
To ensure that we are keeping our teachers, examiners and students safe during the testing process 
and that we are following CDC guidelines to prevent further spread of the coronavirus, please follow 
the guidelines below until further notice. This document contains guidance for both examiners and 
teachers to ensure a smooth testing process once testing resumes.

Examiners:

1. Work with teachers to schedule test sessions. 
2. Work with your county superintendent (or hiring agency) if you plan to add additional sessions 

to make sure this is permitted.
3. Send your test schedules to Debbie Robinson at dlively@k12.wv.us. 
4. Collect required paperwork on all test candidates at least 5 days in advance to minimize how 

much paperwork you handle from students on the day of testing. 
Note: See information in the Teachers section of this document for our guidance on the 
required practice test (TRA).

5. In addition to your regular test materials, have the following required items on hand at each 
test session: study carrels, hand sanitizer, disposable gloves, tissues, disinfecting wipes, and 
disinfecting spray (check with your county to see if they can get these for you in advance). 
Note: Contact Ellen Killion at ekillion@k12.wv.us if you need study carrels. There is a supply of 
these in the Office of Adult Education.

6. Ensure that the test room is thoroughly cleaned and disinfected prior to each test session.
7. Set up test room prior to day of testing:

ࢡ  Place study carrels at each testing station to help prevent the spread of germs in case 
test candidates cough or sneeze. 

ࢡ  Space test candidates out where they are at least 6-8 feet from one another, with a 
maximum of 7 examinees in the testing room at any one time for larger test centers.

ࢡ  Prepare the student Sign-in Sheet. 
8. On day of testing:

ࢡ  Wear disposable gloves. It is also highly recommended that you wear a face mask.
ࢡ  Prior to students arriving, make sure your testing room is already set up with the study 

carrels, test tickets (for CBT), scratch paper, reference sheets, pencils, etc. at each 
student workstation so you can minimize contact with the student as much as possible.

ࢡ  Provide a copy of the Self-Guided Directions for Examinees at each test candidate’s 
workstation. Have enough copies so that each student gets a new copy. Do not give the 
same booklet to another individual during the same test session.

ࢡ  Check in one student at a time. Have the others wait (at least 6 feet apart) in line or in a 
waiting area until you call them.

ࢡ  Verify with the student that he/she is not sick or running a temperature prior to 
checking him/her in to the test session. 

ࢡ  Provide the student with a pair of disposable gloves.
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ࢡ  Have the student sign his/her WV High School Equivalency Assessment Form (Appendix 
1-1E) and the HSE Testing Procedures for Examinees (Appendix 2/2A, WV Examiner’s 
Manual) prior to being seated.

ࢡ  Remember to check for current, valid photo ID. Have the student place the ID down on a 
desk so that you can check it as required while minimizing contact.  
Note: If photo ID expired after March 15, we will accept it as valid until further notice.

ࢡ  On the required Sign-in Sheet, you will simply place a checkmark beside the student’s 
name and log the time of arrival. When the student leaves, you will log the time the 
student left. Students will not be signing in/out during this time. This will minimize 
multiple people touching the same document.

ࢡ  Have the student place any personal items in a designated area. If you can get grocery 
bags, they could place their personal items in a grocery bag to prevent their items from 
touching those of another person’s. It is recommended that the examiner write the 
student’s name on the bag so that it can be easily identified. 

ࢡ  Once a student has been checked in and is seated at his test workstation, repeat the 
check in process with the next student.

9. Once a student completes his/her test session, secure all test materials as required by DRC. 
10. Have student dispose of gloves.
11. Allow the student to either take the pencils with him or have him/her place them in a box 

to be disinfected before the next use. Do not reuse the pencils during the same test session; 
however, they may be used on the next scheduled test date as long as they have been properly 
disinfected. 
Note: We are going to ask students to bring their own pencils. However, we will have pencils on 
hand for those who do not bring pencils with them. If a student brings his/her own pencils, you 
will be required to check them to make sure they have not written or taped any information on 
them that will aid them in testing.

12. If another student will be testing at the same workstation on the same day, you must thoroughly 
disinfect the workstation before the next student arrives.

13. For PBT, secure and store all testing materials as required by DRC and mail the answer 
documents to DRC. Disinfect the calculators, etc. prior to storing.

14. Prior to leaving the testing room at the end of the day, thoroughly disinfect all surfaces to 
prepare it for the next test session.

