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APPENDIX B 
SAMPLE ANSWER DOCUMENT 

(Page 1 of 2) 
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Appendix B, continued 
SAMPLE ANSWER DOCUMENT 

(Page 2 of 2) 
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APPENDIX C 

DIRECTIONS FOR STUDENT COMPLETION OF DEMOGRAPHIC INFORMATION ON 
ANSWER DOCUMENT IF PRE-ID LABELS ARE NOT USED 

SAY Today you are going to complete only the demographic information for the [Virginia 
Studies, United States History to 1877, United State History: 1877 to the Present, or Civics 
& Economics] test on your answer document in Fields B through D. 

             Before distributing answer documents to students make sure that all desks/workstations are clear of books 
and all other materials.  See that each student has two sharpened soft-lead (No. 2) pencils with erasers. 

SAY I will give each of you an answer document. When you receive it, leave it on your desk. Do 
not write anything on it until I tell you what to do.  Do not fill in any boxes except the ones I 
tell you to fill in.  Some of the boxes may be left blank.  

Distribute the answer documents with the Section 1 side facing up. 

SAY In Field B, find the box that contains areas labeled “Last Name,” and “First Name.” In the 
 area labeled “Last Name,” print your last name in the boxes at the top of each column. 
 Begin in the left-hand column, and write only one letter in each box.  

Give help as needed. When all students have finished, 

SAY Now, in the area labeled “First Name,” print your first name in the boxes at the top of each 
column. Begin in the left-hand column, and write only one letter in each box.  

Give help as needed. When all students have finished, 

SAY Now, fill in the matching circle beneath each letter in your name. Be sure you fill in only 
 one circle for each letter. Does anyone have a question? 

Give help as needed. After students have finished, 

SAY Now find Field C, which is labeled “Date of Birth.” In the area labeled “Month,” find the 
circle for the month of your birthday and fill it in. 

After students have finished, 

SAY The next area is labeled “Day.” In the boxes, write the date on which you were born, 
entering one number in each box. For example, if your birthday is between the 1st and the 
9th of the month, you would write “0” in the first box and the correct number in the second 
box. Does anyone have a question? 

Answer all questions. When everyone has finished, 

SAY Now beneath each box, fill in the circle that has the same number that you wrote in the 
box. 

After students have finished, 

 DIRECTIONS:   If you do not have Pre-ID labels for the Virginia Studies, United States History to 1877, 
United States History: 1877 to the Present, or Civics & Economics test answer documents, and you have been 
instructed by your STC to have students complete Fields B through D before or during the testing session, then 
you should read the following directions to students. 
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Appendix C, continued 

 

SAY The next area is labeled “Year.” Fill in the circle next to “19.” In the next boxes, write the 
last two digits of the year in which you were born. Then fill in the circles for these two 
digits. 

Give help as needed. 

SAY Now find Field D, which is labeled “Gender.” Fill in the circle next to “Female” if you are a 
female or the circle next to “Male” if you are a male. 

Give help as needed. 

SAY      Now look at the back page of your answer document. (Demonstrate.) Find the top two boxes 
labeled “Last Name” and “First Name.” (Point.) Print your last name in the first box. Print your 
first name in the second box. 

Give help as needed. After students have finished, 

SAY Field F, Form, and Field G, Test Date, will be completed during the actual testing session. 
Do not fill in the fields that are labeled with the letters H or I. Do you have any questions? 

Answer students’ questions. 

Collect answer documents and keep them in a secure location until testing begins. 

 

 

 
NOTE: As directed by your STC, Field E, the student’s State Testing Identifier, must be completed by you or a  
             designated adult to ensure accuracy.  
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APPENDIX D 
STANDARDS OF LEARNING ASSESSMENTS 

 
 

SPECIAL TEST ACCOMMODATIONS 

 
Directions: Before testing, the Examiner should become familiar with special test accommodations 
specified in students’ IEPs, 504 management plans, or LEP Student Assessment Participation Plans, and 
coordinate with the STC how accommodations will be met during the testing session. Questions about 
whether accommodations not listed in this manual are permissible should be directed to the STC. 

