Test Proctor Instructions

General Responsibilities

e Follow the official testing schedule. Each test is 30 minutes.
e Five tests are administered in two sessions:
o Session 1: Math, Science, Economics
o Session 2: Music, Literature
e Maintain a silent testing environment at all times.
e Tidy the room before leaving.
e Ensure all materials (including unused tests & forms, pencils, etc.) are returned to the Testing Chair
at the end of testing.
e Script:

o “Please confirm that you do not have a calculator, phone, smart device or any other
prohibited materials. If you do, please return it to your coach or bring it to me and | will hold
it until your break.”

o “Students, please write your name on the front cover of your test booklet. You may use the
test booklet as scratch paper. You will have 30 minutes to take this test and | will indicate
the end time on the board, as well as giving you 5- and 1-minute warnings.”

Pre-Test Setup

e After training, bring all testing materials to your assigned room.
e Confirm you have:
o Correct test booklets and answer sheets (color-coded)
o Two pencils per student, plus extras
o Report missing materials immediately to the Testing Chair
o Prepare room before allowing students to enter

Student Check-In & Seating

e Students must:
o Wear visible competition badges. Students without badges or prohibited items must resolve
the issue before entering.
o Sit at numbered desks matching their Student ID
o Have no prohibited materials (phones, smart devices, backpacks, etc.)
e Students must remain in the room for the entire test.
e If a student leaves for the restroom, they may not return until the next test begins.

Test Administration Procedures

e Place test booklet face up on desks.
e Place the correct answer sheet on top of the booklet.
e Have students:
o Write their name and sign the test booklet
o Verify they received the correct answer sheet
e Announce timing and warnings (5-minute and 1-minute).
o  Write test end time on the board.
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Test Proctor Instructions

During Testing

e Students must:

o Mark answers completely and erase stray marks

o Remain seated quietly if finished early
e While students take the first test, distribute the next test booklet and answer sheet.
e Maintain silence and monitor testing integrity.

End-of-Test Procedures

e Collect answer sheets before collecting test booklets.

e Count materials and verify against number of students in the room.
e Place materials in the designated pickup location.

e Begin the next test at the scheduled time.

Break Procedures

e Release students only after:
o All materials are collected and counted
o Testing period has officially ended
e Proctors may take a break during student breaks.

Music Test Procedures

e Test audio before students return.
e Report technical issues immediately to the Testing Chair.
e Testing time begins when audio starts. Let the file play through and then turn it off.

We really appreciate your participation. It is great to see these students compete academically!
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