Test Administration Training

State Testing Posttest Activities
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Presentation Notes
Welcome to the posttest portion of test administration training for State Testing.




Posttest Activities Topics

» Setting aside materials for makeup testing

* Ordering makeup materials online

« Keeping materials and
administrations separate

e Packing standard time
materials

e Packing accommodations
materials

e Returning materials
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We’ll wrap up by discussing:
What materials to keep to use for makeup testing,
Information about ordering makeup materials,
The importance of keeping materials and administrations separate,
Packing envelopes and cartons for return, and
Being ready for materials to be picked up.


.
Standard Time: Setting Aside
Materials for Makeup Testing

e Unused Supervisor's Manuals
e Unused answer documents
 Partially-completed answer documents

(student completed non-test portions):

o |f student was absent, arrived too late, or did not
complete the non-test portion

o If student began but did not complete testing
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Before packaging materials for return, set aside the following standard time materials to use on the makeup test date. 
You’ll want to keep unused Supervisor’s Manuals, and unused answer documents if you have any.
Also, set aside answer documents with non-test portions completed: 
If the student was absent on the initial test date, arrived too late to test, or did not have the non-test portion of the answer document completed before testing began.
Or, if the student began, but did not complete testing.


.
Standard Time:
Ordering Makeup Materials Online

e Email with instructions sentto TS

* If you did not receive by the initial test date,
contact ACT

* Go online, enter quantity needed
* NOo action required if no makeup materials
are needed

e Order materials for students who were:
« Absent, arrived too late, unable to finish testing

Do not order materials if student was dismissed
for prohibited behavior
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Test Supervisors, be on the lookout for an email with instructions to place an online order for makeup materials.
If you do not receive the email by the initial test date, call ACT for assistance.
Once you receive the instructions, go online and enter the quantity needed. You do not need to go online and enter zero if no makeup materials are needed.
Order materials for students who were absent, arrived too late to test, or were unable to finish testing. 
Do not order materials for students dismissed for prohibited behavior.


Keeping Materials Separate

/ ACT—Approved\
Accommodations

/ State-AIIowed\

Accommodations
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To avoid delays or problems, keep Standard Time, ACT-Approved Accommodations, and if applicable to your testing program, State-Allowed Accommodations materials separated from one another.

If materials are mixed when testing, students may not receive score reports, and if materials are mixed when shipped back to ACT, scores for students could be delayed.


Standard Time:
Packing the Red Envelope

ACT State Testing
Test Administration Forms—Standard Time

SCHOOL NAME (Fleass Print) ONE ENVELOPE
PER SCHOOL
PER TEST DATE

SCHOOL CITY, STATE

ACT HIGH SCHOOL CODE (This number can be found in the ACT Site Code field of
your Materials List or in the ACT High School Code field of your pre-gridded Supervisor's 4 -
Report Form.) School Name and
ACT High School
TEST DATE (Gheck one and provids the date the test was administered or why you did not test.) Coda must be fillad in
aven if no materials
Initial or Did not 1est (provide reason) _ ) § are returned in this
envelopa.
Makeup or Did not test (provide reason) _ P

CHECKLIST FOR COMPLETED TEST ADMINISTRATION FORMS TO BE
INCLUDED IN THIS ENVELOPE:

Irregularity Report(s) (if used)

Void or Replaced Answer Document(s) (if any)— Attach to Irregularity Report and
document reasonis) for voiding.

Testing Roster—Marked with type of ID accepted (one required for each room used).
School ID Letters or notarized statements (if any)— Attach to Roster.

Test Booklet Count Form (one required for each room used)

Testing Time Verification Form (one required for each rcom used)

Seating Diagram (one required for each rcom used)

Testing Staff List (one required per school)

DAY 1 Pack this envelope in the plastic polymailer bag received with test materials. o]
Do not return this envelope to ACT in the carion with test booklets. ACI I J

(T

Questions? Contact ACT State Testing 800.553.6244, ext. 2800 I_I ”! Rav 2

19167
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For standard time testing, test day documentation and answer documents to be scored will be returned separately from test booklets, Supervisor’s Manuals, and all other items.

