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INTRODUCTION 

 

This orientation manual is meant to be used along with the video, “Preparing for the Multiple-Choice 

Test.”  The video can be accessed on the following website: 

 

 https://esci.us/mc-prep/ 

 Password:  Te$tPrep 

 

The video is approximately 1 hour in length.  You are able to pause the video if needed. 

 

Questions regarding video content can be submitted by emailing mayur.patel@esci.us.    

 

The purpose of this manual is to provide information regarding: 

 

• how the Multiple-Choice Test was developed, 

• different study techniques, as well as the opportunity to practice the techniques, 

• the format of the Multiple-Choice Test, and 

• logistics for your Multiple-Choice Test. 

 

The video instructor will refer to this manual throughout the training, so be sure to follow along in your 

manual while watching the orientation video.  You are also encouraged to take notes while you are 

watching the video.  The video is meant to be watched at your own pace.  You should pause the video 

if at any point you feel you need more time to take notes or complete an exercise. 

 

Along with this manual, you should collect the following materials before watching the video: 

 

• Blank paper  

• Pencil/Pen 

• Highlighter 

 

Troubleshooting guide:  If you are having difficulty accessing the video, first make sure that you 

have typed in the website address and password correctly.  Once on the correct page, please note 

that the video does not start automatically.  It may take a few moments to load.  Once the video 

loads, click on the “play” arrow in the bottom left hand corner of the video screen.  If the video 

does not start you should first try the following: 

•  Try deleting the browsing history and all cookies from the computer’s browser  

•  Try using a different browser (Firefox, Google Chrome, Internet Explorer)  

• Try using another computer (Note:  Some computers may not be equipped with the 

necessary software to play the video)   

If you are still unable to view the video after using these techniques you should email 

mayur.patel@esci.us.    

 

 

 

 

 

https://esci.us/mc-prep/
mailto:mayur.patel@esci.us
mailto:mayur.patel@esci.us
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SOURCE MATERIAL 

 

Please refer to the Department’s published list of sources for the most current information about 

source material for the 2021 Lieutenant multiple-choice exam.  

 

DEVELOPMENT OF THE TEST 

 

The Multiple-Choice Exam is based on a job analysis.  A job analysis is the specific and systematic 

analysis of the tasks associated with a job, as well as the Knowledge, Skills, Abilities, and Other 

Characteristics (KSAOs) required to successfully perform those tasks.  A comprehensive job analysis 

of the Lieutenant position was conducted, then reviewed prior to testing to ensure currency.   

 

The Multiple-Choice Exam questions are designed to measure the most critical knowledge areas.  The 

critical knowledge areas for the 2021 Lieutenant Multiple-Choice Exam are listed below.  You should 

be familiar with these knowledge areas as you are studying the sources.      

 

1. Knowledge of the Organization and Resources of the Department/County - Knowledge 

of the organization and structure of the Prince George’s County Department of Corrections 

(e.g., Security Division, Inmate Services Division, Office of Professional Responsibility and 

Legal Affairs, Human Resources Division, Support Services Division).  Knowledge of the 

Departmental Policy System (e.g., Policies and Procedures, Standard Operating Procedures).  

Knowledge of the Prince George’s County Department of Correction’s authority and 

jurisdiction.  Knowledge of the services and resources provided by divisions under the Prince 

George’s County Department of Corrections (e.g., Security Division, Inmate Services 

Division, Office of Professional Responsibility and Legal Affairs, Human Resources 

Division, Support Services Division).  Knowledge of employee wellness and assistance 

programs (e.g., Employee Assistance Programs (EAP), employee drug testing, CISM).   

 

2. Knowledge of Administrative and Personnel Policies and Procedures - Knowledge of the 

correct documentation for a given situation (e.g., Use of Force, Incident Reports, Notification 

of Rights, Statement of Charges).  Knowledge of the policies and procedures for reviewing 

and editing reports.  Knowledge of grooming and uniform policies and guidelines.  

