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Step Seven: Administer the Tests

Designated school personnel are responsible for the tracking of secure materials. Designated school 
personnel must use the security checklists provided by DRC for the Grade 10 SBA–HSGQE.

On each day of testing, check out the secure materials needed for that day. You may draw vertical lines 
in the Date(s) Returned column to form three columns. Use the first column for reading, the second 
column for writing, and the third column for mathematics. The security numbers of the secure materials 
distributed must match the numbers on the School Security Checklist.

Page 1 of 2 

2012 SPRING TEST MATERIALS SHIPMENT 
SCHOOL SECURITY CHECKLIST 

ALASKA GR 10 SBA-HSGQE and HSGQE RETEST 
 

 
 
 
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.  

You may draw vertical lines in the Date(s) Returned column to form three columns. Use the first column for reading, the second 
column for writing, and the third column for mathematics. 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 00111031-00111040 

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    

 
 

 

Immediately after testing, test proctors 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 final day of testing, 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 19. Administer the tests in the order specified 
by EED: April 3 (reading), April 4 (writing), April 5 (mathematics).  
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The directions you are to read aloud to the students are preceded by the word “SAY” and must be read 
exactly as written. 

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 monitored 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 (LEP) should receive accommodations 
according to the guidelines set forth 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.

Sign Language DVDs and Audio CDs
It is the responsibility of associate (building) test coordinators and test proctors to ensure that students 
successfully work these formats. Students should be assisted with loading CDs/DVDs into a player/
computer, starting them, and navigating forward and back through test content. 

DVDs/CDs must be handled with care. Do not touch or allow the student to touch the back of the DVD/
CD. A scratch or fingerprint can lead to playback problems. 

If your school does not regularly clean its players, consider cleaning players prior to the assessment. 
Follow the manufacturer’s instructions for how to clean the device.

In the event that your computer cannot run the Sign Language DVD, the following steps are 
recommended:

●● Update the DVD software player. Most DVD software players can be upgraded for free.

●● Make sure no other computer programs are running at the same time as the DVD player. Open 
programs can interfere with the DVD player.
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Complete Inside Cover (page 2) of Test Books (Reading and Writing-Mathematics)
The inside cover (page 2) of the test books (Reading and Writing-Mathematics) 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 proctor (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.  Mark each subject in 
which the accommodated format was used. 

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.  Accommodations must be marked 
for each subject in which they are used: “R” = Reading, “W” = Writing, and “M” = Mathematics. 
If an accommodation is never permitted for a subject, the corresponding subject’s bubble does not 
appear. Multiple accommodations may be marked for each subject. 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.  Accommodations must be marked for each subject in which they are used:  
“R” = Reading, “W” = Writing, and “M” = Mathematics. If an accommodation is never permitted for a 
subject, the corresponding subject’s bubble does not appear. Multiple accommodations may be marked for 
each subject. Not all accommodations from the Participation Guidelines are listed. Please select “Other” 
for those accommodations not listed.

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 proctor, teacher, associate (building) administrator, or designated scribe 
who has signed the appropriate test security agreement.  

●● Transcribe 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 Braille or Large Print versions of 
the test, as well as signed, oral, or keyboarded responses.

●● Transcribers must use number 2 pencil to sign and date the inside front cover of the test book (in 
the white space below the accommodations grid and above the page number). See page 46 for 
details on transcription requirements.
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Transcribing Responses to Braille, Large Print, Audio CD, and Sign Language DVD Versions
Students’ responses to these accommodated materials types must be transcribed verbatim into a Form 
D01 test book.

Transcribing Oral and Keyboarded Responses
Students’ oral or keyboarded responses must be transcribed verbatim into the test form used by the 
student. For example, if the student used Form D07 and keyboarded his/her responses, these responses 
must be transcribed verbatim into a Form D07.  

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

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 math and reading do not require spelling 
and punctuation, math and reading 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.
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Reading Test

Distribute the test books. Check to see that each student has his or her own test book and a number 2 
pencil. Read aloud what is printed within the shaded “SAY” boxes. You must read what is printed 
within the “SAY” boxes exactly as written. There are opportunities for students to ask questions about 
the directions as indicated in the information printed outside the “SAY” boxes. Do not read aloud what is 
printed outside the “SAY” boxes.

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

We are about to begin the reading 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 in, raise your hand. I will collect it and store it safely 
during testing. Please check the cover of your test book and make sure that your 
name is either on the label or bubbled in on the cover. Raise your hand if you do 
not have the correct test book or if you need directions for filling in the student-
identifying information on the front cover.

 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).

If students fill in the student-identifying information, refer to page 10 for directions on 
completing the data grid.

