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 Hello!

Amy was the Campus Testing Coordinator 
at McKinney North High School for six 
years. In that time, she coordinated all 
state testing (STAAR, TELPAS, ALT2), 
PSAT/SAT School Day, and ASVAB. This is 
her fourth year as the Coordinator of 
District Assessment for McKinney ISD.

acevans@mckinneyisd.net

469-302-7712

Amy Evans
Coordinator of District Assessment
McKinney ISD

mailto:acevans@mckinneyisd.net


 Hello!

Rebecca is in her second year as 
the Campus Testing Coordinator 
for  McKinney Boyd High School. 
She coordinates all STAAR, 
TELPAS, ASVAB, PSAT, and SAT 
testing. This is her first year as an 
SSD/TAA Coordinator for College 
Board and ACT. She has  a masters 
degree in Education 
Administration through Lamar 
University. Prior  to testing, 
Rebecca was a special projects 
coordinator/data analyst for 
Dallas ISD and teacher/coach in 
Allen ISD. 

rbaker@mckinneyisd.net
469-302-3594

This is Leslie’s third  year as 
Campus Testing Coordinator at 
McKinney High School.  She 
coordinates all STAAR, 
TELPAS, ASVAB, PSAT, SAT 
and TSIA testing. This is her first 
year as an SSD/TAA Coordinator 
for College Board and ACT. She 
has  her Master’s in 
Curriculum and Instruction. 
Prior to testing Leslie was an 
Algebra teacher for 17 years.

lgilbreath@mckinneyisd.net
469-302-5707

Lisa is in her 1st year as 
Campus Testing Coordinator at 
McKinney North High School, 
but in her 19th year at MNHS 
and 25th year in education.  
She coordinates all STAAR, 
TELPAS, ASVAB, SAT & PSAT 
testing and is the SSD 
coordinator for College Board 
& ACT. Prior to being the CTC, 
she was the SPED Lead 
Teacher  for 6 years and before 
that taught in the 
self-contained SPED 
classroom and PE. Holds a 
masters degree. 

lsadosky@mckinneyisd.net
469-302-4345

Rebecca Baker
Campus Testing Coordinator
McKinney Boyd HS - MISD

Leslie Gilbreath
Campus Testing Coordinator
McKinney HS - MISD

Lisa Sadosky
Campus Testing Coordinator
McKinney North HS - MISD

mailto:rbaker@mckinneyisd.net
mailto:lgilbreath@mckinneyisd.net
mailto:lgilbreath@mckinneyisd.net


 Hello!

Starla is in her third year as 
Campus Testing Coordinator. She 
began as CTC at Rock Hill HS and 
moved over to Walnut Grove HS in 
its inaugural year. She coordinates 
PSAT/SAT School Day, STAAR, 
STAAR Alt2, ASVAB, CBE, AP and 
weekend SAT/ACT School based 
accommodations testing. Prior to 
testing, Starla was a math teacher 
for 10 years and an international 
flight attendant for 2 years. She 
received her Bachelor of Arts in 
Mathematics and Master of Arts in 
Teaching from Austin College.

smlaxton@prosper-isd.net
469-219-2430

Courtney is in her 2nd year of 
being a Campus Testing 
Coordinator at THE Prosper High 
School. She coordinates PSAT/SAT 
School Day, STAAR, STAAR Alt2, 
ASVAB, CBE, AP and SAT/ACT 
School based accommodations 
testing for a large scale school 
(~3,800 students!). She taught 7th 
and 8th grade English prior to 
entering the testing world. 
Courtney received her Bachelor of 
Arts and Masters of Arts in 
Communication from Auburn 
University-WAR EAGLE! 

cblangdon@prosper-isd.net

469-219-2180

Starla Laxton
Campus Testing Coordinator
Walnut Grove HS - PISD

Courtney Langdon
Campus Testing Coordinator
Prosper HS - PISD

Name
Campus Testing Coordinator
Campus

mailto:smlaxton@prosper-isd.net


http://www.youtube.com/watch?v=rqIGWjJYGhA
http://www.youtube.com/watch?v=rqIGWjJYGhA


~ Anonymous

“The expert in 
anything was 

once a 
beginner.”



Stations
01 02
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STAAR
Bins vs. Binders, Door signs, 
Documentation, etc. 

