Who Can and Cannot Proctor the TCAP
For 2012 TCAP administration

· All schools are responsible for providing administrative training for all licensed employees who will be a TCAP test proctor and must retain a training sign-in sheet that all attendees sign.
· Boulder Valley’s policy does NOT allow parents to be proctors under any circumstances.  

· A long-term sub may administer the TCAP as long as s/he receives the test proctor training.  School Assessment Coordinators (SACs) are responsible for making sure all test proctors are trained.  This will likely require support from the principal to ensure that the SAC has time to train everyone.
· A test proctor must be a licensed employee who is trained to proctor.  Student teachers may not proctor without direct supervision from the trained licensed employee.
· Paras cannot sign a waiver.  If a para is to administer the TCAP, a licensed educator MUST be in the room the entire time with the para; not just checking in on them periodically.  It is not in the paraprofessional’s contract to administer assessments without supervision.  The licensed educator is there to ensure that the para is administering the TCAP in a standardized manner.
· Any unlicensed employee, including native language tutors and literacy tutors, may not proctor this assessment individually.  A trained licensed employee must lead the proctoring, with assistance from the unlicensed employee.
· If you have a large enough room, two students can be assessed in the same room by their paras with one licensed educator supervising them provided that they are in the same grade and that there is adequate space between them so as not to distract each other.

· Teachers with “Alternative Teacher Licenses” can proctor if they have a teacher license and receive the test proctor training.
· A licensed substitute can proctor the TCAP if they receive the test proctor training and they are working as a substitute within the building.

· Anyone involved in test administration, either coordinating, proctoring, or supporting this process in anyway (i.e., SACs, licensed employees, paras, translators, transcribers) must be trained and sign the school’s training sign-in form.
