
Senior Project Proctor Responsibilities 
 
Thank you for volunteering to proctor for Casa’s Senior Project presentations. Senior Project would work without your 
help! In case you are wondering what a “Proctor” is, it is a “supervisor of students in an examination.”  In short, you are in 
charge of making sure the presentations in one classroom run smoothly: it’s a lot of responsibility!  Here are detailed 
instructions for your responsibilities. 
 
1. Check in at the Main Office. Check in times: Session 1:  2:15 or Session 2: 5:15. 
2. You will be given your room assignment and an envelope.  Your envelope will contain: 

➢ Rubric Evaluation forms (one for each presenter for each judge which will be about 50+ rubrics) 
➢ Pens/pencils 
➢ Three time cards (green, yellow, and red) 
➢ Directions to set up the Judge’s Chromebooks 
➢ Directions to set up the Presenter Chromebook 

3. When you check in, sign your Community Service form. 
4. Collect Chromebooks from the Library - 1 for each judge and 1 for the Presenter. 
5. After you have all of your materials, go to your assigned room. 

 
Session 1 proctors will arrange the room for the presentations, something like this: 
 

Screen at Front of Room 
         Presenter 

 
              Judges Judges Judges 

Seniors sit behind judges 
 

Set up judge’s Chromebooks to show the Senior projects that are listed for your room. Give each judge’s table enough 
rubrics for the number of presentations in your room. 
  
6. As judges arrive to your room, introduce yourself as the proctor and show each judge where to sit. Help them 

navigate to the presentation websites that will be in your room. Judges will have about 30 minutes to review the 
websites before the presentations begin. The judges will score the websites on the rubric before the presentations 
begin 

 
7. As the seniors arrive (3:00 or 5:00), have them write their names on the whiteboard in the order they will present. 
 
During the session, YOU are in charge of the flow of the presentations! 
1. When everyone is present, introduce yourselves as the proctors and then ask the judges to introduce themselves. 
 
2. Remind the judges and the seniors to turn off their cell phones. 
 
3. Remind the seniors that you will hold up a timing cards:  

➢ green card to begin the speech 
➢ yellow card at the 7 minute mark 
➢ red card at 10 minutes (maximum) 
➢ Use your phone as a timer. Stop the timer if the student takes the judges outside to look at their project or 

intersperses their speech with a video clip, a food sample, or other hands-on demonstration. 
 
4. When each student is finished, report the speech time to the judges—very important!  After you give the judges the 

speech time, open the presentation for questions from the Judges. 
5. Allow time after the Q & A portion for judges to complete the scoring rubric.  When all judges have completed 

scoring, collect the forms. Introduce the next presenter. 
6. When all presentations are finished, dismiss the seniors and send them to the library to check out. 
7. Thank the judges for their help and dismiss them for the School Showcase (Session 1) or to leave (Session 2). 
8. Return the marked rubrics and other papers to the Main Office. 
 
Session 2 proctors will return the tables and chairs to the original configuration and return the Chromebooks to the 
Library. 
 
For technical difficulties during a presentation, call Mrs. Howell’s cell phone 217-1853 or Nathan Libecap’s 778-4934. 
 
Pizza will be available for proctors from both sessions in the cafeteria around 5:00. 
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