Does everyone who wants a piece of scratch paper have it? If you need additional 
scratch paper during the test, raise your hand and I will provide you with another 
piece. All scratch paper has to be turned in with your test. Today you will be 
responding to items in the reading test. An item is a question, a problem, a prompt, 
a statement, or a task. The items in this test may be different from the types of items 
you are used to seeing in a test. For some items you will write your own response, and 
for other items you will choose your response from a set of choices that are given. 
You will write all of your responses to the items directly in your test book. You may 
print or write in cursive. Be sure to write only on the lines or in the spaces provided. 
Additional paper cannot be used to write longer responses. Only the responses in the 
lines or spaces provided in the test book will be scored. Do not make any stray marks 
in the circles or outside the lines provided.

 

SAY:

SAY:
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You should read each item very carefully and do your best to answer clearly and 
completely. You may look back at what you have read as often as you want, and you 
may underline or circle with pencil any text you want to reference later. 

Some of the items in this test are worth more than one point. Their point value 
is stated in the item. You can earn full or partial credit for these items. All of the 
multiple-choice items are worth one point. You should attempt all of the items.

Open your test book to page 3. 

 Check to see that all students are on page 3 in the test book.

I will read this additional information about the scoring of your responses.

For an item that is not multiple-choice, you must respond to what is requested, write 
in English, and make sure that your responses are readable. No credit will be given 
to any response that 

•	 is too short to score 

•	 consists of “I don’t know”

•	 indicates refusal to respond to the item 

•	 consists of copying the item 

•	 does not address the item or topic 

•	 is not legible 

•	 is written in a language other than English. (If part of the response is in English, 
that part will be scored.)

Are there any questions? 

 Pause to answer any questions.

Look at page 4 of your test book. We will begin by reading a sample passage and 
doing two sample items. You will mark your responses to the sample items in your 
test book. For Sample A, fill in the circle that goes with the response you choose. Be 
sure to fill in the circle completely and make your mark heavy and dark. If you want 
to change a response, completely erase the mark you made before making a new 
mark. For Sample B, write your response on the lines provided.

 

SAY:

SAY:

SAY:
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Samples A and B

Read the sample passage on page 4. Then use the passage to do Samples A and B. 
When you have finished, stop working. 

Give students time to respond to Samples A and B. Then discuss the samples with them. It is 
permissible to answer questions students ask about the sample items.

Directions

Use the passage to do Samples A and B.

SAMPLE PASSAGE

Fireweed: Alaska’s Famous Wildflower
Fireweed is the most famous wildflower in the Pacific Northwest. It has the  

ability to grow back rapidly after an area of land has been cleared or burned by fire. 
In fact, fireweed is usually the first plant to reappear after a wildfire. It can grow to 
be over seven feet tall. Its blossoms decorate open spaces with blazes of hot pink 
and purple. When the fireweed plant is young, the stems can be prepared and eaten. 
The leaves can be added to salads. The blossoms are used to make jelly and syrup. 
Bees love the nectar from the fireweed’s blossom, which becomes delicious honey 
for humans to enjoy. 

Sample A

	 According to the passage, which part of the fireweed plant is used to 
produce syrup?

A	 root

B	 stem

C	 leaves

D	 blossoms

SAY:
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Sample B

	 What are two reasons fireweed is an appropriate name for this plant? 
Use details from the passage in your response. This item is  
worth 2 points. 

When students have finished answering the sample questions, 

The correct response for Sample A is choice D: “blossoms.” The passage says the 
blossoms are used to make syrup. 

Look at Sample B and the response you have written. A possible response to Sample 
B is as follows: “One reason fireweed is an appropriate name for the plant is that it 
grows back rapidly after land has been burned. Also, fireweed blossoms are hot pink 
and purple like the color of flames.” 

Other possible responses include “It spreads quickly like wildfire.” OR “It grows 
over seven feet tall like the flames of a wildfire.” Are there any questions about 
Samples A and B?

 

Using the information in the passage to support complete answers is the best way 
to get full credit. In the reading test, you will not be scored on spelling, grammar, or 
punctuation, and you do not need to write in complete sentences, but your answers 
must be understandable. 

Are there any questions? 

 When you are sure that all students understand the directions, continue.

SAY:

SAY:
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This test is not timed. However, you will have a break every 60 minutes while you 
work on the reading test. 

Remember to read all directions and information in the test book. When you come 
to a stop sign, you have finished the reading test. You may go back over the test to 
check your responses. 

Students are not permitted to leave the testing room within the first two hours of testing. They 
should sit quietly when they have finished. As an option, you may let students read a book, work 
on homework, or leave the testing room after two hours have passed. They MUST turn in their 
test books before beginning another activity, and they MUST remain quiet if they stay in the 
testing room.

