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Academic Testing for Students with Disabilities 
Texas State University-San Marcos 

Commons, Ground Level, Room G18 
512-245-7856 (Main Office) 

 

Proctor Procedures 
 
Testing accommodations are provided for students with disabilities through the Academic Testing for Student 
with Disabilities (ATSD) office. As a proctor, you are required to follow specific procedures to ensure the 
integrity of the testing environment.  The following procedures will assist you in meeting your responsibilities. 
Remember that all testing information is private and confidential. 
 
Important Vocabulary To Know 
 

1) FERPA is an acronym for the Family Educational Rights and Privacy Act (also referred to as the 
Buckley Amendment) and is a federal law designed to: Protect the privacy of student education 
records. Establish the right of students to inspect and review their education records. 

 
What does this mean for ATSD?  

 
No identifiable information about the student can be discussed without the student’s permission. We 
cannot speak with their parents about testing. We have to discuss what is going on with the student 
only.   

 
2) HIPAA is the federal Health Insurance Portability and Accountability Act of 1996. The primary goal 

of the law is to make it easier for people to keep health insurance, protect the confidentiality and 
security of healthcare information and help the healthcare industry control administrative costs. 

 
What does this mean for ATSD? 

 
We have to be very careful about privacy and confidentiality. We can only use a student’s first name 
and we cannot discuss their disability unless they bring it up. If a student needs to discuss an issue we 
need to pull the student into an office so we can talk to him or her in private.  

 
3) The Americans with Disabilities Act Amendments Act (ADAAA) is a civil rights law that was 

originally passed by Congress in 1990 (as the Americans with Disabilities Act-ADA) and protects 
individuals with disabilities from discrimination in the workplace, as well as school and other settings. 

 
What does this mean for ATSD? 

 
Accommodations are decided based on documentation from doctors and history of the student. Faculty 
members cannot deny anyone access to their accommodations and we are federally mandated to 
provide this service. However, the students still have to abide by the Texas State Honor Code just like 
any other student. Being covered by ADAAA does not give you a “free pass” it just levels the playing 
field. 

 
4) Confidentiality is a set of rules or a promise that limits access or places restrictions on certain types of 

information. 
 

What does this mean for ATSD? 
 

Any information about a student or a test witnessed at ATSD is kept with strict confidence and not 
shared outside the ATSD office.  
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Training To Be A Proctor 
 
Training to become a proctor will take patience and diligence. While the job itself is not difficult, it does require 
attention to detail, honing your skills, and learning at a very quick pace.  
 

1) Everyone will be invited to two systems: 
a. TRACS - Where you will receive announcements, training paperwork and training videos.  
b. ATSD Testing System – Where you will check your work schedule, request time off and see 

reminders posted. 
2) Several times a semester you will be asked to update or continue your training in some way. 

a. This could include, but is not limited to:  
i. Watching customer service videos and taking a quick quiz. 
ii. Taking a typing test. 

iii. Practicing reading out loud to each other or a recorder. 
iv. Learning about accessible technology.  
v. Cross train how to deliver completed tests.  

b. Since you will be checked on these skills by the ATSD Supervisor throughout the semester, you 
should practice by using free online typing tests or read out loud to become more comfortable 
hearing the sound of your voice. Remember you will be reading from various courses so do not 
limit yourself to only novels. Try reading from a chemistry, accounting, or even a health 
professions book.  

3) You will each learn how to process ATSD paperwork, begin and end a student’s test, and watch for any 
dishonesty that may occur during your shift at ATSD.  

 
Checking Your Schedule 
 

1) The Administrative Assistant III (Tina) schedules tests. Each proctor employed by the ATSD is given 
access to the ASTD Testing System (https://tim.txstate.edu/atsdtesting/Home.aspx).  

2) Schedules are made each week for the week ahead.  Proctors can access their schedule by logging on 
to the ATSD Testing System and clicking on the calendar option. On the days you are scheduled your 
name will appear in teal on the calendar. Click on your name for more details about your shift. As 
students are only required to provide the ATSD with 48 hours notice of their tests, proctors 
should check the online calendar daily for any schedule changes.  

