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Spring 2012
Science SBA Important Dates

DATE EVENT

March–April Attend Test Administration Training Session(s) 

March 21 Additional Material Deadline 

April 2–16 Science Testing Window
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Introduction

The Science SBA is a proficiency-based, criterion-referenced test developed specifically for Alaska. 
The purpose of the assessment is to provide information about what students know and are able to do in 
science. The test includes multiple-choice and short constructed-response items.

Message to Test Administrators

The Test Administration Directions have been designed to help you administer the tests accurately and 
efficiently. A series of easy-to-follow steps will guide you as you organize testing materials, schedule 
testing times, administer the tests, and return testing materials. 

By following the guidelines in this manual, you can help ensure that the test scores will be valid for all 
students.

Test Window Scheduling Parameters

Not all districts will be administering the Science SBA on the same date. The test administration window 
is April 2–16, 2012. Specific statewide testing days are not designated this year.

•• Each district MUST designate a district-wide test day for the science test. Schools are required to 
begin testing within 1–2 hours of each other (based on school day) to prevent large gaps in security.

•• Each district will need to communicate to its schools which day they will be administering the 
Science SBA by grade level.

•• NO GRADE 4, 8, AND 10 SCIENCE TEST MAY BE ADMINISTERED PRIOR TO  
APRIL 2 OR AFTER APRIL 16, 2012, INCLUDING ANY ACCOMMODATED TESTING 
FOR STUDENTS WITH DISABILITIES unless a district has received approval from the State 
to test science as early as the Thursday prior to the test window based on the state testing calendar.

•• The Science SBA materials (grades 4, 8, and 10) will be picked up for shipping on April 19, 2012. 
No tests will be picked up after this date. There are no exceptions. Districts should plan the Science 
SBA schedule accordingly.
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Test Security

•• Do not photocopy or duplicate any portion of the test materials at any time.

•• No person, including test administrators, is permitted to read test items on the Science SBA prior 
to, during (except for the person testing), or after administration.

•• Teachers, test administrators, proctors, or other testing personnel MAY NOT READ TEST 
ITEMS aloud, silently, to themselves, or to another individual, unless specifically required to 
provide a documented accommodation to an individual or student group. 

•• Parents/guardians may not read test items under any circumstances. 

•• Test administrators must inventory materials immediately before and after every test session and 
store test materials securely before and after their use. Use the School / Classroom Daily  
Check In-Check Out Worksheet on page 35 as assessments are collected from each student daily  
to support this process.

The Science SBA materials are considered secure materials. According to Alaska test security regulation 
4 AAC 06.765, all test materials must be kept secure. 

Direct those who may wish to view the Science SBA to the practice tests that are located on the Alaska 
Department of Education and Early Development (EED) Assessment website. These are intended to 
prepare students for the format and item types found on the tests.

All test books, both used and unused, will be inventoried by Data Recognition Corporation (DRC), the 
test vendor, upon receipt for scoring. Results of the inventory will be provided to EED and to each district 
identified as having missing materials. When not in use, test materials must be kept in a locked room or 
cabinet to prevent unauthorized access. School personnel responsible for the testing must ensure that test 
materials are secure at all times. Students should NEVER be left unattended in a room with access to test 
materials. Every test book, both used and unused, must be accounted for. 
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Step One: Receive and Inventory Science SBA Materials

1	 Check the materials specified on the packing lists against materials received. Each school will 
have its own boxes and packing lists.

H:\USERS\EDSHARE\ALASKA ALL\EAK085\Materials\DTCM & TADs\Images\Sp12 Science School Packing List.doc 
 

2012 SPRING TEST MATERIALS SHIPMENT 
SCHOOL PACKING LIST 
ALASKA SCIENCE SBA 

 
 

 
District: 49 WRANGELL CITY SCHOOLS 
School: 490020 WRANGELL HIGH SCHOOL 
 
 

The following materials are contained in this shipment.          
 

   Qty                                                 Qty 
Ordered    Item              Box #          Shipped       Security Range 
       ADMINISTRATIVE MATERIALS  
     1     Set of District/School Labels              3                 1  
     1     Set of Do Not Score Labels              3                 1 
     1     Set of Precode Labels               3                 1 
     1     Test Materials Security Checklist - School             3                 1 
 
     MANUALS 
     1     District Test Coordinator’s Manual                          3                 1 
     2     Test Administration Directions                           3                 1 
 
     SECURE MATERIALS 
     1     Test Books (Pack of 10)                             4                 1 10000031-10000039 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If you are missing materials or have received damaged materials, contact your District Test Coordinator for assistance.  
SAVE ALL BOXES FOR RETURN OF MATERIALS. 
       Page 1 of 1     

 

47462 
 

2	 Compare ranges of security numbers on the security range sheets, which are enclosed in the 
shrink-wrap, with those listed on the security checklists (see page 14 for an example) and packing 
lists.

3	 Check the quantities of materials received. It is very important to make sure there are sufficient 
materials for the students scheduled to take the test. Check off each item on the packing list 
indicating that you have received the materials. Notify your DTC IMMEDIATELY if you are 
missing any items on the packing list, or if you received materials that are not included on the 
packing list.

4	 Verify you have all the accommodated materials you will need to test students with disabilities. 
You will receive the materials your district requested via DRC’s eDIRECT Enrollment Verification 
System.



