Test Monitor Checklist
Before Testing Day
_____  Read, understand, and sign the Non-Disclosure Agreement.

_____  Review the Test Monitor Directions hand-out.

_____  Know how to contact your School Assessment Coordinator during testing.

_____  Know what behaviors and activities should be documented and how to report 

them.

_____  Know where to pick up testing materials on the day of the test.

_____  Know building procedures for restroom and other breaks, testing disruption due 
to special circumstance, student illness, student perceives an error in the test, starting and stopping testing for each segment of test.

_____  Know your district’s testing schedule and assigned testing days.

_____  Know your building’s plan for keeping materials secure between sessions.

_____  Remove or cover any prohibited materials in your room.

_____  Know which students will receive an accommodated version of the test.

Testing Day: Before Students Arrive
_____  Sign out your secure test materials from your SAC.

_____  Keep your testing materials secure until the testing session.

_____  Verify that students receive their assigned testing materials. 

_____  Know what to do if a student’s online test will not resume.

_____  Make sure you have test materials for the students taking the test.

_____  For online tests, make sure you have Student Authorization Tickets (Seal Codes 
for Science).

Testing Day: During the Test
_____  Monitor your students during all testing sessions.

_____  Follow the Test Monitor Directions script exactly.

_____  Answer questions by re-reading scripted directions.

_____  For online testing, make sure students are logged in and taking the correct test.

Testing Day: After the Test

_____  Verify receipt of all test materials form students.

_____  Keep your testing materials secure after your testing session.

_____  Sign-in your secure test materials with your School Assessment Coordinator.

_____  Notify SAC if something unusual or unexpected occurred during testing so that 

 the Test Administration Report can be completed.

Be sure you can answer YES to the following questions:

_____  Were the test materials secure at all time?

_____  Did I carefully read and follow all of the Test Monitor Directions?

_____  Did my students arrive at their answers independently?

