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Does testing season feel
 like this picture sometimes? 



THE BRAINS



Know your dates

Training materials

What rooms are you using?

What are your seating

challenges?

Who will be where? 

Organization

Get campus admin involved

MANY LOGISTICS OF TESTING



Test dates can guide when you need to do

your trainings. 

Once you’ve set your dates, let your

faculty/staff know ASAP. 

Consider how you want to approach your

annual securities and procedures training, as

well as your subject specific trainings. 

We’ve done themes in the past:

May the Force Be With You

You’re a STAAR

Rock the STAAR

KNOW YOUR DATES



Have an agenda or bulleted list of

items that you will be covering for

your trainings.

Here is an example of the training

material we’ve used in the past.

A lot of teachers will make

notes on this and put in their

test administrator manual,

which is a great strategy! 

TRAINING MATERIALS



We make a spreadsheet with room numbers and teacher names. 

We ask our teachers to fill in their desk count. 

If they have desks and tables, they use the notes column to

describe their layout. 

This helps us know what rooms are best for small group and other special

circumstances, as well as “normal” testing rooms. 

KNOW YOUR ROOMS



Once you have your designated rooms,

you can start placing students. 

Our school district uses TestHound

and it is very helpful and user friendly. 

Things to consider: 

Is every student on your campus

testing? 

If not, where will they go?

Are all of your students with

accommodations appropriately

placed? 

WHO AND WHERE?



We use folders to share

campus testing

information, procedures, 

and supplies. 

GET ORGANIZED























Schedule a time to meet with all of your admin

and go over logistics. 

Admin can help set testing day schedule,

lunch schedule, as well as reinforce

campus testing and expectations to

faculty and staff. 

COMMUNICATE WITH ADMIN



COMMUNICATE WITH ADMIN

Discuss “test day jobs” that admin can do to

help out. 

Ex: Our principal will create the schedule

for the day and disseminate it to our

faculty.

Monitoring rooms on test day



THE HEART



Consider your special populations

and their needs

Text to speech and content and

language supports users should

practice on the online platform

before testing. 

Supplies needed for students

Pencils

Phone collection plan (post-its,

paper bags, labels -- oh my!)

STUDENT NEEDS



STUDENT NEEDS



New teachers need extra guidance

Give them confidence to say

“Put me in coach, I’m ready!”

“Specials” teachers training

Accommodations pages and

what to expect student

testing to look like

Hallway and Bathroom Monitors

Expectations and procedures

TEACHER NEEDS



New teachers need extra guidance

Give them confidence to say

“Put me in coach, I’m ready!”

“Specials” teachers training

Accommodations pages and

what to expect student

testing to look like

Hallway and Bathroom Monitors

Expectations and procedures

TEACHER NEEDS



THE COURAGE



Day before Testing

Classroom checks

Materials covered, all items put away,

chairs/desks facing the same way. 

Overall tidiness and ability to actively

monitor

Getting buckets ready

Folders

Accommodations*

Tickets

Rosters

Seating Chart

Passes - bathroom/teacher 

Other materials (reference charts, etc)

EAT YOUR WHEATIES



EAT YOUR WHEATIES
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EAT YOUR WHEATIES

SESSION #1111111



EAT YOUR WHEATIES
Testing Day

Be sure to put on (comfy)

problem solving shoes!

Communicate clearly with

admin on this day

Monitor your hallways

Where late testers need to

go

Lunch schedule

Testing dismissals

Expect the unexpected and

have your DTC on speed dial!



FOR WHAT YOU DON’T KNOW

Even the best, most organized

testing coordinators can’t plan for

a technical error.  If you have the

luxury, you may want to coordinate

your testing dates with your IT

department and schedule to have

an IT specialist on campus. 



THE
COURAGE
TO 
REPEAT



ANY
QUESTIONS?


