
Wolverine Testing Center Staff Procedures for English, 
Math, and Social Science Teachers 

 At the end of a day in which you gave assessments, put the students’ names on copies of 
the assessments, along with your name and detailed directions for the proctor regarding 
testing conditions (on each copy, in case these are separated).  These directions may 
include any time constraints, technology constraints (or needs), and what resources 
students can or can’t use (e.g. open notes, open book, etc.).   

 If students have accommodation that can not be met in the lab (e.g. read aloud or test 
alone accommodations), then the teacher that has the student should make those 
arrangements. 

 If the assessment you want students to complete is to be done online, make sure each 
student has a separate piece of paper with their name on it that details the expectations 
for the administration of this assessment. 

 English, math, and social science teachers will put these in the folder with their name on 
it in the Testing Center boxes in their respective workrooms before 8:45 am the next day. 

 The Testing Center proctors and Learning Lab staff for Blocks 1 and 5 will get the boxes 
from the work rooms at 8:45 and bring them down to the Testing Center.  Staff assigned to 
Blocks 4 and 8 will return these at the end of the day. 

 Students who have missed assessments will create an eHallPass to the Testing Center, 
which they will present to their study hall proctor.  The Testing Center will not be open 
during 4th Lunch Shift, so students should plan on going to the Testing Center at the start 
of the study hall period. 

 As students enter the Testing Center, they will sign in, put their cell phones and other 
electronic devices in their backpacks, and leave their backpacks near the entrance of the 
room (similar to the procedures for the SOL or AP exams). 

 The Testing Center proctor will assign them a seat, give them their assessment, read the 
directions the teacher included to them, and, if there is a time constraint, write down what 
time they are starting and what time they must finish. 

 Students taking online assessments must be seated with their backs to the proctor so that 
the proctor can monitor whether students are accessing any additional resources. 

 When students complete their assessment, they will turn it in to the proctor.  If they have 
additional assessments to complete, it is up to the student to decide if they will complete 
them.   (However, proctors should not give students additional long assessments to begin if 
there is not a reasonable amount of time left to complete them.  Otherwise, students will 
be able to see the full assessment, hand it in unfinished, and be able to prepare for the 
remaining elements before coming in days later to complete it). 

 Once students are done completing their assessment(s), they will use the eHallPass to 
return to study hall. 

 


