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2F. Review Logistics Questionnaire. 
 
In Procedure 2F, you will review the information provided by the school coordinator on the 
Logistics Questionnaire. The procedure begins with a list of materials you will need to 
complete the task: 

 
 
The Logistics Questionnaire contains the information you will be transcribing to the 
Assessment Information Form; however, do not do that now. Simply review the information 
provided on the Logistics Questionnaire to ensure you understand the information 
completely.  

 
 
If you determine that further clarification of the Logistics Questionnaire is required, or if the 
school coordinator did not complete this questionnaire, indicate as such in item 3J-1. You 
will clarify information or complete the questionnaire with the school coordinator during the 
scheduled visit. 



 

 

  
 SUPERVISOR MANUAL — FT 7.19 

2G. Prepare to Conduct Visit. 
 
In Procedure 2G, you will prepare to conduct the preassessment visit with the school 
coordinator. Following this procedure, you will meet with the school coordinator to finish the 
remaining preassessment tasks in Procedures 3 and 4. 
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To prepare for your appointment, first complete each of the items listed above. This 
procedure walks you through transcribing the work you did in Procedure 1 to Procedure 2. 
This step is important so you will not have to flip back and forth in the QCB while meeting 
with the school coordinator. 

 

 
 
Next, gather the information you will need to refer to during the visit. The list is in 
chronological order, so organize the materials according to the above list to avoid searching 
for necessary documents while in front of the school coordinator. 
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Procedure 3. If SICT, Certify School Computers 
 
If a school is selected to complete the SICT, you will need to complete the following before 
beginning your independent work: 

• Meet with school coordinator and school computer administrator; 

• Verify TestNav can be installed on the school computers; and 

• Determine the number of computers available on assessment day. 

In item 3-1 you are meeting with the school coordinator and the computer administrator to 
go over the results of the Instructions for the School Computer Administrator brochure. 
Steps A-E must be completed successfully in order to proceed with the rest of the computer 
verification.  

 
 
Both the school coordinator and the computer administrator should be present as you 
review the checklist on page 2.12 of the QCB.  

The information you want to capture in item 3-2 is how many student computers are 
available. You will load TestNav onto the number of computers you need for the session.  
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Item 3-3 is a critical question. In many schools, the computers are cleared on a nightly 
basis. If your school answers “yes” to this question, this means that you or the computer 
administrator will have to repeat item 3-1, steps B-D on the morning of the assessment.  

 

Ask the computer administrator for the IP address. A dynamic IP address means the IP 
address will change and you will need to record the new IP address on the morning of the 
assessment.  

 

Proctor Caching is way to reduce your time loading TestNav onto the student computers. 
The computer administrator identifies one Admin computer and goes through a series of 
steps. Look at QCB pages 2.14 – 2.15 for the list of steps that will walk you through the 
process of Proctor Caching. While the computer administrator will be the one completing 
these steps, you should be familiar with them also in case you ever need to Proctor Cache.  
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Installing TestNav. TestNav is the software that has the actual test content. After Proctor 
Caching is completed, you will need to install TestNav onto every student computer 
identified for the assessment. Refer to Appendix J. 
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Because this is a pilot year, we are interested in learning if the TestNAV demos are 
successful. 
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