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Please use this template as a structured guide when serving as Room Lead for an exam session.
Maintain a warm, confident, and professional presence throughout.

Opening the Session
· Brief greeting to the applicant. Welcome them on behalf of the N9BI VE Team.
(Warm smile, inviting tone, friendly waves.)
· Respectfully, ALWAYS allow the assigned Room Lead to lead.

Identity & Recording Verification
· Photo ID Check
· VEs remain silent.
· Provide a thumbs-up if ID is verified.
· Recording Verification
· Room Lead pauses while 3 VEs confirm recording.
· Confirm in Participants List: 3 red dots visible.
· Obtain applicant’s verbal consent to record.

Environment & Device Security Check
360° Room Scan
· Conduct uninterrupted 360° scan.
· Entire VE team takes mental notes.
· Room Lead addresses concerns after scan.
· Pause and ask: “Any additional input from the team?”
Remove/Disable Devices
Ensure the following are out of reach and location shown:
· Smart watches
· Smart eyewear
· Earbuds
· Cell phone

Computer & System Inspection
Examine Operating System
· Inspect running applications.
· Inspect “Show Hidden Icons” caret.
· If not visible, inspect icons left of system clock.
· Right-click and Close/Quit/Terminate unnecessary applications.
· Reveal and close additional desktops:
Windows:
Hold Windows Key + TAB
Mac:
Press Control + Up Arrow

Screen Mirroring Check
Windows:
Press Windows + P → Select PC Screen Only
Mac:
Open Control Center → Screen Mirroring → Ensure icons are greyed out (disabled)

Disable Apple Intelligence (Mac – REQUIRED)
· Click Apple icon
· Select System Settings
· Select Apple Intelligence
· Move slider to Disable

Close Unnecessary Applications
Examples:
Mail, Music, Word, Excel, Steam, Discord, Teams, Skype, Games, etc.

Launch Exam Platform
· Applicant opens browser of choice.
· Navigate to Exam.Tools.
· Built in calculator permitted.
· Applicant selects:
· Join Exam Session
· Enters Team Identifier & PIN
· Clicks Join Session

Admit & Assign
· Lead directs VE to admit applicant.
(Pause for verbal confirmation.)
· Admitting VE immediately clicks “Assign to Me” in Exam Tools.

Accuracy Check 1 of 4
· Applicant verifies displayed information.
(FRN already verified.)
· Direct applicant to click Start Exam.
· Lead directs second VE to start exam.
(Pause for verbal confirmation.)
· Third VE is pre-assigned to grade immediately upon completion — no prompting needed.

Very Brief Exam Navigation Instructions
· Continuous webpage.
· Click desired answer.
· Scroll to next question.
· Calculator built in the top left corner
· Grade Exam button submits test.
· VE team will mute.
· Invite final questions.
· Wish applicant good luck.

During the Exam
· VE team remains attentive and muted.
· No distractions.
· Focus remains solely on the applicant.
· Eating is not allowed during the examination (Is ok to drink water).
· Cameras should be ON during the examination.


After the Exam
· Assigned VE immediately grades (no prompting).
· Ask if applicant is prepared for next element.
· Offer opportunity to challenge next level if eligible and prepared.
If Applicant Passes
· Congratulate warmly.
If Applicant Fails
· Encourage preparation using
HAMSTUDY.ORG
· Direct failed applicant to:
· Use the Back Arrow with Bracket icon
· Log out
· Stop screen share

Signing Documents
If Testing is Complete
· R2 and R3 stops recording now.

Accuracy Check 2 of 4
Applicant reviews displayed information.

Blue Ribbon Quick Form 605
Accuracy Check 3 of 4
· Applicant reviews each field for accuracy.
· Applicant reviews all six “I Certify That” bullet points.
· Do NOT interpret or paraphrase.

Blue Ribbon CSCE
Accuracy Check 4 of 4
· Review CSCE with applicant.
· Advise it will be signed and emailed.
· VEs don’t sign till the applicant exit the examination room.
· This is proof of passing.
· Applicant reviews four electronic signature bullet points.
· Do NOT interpret or paraphrase.
· Applicant:
· Types name below red sentence.
· Signs in signature box.
· Clicks Sign Documents
· Clicks Finish Session
· Clicks Log Out
· Stops screen share (Red Stop Share button)

Out Brief
· Congratulate applicant.
· Advise:
· Watch for FCC email.
· Pay fee from a PC (never mobile).
· DO NOT modify pending FCC application.
· Payment required within 10 days.
· If second device used:
· Leave meeting on that device.
· Direct applicant:
· Click Leave Room
· Then Leave Breakout Room (Only is a Host is in the Main Room, if host is not available: exit the applicant directly from the breakout room).

Certification & Closeout
· Once applicant devices fully disconnect:
· Room Lead asks team:
“Does everyone agree the exam can be certified?”
· Thumbs up from all VEs.
· If ONE VE refuses to sign, Exam Lead will get the Team Lead or Session Manager into the breakroom, no one leaves the room during the process, Team Lead or Session Manager will review the recordings with the VEs and discuss the reason why the VE will not certify the test. If one VE doesn’t sign, no one is to sign. Team Lead or Session Manager may review the recording and sign on behalf of the VE.
· R1 stops recording only after certification confirmation. 
· VEs sign documents.
· BEFORE leaving breakout room:
· Room Lead confirms all recordings have stopped.

Final Note to the N9BI Testing Team
Thank you for diligently following our expedited format. Your professionalism, consistency, and attention to detail reflect positively on the N9BI Testing Team and on the VEC program we proudly support.
Your leadership ensures sessions remain secure, standardized, and welcoming to every applicant.