Are there any questions? 

 When you are sure that all students understand the directions, continue.

Turn to page 6. You may begin. 

 Check to see that students are filling in circles correctly or writing responses in the correct 
places. 

After 60 minutes,

We will take a short break now. You may stand up and stretch, but do not talk to 
anyone.

After about 2 minutes,

Now you may sit down and continue to work on the reading test. 

After 60 minutes,

We will take a longer break now. Make sure you have marked or written all of your 
responses clearly and that you have completely erased any marks you do not want. 

 Pause.

SAY:

SAY:

SAY:

SAY:

SAY:

SAY:
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Close your test book. 

Students may not discuss the test. Collect and redistribute the test books if you allow students 
to leave their immediate desk area and walk around the room. If students are leaving the 
testing area for this break, ALL TEST BOOKS MUST BE COLLECTED, and students must 
be monitored by staff. If you only allow students to stand and stretch by their desks, it is not 
necessary to collect and redistribute the test books. Resume testing after 10–15 minutes or when 
you think your students are ready to go on.

Now be seated. Open your test book and continue to work on the reading test. Keep 
working until you see a stop sign. You may go back over the reading test to check 
your responses. 

When you have finished, sit quietly so that you do not disturb those who are still 
working. (OPTIONAL: You may read a book after turning in your test book, or you 
may leave the testing room.) 

Are there any questions? 

When you are sure that all students understand the directions, continue.

You may begin.

Check to be sure that students are filling in circles correctly or writing responses in the correct 
places. 

Continue testing, allowing breaks every 60 minutes as necessary. Collect the test books and 
scratch paper from students as they complete the reading test. After administering the test, 
inventory the test materials using the School / Classroom Daily Check In-Check Out Worksheet 
(page 53). Return any electronic devices to students. Dismiss the students only if two hours have 
passed. Immediately after the testing session, turn in all of your testing materials and scratch 
paper to your associate (building) test coordinator so the test materials can be put in secure 
storage.

SAY:

SAY:

SAY:
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Writing Test

Distribute the test books. Check to see that each student has his or her own test book and a number 2 
pencil. Read aloud what is printed within the shaded “SAY” boxes. You must read what is printed 
within the “SAY” boxes exactly as written. There are opportunities for students to ask questions about 
the directions as indicated in the information printed outside the “SAY” boxes. Do not read aloud what is 
printed outside the “SAY” boxes.

Distribute scratch paper along with the test books.

We are about to begin the writing 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 in, raise your hand. I will collect it and store it safely 
during testing. Please check the cover of your test book and make sure that your 
name is either on the label or bubbled in on the cover. Raise your hand if you do 
not have the correct test book or if you need directions for filling in the student-
identifying information on the front cover.

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).

If students fill in the student-identifying information, refer to page 10 for directions on 
completing the data grid.

Does everyone have a piece of scratch paper? If you need additional scratch paper 
during the test, raise your hand and I will provide you with another piece. All scratch 
paper has to be turned in with your test. Today you will be responding to items in the 
writing test. An item is a question, a problem, a prompt, a statement, or a task. The 
items in this test may be different from the types of items you are used to seeing in a 
test. For some items you will write your own response, and for other items you will 
choose your response from a set of choices that are given. You will write all of your 
responses to the items directly in your test book. You may print or write in cursive. 
Be sure to write only on the lines provided or in the area indicated. Do not make any 
stray marks in the circles or outside the lines provided.

Please be aware that any writing that shares information that is threatening to 
yourself or others may be reported back to your district to investigate.

You should read each item very carefully and do your best to answer clearly and 
completely. You may look back at what you have read as often as you want, and you 
may underline or circle with pencil any text you want to make note of.

SAY:

SAY:
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Some of the items in this test are worth more than one point. Their point value 
is stated in the item. You can earn full or partial credit for these items. All of the 
multiple-choice items are worth one point. You should attempt all of the items.

Open your test book to page 4. 

Check to see that all students are on page 4 in the test book. 

I will read this additional information about the scoring of your responses. 

For an item that is not multiple-choice, you must respond to what is requested, write 
in English, and make sure that your responses are readable. No credit will be given 
to any response that 

•	 is too short to score 

•	 consists of “I don’t know”

•	 indicates refusal to respond to the item 

•	 consists of copying the item 

•	 does not address the item or topic 

•	 is not legible 

•	 is written in a language other than English. (If part of the response is in English, 
that part will be scored.) 

Are there any questions? 

Pause to answer any questions. 

