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01. Introduction

section 01

Accepted by over 1,200 independent schools around the world, 
the Independent School Entrance Exam is a trusted admissions 
assessment and an important part of well-rounded admissions 
processes. To provide this service, we depend on you, test 
administrators and proctors, and recognize your service by 
providing an honorarium. 

With that in mind, thank you very much for supporting students 
taking the ISEE. At each test center, people like you are helping to 
guarantee that test administrations are efficient, secure, and fair 
to all applicants by following the instructions in this guide.

This guide is for administering the ISEE Primary 2 test. A 
separate guide is available for administering other levels.

A. TEST OVERVIEW
The ISEE is an admission test for students applying to 
independent schools. It has the following levels:

• ISEE Primary 2, 3, and 4 for students who are candidates 
for admission to grades 2-4, respectively.

• The Lower Level is for students who are candidates for 
admission to grades 5 and 6.

• The Middle Level is for students who are candidates for 
admission to grades 7 and 8.

• The Upper Level is for students who are candidates for 
admission to grades 9 through 12.  

There are multiple forms for the ISEE Primary 2. Each 
form consists of two parts: 

Test Section Number of Items Time (Min)

Auditory/Reading Comprehension

Auditory Portion 6 7

Reading Portion 18 20

Mathematics

Mathematics 24 26

Total Time 53

ISEE Primary 2 may be administered on the same day as ISEE 
Primary 3, 4, Lower Level and Middle/Upper Level tests, but 
should be administered in a separate room because of timing 
differences.

B. HONORARIA PAYMENTS
Test Administrators/Proctors who administer the ISEE are entitled 
to an honoraria payment for their services. To receive  
this payment, proctors will need to create a Bill.com account,  
and are responsible for submitting a payment voucher. 
Instructions for completing these steps can be found at:  
www.erblearn.org/payments.

1 (800) 446-0320
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01. Introduction
C. TEST TIMING
The ISEE Online at School testing platform keeps track of section 
timing automatically and notifi es students of breaks. At all times, 
students can see how much time is left in their section. They 
automatically receive notifi cations when there are 10 minutes left 
in a section. Time must elapse in each section before students 
can proceed to the next section or break. Students who fi nish a 
section early should check their work and make any necessary 
adjustments, or sit patiently until time expires. 

For reference, the following table shows the timing by section 
for each ISEE Level. It is important to note that the ISEE Online at 
School system will not allow students to progress out of a section 
until all the time for that section has expired. 

Please encourage students to select the best choice for 
all questions since there is no penalty for an incorrect 
answer, but please do not encourage students to 
indiscriminately make selections. The score report 
includes information for items not reached.

D. BREAKS
During the scheduled break(s), students are encouraged to relax, 
walk around the room, have a snack, and use the restrooms if 
needed. If a student wishes to leave the testing room during 
a break, they are instructed to raise their hand and check with 
the test administrator/proctor to ask permission. If a student 
asks to leave the testing room for an unscheduled break, the 
test administrator/proctor should use their discretion in giving 
permission to do so. Students who leave during the timed 
portions of the exam are NOT allowed extra testing time.

section 01

LEVEL SECTION 1 BREAK SECTION 2 TOTAL

Primary 3 28 mins 5-10 mins 26 mins 54 mins

Primary 4 30 mins 5-10 mins 30 mins 1 hr

LEVEL SECTION 1 SECTION 2 BREAK SECTION 3 SECTION 4 BREAK SECTION 5 TOTAL

Lower 20 mins 35 mins 5-10 mins 25 mins 30 mins 5-10 mins 30 mins 2 hrs, 20 mins

Middle 20 mins 35 mins 5-10 mins 35 mins 40 mins 5-10 mins 30 mins 2 hrs, 40 mins

Upper 20 mins 35 mins 5-10 mins 35 mins 40 mins 5-10 mins 30 mins 2 hrs, 40 mins

LEVEL SECTION 1 SECTION 2 BREAK SECTION 3 TOTAL

Primary 2 7 mins 20 mins 5-10 mins 26 mins 53 mins

1 (800) 446-0320
ISEEOperations@erblearn.org
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TEST ADMINISTRATOR’S GUIDE

02. Guidelines for 
Test Administration

A. ROLE OF THE TEST ADMINISTRATOR  
Test administrators play a crucial role in the successful 
completion of the ISEE. The validity of test scores depends on 
uniform and fair administration procedures for all students and 
on maintenance of test security. Please note that all forms are 
copyrighted and all information contained on all test forms is 
SECURE. The instructions given in this guide must be followed 
precisely to ensure that:

• Students are given a reasonable chance to perform 
successfully on the test.

• Testing proceeds smoothly, with minimal confusion or 
disruption.

• The test is administered fairly and securely.

B. PROCTOR GUIDELINES

1  In the testing room, test administrators/proctors may not 
converse with others, receive or make cell phone calls or 

text messages, work on the computer, or do other activities that 
may distract the test takers.

2 In order to maintain security of the ISEE Online, please do not 
examine the contents of the online test, including the test 

items, unless directed to do so by a student who believes their device 
is malfunctioning.

3
Please ensure that you do not discuss with your colleagues 
or students any test questions that you may happen to see. 

Your attention to maintaining security of all tests is critical.