Knowledge of Department-issued equipment policies and guidelines.  Knowledge of 

equipment and vehicle maintenance policies and procedures.  Knowledge of employee 

accident and injury policies and procedures.  Knowledge of policies and procedures for 

communicable or infectious disease exposure.  Knowledge of Equal Employment 

Opportunity guidelines (e.g., sexual harassment, discrimination, harassment).  Knowledge of 

attendance and leave policies and procedures.  Knowledge of secondary (extra-duty) 

employment policies and procedures.  Knowledge of past performance appraisal (PPA) 

policies and procedures.  Knowledge of Department protocol policies and procedures (e.g., 

ethics, unbecoming conduct, integrity).  Knowledge of officer discipline policies and 

procedures (e.g., conduct-related offenses, performance-related offenses).  Knowledge of 

policies and procedures that apply to commendations and awards.  Knowledge of officer 

grievance procedures.  Knowledge of policies and procedures pertaining to training.  

 

3. Knowledge of the Correctional Facility Layout and Security - Knowledge of the 

geographic layout of the Correctional Facility.  Knowledge of area of responsibility.  

Knowledge of the layout of assigned security facilities (e.g., medical, regional processing, 
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community corrections, housing units).  Knowledge of facility access and facility security 

policies and procedures.  Knowledge of facility parking policies and procedures.  Knowledge 

of policies and procedures for handling unsecured areas.  Knowledge of emergency 

evacuation procedures.  Knowledge of lock-down procedures. 

 

4. Knowledge of Operational Policies and Procedures -  Knowledge of internal 

communication procedures (e.g., chain of command).  Knowledge of the routine and 

emergency notification process.  Knowledge of the Department’s social media policy.  

Knowledge of policies and procedures guiding media relations.  Knowledge of policies and 

procedures pertaining to communications and radio use (e.g., signal codes, 10-codes).    

Knowledge of policies and procedures for utilizing Departmental software (e.g., Offender 

Management System).  Knowledge of policies and procedures for officer safety.  Knowledge 

of policies and procedures pertaining to health and safety standards.  Knowledge of policies 

and procedures for handling medical emergencies (e.g., providing basic first aid or 

immediate care for the injured).  Knowledge of the proper function and use of restraint 

equipment (e.g., handcuffs, 4-point restraints, leg irons, restraint chair).  Knowledge of arrest 

and detention procedures (e.g., commitments).   Knowledge of policies and procedures for 

warrants.  Knowledge of extradition procedures.  Knowledge of the Use of Force Continuum 

and use of force policies and procedures.  Knowledge of Department-issued weapons policies 

and procedures (e.g., shield, OC spray).  Knowledge of policies and procedures for operating 

Departmental vehicles.  Knowledge of the proper function and use of emergency equipment.  

Knowledge of court policies and procedures.  Knowledge of contraband policies and 

procedures.  Knowledge of policies and procedures for preserving, packaging, and submitting 

physical property and evidence.  Knowledge of visitation policies and procedures.  

Knowledge of policies and procedures pertaining to citizen tours.  Knowledge of non-biased 

behavior policies and procedures.  Knowledge of how to approach citizens with appropriate 

professionalism and courtesy.  Knowledge of how to interact with the community, including 

potential difficulties when interacting with citizens.  Knowledge of policies and procedures 

pertaining to citizen complaints. 

 

5. Knowledge of Major Incident Response Policies and Procedures – Knowledge of the 

principles and procedures guiding the National Incident Management System, including the 

Incident Command System.  Knowledge of policies and procedures guiding concurrent 

jurisdiction and mutual aid.  Knowledge of de-escalation techniques.  Knowledge of policies 

and procedures for hostage situations.  Knowledge of policies and procedures for barricade 

situations.  Knowledge of policies and procedures for responding to active-shooter incidents.  

