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Introduction 
ne of the major yardsticks for measuring and assessing the 

quality of education is the conduct of the test. The mode and 

manner to which test is administered determine its 

acceptability and usability. Test administration is very important in 

academic environment, it is the way and prescribe guidelines by 

which the test instrument is adopted to the testees or the examinees. 

The instrument (test) is administered following acceptable 

procedures and standard norms so as to bring out the expected 

results from the respondents. 
There are different types of test, the most adopted type of test in 

higher institutions of learning include multiple choice test item and 

essay test type, the testee’s were to choose the best from the 

possible alternatives provided to series of questions or statements in 

form of stem and branches or to expressed themselves concisely and 

precisely to a number of questions and submit same for measurement 

and assessment. Test administration is the step by step process and 

procedures adopted before, during and after the conduct of the test.  

The quality of education entails the state of being standard and 

exceptional in terms of content, competency of the instructors, 

conducive environment, intra and inter personal relationship 

between and among students and mode of service delivery in order 

to compete within and outside our immediate environment. In Nigeria 

of today, the quality of education is on the down side as a result of so 

many factors such as poor education delivery system and evaluation 

which include test construction, administration, marking and scoring 

etc tests were not constructed in a standard manner by the 

examiner/tester following the standard procedures and administered 

accordingly. Other factors responsible for dwindling level of  
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education include inadequate teaching and instructional media, incessant strikes as a result of non-

payment of teachers’ personal emolument, government neglect etc. 

The mode of education service delivery and evaluation must align with the current happenings in 

the world if we want to be part of education industry. New ideas are expected to be inculcated in 

the mode of conducting tests, this will afford quality of education a better opportunity to compete 

favourably with the standard of education in other neighbouring countries both far and near. There 

is need to embrace technology and standardized procedures into the mode of test administration 

so as to meet with international standard of the developed world. 

 

CONCEPT OF TEST 

Test is an instrument used to elicit information from students. It is an educational instrument used 

to measure the testee’s knowledge, ideas, skills, attitude, aptitude and the likes for the purpose of 

ascertaining the level of which the testee has achieved. It could be written, oral or practical 

(psychomotor) test, depending on the use and purpose of the test. At times, test can take the form 

of Computer-Based Test (CBT) or Computer Adaptive Test (CAT) and it can be Paper-Pencil Test 

(PPT). 

Tests are used at every academic programmes, every levels of educational attainment, where the 

teacher/instructor create instrument that measures their students' understanding of specific 

subject matter or to ascertain the effective application of critical thinking skills of a student or 

group of students. It varies both in style, norms and requirement throughout the entire sphere of 

educational systems.  

A test may be developed by separate entity such as examining bodies, curriculum expert even the 

teachers and administered by instructors/teachers/invigilators as the case may be, bearing in mind 

the motive behind the test. Linn, R. L., (2008) sees tests as standard procedures used to 

systematically measure a sample of behaviour by posing a set of questions, the desirable of the 

student can be measured through the instrument called test with prescribed arrangement. 

Arikunto (2012) defines test as a tool or procedure used to know or measure student’s 

performance by using a set of ways and rules. It implies that test must follow certain procedural 

objectives. The process of test administration from pre administration era, during 

administration and post administration of the test were emphasized, while some of the 

challenges associated with test administration were also pointed out. It was concluded that 

test must be administered under the prescribed manners and procedures so as to actualize the 

overall objectives of assessment. However, some recommendations were made which 

includes; that the examiner/tester should maintain an objective way of marking and scoring 

candidate scripts in order to give the actual performance of an individual test taker. Items in 

the test instrument must be typed in good font style and size so that it will be readable during 

the conduct of the test.  

 

Keywords: Test, administration, assessment, evaluation, testee, examiner 
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stages in order to achieve the main objectives. Brown, (2004) test is a method of measuring a 

person’s ability, knowledge or performance in a given domain.  