Now open your test book to page 44. The next page is your writing skills checklist. 
Carefully tear this sheet out of your test book. Make sure no other page is torn. Write 
your name at the top of the page. You should refer to this checklist when responding 
to each writing prompt.

Pause. Make sure that all students have removed the writing skills checklist from the test book 
and have it on their desk with their name on it. Check to make sure students do not tear out any 
other pages in the test book. If this happens, notify your building or district test coordinator 
immediately.

SAY:

SAY:

SAY:
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Take all the time you need to do a good job. Remember that good spelling, grammar, 
and punctuation count toward your score on the writing test. 

Now turn back to page 5 in your test book. 

Check to see that all students are on page 5 in the test book. 

We will begin by doing six sample items. You will mark your responses to the sample 
items in your test book. For Samples A, B, and C fill in the circle that goes with each 
response you choose. Be sure to fill in the circle completely and make your mark 
heavy and dark. If you want to change a response, completely erase the mark you 
made before making a new mark. For Samples D, E, and F write your responses on 
the lines provided.

Samples A and B

Read the directions. Then do Samples A and B. When you have finished, stop 
working.

Give students time to read the directions and respond to Samples A and B. Then discuss the 
samples with them. It is permissible to answer questions students ask about the sample items. 

Directions

Read the paragraphs. They have mistakes that need to be corrected. Use  
the paragraphs to answer Samples A and B.

1 Every summer my community has a celebration.  2 Takes part 

in the event.  3 Some community organizations hold contests that 

are fun for all ages. 

4 My little sister has a pet dog.  5 We also feast on the favorite 

foods of our area.

SAY:

SAY:

SAY:
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Sample A

Choose the correct way to write Sentence 2.

A	 Everyone takes part in the event.

B	 Taking part in the event.

C	 Everyone taking part in the event.

D	 It is correct as is.

Sample B

Which sentence does not belong in the paragraph?

A	 Sentence 2

B	 Sentence 3

C	 Sentence 4

D	 Sentence 5

The correct response for Sample A is choice A because it is a complete sentence. The 
other choices are incomplete sentences. The correct response for Sample B is choice 
C: “My little sister has a pet dog.” It does not relate to the topic. Are there any 
questions about Samples A and B?

Samples C and D

Now read the directions for Samples C and D on the next page. Then do Samples C 
and D. When you have finished, stop working.

Give students time to read the directions and respond to Samples C and D. Then discuss the 
samples with them. Copy the sentences in Sample D onto the chalkboard or use a projector to 
demonstrate how to mark the corrections.

SAY:

SAY:
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Directions

Choose the sentence that is written correctly.

Sample C

A	 Black bears gain as much weight, as they can in the summer.

B	 Black bears gain as much weight as they can in the summer?

C	 Black bears gain as much weight as they can in the summer.

D	 Black bears, gain as much weight as they can in the summer. 

Directions

Read the sentences. On the lines below, write the sentences and correct  
the four capitalization errors.

Sample D

mary dreamed of a trip to Washington. She wanted to visit a Museum and see  
the Real copy of the declaration of Independence. 
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The correct response for Sample C is choice C because it is punctuated correctly. 
The other choices have punctuation errors. Look at your response for Sample D. You 
should have capitalized the words “Mary” and “Declaration” because they are both 
proper nouns. You should not have capitalized the word “museum” because it is a 
common noun, or “real” because it is a common adjective. Are there any questions 
about Samples C and D?

When you are sure that all students understand, continue. Point out that every error they 
correct as they write the sentences counts as one correction and that any kind of editing mark is 
acceptable as long as it is clearly marked on the sentences they have written. Making changes 
that are not needed will not count against a student’s score; only the necessary corrections 
count.

Samples E and F

Now do Samples E and F on the next page. When you have finished, stop working.

Give students time to respond to Samples E and F. Then discuss the samples with them.

Sample E
	 Read the information.

My twin brother’s name is Patrick.
Patrick has been taking music lessons since he was five years old.
Patrick’s favorite style of music is jazz.

Combine the information into one complete sentence.

SAY:

SAY:
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Sample F
	 Write the sentences below in a paragraph, putting them in the order that 

makes the most sense. Add transitional words or phrases as needed to 
make the paragraph flow.

•	 We had won the championship!
•	 The championship game began badly for our basketball team.
•	 As the buzzer sounded to end the game, we scored a basket.
•	 We played hard and tied the score in the final seconds.

Look at Sample E and the response you have written. You should have written a 
single sentence, such as “Patrick, my twin brother whose favorite music style is jazz, 
has been taking music classes since he was five years old.” OR “Jazz is the favorite 
music style of my twin brother Patrick, who has been taking music classes since he  
was five years old.” Either of these two example sentences eliminates repetition and 
includes all the ideas in the original sentences without changing the meaning.