Note: Once testing resumes, priority will be given to Option Pathway and HSEA Credit Recovery 
seniors, adults who need to test immediately due to needing the diploma for a job or to enroll in 
further education, and students with court orders. Other Option Pathway, HSEA Opportunity and adult 
education students will be given the opportunity to test as quickly as possible. 

Teachers

1. Compile a list of all Option Pathway seniors, HSEA Credit Recovery students, court-ordered, and 
adult education students (who need to test as soon as possible to qualify for a job, scholarship, 
or be accepted into an educational program).

2. Complete the top part of the appropriate WV High School Equivalency Assessment Form 
f(Appendix 1 – 1E) for each student. 



3. In place of securing the actual signatures from students on the WV HSEA School Equivalency 
Assessment and the TRA/TASC Testing Procedures forms, please email the forms to your 
students and ask them to read over them. They will then initial/sign the forms on the day of 
testing.

4. For students under the age of 18, please have the parent/guardian send you an email saying 
that they give permission for [insert name of son/daughter] to take the TASC test. You will need 
to attach this email to the WV HSEA Form when you send the documentation to the examiner 
since this will be the only proof of permission.

5. If you have not already done so, set your students up in the TASC Academy software. If you need 
help setting up your students or accessing the software, contact the following:
• Option Pathway teachers: Dr. Tim Anderson at tjanderson@k12.wv.us
• Adult Education teachers: Rebecca Metzger at rmetzger@k12.wv.us
• Note: For Kanawha County HSEA Credit Recovery seniors, send a list of these students to Dr. Tim so that he can 

get them set up in TASC Academy. He will then send you their login information, so you can send it to the students.

6. In lieu of the requirement that students pass the TRA prior to sitting for the TASC test, students 
will take the TASC Academy Practice Test and score a minimum of 525, which is the score set by 
Essential Education as demonstrating readiness to test. 

7. You will need to attach a copy of the score report to the WV School Equivalency Assessment 
Form when you send your documentation to the examiner.

8. For students who do not meet the minimum required score on the TASC Academy Practice 
Test, direct them to take the Self-Assessment to determine any areas in which they may need 
additional study.

9. Have them work on their areas of weakness so that they will be ready on the day of testing. 
Again, please stress the importance of them being ready, since they may have very limited 
opportunities to retest prior to date of graduation. Retesting on areas not passed once testing 
resumes will only take place after everyone who needs to test has been granted the opportunity 
to sit for the test.

10. After the students who did not pass the practice test on the first try have shown evidence of 
preparing for the test, have them take the other version of the TASC Academy Practice test.

11. For students with accommodations, please go ahead and submit your documentation 
(preferably via One Drive) to Tanya Cook at ticook@k12.wv.us, and Debbie Robinson at  
dlively@k12.wv.us. If you are emailing, please be sure to password protect the documents 
and then send the password in a separate email per FERPA guidelines. If you are faxing an 
accommodation, please contact Debbie Robinson so she will know to check for it. We are going 
into the office only when necessary, so will not be checking our fax machine unless we know 
there is a document that has been sent.

12. Stress to your students the importance of having their current, valid photo ID on the day of 
testing. They will not be permitted to test without it. 

13. Encourage your students to take their own No. 2 pencils (with erasers) with them to testing to 
minimize the spread of germs. Pencils will still be provided for those who are unable to do so. 
If they do opt to take their on pencils, they must present them to the examiner for inspection 
prior to being seated for the test session.

14. Contact your examiner for your county’s testing schedule.

Note: These procedures are only in effect until further notice, when the COVID-19 stay-at-home 
guidelines have been lifted and classes resume. Once classes resume, the TRA will be required to be 
administered and all signatures secured on the forms.
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Additional Resources:

ࢡ  TASC Test Prep 
https://www.tascpracticetest.com/tasc-writing-practice-test/ 
Has a free TASC Practice tests that can be used for additional practice.

ࢡ  Perdue OWL (Online Writing Lab) 
https://owl.purdue.edu/owl/general_writing/mechanics/index.html 
A great resource for additional practice in mechanics, grammar, and punctuation

ࢡ  Mometrix Academy 
https://www.mometrix.com/academy/tasc-test/ 
Free site that helps learners work on specific skills related to a variety of tests, including the TASC 
test. 

ࢡ  Learning Express Library 
https://www.learningexpresshub.com 
A great site that has an online TASC preparation program, including two full-length practice tests 
for each subject area, that helps students be able to prepare for the test.

ࢡ  Khan Academy 
https://www.khanacademy.org/ 
Offers a variety of practice exercises, instructional videos, and personalized learning dashboard to 
help learners study at their own pace on a variety of topics.
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