[bookmark: _Toc27888762][bookmark: _Toc28058796][bookmark: _Toc215905683]Guidelines for Composition Proctors
90 Minutes for Middle Grades and High School
60 Minutes for Elementary
[bookmark: _Hlk90014951][bookmark: _Hlk26281711]Description:  There are two or more proctors who distribute materials, keep an orderly contest room, collect materials and provide instructions to access the booklets Proctors should be located in the room so that monitors are visible. Proctors can periodically check the monitors of the students to make sure they are on the correct website and that the countdown clocks are accurate.   Discussion with anyone near the participants must be avoided.  COMPOSITION READERS MAY NOT PROCTOR. Do NOT prompt the students with any information other than what is given in this guideline.  If you do not know the answer to a question, please ask.   Tell the students:  “NO CELL PHONES, SMART WATCHES or USE OF ANY UNAPPROVED ELECTRONIC DEVICES are permitted during the competition.  Please turn off and put away.  The student will be disqualified if non-approved devices are used during the competition.”
    

TROUBLESHOOTING---

In the event that a student is not able to access the COMPOSITION online booklet, do not proceed unless you try a different device.  If that does not work, allow the student to open a document in a platform such as Word and type their part of the submission and label each entry such as Challenge 1, Solution 1, etc. Once the student finishes, the word document must be saved and emailed to bdarnell@kaac.com for upload by the KAAC office. Please let Brenda Darnell know that you will have a submission coming in for upload.  Include the team ID number with the school’s and student’s  name and PASSWORD in the email.  We will not hold up the competition is one student is not able to login to participate.  Also, note the type of device that could not access the booklet directly from the website and send that information in the email. 

Guidelines and Requirements:
1. Attend the Composition Proctor’s Meeting
2. Must have no more than 3 three per school in the room.
3. A proctor cannot be the Composition Reader
4. A list of student passwords and ID numbers is provided by the FPS and Composition Coordinator (Double Duty FPS and Composition students should be identified)
5. Receive copies of the Competitive Composition Prompt for the number of students in the room. 

Instruction for Proctors before the competition begins

a. Check additional supplies that coaches may provide such as:  highlighters, pens or pencils, dictionary and/or thesaurus, unopened Post-A-Notes and scrape (blank) paper
b. Verify names of students, passwords and ID numbers of students provided by the coaches.
c. Instruct students to enter the COMPOSITION Login Page at kaac.com and link to the LOGIN at the top of the page and then select Student from the Drop Down menu or directly with   http://my.kaac.com/login
d. Must verify all students have linked to the competition page.  Do not start the competition until all students can access the competition page.  DO NOT ALLOW THEM TO OPEN THE COMPOSITION PROMPT AT THIS TIME.
e. Must have a timing device to keep the ABSOLUTE TIME of the competition.
f. Copies of the Composition prompt are to be distributed and turn over when you instruct 
     the students they may begin.  They may not view the Future Scenes until you instruct 
      the students to being.

Hosting the Event and Proctor Instructions:
1. Students should be seated 15 minutes before the competition begins to accommodate and troubleshoot     any connectivity issues with the Internet.
2. Tell Students: “Any use of non-approved electronic devices is prohibited, including cell phones. Cell phone use results in disqualification.  No one is allowed to enter the competition late. In the event that students finish early and have submitted the competitive booklets, they may NOT be dismissed.”  If a student’s cell phone device creates a disturbance, the student shall be instructed to turn off the device and place it under the chair and out of sight. It is  important to remember that a disturbance does not indicate use.
3. Tell Students: “No website pages other than the one required to access you competition booklet are permitted. Any infraction or violation of this rule will result in disqualification.  Do not leave the booklet page to use a dictionary site such as dictionary.com.  This may break your connection with our server and will affect the total time you have to complete your booklet.  Any site opened other than your booklet will result in disqualification.”  Verify that the students understand this directive by raising their hands or other indicator such as shaking their heads for affirmation.  
4. Proctors remain with the students at all times. DO NOT INTERACT WITH STUDENTS UNLESS YOU ARE    ASKED A QUESTION.
5. Proctors are responsible for keeping the ABSOLUTE COMPETITION TIME no matter what the   countdown clock on each computer indicates.
6. Students are allowed to use a dictionary/thesaurus and a scrap sheet of paper provided by the proctor.  A pen, pencil, or highlighters may be used. Coaches are to provide these items if needed. Unopened Post-A-Notes is also permissible.
7. Proctors must keep the room quiet and free from any distractions. Proctors must refrain from talking on  the phone or with others in the room while the competition is being held.
8. Proctors should monitor the students on their devices to make sure they are not going to any NON-APPROVED websites during the competition.  Answering an email that may pop-up is not permissible.  
9. [bookmark: _Hlk90015769]Verify that all students have Internet access and are online with access to the Composition booklet. The  student’s password links to the booklet assigned. Once the students have entered the site of the competition, please confirmed that each competitor has a  blank booklet on the computer screen.
10. Inform the students: “The booklet has a countdown clock and a character limit countdown once the clock starts and typing begins.”
11. After all students are online at the link for Composition, instruct the students to click on the link to begin the competition by opening the Composition prompt.  This starts the countdown clock. Instruct the students to turn over the hard copy of the Composition prompt.
12. At any point, if the student has an issue with their booklet such as loss of connectivity or the booklet was submitted in error, please notify the competition host, Brenda Darnell, at bdarnell@kaac.com immediately.
Insert Start Time for COMPOSITION Competition:   	

1. Verify that the clock has start for each student that you are serving as the Proctor. 
2. Walk the room periodically to make sure the students have connectivity.
3. [bookmark: _Hlk90015987]At the midpoint of the competition (45 minutes for MG & HS or 30 minutes for EL) Announce, “Check your countdown clock. Approximately half of your time has expired. You have (45 minutes for MG & HS or 30 minutes for EL) minutes remaining. I will give you another time limit warning with 15 minutes remaining”  

Insert Midpoint Time of Competition: _ 	

4. Reminder at 15 Minutes remaining, “Check your countdown clock. You have 15 minutes remaining.”

Ending the Competition: _ 	

5. An announcement is made with approximately 30 seconds remaining. Announce, ”Check your countdown clock. You have approximately 30 seconds remaining.”
6. A student may submit the booklet early by clicking on the link at the end of the booklet at any time during the competition. 
7. Once the event time has expired, the booklet should be submitted before closing the browser.  

8. Insert Stop Time of Competition:   	

If a Composition student is writing with the FPS team after Composition (identified as a Double Duty student.) the student remains sequestered until the next event begins.  
   
     If you do not follow these guidelines, your students will be disqualified.


What to do if a student cannot submit a booklet at the end of the Competition!

If a student’s computer cannot connect with our server, a safety feature has been created that will not allow the submission to occur.  The submit button will not engage and the booklet remains visible on the screen.  If this occurs, please contact bdarnell@kaac.com immediately to receive assistance on how to proceed.  