Omoroguiwa (2010) test as an item or set of items designed to measure a trait presented to an 

individual or set of individuals who are expected to respond under specific conditions, with the 

intent to determine the extent to which such trait is present or absent in the respondent.  He went 

further to explain that test is a set of questions, each of which has a correct answer that examinees 

usually answer orally or in writing.  Kubiszyn and Borish (2000), established that the purpose of 

examination (test, testing and assessment) is mainly to take decisive decisions ranging from 

certification, selection, diagnostic, instructional, placement, counseling and guidance, programme 

evaluation or curriculum implementation as well as management and administrative policy 

decisions. 

Test can be categorized into various classes, but Adewuyi & Oluokun (2001) classified test based 

on: 

a) Proposed use of the test result which include; Diagnostic test, Placement tests, Formative 

and summative test 

b) Types of response expected such as Essay test and multiple choice type 

c) Types of interpretation of test result, either criterion-referenced test or Norm-referenced 

test 

d) Construct measured by the test which could be achievement test, aptitude test, 

intelligence test 

e) Critical factor in the administration of the test as in speed test and power test 

f) The level of refinement of the test, such as teacher-made test and standardized test 

 

A good test must satisfies the principle of validity and reliability as part of basic characteristics of a 

valid and reliable test as indicated by Okoli (2005) that there is need to consider the essential 

psychometric properties a good test must satisfy.  

 

CONCEPT OF TEST ADMINISTRATION 

Testing is one of the major components of the educational process, Crooker and Algina (2008) 

described test as a standard procedure for obtaining a sample of behaviour from a specified 

domain. This domain includes cognitive, psychomotor and affective domain. Testing is important 

to all the stakeholders in education sector, stakeholders have a role to play when it comes to test 

administration because it is all about process.  Okoli (2005) Test administration is the process and 

procedures employed in the task of giving a test. This is not limited to only the sitting for the test 

and collection of the scripts for necessary assessment but also included the preparation before the 

commencement of the test to be conducted, during the conduct of the test and after the conduct 

of the test.  Hughes (1989), test administration is a variety of procedures for giving a test to an 

individual or a group of persons and also for gathering empirical information in order to assess the 

qualities of test usefulness and make inferences about test takers' abilities. 

Airisian, (1994) posits that Test administration is concerned with the physical and psychological 

setting in which students take the test, for the students to do their best. There must be conducive 

atmosphere devoid of any impediment for all the test takers to put in their best. Adewuyi and 



 

TIMBOU-AFRICA ACADEMIC PUBLICATIONS 
AUGUST, 2022 EDITIONS, INTERNATIONAL JOURNAL OF: 

 

TIJASDR 

AFRICAN SUSTAINABLE DEV. RESEARCH VOL.10 

312 
ISSN: 2067-4112 

Oluokun (2001) it is a process of exposing the testees to an optimum condition so as to obtain a 

good representative of their responses. 

Fulcher's  (2010) suggests that getting a right test administration can be viewed in two different 

perspectives, such as: 

i. the first is replicating the meticulous conditions that the test designers set out in the 

delivery specifications. These are the conditions under which the test was originally 

piloted and field tested;  

ii. the second issue is ensuring that these conditions are replicated for all test takers, so 

that no one experiences taking the test in a condition that provides either advantages or 

disadvantages.  

 

Olusakin and Ubangha, (1997) Test administration refers to the process and procedures employed 

in the task of giving a test. Giving a test entails certain procedures and processes  which must be 

followed to the later. This will determine the end result of such test. If the test is administered 

according to the acceptable standard it will tell so much about the validity, reliability and usability 

of the test.  

Gronlund and Linn (1990) suggest that tests can be successfully administered by any conscientious 

teacher or test administrator, as long as the prescribed testing procedures are rigorously followed. 