C. DATA SECURITY & CONFIDENTIALITY
Schools that administer the ISEE make an agreement with ERB to 
maintain test security. An excerpt from that agreement is included 
in the table. It is important to note that all forms of the ISEE are 
copyrighted and all content contained within them is SECURE. 
Test Administrators/Proctors should be watching students to 
ensure they are not taking pictures or videos of copyrighted 
material appearing on screen.

School Responsibilities to Ensure Security and 
Confi dentiality (Excerpt from ISEE Test Security Agreement)

Take all necessary precautions to safeguard online test 
materials by limiting access to persons within the school 
with a legitimate interest in the test’s administration and 
security.

Maintain a list of names of all persons who have access 
to online test materials and confi rm no persons having 
access are participating in ISEE preparation courses 
inside or outside the school.

Keep all online test materials (e.g., user names, 
passwords, test forms, test questions) secure.

Prohibit students or staff from retaining test materials, 
including by taking screenshots, pictures, or other 
renderings.

Develop, distribute, and enforce disciplinary procedures 
for violations of test security by staff.

Report any deviations from approved secure test 
procedures to ERB immediately.

section 021 (800) 446-0320
ISEEOperations@erblearn.org
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02. Guidelines for 
Test Administration

D. PROHIBITED MATERIALS FOR 
STUDENTS
During testing, a student may use only pencils or pens and blank 
scratch paper. 

Materials prohibited for student use during testing include:

• Books, dictionaries, or thesauruses.

• Calculators (unless approved in advance by ERB as a testing 
accommodation), compasses or rulers.

• Cell phones (unless approved due to medical diagnosis), 
iPods, smart watches, electronic games, or any other similar 
electronic device.

To determine which students have approved accommodations, 
please review your testing roster ahead of each administration at 
iseeonline.erblearn.org.

During check-in, students should be reminded to surrender 
prohibited materials to their accompanying adult. However, 
if any of these materials remain in student possession, test 
administrators should arrange in advance for these materials 
to be collected from all students as they enter the testing room. 
All items should be stored within sight of the student owner 
but should be unavailable for use at any time during testing. 
All collected items should be returned at the end of the test 
administration. 

Please note that the use of any of the above materials during 
the test is strictly forbidden and that, in particular, the use of any 
electronic device during the exam will invalidate the test. Please 
see the Creating Irregularity Reports section of this guide for more 
information about ERB’s policy regarding electronic devices.

 

section 02

WHAT TO BRING
PLEASE BE SURE TO HAVE ALL REQUIRED MATERIALS 
READILY AVAILABLE FOR TESTING.

WHAT NOT TO BRING
STUDENTS MAY NOT HAVE PERSONAL ITEMS OF ANY 
KIND OUT DURING TESTING.

Required for All Students:

• Verifi cation Letter with ISEE ID and last name.
• Approved form of student identifi cation.
• Testing Session Number.

Required for Primary 2, 3, 4, and Any Students Approved for the 
“Reader” (Audio) Accommodation:
• Speakers or headphones that are wired and plugged into 

the student’s testing device. Bluetooth headphones are not 
permitted.

Optional:

• Up to four (4) pieces of blank scratch paper.
• Two  pens (erasable pens are permitted) and/or two pencils.

• Books, dictionaries, or thesauruses.

• Calculators (unless approved in advance by ERB as a 
testing accommodation), compasses, or rulers.

• Cell phones (unless approved to use due to a medical 
diagnosis), iPods, bluetooth headphones, smart watches, 
electronic games, or any other similar electronic device 
(unless a second device is needed for a video feed).

• Other materials that may provide assistance 
to students answering test questions.

1 (800) 446-0320
ISEEOperations@erblearn.org
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03. Administering 
the ISEE Test

section 03

A. MINIMUM SYSTEM REQUIREMENTS FOR STUDENT DEVICES

Mac PC iPad Chromebook

Operating 
System/ 
Hardware

• Mac OS X 10.12 
and higher

• Screen resolution of at 
least 1024 x 768

• Windows 8.1 
and higher

• Screen resolution of at 
least 1024 x 768

• iOS 13 and higher 

• 5th generation iPad or 
newer

• The latest stable Chrome 
OS release

• A device that supports 
Android Apps.*

Software

• Google Chrome (the 
current version or one 
previous version), Safari, 
or Microsoft Edge/
Chromium (the current 
version or one previous 
version). 

• The most recent version 
of the testing application

• Google Chrome or 
Microsoft Edge/Chromium 
(the current version or one 
previous version). 

• The most recent version 
of the testing application

• The most recent version 
of the ISEE by ERB App 
available in the App Store.

• The most recent version 
of the ISEE by ERB App 
available in the Google 
Play Store.

Internet • 0.5 mbps or greater • 0.5 mbps or greater • 0.5 mbps or greater • 0.5 mbps or greater

Audio and 
Video

• Built-in or separate 
camera and microphone

• Headphones or speakers 
for Primary 2, 3, or 4 
Levels.

• Headphones or speakers 
for any student approved 
for the “Reader” (Audio) 
testing accommodation.

• Built-in or separate 
camera and microphone

• Headphones or speakers 
for Primary 2, 3, or 4 
Levels.

• Headphones or speakers 
for any student approved 
for the “Reader” (Audio) 
testing accommodation.

• Built-in or separate 
camera and microphone

• Rotation Lock set to “Off”

• Headphones or speakers 
for Primary 2, 3, or 4 
Levels.

• Headphones or speakers 
for any student approved 
for the “Reader” (Audio) 
testing accommodation.

