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Preparation for Test Administration Checklist



	Administrative Guidance:  Use the following checklists to assist in the preparation for test administration. 

	Administration

	1.
	Have you read the Test Administration Instructions (TAIs)?
	

	2.
	Is there an alternate location in case of inclement weather, or other test site problems?
	

	3.
	Have you arranged transportation for students, equipment, etc.?
	

	4.
	Has test site been scheduled?
	

	5.
	Has test been announced?
	

	6.
	Are students aware of additional requirements, e.g., bring textbooks, special equipment, etc.?
	

	7.
	Are answers to all administrative questions available?
	

	8.
	Have all administrative questions been answered?
	

	9.
	Do you have enough of the following:
	

	
	· Tests, including alternate and parallel?
	

	
	· Answer sheets?
	

	
	· Scratch paper?
	

	
	· Pencils/pens?
	

	
	· Templates, charts, and maps?
	

	10.
	Have all copies of the test been checked for marks and printing errors?
	

	Test Site

	11.
	Have you prepared the site?  (Seating? Covered maps, globes, bulletin boards?)
	

	12.
	Are there enough test stations for a performance test?
	

	13.
	Is there enough equipment for the test?
	

	14.
	Is there enough equipment at each station?
	

	15.
	Are there instructions for zeroing/restoring equipment?
	

	16.
	Is area clean to prevent cueing of later students?
	

	Personnel

	17.
	Do you need more than one test administrator?
	

	18.
	Is there enough qualified test administrators, including alternates?
	

	19.
	Do any test personnel need training?
	


1
1

