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School Coordinator Checklist 

Activities Before Test Administration 

 1. Carefully read this Quick Start as well as any local directions you have been given. Resolve any questions you might 
have with your Division Coordinator.  

 2. Create Teacher/Aide accounts in PearsonAccess. 

 3. Determine the division’s online test schedule (number of concurrent tests, number of sessions each day, number of 
available labs/computers, etc.) based on the number of students testing. 

 4. Train Examiners.  

 5. Assist teachers and Examiners in identifying students who will be tested.  

 6. Make certain that suitable testing sites are available.  

 7. Schedule all test sessions in your school.  

 8. Select Examiners, determine the size of each testing group, and determine whether use of Proctors will be necessary.  

 9. Make sure that teachers and Examiners understand that test accommodations are not available for students with 
disabilities, LEP students, and students with documented temporary conditions.  

 10. Create test sessions in PearsonAccess for online students.  

 11. Be prepared to print the Proctor Authorization and Student Authorization Tickets for each test session.  

Activities During Test Administration 

 1. Start online test sessions.  

 2. Before each testing session, ensure that all Examiners have appropriate materials for testing.  

 3. Monitor all testing sessions.  

 4. If necessary, stop test sessions. 

Activities After Test Administration 

 1. Ensure all students’ tests are in a Completed status. Assist with arrangements if additional testing time is needed.  

 2. If applicable, finalize student demographics and test-specific information.  

 3. View summary reports for the school. 

 


