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Online Recertification – Procedures
District (Proctor):

· Submit an Online Recertification – Proctor Registration form for each individual requesting to be a proctor for the school district.

· Drivers will register for the course using a credit card or purchase order. If using a purchase order, a copy of the purchase order must be emailed to  register@esc4.net before the driver can access the course. 
· Upon registering, the driver must complete the online recertification course in 7 calendar days, print the certificate of completion and submit to the district proctor to schedule a proctored exam. Driver may download and save an electronic copy of the Recertification Student Manual at anytime during the online course.
· Driver must pass the proctored exam within 7 calendar days of completing the online recertification course

· Proctor instructions:
· Provide copy of Recertification Student Manual for driver to use during the proctored exam. (5 copies will be sent to each proctor upon acceptance as a proctor. The proctor will maintain ownership of the student manuals.) If a District has multiple Proctors, only one set of five books will be sent.
· Identify each participant with a valid photo ID prior to the start of the final exam. Enter driver license information on the Verification Form

· Proctor will never leave testing participants unattended at any time during the examination

· No later than 8 days after the driver completes the Online Recertification Course, the Proctor will submit a digital copy of the:

· Certificate of Completion of the Online Recertification Course
· Scored Test (must be graded)
· School Bus Driver Safety Education Verification Form
· Driver’s current Certification Card

Driver:

· Register for the course using a credit card or purchase order. If using a purchase order, a copy of the purchase order must be emailed to  register@esc4.net before the driver can access the course. Complete Online Recertification Course within 7 days of registering

· Driver can access the course by logging on to their Region 4 account. 

· After completing the online Evaluation, print the Certificate of Completion. 
· Take Certificate of Completion to supervisor (approved Proctor) at your school district and schedule to take the proctored exam. 

· Proctored exam must be passed within 7 days of Online Recertification Course completion date.
Region 4:

· Region 4 Transportation will provide 5 copies of the Recertification Student Manual to each Proctor/District to be used during testing

· Region 4 will process the recertification card upon the successful completion of all requirements and the receipt of all supporting documentation.
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