
Guidelines for Proctoring Your Student's 
Assessments 

A proctor is an adult at the remote location (that is, with the student taking the test) who 
supervises the student during the test. This document provides some general guidance to help 
you prepare ahead of time so that the testing session will be as successful as possible for the 
student.  

The purpose of testing is for the student to show what they can do on their own and also to see 
what they need to learn. Please do not help the student answer the questions. For example, if 
you think that the student could answer better if the question were asked differently, or if they 
were given a hint, DO NOT try to help in this way. Part of what makes testing valuable is that it 
is done in the same way for all students.  If the student asks if they were right or wrong, it is 
acceptable to say things like “Nice work!” or “You worked hard on that!”   
Prepare the space 

§ Find an area where the student can sit comfortably with their computer/device in front
of them and see the screen clearly.

§ Choose a location without distracting sights and sounds (such as TVs or loud
conversations).

§ Make sure that the lighting does not create a glare on the computer screen.
Prepare the student 

§ Make sure the student is well rested, has eaten, and gone to the bathroom before the
test.

§ Encourage the student to do their best work.
§ Explain to the student that you will be supervising the test.  Tell them that you cannot

give them answers or clues.

During the testing process, follow these guidelines:
  DO: 
§ Monitor the student throughout the test.

• Make sure your student pays attention and continues to take the
tests.

• Only use the accommodations allowed.
• Scratch paper is allowed.
• After each test is over, tell the teacher anything you think they

should know.
• If the test ends early or becomes locked inform the teacher to

unlock/resume the test.
DON’T: 
§ Restate directions to the student. The only directions should come from 

the teacher.
§ Provide answers or clues to the answers. Clues can include pointing to an 

answer, covering up wrong answers, giving reminders, or looking directly 
at the item.

§ Give indication to the student whether their response is correct or incorrect 
(e.g. nods, sounds, smiles).