 
For additional information, refer to the Procedures for Participation of Students with Disabilities in Virginia’s 
Accountability System: 

 
www.doe.virginia.gov/VDOE/Assessment/home.shtml 

 

 
Additional materials required for testing accommodations 

 
Some accommodations require additional materials and supplies for test administration. It is important to 
review students’ IEPs, 504 management plans, or LEP Student Assessment Participation Plans to identify 
necessary materials or devices in advance of the test dates. Examiners conducting a read-aloud administration 
MUST ensure that the test booklets used have IDENTICAL form numbers so that the Examiner and 
student(s) are viewing the same test items. For students who will be using audiotapes that accompany the 
Braille, large-print, or regular versions of a test, they will need tape recorders, preferably one for each 
student. Other students may require magnification aids or a Braillewriter, depending on what their IEPs or 
504 management plans specify. 
 
The school division must supply enlarged copies of the answer documents if they are required by students. 
 
Audiotaping 

 
Some accommodations require that the test administration be audiotaped. These accommodations include: 

 
•      Read-aloud administration (must be recorded or proctored) 
•      Examiner/Proctor records students’ answers for students who must dictate answers  
        because they are unable to mark the regular answer document; or students who respond   
        verbally 

 
For students with such accommodations specified in their IEPs, 504 management plans, or LEP Student 
Assessment Participation Plans, arrange for the test administration to be audiotaped. 

 
Assistance with Directions  

 
The Examiner   may make modifications as needed to the specific directions for administering a test to ensure 
that students taking the Braille, large-print, and/or audiotape versions of the test understand the testing 
procedures. For example, tell students they do not need to read or pay attention to the copyright notice that 
appears in the Braille version and is read at the beginning of audiotapes. 

 
Assistance with directions may include reading directions to students, simplifying directions, clarifying 
directions, or writing directions. The Examiner may simplify directions by restating the directions using 
more familiar or clearly understood terminology. The Examiner also may clarify directions by answering 
questions from the students about the test directions related to the mechanics of the test.  
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Appendix D, continued 

An accommodation may require that the Examiner provide a copy of the directions for the student to  
reference during testing. Directions may be copied from either the student’s test booklet or this manual. The 
directions may be written on the classroom’s dry-erase board or chalkboard, displayed on an overhead 
projector, or copied onto individual sheets of paper. Again, special care must be taken when assisting with 
directions so as not to lead the students to correct responses. 

 
             Interpreters 
 

For some accommodations, interpreters may be required during the testing session. Interpreters are required 
when students’ IEPs or 504 management plans specify that the student needs to have test items or directions 
interpreted by signing or transliteration in order to participate. Interpreters must also sign the School Division 
Personnel Test Security Agreement (Including Examiners/Proctors) (Appendix A). 

 
Interpreting Directions 
 
Assistance with directions may include interpreting the test directions through signing or transliterations. 
Hearing-impaired students who normally communicate in an alternative or manual method may be provided 
an educational interpreter to interpret test directions or to answer questions concerning test instructions or 
procedures. The Examiner must be present for the testing session and read aloud the test directions as 
presented in the manual so that they can be communicated in the alternative or manual method by the 
educational interpreter. The student must direct any questions to the Examiner, and the Examiner’s response 
must be communicated by the educational interpreter. The interpreter should also communicate sample 
questions that are read aloud as part of the test directions. 

 
 
              Interpreting (e.g., Signing, Transliteration) Test Items 
 

An interpreted (e.g., signing, transliteration) test administration must be proctored by appropriate school     
personnel.  The interpreter must be very careful when interpreting the test items so as not to lead the student to 
a correct answer by facial expression or by repeating any part of the test that is not specifically 
requested by the student.  

 
The Test Examiner and the Proctor must verify in writing that the test administration was conducted 
according to the standardized procedures. This written verification shall be retained on file in the office of the 
DDOT until scores are received and verified. 

