Test Examiners

The assessment is to be administered only by personnel who hold a license granted by the Indiana Department of Education. The license must be an instructional, administrative, or school services license. 

Test Examiners MUST NOT answer questions or rephrase specific test items, but they may repeat initial test session directions as described in the Examiner’s Manual. 

Test questions are not to be reviewed by anyone other than the student during the test session, with two exceptions: 

· Test Examiners/Proctors administering IREAD-3, as the IREAD-3 Test Administration Manual (TAM) contains test content; and 
· Test Examiners/Proctors that are providing read-aloud accommodations. 

Test Examiners should be thoroughly familiar with the administration procedures prior to the start of the administration of the test. This includes: 

· Studying the Examiner’s Manual (paying specific attention to the icons representing reading comprehension and calculator usage); 
· Reviewing the Code of Ethical Practices and Procedures (in Appendix B of this manual); and 
· Reading all applicable portions of the current Indiana Assessment Program Manual. 
· Reviewing accommodations needed by students in advance of the test administration. 


Proctors
Personnel not certified (e.g., teacher’s aides, secretaries, or substitute teachers who do not hold one of the licenses described in the Test Examiners section above) may only serve as Proctors, not as Test Examiners. In no case may unlicensed personnel be allowed to supervise the test administration without the guidance of a Test Examiner. Proctors may, however, assist the examiner before, during, and after the test administration. 

Parents, students, and school volunteers are not permitted to serve as Test Examiners or Proctors. (Examiners and Proctors must be corporation/school employees or contractors.) 

The number of Proctors needed for a testing period depends on the grade tested and the level of the students’ test-taking experience. As a general rule, one Proctor for every 15 students is recommended. Proctors must be trained on test administration procedures before the first testing period. 

· Before Testing. Proctors should help prepare the room for testing, assist in distributing the test materials, and, if necessary, assist in completing the paper/pencil testing Student Data Grids. For the paper/pencil mathematics tests, the Proctors can assist by preparing the sheets of punch-out rulers for distribution to the students. 
· At the Beginning of Testing. Proctors should be introduced to the students for whom they will be responsible during the testing period. 
· During Testing. Proctors may only assist with the mechanics of taking the test. No additional assistance may be given. Proctors should adhere to the following guidelines: 

Make certain that each student is working in the correct test session. 
Prevent talking or sharing of answers. 
Offer a neutral response, such as “Decide what you think is correct and then go on” if a student asks, “Is this right?” Do not suggest the correct answer to the student. 
Inform the Test Examiner if any unusual problems arise. 
Test questions are not to be reviewed by anyone other than the student during the test session, with two exceptions: 
Test Examiners/Proctors administering IREAD-3, as the IREAD-3 Test Administration Manual (TAM) contains test content; and 
Test Examiners/Proctors that are providing read-aloud accommodations. 

· At the End of Testing. Proctors should assist students in exiting the online test session. Proctors should also assist the Test Examiner in collecting test materials, such as any paper/pencil test books, and checking paper/pencil Student Data Grids. 
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