CAMPUS NAME (Update)
TELPAS TESTING PROCEDURES
	1
	Read all appropriate 2022 TELPAS / TELPAS Alternate Test Administrator Manuals

	

	2
	Attend the test administrator training.


	

	3
	If you brought your cell phone or other electronic device into the school, you must leave it in your vehicle or turn-in to the front office.


	

	4
	Check the room is prepared for testing - remove or cover instructional materials, check lighting, provide enough desktop space for each student, check air conditioning and clocks for batteries. If in doubt, call the testing coordinator to be cleared before testing begins.


	

	5
	Report to testing coordinator at assigned time to pick-up testing materials. Verify that you have the correct number of authorizations. If a student has accommodations, make sure you are familiar with them. 
	

	6
	Place the DO NOT DISTURB-TESTING and NO ELECTRONIC DEVICES signs outside of lab.

	

	7
	Pick up students and escort them to the lab.  Double check that students do not take anything with them to their testing station- we will provide everything they need. Book bags, backpacks, purses, cell phones, electronic devices and all other personal belongings must left behind in their classroom. 
	

	8
	Check attendance with the testing roster provided to you.  Notify Mr. /Mrs. of any students that are absent.
	

	9
	Distribute pencils and make scratch paper available to students.

	

	10
	Have students fill-out the cell phone oath and collect any cell phones that students may still have. 
	

	11
	Make seating chart – IDENTIFY an object such as your DESK or a window on the seating CHART and its relative position to the student desks in the room. Name and ID # at this time only.

	

	12
	DO NOT administer a test to a student who is not on your list. Verify, again, that only those students listed on the roster are in the lab. Ensure that the correct Student Ticket is provided to each student.  Check, check, and recheck!
	

	13
	Read all instructions from the Test Administrator Manual WORD FOR WORD. 

	

	14
	Upon reading the instructions, record the starting time on the seating chart.

	

	15
	Actively monitor the classroom during the test. Do not read or work on your computer. Walk around the room in order to monitor all students.  Be vigilant of students looking beyond their own computer screens.
	

	16
	Keep the lab quiet. As some students finish earlier than others, remind them they are to remain at their place until EVERYONE is finished testing. Do not allow activities that would be an incentive to finish early.


	

	17
	For lunch, students still testing should turn off the monitor.  Upon return, students should turn on monitor and resume testing.  All testing students must be monitored during lunch.

	

	18
	Upon completing testing session, account for all testing materials (Test Tickets).  Collect all scratch paper and reference materials (if applicable).  Return these and other documentation (seating charts, rosters, etc.) to Mr. /Mrs.

	

	21
	TESTING IRREGULARITIES (Potential referral to educator certification and standards)

I have read through these items and am aware that these situations are NEVER allowed or appropriate.

· Viewing a test before, during or after an assessment

· Attempting to score a student’s test

· Discussing secure test content or student’s responses even after the test

Any action that directly or indirectly assists students with responses, such as:

· Gesturing, pointing, or demonstrating correct responses

· Changing student responses

· Providing answers to test questions
	


I have completed all of the step-by-step procedures
Test Administrator’s Signature: _____________________________________________
Date:    __________

Test Administered: ________________________________________
Grade: __________
Room #: __________
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PRINT TEST ADMINISTRATOR’S NAME
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