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Welcome to ACT’s WorkKeys Test Administration training for Spring 2020.       
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Presenter
Presentation Notes
In today’s presentation we’ll have a brief overview of ACT WorkKeys and discuss what’s new this year including key dates.  We’ll review staffing and facility requirements, receiving and checking in your test materials, preparing for test day, test day activities, and post-test activities.  In addition, we’ll have some helpful tips and a list of resources to make this a positive and successful testing experience!



Overview of

ACT
WorkKeys
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First, let’s talk about the ACT WorkKeys work readiness system and test security.


Assessments

Workplace Documents <3 3 4 5 6 7
Applied Math <3 3 4 5 6 7
Graphic Literacy <3 3 4 5 6 7
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The ACT WorkKeys assessments are Workplace Documents, Applied Math, and Graphic Literacy. The assessments measure foundational skills required for success in the workplace and help measure the workplace skills that can affect job performance.

The content is contemporary and relevant to today’s workplace skills, keeps pace with the impacts of new technology in the workplace, and tests the skills that employers feel are used most often. 

Each assessment offers varying levels of difficulty. The levels build on each other, incorporating the skills assessed at the previous levels. For example, at Level 5, individuals need the skills from Levels 3, 4, and 5. The complexity increases as the quantity and/or density of the information increases.


ACT® WorkKeys® National Career Readiness Certificate® (ACT
WorkKeys NCRC®)

> Research based

» Industry
recognized

> Portable

» Measures and
certifies essential
work skills
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The ACT WorkKeys National Career Readiness Certificate – or ACT WorkKeys NCRC – is a research-based, industry-recognized, and portable credential.  It certifies that students have the essential work skills needed for success in jobs across a variety of industries and occupations.  

Students qualify for the ACT WorkKeys NCRC, or the NCRC en Espanol when they test using the Spanish materials, if their assessment scores meet the requirements on the next slide.


Certification Levels

Minimum Score of 6 on each of three tests

Minimum Score of 5 on each of three tests

Minimum Score of 4 on each of three tests

Minimum Score of 3 on each of three tests
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To qualify for a Platinum certificate, a minimum level score of 6 is necessary on all three tests.  A Gold certificate requires a minimum score of 5, a Silver certificate requires a minimum score of 4, and a Bronze certificate requires a minimum score of 3.


Test Security

> #1 priority

» ACT WorkKeys tests are high stakes

» Integrity of the system is critical

» Read and understand the ACT WorkKeys
Administration Manual for State Paper Testing
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When delivering ACT WorkKeys tests, test security is the test coordinator’s number one priority.

Test security is critical because the WorkKeys tests are considered high-stakes tests in that some of the same test items are used in multiple forms and the results can be used to get a job, keep a job, or get a promotion, so it’s important to protect the integrity of the system and results.

When you deliver high-stakes tests, you must ensure that every student state-wide has exactly the same experience.  You can do this by following the directions in the ACT WorkKeys administration manuals.


Test Security

» Constant monitoring is required

» Discussion of test items is not allowed

» Consequences of poor test security are high
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One way to ensure test security is to have someone constantly monitoring the administration.  It is required that testing staff walk around the testing room to ensure students are working on the correct test and to discourage prohibited behavior.

If a student has a question or concern about a particular test item, instruct the student to “do the best you can.”  Do not comment on or add in any way to the assessment.  After the administration, include an explanation of the student’s question and the test title on the Irregularity Report.  If the student wants a response from ACT, include the name and address to which the response should be directed.

I want to point out the consequences of poor test security with some examples.
Someone tried to take a test for someone else, which highlights the importance of checking ID’s to confirm the student’s identity.  
Someone tried taking pictures of the test items.  If they hadn’t been stopped, they could have easily shared this information with others, which could have affected the test scores of future examinees.  

This isn’t fair to students who abide by the rules, nor is it helpful for employers who are making hiring decisions based on the WorkKeys test results.

If test items are compromised, we can no longer use that test form.
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Let’s discuss what’s new for 2020.


What’s New in 2020

Two new gender options:
1 Another Gender
J Prefer Not to Respond
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ACT has added two new gender options on the answer document:  Another Gender and Prefer Not to Respond.