Pack all of your test day documentation in the Test Administration Forms—Standard Time envelope, which we refer to as the red envelope.

On the front, fill in your school information, check the box for initial or makeup and write in the test date.


Standard Time:
Packing the Red Envelope

CHECKLIST FOR COMPLETED TEST ADMINISTRATION FORMS TO BE
INCLUDED IN THIS ENVELOPE:
O Irregularity Report(s) (if used)

U Void or Replaced Answer Document(s) (if any)—Attach to Irregularity
Report and document reason(s) for voiding.

0 Testing Roster—Marked with type of ID accepted (one required for each
room used).

O ACT Student ID Letters with photo (if any)—Attach to roster.

0 Test Booklet Count Form (one required for each room used)

0 Testing Time Verification Form (one required for each room used)
O Seating Diagram (one required for each room used)

O Testing Staff List (one required per school)
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Make copies of the completed test day forms for your records, and pack the originals in the envelope.
There is a handy checklist on the outside of the envelope to use to make sure you include all of the forms. 
You’ll include the Testing Staff List for the school.
For each room, make sure you have the:
Test Booklet Count Form,
Testing roster, 
Seating Diagram,
Testing Time Verification Form, and
Irregularity Reports, with voided or replaced answer documents clipped to them, if any testing irregularities occurred.


.

Answer Documents to be Scored and

ACT Supervisor’s

Repor

t Form

e Turn answer documents
the same way with page
one facing you

o Complete the Supervisor’s

Report Form (SRF)

 Initial, Makeup,
Accommodations

* Place the SRF on top of the
answer documents

®
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Stack answer documents to be scored, so page one is right-side-up and facing you.

Complete the Supervisor’s Report Form, and place it on top of the answer documents.

There will be a Supervisor’s Report Form for the initial test date, one for the makeup test date, and one for accommodated testing. Please be sure to fill out the appropriate form as you pack materials for return.


Standard Time:
Packing the Green Envelope

ACT State Testing EnvELORE NO.____oF
Answer Documents for Processing—
Standard Time

SCHOOL NAME (Please Print)

School Name and
ACT High School
Code must be filled in

SCHOOL CITY, STATE even if no materials
are returned in this
ACT HIGH SCHOOL CODE {This number can be found In the ACT Site envelope.
Code fiald of your Materials List or in the ACT High School Code field of == -
your pre-gridded Supervisor's Report Form.)
TEST DATE (Check one and provide the date the teet was administered or why you did not test.)
Initial or Did not test (provide reason) _
Makeup or Did not test (provide reason) _

COMPLETED MATERIALS MUST BE INCLUDED IN THIS
ENVELOPE:

Supervisor's Report Form (Put in envelope #1 if more than
one envelope used.)

Used Answer Documents to be scored— Do not overpack

envelope.
DAY 1 Pack this envelope in the plastic polymailer bag received with test materials.
Do not return this envelope to ACT in the carton with test booklets. A(':T"
10188 Questions? Contact ACT State Testing 800.553.6244, ext. 2800 |IU |II!|" Rav2

®
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Pack all of the answer documents to be scored in the Answer Documents for Processing—Standard Time envelope, referred to as the green envelope.

Fill in your school information, check the box for initial or makeup and write in the test date. 

The green envelope holds approximately 150 ACT No Writing, or 100 ACT Plus Writing answer documents.

Fill in the envelope number in the upper right hand corner. If you’re packing more than one envelope, mark the envelope that contains the Supervisor’s Report Form number one.

If you have unused green envelopes, do not number these. Return these extras inside a green envelope.



Standard Time: Packing the Polymailer
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Presentation Notes
One polymailer will hold up to three green envelopes, the red envelope, and any unused polymailers.

Since the polymailer is slick plastic, use a permanent marker to fill in the information on the outside of it.

If you return more than one polymailer, mark the one containing the red envelope number one.

The polymailer has a prepaid shipping label, so once it’s packed and sealed, it is ready for pick up.

If you have unused polymailers, do not number these. Return any extra polymailers inside a polymailer.