• Built-in or separate 
camera and microphone

• Headphones or speakers 
for Primary 2, 3, or 4 
Levels.

• Headphones or speakers 
for any student approved 
for the “Reader” (Audio) 
testing accommodation.

Power 
Source

• A direct connection to a 
power source throughout 
testing

• A direct connection to a 
power source throughout 
testing

• A direct connection to a 
power source throughout 
testing

• A direct connection to a 
power source throughout 
testing

*Unless otherwise specifi ed by your device, all Chromebooks that launched in or after 2019 will support 
ISEE Online testing. Some—but not all—Chromebooks launched before 2019 will also support testing. If 
you do not see the testing app available in the Google Play Store your device may not support testing. To 
confi rm that your pre-2019 device supports testing, please go here. Devices listed as having a “stable 
channel” will support testing. Devices listed as “planned” do not yet support testing.

1 (800) 446-0320
ISEEOperations@erblearn.org
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B. SYSTEM REQUIREMENT DETAILS FOR 
STUDENTS
Coordinate with your school’s I.T. staff to confi rm that the device 
your students will use for testing meets the minimum system 
requirements. Students may test on most Mac or PC computers, 
iPads, or Chromebooks. If possible, testing on a Mac or PC 
computer is recommend at this time.

Internet Connection Speed
You should have an internet connection speed of 0.5 mbps or 
greater. Students should position their device close to the wifi  
router or use an Ethernet cable to connect to it directly. on test 
day, schools should make sure to limit other faculty or classroom 
use of the internet to testing only.

iPad Rotation Lock
If testing on an iPad, the “Rotation Lock” setting must be “Off.” On 
most iPads, swipe down from the top right corner of your screen 
to open Control Center. Then tap the Rotation Lock button to 
make sure it’s off.

C. SUPPORTED INTERNET BROWSERS
Test Administrators and proctors as well as students who are 
testing on a computer must have one of the supported Internet 
browsers installed. If needed, use the links provided to download 
a supported browser.

Browsers for Macs

• Edge (Chromium)*; microsoft.com/en-us/edge
• Google Chrome*; google.com/chrome
• Safari; support.apple.com/downloads/safari

Browsers for PCs

• Google Chrome*; google.com/chrome
• Edge (Chromium); microsoft.com/en-us/edge

*Edge and Chrome support is limited to the current version plus 
one previous version due to forced automatic updates.

D. SETTING UP TESTING DEVICES 
Well in advance of test day, coordinate with your school’s I.T. staff 
to complete these steps:

1 A few days before the scheduled online exam, go to 
iseereadiness.starttest.com to Check Readiness.

2 Coordinate with your school’s I.T. staff to check the devices 
students will use on test day and complete the following:

• Run the system check to confi rm the devices and internet 
connection are stable.

• Run the test simulation on multiple devices at the same time to 
simulate network traffi  c.

3 Download the secure browser iseedownload.erblearn.org 
to each student device and save it to the desktop. ISEE 

Online At-School is delivered through this secure, online 
application developed for ERB by Internet Testing Systems (ITS), 
the company that also delivers and reports scores for ERB’s 
Comprehensive Testing Program (CTP). 

Please refer to ERB’s ISEE Online Technology Guide 
to reference advanced readiness checks.

E. THE ADMINISTRATOR PORTAL  
Using one of the supported Internet browsers, Test Administrators 
and proctors will log in to ERB’s Administrator Portal to start and 
monitor testing. Test administrators and proctors will need to be 
listed as an ERB Contact with a Test Center Supervisor or Test 
Center Administrator user role assigned in order to log in to the 
Portal. Go to iseeatschool.erblearn.org to log in to the Portal.

If you do not have login credentials for the 
Admission Portal, please reach out to your Test 
Supervisor or call the ISEE Operations Offi ce at 
1 (800) 446-0320 (9am-5pm EST, Mon. - Fri.)

03. Administering 
the ISEE Test

section 031 (800) 446-0320
ISEEOperations@erblearn.org
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03. Administering 
the ISEE Test

F. ON TEST DAY
Students Check-in at Test Site 
Students will check-in at the test site school by presenting their 
ISEE Verifi cation Letter and some type of accepted and valid ID. 
Students will need access to their ISEE Verifi cation Letters at the 
beginning of the exam so they can login with their ISEE ID (which 
is printed on the student’s ISEE Verifi cation Letter).

If a central check-in area is used and checked-in students 
are then sent to testing rooms, test administrators/proctors 
should again check each student’s ISEE Verifi cation Letter 
against the ISEE Roster (which can be accessed at 
iseeonline.erblearn.org) when the student enters the room. 
Verify the student’s name and ISEE ID. Ask each student to 
sit at a desk/table with a device. Talking before the exam is 
permitted, but students should take their seats immediately 
and not be allowed to roam around the room.

ACCEPTED FORMS OF STUDENT ID
Only the forms of student identifi cation listed below are 
accepted. Photo IDs are preferred; however, other forms 
of identifi cation will be accepted if students do not have 
photo IDs.

Preferred Forms of Identifi cation

• School ID
• Passport or Green Card
• Driver’s license or learner’s permit
• State-issued ID

Other Acceptable Forms of Identifi cation

• Library card
• Birth certifi cate
• Social security card
• School report card

section 031 (800) 446-0320
ISEEOperations@erblearn.org

9



TEST ADMINISTRATOR’S GUIDE

03. Administering 
the ISEE Test

G. CREATING TESTING SESSIONS
1 Log in at iseeatschool.erblearn.org

Login with your ERB account credentials.