3) The proctor will be notified by email or phone (usually by text) if any late additions or changes occur 
within 24 hours of the scheduled test. However, you are still responsible for checking the schedule 
every day. 

4) When you receive your schedule, please check that you are not scheduled to proctor any tests for a 
course you are currently enrolled in or if you are personal friends with any student testing. If there is a 
conflict, please let the Tina know immediately. 

 
Preparation  
 

1)  As a proctor, you should arrive at ATSD at least 10 - 15 minutes before the scheduled test time. You 
will need to have your students in their rooms and testing by the listed start time. Your role as a proctor 
will vary depending on the student.  You may serve as an observer, reader or scribe. 

a. During busy testing times, there might be two proctors assigned to observe students in the 
monitor room. If this is the case, the test packets may be split between the two proctor’s folders.  

2) Record working time using the time clock and time card located by the copier in the ATSD main office. 
3) Pick-up and wear your name tag found next to the time clock. 
4) Retrieve the test(s) from the ATSD file cabinet located in the main office. Your tests for the day will be 

grouped together and filed under your name. If you are proctoring a regular test and have 2:00 and 
3:00 tests, grab both bundles but be careful to only call your 2:00 tests. The front desk student worker 
or GRA can watch the monitors so you can call your students for 3:00 pm.  

https://tim.txstate.edu/atsdtesting/Home.aspx
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5) Each test will have the Testing Form, which includes: 
a. Student’s name and course information (at the top of the form) 
b. Your name, room and the time scheduled for the test (highlighted in pink) 
c. Special testing instructions and materials allowed for the test (highlighted in blue) 

 
Unless specified, NO other materials are allowed. If the student requests to use scratch paper they may 
NOT use their own paper.  You can offer some paper from the ATSD scratch paper tray located in the 
testing monitor room. If there is a problem, contact Heidi immediately. 
 

6) The Testing Form should note whether a Scantron form or blue book will be needed. If either of the 
materials indicated are not inside the test envelope, please check with Heidi. If no answer form is 
listed, instruct the student to answer directly on the test.  

7) Always display the yellow “Do Not Disturb” or the purple “Testing” hangtag on the doorknob of the 
testing rooms being used to alert others that testing is in progress. 

8) Once you have collected your tests, locate your students waiting in the hallway outside the ATSD 
office.   

a. When calling for students please use only their first name and last initial (i.e. John Q.). 
b. If there are two proctors assigned to observe students in the monitor room, work with each other 

to call for students and begin their tests as soon as possible. For example, the first proctor might 
call students from room G22. Once those students have moved out of the waiting area, the next 
proctor would call a group for G24.  

 
What Students Need to Leave Out of the Testing Room 
 

1) Ensure that students testing store the following items in the lockers at all times: 
a. Backpacks/ Purses 
b. Heavy winter coats 
c. Hats 
d. Notebooks or Notes (unless approved by professor) 
e. Textbooks (unless approved by professor) 
f. Scratch Paper (unless provided by ATSD) 
g. All food or drink, except for bottles water 
h. Cell phones or MP3s (must be turned off) 
i. Tablets or laptops (must be turned off) 

 
PLEASE specifically remind students to turn off cell phones and leave them in their locker. If an 
electronic device makes noise during testing, an ATSD staff member will locate the device and turn it 
off. If any of these items are seen in the testing room, this is considered breaking the Texas 
State Honor Code. Let Heidi know immediately!!  

 
Calling Students Back to Test 

 
1) You should call students into the testing area back by room to avoid any confusion. 
2) At this time make the announcement(s) “No cell phones in the testing rooms.” and “Everything needs to 

go into a locker and the lock needs to be locked.” 
3) Each student will need to place their belongings in the lockers outside Heidi’s office. If a back pack is 

too big or no space is available, the student(s) can set them along the wall.  
a. If students leave their belongings along the wall, please make sure there is still a clear path to 

walk or drive a wheelchair through the hallways.  
b. Students may leave belongings in the monitor room with you or in Heidi’s office if they feel 

uncomfortable leaving their belongings outside the lockers. 
4) All lockers have a lock assigned to them and the proctor will have the key at all times. Once the student 

has placed their belongings inside the locker, they are to close and lock it.  
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5) Once you notice that most of the students have put their belongings away, state your name and what 
room you will be taking your group to. Then re-call your students to help avoid any confusion and 
quickly begin the tests. You do not need to walk each student into their room.  

