
Test Room Proctors 
San Joaquin County Academic Decathlon 
 
Schedule for the morning: 

7:25 am Check in and report to Orientation Room 
 7:30-8 am Orientation 
 8:00 am Report to your testing room 
 8:15 am First Test begins! 
 
    
Important Information 
 
Before the test: 

1. At the orientation, you will receive a box of materials to get started.   
2. You will be assigned a testing room with 1-2 other volunteers. 
3. You will find a seating chart already made in your classroom.  We will have taped nametags 

to the desks by the time you get there.  The scantrons for each of the seven tests have been 
sorted to fit this seating chart.   

4. It is imperative that you not allow students to move name tags. 
5. Try your best to stay on the Master Time Schedule (copy enclosed.)  In all cases you must 

give 30 minutes for each test.  Time given for directions does not count as testing time.  If for 
some reason you get behind the time schedule, continue to give 30 minutes for each test and 
make up the time at the break and/or lunch. 

6. Two stopwatches will be available per testing room, if you are more comfortable using your 
own wristwatch or cell phone, you may use that instead. 

7. Please write on the board the beginning and ending time.  Verbally inform the students 
when there are 15 minutes, 5 minutes, and two minutes of testing time left. 

8. After you pass out the scantrons, be sure to remind the student to verify their ID, number, 
their name, and type of test (math, music) on each scantron.   

9. If there is an error on the scantron, such as the wrong name, wrong number, or the scantron 
is missing, give the student a new, blank scantron (extra scantrons are included in the room 
box)  have the student write their name, student ID number on new scantron.  Put this 
scantron on the top of the pile when you give them to the runner.   

10. If there is a no-show, write “no-show” across the student’s name only, put it on the top of the 
pile.  All scantrons should be collected, count to ensure you have collected all. Even no-shows 
will be collected. 

11. Have students fill in the front of the test with their name, ID number, signature and date.  Do 
not count this as part of their testing time.  This procedure is especially important on the 
math test since the students will be signing a compliance statement assuring that they will 
clear their graphing calculators before and after the math test. 

 
During the test: 

12. The math test will be the first test, and it is in the box to start.  Student runners will come 
around five minutes before the end of each testing period to collect the old tests and 
scantrons and bring you new tests with the proper scantrons.   

13. Work as a team when collecting and distributing the tests.  One proctor should collect old 
tests and scantrons, while the other passes out the new ones.  Count the scantrons after each 



test to ensure that you have the correct number.  You must move quickly as you and your 
partner have only a total of five minutes to collect and pass out tests. 

14. There is to be no writing after time is up.  Give the command, “PENCILS DOWN ON THE 
DESKS.”  Pencils down will eliminate any possible cheating while you are collecting tests. 

15. The students are allowed to leave the room during the test for emergencies only.  If a student 
must leave the room, only one at a time may go.  If a student asks to go to the restroom 
during the test, you must tell them, “No additional make-up time will be given to complete 
the test.”  Also, all personal belongings must stay in the room while the student is out of the 
room. 

16. Students may not have any electronic equipment on them, including cell phones.  If they 
come in with such equipment, have them either put in under their desk or on the front table 
with the proctors. 

17. Snacks will be provided to all students, coaches and volunteers during the refreshment 
break, however only bottled water is allowed back to the room after break. 

18. The music test is given just before lunch.  During the morning break, you will want to check 
the music player to make sure it is working properly.  Start the music at the beginning of the 
test.  The test is self explanatory, just put the flash drive in and press play, let it run until the 
last listening questions #12 is finished.  Listening to the music is part of the 30 minutes 
given for the music Test. 

19. You will finish the music test around 11:20.  Wait for the runner to pick up the tests, 
scantrons, and then join the rest of the volunteers for lunch.  Make sure to be back in the 
testing room by 12:20 so the runners can deliver the next test.  Students will be returning at 
12:25 to begin the last two tests at 12:30pm 

20. Students will be eating their lunches with their coaches and teams.  Remind the students 
before they leave for lunch that they must be back in the room ready to take the next test no 
later than 12:25. 

21. Watch for wandering eyes.  If you see this occur, please walk over to the student.  Sometimes 
proximity is the best deterrent.  If necessary, whisper a gentle reminder.  Do not make a 
scene, as this will disrupt other students.  If any student is persistent, please have the runner 
inform me.  If you need to reach me on the testing morning, you may call 601-0011. 

 
After the test: 

22. After the art test, please collect scantrons first, then tests.  Take off the nametags from the 
desks and return the box of materials to the Control Room.   

 
 
Thank you for your patience in getting through these instructions and for 

your support of this competition!  We hope you can join us in the  
Large Gym to watch the exciting Super Quiz. 