Spring 2012 Grade 10 Science SBA Test Administration Directions	 Page 4

Copyright © 2012 by the Alaska Department of Education & Early Development

5	 Once materials have been inventoried, notify the DTC if any materials are missing, damaged, or if 
the school needs additional materials.

•• Damaged Materials: Work with the DTC to determine whether to use test materials with 
rips, folds, creases, poor printing quality, or other types of printing irregularities.

•• Missing Materials: Mark all missing materials on the School Security Checklist and 
IMMEDIATELY inform your DTC. The DTC will then notify DRC regarding the missing 
materials prior to testing.

•• Additional Materials: If you receive any additional materials from the DTC, record the type 
of documents and the security numbers on the last page of the School Security Checklist as 
shown below.

H:\USERS\EDSHARE\ALASKA ALL\EAK085\Materials\DTCM & TADs\Images\Sp12 Science School Security 
Checklist-Page 2_.doc 
 

2012 SPRING TEST MATERIALS SHIPMENT 
SCHOOL SECURITY CHECKLIST 

ALASKA SCIENCE SBA 
  

 
District: 49 WRANGELL CITY SCHOOLS 
School: 490020 WRANGELL HIGH SCHOOL 
 

You may use the area below to record security numbers of additional secure materials received from the District Test Coordinator.  

Secure Numbers  Test Administrator Name  Date(s) Returned Reason If Item Is Not Returned 
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
 

Page 2 of 2  

 

 

6	 Retain the original shipping boxes for returning test materials. If you need additional boxes, you 
may use any sturdy box to return the materials.
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Step Two: Check Your Test Materials

Check to be sure you have the following materials. If any materials are missing, notify your DTC. 

For associate (building) test coordinators who prepare test books

•• District Test Coordinator’s Manual

•• Test Administration Directions 

•• Test book(s) for your building with a precode label or district/school label on each book

•• School Security Checklist

•• “Do Not Score” labels

For administrators who prepare test materials

•• Test Administration Directions 

•• Test book(s) for your testing group

•• Precode labels or district/school labels for your testing group

•• “Do Not Score” labels

•• “Do Not Disturb” sign (not provided by DRC) 

•• Seating chart (suggested)

•• List of students requiring accommodation(s)

•• School / Classroom Daily Check In-Check Out Worksheet (page 35)

For each student 

•• Test book

•• Periodic table is located at the back of the test book. (Instruct grade 10 students to tear this out at 
the beginning of the science test.) Check to make sure students do not tear out any other pages in 
their test book. If this happens, notify your building or district test coordinator immediately.

•• Sharpened number 2 pencil with eraser (no mechanical pencils) 

•• Extra erasers 

•• Scratch paper 

•• Optional—Book to read upon completion of the test

•• Students may NOT use calculators or other reference materials during the test. 
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Step Three: Plan Your Testing Schedule

••

Administer the Science SBA in a single day.

Review the science test Administration Directions in advance. You MAY NOT READ test items 
aloud, silently, to yourself, or to another individual, unless it is specifically required to provide 
a documented accommodation to an individual or student group.

•• Allow an additional 10 minutes to fill in student-identifying information for those students who do 
not have precode labels unless test books are prepared prior to testing. 

•• Schedule testing to allow sufficient time to complete the science test. 

Working with Test Administrators

One administrator for every 30 students is suggested. Administrators should contact their associate 
(building) test coordinator or DTC if they have ANY questions about acceptable practices during test 
administration. Administrators may reread (as written) any text in the Test Administration Directions 
that is preceded by a “SAY” bubble. Administrators may NOT rephrase or clarify the directions. Test 
Administrators should:

•• check the arrangement of the testing area to determine if it promotes test security.

•• prohibit electronic devices of any type in the testing center (e.g., personal digital assistant (PDA), 
cell phone, wristwatch with electronic display, calculator that is not a documented accommodation, 
MP3 player, iPod).

•• fill in or check student-identifying information (page 2 is to be left blank until testing is 
completed and only filled in if the student used accommodations).

•• distribute test materials and confirm each test book has a student label or district/school label.

•• frequently walk among students in testing area to ensure test security procedures are followed and 
that bubbles are completely darkened.

•• prohibit talking or sharing of responses.

•• collect and secure materials at the end of each session (closing the test books is sufficient during 
breaks). 

•• NOT open student test books before, during, or after testing. As students turn in their test books, 
ask them, “Have you checked to make sure you have answered all the questions?”

•• complete the School / Classroom Daily Check In-Check Out Worksheet (page 35) as test materials 
are disseminated to and returned from students.
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Marking Responses in the Test Books

The diagram below shows an example of correctly and incorrectly marked bubbles.

As you walk around the room to monitor students during testing, remind students to completely darken 
the bubble for the answer.

Length of the Science SBA

••

Tests should be administered according to the specific directions.

The Alaska Science SBA is NOT timed. However, for planning purposes, it is estimated that 
the test will take approximately 60–70 minutes. Students who are making progress but have not 
completed the session must be given as much time as they need to finish within the same testing 
day. Students will be given a break after 30 minutes. Students who start but do not finish the 
Science SBA may not use the make-up session. 

•• If students are still working at lunchtime, their lunch break must be supervised by test 
administrators. Supervision should ensure that students do not access academic materials (e.g., 
textbooks, resources in the library, homework, or class notes) during this break.