6) Give the student their testing materials inside the envelope but not the envelope itself or the Testing 
Form.  

7) Fill out an Administration of Academic Test Form which is located in the monitor room. Do not fill this 
form out until after you begin the test. Do not fill this form out if the student is a no show.  

8) If any of your students have not arrived on time, go ahead and have your other students begin testing. 
a. When the missing student arrives, the ATSD staff will direct the student to you.  
b. Do not give your test packet to anyone else. Keep all of your test packets in your possession at 

all times.  
c. If the student does arrive late, please quietly and quickly direct them to the appropriate room 

and have them begin testing. (Do not enter the room with the student as you might disturb the 
others testing. If you need to give the student any special instructions please do so outside the 
testing room.) 

d. If a student arrives more than 5 minutes after the test start time, they will need to reschedule to 
take their test at ATSD with Heidi. 

9) If the test you need is not in the ATSD file cabinet, check with Rachel if it has been received. 
10) Students are not allowed to use their testing time as study time. Students should be ready to start their 

test when they arrive.  
a. Remember to keep your voices down in the proctor room and hallways while tests are in 

progress. Whisper at all times! 
 
Getting Computers and Laptops Ready to Use 
 

1) If your testing form says the student can use a computer: 

a. Rooms: 26, 27, 28, 29, 30, 31, and 33 

i. Log-on before you bring the student to the testing room.  

ii. You will need to use the ATSD log-in information (located next to the computer 

monitor). 

iii. Save all material to desktop and print the document to the ATSD main office. 

iv. Once the test is printed, the student can review it and make changes. 

v. Erase the test from the desktop by placing in the recycle bin and then emptying its 

contents as well 

vi. Log-off the computer. 

 
2) If your testing form says you need a laptop:  

a. The form will indicate which laptop you are assigned. 

b. In the monitor room, in the second cabinet are the laptops. They are labeled Testing # (i.e. 1, 2, 

3, 4, 5, 6, 7 and 8). 

c. Grab the correct laptop.  

d. Make sure the bag has a USB and a power cord. 

e. Log-on to the laptop before you bring the student the testing room and to ensure it is working 

correctly. Make sure to also plug-in the laptops and have the USB out and ready for use.  

f. Save all material on the desktop first and then to the USB. 

g. Have Heidi or Rachel print the test. 

h. Once the test is printed, the student can review it and make changes.  

i. Erase the test from the USB and desktop. 

j. Shut down the laptop. 

k. Return the USB and power cord to the bag. 

l. Return laptop to the monitor room. 
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3) If a student needs to save a document on the USB, please make sure they understand the process 

before having them start the test.  

Serving as a Proctor 
 

1) The entire Testing Floor (Commons Ground Floor) is a cell phone free zone.  
2) We want you to be comfortable when you come to work, but we must also insist that you dress 

appropriately for the office. Standard rule: If you question it, don’t wear it to work. Proctors are expected 
to behave in a professional manner at all times while proctoring.  

3) A proctor should never use their iPod, cell phone or laptop while proctoring unless you have 
special permission from Heidi. A proctor is welcome to read or study while proctoring as long as your 
attention is not taken away from the testing monitors too long.  

4) Whisper when speaking in the testing center to ensure the quietest environment possible. 
5) Immediately after the test begins, complete all of the information possible on the Administration of 

Academic Test Form and the Testing Form. If you do not start a test, do not fill out an Administration of 
Academic Test Form (the yellow ½ sheet). 

6) If a student does not arrive for a test after 5 minutes, complete the Testing Form by writing “No Show” 
in the time started line, and then give the test packet to Heidi.  However, do not fill out the 
Administration of Academic Test Form. 

