
OAK GROVE – BELLEMEADE ELEMENTARY SCHOOL 
QUARTERLY BENCHMARK TESTING PROCEDURES   

School Test Coordinator  The School Test Coordinator (STC), Mrs. N. Thomas-Jackson is the person 
designated within our school to serve as the point of  contact between the RPS Test Coordinator. The STC is 
also responsible for ensuring that all procedures  required for the Quarterly Benchmark  tests are implemented 
within the school and for maintaining the security of  test materials.   

Test Examiner  As a Test Examiner, you are responsible for administering the Quarterly RPS Benchmark Tests 
according to these procedures and for maintaining the security of the RPS Benchmark test materials. The 
remaining sections of this document provide more specific information about your duties as a Benchmark Test 
Examiner.  These procedures are closely aligned with the SOL Test Examiner so that we can be well prepared 
for the Annual SOL tests.  

Each school is to administer the benchmark test within the window of dates designated by RPS.  Our STC will 
advise us of our school’s specific test dates and times.  The school’s test schedule may allow opportunities for 
make-up sessions to be held prior to the end of the RPS testing period. Each student who is absent for the 
administration of a benchmark test may be given an opportunity to take the Benchmark test on a make-up basis. 
Our STC will provide us with this  information.    

EXAMINER’S CHECKLISTS  Activities Before Test Administration  

1. Carefully read this procedure as well as any additional school directions you have been given.  Resolve any 
questions you might have with your Site Testing Coordinator, our Assistant Principal.   

2. Read the Examiner/Proctor  Affadavit.    When you sign this agreement, you are agreeing to exercise 
necessary precautions and to follow established procedures that will help ensure the security of the content of 
all test materials. You must complete this agreement before receiving any test materials.  

3. Make necessary announcements about testing to students.  For example: “No. 2 pencils are required to fill out 
the special answer sheets.  Answer sheets  will be scored by a machine so it is important that the bubbles are 
dark and within the small circle.  No stray marking on the paper.  The scanner  is very sensitive to marks.  If 
you change your mind about an answer you must erase very well.  The scanner machine may think that you 
have selected two answers and you will not receive any credit at all.  

4. Establish an appropriate setting for test administration.  Arrange for appropriate physical conditions for 
testing. Testing rooms should be quiet, well lighted, and well ventilated. Each student should have enough work 
surface for an open test booklet and answer sheet. Crowding should be minimized and the seating arranged to 
discourage students from copying one another’s work.  You may find it helpful to place a “TESTING: DO NOT 
DISTURB” sign on the door.  

5. Determine the need for Proctors. Testing students in large groups is not recommended because testing in 
smaller groups lessens test  fear and anxiety for the student and facilitates your ability to monitor and control 
the testing session.  However, if it is necessary to test a large group of students, discuss with your STC the 
addition of  Proctors to the testing session.  Ideally, it is best that you supervise the testing of no more than 20–
25 students on your own. If your  group’s size exceeds that, try to arrange with your STC to have at least one 
Proctor with you in the classroom.  If you are the only adult supervising the testing session, arrange  with your 



STC to have another adult within calling distance so that an emergency, such as a student  becoming ill, may be 
handled with a minimum of disruption.  

6.  Assemble all materials needed for test administration . Make sure that an extra supply of soft-lead (No. 2) 
pencils with erasers and scratch paper are available for students to use during testing.  Other materials may be 
required for a test such as a ruler for science and math or a protractor or calculator for math.   

SPECIFIC DUTIES OF EXAMINERS: Activities During Testing  

1  Receiving test materials from your STC  You will receive all materials needed to administer the 
Benchmark  test on the day that the test is to be administered.  Your STC will ask you to sign  an 
Examiner’s/Proctor’s/Affidavit verifying your receipt of the test materials. The purpose of  this document is to 
track the secure materials throughout the test administration period.  Count the booklets and initial the count and 
receipt of your test booklets.  Make sure you have all the materials needed to administer the RPS Benchmark  
test.  

2  Test booklets and answer documents  Each student must read the directions from the test booklet and enter 
her/his answers on the separate answer document in the appropriate section. Students may write on the test 
booklet, but only responses marked on the answer document will be checked/processed.  Remind students 
to handle their answer documents with care, to record their answers with heavy, dark pencil marks, and to avoid 
making extra marks. The answer documents should never be folded, clipped, stapled, or torn.  Have students 
print their first and last name at the top of the answer sheet and bubble by their name on the left side of the 
answer sheet.  

3  Answering students’ questions  Students should have a clear understanding of what they are supposed to 
do. Before actual testing begins, the Examiner must make the test procedures very clear to the students. 
Questions about procedures and sample items should be encouraged so that every student understands the 
mechanics of the test. When responding to questions about test procedures or sample items, you may find it 
necessary to go beyond simply repeating an instruction. Your instructions should help the student understand 
how to record his or her response on the answer sheet.  If a student asks a question during the test, be very 
careful when answering. If the  student’s question refers to the mechanics of testing,  it  can be answered. If the 
question refers to a particular item, the student should be told,  “Read it carefully and do just what it says.”  
Help must not be given on specific items, and no clues should be given about the correctness of a student’s 
answer to a particular item. If in doubt, it is better to say that you cannot respond to the student’s question 
rather than risk violating standard procedures.  