SAY:
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Look at Sample F and the response you have written. You may have written “The 
championship game began badly for our basketball team. Nevertheless, we played 
hard and tied the score in the final seconds. As the buzzer sounded to end the game, 
we scored a basket. In the end, we had won the championship!” Another correct 
response is “The championship game began badly for our basketball team. Still, we 
played hard and tied the score in the final seconds. As the buzzer sounded to end the 
game, we scored a basket. Finally, we had won the championship!” Note that it is 
acceptable to change, add, or delete words from the original sentences as needed to 
make your revised paragraph grammatically correct, as long as you do not change 
the original meaning. 

Are there any questions about Samples E and F? 

Pause to answer any questions.

In this test, you will be responding to multiple-choice items, writing short responses, 
doing proofreading tasks, and writing responses to writing prompts. Remember to 
fill in the circle that goes with each multiple-choice response you choose. You may 
use scratch paper to plan your written responses, but remember to write the final 
version of each written response in your test book. Additional paper cannot be used 
to write longer responses. Only those responses written in your test book will be 
scored. Refer to the writing skills checklist for each of the writing prompts. You will 
be scored on these skills in the writing test. This test is not timed. However, you will 
have a break every 60 minutes while you work on the writing test. 

Remember to read all directions and information in the test book. When you come 
to a stop sign, you have finished the writing test. You may go back over the writing 
test to check your responses and edit your work, but do not go on to the mathematics 
test.

Students are not permitted to leave the testing room within the first two hours of testing. They 
should sit quietly when they have finished. As an option, you may let students read a book, work 
on homework, or leave the testing room after two hours have passed. They MUST turn in their 
test books before beginning another activity, and they MUST remain quiet if they stay in the 
testing room.

Are there any questions?

When you are sure that all students understand the directions, continue.

SAY:

SAY:

SAY:
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You may begin.

Check to see that students are filling in circles correctly or writing responses in the correct 
places.

After 60 minutes,

We will take a short break now. You may stand up and stretch, but do not talk to 
anyone.

After about 2 minutes,

Now you may sit down and continue to work on the writing test.

 After 60 minutes,

We will take a longer break now. Make sure you have marked or written all of your 
responses clearly and that you have completely erased any marks you do not want. 

Pause.

Close your test book.

Students may not discuss the test. Collect and redistribute the test books if you allow students 
to leave their immediate desk area and walk around the room. If students are leaving the 
testing area for this break, ALL TEST BOOKS MUST BE COLLECTED, and students must 
be monitored by staff. If you only allow students to stand and stretch by their desks, it is not 
necessary to collect and redistribute the test books. Resume testing after 10–15 minutes or when 
you think your students are ready to go on.

Now be seated. Open your test book and continue to work on the writing test. Keep 
working until you see a stop sign. You may go back over the writing test to check 
your responses and edit your work. 

SAY:

SAY:

SAY:

SAY:

SAY:

SAY:
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When you have finished, sit quietly so that you do not disturb those who are still 
working. (OPTIONAL: You may read a book after turning in your test book, or you 
may leave the testing room.)

Are there any questions? 

When you are sure that all students understand the directions, continue.

You may begin.

Check to be sure that students are filling in circles correctly or writing responses in the correct 
places. 

Continue testing, allowing breaks every 60 minutes as necessary. Collect the test books, 
scratch paper, and writing skills checklists from students as they complete the writing test. After 
administering the test, inventory the test materials using the School / Classroom Daily Check 
In-Check Out Worksheet (page 53). Return any electronic devices to students. Dismiss the 
students only if two hours have passed. Make sure all scratch paper and writing skills checklists 
have been removed from the test books. Immediately after the testing session, turn in your test 
books, scratch paper, and writing skills checklists to your associate (building) test coordinator 
so the test materials can be put in secure storage.

SAY:

SAY:
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Mathematics Test

Prior to administering the mathematics test, separate the rulers and protractors into individual sets. Then 
distribute individual sets to students. 

Distribute scratch paper, rulers, and protractors 
along with the test books.

Distribute the test books. Check to see that each student has his or her own test book and a number 2 
pencil.  Read aloud what is printed within the shaded “SAY” boxes. You must read what is printed 
within the “SAY” boxes exactly as written. There are opportunities for students to ask questions about 
the directions as indicated in the information printed outside the “SAY” boxes. Do not read aloud what is 
printed outside the “SAY” boxes.

We are about to begin the mathematics 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 in, raise your hand. I will collect it and store it safely 
during testing. Please check the cover of your test book and make sure that your 
name is either on the label or bubbled in on the cover. Raise your hand if you do 
not have the correct test book or if you need directions for filling in the student-
identifying information on the front cover.

