2015-16 SAT Associate Supervisor and 
Proctor Instructions

The following instructions are designed to help you prepare for the SAT test administration but do not replace the requirement to read the manual in full.

Before the Test
❑ Read the manual including Section D Proctor in classroom pg. 30-33

❑ Familiarize yourself with SAT instructional script pertaining to your assigned classroom:
· Section E - Standard pg. 34 (aqua - 10 sections)
· Section F - Non-standard pg. 46 (pink - 9 sections)
· Section G - NAR Accomm.pg. 60 (purple - 9 sections)

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

Test Day
❑ Check in with SAT coordinator at 7AM:
Associate Supervisor collects: 
· Test booklets in numerical order
· Copy of classroom roster for attendance
· Blank SIR form
· Request to cancel forms
· “No cellphone” and “Quite please” signs (if not posted)
· Plenty of #2 sharpened pencils
· SSD - Braille, MP3
 
Associate Supervisor and Proctors collect: 
· SAT School Day Testing Manual
· Associate Supervisor and Proctor Instruction sheet with the completed information below:

· Verify inventory of booklets and student answer sheets
· Test booklets should be in numerical order
· Testing equipment allowed for that day
· Confirm room logistics, location and seating arrangements
· Desks facing forward (12 x15 inches minimum surface)
· Attendance list and seating chart
· “Quiet Please” and “No cell phones” signs posted
· Check calculators (see attached sheet)

❑ As students arrive (apx 45 min before start time):
· Verify ID and registration ticket 
· Mark present on attendance roster
· Direct them to their seat
· Collect cell phones; they are prohibited from the testing room
· Place backpacks out of reach
· Store snacks under chair
· Indicate where restrooms are located – if necessary, students may use the restroom during testing but only one at a time




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

• Today’s Date: 	March 2, 2016
• School Code     ________XXXXXX______    
• School Name and City: 
• Room Number:
• #2 Pencils only, no mechanical pencils













Testing Begins 
· Distribute materials in numerical order according to the seating chart. Do not allow students to choose their own seats. Do not seat students in alphabetical order.

During Testing 
❑ Actively monitor the exam room
· Eating and drinking away from materials and on breaks only
· Approved calculators in allowed sections
· All other electronic devices are prohibited at all times
· Ensure students are working in the correct section
· Guard against students sharing responses; no talking during the break
· Read the exam directions verbatim and collect tests and answer sheets.

❑ Report a perceived incident immediately to the SAT Coordinator (use the SIR form if necessary)

❑ Before students are dismissed, account for all testing materials

After Testing
❑ Return materials to the SAT coordinator:
· Recount test booklets and return them in numerical order
· Student answer sheet, separate pile, same order as distributed
· Testing equipment allowed for that day
· Testing room materials report with Serial Numbers
· Seating Chart
· Completed NAR reports for each student with SSD accommodations
· [bookmark: _GoBack]SIR form if necessary
· Testing Staff Agreement
The SAT Supervisor/School Assessment Coordinator (SAC) for your school is:
Name: ___________________________________
Emergency Phone Contact: __________________
Name: ___________________________________
Emergency Phone Contact: __________________
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