 
Read-aloud Administration 

 
Students with disabilities or LEP students who have the accommodation of having the test read to them will 
use the same form as other students in their classroom.  Examiners conducting a read-aloud administration 
MUST ensure that the students’ test booklets have IDENTICAL form numbers on the front covers, so that 
the Examiner and student(s) are viewing the same test items. 
 
A read-aloud administration must be recorded or proctored. The taped record of the entire testing 
session shall be retained on file and secure in the office of the DDOT until scores are received and verified. If 
proctored, the Test Examiner and Proctor must verify in writing that the test administration was conducted 
according to the standardized procedures. This written verification must be retained on file and secure in the 
office of the DDOT until scores have been received and verified. 
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Appendix D, continued 

Special attention must be given to the IEP, 504 Management Plan or LEP Student Assessment Participation  
Plan for specific accommodations regarding reading the test aloud. For example, a student’s accommodation  
may require the entire test to be read orally or may require having words, questions, or sentences read orally 
only when requested by the student. In particular, care must be taken to describe graphics without leading the 
student to the correct response. The audiotape provides a taped version of the test instructions and test items. 
A regular-print, large-print, Braille, or regular version of the test should be used in conjunction with reading 
the test aloud in order to provide the student multi-sensory stimulation. Test items must be read in English. 
 
The Examiner  must be very careful when reading the test aloud so that he/she does not lead the student to a 
correct response by intonation or by repeating any part of the test that is not specifically requested by the 
student. Prior to reading aloud a test item, take a moment to review the item so that the answer is not  
inadvertently given to the student. Depending on the content of the test item, you may need to read 
aloud “Broad RD.” as “Broad R-d period.” Similarly, you may need to read the number 3,254 as 
“three comma two five four.” 
  
For more detailed information, refer to the Virginia Standards of Learning Assessments Guidelines for 
Administering the Read-Aloud Accommodation at 

 
www.doe.virginia.gov/VDOE/Assessment/Assess.PDF/readaloudguidelines.pdf 

  

 Transcription of Students’ Answers 

NOTE: Prior approval must be obtained from the STC to conduct a transcription of student(s) answers.  
 

The accommodation for transcribing students’ test responses onto an answer document is only available for 
students as stated in their IEPs, 504 management plans, or LEP Student Assessment Participation Plans. 
A student’s responses to the multiple-choice and short paper components must be transcribed to the 
regular answer document by a school official if the student’s answers were: 

 
•      recorded on Braille paper or on an enlarged copy of the answer document, 
•      dictated to an Examiner/Proctor and audiotaped, or 
•      marked directly in the test booklet. 

 
The transcription must be verified by a second school official to ensure that no errors occurred.  Proctors may 
transcribe or verify the transcription. Other adults in the school can also transcribe responses or verify 
responses without formal training as a Proctor. However, the same individual should transcribe the entire 
response. An alert will be triggered if a response appears with more than one individual’s hand 
writing.  NOTE: The students’ responses must not be altered in any way.  
 
Transcriptions must be completed as soon as possible after the test has been administered. Remember that an 
answer document is considered to be secure once a student’s answers have been recorded on it. Therefore, 
the answer documents must be kept in locked storage when not in use during an actual testing session. 
 
The student’s Braille responses, an enlarged copy of the answer document, or an audiotape of the students 
responses shall be retained on file and secure in the office of the DDOT until scores are received and verified.  
However, the marked test booklet should be returned with all other non-scorable secure materials to Pearson.    

 
 
 

 



 

38 

Appendix D, continued 

 
Using Audiotapes that Accompany Braille, Large-Print, or Regular-print Versions of the Test 

 
NOTE: Only use the audiotape accompanying the Braille or large-print test forms if the student has 
use of an audiotape as an accommodation on her/his current IEP or 504 Management Plan. 

 
Before test administration, check tape recorders to be sure they will work correctly during test administration.        
Check the labels of the audiotapes to see that the subject area and test form number match the Braille, large-
print, or regular-print test booklets.  
 
