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Check for proper use of “Do Not Score” Labels. The HSGQE “Do Not Score” label (white with 
a vertical yellow bar) must be applied to:

●● any unused test books that have a student label on them but do not have a box checked in 
the “Teachers Use Only” field;

●● test books that have a crooked label on them (and a new test book has been prepared for the 
student); and 

●● mislabeled test books that DRC should not process.

6	 For those test books with a yellow district/school label adhered, make sure the following bubbles 
are filled in on the test book cover:

�� Student’s name

�� State Student ID number

�� Birthdate

�� Grade

7	 For all test books that are to be processed, fill in any code(s) applicable to the subject(s) in the 
“Teacher Use Only” field on the front cover of the test book. If a student refuses to complete a test 
that he/she has already started, you may still send that test in for scoring. (Do NOT complete the 
“Student Refusal” bubble if you want the portion of the test the student completed to be scored.) 
With the exception of Large Print and Braille, tests will not be scored if any of the bubbles are 
completed in the “Teacher Use Only” field.

�� Large Print

�� Braille

�� Modified administration (not scored): Do not use this code for a modified HSGQE 
Retest that has been approved by EED.

�� Absent— The absent code should be used if a student is absent from school on the testing 
days.

�� Student Refusal

�� Parent Refusal

�� Suspension

�� Invalid

8	 Transcribe necessary responses in a standard HSGQE Retest Form G test book. This includes all 
keyboarded responses. See directions on page 43. It is NOT permissible to insert, adhere, staple, 
or clip a keyboarded response into a test book.
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9	 Review the test books to make sure they are ready for processing. Documents must be free of bent 
corners, folds, and clips. 

10	Remove any loose paper from the test books.

11	 In the event that a student document has a slight tear or a loose or lost page, protect the document 
by enclosing it in a manila envelope within the shipping box(es). Record the booklet’s security 
number and notify your DTC (who will need to provide DRC with this information).

12	Package all used and unused HSGQE Retest test books in the shipping boxes you received when 
the test materials arrived. If you run out of the original shipping boxes, you may use any sturdy 
box to pack the remaining materials.

NOTE: A test book must be returned for each student who attempted to take the test, even if the 
student did not finish the test. Include unfinished test books with the test books to be processed. 

13	Place newspaper or other packing material in the top of each box, if needed, to keep test materials 
immobile during transit. Securely seal the boxes.

14	Return all boxes to the DTC.

15	Destroy all Test Administration Directions, Test Coordinator’s Manuals, scratch paper, and 
other disposable materials. Rulers, protractors, mathematics reference sheets, and writing skills 
checklists may be kept for use in schools after testing.
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Transcribing Responses from Accommodated Administrations 

A test administrator, teacher, associate (building) administrator, proctor, or designated scribe must 
transcribe into a HSGQE Retest Form G test book any responses that cannot be recorded by a student 
into a standard test book. Examples of responses that must be transcribed include those answered using 
a Braille, Large Print, or audio version of the test, as well as signed, oral, or keyboarded responses. All 
responses must be transcribed verbatim into a Form G test book. Transcriber signatures and the date 
must be on the inside front cover of the test booklet in which they transcribed the responses. Detailed 
instructions regarding scribe procedures are located beginning on pages 15 and 16 of this manual.

The transcription must include all mathematical errors as well as errors in spelling, punctuation, sentence 
structure, syntax, etc.

Return any used Braille or Large Print test books with the unused materials to your DTC after an accurate 
transcription has been made into a standard test book. 
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Test Proctor’s Checklists

1	 Announce the test dates and times well in advance of the scheduled 
testing.

2	 Ensure that all instructional materials on display that may lead 
students to answers on the exam (e.g., writing process steps, math 
formulas, number lines, charts, sample student work, six-trait writing 
rubric, grammar guidelines, spelling words) are removed or covered. 
It is essential to create a testing environment that is fair and consistent 
throughout the state; however, each school must use professional 
judgment in determining if the material can be safely removed or 
covered.

3	 Explain the purpose of the test to the students. Answer any questions 
they may have about testing procedures or the use of test results. 
Remember, the HSGQE Retest is a secure test. State regulation 
prohibits duplication of any portion of the test books at any time. 

Read the Test Administration Directions. Be thoroughly familiar with 
all testing procedures. You MAY NOT READ TEST ITEMS aloud, 
silently, or to another individual unless it is specifically required to 
provide a documented accommodation to an individual or student 
group.

4	 Plan the testing to avoid rushed sessions and fatigue.

5	 Check to be sure that you have the following materials:

�� a sufficient number of test books;

�� Test Administration Directions;

�� several sharpened No. 2 pencils with erasers (no mechanical 
pencils);

�� rulers and protractors (provided by DRC); 

�� scratch paper (for writing and mathematics only) (Graphing paper is 
not allowed.); 

�� a “Do Not Disturb” sign (not provided by DRC) for the door of the 
testing room; 

�� a seating chart (suggested); and

�� a list of students requiring accommodation(s)/modification(s).

(Continued on next page)

Test Proctor’s
Checklist #1
Before Testing
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6	 Remove the Classroom Daily Check In-Check Out Worksheet on 
page 51 of the Test Administration Directions to monitor inventory 
before and after testing each day.