STAAR Behind the 
Scenes
Displacement, Point people, 
attendance, virtual office, 

STAAR ALT2
Opaque folder, teacher testing 
plan, materials control form, 
seating chart

TELPAS
Student practice, study 
cubbies, good headphones, 

PSAT/SAT School Day
Proctor Materials, Test Day 
Toolkit, Registration, Test 
Day Planning

Hall Monitor Cart 
& Special Touches
The box, the cart, 
responsibilities, make training 
special

#
#
#
#
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STAAR



Bins, Binders, and Bags! Oh My!



Bins
1. Label on front
2. Folder of information
3. Test Tickets
4. Pages (attendance, lunch 

count 
5. Tissue
6. Pencils 
7. Scratch paper
8. Powerstrip
9. Extra Laptop Chargers
10. Pen for teacher
11. Door signs



Binders
1. Label on front or spine
2. Pocket - testing signage 
3. Dividers labeled
4. Agenda
5. Rosters
6. Manual
7. Technology
8. Accomodations
9. Seating Chart
10. Test tickets 
11. Scratch Paper
12. Pencils Pouch (w/sharpener and a note asking 

that pencils come back sharpened and bundled 
- pen for teacher)



Bags
Proctors receive their binders loaded with all 
paper testing materials inside their testing bag 
along with any additionally needed materials; 
headphones, snacks, calculators, etc…

Click HERE to order!

https://www.amazon.com/gp/product/B08DKHHM8C/ref=ewc_pr_img_1?smid=AT9JZYR07RWRG&customId=AAAAAAAAAABEOYNJTfsgR%252F1M7NOmNihjgAAAAAAAAAAjgE7zxME%252F8oU5owRc0EPFlO%252BmMH6Ds8jy0M1xAjuusrzvwRYY2RouhvWSvHa0FWq%252FQgrlKJ7SS3CxtaqZqXi5PeMMi2ZkQDyiyOCyXsCC4Xn%252FGOZXVk3E1GMjWNnleQ29mXSXpOLKaPPomdzGuAJ6PdxMw3DvRnYG3%252Bpkco54GA%253D%253D&th=1


Help Signs/Cups

CupsHelp Signs
Proctors need to be able to get someone’s 

attention
Cups can easily be seen from down the hall



Lunch
Our cafeteria friends are given a 
lunch sheet. They get the sack 
lunches ready, put them in a bag 
and attach the sheet to the bag.  
This makes for super easy 
disbursement. We just lay each 
bag outside each door. 

***Make sure you give cafeteria 
testing dates well in advance! 
They need time to order specific 
sack lunch items. 



How Many Are Left?
Post-its
Post-it notes are added to the bins for proctors to 
use after lunch to help let hall monitors know how 
many are still testing.



Have your “Relocated/ Extra Time” room 
ready to go!

Bin/Binder
Make sure to have an extra bin/binder ready to go 
for those that are relocated after a certain time. 

If you provide paper dictionaries, have some of 
those in there as well!

Have a blank seating chart ready to go.

https://docs.google.com/document/d/1yXvIjLDJy_YPp3yqRha95tgmy0UGR7jf/edit?usp=sharing&ouid=103709591966757991333&rtpof=true&sd=true


Documentation
Pages
We run these reports using Testhound. The colors 
are the same no matter the test (STAAR, PSAT, SAT, 
etc). 

1. 2  attendance (Bright yellow)
● One stays in bin 
● One goes to attendance clerk

2. Lunch count (Salmon colored~ Salmon is food - 
attendance report, just change title and 
replace “absence” with “lunch”)

3. Seating Chart with attached accommodations 
(blue)

4. Technology sign in/and out! (purple)
5. Accommodations (pink)



Test Day Slides
The Test Day Slides go through….

● Student and proctor expectations
● Student instructions for wifi and secure 

browser setup
● Session IDs
● Important Reminders

https://docs.google.com/presentation/d/1QZmfvvJXuloJ_GgtYp8bwVjyDKNPsgsK6mTZnqKAgTo/edit?usp=sharing
https://docs.google.com/presentation/d/1QZmfvvJXuloJ_GgtYp8bwVjyDKNPsgsK6mTZnqKAgTo/edit?usp=sharing


Labels
For all major testing, we make 2 labels.  