Knowledge of policies and procedures for handling suspicious packages.  Knowledge of 

policies and procedures for handling bomb-related incidents (e.g., bomb threats, bomb 

explosions).  Knowledge of policies and procedures for responding to incidents involving 

hazardous and radioactive materials.  Knowledge of policies and procedures for responding 

to weather related emergencies.  Knowledge of policies and procedures for responding to 

civil disturbances and mass arrests (e.g., strikes, picketing, demonstrations).   

 

6. Knowledge of Inmate Management and Supervision - Knowledge of policies and 

procedures for inmate health and safety.  Knowledge of inmate discipline policies and 

procedures.  Knowledge of inmate grievance procedures.  Knowledge of policies, 

procedures, and laws pertaining to inmate health information (e.g., HIPAA).  Knowledge of 

policies and procedures pertaining to inmate records.  Knowledge of frisk and strip policies 
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and procedures.  Knowledge of seizure policies and procedures for property.  Knowledge of 

policies and procedures for inmate transportation and movement.  Knowledge of procedures 

for booking and processing inmates. Knowledge of procedures for inmate recreational time 

and activities.  Knowledge of procedures for inmate privileges.  Knowledge of procedures 

pertaining to inmate work details.  Knowledge of policies and procedures pertaining to 

inmate supervision.  Knowledge of policies and procedures for handling the death of an 

inmate.  Knowledge of suicide prevention techniques.  Knowledge of policies and procedures 

pertaining to the handling of special inmate groups (e.g., high-risk, mentally unstable, 

segregated, transgender).  Knowledge of policies and procedures for handling juveniles.  

Knowledge of policies and procedures for handling individuals with mental disorders (e.g., 

suicide threats, psychological evaluations).  Knowledge of procedures for handling inmate 

escapes.  Knowledge of policies and procedures pertaining to inmate services (e.g., food, 

medical).   

 

7. Knowledge of Correctional Law - Knowledge of the Constitution and Constitutional 

safeguards.  Knowledge of amendments pertaining to inmate rights.  Knowledge of case law.  

Knowledge of applicable governing legislation for correctional facilities.  Knowledge of the 

Prison Rape Elimination Act (PREA).  Knowledge of Americans with Disabilities Act 

(ADA).  Knowledge of lawsuits.   

 

8. Knowledge of Supervisory Techniques and Approaches - Knowledge of communication 

processes and best practices (e.g., two-way communication).  Knowledge of principles as 

they relate to setting performance expectations.  Knowledge of principles as they relate to 

observing and documenting job performance (e.g., Squad Report).  Knowledge of methods 

and techniques for providing feedback (e.g., constructive feedback).  Knowledge of methods 

and techniques for coaching employees.  Knowledge of methods and techniques for 

counseling employees.  Knowledge of methods and techniques for administering 

discipline/corrective actions.  Knowledge of methods and techniques for mentoring 

employees.  Knowledge of conflict resolution techniques for difficult situations.  Knowledge 

of methods for career development.  Knowledge of methods and techniques for delegating 

work to subordinates.  Knowledge of techniques for directing others that may not be under 

your direct supervision.   

 

9. Knowledge of Leadership Styles and Principles - Knowledge of ethical decision making 

and problem-solving techniques.  Knowledge of professional conduct in a leadership role.  

Knowledge of procedures for creating and developing a team (e.g., assigning team roles and 

responsibilities, developing team goals).  Knowledge of techniques for leading a team.  

Knowledge of potential team building problems and how to prevent them (e.g. Groupthink, 

scapegoating).  Knowledge of leadership styles and principles (e.g., Authoritarian, 

Transformational, Laissez-Faire leadership styles) and how to apply them on the job.  

Knowledge of leadership theories and techniques (e.g., Theory X, Path-Goal Theory) and 

how to apply them on the job.  Knowledge of motivational techniques (e.g., positive 

reinforcement).  Knowledge of risk and how to avoid risk when making decisions.  

