									Washoe County School District
Description: SAMPLE form for documenting test administration information. Note, some testing programs provide required forms that must be used. Don’t duplicate efforts unnecessarily. Do retain a copy of staff training logs, other signed forms and test administration records. 
.
Testing Materials Chain of Custody Form
STC=School Test Coordinator, TA=Test Administrator (NV licensed, supervisor)
	School:

	
	STC Distribute:
	

	Test 
Administration:
	
	STC Collect:
	


.
	TA Signature
	Description and Quantity
	Date
	Time 
Out
	Time 
In

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Materials List:





Description: SAMPLE form for documenting test administration information. Note, some testing programs provide required forms that must be used. Don’t duplicate efforts unnecessarily. Do retain a copy of staff training logs, other signed forms and test administration records. 
.
Test Session Log Sheet
Attach class roster to session log sheet. Indicate which students are absent.
.
	Test Administrator(s)
	 

	Proctor(s)
	 

	Date
	 
	Start Time
	 
	End Time
	 

	Assessment(s)
	 
	Grade 
Level(s)
	 

	Additional Details
	 


.
	Staff/Student
	Entry/Exit Time
	Entry/Exit Time
	Purpose

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Notes:






Description: SAMPLE form for documenting test administration information. Note, some testing programs provide required forms that must be used. Don’t duplicate efforts unnecessarily. Do retain a copy of staff training logs, other signed forms and test administration records. 
.
Student Verification Form: Secondary (6-12)
Photo ID (official, current)
Staff Recognized (verify identity by non-relative, staff initial)
Absent
Test Materials: Ticket, Scratch Paper / Test Book, Answer Document

TA=Test Administrator (NV licensed, supervisor)
	School:

	
	Test Administration:
	

	TA:

	
	Room:
	

	Proctor:

	
	Test Date:
	


.
	Student Name
	Student Number
	Photo ID
	ID by Staff (Initial)
	Absent
	Test
OUT
	Test 
IN

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


.




Description: SAMPLE form for documenting test administration information. Note, some testing programs provide required forms that must be used. Don’t duplicate efforts unnecessarily. Do retain a copy of staff training logs, other signed forms and test administration records. 
.
Student Verification Form: Elementary (K-5)
Staff Verified; personally recognized by a staff member
Absent
Test Materials: Ticket, Scratch Paper / Test Book, Answer Document

TA=Test Administrator (NV licensed, supervisor)
	School:

	
	Test Administration:
	

	TA:

	
	Room:
	

	Proctor:

	
	Test Date:
	


.
	Student Name
	Student Number
	Verified
	Absent
	Test
OUT
	Test 
IN
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