Five (5) conditions were set to be met if test must be administered according to the norm standard, 

these include: 

i. the pupils are motivated to do their best, 

ii. test administration directions are followed closely, 

iii. time is accurately kept,  

iv. any significant events that might influence test scores are recorded, and  

v. testing materials are collected promptly. Testees must be properly encouraged but not to 

be coerced, instructions must be specific, clear, concise and unambiguous while adequate 

timing must be provided for a successful test administration. 

 

Ogwang (2007) opines that the process of test administration is an uphill task, as it is sometimes 

marred by irregularities. Test must be administered in a serene environment by minimizing flaws 

at all cost if not totally eliminated, the testees must be giving equal opportunity to do their best 

and no undue influence of favoritisms should be allowed. Omoroguiwa (2010) outlined the list of 

the stakeholders involved in test administration as indicated below: 

Examination officer 

The Supervisor 

The Invigilator 

The Attendant 

Test Monitors 

Security Guards 

These are the major players in the effective conduct of test, the outcome of the administered test 

depend solely on the management and active participation of the stakeholders as identified by 

Omoroguiwa (2010). 
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PROCDURES FOR EFFECTIVE TEST ADMINISTRATION 

This is a step by step procedure guiding the conduct of a test. It involves collection of necessary 

materials for the test, the conditions to which the test will be written, the stakeholders’ 

participation, sitting arrangement on the part of the examinee/testee, tester-testee ratio 

arrangement and their relationship before, during and after the conduct of the test. Fontana & 

Cottrell, (2001) established that the period before the test, during the test and after the test should 

be effectively managed to realize a highly efficient testing period. Nkwocha, (1997) stated the 

following procedural guidelines while administering psychological tests: 

1. Competent trained personnel should be engaged in test administration. 

2. Instruction must be observed to the later. 

3. Tests should be conducted under unified conditions. Devoid of all forms of distractions.  

4. Tests that require very confidential information should be administered as individual tests 

while those that required less confidentiality can be administered in groups 

5. Individual tests should take place in environments that gives maximum confidentiality. 

6. In group tests, candidates should be comfortably arranged, seated and well-spaced out to 

avoid cheating and fatigue caused by discomfort. 

7. All necessary psychological conditions needed should be identified. 

8. In a very large group test, the examiner may need the assistance of invigilators to help him 

distribute the papers and supervise the examination 

 

(Okoli, 1997) added that to ensure non subjective and unrealistic assessment of students learning 

outcomes, two things are paramount, (i) the preparations must be such that would guarantee 

students comfort and hitch-free examination conduct. (ii) that the prescribed rules and regulations 

governing examination conduct must be strictly adhered to. By so doing, no candidate gains an 

undue advantage over others and gets a grade that does not represent his or her level of 

attainment.  

Linguist, (1961) opined that a well-prepared examiner should be conversant and taking into 

cognizance the multiplicity of factors capable of influencing test performance, the kind of 

environmental conditions, and the special problems created by the current tendency to administer 

tests with separate answer sheets. He added that examiners should also have at hand a list of 

procedures to be followed in preparing for the test, during the test, and after the test has been 

given. 

 

Preparing for the Test 

1. Select the tests carefully. Preferably in cooperation with a committee of teachers in the 

school in the school is located in an area where there is a stale testing programme, 

consider carefully the tests recommended for that programme, since experts in 

measurement and guidance usually select them.  

2. Order the tests well in advance of the date on which they are to be used. Allow ample time 

to get all materials in readiness be the date on which the tests are to start. 

3. Plan in detail for the administration of the tests. Choose examiners and invigilators with 

great care. If possible, use examiner have previous experience of inexperienced 

examiners used, they should be carefully rehearsed beforehand.  
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4. Duplicate an examination schedule and see that every person concerned receives a copy. 

The schedule should give the time and place of each test. 

5. Avoid overemphasis on the tests. Urge the teachers to have the pupils take them in stride 

6. Give pupils who have never taken objective tests an opportunity to examine obsolete 

editions of tests of the same kind. 