•• Restroom trips must also be supervised. Supervision should ensure that students are not able to 
discuss their tests until all testing is complete. 
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Step Four: Organize Your School Test Center 

•• Ensure that all instructional materials on display that may lead students to answers on the exam 
(e.g., charts, sample student work, science reference sheets, or materials) are removed or covered. It 
is essential to create a testing environment that is fair and consistent throughout the state; however, 
each school must use professional judgment in determining if the material can be safely removed or 
covered.

•• Plan extra time for the distribution and collection of materials using the School / Classroom Daily 
Check In-Check Out Worksheet.

•• Plan seating arrangements. Allow enough space between students to prevent the sharing of 
responses.

•• Make sure the room has proper lighting. 

•• Eliminate distractions such as bells or telephones whenever possible. 

•• Place a “Do Not Disturb” sign on the door of the testing room. 

•• Create a seating chart if necessary.

Step Five: Use Standardized Administration Procedures 

Following the instructions exactly ensures similar testing conditions in all classrooms. 
All text preceded by the “SAY” bubble must be read exactly as written.

Administration

•• Be sure students understand the directions and how to mark responses. 

•• There are several places in the Test Administration Directions that direct you to ask students if they 
have any questions. Be sure that you answer all questions students have regarding the text that you 
have read aloud (preceded by the “SAY” bubble) and any questions they have about test taking 
mechanics. 

•• Be careful not to inadvertently give hints or clues that indicate an answer or help eliminate answer 
choices. 

•• You may answer questions about the sample items, but you may NOT answer questions students 
have about specific test questions. 

•• Typically, students may raise their hands and tell you that they do not understand a question after 
they have begun working on the test. Answer students’ questions by rereading the script that 
addresses their questions. Do not paraphrase or reword the script. If a student raises his/her hand 
and says there is a problem with an item, your response should be, “I cannot help you with that. 
Please do the best you can.” 
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•• You may NOT read test items, passages, or prompts to the students. You may NOT clarify the 
meaning of words or the intent of test items.

Marking Answers: Students should mark only one response for a multiple-choice item and should 
completely erase any response they do not want. 

Guessing: Encourage students to attempt all items. Tell them to read each item carefully and make 
their best attempt at responding. Be careful not to imply that they should guess randomly. Points are not 
subtracted for incorrect responses. 

Invalid Tests

Tests should be invalidated when student(s): 

•• cheat.

•• mark multiple random responses.

•• copy test items or transmit test items via electronic device.

•• use reference (e.g., dictionary) or support materials (e.g., calculator) not allowed by documented 
accommodations or by the test publisher.

This is not an inclusive list. Check with your DTC prior to invalidating any test. 

NOTE: Invalidated tests will not be scored; the student will not be included as a participant in the 
Science SBA.

How to Invalidate Tests

�� Administrators must check with the DTC prior to invalidating any test book.

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

�� Invalid books should be returned with the other test books that are to be scored.
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Step Six: Prepare the Test Books

Look closely at the test books. If there is a preprinted white with a horizontal pink bar precode label on 
the front cover that includes the student information (name, state ID, birthdate, etc.) DO NOT bubble in 
any student information on the front cover of the test book (name, state ID, birthdate, etc.).

If you are using pink district/school labels, and students are completing the student-identifying 
information, lead students through the process of filling in the student-identifying information on the front 
cover of their test book. 

How to Complete the Data Grid 

1	 STUDENT’S NAME: Print the LAST NAME, FIRST NAME, and MIDDLE INITIAL in the 
spaces provided. If there are not enough spaces for each part of the name, print only as many 
letters as there are spaces.

2	 STATE STUDENT ID NUMBER: In the STATE STUDENT ID NUMBER field, fill in the 
circles that correspond to the 10-digit unique State Student Identification Number. Right justify 
the State Student ID Number (e.g., if the number is 12345, enter the 5 in the right-most column, 
the 4 to the left of that, the 3 to the left of that, etc.).

3	 BIRTHDATE: Fill in the appropriate circles in each column for the Month, Day, and Year of 
birth. If a birthday is a single digit, the ZERO circle in the left-hand column under “Day” should 
be filled in. 

IMPORTANT: The inside cover of the test book (page 2) must be completed for any student who 
actually uses an accommodation at testing. However, to maintain reliable data, the inside cover should 
be completed by the test administrator or paraprofessional (NOT by the student) AFTER the student has 
completed the assessment. See page 15 for detailed information.

Labeling of Test Books

White with a horizontal pink bar precode labels, pink district/school labels, and white with a vertical pink 
bar “Do Not Score” labels are included in your Administrative Labels Packet. All test books must have a 
label applied before the students use the test books. 

Test books that do not have a precode label or district/school label adhered will be 
considered unused and will not be scored. Manual scoring of test books will be at the 
district’s expense.
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Precode Label

•• Place a white with a horizontal pink bar student precode label on the Science SBA test book and 
do not fill in any bubbles. Precode labels are produced for each student who appears in DRC’s 
eDIRECT Precode system at 5:00 pm Alaska time on January 17, 2012.

•• Do not worry if a student fills in the bubbles during administration of the test. The white with a 
horizontal pink bar precode label will override the bubbles on the front cover.

