Arizona DECA Online Testing Proctor Verification Form

Arizona DECA is committed to maintaining the highest level of integrity in our competitive events system.  To ensure that the proper procedures are followed and the online testing portion of our competitive events system is administered according to these high standards each chapter is required to return a signed copy of this form demonstrating their compliance.  Please bring this signed form with you to the conference and submit when you pick up your registration materials.  Chapters who do not return a signed copy of this form will have their students’ online testing scores invalidated.  Only a chapter advisor or school official can serve as proctor.  Parents, alumni, and non-school officials are not allowed to proctor the exam.
As a proctor you agree to maintain vigilant supervision of the exam room at all times during testing. Examinees are only permitted to leave during the exam in the event of an emergency or when absolutely necessary. Only one person is permitted to leave at a time. Candidates with diabetes or other eating/snacking schedule needs must be accommodated.  The exam must be completed in one sitting and no more than 60 minutes will be allowed to complete the exam.  The proctor must move throughout the room during the exam and view the computer screens of all students on a regular basis to ensure that students have not opened any other program or internet browser window/tab other than the one directed to www.answerwrite.com/deca/az/ where they are taking their exam.  Sitting at the front of the room for the duration of the exam is not sufficient for a proctor to fulfill their responsibilities.
Specific guidelines that you must take active steps to ensure are followed by each student taking an online test:

All DECA online exams must be administered in a proctored environment on school grounds.  A student may not, under any circumstances, take an exam un-proctored and/or away from school property.  Taking exams at home is strictly prohibited.

Scratch paper is not needed, but it is permitted. If requested by a student, it may be supplied by the proctor. If scratch paper is issued, it must be supplied blank, and must be returned at the conclusion of the exam. 

No conversation among participants is permitted. The proctor is not allowed to provide interpretation or explanation of any exam questions or answers. If an examinee feels that none or more than one, of the given multiple-choice answers is correct, he or she must choose the answer that is most correct. 

No outside study or other materials are allowed in the testing area.  Students with disabilities will be allowed necessary aids.  Students MAY NOT discuss any aspect of the exam with anyone in their own chapter or in any other chapter until the state-wide testing window has closed.
Students are only allowed to use the computer for the purposes of taking the exam and MAY NOT access any other program on the computer other than that needed for taking the exam and only for the purpose of taking the exam. The only browser window/tab that may be open during the exam is the one directed to www.answerwrite.com/deca/az/. Students may use a simple four function calculator (no devices with memory allowed including, but not limited to cell phones and scientific calculators).  

Students may not in any way write down, screen capture, print, or otherwise retain testing questions or testing information and under no circumstances may a student share with another student, chapter, individual, or entity the subject matter or content of the exam.  Cheating by any DECA student will result in their immediate disqualification from competition and will bar them from participation in any Arizona DECA sponsored event for the remainder of the school year. Students are expected to abide by all aspects of the Arizona DECA Comprehensive Consent Form.

Arizona DECA Online Testing Instructions
1. Ask each student to go to the following testing site:      https://www.answerwrite.com/deca/az
2. Go around the room and give each student their individual ID number (if their number begins with a “0” do not include it in the ID Number) and the name of the specific test they will be taking (do not stand in front of the class and announce all of the ID numbers to the entire class)

3. Once everyone has inputted their ID number, give everyone the password.  Please note that the password will change approximately at noon every day.
4. Once you have the password, tell all of your students to enter it in the password prompt and click on the “submit” button.  MAKE SURE YOU INSTRUCT THEM NOT TO START THE TEST ONCE THE SCREEN CHANGES.  If they get an error, make sure you check that they using the correct ID number and password.

5. Once everyone is on the “Test Selection” screen, ask them to verify that their name and ”test type” match to their information.  If someone’s information does not match, instruct that student to stop and wait for further instructions.
6. For every student that has matching data, ask them to click on the “select” icon located by their specific test.

7. Let all of your students know that they will have 60 minutes to answer 100 multiple choice questions and that they have to press the “submit test” button once they are finished….their remaining time will be shown on the top right corner of the screen.

8. If there are no questions, tell your students to click on the “START TEST” icon and begin the test.

· For students who had problems with incorrect names or incorrect tests…logon with their information one last time, if the information does not match, please call Oleg immediately.

· If you need to stop the test at any time for any reason, simply close the screen by clicking on the red “x” box all the way on the top right corner of the screen….any answers will be saved and the time will begin within 15-20 seconds from when the test was shut down.  Please note, unless there is an emergency, a test should not be stopped once it is initiated.

· When calling Oleg, if you get a busy signal or voice mail, please hang up, wait one minute and call back again…he is most likely on another line with another Advisor.
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