● One label for a baggie/envelope for electronics 
(best to use a quart baggie, paper bag, or large 
envelope). 

● One label for a post-it note for the desk. (this 
helps the proctor match test 
ticket/electronics/lunch and helps fill out 
seating chart  (can also travel to relocation 
room)



Command Center
We have a “Command Center” near the testing area where we can do the following:
 
● Teachers come in to check out their bins/binders from the counselor/hall monitor that is 

assigned to the hallway they are testing  (30 minutes before students arrive)

● Manage irregularities and/or emergencies

● Help with technology issues

● Enter attendance

● Manage proctors and test day staff



Check Off Sheet For Proctors

In each bin/binder, we have a 
checklist for the proctors. 
What needs to be done 
before, during and after the 
test.  They initial each task, 
sign at the end, and turn in 
to counselor/hallway 
monitor with their bin

Check Off Sheet/Agenda Example

https://docs.google.com/document/d/1GBZ76vNAa5tXo0Z6lOvOI1ad0W6zGWkEbV4_fh38zhQ/edit?usp=sharing
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STAAR

Behind the 
Scenes



Displacement
We use blanks maps for so 
many things. 

One is to make sure we have 
found a displacement room for 
every class being displaced.

https://docs.google.com/document/d/179OipxyYCY0ZmkM_NDaHiPmaO-1dAR1U-JKD4a8HaBo/edit?usp=sharing
https://docs.google.com/document/d/179OipxyYCY0ZmkM_NDaHiPmaO-1dAR1U-JKD4a8HaBo/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1Dg7tqtRiqQwDS9RCb26r-SsOiOHBXt7TZhQeFIk8mB0/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1Dg7tqtRiqQwDS9RCb26r-SsOiOHBXt7TZhQeFIk8mB0/edit?usp=sharing


Test Day Support Team
Google Doc to capture the duties assigned 
to assistant principals and other support 
people on testing days. It includes items 
such as:
● Attendance, lunches, security, 

displacement, a script for 
announcements,  and who is in charge 
of changes to bells in the building

Test Day Support Team Agenda Examples

https://docs.google.com/document/d/1S9PQ99MC6CCq9NlIbsOQq--NXTpcBxK3PGOFEOtkL2Q/edit?usp=sharing


Test Day Support Team Assignments
Assign the people you trust the MOST to these roles. Do not assign the people you 
do NOT trust to be a proctor in a testing room. These support roles are extremely 
important in ensuring your test day runs smoothly with no irregularities. 



Attendance
As attendance sheets are 
turned into the Command 
Center, the names and ID 
number are added to the Google 
spreadsheet.  House 
secretaries know to start calling 
and finding students right away.  
They call home, emergency 
contact numbers, etc.  They fill 
in everything they know, so the 
command center is in the loop.



Proctor Assignments

We use a spreadsheet when 
telling staff what their 
assignment is for testing.  We 
train EVERYONE.  They know that 
they may not be listed as an 
alternate, but they could be 
called up at any time.



Testing Hub

Emails from the Campus 
Testing Coordinator can get 
buried amongst the 50 other 
emails teachers receive 
each day. We now use the 
Testing Hub so all links are 
located in one area and can 
be easily accessible 
throughout the year. 



Communications
Parent Communication
● We communicate test dates, times, and student expectations 

via weekly parent email and call-outs/text messages
Student Communication (Dec, Spring, and Summer)
● We communicate test dates, student expectations, and 

testing room assignments using Canvas, 3rd period 
announcements, Form Letters from Test Hound, posters in 
the hallways, and ads on the school TVs

Staff Communication
● We are in constant communication with staff regarding 

expectations, trainings, test day role assignments, etc. via 
email (send emails with the read receipt helps so the CTC 
knows the email was opened and read)

https://docs.google.com/document/d/1y83UkPwSgA_2slNTMEIzai_Im3fbDkrDAhtCUlGHw8k/edit?usp=sharing
https://docs.google.com/document/d/1y83UkPwSgA_2slNTMEIzai_Im3fbDkrDAhtCUlGHw8k/edit?usp=sharing


Tester Verifications
Counselors
Counselors are given a list of students to verify the correct 
students are taking the correct test. They sign once they are 
finished for documentation purposes in case an irregularity 
occurs 