In each set of specific directions for administering a subject area test, listen for an indication of a NOTE box 
that will advise exactly when to begin playing an audiotape. On the audiotape, the narrator reads the 
directions and the sample questions but does not refer to the answer document or how to enter answers. As 
stated in the manual, the Test Examiner must follow directions and read aloud specific directions to 
the student for audio tests. Students may pause or stop a tape as necessary during the test to follow its 
contents and keep up with the narration.  So that students may stop the tape as they need to, it is best to 
have an individual tape and tape recorder for each student using an audiotape version. 
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APPENDIX E 
Special Test Accommodations Codes 

Content Specific History Tests: Virginia Studies, United States History to 1877, United States 
History: 1877 to the Present, Civics & Economics 

 

 Black squares in either column indicate accommodations that are not available for these tests.  
  

S Unless also identified as LEP, these accommodations are not available for students with disabilities. DO NOT COMPLETE. 
  

L Unless also identified as SWD, these accommodations are not available for LEP students. DO NOT COMPLETE. 
  

• These accommodations are available as needed. 
  

 These accommodations are available to all students as needed. 
  

 These accommodations are NOT available or NOT applicable with online testing.                                                       Revised 08/09 
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A student with an identified disability or identified as limited English proficient who 
has passed an SOL assessment utilizing any accommodation, has passed for all 
purposes. 
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• • • 1 flexible schedule (includes breaks during test and multiple test sessions); for online, breaks during test within 
one school day 

   2 group size 

   3 environmental modifications (e.g., special lighting, noise buffers, use of study carrel) 

• • • 4 visual aids (e.g., magnifying glass, templates to show only one item at a time); for online, large computer 
monitor, screen magnifier 

L • • 5 amplification equipment (e.g., hearing aid or auditory trainer) 

L •  6 large-print test 

   7 assistance with directions (i.e., simplifying or clarifying directions) 

L •  8 increased size of answer circles (e.g., enlarged copy of answer document) 

L •  9 Braille test/Braille answer document 

• • • 10 reading in English of test items (except for Reading test). See # 14 for read aloud on the English: Reading test. 

• • • 11 audiotape version of test items (except for Reading test). See # 15 for audiotape for the  English: Reading test. 

L • • 12 interpreting (e.g., signing, transliteration) test items (except for Reading test). See # 16 for interpreting the  
English: Reading test. 

L •  13 communication board/pictorial presentation 

   14 reading test items in English on the Reading test  
   15 using audiotape version of the Reading test    
   16 Interpreting (e.g., signing, transliteration) test items on the Reading test  

• S • 17 bilingual dictionary   

• • • 18 mark in test booklet or student responds verbally; for online, student responds verbally 

   19 math aids (e.g., abacus, manipulatives) 

   20 large diameter pencil, special pencil, pencil grip 

L •  21 respond by word processor, typewriter, Brailler 

L •  22 augmentative communication device 

L • • 23 spelling aids: spelling checker, spelling dictionary 

   24 tape recorder (pre-writing only) 
   25 dictation in English to a scribe(short paper component only)  

   26 use of calculator or arithmetic tables for grade 3 (and for grades 4, 5, 6, and 7 math computation on the section 
of the test that does not allow a calculator)  

• • • 27 other (must obtain prior approval from VDOE) 

   A Plain English Mathematics test 

• • • B other – nonstandard  
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APPENDIX F 

SAMPLE TEST BOOKLET PACKAGE ASSEMBLY ID SHEET  

 
 

 

     Quantity 
 

 

 
 

Range of 
Security 
Numbers 
in Packet 

Form 
Number 

Level 

Name of 
Test 
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Appendix F, continued (Page 1/2) 

STANDARDS OF LEARNING (SOL) ASSESSMENTS 
2009-2010 NON-WRITING TESTS 

 EXAMINER’S/PROCTOR’S TEST BOOKLET/TEST TICKET TRANSMITTAL FORM/AFFIDAVIT  

Division Name:   School Name:  

 Test  Name:   

Directions 

School Test Coordinators: Use the form on the reverse side to sign test booklets/test tickets out to and in from 
Examiners/Proctors in your school. Provide your division name and school name. 
 