7) A student must be monitored at all times throughout the testing period. Never leave the monitor 
unattended. If you need to leave the monitor room momentarily, please call the ATSD office to have a 
student worker watch the monitor until you return.  

8) If a student requests a restroom break, please do the following: (In general, a student is not to leave the 
room after they have started a test.) 

a. Note on the bottom of the Testing Form (not the yellow Administration of Academic Test form) 
the time they left and return from the restroom.  

b. If the student is gone for more than five minutes notify Heidi. 
9) If at any point during the test, the student violates the testing environment by using materials not 

approved on the Testing Form, immediately contact Heidi.  
10) DO NOT under any circumstances make a decision regarding a test (i.e. a student says they need 

more time, they have the wrong test, or additional materials are needed) or the testing environment 
without checking with Heidi. 

11) Never allow a student to take a test or any testing materials with them after they have completed 
testing unless it is specified on the Testing Form.  
 

Serving as a Reader 
 

1) The entire Testing Floor (Commons Ground Floor) is a cell phone free zone.  
2) If you are scheduled to be a reader (this will be indicated in the Testing System and on the Testing 

Form), preview the test for unfamiliar terms or names and consult a dictionary regarding pronunciation 
and meaning of the words. 

3) Read the test questions at a pace the student can easily follow, neither too fast nor too slow. Ask the 
student for feedback about the pace, clarity, etc. Your role as a reader is simply to read, NOT to explain 
or clarify questions. 

4) You may define a word that is not related to the subject of the test. For example, if a student asks you 
to define the word schizophrenia on a psychology test, this would be unjustified help. Always consult 
Heidi before defining a word.  

5) Helpful Tip: Bring in some water to drink while you read to help keep you throat from getting dry. 
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Helpful Pronunciations of the Greek Alphabet:  

 
Serving as a Scribe 
 

1) The entire Testing Floor (Commons Ground Floor) is a cell phone free zone.  
2) If you are serving as a scribe (this will be indicated in the Testing System and on the Testing Form), 

you are to write only what the student dictates. Ask the student to indicate appropriate punctuation 
while dictating. You do not need to ask the student to spell every word, but you should ask them to spell 
unusual terms or words related to the specific subject matter. Never edit a student’s work (i.e. correct 
punctuation, grammar, spelling, organization, etc.). 

3) If indicated on the Testing Form, the student may consult a dictionary or use a spell check device. 
4) Helpful Tip: Before you start typing, talk with your student about how they would like to approach the 

essay or problem. Some students like to brainstorm out loud, while others like you to start typing right 
away. Opening up a dialogue with them will help make scribing for your student a smoother process for 
both you and them.  

 
Being Dismissed 
 
If you are assigned to be a reader or a scribe but your student decides they do not need your assistance, this 
is being “Dismissed”. 
 

1) Complete the Testing Form and the Administration of Academic Test form as much as possible, and 
explain to the other proctor present the situation with your student. 

2) Wait 15 minutes to ensure your student does not need your help. 
3) If your student appears to be doing well, then you will give your test packet to the other proctor. 
4) Check in with Heidi to make there are no other needs in the office that you can help fill.  
5) If there are not, you can clock out and leave ATSD. 

 
Breaking the Texas State Honor Code 
 
Most of our students are very honest and follow our policies. However, every now and then student do break 
the Texas State Honor Code. When this occurs: 
 

1) Call in for a second opinion. Call for Heidi or Dr. Ryser to view the screen with you and to watch the 
student in question. 
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a. Never go into the room, address the student or try to “take care of the problem” yourself.  
2) Heidi or Dr. Ryser will make the decision about how to move forward and if the Texas State Honor 

Code is being violated.  
3) If a violation does occur the test will be stopped by either Heidi or Dr. Ryser and the student will be 

spoken with in private.  
4) The proctor who first witnessed the infraction will need to complete the Documentation of Alleged 

Academic Dishonesty form. 
a. This form will give the proctor a chance to write down what they saw and sign. 
b. The student will also write and explanation of what happened from their point of view and sign. 
c. Then Heidi or Dr. Ryser will sign. 
d. A copy of this form is sent to the faculty member. 