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).

If students fill in the student-identifying information, refer to page 10 for directions on 
completing the data grid. 

Does everyone have a ruler, a protractor, and a piece of scratch paper? If you need 
additional scratch paper during the test, raise your hand and I will provide you with 
another piece. All scratch paper has to be turned in with your test. Today you will 
be responding to items in the mathematics test. An item is a question, a problem, a 
prompt, a statement, or a task. The items in this test may be different from the types 
of items you are used to seeing in a test. For some items you will write your own 
response, and for other items you will choose your response from a set of choices that 
are given. You will write all of your responses to the items directly in your test book. 
You may print or write in cursive. Be sure to write only on the lines or in the work 
spaces provided. Do not make any stray marks in the circles or outside the work 
space provided.

SAY:

SAY:
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You should read each item very carefully and do your best to respond clearly and 
completely. 

Some of the items in this test are worth more than one point. Their point value is 
stated in the item. You can earn full or partial credit for these items. In items that 
ask you to show the work necessary to solve the item, the method you use to solve 
the item will be scored, as well as your response. All of the multiple-choice items are 
worth one point. You should attempt all of the items.

Open your test book to page 46. 

Check to see that all students are on page 46 in the test book.

I will read this additional information about the scoring of your responses. 

For an item that is NOT multiple-choice, you must respond to what is requested, 
write in English (and/or mathematics symbols when appropriate), and make sure 
that your responses are readable. No credit will be given to any response that 

•	 is too short to score 

•	 consists of “I don’t know” 

•	 indicates refusal to respond to the item 

•	 consists of copying the item 

•	 does not address the item or topic 

•	 is not legible 

•	 is written in a language other than English. (If part of the response is in English, 
that part will be scored.)

Are there any questions?

Pause to answer any questions. 

Open your test book to page 98. The next page is your mathematics reference sheet. 
Carefully tear the reference sheet out of your test book. Make sure no other page is 
torn. Write your name at the top of the page. You may use this reference sheet, the 
ruler, and the protractor any time you wish during the test. Not all of the information 
on the reference sheet may be needed. You may NOT use a calculator.

SAY:

SAY:

SAY:
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Now turn back to page 47 in your test book.

Pause. Make sure that all students have removed the mathematics reference sheet from the 
test book and have it on their desk with their name on it. Check to make sure students do not 
tear out any other pages in the test book. If this happens, notify your building or district test 
coordinator immediately. Check to see that all students are on page 47 in the test book.

In the mathematics test, you may be required to solve different types of items such 
as determining a pattern, completing a table or graph, or explaining how you solved 
a problem. 

Before you start the mathematics test, you will do some sample items. For multiple-
choice items like Samples A and B, you may do your work in the test book or on 
scratch paper. Be sure to fill in the circle that goes with the response you choose. Fill 
in the circle completely and make your mark heavy and dark. If you want to change 
a response, completely erase the mark you made before making a new mark. 

Sample C is a constructed-response item. For constructed-response items, be sure to 
show all your work in the space provided in the test book and write your response 
on the lines provided. The only responses that will be scored are those written in the 
space provided in the test book.

SAMPLES A, B, AND C

Now do Samples A, B, and C. When you have finished, stop working. 

Give students time to respond to Samples A, B, and C. Then discuss the samples with them. It is 
permissible to answer questions students ask about the sample items.

SAY:

SAY:

SAY:
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	 Sample B

Use your ruler to help you solve this problem.

A picture of a stapler is shown below.

What is the length of the picture of the stapler?

A	  1 ​ 3 } 16 ​ inches

B	  1 ​ 3 } 8 ​ inches 

C	  2 ​ 3 } 16 ​ inches

D	  2 ​ 3 } 8 ​ inches

	 Sample A

	 The coordinates on a grid of the location of 2 trees in a park are (3, 9) and 
(5, 3). What are the coordinates of the midpoint of the line segment joining  
the 2 trees?

A	 (2, 6)

B	 (4, 6)

C	 (4, 12)

D	 (8, 12)
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	 Sample C

Jim is making a similar, large rectangle from a small rectangle as shown below.

Small
Rectangle

2 inches

6 inches
height

12 inches

Large
Rectangle

What is the height of the large rectangle? This item is worth 2 points.
 

Show the work.

	 Answer: ______________________________ inches
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The correct response for Sample A is B, (4, 6). This is found by using the midpoint 
formula found on the reference sheet. Adding the x-coordinates 3 and 5 gives a value 
of 8. Eight divided by 2 is 4, the x-coordinate of the correct answer. Adding the y-
coordinates 9 and 3 gives a value of 12. Twelve divided by 2 is 6, the y-coordinate of 
the correct answer. Are there any questions about Sample A?

