2014-15 AP
Proctor Instructions

The following instructions are designed to help you prepare and administer the Advanced Placement (AP) test.

Before the Test
❑ Familiarize yourself with Proctor Duties (pg.29) and:
· Proctoring schedule/ equipment chart. General instructions page 35-37
· General Instructions Part II
· “What Proctors Need to Bring for This Exam” section for each content area you are proctoring
· the start and stop times for test day
· seating chart for testing room (Calc & US History closer seating with scrambled test booklets)
· Incident and Procedures (pg. 52-59)

❑ Read the content area specific exam instructions prior to the test administration day. Only one exam is allowed per testing room.  

❑ Bring a watch, comfortable and ‘quiet’ clothing and ‘soft soled’ shoes.

Test Day
❑ Check in with AP coordinator at 7AM or 11 AM:
· Verify inventory of booklets and student packs
· Collect testing equipment allowed for that day
· Plenty of sharpened pencils
· Pens, when allowed
· Calculators when allowed, paper clips, extra lined paper as necessary, stapler.
· Confirm room logistics:
· Clock visible to students
· Testing location
· Seating arrangements
· Desks facing forward and assigned
· Walls are clear of instructional material
· Seating chart (alpha is not allowed)
· “Testing in Progress” and “Cell phones are prohibited” signs
· Exams that need oral components
· Check calculators
· Silence proctor cellphone only use for emergency.
· Student Testing Materials
· Distribute in the order they appear in bundles.
· Distribute student packets and answer sheets.
· Distribute exam packets, front to back in one row, back to front in the next. 
· Proctor documents
· Attendance list
· Seating charts with assigned location 
· NAR forms
· Sample Exam Packets

❑ As students arrive (apx 45 min before start time):
· Mark present as students arrive
· Collect cell phones; they are prohibited from the testing room
· Direct them to their seats and verify ID
· Place backpacks out of reach
· Store snacks and water under chair
· Indicate where restrooms are located – students may use the restroom one at a time
Cascade High School
❑ Post the following information on the white board in your classroom:

• School Code    	4 8 0 3 8 3
• Today’s Date: 	May ____, 2015
Start _____________	Stop	____________
10 minute break (device use not allowed)
Start _____________	Stop	____________

· Score results in July at: www.apscore.org 
(Home School students use code: 994899)


















Testing Begins (there is no Late Start)
     Between 8 and 9 am or 12:00 to 1pm
1. Begin directions with General Instructions II.
2. Continue with the Content Area Exam Instructions

During Testing 
❑ Within the first half hour, make sure number of student taking an exam and untested number of books equals TOTAL count (pg. 36).
❑ Actively monitor the exam room:
1. Read the exam directions verbatim and collect tests and student packs accordingly
2. Guard against students sharing responses
3. Ensure students are working in the correct section and using correct tools.
❑ Report a perceived incident immediately to the AP Coordinator (see form section for Incident list)

❑ Use of any electronic devices are prohibited.

❑ Snacks and conversation are not allowed.

❑ Before students are dismissed, account for all testing materials 
❑ Staple additional lined paper to open responses. AP number and title only on paper.

After Testing
❑ Collect exam materials in the order distributed.
❑ Return materials to the AP coordinator:
· Recount test booklets 
· Return collected student packs 
· Return all testing equipment allowed for that day
· Mandatory seat chart.
· Completed NAR report for each non-standard exam, including extended time (pg. 85).
· AP labels are affixed to answer sheets, response booklets and tapes or CDs.
· Ensure nothing is left in the room.

Return this binder to the AP Coordinator after your last testing administration
The AP School Assessment Coordinator (SAC) for your school is:
Ros Resch		           Robert Aguilar	
(425) 385-6001 (w)	           (425) 385-6091
[bookmark: _GoBack](425) 770-9044 (c)	           (206) 384-8031
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