5) Heidi or Dr. Ryser will attempt to contact the faculty member to see how to proceed.  
a. If the faculty member cannot be reached the test is stopped and sent back as is. 
b. If the faculty member is reached, ATSD follows the instructions they are given on how best to 

move forward. 
6) If a student challenges a ruling of a faculty member and the paperwork sent by ATSD. If this occurs, the 

proctor who witnessed the infraction may have to testify in front of the Honor Code Council. 
 
After the Test is Finished 
 

1) If a student finishes a test, you see them leave the room and go into the hallway, and look a little 
lost…Get up and help them find you.  

2) If a student finishes a test, is using a computer, but is having trouble printing…Get up and go help 
them. Do not just verbally give them instructions. Have someone watch the monitors if you are alone 
and go help the student in need of assistance. Always be sure to delete the test after it has been 
printed.  

3) Collect the following from the student and paper clip together: 
a. Student’s test 
b. Scantron and/or blue book 
c. Scratch paper used 
d. Formulas sheet or any notes used during test 

4) Write down what materials the student actually used. 
5) Walk with the student to the lockers and unlock their belongings.  
6) At the end of the test, complete the information (i.e. time started and time ended) on the Administration 

of Academic Test Form and Testing Form.  
7) Paper clip the Administration of Academic Test Form to the other testing materials, and place inside 

the testing envelope. 
8) Completely erase the student’s name and test information located along the right edge of the envelope. 

Attach the Testing Form with a paper clip to the outside of the envelope. 
9) Before sealing the envelope have Heidi check to make sure all the testing information is completed 

correctly. If Heidi is not available, then Rachel, Scott or Dr. Ryser can check the completed test.  
10) Once checked, close the envelope, stamp across the back flap with the “Thank You” stamp and seal 

the flap with clear tape. File the test in the top drawer of the ATSD file cabinet under the department.  
11) If no one else is testing: 

a. Return the “Do Not Disturb” or “Testing” hangtag(s) to the testing monitor station  
b. Collect materials borrowed by the student, including pencils, pens, eraser, and calculators. 
c. Turn off monitor(s) 
d. Turn out the light(s) in both the testing and monitor rooms. 
e. Record leaving time on the time card.  
f. Return your name tag. 
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Paychecks: 
 
In order to receive a paycheck you must record your working time at the ATSD office, but also enter your time 
on-line. Pay periods last for 2 weeks (the 1st – 15th and 16th – 30th or 31st) so please enter your time before 
those days. If the time is not entered on-line on time, you will NOT get paid. Below are the instructions of how 
to get started with the on-line system. 
 
SAP Instructions: 
 
Below you will find step-by-step instructions to walk you through the process.  We will verify your time on your 
timecard against SAP.   
 

1) If you have never used SAP before, they will e-mail your password when it is ready. If you have 
any problems receiving your password please call 245-4727  

2) You can access SAP through the Texas State Home Page, look for the option “SAP Portal” on the top 
right of the screen. 

3) You will be asked to enter your username and password.  The first time you enter, it will prompt you to 
change your password. 

4) After logging in, select Employee Self Service (ESS) from the small tabs located on the top of the 
screen. 

5) The next screen will show you the position you currently hold or have held in the past.  Select the 
student worker tab for ATSD or TREC. 

6) The next screen will show you the current week.  From here you will enter the time you have worked for 
each day.  From the drop down menu on the left, select regular wage on the first line.  Then enter the 
number of hours you have worked.  This system works in quarters, so make sure to enter .25 (15 min), 
.50 (30 min), or .75 (45 min) if needed. 

7) You can go to the next week or last week by choosing the desired date on the calendar above. 
8) Once you have entered your time on the one line, press the “Review” button on the bottom left.  When 

you have entered time for that entire week (Monday-Saturday), press “Save and Release”. This 
completes your timesheet for that week. 

9) Always make sure to press “log off”, otherwise the system has a tendency to lock you out. 
 
 
 
 
 
 