The correct response for Sample B is B, 1 ​ 3 } 8 ​ inches. This is found by using your ruler 

and measuring from 0 to 1 ​ 3 } 8 ​ or from 1 to 2 ​ 3 } 8 ​ and then subtracting 1 to get the answer 

of 1 ​ 3 } 8 ​ inches. Are there any questions about Sample B?

The answer to Sample C is 4 inches. The work for this question would involve showing 
a proportion and solving it or giving an explanation of how one could find the height 
using a ratio of side lengths or a proportion.

The proportion would be 2 divided by 6 equal to h, for the height of the large 
rectangle, divided by 12. Solving this equation by cross-multiplication gives us the 
product of 2 and 12, which is 24, equal to 6h. Now, dividing both sides of the equation 
by 6 gives h equal to 4. Are there any questions about Sample C?

Point out that giving a complete response that shows all work is the best way to get full credit.

In the mathematics test, you will not be scored on spelling, grammar, or punctuation 
and you do not need to write in complete sentences, but your responses must be 
understandable. 

Are there any questions? 

When you are sure that all students understand the directions, continue.

This test is not timed. However, you will have a break every 60 minutes while you 
work on the mathematics test. 

Remember to read all directions and information in the test book. When you come 
to a stop sign, you have finished the mathematics test. You may go back over the 
mathematics test to check your responses, but do not go back to the writing test.

Students are not permitted to leave the testing room within the first two hours of testing. They 
should sit quietly when they have finished. As an option, you may let students read a book, work 
on homework, or leave the testing room after two hours have passed. They MUST turn in their 
test books before beginning another activity, and they MUST remain quiet if they stay in the 
testing room.

SAY:

SAY:

SAY:
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Are there any questions?

When you are sure that all students understand the directions, continue.

You may begin. 

Check to be sure that students are filling in circles correctly or writing responses in the correct 
places.

After 60 minutes,

We will take a short break now. You may stand up and stretch, but do not talk to 
anyone. 

After about 2 minutes,

Now you may sit down and continue to work on the mathematics test. 

After 60 minutes,

We will take a longer break now. Make sure you have marked all of your responses 
clearly and that you have completely erased any marks you do not want. 

Pause.

Close your test book.  

Students may not discuss the test. Collect and redistribute the test books if you allow students 
to leave their immediate desk area and walk around the room. If students are leaving the 
testing area for this break, ALL TEST BOOKS MUST BE COLLECTED, and students must 
be monitored by staff. If you only allow students to stand and stretch by their desks, it is not 
necessary to collect and redistribute the test books. Resume testing after 10–15 minutes when 
you think your students are ready to go on.

SAY:

SAY:

SAY:

SAY:

SAY:

SAY:
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Now be seated. Open your test book and continue to work on the mathematics test. 
Keep working until you see a stop sign. You may go back over the mathematics test 
to check your responses. 

When you have finished, sit quietly so that you do not disturb those who are still 
working. (OPTIONAL: You may read a book after turning in your test book, or you 
may leave the testing room.) 

Are there any questions?

When you are sure that all students understand the directions, continue.

You may begin. 

Check to be sure that students are filling in circles correctly or writing responses in the correct 
places.

Continue testing, allowing breaks every 60 minutes as necessary. Collect the test books, scratch 
paper, rulers, protractors, and mathematics reference sheets from students as they complete  
the mathematics test. After administering the test, inventory the test materials using the  
School / Classroom Daily Check In-Check Out Worksheet (page 53). Return any electronic 
devices to students. Dismiss the students only if two hours have passed. Make sure all scratch 
paper, rulers, protractors, and mathematics reference sheets have been removed from the test 
books. Immediately after the testing session, turn in your test books, scratch paper, rulers, 
protractors, and mathematics reference sheets to your associate (building) test coordinator so 
the test materials can be put in secure storage.

SAY:

SAY:
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Step Eight: Assemble Materials for Return

To prepare test books for return to the district office, each proctor 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 writing skills checklists and mathematics reference sheets are torn out of every 
used book, whether the student took one, two, or all three subtests. Failure to remove these items 
will delay the processing of documents.

3	 Separate the test materials into the following groups:

●● Grade 10 SBA–HSGQE test books to be processed with a precode (horizontal yellow bar) 
or yellow district/school label on them (including tests that a student may have started but 
was unable to complete);

NOTE: A test book with 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 yellow bar);

●● all unused test books;

●● rulers and protractors;

●● all test manuals; and

●● scratch paper, mathematics reference sheets, writing skills checklists, or 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.