Standard Time:
Packing Cartons after Initial Testing

o After Initial testing
 All multiple-choice and ACT
Writing Test booklets—both
used and unused
o Test Materials Distribution List
e All used manuals

Different test booklets will be shipped for makeup testing, if ordered.
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You’ll pack the materials used on the initial test date, such as the multiple-choice test booklets, ACT Writing Test booklets, Test Materials Distribution List, and used Supervisor’s Manuals, into the cartons the materials arrived in.

There are pre-paid shipping labels on the inner flap of the cartons, so be sure to reverse the flaps so each outbound shipping label is visible.


Standard Time:
Packing Cartons after Makeup Testing

o After Makeup Testing
 All multiple-choice and ACT
Writing Test booklets—both
used and unused
o Test Materials Distribution List
o All unused answer documents
e All used and unused manuals

 All other materials
(except for those being returned
In the plastic polymailers)
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After makeup testing, you’ll pack red and green envelopes like you did after the initial test date.
All other materials, both used and unused, will be packed into cartons for return to ACT.
No test materials should be retained at the school, except for the copies of administration forms.


ACT-Approved Accommodations:
Packing the Blue Envelope

ACT State Testing ENVELOPENO. __ OF
ACT-Approved Accommodations
Forms and Answer Documents for Processing

SCHOOL NAME (Please Print)

SCHOOL CITY, STATE

ACT HIGH SCHOOL CODE (This number can be found in the ACT
High School Code field of your State Test Accommodations Roster or in the -» =

ACT High School Gode field of your pre-gridded Supervisor's Report Form )

CHECKLIST FOR COMPLETED ACCOMMODATIONS FORMS TO BE
INCLUDED IN THIS ENVELOPE [materials for students approved to
test with ACT-Approved Accommeodations):

Supervisor's Report Form

Used Answer Documents to be scored— Do not overpack envelope.
State Test Accommodations Roster—Marked with type of ID accepted.
Large Type Worksheets (f any)— Attach to Roster.

School ID Letters or notarized statements (f any)—Attach to Roster.
Administration Report (one required for each room used)

Reader's Agreement/interpreter's Agreement (If any)— Attach to
Administration Report.

Wwriting Test Agreement (If applicable)
Irregularity Report(s) {f used)

Vold or Replaced Answer Documents (If any)— Attach to Irregularity Report and
document reason(s) for volding.

Seating Dlagram (one required for each room used)
Testing Staff List

Pack this envelope in Box 1 at the top, after all testing has

WINDOW been completed at the end of the accommodations window.

19185 Questions? Contact ACT State Testing 800.553.6244, ext. 2800

®
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The ACT-Approved Accommodations Forms and Answer Documents for Processing envelope, referred to as the blue envelope, will be used to pack ACT-Approved Accommodations materials.


ACT-Approved Accommodations:
Packing the Blue Envelope

CHECKLIST FOR COMPLETED ACCOMMODATIONS FORMS TO BE INCLUDED IN THIS
ENVELOPE (materials for students approved to test with ACT-Approved
Accommodations):

O Supervisor’'s Report Form

O Used Answer Documents to be scored—Do not overpack envelope.

O State Test Final Accommodations Roster—Marked with type of ID accepted.

O Large Type Worksheets (if any)—Attach to roster.

O Administration Report (one required for each room used)

0 Reader’s Agreement/Interpreter’'s Agreement (if any)—Attach to Administration Report.
O Writing Test Agreement (if applicable)

Q Irregularity Report(s) (if used)

O Void or Replaced Answer Document(s) (if any)—Attach to Irregularity Report and
document reason(s) for voiding.

U Testing Staff List
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Remember to make copies of test room forms for your records, and use the checklist on the outside of the envelope to be sure you include everything. 


ACT-Approved Accommodations:
Packing Cartons

ACT State Testing
' ACT-Approved Accommaodations
I Forms and Answer Folders for Processing

£0 ACCOMMODATIONS FORMS TO BR
OFE (matorsts for stidenis approved to
< ermamotatinael;

1 Do st overpack srvolops.

®
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You’ll pack all of the materials used for ACT-Approved Accommodated testing into the cartons the materials arrived in.  