7. Do not distribute the tests to the examiner before the day of the examination. 

8. Provide each examiner with a manual and a sample copy of the test several days before 

the examination and urge him to study the manual and to practice by taking the test 

himself. 

9. Provide each examiner and invigilator with a written set of instructions outlining his duties 

at all stages of the examination.  

 

During the Test 

1. Make arrangements so that there will be no interruptions or distractions during the 

testing period. Persons should not come into, or go out of the room unless necessary.  

2. Seat the test taker in alternate chairs if possible.   

3. See that each invigilator understands what is expected of him before, during, and at the 

end of the examination. The examiner should circulate among his invigilators and keep 

them alert to their duties. 

4. Make announcements slowly and clearly in a voice that is loud enough to be heard 

throughout the room. Assume a businesslike and efficient attitude that will command 

attention, but do not be unnecessarily severe. 

5. Have invigilators supply all pupils with booklets and pencils and with answer sheets, if test 

are to be administered with separate sheets. 

6. Hold faithfully to the exact wording of the printed directions unless there is an excellent 

reason for introducing a minor variation of them. 

7. Time the examination with extreme care, using an interval time or watch which has a 

second hand and which has been checked for accuracy. 

8. Move about the room occasionally to see that all pupils are working on the right path of 

the examination, but do not stand gazing over a pupil's shoulder until he becomes self-

conscious and do not constantly move nervously from pupil to pupil. 

9. Do not use the test situation to inculcate good disciplinary habits. The single object of 

discipline in the test room is to keep everyone working at his maximum all the time, with 

a minimum of disturbance from all sources, including the examiner and invigilators. Use 

gestures, facial expressions, soundless whispers. and so forth, in dealing with examinees 

during working periods. 

10. Stop the examination immediately when the time is up and collect the booklets. 

 

After the Test  

1. As soon as a certain test has been given, have all invigilators turn in their booklets 

promptly. 

2. See that the tests are scored promptly. Report the results to the faculty in a form that they 

can use and provide them with an explanation of the results. 



 

TIMBOU-AFRICA ACADEMIC PUBLICATIONS 
AUGUST, 2022 EDITIONS, INTERNATIONAL JOURNAL OF: 

 

TIJASDR 

AFRICAN SUSTAINABLE DEV. RESEARCH VOL.10 

315 
ISSN: 2067-4112 

3. Have the scores of each pupil entered on an individual cumulative record card and make 

this card available to both counsellors and classroom teachers. 

 

General Preparations before Administering a Teacher-Made Achievement Test 

The following are general preparations to make before administering a teacher-made achievement 

test. 

1. The students should be informed as early as possible about the specific date of the test so 

that they can plan ahead in view of their other commitments. A test that is announced 

early will provide opportunity for quality preparation and keep students anxieties at 

acceptable levels. 

2. The physical conditions should be as comfortable the students should be as relaxed as 

possible. 

3.  The examination venue must be well ventilated and free le as possible and from 

distraction.  

4. Provide sufficient writing desks and chairs for the students. 

5. The sitting arrangement must be such that ensure free movement of invigilators. The 

space between rows should wide enough prevent copying through giraffing. 

6. Provided enough question papers and answers scripts. 

7. Provide for first aid in case of emergency. 

8. Arrange for sufficient invigilators. The invigilators must be people of proven integrity. If 

possible, provide for male and female supervisors. Both genders are needed in case a 

student may want to go the toilet or during bodily search while entering the examination 

hall.  

9. Arrange for security personnel to forestall any possible breach of peace by unruly 

students. 

10. Provide a wall clock for time keeping. 

 

General Guidelines for Actual Test Conduct 

1. The students should be motivated to do their best. They should be convinced in their 

minds that the results will be of value to them and that it will help identify their strengths 

and weaknesses. 

2. Before the test begins, the teacher should reassure his students, put them at ease, and 

answer any questions they may have. Once the test has begun, the teacher must ensure 

that distractions are kept to a minimum. 