•• Please verify your precode labels for accuracy. If you notice an error, do not use the precode label. 
Use a pink district/school label instead. (This label can be placed over top of the precode label if 
precode label is already applied.) Follow the directions for pink district/school labels below.

District/School Label

•• If there is no precode label for the student, put a pink district/school label on the test book and fill 
in ALL of the bubbles on the test book cover. Books without precode labels must have a district/
school label. This is the only way that DRC can identify to which district and school the test 
book belongs. District/school labels are provided for students who were not entered into DRC’s 
eDIRECT Precode system before 5:00 pm Alaska time on January 17, 2012.

•• If a pink district/school label is used, all bubbles on the test book cover must be filled in.

•• Apply each label to the front cover of the test book in the box containing the words, 
“Attention: Apply label here.” 
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Do Not Score Label

•• If a label is positioned incorrectly, the test book should not be used. Place a “Do Not Score” label 
(white with a vertical pink bar) in the preprinted box and place the test book with unused materials 
to be returned to the DTC. Do NOT use or substitute a “Do Not Score” label with a different color 
bar. 

•• To prepare a new test book for that student, adhere a pink district/school label to an unused test 
book and bubble in the student information on the front cover.



Science SBA Test Book Cover
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Step Seven: Administer the Tests

Designated school personnel are responsible for tracking of secure materials. Designated school personnel 
must use the security checklists provided by DRC for the Science SBA.

The security numbers of the secure materials distributed must match the numbers on the School Security 
Checklist.

H:\USERS\EDSHARE\ALASKA ALL\EAK085\Materials\DTCM & TADs\Images\Sp12 Science School 
Security Checklist-Page 1_master.doc 

 

2012 SPRING TEST MATERIALS SHIPMENT 
SCHOOL SECURITY CHECKLIST 

ALASKA SCIENCE SBA 
 

 
 
District: 49 WRANGELL CITY SCHOOLS 
School: 490020 WRANGELL HIGH SCHOOL 
The following lists the secure materials assigned to your school. You may use this form to sign out secure materials to classrooms. 
Space has been provided next to each security number for you to enter the name of the test administrator (or proctor) receiving the 
material, the date(s) each material is returned, and the reason (if any) a material is not returned.  

After completing the forms, make two copies. Return one copy with your test materials, give one to the DTC, and keep the original for 
your records. 

Summary of Materials Sent 

      Item Number of 
 Items Sent 

Secure Ranges  
Assigned 

Test Books 10 00111021-00111030 

 
10 00111031-00111010 

Detailed List of Materials Sent 

 

Test Books 
Secure Numbers 

 

 

Test Administrator Name 

 

 

Date(s) Returned 

 

 

Reason If Item Is Not Returned 

00111021    
00111022    
00111023    
00111024    
00111025    
00111026    
00111027    
00111028    
00111029    
00111030    
00111031    
00111032    
00111033    
00111034    
00111035    
00111036    
00111037    
00111038    
00111039    
00111040    

 
 

 

Immediately after testing, test administrators must check in all secure test materials on the School 
Security Checklist by recording the date in the Date(s) Returned column.

If secure materials were checked out but not returned, IMMEDIATELY notify the DTC. Document this 
discrepancy in the Reason If Item Is Not Returned column on the checklist with as many details as are 
known. After the test is complete, make two copies of the School Security Checklist. One copy should 
be returned with your test materials and the second copy should be provided to your DTC. Retain the 
original for your records.

Specific directions for administering the tests begin on page 17.

The directions you are to read aloud to the students are preceded by the word “SAY” and must be read 
exactly as written. 
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Information that is only for you and is not to be read aloud is printed in italic type. 

Let students know that the test is not timed and they will be given as much time as they need to complete 
the test. Students may be excused to use the restroom or get a drink of water during the test if the students 
are supervised by staff; all test materials must remain in the testing room. 

Using Accommodations

Students with disabilities may use appropriate accommodations when taking assessments. These 
accommodations must be documented in an Individualized Education Program (IEP) or in a 504 plan. 
Students with documented transitory impairments may also use accommodations.

For examples of acceptable accommodations, refer to the Participation Guidelines available on the 
“Accommodations” page of the Alaska Department of Education and Early Development website:  
http://www.eed.alaska.gov/tls/Assessment/accommodations.html. 

Students who have been identified as Limited English Proficient should receive accommodations 
according to the guidelines set in the Participation Guidelines.

It is important to provide only the accommodations as called for in student IEPs, 504 plans, transitory 
impairment documentation, and for students identified as Limited English Proficient.

All accommodations actually used at the time of testing must be recorded on page 2 of the test books after 
testing.

Complete Inside Cover (page 2) of Test Book 

The inside cover (page 2) of the test book must be completed for any student who actually uses an 
accommodation at testing. In order to maintain reliable data, the inside cover should be completed by the 
test administrator (NOT by the student) AFTER the student has completed the assessment. 

Complete Inside Cover (page 2) for Students using Large Print or Braille Format

Complete question 1 for students who tested using the Large Print or Braille format.

Students on an IEP or 504 plan

For students on an IEP or 504 plan who used accommodations, question 2 must be completed. Mark 
only those accommodations in A–D actually used at testing. Multiple accommodations may be marked. 
Not all accommodations from the Participation Guidelines are listed. Please select “Other” for those 
accommodations not listed.