SPED/ESL
The SPED and ESL leads are given a list of SPED/ESL students 
to verify the correct students are taking the correct test. They 
also, sign once they are finished for documentation purposes 
in case an irregularity occurs. This process is extremely 
important because these students tend to have schedules and 
credits that are atypical 

https://docs.google.com/document/d/1YKAvXmYhfsIs4K9qR-yP4nFxxmKnRyK9AEhYptjAlb8/edit?usp=sharing
https://docs.google.com/document/d/1YKAvXmYhfsIs4K9qR-yP4nFxxmKnRyK9AEhYptjAlb8/edit?usp=sharing


Accommodation Verifications
SPED/504/ESL
We print out all accommodations through Test Hound and have the 
Sped Lead, ESL Lead, and 504 Coordinators verify the correct 
accommodations are being used for testing. We ask they initial 
each page of the accommodations report for documentation 
purposes. This helps decrease accommodation irregularities

https://docs.google.com/document/d/1TS3utbvX5HLl8vCvcyAQKX4iqHmxV_VtnKaEKko-90I/edit?usp=sharing
https://docs.google.com/document/d/1TS3utbvX5HLl8vCvcyAQKX4iqHmxV_VtnKaEKko-90I/edit?usp=sharing


5 Year Documentation Binder
Using divider labels, 
all documentation is 
added to a binder 
with “Destroy by 
(date)” on the spine.  
Because so much is 
color coded, it is easy 
to flip through and 
find what you need.
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STAAR Alt 2



Opaque Plastic 
Envelope/Folder

Instead of using bins, use opaque 
plastic envelope/folders. They are 
easier to house in the testing prep 
area and easier to carry.  

They can be found on Amazon. 

https://www.amazon.com/JAM-Plastic-Envelopes-Button-Closure/dp/B0058P5YKS/ref=sr_1_1?crid=2D7RLT9GHEGHX&dib=eyJ2IjoiMSJ9.5lQ_-p2ObS4uM4iDp277yKW_58nD-XuAQdYNyMKmNADsCijfNIX0xXCf6YnYpChzn9achIyliW1HvBAPSjcqDeuhS0Xwb8642DM_isPi-ReYk88i-ZwOLVhWQurTXfX_ixl8Cjtaaih_ZI4aLcWI-zWym3lLc9TX3yD0j7-NjfS8wVeYfdEIlmKhD4VRCCk4K6EwFkzDOriFupSzgglg3VWA-OePu6GyNM_hyk_bEJZMjCtTtcFafb7lb-hqxyW8ftHFu0fJ_U0qPmJdMQ_t5Kb0a5Yvif67-vFUY1IUXmM.NsoGKEosTXcYumKtpz4MPRVxPVdJJMqFglZhDiOhJuE&dib_tag=se&keywords=13%22x13%22&th=1


Copy Answer Doc
Make an extra copy of the answer 
document, so the proctor does not 
have to flip back and forth. When 
they turn in test, staple it directly 
over the answer document in the 
back of the test booklet before 
putting in box to return. 



Teacher Testing Schedule Plan

During STAAR ALT2 training, each teacher is 
provided a testing schedule plan. They are to have 
a plan for who they are testing everyday, including 
a back-up student, just in case someone is absent 
or not able to test on the original date.

https://docs.google.com/spreadsheets/d/1Ls53IoxR44SqghzKwHPu234meDayZ8kD/edit?usp=drive_link&ouid=103709591966757991333&rtpof=true&sd=true


Materials Control Form 
& Seating Chart

During testing, utilize one binder to house the 
materials control form, where teachers sign in 
& out materials, and the seating chart. 
However, the teacher will take the seating 
chart with them during testing. 

After testing is complete, these are added to 
your other binder, which is the  5-Year 
documentation binder. 



Print Test Status Code Report
After the test is over, and all students have 
had tests added into the computer, print 
the report and pass out copies to the ALT2 
teachers.  Have them initial their students. 
Highlight master to double check that 
everyone was tested and answers 
submitted. This is especially important, 
since the CTC is responsible for inputting 
the answers.  It is super easy to miss 
someone!!
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TELPAS



Help students feel comfortable
Students who are being tested on 
their ability to speak a language 
tend to be very shy during the 
process.

