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 General Information

CRiteRia foR utiliZation of 
the WeB-Based testing (WBt) 
seRviCes

	 •	WBT	is	for	currently	enrolled	students	in	the		 	
	 	 participating	program.

	 •	Complete	graduating	groups	must	participate,		 	
	 	 individual	and/or	partial	candidate	groups	are	
	 	 not	permitted.

	 •	Individuals	or	partial	candidate	groups	must	utilize		
	 	 the	AMP	Computer	Based	Testing	(CBT)	network		
	 	 post	graduation.

	 •	Candidate	groups	must	test	by	WBT	no	more	than		
	 	 30	days	prior	to,	or	30	days	post	graduation.

	 •	All	candidate	group	applications	along	with	notarized		
	 	 letter	(see	sample)	and	payment	must	be	reach	the		
	 	 NBSTSA	offi	ce	at	least	45	days	prior	to	testing.	

	 •	Inability	to	provide	all	appropriate	documentation		
	 	 will	delay	processing	and	may	necessitate	changing		
	 	 the	original	requested	examination	date.

Candidate sCoRes

NBSTSA	and	AMP	will	not	release	candidate	score	
information	until	appropriate	graduation	proof	is	received	
by	the	NBSTSA.

impoRtant: NBSTSA must have proof of graduation 
(one of the following: offi cial notarized letter on school 
letterhead from the Program Director, certifi cate of 
completion, or offi cial transcripts) in the NBSTSA offi ce no 
later than 60 days after the candidate examination date. 
Pass/fail information can not be released by the NBSTSA 
until all appropriate graduation verifi cation is received. 

Please note, graduation information NOT provided within 
the 60 day period will result in invalidation of candidate 
examination results and forfeiture of all examination fees.

Per	NBSTSA	policy	the	program	completion	date	is	not	
considered	offi	cial	graduation	from	the	program.	It	is	
the	policy	of	the	NBSTSA	that	the	date	of	graduation	
that	appears	on	the	offi	cial	transcript	is	the	offi	cial	
graduation	date.	

An	examination	can	not	be	scheduled	or	examination	
results	may	not	be	released	based	on	the	completion	
date	as	the	graduation	date	may	be	different.					

NBSTSA	recommends	the	Program	Director	verify	the	
students’	expected	graduation	date	with	the	Registrar’s	
offi	ce	prior	to	setting	up	an	examination	to	ensure	that	
all	students	are	testing	within	30	days	before	or	30	days	
after	the	established	graduation	date.		

Students	who	have	an	unexpected	delay	in	graduation	
should	delay	testing	until	appropriate	graduation	proof	can	
be	provided	in	accordance	with	the	NBSTSA	60	day	policy.

In	the	event	a	student	fails	to	provide	appropriate	
graduation	proof	within	the	60	day	period	a	second	WBT	
examination	can	not	be	administered.
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Removing a student from a 
roster and/or Refund options

Please contact the NBSTSA as soon as you know 
a student will not be graduating when expected 
or will be unable to sit for the CST examination 
when scheduled.

	 • Once a student application has been processed, the 	
	 	 processing fee will not be refunded. 

	 • Once a student application has been approved and 	
	 	 their testing information has been transferred to 	
	 	 AMP, no refunds are issued. 

NBSTSA must be notified at least two business days 
before an examination if a student will be unable to test. 
Inability to notify NBSTSA two business days prior to 
the examination date will result in forfeiture of total 
testing fees.  

Examination appointment 
changes/ failure to report

A WBT candidate who wishes to cancel their 
examination appointment may do so (only if unforeseen 
circumstances have occurred) at least two business 
days prior to the scheduled session. The NBSTSA must 
receive notification from the Program Director at least 
two business days prior to the scheduled session. 

If an examination appointment is cancelled the candidate 
will not be allowed to test until after their graduation 
has occurred. 

Candidates will be required to schedule their examination 
through an AMP approved CBT center. 

IMPORTANT: Failure to show for a scheduled examination 
appointment will result in forfeiture of total paid testing 
fees and necessitate reapplying for the examination and 
resubmission of testing fees.

Web Based Testing Request Form

The Web Based Testing (WBT) Request form is available 
at www.nbstsa.org. 

	 • The form needs to be submitted to Applied 	 	
	 		Measurement Professionals (AMP) prior to the first 	
	 		on campus WBT administration. 
	
	 • The form does not need to be submitted annually. 
	
	 • Anytime a new proctor will be administering the on 	
	 		 campus examination, a new WBT request form will 	
	 		 need to be submitted to AMP. 