2  Select ISEE
If necessary, select “ISEE” from the top left menu. 

3 Click  “Administer at School” to administer the 
ISEE Online at School

4  Create a Session Number
Create a “Session Name” and select  “Create Session” to create 
the Session Number.

•  A session number is required for each student to 
login into the ISEE Online at School test.

•  The session number must be created on test day.
All session numbers expire at the end of the day.

• ERB recommends creating a session number for each testing 
room, and naming the session after the room location.

5 Share the Session Number with Students
Write the session number somewhere visible in the testing room 
or be prepared to share the session number verbally.

2 3

4

section 03
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H. STUDENT LOGIN PROCESS
1 Open the Secure Browser on Students’ Devices

Your I.T. staff should have already installed this. Please check to 
see if the secure browser is saved to students’ desktops or check 
with your I.T. staff to see where they stored this.

2 If necessary, download a fresh instance of the 
secure browser from iseedownload.erblearn.org.

3 Select “Start My At School Test.”

4 Ask students to enter the “Session Number”

03. Administering 
the ISEE Test

3 4
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03. Administering 
the ISEE Test

5  Ask students to enter their “Last Name” and 
“ISEE ID”

• Students are instructed to bring their ISEE Verifi cation Letters 
with them to the exam with their last name and ISEE ID printed 
on the letter. The student’s “LAST NAME” is case-sensitive and 
must be entered exactly how it is listed on the ISEE Roster 
(uppercase, lowercase, etc.).

• Test Administrators/Proctors can also access 
a student’s ISEE ID from the ISEE Roster at 
iseeonline.erblearn.org or iseeatschool.erblearn.org.

• Note the ISEE Roster at iseeonline.erblearn.org also has a 
student’s approved accommodations listed.

If a student needs to be transferred to a new session, 
they can enter a new session number with their Last 
Name and ISEE ID and preserve their place in the test.

5
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03. Administering
the ISEE Test

I. PROCTORING STUDENTS
Once students are logged in, test administrators/proctors approve 
students to test, monitor progress, and can pause test sessions. 
Test Administrators/proctors can also use the platform to report 
irregularities and view student information.

1  Approving Students to Test
As students complete the login process, they will appear in the 
“Waiting for Approval” section of your test session to enter the 
test. You may either click the Approve link to approve students 
one at a time, or use the Approve All link to approve multiple 
students to start their test.

2  Testing 
After students are approved, they will appear in the “Approved” 
section of the test session. This section will show you which test 
each student is taking and allow you to monitor their progress 
(location in test).

3  Pausing Students 
Use the “Pause” action button under “Location in Test” section 
to pause a student that is testing. Pausing a student causes the 
student to exit the exam once the student clicks “OK” on their 
screen. All answers will be saved and the student may resume the 
exam with Test Administrator/Proctor approval.

 

4  Unpausing Students 
To unpause/resume a student’s exam, the test administrator/
proctor will need to go through the Approval process again by 
having the student re-login by re-entering their Session Number, 
Last Name, and ISEE ID.

1

2
3

section 031 (800) 446-0320
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03. Administering
the ISEE Test

5  Report an Irregularity 

Select this menu option to report an irregularity for a student 
during testing (e.g. student becomes ill). Please see the Creating 
Irregularity Reports section of this guide for more information 
about how to report an irregularity.

6  View Roster 
To view students’ registration information for the test session and 
during a specifi c date range.

7  View Students 
To view a student’s profi le and registration(s).

6 75
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04. Test Directions

A. BEGINNING THE TEST
At a specified time, test administrators/proctors should close the 
door to the testing room and call students to order.

Please read the directions exactly as written to 
ensure you have a standardized administration.

Test directions are read aloud to the students as they read along. 
Sometimes a student may request clarification of these directions 
or ask to have them read again. Doing this would be proper 
protocol. To clarify, you may reword the directions or simplify 
the wording in a way that helps the student to understand the 
task. You can also ask the students if this is needed, as often 
the students will not advocate for themselves in a group testing 
environment.

On task prompts are used to assist students with attention and 
focus. While this is often a classroom accommodation, it is 
proper protocol on the ISEE. During the test, periodically circulate 
through the room, using gestures, placing a hand on the desk, 
or using eye contact to confirm the student is engaged; these 
are common forms of prompts. This should be done a couple 
of times during each test section to make sure the student is 
working on the correct section.

Pages 15-20 of this guide contain the narrative of the instructions to read to students before, during, and after 
the test. The instructions that you are to read appear in clearly marked boxes. The instructions or notes outside 
the boxes are for test administrators only and should not be read aloud. Please read through these instructions 
carefully before the test begins.

 SAY ALOUD:
My name is: _______________

I have set up your tests for today. There are some rules for 
today’s test that you need to know:

• You must sit in your seat for the entire test except for one 
break when you may walk around.

• You may not talk during the test.

• There will be a break after the Reading section. However, if 
you feel ill or must leave the room at any time, please raise 
your hand.

• If you brought anything into the room such as a cell 
phone or calculator (unless you have been approved for a 
calculator), please raise your hand. I will collect these items 
now and return them to you after the test is finished.

• During the test, I will walk around the room to be sure that 
you are following these directions.