 1.  List each Examiner’s/Proctor’s name in column (1).  
  

 2.  List the number of test booklets/test tickets assigned to each Examiner/Proctor in column (2). 
  

 3.  The Examiner/Proctor should initial the “Out” column (3) when receiving test booklets/test tickets. 
  

 4.  The STC must initial the “In” column (4) when test booklets/test tickets are returned.  
Both the Examiner/Proctor and STC should count or otherwise verify the number of test booklets/test tickets 
distributed before initialing this form. 

 

 5. “EXAMINER’S/PROCTOR’S AFFIDAVIT” 
After testing is completed, have each Examiner/Proctor read the following statements and sign the 
“Examiner’s/Proctor’s Affidavit” column (5) certifying the following: 

  

  a. I administered the Standards of Learning (SOL) Assessment according to the directions in the Examiner’s 
Manual. 

  

  b. I kept all materials secure when in my possession. 
  

  c. I did not conduct any inappropriate test preparation activities with students that would invalidate their 
performance, disadvantage them, or give them an undue advantage over others. 

  

  d. I did not alter students’ responses in any way. 
  

  e. I have read the statements above and understand that I am certifying that they are true by signing the 
“Examiner’s/Proctor’s Affidavit” on the reverse side. 

 
 
 
 
 
 
 
 
 
 
 
 

(Over) 
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Appendix F, continued (Page 2/2) 

STANDARDS OF LEARNING (SOL) ASSESSMENTS 
2009-2010 NON-WRITING TESTS 

EXAMINER’S/PROCTOR’S TEST BOOKLET/TEST TICKET TRANSMITTAL FORM/AFFIDAVIT  
 

Division Name:   School Name:   

 Test Name:   
 
Directions: Numbers at the top of each column correspond to steps listed on the reverse side. 
 

(5) 
EXAMINER’S/PROCTOR’S AFFIDAVIT (1) 

Examiner’s Name  
(Proctor’s Name) 

(2) 
Test 

Booklet/Ticket 
Quantity 

(3) 
OUT—

EXAMINER’S/ 
PROCTOR’S 

INITIALS 

(4) 
IN— 

STC’S 
INITIALS 

Examiners and Proctors are to sign in  
this column only AFTER reading  
statements a–e on the reverse side. 

     

     

     

     

     

     

     

     

     

     

NOTES TO STC:  
1. At the close of test administration, this completed page must be forwarded to your DDOT, who will keep it  

on file. 
2. This page may be photocopied. 



 

43 

Appendix F, continued (Page 1/2) 

STANDARDS OF LEARNING (SOL) ASSESSMENTS 
2009-2010 NON-WRITING TESTS 

CLASSROOM TRANSMITTAL DOCUMENT FOR SPECIAL TEST FORMS KITS  
 

Division Name:   School Name:   

 Examiner’s Name:   
 
Before testing, this form is for use by the STC when distributing Special Test Forms Kits to the Examiners. After 
testing, this form is for use by the Examiners when returning secure Special Test Forms Kits to the STC. 

Directions 

School Test Coordinators: After testing is completed, have each Examiner/Proctor read the following statements 
and sign the “Examiner’s/Proctor’s Affidavit.” 
 

Examiner’s/Proctor’s Affidavit 
 

a. I administered the Standards of Learning (SOL) Assessment according to the directions in the 
Examiner’s Manual.  

 
b. I kept all materials secure when in my possession. 
 
c. I did not conduct any inappropriate test preparation activities with students that would invalidate their 

performance, disadvantage them, or give them an undue advantage over others. 
 

d. I did not alter students’ responses in any way. 
 

e. I have read the statements above and understand that I am certifying that they are true.  
 

Examiners are to sign only AFTER reading  
statements a–e above. 