We found that study carols and 
great headphones help with this 
tremendously.  Students were 
more confident when they felt 
isolated during the testing 
process.  

Privacy Shields
Amazon
20 pack for $119.80

 Headphones with 
microphone
Labsonic LS5750 
Headset with dual 
jacks

https://www.amazon.com/dp/B0772Q738N/ref=twister_B0772VKY5S?_encoding=UTF8&psc=1
https://www.acpdirect.com/Labsonic-LS5750-21P-6-School-Headset-Dual-Plug-with-Single-Plug-Adapter-P7112.aspx
https://www.acpdirect.com/Labsonic-LS5750-21P-6-School-Headset-Dual-Plug-with-Single-Plug-Adapter-P7112.aspx


Student Conferences
We found that as students came to us, some did not know what 
TELPAS was and why they were taking it. We gather them in the fall 
and winter to set goals and take practice tests to familiarize them with 
what they will see.  



Student Conferences

Help students 
understand the 

importance of doing 
their best

Preparing students 
with instructional  
tips and advice on 
best ways to take 

the test

Ensure students 
laptops work, and 

students know how 
to use headsets for 

responses

The Why of 
TELPAS

Test Taking 
Tips and 

Strategies

Secure 
Browser 
Practice

Review students 
previous scores to 
help them look for 
areas to improve

Student 
Score 
Review



TIPS Link

https://drive.google.com/file/d/1gObDrQxavpskvy0rieGi8NdGES6DXCjQ/view?usp=sharing
https://drive.google.com/file/d/1gObDrQxavpskvy0rieGi8NdGES6DXCjQ/view?usp=sharing
https://drive.google.com/file/d/1-x1kbv4Wm0LvEHhSdQ95JBZabCMqSdMz/view?usp=share_link
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PSAT/SAT 
School Day



Google Slides to Save the Day
● There is about 15 minutes 

of “pre-administration” 
for PSAT & SAT School 
Day. 

● We have Google Slides to 
help with this. It also 
includes proctor and 
student instructions.

Test Day Slides 

https://docs.google.com/presentation/d/1W6_ev1y5MUo86Gyezz4W-xvd_g8VmhbWWB8Zvb6gmeE/edit?usp=sharing


Digital Readiness Check
All students must complete the Digital Readiness Check prior to testing to ensure their device will work with the 
Bluebook testing platform. The check usually takes one full class period. This allows students to: 

● Create a College Board account if needed

● Check their device in the Bluebook testing platform

● Complete the Pre-Administration (this can be done quickly on test day as well)

● Preview a test and practice utilizing the different tools provided

      Resources
Digital Readiness Check Instructions Slides

              Digital Readiness Check Step-by-Step Click Sheet

https://docs.google.com/presentation/d/178YDEMVkRjdqfQ6ZDwqB2LqT1ShfApUOQob3T09HWYc/edit?usp=sharing
https://docs.google.com/document/d/1J7CSTaU8hyA-_D8j3mwpBcjeOtzHNhE6PKoNOihnkNU/edit?usp=sharing


Test Day Toolkit/Registration Suite
CTCs manage registered students 
and staff by assigning rooms, 
proctors, hall monitors, checking 
accommodations, reporting 
irregularities, and printing test day 
sign-in tickets

Proctors use the TDTK in place of the 
old paper manual (check-in students, 
read the directions/provide students 
the classroom and start codes, 
monitor student progress, ensure 
students have submitted etc)



Attendance, Lunch, Tech, Etc. 

We treat PSAT and SAT 
School Day almost exactly 
the same as STAAR. We use 
the same attendance, the 
same lunch count, the same 
technology. We keep things 
as consistent as possible.   



Students must leave their screen open at all times even after they have finished a 
section! The proctor must be able to see their screen. Students may only shut their 
device once they have completed and submitted the ENTIRE test.  

If students come back from their 10 minute break late, the amount of time they are 
late will be deducted from their time for the next section of the test. 

Testers will finish at different times so remind students to be as quiet as possible so 
they do not disturb others

Remind students to pay attention to the amount of charge their device has. 
Powerstrips should be provided in case students need them. 