4  Monitoring students during testing  During test administration, monitor the testing process by moving as 
unobtrusively as possible about the room. While you are moving about the room, check that students are 
working on the correct page, turning pages when necessary, and marking their answers properly. If coding 
errors are observed, the class should be told, “Please take a moment to check your work. The number of the 
test question in your test booklet should match the bubble number on your answer document.”  Have 
extra pencils and erasers available in an accessible place. Students are not to have access to dictionaries.  
Examiners should focus their attention on monitoring the testing process during test administration and should 
not spend time reviewing test items.  

5  Handling testing irregularities  If you feel an irregularity has occurred, do not submit the answer document 
for that student.  Discuss with STC as soon as possible and document the irregularity.    



Example of inappropriate activities:   
a) Copying/printing/photographing ALL OR ANY PART of a benchmark test or taking notes 

about the items included on the benchmark is STRICTLY PROHIBITED   

b) All persons are prohibited from attempting to formally or informally score answer sheets.    

c) All persons are prohibited from providing students with the answer to test item(s) and from 
making any suggestion as to how to respond to a test item at any time, whether before, during, 
or after test administration. This prohibition includes provision of cues, clues, hints, and/or 
actual answers in any written, printed, verbal, and/or non-verbal form (including chalkboards, 
charts, and bulletin boards).    

d) All persons are prohibited from changing students’ answers to test items; whether by 
providing hints or clues during test administration, correcting wrong answers during test 
administration, or by erasing or correcting answers or responses recorded by the student.    

e) All known violations of test security procedures shall be reported in writing, signed by the 
person making the report, and reported to the principal.     

Testing Materials  
• a copy of this procedure                                • a supply of test booklets 
• the students’ answer sheets                           • a supply of sharpened soft-lead (No. 2) pencils w/erasers                                                             

• a supply of scratch paper                              .  materials for special accommodations  
                                                                           (blank tape, tape recorder, etc)                            

6  Beginning the testing session  To avoid interruptions during testing, make sure that all students have had an 
opportunity to visit the restroom and to get a drink of water before you begin the testing session. Students must 
not be denied the opportunity to visit the restroom during testing. However, such visits must be supervised and 
students provided no opportunity to interact with other students or access any educational materials.  Make sure 
that all desks are clear of books and other materials not needed for the test.  See that each student has one or two 
soft-lead (No. 2) pencils with erasers.   

Once the answer sheets have been distributed,  SAY: “ Administration of the test may now begin.  Make 
sure that your name is on the answer sheet.  Be very careful with your answer sheet. Do not fold or bend 
it.  Bubble in your name only.   Today you will be taking one of the RPS Benchmark tests - __________.   
I’m going to give each of you a test  booklet. Do not open your test booklet until I tell you to do so.”  
Distribute test booklets and scratch paper.  Ensure that the students also have any materials or supplies required 
for accommodations.   Review the sample problem with class if one is provided with the test booklet.  

Before actual testing starts, make sure the test procedures are very clear to the students.  Questions should 
be encouraged so that every student understands the mechanics of the test.  SAY: “ You should answer all of 
the questions in the test booklet. You may have until ________  to complete this test.   Remember, read  
each question/problem; then answer the questions.  Choose the best answer for each question.  You may 
write in your test booklet, but make sure to mark your answers on your answer sheet. If you decide to 
change your answer to a question, make sure you erase your first answer completely. Mark only one 
answer for each question.  Does everyone understand what to do?  After all questions have been answered,  
SAY: “ You may start working now.  If you should finish before the end of the allotted time, you should 
check your answers to ensure that you get the highest possible score.”  Monitor students while they are 
testing.   



After the allotted time,   SAY:  “ I will collect your materials.   After I have collected your materials, you 
may sit quietly or read if you wish.  I will organize and prepare the test materials to return to the STC.” 
Collect the answer documents; then collect the  test booklets and scratch paper. All items should be collected 
from each individual student, not  passed up or down the rows of desks or seats.   Students should not be 
allowed to discuss the test. Examiners must collect all materials used in testing. Be sure to account for all test 
materials, including test booklets, answer documents and scratch paper before students are dismissed from the 
test session. Test materials must be kept in a secure location.  