Knowledge of persuasion techniques. 
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HIGHLIGHTING PRACTICE 

 

The following are some tips to help you while using this technique: 

 

✏ Do NOT highlight information you already know.  

✏ ONLY highlight key points.  Use the highlighted key points as triggers to remember the 

detailed information surrounding the key point.  

✏ Highlight only as much as necessary to remind yourself of the most important information.  

Highlighting too much of a topic area will defeat the purpose. 

 

Remember, highlighting is a method to streamline the material (i.e., reduce the amount you have to 

study).  Going through the information once is probably not sufficient for you to remember the 

material.  You must still review the highlighted information again in order to improve your 

chances of recalling the information on test day. 

 

 

 

 

On the next two pages is an excerpt from your source material.  You will use this information to 

practice the highlighting study technique. 

 
THE FOLLOWING EXCERPT WAS TAKEN FROM 

PRINCE GEORGE’S COUNTY DEPARTMENT OF CORRECTIONS 

POLICY AND PROCEDURE MANUAL 

CHAPTER 9.14: SECURITY AND CONTROL: PERIMETER SECURITY 
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HIGHLIGHTING PRACTICE 
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HIGHLIGHTING PRACTICE 
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NOTE TAKING PRACTICE 

 

The note taking method consists of five steps that can be described as “the 5 Rs.”  The 5 Rs are 

described as follows: 

 

Record While you are reading a chapter, write notes on a separate notepad.  This will serve 

as your study guide.  Be sure to leave a three-inch margin on the left hand side of 

your paper for the next step. 

 

Reduce After you have finished the chapter, go back and read over your notes.  Reduce your 

notes into a few key points and write those key points down in the left hand margin 

of your study guide. 

 

Recite  After you have recorded your notes and reduced them into key points, cover your 

notes so that you can only see your key points.  Now try to remember all of the facts 

from your notes using the key points as your only clues. 

 

Reflect While filling in the facts, try to come up with associations so you can memorize 

them.  For example, if you are studying arrest procedures, think of an arrest that you 

made and each of the steps you took. 

 

Review Go over your notes, key points, and associations many times. 

 

Note cards are also extremely effective in reducing the amount of information you have to study.  

Once you have read a passage you can write the main idea on one side of the note card and then 

summarize the passage on the other.  Note cards are particularly useful when trying to remember 

definitions or charges.  A benefit to note cards is that they are portable and can easily be accessed 

whenever you have free time to study.  In addition, there are now applications that allow you to 

create digital note cards and sync them with your smartphone. (e.g., Quizlet, FlashCards+, 

StudyBlue, Chegg Flashcards). 

 

 

 

 

On the next two pages is an excerpt from your source material.  You will use this information to 

practice the note taking study technique. 

 
THE FOLLOWING EXCERPT WAS TAKEN FROM 

PRINCE GEORGE’S COUNTY DEPARTMENT OF CORRECTIONS 

POLICY AND PROCEDURE MANUAL 

CHAPTER 3.10: PERSONNEL: EMPLOYEE ASSISTANCE PROGRAM 

 

 

 

 

 



 

 
____________________________________ESCI – Human Capital Division_________ 
Proprietary and Confidential – ©2021 

- 11 - 

NOTE TAKING PRACTICE 
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NOTE TAKING PRACTICE 
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OUTLINING PRACTICE 

 

Outlining helps to organize material for memorization through association to “key” ideas.  When 

you outline an area of study, use only short phrases or key words to serve as triggers to remember 

the detailed information.  The following is an example of an outline format. 

 

I.   Major Heading 1 

 A. Sub Heading 1 

  1. Sub, sub heading 1 

   a. sub, sub, sub heading 1 

   b. sub, sub, sub heading 2 

  2. Sub, sub heading 2 

 B. Sub Heading 2 

 

II. Major Heading 2 

 A. Sub Heading 1 

 B. Sub Heading 2 

 

 

 

 

On the next two pages is an excerpt from your source material.  You will use this information to 

practice the outlining study technique. 