Distribute pencils or pens and blank scratch paper to students 
for use during the exam.
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04. Test Directions
 SAY ALOUD:
There may be some questions on the test that you have not 
yet studied in school. Do not worry if you cannot answer all of 
the questions. Do not spend too much time on a question that 
seems too hard. Instead, answer all of the questions that you 
are sure are correct. Then if you have time, you may go back 
to questions you have skipped. No one is expected to answer 
every question correctly. Just do your best.

 SAY ALOUD:
Now click the NEXT button in the upper right corner of your 
screen to continue with the directions. You do not have to 
answer a question before moving to the next question. If you 
do not know the answer to a question or are unsure of the 
answer you have chosen, you can click the Flag icon in the 
upper left corner of the screen. This will make it easier for you 
to return to those questions before finishing each section. Do 
you have any questions?

 SAY ALOUD:
Click the NEXT button. 

• To zoom in (make the text look bigger): Click the 
magnifying glass with the plus sign in the upper right 
corner of the screen. 

• To zoom out (make the text look smaller): Click the 
magnifying glass with the minus sign.

Do you have any questions?

 SAY ALOUD:
On your screen you should see a page titled “ERB ISEE.” 
Please raise your hand if you do not see this. Click NEXT.

On your screen, you should see a page with the word 
“DIRECTIONS” at the top. Please raise your hand if you do not 
see this.

The directions will show you how to move through the test. 
Please read the directions silently as I read them aloud. Pay 
close attention as I tell you how to use the scroll bar, the FLAG, 
ZOOM, and REVIEW buttons.

If you have a question while I am reading the directions, raise 
your hand, and I will answer your questions. Once I tell you 
how to start the test, you will read each question and choose 
the best answer. If you cannot see the complete question and 
all 4 answer choices on your screen, use the scroll bar to move 
up and down. The scroll bar is on the right side of the screen 
and looks like this. Does everyone see the scroll bar? Do you 
have any questions?

Pause to answer questions.

Pause to answer questions.

Pause to answer questions.

Make sure all students have been Approved for the Test Session 
from the website iseeatschool.erblearn.org under the menu 
option “Administer at School”. This will enable students to move 
through the introductory screens, see the sample items, and 
begin the test once you have instructed them to do so. 

1 (800) 446-0320
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04. Test Directions
 SAY ALOUD:
Click the NEXT button. 

To review an item, you may click REVIEW in the upper right 
corner of the screen. Note: If you move to the next section, you 
will be unable to review this section.

The REVIEW button will allow you to view a list of all question 
numbers, unanswered questions, and questions you marked 
for review by clicking the Flag icon.

Do you have any questions?

 SAY ALOUD:
To see a particular question, click on the question name or 
number. If you do not wish to review any additional questions 
and want to return to the test, click RETURN TO TEST. If you 
wish to complete the test, click FINISH.

Do you have any questions?

 SAY ALOUD:
Click the NEXT button.

You will see green check marks next to the questions that 
you have answered. The green check mark does not mean the 
question is correct. It just means that you have answered the 
question. The test will be checked after the test is over.

Students sometimes think that the green check mark means 
they answered the question correctly. Sometimes this results in 
a phone call from a parent/guardian when their child tells them 
that they saw all green checks and they got everything correct.

Pause to answer questions. Then move on to the first section, 
Auditory Comprehension.

Pause to answer questions.

1 (800) 446-0320
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04. Test Directions

 SAY ALOUD:
Click the NEXT button. This test contains two sections: 
Auditory/Reading Comprehension and Mathematics. 

Read the directions at the beginning of each section carefully. 
Work as quickly as you can without becoming careless. Do not 
spend too much time on any question that is difficult for you 
to answer. Instead, skip it and answer all of the questions that 
you can. Then, if you have time, return to any questions you 
may have skipped.

Are there any questions?

 SAY ALOUD:
Click the NEXT button. You must mark the correct answer on 
the screen. You will not receive credit for any answers or work 
done on your scratch paper. To repeat, you must mark your 
answers on the screen for them to be scored. 

This section contains a short passage that you will listen to 
one time. Listen to the passage and answer the questions that 
follow. 

Now, please listen to the example passage and answer the 
question that follows. Once you have listened to the example 
passage and answered the question, please raise your hand. 
Now, please put on your headphones. Click NEXT to hear the 
example passage.

 SAY ALOUD:
Please remove your headphones. The correct answer to the 
question is (C), “making sure that the birds have food to eat.” 
Do you have any questions about how to take this part of the 
test? Click the NEXT button.

 SAY ALOUD:
You are now ready to begin the test. You will have 7 minutes 
to listen to the passage and answer the questions that follow. 
Wait for me to tell you to start before clicking the NEXT 
button. If you finish this section before time is called, you may 
review the questions in this section only. Now, please put on 
your headphones. Click the NEXT button.

As students are working, you should walk around the room and 
make sure that the students are working only on the Auditory 
Comprehension section of the test and marking their answers in 
the correct section on the screen. 

Note that students will not be allowed to advance to the next 
section until all the time for the current section has elapsed. If 
students do try to advance to the next section before time has 
elapsed, a dialogue box will appear to let them know they cannot 
proceed until time expires.

B. SECTION ONE: AUDITORY/READING COMPREHENSION

Pause to answer questions.

Pause to answer questions.

Wait for all students to raise their hands.