Empty ziplock bags, used and unused Supervisor’s Manuals, blank answer documents, used and unused regular type test booklets, Braille, large type, reader’s scripts, DVDs, and the blue envelope will all go in the carton. 


Follow the packing instructions in the Supervisor’s Manual State Special Testing. If you’re packing more than one carton, mark the carton that contains the blue envelope number one. Remember to keep these cartons separate from Standard Time cartons, and if applicable, State-Allowed Accommodations cartons.

There are pre-paid shipping labels on the inner flap of the cartons, so be sure to reverse the flaps so each outbound shipping label is visible.



State-Allowed Accommodations:
Packing the Brown Envelope

ACT State Testing ENVELOPENO. ____OF
State-Allowed Accommodations
Forms and Answer Folders for Processing

(Note: Do NOT use this envelope for ACT-Approved Accommodations forms.)

SCHOOL NAME (Please Print)

SCHOOL CITY, STATE

ACT HIGH SCHOOL CODE (This number can be found in the ACT High Schoal Code

field on the State-Allowed Accommodations Roster o in the ACT High School Code field  esgp |:|:|:| - I:Ijj
of your pre-gridded Supenvisor's Repart Form.)

CHECKLIST FOR COMPLETED FORMS TO BE
INCLUDED IN THIS ENVELOPE (materials for students tested
with State-Allowed Accommeodations):

Supervisor's Report Form

Used Answer Folders to be scored—Do not overpack envelope.
State-Allowed Accommedations Roster—Marked with type of ID accepted.
Large Type Worksheets (if any)—Attach to Roster.

ID Letters, notarized statements, transcripts, newspaper clippings (if any)—
Attach to Roster.

Void or Replaced Answer Folders (if any)—Attach to Irregularity Report and
document reason(s) for voiding.

DAY 1 Pack this envelope in Box 1 at the top, after all testing has
WINDOW been completed at the end of the accommodations window.

®
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If State-Allowed Accommodations are offered as part of your testing program, use the State-Allowed Accommodations Forms and Answer Documents for Processing envelope, referred to as the brown envelope, to return State-Allowed Accommodations administrative forms and answer documents to be processed.

This envelope also has a checklist to refer to as you pack materials.


State-Allowed Accommodations:
Packing Cartons
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State-Allowed Accommodations materials will be packed using the cartons the materials arrived in.

Used and unused State Allowed Administration Instructions, blank answer documents, used and unused regular type test booklets, large type, reader’s scripts, and DVDs, and finally on top, the brown envelope.

Follow the packing instructions in the Administration Instructions, and remember if you’re packing more than one carton, mark the carton that contains the brown envelope number one.

Be sure the carton flaps have been reversed, and the outbound shipping label is on the outside.



®
Packing or Destroying

Answer Documents

If an answer document ... Then ...

Is ready to be scored return it in a processing envelope:
* Green (Standard Time)
* Blue (ACT-Approved Accommodations)
« Brown (State-Allowed Accommodations)

has been voided and is attached to an | return it in the appropriate envelope
Irregularity Report

Is unused—has no markings or return it in a carton
barcode label on it

has a barcode label only follow instructions provided in the
Answer Document Supplement, if available, or

has non-test portions completed, but
securely destroy

no test items

Note: If you will be testing on the makeup test date, set aside answer documents to
use for makeup testing. These will include any that are unused, have a barcode
label only, or have non-test portions completed.

"ACT
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To quickly recap, you’ll return answer documents that are ready to be scored in a processing envelope, any that have been voided due to illness or prohibited behavior with an Irregularity Report in the appropriate envelope, and unused answer documents that have no barcode label attached and nothing written or gridded on them in a carton.

To clarify, for answer documents with a barcode label, or with some or all of the non-test portions completed, but no test responses you will either:

follow the instructions provided in the Answer Document Supplement to properly return these answer documents, or
if you did not receive an Answer Document Supplement, securely destroy these answer documents.