 
Examiner’s/Proctor’s Signature 

NOTES TO STC: 
1. At the close of administration, this completed page must be forwarded to your DDOT, where it will be kept 

on file.  
2. This page may be photocopied. 
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Appendix F, continued (page 2/2) 

STANDARDS OF LEARNING (SOL) ASSESSMENTS 
2009-2010 NON-WRITING TESTS 

CLASSROOM TRANSMITTAL DOCUMENT FOR SPECIAL TEST FORMS KITS 
 

Division Name:   School Name:   

 Examiner’s Name:   
 
Before testing, this form is for use by the STC when distributing Special Test Forms Kits to the Examiners.  
After testing, this form is for use by the Examiners when returning secure Special Test Forms Kits to the STC. 

  
Kits Received Kits Returned  Regular 

Audio 
Kit 

Braille Kit 
w/o Audio 

Tape 

Braille 
Kit w/ 
Audio 
Tape 

Large- 
Print Kit 

w/o Audio 
Tape 

Large- 
Print Kit 

w/Audio Tape Quantity 
Received 

Examiner’s 
Initials 1 

Quantity 
Received 

STC’s 
Initials 2 

Virginia Studies          

US History to 
1877 

         

US History: 1877 
to the Present 

         

Civics & 
Economics 

         

 1 Before test administration 2 After test administration  
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APPENDIX G   

STANDARDS OF LEARNING (SOL) ASSESSMENTS 

2009-2010 TEST IRREGULARITY FORM 

The Test Irregularity Web Application System (TIWAS) will be implemented during the fall and spring 2009-2010  
SOL Non-Writing Test Administrations. As directed by the STC, follow procedures for documenting and submitting 
test irregularities using the TIWAS. The STC may direct Examiners to use this form or parts of the form to document 
the test irregularity incident. 
Division Name:    Irregularity Number:  
Test Administration: _______________Year:______ Created Date: ____________________By:________ 

 Regular      Term Grad       Exp Retake Student Grade:   
School Name:   Test Type:  Regular        Regular Audio    
No. of Students:     Large Print  Braille 
Test Session Name:   Test Mode:  Paper  Online 

Assigned by TIWAS  
Test Level/Content Area/Subject Form No. with 

Irregularity 
Prompt 

No. Alternate  
Form No. 

Prompt No. 

FOR EXAMPLE:  7 Mathematics M3028    
 3  ______________________________________     
 4  ______________________________________     
 5  ______________________________________     
 6  ______________________________________     
 7  ______________________________________     
 8  ______________________________________     

 Virginia Studies_____________________     

 US History to 1877_____________________     

 US History:1877 to the Present___________     C
SH

 

 Civics & Economics____________________     
 English: Writing_______________________     
 English: Reading______________________     
 Math________________________________     
 Science______________________________     

E
nd

-o
f-

C
ou

rs
e 

 History______________________________     
 
Student Names and STIs (attach list of additional names and STIs): 

1. _____________________________________________________  2._____________________________________________________ 

Description of Irregularity (PLEASE PRINT): 

 
 
 
Submitted to DDOT: YES NO Submitted to VDOE: YES NO 

SIGNATURE: _________________________________________________  DATE: ________________________ 

This page may be photocopied. 
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APPENDIX H 

EXAMINER’S CHECKLIST FOR ONLINE TESTS  

Activities Before Test Administration 

 1. Carefully read this Examiner’s Manual as well as any local directions you have been given. Resolve any questions 
you might have with your STC (Section 3.1). 

 2. Read the Test Security Guidelines and sign the School Division Personnel Test Security Agreement (Including 
Examiners/Proctors) (Section 3.2 and Appendix A). 

 3.     Establish an appropriate setting for test administration (Section 3.3). 

 4.     Verify the use of proctors or need for additional assistance (Section 3.4). 

 5.     Be aware of the alternate test site for students who may not finish their test by the end of the allotted test  
        administration time (Section 3.5).   

 6.    Know how to report test item errors (Section 5.1.8). 

 7.    Know how to handle test irregularities (Section 5.1.9). 

 8.    Be familiar with reading directions for administering the test (Section 3.6). 

 9.    Know how to answer students’ questions during testing (Section 5.1.7). 

 10.  If you are administering tests to students who require special accommodations, become familiar with the  
        accommodations specified in their IEPs, 504 management plans, or LEP Student Assessment Participation Plans. 
        Coordinate with your STC how accommodations will be provided (Appendix D and Appendix E). 

