everyone has started
and you see a countdown timer in the top right corner, if not notify ICATT/GACC Midwest)
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