3. When administering the test, the teacher should make sure that the students understand 

the directions. 

4. Read out the instructions to the hearing of all the students. Uniform instruction should be 

given to the students. 

5. The teacher should keep the students informed of the time remaining (tor example, 

writing time on the blackboard at, Say every thirty minutes). 

6. As much as possible, minimize the practice of announcing time frequent intervals as this 

heightens anxiety in students. Moreover, time management is part of examination. 
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FACTORS THAT HINDERS TEST ADMINISTRATION 

Non-directional and ambiguous instruction: Instruction is one of the major aspects of test 

instrument; it gives direction to what is expected of the test takers. It should be precise and concise 

without any ambiguity. 

Subjective marking and scoring: The testers/examiners at times use their personal/emotional 

judgment to mark and score the test takers due to their personal relationship and undue favour 

aside from the standard norms of objectivity. 

Inadequate preparation for the Test: Test takers are not really and actual ready for the test, leading 

to their undesirable behavours either before, during and after the conduct of the  test. 

Plead bargaining/Sex for Mark: Testers at times seeking for or taking undue advantage of the 

situation to demand for test takers to pay in kind or in cash during the process of test 

administration. 

Leaking of Test Instrument: This is a situation where the tester/examiner demands for money from 

the test takers in order to release the question items before the conduct of the test. 

Chatting and discussing during the Conduct of the Test: Unnecessary discussions in the center by 

the invigilators always create an atmosphere that will affect the test taker negatively while the 

conduct of the test is ongoing. 

Exchange of scripts between and among the test takers:  Test takers at times exchange their test 

scripts during the test administration, leading to gross misconduct during the test and rendered 

the scores of such test invalid. 

Impersonation among the test taker: At times, test taker stand in to partake the test for another 

person under the disguise to represent such candidate during the conduct of the test. 

Inadequate number of invigilators: Test taker/invigilator ratio is another factor that hinders 

effective test administration, there is always a shortage of invigilators to monitor and supervise 

the test to give the best out of such test during administration. 

 

CONCLUSION 

Test have been used for various levels of educational attainment to determine the actual and 

overall performance of the test taker either to place, predict, forecast, diagnose or to determine 

the future capability of the test taker. It is very important to strengthen the way and manner to 

which tests are conducted to achieve maximally the predetermined objectives. 

It is used to ascertain the true performance of the test taker and compared the scores in term of 

the ability of those that responded correctly to an item and those that did not get the item 

correctly. The effectiveness of the test administration will determine the validity, reliability, 

usability, acceptability and practicability of the test as an instrument of assessment. 

Test administration is a process not just an event, it evolves round even before the conduct of the 

test. There are three (3) stages involved which include, before the conduct of the test, during the 

conduct of the test and after the conduct of the test. The tester must take the cognizance of these 

steps/stages in order to have an effective test administration in our schools.  

 

RECOMMENDATIONS 

Yusuf and Onasanya, (2007);  Durosaro and Onasanya, (2008) suggests that in an 

attempt to ameliorate the challenges facing the administration of educational 
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assessment measures(test)  in our schools, teachers and test developers should be  

encouraged to employ practical demonstration on data collection, collation and 

analysis for effective decision making in assessment process.  

Based on the above, the following recommendations were made for effective and efficient test 

administration: 

➢ The instruction in the test instrument must be clearly and unambiguously stated where 

necessary to avoid misconception during the conduct of the test. 

➢ Noise should be minimized during the conduct of the test on the part of the invigilators 

trying to instill discipline and curbing cheating in the process. 

➢ The examiner/tester should maintain an objective way of marking and scoring candidate 

scripts in order to give the actual performance of individual test taker. 

➢ Items in the test instrument must be typed in good font style and size so that it will be 

readable while writing the test. 

➢ Invigilators/test taker should be adequate to avoid gross misconduct during the actual 

administration of the test. 
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