 11.  Prepare students for online testing (Section 4.1). 

 12.   On the day of testing, receive test materials needed for online test session(s) from the STC.  Verify receipt of secure 
        materials by signing the appropriate transmittal form (Section 5.1.1 and Appendix F). 

Activities During Test Administration 

 1.    Understand TestNav™ setup (Section 5.1.4). 

 2.    Monitor student progress (Section 5.1.5). 

 3.    Know how to resume a student’s test (Section 5.1.6). 

 4.     Administer the test in adherence to the specific directions for the SOL Online Virginia Studies, United States History 
        to 1877, United States History: 1877 to the Present, or Civics & Economics Assessment (Section 5.2).  

Activities After Test Administration 

 1. Return ALL authorization tickets, manipulatives, and scratch paper to your STC (Section 6.1). 

 2. Read and sign the Examiner’s/Proctor’s Test Booklet/Test Ticket Form/Affidavit (Section 6.2). 

 3. Inform STC of students absent from testing session to arrange for make-up testing (Section 10). 
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Appendix H, continued 

EXAMINER’S CHECKLIST FOR PAPER/PENCIL TESTS  

Activities Before Test Administration 

 1.    Carefully read this Examiner’s Manual as well as any local directions you have been given. Resolve any  
       questions you might have with your STC. (Section 3.1). 

 2.     Read the Test Security Guidelines and sign the School Division Personnel Test Security Agreement 
       (Including Examiners/Proctors) (Section 3.2 and Appendix A). 

 3.     Establish an appropriate setting for test administration (Section 3.3). 

 4.     Verify the use of Proctors or need for additional assistance (Section 3.4). 

 5.     Be aware of  the alternate test site for students who may not finish their test by the end of the allotted test 
        administration time (Section 3.5).   

 6.     Know how to report test item errors (Section 8.1.7). 

 7.     Know how to handle test irregularities (Section 8.1.8). 

 8.    Be familiar with reading directions for administering the test (Section 3.6). 

 9.    Know how to answer students’ questions during testing (Section 8.1.6). 

 10.   If you are administering tests to students who require special accommodations, become familiar with the  
         accommodations specified in their IEPs, 504 management plans, or LEP Student Assessment Participation Plans. 
        Coordinate with your STC how accommodations will be provided (Appendix D and Appendix E). 
 

 11.   Assemble the materials needed for testing (Section 8.1.1). 

 12.   Understand your division’s procedure for completing the student identification information on the answer documents (Section 
        7.1, Section 7.2, and Appendix C).  

CAUTION: Before you begin testing, verify that you are using answer documents for the 2009-2010 test administration of the Content Specific 
History test that you are administering.  Using the wrong answer documents will result in inaccurate scores and delay delivery of test results.  

Activities During Test Administration 

 1.   On the day of testing, receive test materials needed for the paper/pencil test session(s) from the STC.  Verify receipt of secure 
      materials by signing the appropriate transmittal form (Section 8.1.1and Appendix F). 

 2.    Understand how students should mark the answer documents (Section 8.1.4). 

 3.    Monitor student progress (Section 8.1.5). 

 4.   Administer the test in adherence to the specific directions for the SOL Virginia Studies, United States History to 1877, United States 
      History: 1877 to the Present, or Civics & Economics Assessment (Section 8.2). 

Activities After Test Administration 

 1.     Inspect students’ answer documents for completeness, test form number, damage, incomplete erasures,  
        stray marks, etc. (Section 9.1).  

 2.     Organize secure test materials for return to the STC (Section 9.2). 

 3.     Return ALL test materials to your STC (Section 9.3).  

 4.     Read and sign the Examiner’s/Proctor’s Test Booklet/Test Ticket Transmittal Form/Affidavit or the  
        Classroom  Transmittal Document for Special Test Forms Kits (Section 9.4).  

 5.     Inform STC of students absent from testing session to arrange for make-up testing (Section 10). 
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