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How to Invalidate Tests

�� Invalidate tests by filling in the invalid bubble in the “Teacher Use 
Only” field on the front cover of the test book.

�� Invalid test books should be returned with the other test books that 
are to be scored.

6	 Package all used and unused test books in the same boxes in which you 
received the materials. If you need additional boxes, you may use any 
sturdy box for packaging.

NOTE: A test book must be returned for each student who attempted to 
take the test, even if the student did not finish the test. Include such a 
test book with the test books to be processed.

7	 Return all boxes to the DTC.

8	 Follow your DTC’s directions to determine what you should do with 
all Test Administration Directions, Test Coordinator’s manuals, scratch 
paper, mathematics reference sheets, and writing skills checklists. Some 
districts ask test proctors to destroy them on site; other districts ask test 
proctors to send them to the DTC.
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District Test Coordinator’s Checklist

District Test Coordinators should use this checklist to make sure all steps have been completed 
before releasing test materials for shipment. Please answer the following questions:

�� Have you received all test books that you sent out? Use the security checklists to check 
that your count matches the original inventory.

�� Do all of the used test books have a label (either a white with a horizontal yellow bar 
precode label or a yellow district/school label)?

�� Are HSGQE Retest “Do Not Score” labels (white with a vertical yellow bar) applied 
to 1) any UNUSED test books that have a student label on them but do not have a box 
checked in the “Teacher Use Only” field, and 2) mislabeled test books that DRC should 
not process?

�� Have the mathematics reference sheets, writing skills checklists, scratch paper, rulers, and 
protractors been removed from all used test books? Failure to remove these items will 
delay the processing of documents.

�� Have the used and unused test books been packaged in boxes together?

�� Have you packaged all district overage test books for return to DRC?

�� Have you applied an orange return shipping label to all boxes?

�� Have the District Test Coordinator’s Manuals, Test Administration Directions, scratch 
paper, mathematics reference sheets, and writing skills checklists been destroyed? 

�� Have you included one copy of each School Security Checklist and also the District 
Security Checklist in a single box of the materials you are returning to DRC?

�� Have you received a call from ADS to confirm your pick-up or drop-off of test materials? 
If it is October 13 or later and you have not yet confirmed with ADS, call ADS Customer 
Service at 800-840-9965.

�� Have you faxed the Return Materials Verification Form (provided in the Return Materials 
Instruction Packet) to DRC?
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Procedures for Ordering Additional Test Materials

◄ Only District Test Coordinators may place orders ►

Once you have exhausted your district overage, determine your needs for additional materials and 
fax your request to DRC following the instructions below. You must order additional materials by 
September 24, 2009 to ensure you receive materials in time for testing.

1	 Complete the following sections on the Additional Materials Request Form:

●● Mark the reason for request.

●● Indicate quantity of Administrative Materials needed.

NOTE: Some items come in packs, e.g., a quantity of “1” for rulers means that one pack of 25 
rulers will be sent.

●● Indicate quantity of Test Materials needed. 

●● Indicate quantity of Accommodated Materials needed.

●● District Test Coordinator Name

●● District Name

●● District Phone Number

●● District Fax Number

●● Date Ordered

2	 Fax completed form to the Alaska Project Team at 763-268-2979.

3	 Requests for additional materials received before 11:00 am Alaska time will be processed the same 
day, contingent upon the volume of orders received that day. Orders received after this time will 
be processed the next business day. Orders will be processed as they are received.

4	 It is not necessary to include a shipping address; orders will be shipped to the address where the 
original test materials were shipped.

5	 After the order has been processed, you will receive a faxed confirmation that the order has been 
placed. If you do not receive a confirmation within 24 hours of faxing your order, please call 
the Alaska Project Team at 1-866-339-6390.
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HSGQE Retest
2009 Fall Alaska
Additional Materials Request Form

You must order additional materials by September 24, 2009 to ensure you receive materials in time for testing.

Reason For Request – Check One 

Packaging Error Change in Enrollment Other:

Administrative materials 

Rulers (Packs of 25) Protractors (Packs of 25)

Return Shipping Labels District Test Coordinator’s Manual

District/School Labels____________________
(Please print school name for label)

HSGQE Retest Test Administration Directions

Return Shipping Boxes

Test Materials 

HSGQE Retest Reading/Writing/Mathematics Test Books

ACCOMMODATED MATERIALS

HSGQE Retest Braille Reading Test Book
HSGQE Retest Large Print Mathematics  
Test Book

HSGQE Retest Braille Writing Test Book HSGQE Retest Large Print Rulers

HSGQE Retest Braille Mathematics Test Book HSGQE Retest Large Print Protractors

HSGQE Retest Braille Rulers HSGQE Retest Audiotape Reading

HSGQE Retest Braille Protractors HSGQE Retest Audiotape Writing

HSGQE Retest Large Print Reading Test Book HSGQE Retest Audiotape Mathematics

HSGQE Retest Large Print Writing Test Book

Fax to: DRC Alaska Project Team (763) 268-2979.

District Test Coordinator:________________________________ 	 District Phone:___________________

District Name:________________________________________ 	 District Fax:_____________________

		  Date Ordered:___________________

This page should be used as your cover sheet when faxing to DRC. 
It is not necessary to send a separate cover sheet.
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Secure Materials
Transfer Form

(This form available on Assessment Web site)

District Name & Number: _________________________________	 Date:_____________

District Overage to School Materials Transfer

District Material 
Description

Security 
Number

(under barcode on back 
cover of test book)

Destination 
School/Site Name

School to School Materials Transfer

Source 
School/Site Name

School Material 
Description

Security 
Number

(under barcode on  
back of test book)

Destination 
School/Site Name

District Test Coordinator Signature:___________________________________________
Required

District Test Coordinator Phone Number:_ _____________________________________

Please Fax to the DRC Alaska Project Team
763-268-2979

All Transfers of Secure Materials Must Be Documented. 
This sheet may be photocopied.
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HSGQE Retest Comment Sheet  
for District Test Coordinators

Training

Online Enrollment & Precode

Test Security

Test Materials
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HSGQE Retest Comment Sheet  
for District Test Coordinators

Receipt and Return of Materials

Contractor Customer Service

Miscellaneous



Fall 2009 HSGQE Retest District Test Coordinator’s Manual	 Page 39

Copyright © 2009 by the Alaska Department of Education & Early Development

 

Contact Information

DRC is committed to providing Alaska teachers and school administrators with the best service and 
support possible. If you have questions regarding the HSGQE Retest or testing procedures, contact DRC 
toll-free at 1-866-339-6390 or akproject@datarecognitioncorp.com. Associate (building) test coordinators 
should contact their DTC with questions. Only DTCs may contact DRC. 

DRC representatives will always try to answer your questions when you call. If they are not able to 
answer your questions immediately, they will return your call within 24 hours. The representatives will 
log each call and record the nature of the question or problem reported, whether a resolution has been 
made, and whether a return call is needed.

Representatives are available from 7:00 am to 1:30 pm Alaska time, Monday through Friday. 

NOTE: Representatives will be available until 4:00 pm Alaska time, September 8 through October 16. 

You may fax information to DRC at 763-268-2979.
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