2014-15 PSAT
Proctor Instructions

The following instructions are designed to help you prepare and administer the PSAT test.

Before the Test
 
❑ Direct students to the PSAT/NMSQT website with sample questions and test-taking tips:
 	collegeboard.org/psat.

❑ Read the Supervisor’s Manual   

[bookmark: _GoBack]❑ Non-standard test formats for students with an approved IEP and/or increasing the number of standard test booklets, must be ordered by September 26.    
   
❑ Familiarize yourself with the direction changes because of the pre-ID labels. 
1. Begin directions to the student in the Supplemental Instruction sheets, pages 4-5. 
2. Then, go to the Supervisor’s manual, page 10, read sections 7-14.
3. Skip sections 15-19 (bubbling address information).
4. Resume on page 11, center-left side “Certification Statement.”

Test Day

❑ Remove (or cover) any visible educational materials in    the test room that may be related to the test content.

❑ This is a timed test. Display at least one visible clock.
See chart in the box to the right 
Use the Section Timing Chart (pg. 14) to write the start and stop times on the board depending on the exact start time.

❑ Do not allow students to choose their own seats. Assign students to seats randomly and ensure that friends or relatives are not seated near or next to each other. Use the attached sample to create a seating chart, this chart must be retained for 6 months.

❑ Late start – Students on your list who arrive once the administration directions begin, should be directed to the late start room. 

❑ Distribute test materials:
• Give students their answer sheet and test booklet. (Hand each student a test booklet personally. Do not allow students to pass them to one another.) Keep one answer sheet and one test booklet for your use while giving the instructions.
• Make sure no one opens a test booklet until you instruct them to do so.
• Tell students to confirm their name and district ID number on their test booklets because they will be returned to the students when score reports are distributed. (Home-schooled students should write in their State code, 994899 for WA, see pg. 32.)



❑ Read aloud instructions to bubble the answer sheet and all test directions exactly as they are printed in the Supervisor’s Manual. Do not answer any questions from students about the test content.

❑ If copying or illegal communication occurs in your test room, follow the irregularities procedures as outlined in the Supervisor’s Manual pages 22-24.

❑ Post the following information on the white board in your classroom:

• School Code    	4 8 0 3 8 3 
• Today’s Date: 	October 15, 2014
· Time Schedule (see Timing Chart on page 14)
Section
Time
Start
Stop
Section 1
25 min.


Section 2
25 min.


Break

5 min.

Section 3
25 min.


Section 4
25 min.


Break 

1 min.

Section 5 
30 min.





















After the Test Checklist

❑ Collect all answer sheets first and then collect all test booklets. 

❑ Confirm that each student’s booklet has the student name and ID number as you collect them.

❑ Count the materials to make sure you have one answer sheet and one test booklet from every student. Do not dismiss the students until this is verified.

❑ Complete the Supervisor’s Irregularity Report, if
required, as outlined in the Supervisor’s Manual.

❑ Separate and give answer sheets and test booklets to the PSAT SAC at your school.The PSAT School Assessment Coordinators (SAC) for your school are:
Robert Aguilar x6016
Kim Taylor x6025
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