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Test Administrator Checklist

Before Assessment Day

· Meet with the school contact to review assessment logistics. 
· Review information found on the PCAP administration website. 
· Read and familiarize yourself with the Assessment Script.  
· Install the PCAP LockDown Browser with the school contact and IT specialist (if available). 
· Optional: Run the Practice Assessment with students to familiarize everyone with the assessment format. The school contact may choose to attend this session, as well.

On Assessment Day

· Arrive about an hour before the assessment session to set up the room and the devices with the help of the school contact and IT specialist (if available). We recommend launching the PCAP LockDown Browser in advance for students.
· Place a Student Login Form in front of each corresponding device. 
· Log in each student on their device using their credentials OR ask students to log in using their credentials shown on their Student Login Form.
· Follow the Assessment Script and read the designated sections word-for-word to students.
· Supervise the assessment and questionnaire sessions.
· Complete the online Student Tracking Form, and confirm with the school contact whether a makeup session is needed. 
· Collect all assessment materials and inform the school contact that the session is finished. 

Immediately After the Assessment

· Review the online Student Tracking Form with the school contact to ensure it is filled out correctly. 
· Wait for verification of completed documents from CMEC. 
· Once verified, shred all PCAP documents: Student Tracking Form, School and Teacher Questionnaire Tracking Form, Student Login Forms, and the Assessment Script.
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