Students who are LEP

For students who are LEP, question 3 must be completed. Mark only those accommodations in E–H 
actually used at testing. Multiple accommodations may be marked. Not all accommodations from the 
Participation Guidelines are listed. Please select “Other” for those accommodations not listed.
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Students on an IEP who are LEP

For students who are LEP and on an IEP, questions 2 and 3 must be completed. See directions for 
“Students on an IEP or 504 plan” and “Students who are LEP.” Mark all accommodations in A–H actually 
used at testing. This may result in an accommodation being marked more than once (for example, 
“Individual administration” should be marked under both B and G).

Transcribing Responses

•• Transcribers must be a test administrator, teacher, associate (building) test coordinator, or 
designated scribe who has signed the appropriate test security agreement.

•• Transcribe into a Science SBA Form 10SD standard test book any responses that cannot be 
recorded by a student into a standard test book.

•• A number 2 pencil must be used. Transcriptions not in number 2 pencil will not be scored.

•• Responses that must be transcribed include those answered using a Braille or Large Print version of 
the test, as well as signed, oral, or keyboarded responses. 

•• All responses must be transcribed verbatim into a Form 10SD standard test book. 

•• Transcriber signatures and the date in number 2 pencil must be on the inside front cover of the book 
in which they transcribed the responses. See page 25 for details on transcription requirements.

•• Transcribers should sign and date in the white space below the accommodations grid and above the 
page number.

•• Oral responses must be completed with the accommodation of a scribe. Suggested scribe 
procedures from the Participation Guidelines follow. 

The Participation Guidelines for Alaska Students in State Assessments suggest the following scribe 
procedures (scribe should be familiar to the student):

1	 Have student orally say how he or she wants the sentence to read, completing the full sentence.

2	 After student has completed the sentence, paragraph, or passage (this depends on the individual 
student ability and need to retain thought process) have student spell key words (e.g., nouns, 
verbs, etc.) in the sentence.

3	 The scribe should record verbatim the words, punctuation, and spelling provided by the student.

4	 After the student has spelled the words, the student may look at the writing and complete 
the punctuation. The student may make additional spelling corrections while completing the 
punctuation process.

5	 Allow student to review and approve what scribe has written.

NOTE: Because the grade-level expectations in the Science SBA do not require spelling and 
punctuation, scribes do not need to follow steps two through four of the suggested scribe 
procedures above.

Check with your DTC before deviating from the suggested scribe procedures above.



Science

Distribute the test books. Check to see that each student has his or her own test book, a number 2 
pencil, and scratch paper. Read aloud what is printed within the shaded “SAY” boxes. Do not read 
aloud what is printed outside the boxes. There are opportunities for students to ask questions about the 
directions as indicated in the information printed in italics outside of the “SAY” boxes. During the test, 
you may not clarify or read test item directions or test questions to students unless this is a documented 
accommodation in a student’s IEP or 504 plan. 

Distribute scratch paper along with the test books 
to students that request it. Scratch paper is 
optional for the science test.

When everyone is ready,

We are about to begin the science test. Please make sure you do not have any 
electronic devices. All electronic devices are prohibited in the testing center. If you 
have mistakenly brought one, raise your hand. I will collect it and store it safely 
during testing.

Check to ensure that students do not have electronic devices (e.g., personal data assistant 
(PDA), cell phone, wristwatch with electronic display, calculator that is not a documented 
accommodation, MP3 player, iPod.)

For this science test, you will write all of your answers to the questions directly in 
your test book. For some questions, you will choose your answer from a set of answer 
choices and record your answer in the test book. For other questions, you will write 
your own response in the test book. 

You may write your answers in cursive or print. Be sure to write only on the lines or 
in the spaces provided. Additional paper cannot be used to write longer responses. 
Do not make any stray marks on the test book.

You should read each question carefully and do your best to answer clearly and 
completely. You may look back at the science test as often as you want; you may 
underline or circle words that will help you to answer the questions. You should try 
to answer all of the questions on the test. 

Open your test book to page 44. The next page is your periodic table of the elements. 
Carefully tear this sheet out of your test book. Make sure no other page is torn. 
Write your name on top of the page. You may use this table any time you wish during 
the test.

Check to make sure students do not tear out any other pages in the test book. If this happens, 
notify your District Test Coordinator immediately. 

SAY:

SAY:

Spring 2012 Grade 10 Science SBA Test Administration Directions	 Page 17

Copyright © 2012 by the Alaska Department of Education & Early Development



We will begin by reading two sample questions. You will mark or write your answers 
to the sample questions right in your test book. Now open your science test book to 
page 4, the beginning of the test. Look at the directions at the top of page 4. I will 
read them to you.

“Directions:

Read Sample Questions A and B. For Sample A, fill in the circle that goes with the 
answer you choose. Be sure to fill in the circle completely and make your mark heavy 
and dark. If you want to change your answer, completely erase the mark you made 
before making a new mark. For Sample B, write your answer on the lines provided.”

Now read and answer Sample Questions A and B.

Pause. Allow time for students to read Sample A and Sample B. The samples are provided here 
for your reference. For the science test, you may read Samples A and B to the students. It is 
permissible to answer questions students ask about the sample items. 

 
SAMPLE A

	 The picture below shows a humpback whale. 

sample4.1
This animal is correctly classified into which group?

