PROCTOR’S RESPONSIBILITIES

Proctors shall serve as additional monitors to help the test administrator ensure that testing occurs fairly and uniformly.  A proctor shall be assigned regardless of the number of students being tested.  The principal shall select responsible adults as proctors from community volunteers, school staff, or school system staff.  Proctors must attend a test administration training session prior to each test administration and agree to carry out the duties described.  Prior to each test administration, the proctor must read or review carefully the North Carolina Testing Code of Ethics including sanctions (located in this manual).  During training, proctors may be provided copies of proctor’s responsibilities, the North Carolina Testing Code of Ethics and the Testing Irregularity forms.  Proctors are not to be provided copies of the Test Administrator’s Manuals.

Proctors are expected to work with the test administrator to ensure that the distractions and interruptions during the test administration are minimized.  Proctors may not assist students in choosing responses to test questions.  Proctors shall not, at any time, modify, change, alter, or tamper with student responses.   At no time shall proctors be responsible for reading directions for the test administration to students.  The proctor must remain in the room throughout the entire test administration unless there is an emergency.   Specifically, the proctor is to help the test administrator ensure that:

1. Physical conditions in the room are appropriate for testing (e.g., seating, lighting, temperature, etc.) and order is maintained during test administrations;

2. Test security is maintained at all times; Test Administrator's Manual

3. Materials are distributed appropriately to each student. For example, when applicable, the proctor is to assist the test administrator in making sure that the (a) form letter and (b) color of each student's answer sheet and test book match;

4. Appropriate test administration procedures are followed;

5. Ensure that students are following the test directions, performing the required tasks, and not sharing responses; 

6. Assist the test administrator in following procedures specified in the Test Administrator's Manual in the event that students become off-line when responding to test items on a multiple-choice answer sheet (e.g., students are responding to the test questions and recording their answers in the wrong section of the answer sheet);

7. Appropriate procedures, as directed by the test administrator, are followed when providing accommodations to students with disabilities and students identified as limited English proficient, if applicable;

8. Students with emergencies (including restroom emergencies) during the test administration are assisted; and

9. All testing irregularities are reported to the building-level test coordinator and/or principal no later than five days from the date of the test administration or occurrence using the form located in the back of the Test Administrator's Manual.  