1 (800) 446-0320
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04. Test Directions

 SAY ALOUD:
The correct answer to the first question is (D), “someone 
looking forward to a friend’s visit.” The correct answer to the 
second question is (A), “take an airplane trip.” Click the NEXT 
Button. Do you have any questions about how to take this part 
of the test?

 SAY ALOUD:
You are now ready to begin this section. You will have 20 
minutes to read 3 passages and answer the 6 questions 
that follow each passage. Remember that you may need to 
use the scroll bar on the reading passage in order to see the 
entire passage. Wait for me to tell you to start before clicking 
the NEXT button. If you finish the Reading Section before 
time is called, you may review the questions in this section 
only. Remember that there are 6 different questions for each 
passage. You may now click the NEXT button to start the 
Reading section of the test.

 SAY ALOUD:
When time is up, say:  
Please stop working on the Auditory section. You may remove 
your headphones now. Do not go on to the next section until I 
tell you to do so. 

Click the CONTINUE button. We are now going to practice 
reading a passage and answering some questions. Click the 
NEXT button. Please read the example passage and answer 
the questions that follow. Once you have read the example 
passage and answered the questions, please raise your hand.

Make note of the time so that you may announce the five-minute 
warning before the end of the test. As students are working, you 
should walk around the room and make sure that the students 
are working only on the Reading section of the test and marking 
their answers in the correct section on the computer screen. Note 
that students will not be allowed to advance to the next section 
until all the time for the current section has elapsed. If students 
do try to advance to the next section before time has elapsed, a 
dialogue box will appear to let them know they cannot proceed 
until time expires. When the time comes for the five-minute 
warning:

Pause to answer questions.
Students should be supervised at all times in the testing room.

Wait for all students to raise their hands.

 SAY ALOUD:
When 5 minutes remain say: 
You have 5 minutes left to work on the Reading section.

When time is up, say: 
Please stop working on the Reading section. Click the 
CONTINUE button. Do not go on to the next section until you 
are told to do so. You may relax and walk around the room for 
five to ten minutes. Please ask permission if you wish to leave 
the room to go to the restroom. Remember that you may not 
discuss anything about the test during the break.

1 (800) 446-0320
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 SAY ALOUD:
At the end of the break say: 
We will now begin the Mathematics Section. Click the NEXT 
button. Read each question and choose the best answer. 
You may use a pencil and paper to work out your answers. 
Remember, however, that the only answer that counts is the 
one on the screen. To practice these skills, click the NEXT 
button.

Read and answer the example mathematics question on your 
screen. Once you have completed the example mathematics 
question, please raise your hand.

 SAY ALOUD:
Click the NEXT button. You are now ready to begin the 
Mathematics test. Wait for me to tell you to start before 
clicking the NEXT button.

You may now click the NEXT button to start the Mathematics 
section.

 SAY ALOUD:
The correct answer is (A), 8. Do you have any questions about 
how to take this part of the test?

 SAY ALOUD:
When 5 minutes remain, say: 
You have 5 minutes left to work on the Mathematics section.

When time is up, say: 
Please stop working on the Mathematics section. Click the 
CONTINUE button.

Wait for all students to raise their hands.

Pause to answer questions.

Make note of the time so that you may announce the five-minute 
warning before the end of the test. As students are working, you 
should walk around the room and make sure that the students are 
working only on the Mathematics section of the test and marking 
their answers in the correct section on the screen.

When students are finished and ready to submit their tests, 
they should click SUBMIT. The test will be submitted when the 
SUBMIT button is clicked. On the next screen, they should click 
LOGOUT to logout of the test application.

C. SECTION TWO: MATHEMATICS

1 (800) 446-0320
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ERB makes every effort to provide reasonable testing 
accommodations for eligible students taking the ISEE. Students 
requesting ISEE accommodations will apply online in advance and 
submit the required paperwork to ERB for review and approval. 
An administration with accommodations must be completed 
in one sitting. Students with approved accommodations will be 
listed on your ISEE Roster at iseeonline.erblearn.org. Testing 
accommodations may include one or more of the following:

Extended Time (1.5x)
 For students that qualify for extra time, 50% of the time for 
each test section is added (i.e., time and a half). For example, a 
30-minute test section would be extended to 45 minutes for a 
student approved for extended time. 

Double Time (2x)
100% of the time for each test section added (i.e., double time). 
For example, a 30-minute test section would be extended to 60 
minutes for a student approved for double time.

Students who fi nish a section before extended time or double 
time has expired can move ahead to the next section as long 
as the standard timing has expired. No action is required from 
test administrators/proctors for this to happen—the system will 
simply let students submit their responses for the section and 
move ahead once standard time has expired.

Calculator (Provided by Family)
Calculators must be approved devices (not all calculators are 
eligible). Only four-function (not scientifi c) calculators are 
allowed. These calculators may also contain square root, 
percent, MRC (memory recall), M- (memory minus), and M+ 
(memory plus) buttons. 

Spell Check
Spell Check is automatically built into the ISEE Online format for 
the essay section.

Graph/Lined Paper (Provided by Family)
These are individual page(s) of paper containing only the 
pre-printed lines. Pages need to be loose and not in a notepad 
format. This can be used with or without a time extension. 