A	 birds

B	 reptiles

C	 mammals

D	 amphibians

SAY:
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SAMPLE B

	 The table below shows data for five Alaska volcanoes.

Alaska Volcanoes

Volcano Approximate Height 
in Feet (2007)

Mt. Griggs 7,602

Mt. Denison 7,605

Mt. Shishaldin 9,373

Mt. Spurr 11,070

Mt. Wrangell 14,163

Give two correct conclusions based on these data.

1.	

2.	
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When students have finished answering the sample questions,

Look at Sample A. The correct answer for Sample A is choice C: “The humpback 
whale is classified into the group called mammals.” Are there any questions about 
Sample A?

Answer all questions. When everyone is ready,

Look at Sample B. To correctly answer Sample B, you may have written the following: 
(1) “Mt. Wrangell is the tallest of the five volcanoes.” (2) “Mt. Griggs is the shortest 
of the five volcanoes.” Or, you may have written the following: (1) “The volcanoes 
vary in height.” (2) “All of the volcanoes are more than one mile above sea level in 
height.” Are there any questions about Sample B?

Answer all questions. When everyone is ready,

When you come to the stop sign, you have finished the science test. You may go back 
over the science test to check your answers. Make sure you have marked or written 
all of your answers clearly and that you have completely erased any marks you do 
not want. 

After you have finished the science test, close your test book and sit quietly or read 
your book until everyone is finished. Are there any questions?

Make sure that all students understand the directions. When everyone is ready,

We will take a break after 30 minutes. Turn to page 6 in your test book. You may 
begin working now.

While students are working, check to see that they are on the correct page in the test book, are 
filling in circles completely, and are writing responses in the correct places. 

 
After 30 minutes,

You will take a short break now. You will continue taking the science test after the 
break. Close your test book with the front cover facing up. You may stand up and 
stretch, but do not talk to anyone.

SAY:

SAY:

SAY:

SAY:

SAY:
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After 5–10 minutes,

You are now going to continue taking the science test. Open your test book to the 
place where you stopped before the break and finish taking the test. When you come 
to the stop sign you will be at the end of the science test. 

When you have finished, close your test book and sit quietly or read your book until 
everyone is finished. Are there any questions?

 Check to see that all students are working. When all students have completed the science test,

Make sure you have marked or written all of your answers clearly and that you have 
completely erased any marks you do not want. Close your science test book with the 
front cover facing up. Sit quietly while I collect your test book, periodic table, and 
scratch paper.

After students have finished checking their answer marks, collect the test books with the front 
covers facing up. (Optional: You may collect the materials from students as they complete the 
test.) Collect the periodic table and scratch paper and dispose of them in accordance with 
directions given to you by your District or Associate (building) Test Coordinator. Immediately 
after administering the test, inventory the test materials using the School / Classroom Daily 
Check In-Check Out Worksheet (page 35). Return any electronic devices to students. Turn in all 
of your testing materials to your Associate (building) Test Coordinator so the test materials can 
be put in secure storage. Turn to Step Eight of these directions and follow the directions your 
Test Coordinator has provided you for returning secure materials.

SAY:

SAY:
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Step Eight: Assemble Materials for Return

To prepare test books for return to the district office, each test administrator should carefully follow these 
steps:

1	 Collect all test materials and complete page 2 for documented accommodations actually used 
during testing. All accommodations actually used at the time of testing must be recorded on page 2 
of the test books after testing. Braille and Large Print must also be coded if used.

2	 Make sure the grade 10 science periodic tables are torn out of every used test book. Failure to 
remove these items will delay the processing of documents.

3	 Separate the test materials into the following groups:

•• test books to be processed with a precode (horizontal pink bar) or pink district/school label 
on them (including tests that a student may have started but was unable to complete);

NOTE: A test book with a precode or district/school label must be returned for each student 
who attempted to take the test, even if the student did not finish the test. 

•• test books with a “Do Not Score” label (white with a vertical pink bar);

•• all unused test books;

•• all test manuals; and

•• scratch paper, grade 10 periodic tables, and other disposable materials.

4	 Inventory the materials and record the information on the School Security Checklists. 

•• Make two copies of the School Security Checklists. 

•• Forward one copy to your DTC. 

•• Place the other copy in a single box of the materials being returned to DRC. If your DTC 
prepares your materials for shipment to DRC, return both copies to your DTC.

5	 Review each test book cover to make sure that a label has been applied to all test books that are to 
be scored. A precode label or district/school label must be applied to all test books that are to 
be scored. If a book does not have a label, it will NOT be scored.

For those test books that contain a precode label, the bubbles on the test book cover should not be 
filled in. If bubbles are filled in, you need not erase them; the precode label will override the 
bubbles. If you notice an error on a precode label, place a district/school label over top of it. Make 
sure to bubble the correct student-identifying information on the front cover of the book.
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Check for proper use of “Do Not Score” Labels. The Science SBA “Do Not Score” label (white 
with a vertical pink bar) must be applied to:

•• any unused test books that have a student label on them but do not have a box checked in 
the “Teacher Use Only” field;

•• test books that have a crooked label on them (and a new test book has been prepared for the 
student); and 

•• mislabeled test books that DRC should not process. 

Do NOT use or substitute a “Do Not Score” label with a different color bar. 

