
Indiana Academic Super Bowl

A Program of the Indiana Association of School Principals

Proctor Instructions

Presenter Notes
Presentation Notes
Hello, This is Jill Slinker, Director of the Department of Student Programs.  Thank you for agreeing to proctor this contest. This Webinar will guide you through the proctoring process.  This year, we will be having the student captains enter their answers on the electronic scoresheet and then show you the answer to record on the paper answer sheet.  This process will dramatically cut down on the time it takes to determine state results by helping us to resolve any conflicts with questions quickly.



BASIC 
RESPONSIBILITIES

(updated 2024)

Presenter Notes
Presentation Notes
I’ve broken down this process into your Basic Responsibilities as a proctor, and a step-by-step guide on how to run the electronic answer sheets used at your site.  



Proctor’s Responsibilities

Your first responsibility as proctor is to check the students who sign-in to your 
round against the official Google roster sheet on your device.  Students may only 
compete in 2 subject rounds (+ Interdisciplinary round for Junior competitions or 
Senior State Finals.
Have students sign in on the top of the paper answer sheet and indicate the captain.    
If there are substitutions after question 12, please sign in the substitutes clicking the 
radio button on the Google Roster sheet and have them sign the answer sheet in the 
spaces provided. 
If the student’s name does not appear on the squad list on the 
roster, contact the scorekeeper immediately!  DO NOT LET THEM 
ANSWER ANY QUESTIONS.  A non-eligible competitor will cause 
the squad to be disqualified.  If you catch this before they 
compete, the person can be replaced by a qualified squad 
member, or the team can compete short a member.  
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Presenter Notes
Presentation Notes
You will be entering the students’ answers on the paper answer sheet.  Here is what the blank scoresheet and roster look like:There are 2 parts to the paper scoresheet.  The top is where you will write the school, subject, and the names of team members.  The middle section is where you will record their answers, and the bottom is used to calculate the tiebreaker scores.  After Question 12, all the students EXCEPT THE CAPTAIN may choose to sub out, and then the subs must sign in following the same procedure that the original team members did.  The minimum number of competitors per squad per round is 1.  3 May compete at a time in the subject area rounds, and 4 at a time during the ID round.  



Google 
Roster

Presenter Notes
Presentation Notes
When the students first sit down at your table, you will need to check their names on the paper answer sheet against the copy of the official roster which you will have on the electronic device you are using. (After reading the directions on the electronic scoresheet, you will need to scroll down to find the roster for your students.)     You will see that they have been marked as a member of the squad (X), captain (C), or possibly a member of the A or B squad for that team.   To indicate that they have signed in for the round, you will need to click in the check box to the right of their name for the correct round.  On the roster, make sure they are only checked for no more than 2 subject area rounds, and possibly the Interdisciplinary Round (if this is a Junior contest or senior state).  



Calculators

Students may take their calculators onto the stage; however, any 
other materials including pencils, pens, books, smart watches, 

phones, or any good luck charms will not be allowed at the 
competition table.  

Proctors will check student calculators at the table.  The only calculators 
allowed during this competition are the following models:

TI-30Xa and TI-30X IIS
If someone at your table has a different model, raise your hand for a 

procedural official. 

Presenter Notes
Presentation Notes
First of all, if you are proctoring the Math, Science, or Interdisciplinary rounds, this screen will appear before the round starts.  Please make sure to check the calculators that the students have brought with them to the table against what the screen says is allowed.  These are the only two models acceptable.  If they have another one, raise your hand for a procedural official BEFORE THE ROUND BEGINS!  If the student has an acceptable back up calculator, he/she should be allowed to replace the incorrect model with one that is acceptable if they can.  In no round is it acceptable for a student to have a smart watch/device or phone with them at the table.  Make sure to check for this at the beginning of the round.  



You should have answer sheets, scrap paper, pencils, red pens, an 
electronic device for scoring and checking rosters, and any 
necessary handouts. If there are charts or tables to distribute in 
your round (generally only in math, science, and ID rounds), the 
emcee will instruct you to do so before you begin. 