 
THE FOLLOWING EXCERPT WAS TAKEN FROM 

PRINCE GEORGE’S COUNTY DEPARTMENT OF CORRECTIONS 

POLICY AND PROCEDURE MANUAL 

CHAPTER 9.3: SECURITY AND CONTROL: LOGBOOKS AND SHIFT RECORDS 
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OUTLINING PRACTICE 
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OUTLINING PRACTICE 
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CREATING ACRONYMS 

 

Acronyms are abbreviations of several words used to improve memory and are used throughout 

public safety.  Words such as ICS and NIMS are acronyms.  Here are the steps to creating an 

acronym: 

 

1. Write the facts you want to remember (keep filler words to a minimum) 

2. Underline the first letter of each fact (if there are multiple words, only underline the first 

word) 

3. Arrange the underlined letters to form an acronym that is a real word or a nonsense word 

that you can remember 

 

You will be permitted to write in your test booklets on test day.  You may find it helpful to write 

down your acronyms once time starts.  This can serve as a memory aid as you are working through 

the test.   

 

 

 

 

 

On the next page is an excerpt from your source material.  You will use this information to practice 

creating acronyms. 

 
THE FOLLOWING EXCERPT WAS TAKEN FROM 

PRINCE GEORGE’S COUNTY DEPARTMENT OF CORRECTIONS 

POLICY AND PROCEDURE MANUAL 

CHAPTER 9.15: SECURITY AND CONTROL: TRANSPORTATION UNIT 
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CREATING ACRONYMS 
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RETRIEVAL PRACTICE 

 

Retrieval practice involves recalling information with minimal cues.  To begin, identify a passage 

of information that you want to read.  It shouldn’t be too long, no more than 2 pages.  Read that 

passage and then put it aside.  Next, take a few minutes to write what you remember.  Do NOT 

look back at the passage that you read.  This step is important because this is what helps commit 

the information to your long-term memory.  When trying to remember everything you have just 

read, you are organizing information within the long-term memory and are creating cues and 

connections that the brain later recognizes.  It helps you remember the information better than just 

reading it. 

 

 

On the next two pages is an excerpt from your source material.  You will use this information to 

practice the retrieval practice study technique. 

 
THE FOLLOWING EXCERPT WAS TAKEN FROM 

PRINCE GEORGE’S COUNTY DEPARTMENT OF CORRECTIONS 

POLICY AND PROCEDURE MANUAL 

CHAPTER 12.10: MEDICAL AND HEALTH CARE SERVICES: INMATES WITH 

DISABILITIES 
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RETRIEVAL PRACTICE 
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RETRIEVAL PRACTICE 
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RETRIEVAL PRACTICE  

 

Write down everything you remember from the previous passage:  

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________ 

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________ 
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RETRIEVAL PRACTICE  

 

1. According to the Policies and Procedures Manual, deaf or hard of hearing inmates shall be given NO 

LESS THAN _________________ minutes per call. 

 

A. 30 

B. 40 

C. 50 

D. 60 

 

 

2. According to the Policies and Procedures Manual, an inmate may file a grievance at any time to 

dispute ADA accommodations.  The grievances will be forwarded to the ______________ without 

delay. 

 

A. Operations Commander 

B. Personnel Office 

C. Zone Commander 

D. ADA Coordinator 

 

 

 

 

**Answers are found in Appendix A.  
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MULTIPLE CHOICE QUESTION FORMATS 

 
The Lieutenant test will consist of 100 multiple-choice questions.  Unless otherwise noted in the 
question, you should assume that all personnel referenced in the test are members of the Prince 
George’s County Department of Corrections and that all events occur within the jurisdictional 
boundaries covered by the Prince George’s County Department of Corrections.   
 