6	 For those test books with a pink district/school label adhered, make sure the following bubbles are 
filled in on the test book cover:

�� Student’s name

�� State Student ID number

�� Birthdate

7	 For all test books that are to be processed, fill in any applicable code(s) in the “Teacher Use Only” 
field on the front cover of the test book. Teacher use fields for Braille and Large Print are now 
located on the inside cover. If a student refuses to complete a test that he/she has already started, 
you may still send the test in for scoring. 

NOTE: If either “Modified” or “Invalid” are filled in, the subject(s) will not be scored. Contact 
your DTC before completing these bubbles.

�� Modified – Altered Exam No Score Generated: Changes to a testing situation that alter 
what the test measures or the level of performance that must be met are called test 
modifications. Modifications are changes to the setting, scheduling, timing, presentation, or 
response format of a test. Other modifications can alter the level of performance expected 
on a test, such as administering a Grade 8 test to a Grade 10 student. Modifications are 
not the same as test accommodations. An accommodated test produces valid test results, 
whereas a modification produces invalid test results.

�� Absent*—The absent code should be used if a student is absent from school on the 
designated testing day and on all of the makeup testing days during the test window.

�� Student Refusal*—Only use this if a student did not attempt any test items because of 
refusal. If the student attempts some items and refuses to finish, submit the test book to be 
scored and leave the bubble blank.

�� Parent Refusal*
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�� Suspension*

�� Invalid No Score Generated

* These codes are meant to report the reason why a student did not attempt the science test. Do 
not use this code for a science test the student attempted and is valid.

8	 Transcribe necessary responses into a Science SBA Form 10SD standard test book. This includes 
all keyboarded responses. It is NOT permissible to insert, adhere, staple, or clip a keyboarded 
response into the test book.

9	 Review the test books to make sure they are ready for processing. Documents must be free of bent 
corners, folds, and clips. 

10	Remove any loose paper from the test books.

11	 In the event that a student document has a slight tear or a loose or lost page, protect the document 
by enclosing it in a manila envelope within the shipping box(es). Record the booklet’s security 
number and notify your DTC (who will need to provide DRC with this information). If a 
student document has bodily fluids on it (e.g., blood, vomit), contact your DTC for processing 
instructions.

12	Package all used and unused Science SBA test books in the shipping boxes you received when 
the test materials arrived. If you run out of the original shipping boxes, you may use any sturdy 
box to pack the remaining materials. Grade 10 Science tests are to be returned with grades 4 and 8 
Science SBAs.

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 unfinished test books with the test books to be processed. 

13	Place newspaper or other packing material in the top of each box, if needed, to keep test materials 
immobile during transit. Securely seal the boxes.

14	Return all boxes to the DTC.

15	Destroy or secure all Test Administration Directions, Test Coordinator’s Manuals, scratch paper, 
grade 10 periodic tables, and other disposable materials. 
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Transcribing Responses from Accommodated Administrations

A test administrator, teacher, proctor, associate (building) test coordinator, or designated scribe must 
transcribe into a Science SBA Form 10SD standard test book any responses that cannot be recorded by a 
student into a standard test book. Examples of responses that must be transcribed include those answered 
using a Braille or Large Print version of the test, as well as signed, oral, or keyboarded responses. All 
responses must be transcribed verbatim into a Form 10SD standard test book. Transcriber signatures 
and the date must be on the inside front cover of the booklet in which they transcribed the responses. 
The signature should be in pencil in the white space below the accommodations grid and above the page 
number. Detailed instructions regarding scribe procedures are located on page 16 of this manual.

Return any used Braille or Large Print test books with the unused materials to your DTC after an accurate 
transcription has been made into a standard test book. 
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Test Administrator’s Checklists

1	 Announce the test dates and times well in advance of the scheduled 
testing.

2	 Ensure that all instructional materials on display that may lead students 
to answers on the exam (e.g., charts, sample student work, science 
reference sheets, or materials) are removed or covered. It is essential 
to create a testing environment that is fair and consistent throughout 
the state; however, each school must use professional judgment in 
determining if the material can be safely removed or covered.

3	 Explain the purpose of the test to the students. Answer any questions 
they may have about testing procedures or the use of test results. 
Remember, the Alaska Science SBA Test is a secure test. State 
regulation prohibits duplication of any portion of the test books at 
any time. 

Read the Test Administration Directions. Be thoroughly familiar with 
all testing procedures. You MAY NOT READ TEST ITEMS aloud, 
silently, or to another individual unless it is specifically required to 
provide a documented accommodation to an individual or student 
group.

4	 Plan the testing to avoid rushed sessions and fatigue.

5	 Check to be sure that you have the following materials:

�� a sufficient number of test books;

�� Test Administration Directions;

�� several sharpened number 2 pencils with erasers (no mechanical 
pencils);

�� scratch paper; 

�� a “Do Not Disturb” sign (not provided by DRC) for the door of the 
testing room;

�� a seating chart (suggested); and

�� a list of students requiring accommodation(s).

6	 Remove the School / Classroom Daily Check In-Check Out Worksheet 
on page 35 of the Test Administration Directions to monitor inventory 
before and after testing.

7	 Make sure students have an environment free of disruptions whenever 
possible. The testing center should have adequate space, good 
ventilation, and proper lighting.

