DRAFT St. Louis Public Schools (SLPS)

Building Testing Coordinator (BTC)
Job Description (as of May 21, 2019)
As the liaison between the Assessment Department and the School Building, the Test Coordinator should possess the following qualifications/qualities:
· Full time SLPS employee

· Responsible

· Detail oriented, organized and able to delegate responsibilities 
· Reliable and effective communicator

· Capable of presenting professional development and providing training for staff

· Works well with the Principal and the AIC

Test Preparation

1. Attend all testing coordinator meetings and share the information with your building administration and staff.
2. Notify parents about upcoming testing schedules.

3. Prepare a testing schedule for the building.

4. Coordinate testing schedule for children with IEP’s with SPED staff and SLPS Staff.

5. Conduct an in-service training session with building personnel who will administer each major test.

6. Ensure that the Board approved Testing Security Policy is implemented and adhered to in the building.

7. Ensure that testing occurs within the testing window designated in the Board approved testing calendar.

Test Handling/Administration

8. When and where appropriate ensure online testing materials, logins and passwords are secure for all testing students.  For paper and pencil testing, immediately upon receipt of purchased test booklets, ensure they are counted and the number of booklets received recorded for each level and form (see testing inventory sheet included in the boxes of materials).  
9. Ensure that answer documents or online accounts are pre-coded accurately and appropriately.

10. Coordinate practice-testing administration when appropriate.

11. Monitor test administration in classes.

12. Ensure all secure testing documents such as logins and passwords, answer sheets and test booklets are collected from test proctors and monitors immediately following the testing session or after the last testing session for other non-state mandated assessments.  Where appropriate and required, ensure that all the testing materials are counted and organized as directed by the test administration guidelines to be sent back to the District Test Coordinator for scoring or processing.  Secure testing materials, including logins and passwords, are not to be sent through interoffice mail or emailed.  All secure materials received are returned.
13. Coordinate make-up testing.

14. Ensure that all online/paper-pencil student information and necessary processing documents are checked for accuracy and completion.

15. Report any breaches of testing security to the District Testing Coordinator, Dr. Bertha Doar.

NOTE: 
· Building Testing Coordinators (BTCs) shall be identified in writing each year by the school principal.

· Test results are sent to the Building Principal.  
· BTC’s are only responsible for items in the District approved Testing Calendar.   

· BTC’s have complete building responsibility for overseeing district-wide assessments in the Assessment Calendar.

· BTC’s may be asked to help teachers/building staff with testing procedures as needed.
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