Instructions for accessing each individual 
round are on a slide coming up in the 

“Keeping Score Electronically”  section and 
will be printed and on your contest table. 

Materials at the Table

Presenter Notes
Presentation Notes
When you are proctoring a round, please make your way quickly to your table so that you can familiarize yourself with the materials that are there and the electronic scoresheet that you will be using.    [read slide]



Communication

• During the round, students may not orally confer with other 
squad members until the reader says “begin” after each question. 

• Only written communication is allowed before the word “begin.”  
• Scrap paper will be available at each table.  
• No notes, formulas, etc. may be written on any paper or entered into a calculator by any 

member of the squad until the reader begins the first question. (If this is the first round of 
the evening, this will be a practice question.) 

• Once a round has begun, students may write down any information at any time for the 
remainder of the round.

• If an infraction of this rule occurs, the proctor will warn the squad captain and remind the 
squad of the rule.  If the squad continues to confer vocally before the word “begin,” the 
proctor shall notify the host who will call the Procedural Committee.

Presenter Notes
Presentation Notes
The students will often write down an answer chart once the rounds have begun and then use that to point to the right answer during the question.  This is perfectly fine.  Once the word BEGIN is said, then they can discuss the answer orally.    



KEEPING
SCORE

Presenter Notes
Presentation Notes
This may look daunting at first, but once you do a practice question or two, you will see how smoothly it should go.  The paper answer sheets are used as a back up and verification of the electronic scoresheets.



Check for correct 
school name and 

tab

Before round 1
without 

host set up

Before round 1 if 
host has already 

set it up

Remaining 
rounds

After each round

Presenter Notes
Presentation Notes
When you as a proctor have been assigned your team and sit down at the table to start your round, you need to go through a quick process to access the right forms for your round of the competition.  This slide will cover the basics, but then the slides which follow will show you exactly what you will see if you are doing it right.  1st:  Check to see if you are at the right table by looking at the sheet at the table shown at the right.  Your host will have filled in the School Name and TAB number for the team you are proctoring. 2nd:  IF YOUR HOST HAS NOT SET UP EACH OF THE COMPUTERS INDIVIDUALLY AND SIGNED IN FOR YOU, YOU WILL NEED TO DO THIS STEP DURING THE COACH PROCTOR’S MEETING.   Open up the internet browser window and type in Google Sheets in the URL window and sign in with the username email and password provided by your host (on this sheet).  3rd:  Select the round sheet for the first round (or whichever round you are proctoring) and then open the document.  4th:  Find the tabs along the bottom of the Google Sheet, select the tab number indicated on the top of this sheet.  Double check that you are on the right school and right subject area.  Now you are ready to go.  When finished with round, verify scores and click the google sheets icon upper left.   



After each round

Presenter Notes
Presentation Notes
Here is what you should see.Once you are in the account that your host has set up for this contest, you will see a list of all the scoresheets for your area event and the official roster form for your Area site.  Open the roster form and keep it open for the entire contest.Choose the correct round, for example, English.  Choose the numbered tab at the bottom of the sheet that corresponds with the team number on your instruction sheet.Verify the school name, and subject area under Column A.  Proceed with scoring the round…… I will give you details on that in a moment.At the end of each round, you will verify the score totals by cross referencing with the paper scoresheet that that you recorded their answers on.When the round is finished, click the green Google sheets icon at the upper left side of the page.  This will bring you back to the list of subject area sheets, ready for the next round.  



Summary of Scoring System:

During Question Reading: Teams can non-verbally communicate, write on scrap 
paper, work on their calculator, and enter answer on the electronic answer sheet.
After Reader Says “Begin”: Teams may do all the above, PLUS speak to each other.
BEFORE Time Expires: TEAM CAPTAIN will enter their answer on the electronic 
scoresheet, hit TAB to record their answer, and then show it to the proctor.  When 
the Pencils Up slide is revealed, circle the answer they show you on the paper 
answer sheet.  
Correct Answer Is Revealed: Computer Screen will update when the central 
scorekeeper enters the answer key.  Proctor will then mark the paper copy 
appropriately with a + for a correct answer and a line drawn through the answer 
choices for an incorrect answer.
End of Round: Proctors Calculate Scores on the paper copy, Team Captain does the 
same, then check that the Scoring Screen matches.  Proctor and Captain will then 
sign off on the paper copy.

