Chattooga County Schools Testing Protocol

System and School Test Coordinators and Test Examiners area trained via GaDOE testing webinars. All follow the
procedures outlined in the Coordinator’s Manual and the Student Assessment Handbook.

Upon receipt of testing materials, verify that Report inventory dis-
inventory is correct. crepancies to STC imme-
diately & record on

/

‘ inventory control sheet.

No advance
Keep test materials in secure location when

not in use.

'

Divide test materials by classroom & verify ac-
commodations are correct on tests tickets.
Place all test materials in bundles and keep
in a secure location.

!

Just before testing, examiners count test ma-
terials, sign-out testing bundles & proceed to —
testing site.

!

Examiners remains in testing site—NO test
materials left unattended.

Each day, after testing, test tickets are
counted before students leave the room.

4

SchTC & examiner count test tickets &
manuals when checking-in bundles.

preview or copy-

ing of materials.

Include test tickets,

’

rosters, examiners

manual, scrap pa-
per & other items

as appropriate

Count test tickets
& manuals when

checking out

bundles.

Hall monitors

assist with

test security.

&

At end of testing, inventory all ma-
terials & send to STC as outlined in
Coordinator's Manual

All materials are accounted for &
locked in a secure location when not
in use.

A /
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Administering the test

——

System and School Test Coordinators and Test Examiners area trained via GaDOE testing webinars. All follow the

procedures outlined in the Coordinator’s Manual and the Student Assessment Handbook.

No content-related materials displayed in
testing site.

'

Examiners and proctors receive training
documents with sign-in sheet.

!

On the day of testing, materials are signed
out to examiners noting date & time.

Examiners verify that students receive correct Hall monitors
test tickets & accommodations. . .
assist with class-
room security.

During testing, the examiner keeps test
materials secure at all times & monitors
students.

}

Immediately report irregularities & invalida-
tions to SchTC.

}

Examiners collect & count all test materials
before students leave, then return materials

No advance

preview or copy-

ing of materials.

STC performs
initial count of
all materials

upon receipt.

Examiner walks
around the
room, monitor-
ing students.

Each day, SchTC verifies test tickets &
manual counts; noting dates & times
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Training test coordinators,

examiners & proctors

—_ =

System and School Test Coordinators and Test Examiners area trained via GaDOE testing webinars. All follow the

procedures outlined in the Coordinator’s Manual and the Student Assessment Handbook.

When administering
test, monitor stu-
dents—NO grading
papers, managing
email, testing, read-
ing or any distraction

Ga Code of

Follow check-
out & sign in
procedures for
test materials

Ethics

Expectations
before, during &
after test
administration

Roles and
responsibilities

All examiners and
proctors receive training Monitoring
on test administration, students
expectations, security
and code of ethics.

NO test
materials left
unattended

Reporting
irregularities,

invalidations &
security issues

NO advanced
preview, copying
and duplication

of test materials.

NO help to
students
through words
or gestures.

Follow test
directions
exactly

Accommodations
(GAA, 504,IEP,
IAP)

NO test materi-
als left in class-
room after
testing

Provide additional
training as needed

Test schedules