	 • The form is used to set a school up as a testing 		
	 		 center or to change the proctor information on file. 	
	 		 It is not used to schedule a specific examination date. 

The CST examination will be scheduled once the 
NBSTSA receives all necessary paperwork (CST 
examination applications, notarized letter signed by the 
program director, and payment) from the school.

AST Gold/Silver packages

Schools wishing to purchase packages from the 
Association of Surgical Technologists (AST) for their 
students should order the packages as least one month 
prior to submitting the paperwork to the NBSTSA to 
schedule the examination. 

Packages include a pre-paid CST examination application 
that will need to be filled out by the students and 
submitted with the notarized letter to set up the CST 
examination date. 

Packages can not be paid for at the same time that the 
CST Web Based Testing paperwork is submitted. 

For information about ordering packages please contact 
AST at 800-637-7433 or visit www.ast.org. 

Pre-paid applications must be used within one year of the 
purchase date. 



ADAAA Special Accommodations

The National Board of Surgical Technology and 
Surgical Assisting (NBSTSA) provides reasonable 
accommodations in accordance with the Americans with 
Disabilities Act as amended (ADAAA) for individuals 
with documented disabilities who demonstrate a need 
for accommodation. 

In accordance with the ADAAA, NBSTSA does not 
discriminate against individuals with disabilities in 
providing access to its examination programs. 

For additional information on ADAAA special 
examination accommodations please refer to the Special 
Accommodations section of the candidate handbook. 

Please note any candidate requiring special 
accommodations will need to test at an AMP approved 
computer based testing (CBT) center. AMP CBT 
centers are designed and inspected for ADAAA 
compliance which ensures candidates are provided 
appropriate accommodations.

The Certified Surgical Technologist (CST) examination 
is a post-graduate national certification examination not 
intended to be utilized as a Surgical Technology program 
exit examination. 

© 2009 National Board of Surgical Technology and Surgical Assisting. All 
Rights Reserved. No portion of these materials may be reproduced, modified, 
distributed or otherwise used without the prior written permission of the 
National Board of Surgical Technology and Surgical Assisting.

	

WBT PROGRAM CHECKLIST:

Initial WBT Request Letter

	 q Typed
	 q Notarized
	 q On school letterhead
	 q Signed by Program Director
	 q Expected graduation date
	 q Requested date and time of examination
	 q List of students (name on letter must match name 
				   on application)
	 q Program Director’s email and phone number

CST Examination Applications

	 q All applications are signed
	 q Every student provided their social security number
	 q Payment is included or pre-paid CST application 	
	 		 	 was previously paid for
	 q Students are using their legal names

Proof of Graduation Letter

	 q Typed
	 q Notarized
	 q On school letterhead
	 q Signed by Program Director, Dean, or Registrar
	 q States they graduated or were awarded a certificate 	
	 		 	 of completion
	 q Includes date of graduation
	 q Lists students
	 q Letter is dated on or after graduation date
	 q Type of degree awarded (certificate, diploma, 
				   or associates)

Formatting recommendations for both the initial WBT request 
letter and proof of graduation letter are presented on the back 
of this page.



Sample Letters

Date of Letter

To	Whom	It	May	Concern:

(College	Name)	requests	the	following	(date)	and	(time)	to	schedule	a	
WBT	on	campus	administration	of	the	CST	examination.	

The	students	are	expected	to	graduate	from	the	Surgical	Technology	
program	on	MM/DD/YYYY,	receiving	an	AAS/Diploma/Certifi	cate.		

(The following students will be awarded a graduation certifi cate in 
Surgical Technology on MM/DD/YYYY.) 

Names	of	students	 	 	 	 	
Names	of	students	 	 	 	 	
Names	of	students

Program	Director’s	signature
Program	Director’s	name
Title
Phone	number
Email	address

*signature from Dean or Registrar will also be accepted*

SCHOOL LETTERHEADSCHOOL LETTERHEAD

Notarized

Date of Letter

To	Whom	It	May	Concern:

The	following	students	graduated	from	the	Surgical	Technology	program	
on	MM/DD/YYYY,	receiving	an	AAS/Diploma/Certifi	cate.	

(The following students have been awarded a graduation certifi cate in 
Surgical Technology on MM/DD/YYYY.)

Names	of	students	 	 	 	 	
Names	of	students	 	 	 	 	
Names	of	students	 	 	 	 	

Program	Director’s	signature
Program	Director’s	name
Title
Phone	number
Email	address

*signature from Dean or Registrar will also be accepted*

SCHOOL LETTERHEAD

Notarized

sample Request foR WBt 
examination seRviCes

sample gRaduation 
pRoof letteR