Test Administrator’s
Checklist #1
Before Testing
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Test Administrator’s Checklists

1	 Place a “Do Not Disturb” sign outside the closed door of the testing 
room.

2	 Ensure the orderly distribution and collection of test materials.

3	 If you have not used precode labels and are having the students 
complete the student-identifying information, carefully lead students 
through the process described on page 10 of the Test Administration 
Directions. You may want to use a model on the board to guide them. 
 
Do NOT complete the inside cover (page 2) at this time. This page is 
to be completed after testing by anyone assisting an LEP student or a 
student with disabilities.

4	 Make certain that all students are using number 2 pencils.

5	 Model for students the correct way to fill in test bubbles so that the 
mark is dark and the circle is filled in completely. Incorrect marks, such 
as the ones shown below, cannot be scored.

�� Walk around the room to check that students are following the 
directions for appropriately darkening bubbles.

6	 Remind students to use scratch paper to plan written responses and 
work out problems for multiple-choice items. 

7	 Observe the “Stop” and “Start” directions and the testing schedule 
suggested in the Test Administration Directions. 

Test Administrator’s
Checklist #2
During Testing
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Test Administrator’s Checklists

The following after testing checklist applies to grades 4, 8, and 10.

1	 Complete Inside Cover (page 2) of Test Book: This page must be 
completed for any student with disabilities or LEP student who actually 
uses an accommodation at testing. See page 15 for detailed directions.

2	 Collect all test books at the end of the testing session. Before dismissing 
students, count all test books to make sure that all materials have been 
returned. Compare your counts to the School / Classroom Daily  
Check In-Check Out Worksheet.

3	 Check the condition of the test books to ensure that:

�� The test books are not damaged. If pages are badly damaged (by 
liquid, significant tearing, etc.), transfer student responses and 
identification information into a new test book and place a Do Not 
Score label on the damaged test. If the document has only a slight 
tear or loose or missing page, protect the document by enclosing 
it in a manila envelope within the shipping box(es). In an email, 
provide the DTC with the book’s security barcode number and 
actions taken. Test books with damaged pages must be returned with 
the testing materials. EXCEPTION: Do not return test books that 
are soiled by bodily fluids (e.g., vomit, blood). Transfer the student 
responses and identification information into a clean test book, 
making sure to apply a district/school label. Request that your DTC 
destroy the soiled booklet and contact DRC immediately, providing 
the security barcode number. Document these cases as testing 
irregularities.

�� Scratch paper and grade 10 periodic tables (no tables for grades 4 
and 8) have been removed from all USED test books. Failure to 
remove these items will delay the processing of documents.

�� Student responses that have been keyboarded (because of an 
accommodation) are transcribed into a test book and number 2 
pencil was used. It is NOT permissible to insert, adhere, staple, or 
clip a keyboarded response into a test book.

�� Labels: EVERY used test book MUST have a label. If the test book 
does not have a label, IT WILL NOT BE SCORED. A precode 
label or district/school label must be applied to all used test books 
that are to be scored.

(Continued on next page)

Test Administrator’s
Checklist #3
After Testing
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•• Precode (student) labels (white with a horizontal pink bar): 
If a precode label is used, the student information should not be 
bubbled on the test book cover. If the test book has a precode 
label and someone also bubbled in the student information, the 
information from the precode label will override the bubbled 
information. If you notice an error on a precode label, place a 
pink district/school label over the top of it. Make sure to bubble 
the correct student-identifying information on the front cover of 
the book.

•• District/school labels (pink): If a pink district/school label is 
used, the bubbles on the test book cover must be filled in.

•• Science SBA “Do Not Score” labels (white with a vertical 
pink bar): the “Do Not Score” label is 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. Do 
not substitute any other “Do Not Score” label (with different 
color bars). Check with your DTC if you do not have sufficient 
Science SBA “Do Not Score” labels.

4	 Separate the test materials into the following groups:

�� test books to be processed (including tests that a student may have 
started but was unable to complete);

�� test books with a “Do Not Score” label (white with a vertical pink 
bar);

�� all unused test books;

�� all test manuals; and

�� scratch paper and grade 10 periodic tables (no tables for grades 4 
and 8).

5	 Associate (building) test coordinators will inventory the materials and 
record the information on the School Security Checklist. Make two 
copies of the School Security Checklist. Forward one copy to your 
District Test Coordinator (DTC). Place the other copy in a box of the 
materials being returned to DRC. If your DTC prepares your materials 
for shipment to DRC, return both copies to your DTC. Retain the 
original for your records.

(Continued on next page)
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6	 Invalidating Tests: Tests should be invalidated when student(s): 

�� cheat.

�� mark multiple random responses.

�� copy test items or transmit test items via electronic device.

�� use reference or support materials not allowed by documented 
accommodations or by the test publisher, such as dictionaries, 
calculators, etc. 

This is not an inclusive list. Check with your DTC prior to invalidating 
any test.

NOTE: Invalid tests will not be scored and the students will not be 
included as participants in the Science SBA.

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.

7	 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. 

8	 Return all boxes to the DTC.

9	 Follow your DTC’s directions to determine what you should do with 
all Test Administration Directions, Test Coordinator’s manuals, scratch 
paper, and the grade 10 science periodic tables. Some districts ask 
test administrators to destroy them on site; other districts ask test 
administrators to send them to the DTC.
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