IMPORTANT NOTE:   The video includes a section titled “Guessing the Best Answer.”   The 
tips suggested are for guessing ONLY.   They are in no way intended to imply that any correct test 
answers were developed using these methods.   Always utilize your knowledge to choose the best 
answer; however, if guessing is your only option, these are the strategies we recommend. 

 
The questions will be organized by the source they were taken from and clearly labeled.  For 
example: 

 
THE FOLLOWING QUESTIONS WERE TAKEN FROM THE 

PRINCE GEORGE’S COUNTY DEPARTMENT OF CORRECTIONS 
POLICY AND PROCEDURE MANUAL 

 

Each question will have four options, and only one is the best answer.   ESCI writes three different 

types of questions: definitional, factual and situational.   Below is an example of each type of 

question.   These questions are only meant to familiarize you with the format of questions in a 

ESCI Test. 

 

Definitional: 

You are monitoring radio traffic and you hear one of your officers say “Signal 4” over the radio.  

This means that the officer: 

 

A. is in immediate danger. 

B. needs assistance/back-up.  

C. is taking a subject into custody.  

D. needs to convey safety related information.  

 

Factual: 

As a supervisor, you are authorized to wear a _____ crew neck t-shirt under your uniform shirt. 

 

A. green 

B. blue 

C. white 

D. brown 
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MULTIPLE CHOICE QUESTION FORMATS 

 

Situational: 

You are informed that an inmate is planning to escape during transport.  The transport is currently 

preparing to leave the facility.  What action should you take? 

 

A. Inform the transporting officer to cautiously proceed with the transport 

B. Send an additional officer on the transport 

C. Forward the information to your supervisor, but take no additional action 

D. Cancel the transport until your supervisor authorizes it 
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GENERAL TEST TAKING TIPS 

The following is a list of tips you should use while taking the Multiple-Choice Exam. 

 

• Assume you are a Lieutenant -- Throughout the test you will be asked how you would 

perform if you were in the rank for which you are testing.  Do not answer the questions from 

the perspective of your current rank.  It is important to have an understanding of the roles and 

responsibilities of a Lieutenant before taking the test.   

 

• Scan the test before you begin answering questions -- Skim all of the questions in the test 

to familiarize yourself with the format and organization of the test.  You may want to consider 

starting with a section that contains questions from a source that you are particularly strong or 

weak in. 

 

• Read questions thoroughly and carefully -- Skipping over one word may change the 

meaning of the question! 

 

• Answer what is asked -- Make sure you understand what the question is asking so you can 

choose the best answer.  Pay attention to words like “NOT” or “all of the following EXCEPT” 

as they will change the entire meaning of the question. 

 

• Underline key words -- You will be able to mark in your test booklet and doing this will help 

you pay attention to important information in the question. 

 

• Read all answer choices -- Don’t stop reading the answer choices if you think the first one is 

correct because there may be a better answer.  All questions will have four answer options, so 

be sure to choose the one that is the BEST answer. 

 

• Narrow answer choices -- If there are choices you know cannot be correct, cross them out.  

This way, even if you have to guess at the correct answer, you have a better chance of getting 

it right. 

 

• Avoid reading into the question -- Use only the information provided in the question; do not 

add additional information.  Remember to choose the BEST answer from the options 

provided.   

 

• Complete your answer sheet correctly -- As you move through the test, you should check to 

make sure that the number of the bubble you are filling in corresponds to the number of the 

question you are answering.  Fill in bubbles completely and only bubble one answer.  Erase 

changed answers completely so that the electronic scanner will not read two answers.  

Remember that ESCI test items will only have answers that correspond to letters A, B, C, and 

D.  The bubble sheet has a bubble labeled “E.”  Never choose this option.  

 

• Don’t spend too much time on one question -- If you are having trouble answering a 

question, don’t waste too much test time trying to figure it out.  Circle the question in your 

test booklet and come back to it later (be sure to skip the answer on the bubble sheet).  