05. Testing 
Accommodations  

EXTENDED TIME LOWER, MIDDLE, AND UPPER LEVELS

Test Section Extended Time (Min) Double Time (Min)

Verbal Reasoning

All Levels 30 40

Quantitative Reasoning

All Levels 52.5 70

Reading Comprehension

Lower 37.5 50

Middle/Upper 52.5 70

Mathematics Achievement

Lower 45 60

Middle/Upper 60 80

Essay

All Levels 45 60

Total Time Extended Time Double Time

Lower 3 hrs, 30 mins 4 hrs, 40 mins
Middle /Upper 4 hrs 5 hrs, 20 mins

EXTENDED TIME PRIMARY LEVELS

Test Section Extended Time (Min) Double Time (Min)

Auditory Comprehension (Primary 2 Only)

Primary 2 10.5 14

Reading

Primary 2 30 40

Primary 3 42 56

Primary 4 45 60

Mathematics

Primary 2 39 52

Primary 3 39 52
Primary 4 45 60

Total Time Extended Time Double Time

Primary 2 1 hr, 19 mins 1 hr, 46 mins

Primary 3 1 hr, 21 mins 1 hr, 48 mins
Primary 4 1 hr, 30 mins 2 hrs

 Untimed testing is not available.
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Graphic Organizer (Provided by Family)
These are individual page(s) of paper containing only a pre-
printed template that provides space to plan an essay response 
or math calculation. This may include section titles, but cannot 
include sentence starters or example equations. This can be used 
with or without a time extension.

Multiplication Table (Provided by Family)
This is a standard grid that shows the products for multiplying 
numbers 1 to 12. This can be used with or without a time 
extension.

Math Reference Sheet (Provided by Family)
This page has a variety of formats, but often includes basic 
conversions and standard math formulas. This can be used with 
or without a time extension.

Reader (Audio)
For students approved for “Reader”, the text (directions, 
questions, and answer choices) may be read aloud (audio) by 
the student clicking the green “play” button next to the text they 
would like read aloud. 

To pause or stop the text from being read aloud, the student will 
click the button again. The read aloud of the text will resume 
once the “play” button is clicked on again. To replay the content, 
the student may click the “play” button once the content has 
been read through. Students testing with “Reader” for the ISEE 
Online will automatically have Double Time (2x) built into each 
section of the exam. Speakers or headphones that are wired and 
plugged into the student’s testing device are required for this 
accommodation. Bluetooth headphones are not permitted.

Read Aloud to Self
The student is placed in an individual testing area away from 
other students. The student can read out loud, but the test 
administrator does not read for the student. If the student is 
already registered for an individual test, this accommodation 
would not have to be pre-approved. This can take place with or 
without a time extension.

Access to Medical Supplies/Snack/
Drink at All Times During Testing 
Most commonly for diabetics, the student has what they need 
to monitor blood sugar levels at their assigned seat rather than 
being limited to scheduled breaks. In some cases, the student 
may use an app on a cell phone or tablet to monitor blood 
sugar, which can only be used if it is held by/kept on the test 
administrator’s desk. This accommodation can be administered 
with or without a time extension.

Noise Reducing Headphones/
Earplugs (Provided by Family)
This accommodation refers to cordless ear wear that does 
not emit sound and is not connected to wifi  or bluetooth 
technology. This can be used with or without a time extension.

Desktop Carrel or Slant Board - Provided by Family 
A desktop carrel is a portable partition that can be placed 
on a student’s desk to create an enclosed privacy space 
around one to three sides of their work surface. A slant board 
is a portable desk topper or easel that is placed on a work 
surface to put paper and books at a 30 - 45° degree angle.

05. Testing 
Accommodations  
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FOR TECHNICAL SUPPORT
Please contact ITS Tech Support at 1-800-514-8494 
(8am–6pm EST, Monday–Friday)

TEST ADMINISTRATOR/PROCTOR LOSS 
OF INTERNET CONNECTION
If a test administrator/proctor should lose their connection to the 
testing platform, they should:

Try to refresh the page. Sometimes connections drop and 
come back up quickly, and browsers just need to reset. If your 
connection is restored, please resume proctoring the exam and 
fi le an irregularity report indicating the approximate time and 
duration of your lost connection. ERB will then review the test
and determine whether to cancel scores.

STUDENT LOSS OF INTERNET 
CONNECTION
Students who lose their internet connection should log back into 
their session as soon as they regain connectivity. The ISEE Online 
platform will automatically store the student’s responses to the 
questions they answered before they lost connectivity, and return 
the student to their place in the exam.

06. Troubleshooting Tips
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A. HOW TO FILE AN IRREGULARITY 
REPORT
Any irregularities encountered on test day can be 
logged by clicking on the “Report an Irregularity” tab

•  Click Report an Irregularity from the menu bar.

•  Click the New Irregularity link in the upper right-hand corner.

•  Fill out the required fi elds, and click Save. 

It is important to note that once an irregularity is created, 
it cannot be deleted. Test Administrators/Proctors may only 
edit the comment section and add or remove students from 
the irregularity.

Test Administrators/Proctors can create irregularity reports 
during or after testing. See instructions below for when to fi le 
Irregularity Reports.

07. Creating Irregularity 
Reports 
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B. WHEN TO FILE IRREGULARITY 
REPORTS AND PAUSE EXAMS
From time to time, test administrators/proctors will encounter 
unusual testing situations. To preserve consistency in the 
application of ERB policy, it is important that test administrators/
proctors follow the same procedures in response to these 
situations. Below are several examples of what can occur and 
how to respond:

Use of Cell Phone or Other Electronic Device
Students are not permitted to have cell phones (unless approved 
to use due to a medical diagnosis) or other electronic devices 
on hand. The use of any electronic device during the test will 
invalidate the test. Test Administrators/Proctors who encounter 
this situation should pause the student’s test and complete an 
irregularity report. The steps for how to submit an irregularity 
report are explained in the previous section. 