If you will be testing on the makeup test date, set aside unused, and partially-completed answer documents to use for makeup testing.



.

Marking Envelopes and Preparing
Materials for Return If You Did Not Tes

e Standard Time
 Complete outside of both red and green envelopes,
mark did not test
e Place in polymailer for return

ACT State Testing
Test Administration Forms—Standard Time

ENVELCPE NO. OF

SCHOOL NAME (Please Print) ONE ENVELOPE N | ng —_—
PER SCHOOL
PER TEST DATE

SCHOOL CITY, STATE

ACT HIGH SCHOOL CODE (This number can be found in the ACT Site Code field of
your Materials List or in the ACT High School Code fisld of your pre-gridded Suparvisor's # -
Repart Form.) School Name and
ACT High School
TEST DATE (Check one and provids the date the test was administered or why you did not test.) Code must be filled in School Name and
Initial or Did not test (provide reason) _ ACT High School
Code must be filled in
Makeup ar Did not test (provide reason) _ aven if o materials
are returned in this
ACT HIGH SCHOOL CODE (This number can be found in the ACT Site envelope
Gode field of your Materials List or in the ACT High School Code fieidof =9 | | | |— | | | |
your pre-gridded Supervisor's Report Form.)
TEST DATE (Check one and provide the date the test was administered or why you did not test.)
Initial or Did not test (provids reason) _
Makeup or Did not test (provids reason) _
®
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Follow the Collecting, Packing, and Returning Materials instructions in the Supervisor’s Manual. 

If you did not test on the initial or makeup test date, complete the outside of both the red and green envelopes and mark, “Did not test.” Place the envelopes in a polymailer for return. 

If you have unused polymailers, do not number these. Return any unused, extra polymailers inside a polymailer.



Marking Envelopes and Preparing
Materials for Return If You Did Not Test

 ACT-Approved Accommodations

o Complete outside of blue envelope, mark did not test
* Place in carton for return

» State-Allowed Accommodations, if applicable
o Complete outside of brown envelope, mark did not test
* Place in carton for return

ACT State Testing ENVELGPE O cr ACT State Testing = oo : oF
ACT-Approved Accommodations State-Allowed Accommodations
Forms and Answer Documents for Processing Forms and Answer Folders for Processing

(Note: Do NOT use this anvelope for ACT-Approved Accommedations forms. )

ICHODOL CODE (This numes San be aund i ina ACT I
o T ot o o Toet Ao s o = | =
Bonooi Coae ek ¢ yous B Grekisd SupsniAnrs Rapan Faem | AT HRSHH BCHOOL CODE (T e ca e e i o ACT Hgh e Gt .
ek il B A Actsrrealors Réates ot o ACT High Scbed Cide bkl sl | |_
e e Suprviare ot o | -
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If you did not test during the accommodations testing window, mark the outside of the blue envelope, or if applicable, the brown envelope, “Did not test.”

Follow the Collecting, Packing, and Returning Materials instructions in the Supervisor’s Manual to prepare your other materials for return.



'S
Return of Materials

» Refer to your Checklist of Dates for pickup
dates

* Pre-scheduled carrier pickup

o Call ACT Iif carrier does not pick up test
materials by close of business on designated
pickup date

« Keep materials secure until pickup

"ACT
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Refer to your checklist of dates for the material pickup date following testing.
Pickups have been pre-arranged with the carrier.
If the carrier does not arrive by the close of business on the designated pickup date, please call ACT. This way, if there is a delay, we will have a note that it was due to the carrier, and we will follow up.
Keep the materials secure until they are picked up.


'S
Contact Us

e Standard Time
 ACT: 800.553.6244, ext. 2800
e Contact Us: www.act.org/app/state/contact.html

e Accommodations

 ACT: 800.553.6244, ext. 1788
« ACTStateAccoms@act.org

"ACT
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Here is our contact information. Please contact us if you have questions.

http://www.act.org/app/state/contact.html

Thank youl!

"ACT


Presenter
Presentation Notes
Thank you for serving as testing staff, and for watching this presentation!
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