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BCS Building Test Coordinator/Test Supervisor Responsibilities 

 

Responsibilities with respect to the Student Assessment Program:  

 

1. Serves as liaison between Test Administrators/Room Supervisors and the System Test Coordinator. 

2. Attends all appropriate training sessions concerning the Student Assessment Program. 

3. Conducts training sessions for Principals, Test Administrators/Room Supervisors, and Proctors. 

4. Works closely with the Test Administrators/Room Supervisors and Proctors to provide needed 

information and to coordinate procedures and schedules. 

5. Keeps on file documentation of training activities including attendance records. 

6. Maintains strict test security before, during, and after testing sessions and accounts for all testing 

materials. 

7. Ensures all testing materials are securely stored.  Test materials must be stored behind a separate 

locked door or in a locked cabinet.  

8. Assists the Principal in planning and implementing pre-assessment activities. 

1. Assists the Principal in assigning the Test Administrators/Room Supervisors and Proctors to 

appropriate testing rooms.  Building Test Coordinators also work to establish Testing Schedule for 

classes to take District Benchmarks assessments. 

9. Ensures that each testing location is suitable. 

10. Receives and returns all testing materials to the System Test Coordinator. 

11. Counts all testing materials received from the System Test Coordinator and signs the appropriate 

system-level distribution and collection form which is required for receiving and returning testing 

materials to the System Test Coordinator. 

12. Counts, assigns, and distributes testing materials to each Test Administrator/Room Supervisor and 

completes and signs the appropriate building-level distribution and collection form to account for 

materials distributed and collected each day of testing. 

13. Distributes testing materials for the exact number of students being tested in each setting.  The 

directions for completing demographic information and all subtests do not require the use of a test 

booklet or answer document for demonstration purposes. 

14. Distributes materials including scratch paper, rulers, and reference pages, if used, and collects 

materials including scratch paper, rulers, and reference pages, if used, from Test 

Administrators/Room Supervisors daily. 

15. Shreds scratch paper, if used, daily. 

16. Monitors compliance with the assessment schedules and procedures. 

17. Works with System Test Coordinator, Principal, Test Administrators/Room Supervisors, Test 

Accommodations Coordinator, and Proctors regarding questions and emergency situations that arise. 

18. Reports testing irregularities immediately to System Test Coordinator and Principal and works with 

System Test Coordinator and Principal regarding such irregularities. 

19. Inspects answer documents for the completion of demographic information.  

20. Keeps on file a record of daily attendance, rosters, and seating charts. 

21. Reviews and files a roster of students receiving testing accommodations and copies of 

accommodations pages. 