Presenter Notes
Presentation Notes
Now that I have explained how to set up the scoresheets for the contest, let me explain how to use them during the contest itself.  This slide summarizes the process, but then I will take you through it step by step and show you what you and the students should see as you go along.  This is a basic summary of what the students and you will be doing during the reading and scoring of the questions.  [READ SLIDE]



Open the Correct Google Sheets Document
Select the proper TAB at the bottom.

Rydell HS

1

Fine Arts

Team Name, Class, Subject Area
After “Pencils Up”:  Red Cell is where the team captain enters their answer.  Once an answer is entered, and 
they have tabbed out of the cell,  the cell background will turn white. If the students don’t answer in time, 
make sure they enter an X in the box.  The central scorekeeper will then add in the answer key.

If the answer given is correct, the zero will turn to a 1 and the cell will turn green.  
The yellow boxes keep a running total of the score, and the 3 tiebreakers.  (Until question 21, TB 1 and TB 2 
will remain at zero.)

Presenter Notes
Presentation Notes
Once you have the Google Sheet opened, select the proper TAB at the bottom of the page.  (Check your instruction sheet on the table for which tab)  Verify under column A the team name, their class, and the subject area round.  If these are all correct, you should be good to go.  If not, raise your hand and call your scorekeeper over to help you find the right page.  [read slide and operate arrows]During the contest itself, the team captain will enter the contestant’s official answer into the red boxes before the time expires and hit tab.  After “Pencils Up” is called, the captain will show you their answer which you will record on the paper answer sheet.  Then score their answer according to the directions to come.  The electronic scoresheet keeps a running total of scores and tiebreakers.	



After the correct answer is revealed:

On the PAPER Answer Sheet…..

IF THE STUDENTS ANSWERED CORRECTLY: 
proctors should mark a “+” to the left of correct 
answers.  (Please, no check marks or circles!)

IF THE STUDENTS ANSWERED INCORRECTLY: 
proctors should draw a line through the entire line 
of response.  

CALCULATE THE TIEBREAKERS.

CHECK AGAINST THE GOOGLE ELECTRONIC 
ANSWER SHEET!

PROCTOR AND CAPTAIN SIGN PAPER SHEET.  

DO NOT make any additional marks on the page 
(like marking which was the correct answer)



This is how a completed round should look.

• Team Name, Class, Subject Area
• You notice that all the red cells have now disappeared and been replaced with 

the number of the answer that you were shown by the contestant.  If they do not 
answer in time, make sure they enter an ‘X’ in the red box.  

• Notice that If the answer given is correct, the zero turned to a 1 and the cell 
turned green.  

• The yellow boxes keep a running total of the score, and the 3 tiebreakers.      
             TB 1:  Total Number of correct answers in # 21-25.
 TB 2:  Total Number of correct answers #23-25.
 TB 3:  Longest streak of correct answers in a row.  
                 [Cannot be 0 unless total score is also 0] 

Class 2

Presenter Notes
Presentation Notes
[READ SLIDE]  



If  the screen does not match your Answer 
Sheet, make the needed change between 

questions, or at the end of the round. 

Do not interrupt a question in process to 
discuss scoring issues.  



There are no appeals on the answers to the 
questions.  All answers stand as presented.  

If you feel an answer is wrong, you are 
encouraged to email written appeals to Jill 

Slinker at the IASP office with 
documentation proving the answer wrong 
by 9 AM the morning after the contest.  All 

written appeals will be shared with the 
original question writers.  

Area Awards will not be changed.



Good Luck!

Presenter Notes
Presentation Notes
Thank you again for agreeing to proctor today’s competition.  Without volunteers like you, these events would not be possible.  
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