●● Retain the original for your records.

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 HSGQE “Do Not Score” label (white with 
a vertical yellow 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 yellow 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 code(s) applicable to the subject(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 that 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: Do not use this code for a modified 
HSGQE Retest that has been approved by EED.

�� Absent*—The absent code should be used if a student is absent from school on the testing 
day(s).

�� 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*

�� Suspension*

�� Invalid No Score Generated

* These codes are meant to report the reason why a student did not attempt a subject(s). Do 
not use this code for a subject(s) the student attempted and is valid.
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8	 Using a number 2 pencil, transcribe any responses that students did not record into a standard 
test book due to accommodations. Student responses to Braille and Large Print, oral responses 
to Audio CD, and signed responses to Sign Language DVD must be transcribed verbatim into a 
Form D01 standard test book. Students’ keyboarded responses must be transcribed verbatim into 
the particular test form that they used. It is NOT permissible to insert, adhere, staple, or clip a 
keyboarded response into a test book. (Oral responses should have been transcribed at the time of 
administration into the particular test form that was being used.)

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 missing page, protect the 
document by enclosing it in a manila envelope within the shipping box(es). Record the book’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 Grade 10 SBA–HSGQE 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.

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, 
and other disposable materials. Rulers, protractors, mathematics reference sheets, and writing 
skills checklists may be kept for use in schools after testing.
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Transcribing Responses from Accommodated Administrations 

A test administrator, teacher, associate (building) test coordinator, proctor, or designated scribe must 
transcribe any responses that cannot be recorded by a student into a standard test booklet. Examples of 
responses that must be transcribed include those answered using Braille or Large Print versions of the 
test, as well as signed, oral, or keyboarded responses. 

●● Students’ responses to Braille, Large Print, Audio CD, and Sign Language DVD versions must be 
transcribed verbatim into a Form D01 test book.

●● Students’ oral or keyboarded responses must be transcribed verbatim into the test form used by 
the student. For example, if the student used Form D07 and keyboarded his/her responses, these 
responses must be transcribed verbatim into a Form D07.  

The transcription must include all mathematical errors as well as errors in spelling, punctuation, sentence 
structure, syntax, etc. It must be in number 2 pencil or the test book will not be scored. Transcribers 
must use pencil to sign and date the inside front cover of the test book (in the white space below the 
accommodations grid and above the page number).

Return any used Braille or Large Print versions of the test with the unused materials to your DTC after an 
accurate transcription has been made into a standard test book. 
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Test Proctor’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., writing process steps, math 
formulas, number lines, charts, sample student work, six-trait writing 
rubric, grammar guidelines, spelling words) 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 Grade 10 SBA–HSGQE 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);

�� rulers and protractors (provided by DRC); 

�� scratch paper (graph paper is not permitted); 

�� 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)/modification(s).

(Continued on next page)

Test Proctor’s
Checklist #1
Before Testing
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6	 Remove the School / Classroom Daily Check In-Check Out Worksheet 
on page 53 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.
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Test Proctor’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 to 
work out problems for multiple-choice mathematics items. 

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

8	 Circulate in the test center to make sure students are working on the 
designated content area for the testing day (i.e., day one—reading, 
day two—writing, day three—mathematics). 

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

The after testing checklist applies to the Grade 10 SBA–HSGQE and 
HSGQE Retest.

1	 For Grade 10 SBA–HSGQE: 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. 

2	 Collect all test books at the end of each 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 a 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.

�� The mathematics reference sheets, writing skills checklists, scratch 
paper, rulers, and protractors have been removed from all USED 
test books whether the student took one, two, or all three subtests. 
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 Proctor’s
Checklist #3
After Testing
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●● Precode (student) labels (white with a horizontal yellow 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 the precode label, place 
a yellow 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 (yellow): If a yellow district/school label 
is used, the bubbles on the test book cover must be filled in.

●● HSGQE “Do Not Score” labels (white with a vertical yellow 
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 HSGQE “Do Not 
Score” labels.

4	 Separate the test materials into the following groups:

�� grade 12 test books to be processed;

�� grade 10, 11, and adult 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 yellow 
bar);

�� all unused test books;

�� rulers and protractors;

�� all test manuals; and

�� scratch paper, mathematics reference sheets, writing skills 
checklists, and other disposable materials.

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 for the content area test that is invalidated.

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 grade 12 test books together. Clearly identify the 
box as containing used grade 12 materials by writing “Grade 12” 
on the box using permanent marker or using a different method as 
directed by your DTC.

8	 Package all used grade 10, 11, and adult, 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.

9	 Return all boxes to the DTC.

10	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.

NEW!
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