SPECIFIC DUTIES OF EXAMINERS: Activities After Testing  

1  Inspecting Answer Sheets  At the end of the testing session you must make sure that the answer sheets are 
undamaged and complete and that they contain all appropriate student information. Careful inspection of the 
students’ answer sheets will help to ensure accuracy.  Ensure that you have an answer sheet for each student 
who participated in the benchmark  test. Inspect all answer documents for improper marks. Marks made with 
ballpoint pen, felt-tipped pen, or hard or colored pencils will NOT be scanned.   All marks are to be read by 
the scanners and must be very dark.   Check all sections of the answer sheet.  Student should remove any stray 
marks prior to turning in their answer sheet.   Scanning machines are extremely sensitive and can sometimes 
pick up stray marks and erasures as intended responses. When a student has made a change, make sure that the 
unwanted response is completely erased.   Remove any extraneous materials or loose sheets of paper.  
Handwritten information (such as name) must be legibly entered in the space(s) provided on the answer sheet.  
Machine-scannable information must be accurately completed with dark No. 2 pencil marks.   Inspect answer 
sheets for damage: no tape, staples, coffee, paint, or other foreign objects or substances can be on the answer 
sheets.  Answer sheets that are NOT in good physical condition (bent corners, folds or wrinkles, clips or staples) 
cannot be scanned by electronic machines. If such an answer sheet is found, the student must transcribe his/her  
answers on  a  blank answer sheet. If such transcriptions are made: verify the accuracy of all transcriptions. 
Print the word “VOID” on the student’s original answer sheet and return it to your STC.  

2  Organizing and Preparing Materials to be Returned to the STC  All test booklets and answer sheets must 
be returned to the STC as soon as possible after the end of the testing session, but no later than the end of the 
same school day on which the test was administered. Arrangements must be made to return all test materials 
to the STC before the end of the day so that they can be counted and locked in a secure location. When you 
return the materials to your STC, you count the booklets in the presence of the STC and then you should initial 
the Affidavit Sheet verifying that you have returned all testing materials.  If it is impossible for you to return 
test materials immediately following the testing session, you must secure all of the testing materials in a 
location that is secure and inaccessible to students.  

3  Preparing the Bundle of Answer Sheets  Stack the used/marked scorable answer sheets, including any 
partially completed answer sheets.   Return three separate groups of materials to your STC.      

Group 1— Scorable Secure Answer Sheets: All completed and partially completed answer sheets.  
  Note: No loose scratch paper should be with the scorable answer sheets.    

Group 2 — Secure Test Materials: all of the secure materials used in the benchmark test session.      

Group 3 — Remaining Non-Scorable Materials:  any cover sheets or folders provided,  unused 
and/or unmarked answer sheets – clearly separating the ones for absent students, damaged answer sheets 
marked  “VOID” . Answer sheets for absent students will be used during make-up sessions.  Complete 
the “Make-Up Sheet” provided by the STC.   Once all materials are in the packaging sequence order, 
return them to your STC.   



  
SAMPLE TESTING SCHEDULE  

           Monday             Tuesday          Wednesday               Thursday               Friday 

            
STC:  Receive 
and count test 
documents   

STC:  Prepare 
folders and test 
kits    

STC:  Create list of 
students needing 
accommodations  

    

TEACHERS:  

Discuss testing 
strategies   

Review Day 
for all testing 
subjects  

Setup 
classroom for 
testing     

FIRST TEST 
DAY  

Language Arts 
Test  

Create makeup 
list and return 
with other test 
materials  

Provide 
teachers with 
preliminary 
results by end 
of day   

SECOND TEST 
DAY  

Mathematics 
Test  

Create makeup 
list and return 
with other test 
materials  

Provide teachers 
with preliminary 
results by end of 
day   

THIRD TEST 
DAY  

Social Studies 
Test  

Create makeup 
list and return 
with other test 
materials  

Provide 
teachers with 
preliminary 
results by end 
of day    

FOURTH TEST 
DAY  

Science Test  

Create makeup list 
and return with 
other test materials  

Provide teachers 
with preliminary 
results by  

    

Make-up test    

Make-up test      

Make-up test    

Make-up test   

Make-up test    

Make-up test   

Make-up test    

Pack-up 
materials    

Transmit materials 
according to 
directions 

    



STC’s CHECKLIST:  Activities Before Test Administration  
1. Carefully read this School Test Coordinator’s Manual, as well as any local directions you have been given. 

     Resolve any questions you might have with RPS.  
2. Assist teachers and Examiners in identifying students who will be tested.  
3. Make certain that suitable testing sites are available .  
4. Schedule all test sessions in your school.  
5. Select Examiners, determine the size of each testing group, and determine whether the use of Proctors will 

     be necessary.  
6. Collect a signed Examiner’s/Proctor’s Test Security Agreement from each Examiner and Proctor.  
7. Receive division overage non-secure materials.  
8. Make sure that teachers and Examiners understand how to complete answer documents for students 

     participating in the test.  
9. Provide information to Examiners. 

10. Receive secure materials from RPS and sign the appropriate transmittal form. 
11. Prior to each testing session, ensure that all Examiners have the materials required for testing.   

STC’s Checklists:  Activities During Test Administration  
1. On each day of testing, check out secure test materials to Examiners and collect all materials at the end of   

      each testing session.  
2. Monitor all testing sessions.  

Activities After Test Administration  
1. After all testing sessions have been completed, verify receipt of all test materials from all Examiners .  
2. Provide Mrs. Burney with scorable materials received from Examiners and she will check all tests and 

provide results to teachers.  
3. Assemble and deliver all scorable test materials to RPS.  
4. Dispose of all other test materials according to directions. 

5.  Prepare and transmit  Affidavits and Test Security Agreements.  