Helpful Student Reminders



Helpful Student Reminders
Students must leave their screen open at all times even after they have finished a 
section! The proctor must be able to see their screen. Students may only shut 
their device once they have completed and submitted the ENTIRE test.  

If students come back from their 10 minute break late, the amount of time they 
are late will be deducted from their time for the next section of the test. 

Testers will finish at different times so remind students to be as quiet as possible 
so they do not disturb others

Remind students to pay attention to the amount of charge their device has. 
Powerstrips should be provided in case students need them. 
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Hall Monitor Cart & 

Special Touches



Hall Monitor 
Cart

These carts are vital 
for testing. They hold 
all of the things and 
are easy to move 
around. They are not 
too tall.  We have 2 in 
the CTC closet, 2 in 
the front office, and 
just about each 
department has one.  

Link to purchase cart

https://bit.ly/testingcart


Box on the hall 
monitor cart

The box goes on the cart and contains all 
the little things needed for testing day:

Extra “Do Not Disturb” signs, extra 
manuals, tape, pencils, band aids, 
feminine pads, notepad, pencil sharpener, 
hand sanitizer, mints, etc…   



Hall Monitor Responsibilities
The hall monitors (possibly counselors, team leads and/or 
instructional coaches) are responsible for a set of rooms.  
As people finish, the proctors put out a sign that their 
bin/binder is ready to be turned in and that testing has 
been completed in their room. 

After everything has been picked up, hall monitors take 
the carts back to the testing closet to inventory.



Treats, Encouragement & 
Fun! 

If someone tells you they like STAAR training AND giving a test, 
buy a lottery ticket. That NEVER happens, so, as Mary Poppins 
always says, “A spoonful of sugar helps the medicine go down!” 

Try to have  a theme for every training or a treat to offer. It’s 
these special touches that help ease the pain of training.



We Need S’more 
Teachers 
Like You

With this theme, we actually had so many 
treats that were S’More theme. We had 
cereal, cookies, and of course S’mores for 
everyone to take with them. The training slide 
deck was full of s’mores and camping. We 
even had a diffuser with “Campfire” smell.



Picture Perfect
So much popcorn and movie candy 
at this training.  We borrowed a 
popcorn machine and teachers 
walked down the hall to the smell of 
freshly popped popcorn!



“Cerealsly Glad You’re Helping with 
______”

The cafeteria is a great place 
to go get milk.  The cereal 
boxes were wrapped with cute 
twine, a note, and a spoon. 



Silly Putty
This one was a little expensive, 
but teachers LOVED IT!!  These 
were put inside the testing 
bin….



“Donut” what I’d do without 
you!

Some people think donuts are just for 
mornings, not true.  Teachers love donuts 
anytime!  Donuts were inside individual 
bags and tied with this tag. 



Commit“mint
”
This poster was with the minty 
goodness to choose from: 
mints, gum, York Peppermint 
patties, etc. 



You’re the balm
Takes some planning! 

Order mass quantity and add a 
label or a tag with it.

Great for winter months. 



You’re All That 
& a Bag of Chips !

These were taken straight 
from Pinterest!

Easy breezy and everyone is 
always hungry! They deserve 
a treat too. 



Bubble Pop!
During TELPAS training 
everyone received some 
bubble wrap!  This was fun & 
everyone got a good laugh! 



You ROCK
We put these inside the bins 
one year.  Something a little 
different. 

A stress ball could also be 
used! 



Orange you glad? 
2 or 3 of the cutie oranges in a bag 
tied with this tag.  Or, could put a 
poster with this cute saying with a 
bowl full of small oranges. 



You’re going to make ____ pop!
Teachers loved this one. Popcorn for 
them to eat at the training, and some to 
take for for later.



You warm my heart!
It was November and we were 
training for December STAAR.  
Homemade hot chocolate with 
all the toppings was a HUGE 
hit!  



2022-2023 Playbook - 
football theme

A “football” theme for trainings was 
used throughout the year.  

Artificial turf, foam numbers, all the 
things.  



2023-2024 Camp Guide

Camp theme was used 
last year. Re-used the 
artificial turf from the 
year prior. Then, added 
lanterns, s’mores, pine 
cones, etc…



Join TSNAP!

https://tsnap.org/default.aspx


Thank you!



http://bit.ly/2PfT4lq

