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You indicated your intent to operate the HSE Rig Pass accraditation program in accordance with
the HafelandUSA reguiremerts. You should be aware that the faliowing additional requirements
have been imposed by the Safel andUSA Advisory Soard:

.-Student Testing Process—Student assessment by written test is required. In meeting this /

requirement each accredited training provider must have a written Student Assessment Policy

and Procedures that governs student assessment processes, retesting, recards retention,

cheating, and the test out option. Specifically the accredited training prowvider must;

« Provide “test aut' aption to individuals requesting it—the test must contain 100 questions. A
80°% score is required to pass the test. An individuat failing the test must {ake the orientation.

* Have a minimum of 4 {esis — 2 tests! class to be used with each test having 100 questions.

= Maintain a pool af 300 test questions from which each test is taken.

= Grade each test and retain the test score in each student's record—Passing scare on the test

i 70%.

Secure tests and test answer keys.

Print onky exact number of tests and answer keys for students present.

» Provide oral testing of any student who cannot read— OPTIOMNAL .

= Yerify that all tests are removed from classroom after the test,

« Revigw all missed questions with student whao pass test,

s Assure test or answer sheat has the follawing written on it: test nrumber, grogram name,
student name, uniqua 1D, test score, Instructor name and date of completian, bt

£

- Photo Gard of Completion

+  Check the student's identification befors taking phota for photo Card of Completion.

= [ssue Cand of Completion containing a photo of the student (The card design must contain
the Safel andUSA logs, student phato, and baregde. )

« Assure that the photo taken mests all of the following: 1. Subject of photo should be student's
head centered within frame, head shot only from top of hair to bottorn of chin, full face view
and eyes ppen, natural expression; 2. no hats, caps or sunglasses permitted; 3. blue
background used far photo; 4. photo taken with digital camera with review feature and
operated at the highest resolution setting: 5. phate clearly focused and cropped to 300x300
pixels, 6. photo file in . jpg format, 7. Lighting sufficient to allow alt details of face to be clearly
dizcernible, no distracting shadows on the back or background permitted: 8. do not retouch or
enhance photo.

s Imform each student that hefshe must update photo whenaver the cardholder's appearance

;  changes.

Facility — The accredited training provider shall have a facility that provides an environment

conducive to leaming, and provide space adequate to conduct instruction, demonstration and

hands-on interaction, in addition, the facility must,

= Be quiet, clean, temperature conirolled, and well lit, and

= Provide seating, break area, and restrooms,

Additional Administrative Reguitements — The accredited training provider shall;

»  Have written class registration procedure; |

»  Provide training for ctass registration personnel; o

= Maintain a sign-in shaetlog for each class that includes attendee's name, identifying number.
date of training, and course name and number;

= Require thal each student show valid ideniification at heginning of the course and test, and v/
when having photo taken for Card of Completion funiess -9 used as 10); “Walid identification
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