Industry Best Practices of Practical Skills Examiners
To alleviate client anxieties and ensure the quality of the services provided, staff should adhere to generally recognized “industry best practices.”  Such practices are outlined below: 

Arrival and Setup:

A well run program is critical to alleviating participant anxiety.  To ensure such a program, providers should:

· Confirm site contact information, directions, building and room location, and parking options, to ensure timely arrival at site location

· Arrive on-site at least 30 minutes before testing is scheduled to begin and be ready to perform testing services 15 minutes before the scheduled start time. 

· Determine in advance the necessity for an earlier arrival time, taking into consideration site variables, including among others, (1) complexity of set up, (2) security procedures, and (3) available parking.

· Notify the site contact representative if not able to arrive 30 minutes prior to event start time.  Notice should be provided prior to the 30 minute advance arrival time.

· Wear a name badge at all times while on premises. 

Demeanor, Conduct and Appearance.  A provider’s professional dress, good hygiene, and overall appearance increases participant confidence and promotes the spirit and intent of the client’s testing program.  To project the proper image, provider should:

· Refrain from smoking during a clinic, and due to the lingering odor of cigarette smoke, refrain from smoking prior to arrival.  

· Avoid chewing gum in the presence of clients.

· Use cosmetics and perfume in moderation and not apply in the presence of participants. 

· Avoid using cell phones, PDA’s and other similar devices during exams, place such devices on silent mode during test and use said devices for personal use only during break times.

· Dress professionally following the dress code – a Code One Training Solutions polo shirt with black or dark slacks and dark shoes.  Running shoes, sneakers, and shoes with open toes or heels convey an unprofessional office image and should not be worn.  

· Portray a conservative look by limiting earrings in size to no larger than a US quarter and located in the earlobe, and removing other body piercings and covering tattoos while on-site. 
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