7	 Make sure students have an environment free of disruptions whenever 
possible. The testing center should have adequate space, good 
ventilation, and proper lighting.
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Test Proctor’s Checklists

1	 Place a “Do Not Disturb” sign outside the closed door of the testing 
room.

2	 Ensure the orderly distribution and collection of test materials.

3	 If you have not used precode labels and are having the students 
complete the student-identifying information, carefully lead students 
through the process described on page 10 of the Test Administration 
Directions. You may want to use a model on the board to guide them.

4	 Make certain that all students are using No. 2 pencils.

5	 Model for students the correct way to fill in test bubbles so that the 
mark is dark and the circle is filled in completely. Incorrect marks, such 
as the ones shown below, cannot be scored.

�� Walk around the room to check that students are following the 
directions for appropriately darkening bubbles.

6	 Remind students to use scratch paper to plan written responses in the 
writing test and work out problems for multiple-choice mathematics 
items. Scratch paper is not allowed for the reading test.

7	 Observe the “Stop” and “Start” directions and the testing schedule 
suggested in the Test Administration Directions.

8	 Circulate in the test center to make sure students are working on the 
designated content area for the testing day (i.e., day one—reading, 
day two—writing, day three—mathematics). 

Test Proctor’s
Checklist #2
During Testing
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Test Proctor’s Checklists
1	 Collect all test books at the end of each testing session. Before 

dismissing students, count all test books to make sure that all materials 
have been returned. Compare your counts to the Classroom Daily Check 
In-Check Out Worksheet.

2	 Check the condition of the test books to ensure that:

�� the test books are not damaged. If pages are badly damaged (by 
liquid, significant tearing, etc.), transfer student responses and 
identification information into a new test book, and place a Do Not 
Score label on the damaged test. If the document has only a slight 
tear or a loose or missing page, protect the document by enclosing 
it in a manila envelope within the shipping box(es). In an email, 
provide the DTC with the booklet’s security barcode number and 
actions taken. Test books with damaged pages must be returned with 
the testing materials. Document these cases as a testing irregularity.

�� the mathematics reference sheets, writing skills checklists, scratch 
paper, rulers, and protractors have been removed from all USED 
test books whether the student took one, two, or all three subtests. 
Failure to remove these items will delay the processing of 
documents.

�� student responses that have been keyboarded (because of an 
accommodation) are transcribed into a test book. It is NOT 
permissible to insert, adhere, staple, or clip a keyboarded response 
into a test book.

�� Labels: EVERY used test book MUST have a label. If the test book 
does not have a label, IT WILL NOT BE SCORED. A precode 
label or district/school label must be applied to all used test books 
that are to be scored.

●● Precode labels (white with a horizontal yellow bar): If a 
precode label is used, the student information should not be 
bubbled on the test book cover. If the test book has a precode 
label and someone also bubbled in the student information, the 
information from the precode label will override the bubbled 
information. If you notice an error on a precode label, place a 
yellow district/school label over top of it. Make sure to bubble 
the correct student identifying information on the front cover of 
the booklet.

(Continued on next page)

Test Proctor’s
Checklist #3
After Testing
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●● District/school labels (yellow): If a yellow district/school label 
is used, the bubbles on the test book cover must be filled in.

●● HSGQE Retest “Do Not Score” labels (white with a vertical 
yellow bar): the “Do Not Score” label is applied to 1) any 
UNUSED test books that have a student label on them but do 
not have a box checked in the “Teacher Use Only” field, and 
2) mislabeled test books that DRC should not process. Check 
with your DTC if you do not have sufficient HSGQE Retest  
“Do Not Score” labels.

3	 Separate the test materials into the following groups:

�� test books to be processed (including tests that a student may have 
started but was unable to complete);

�� test books with a “Do Not Score” label (white with a vertical yellow 
bar);

�� all unused test books;

�� rulers and protractors;

�� all test manuals; and

�� scratch paper, mathematics reference sheets, writing skills 
checklists, and other disposable materials.

4	 Inventory the materials and record the information on the School 
Security Checklist. Make two copies of the School Security Checklist. 
Forward one copy to your District Test Coordinator (DTC). Place the 
other copy in a box of the materials being returned to DRC. If your 
DTC prepares your materials for shipment to DRC, return both copies 
to your DTC. Retain the original for your records.

5	 Invalidating tests: Tests should be invalidated when student(s): 

�� cheat;

�� mark multiple random responses;

�� copy test items or transmit test items via electronic device; or

�� use reference or support materials not allowed by documented 
accommodations or by the test publisher, such as dictionaries, 
calculators, etc. 

This is not an inclusive list. Check with your DTC prior to invalidating 
any test.

NOTE: Invalid tests will not be scored and the students will not be 
included as participants for the content area test that is invalidated.

(Continued on next page)
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How to Invalidate Tests

�� Invalidate tests by filling in the invalid bubble in the “Teacher Use 
Only” field on the front cover of the test book.

�� Invalid test books should be returned with the other test books that 
are to be scored.

6	 Package all used and unused test books in the same boxes in which you 
received the materials. If you need additional boxes, you may use any 
sturdy box for packaging.

NOTE: A test book must be returned for each student who attempted to 
take the test, even if the student did not finish the test. Include such a 
test book with the test books to be processed.

7	 Return all boxes to the DTC.

8	 Follow your DTC’s directions to determine what you should do with 
all Test Administration Directions, Test Coordinator’s manuals, scratch 
paper, mathematics reference sheets, and writing skills checklists. Some 
districts ask test proctors to destroy them on site; other districts ask test 
proctors to send them to the DTC.
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School/Classroom Daily Check In-Check Out Test Materials
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