If a student is caught a second time using an electronic device, 
the test administrator/proctor should pause the test and inform 
the student that they will be automatically exited from the testing 
platform. The test administrator/proctor should then complete an 
irregularity report for the student.

Use of Other Prohibited Materials
If a student is seen using any prohibited materials, the test 
administrator/proctor should immediately pause the student’s 
test, and remind the student that such materials are prohibited. 
If a student is caught a second time, the test administrator/
proctor should pause the test and inform the student that they 
will be automatically exited from the testing platform.

In such cases, the test administrator/proctor should fi ll out an 
irregularity report for the student, noting that the student was 
warned about using prohibited materials. ERB staff will review 
and determine next steps for violations of test security.

Disruptive or Uncooperative Students 
Students who disrupt testing or are otherwise uncooperative 
should be warned that their behavior is grounds for dismissal. 
If their behavior continues, the test administrator/proctor 
should pause the test and inform the student that they will 
be automatically exited from the testing platform. The test 
administrator/proctor should then complete an irregularity report 
for the student.

Student Loss of Internet Connection. 
Students can lose internet connectivity when at school. When 
this happens, their test will be paused automatically. The student 
should repeat the login process. Test Administrators/Proctors, in 
turn, will see a notifi cation that a student is waiting in the queue. 
In this situation, the test administrator/proctor should repeat the 
approval process. If a student loses connection more than once 
during their test, the test administrator/proctor should complete 
an irregularity report.

Students who Become Ill During Testing
If a student becomes ill during the test, pause the test and fi ll 
out an irregularity report. If the student is able to return to the 
test, unpause the exam and allow them to resume testing. If the 
student must discontinue testing, remind the student that it is 
possible to reschedule for another test administration.

Defective Test Question
If a student reports that a test question has no correct answer 
or more than one correct answer, the test administrator/proctor 
should instruct the student to select the answer that seems 
most nearly correct. Then, the test administrator/proctor should 
complete an irregularity report for that student noting the level, 
section, and question number. 

Undoubtedly, there will be other unusual circumstances that 
arise. Test Administrators/Proctors can detect these situations 
and respond to them by paying careful attention to the test 
session and monitoring the students in the testing room.

07. Creating Irregularity 
Reports 
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Appendix: iPad and 
Chromebook Administration

Schools can administer ISEE Online to students taking the exam 
on an iPad or Chromebook. This appendix explains the essential 
steps schools should follow to prepare for these administrations.  
To use these devices requires downloading an ISEE designated 
app to each of the school-supplied devices students will use on 
test day.

The purpose of the app is to lock down the student’s browser 
when they are taking the ISEE. This ensures that security will be 
maintained for all test takers.  

Single-App-Mode is used to enable secure testing for iPad apps.  
This feature is automatically enabled when a student clicks the 
“Start My Test” button.

Downloading the iPad or Chromebook Apps
Schools can download the apps for iPad or Chromebook in 
two ways:

1. Directly from the Apple or Google Play stores by searching 
for the app named “ISEE by ERB.”

2. Directly from iseedownload.erblearn.org. 

• Use either Safari or Chrome when downloading the app from 
your browser.

• The system will recognize what device you are using and only 
offer the correct iPad or Chrome book app.

The images show the instructions users will encounter when they 
access the app from the secure browser page. 
For iPads, if school staff are already logged into their Apple 
account, they will not need to sign-in again.

If you do not see the app in the Google Play Store 
please check that your device supports running 
Android apps. For a list of devices that support the 
Chromebook go to www.chromium.org/chromium-os/
chrome-os-systems-supporting-android-apps.
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Appendix: iPad and 
Chromebook Administration

Using the App
• On test day, simply open the app on each school-supplied 

device. 

• Tap or click the ‘Start My Test’ button.  

• On each device, students will need to enter their session ID, 
last name, and ISEE ID to access their test.

How to End the Test Early
When students complete the test, the app will automatically sign 
the students out of the secure browser, and they will be able to 
use the device normally. If the student needs to end their test 
early, follow these steps:

• When students are testing on the iPad, they can end the 
test early if the proctor “pauses” their exam from their 
administration tab. 

• On Chromebooks, the desktop will be locked down in pinning 
mode during testing. To unpin the device and end testing early, 
students should enter [shift+search+esc].

Customer Support
For technical support downloading or using iPad or Chromebook 
apps, please contact ITS Technical Support at 1-800-514-8494 
(8am—6pm ET, Monday—Friday).

CHROMEBOOKS ONLY
Distribution on Managed Devices
These instructions are for Chrome Device Managers who will add 
the secure app to their domain-managed Chromebook devices. 
For additional help with using Chromebooks for assessments, 
please contact Google Admin support.

1. Log in to the ChromeOS management console at 
https://admin.google.com.

2. Select Devices > Chrome.

3. Select Apps & extensions > Users & browsers.

4. Select the organizational unit that should receive this app.

5. Click the Add button in the far right corner and select Add 
from Google Play.

6. Search for app “ISEE by ERB.”

7. Select app and accept permissions.

Screen Pinning is used on Chromebook apps for secure testing.
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