Information in another question may trigger your memory to help you answer the question.  
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LOGISTICAL PROCEDURES 

 

Note:  Refer to the Announcement regarding the report time and location of the Multiple-Choice 

Exam. 

 

Registration      
 

Be prompt.  Late arrivals will not be permitted.  You must have your Department of Corrections 

photo identification card for registration. 
 

Dress Code 
 

Refer to the Announcement regarding dress code for the Multiple-Choice Exam.  

 
Prohibited Materials 
 

Candidates will not be permitted to bring food or drink into the exam room.  
 

Candidates will only be permitted to wear a non-digital (analog) wristwatch with no audible alarm.  

Candidates will not be permitted into the exam room with digital watches, stop watches, clocks, or 

any other digital devices.  
 

Candidates may not bring personal digital assistants, cell phones, two-way radios, pagers, cameras, 

imaging devices, smart watches, or any other electronic devices to the examination site.  
 

Candidates may not bring any source materials, texts, notebooks, papers, folders, notes or 

reference materials of any description into the exam site. 
 

Backpacks, brief cases, carry bags, and luggage of any description are prohibited at the 

examination site.  WALLETS AND PURSES ARE PERMITTED.   
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LOGISTICAL PROCEDURES 

 

Exam Procedures 

 

Once the exam door closes, the Test Proctor will read a set of procedures for the test.  The Test 

Proctor will then walk you through the instructions for filling out the required administrative 

information on the bubble sheet.  There will be Test Monitors on site to help you with the process 

if you have any problems.  Once the exam booklets are passed out, the Test Proctor will tell you to 

turn to the first page, which is a set of instructions.  You will be given time to read over these 

instructions and ask questions about them.  Once all questions have been answered, you will be 

instructed that time has begun and that you may turn the page and begin to work. 

 

Once the test has started, you will be allowed to use the restroom; however, you will be using part 

of your test time to do so.  Please raise your hand so that a Test Monitor knows you would like to 

leave the room.  When you do leave the room, make sure you turn all of your test materials face 

down before you go.  You may not remove any test materials from the room.  You will be 

escorted, and you may not leave the building. 

 

Talking is not allowed during the exam.  The only exception would be if you have a question about 

the test.  If you do have a question, raise your hand and someone will come to assist you.  Keep in 

mind Test Monitors cannot interpret any test questions for you.  

 

If you are still working when time is called, you must immediately stop what you are working on. 

 

If you finish the exam before the time is up, turn in your pencils and test booklet to the Test 

Proctor in the testing room.  Do not remove any test booklets from the room.  Do not turn in your 

test booklet to anyone besides the Test Proctor.  After you have turned in these materials, you will 

be released from the testing room and escorted to a waiting room.  You must leave immediately 

and quietly so that others who are still taking the test will not be disturbed.   

 

When you are finished with the exam you will take your answer sheet to the Test Proctor who will 

review it for any administrative errors.  The Test Proctor will return your answer sheet to you and 

direct you to a Test Monitor in the hallway.  The Test Monitor will take you to a holding area 

where you will wait while your answer sheet is electronically scored.  Once your test has been 

scanned, a Test Monitor will hand you a test review flyer and a copy of your unofficial score for 

the exam.  Remember that the unofficial score may change based on the outcome of the appeals 

process.  Once you have received your unofficial score, you must immediately leave the building. 

 

 

We wish you the best of luck on your multiple-choice test! 
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APPENDIX A 

 

Answers to questions for “Retrieval Practice”: 

 

1.  A (Source: Policies and Procedures Manual, Chapter 12 – Medical and Health Care Services, 

12.10 – Inmates with Disabilities) 

 

2.  D (Source: Policies and Procedures Manual, Chapter 12 – Medical and Health Care Services, 

12.10 – Inmates with Disabilities) 

 

 