What’s New in 2020

» ACT WorkKeys Michigan state testing website:
http://www.act.org/stateanddistrict/Michigan

.AC' I v INFORMATION FOy Solutions Researc h News & Blog Contact Q a Sign In

Michigan WorkKeys on Paper

® Important Announcement

Documents will be replaced on Web site as they become available for spring 2020 testing

WorkKeys Taken on Paper: Michigan

Important Dates Quick Links Contact Us

Unless otherwise noted as a PDF, documents are now
published as mteractive content
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The ACT–hosted Michigan state testing website has a refreshed look! 

The WorkKeys on Paper page now includes a banner at the top for Important Announcements.

Unless otherwise noted as a PDF, documents are now published as interactive content.  The database allows you to search through a variety of state testing resources to quickly find answers to your questions.  A video is posted on the home page to learn about all the great benefits of accessing content this way. 


Key Dates and

Activities
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Let’s review the key dates for Spring 2020.



Key Dates

ACT WorkKeys Schedule of Events posted on
the ACT-hosted Michigan state testing website at
www.act.org/stateanddistrict/michigan

MME List of Important Dates posted on the MME
website at www.Michigan.gov/mme
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There are two schedules you’ll need to reference.  

The ACT WorkKeys Schedule of Events is posted on the ACT-hosted Michigan state testing website. 

The MME List of Important Dates is posted on the MME website which can now be filtered by assessment.



Key Dates

ity Dates

Verify Pre-id Student Data January 8 — February 12

Order Accommodations

Materials January 8 — February 12

OEAA Secure Site: www.michigan.gov/oeaa-secure
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The window to add new students, remove exited students, and to order accommodations test materials, using the OEAA Secure Site, is January 8th through February 12th. You should order, as closely as possible, the number of accommodations test forms that you’ll actually use.  

Appropriate quantities of answer documents and test administration manuals will automatically be included in your test materials shipments.


http://www.michigan.gov/oeaa-secure

Ordering Test Materials

» Standard time test book quantities are based upon
the number of students submitted for pre-identification

» Entering quantities of accommodations forms will
automatically reduce the number of standard time test

booklets

» Appropriate number of answer documents,
administration manuals, and other ancillary materials
will automatically be included in the initial shipment of

test materials.
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Let’s pause for a moment to discuss the test materials that are orderable through the OEAA Secure Site.

The quantities of standard time test booklet are based upon the number of students submitted for pre-identification.

Entering quantities of accommodations forms will automatically reduce the number of standard time test booklets.

An appropriate number of answer documents, administration manuals, and other ancillary materials will automatically be included in the initial shipment of test materials.

Do Not register students or order test materials using PearsonAccessnext.


Ordering Test Materials

Accommodations in English:
» Extended Time test books
» Large Type (18 pt. font)
* Audio USB
* Braille (UEB only)
» Reader Script
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The test coordinator is responsible for ordering accommodation forms and English learner supports for students who NEED them based on their IEP, 504, or other educational plan on file at your school.

The accommodations available in English are extended time, large type, Audio USB, Braille, and a Reader Script,.


Ordering Test Materials

Accommodations in Spanish:
» Standard Time
* Extended Time
» Large Type (18 pt. font)
* American Spanish Brallle
» Audio USB
» Reader Script

https://www.michigan.gov/documents/mde/Michigan  Accommo
dations Manual.final 480016 7.pdf
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The accommodations available in Spanish are standard time, extended time, large type, American Spanish Braille, an Audio USB, and a Reader Script.  

MDE has guidelines for selecting students who might benefit from taking the tests in Spanish.  Please refer to the Supports and Accommodations Guidance Document linked here for additional information.


https://www.michigan.gov/documents/mde/Michigan_Accommodations_Manual.final_480016_7.pdf

Ordering Test Materials

Accommodation in Arabic:
« Audio USB

Translated Test Directions (test items are not translated,
only the instructions)

Arabic Korean
Chinese (Simplified) Russian
Chinese (Traditional) Somali
French Spanish
German Tagalog
Haitian Creole Viethamese
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An Audio USB form is available for Arabic speaking students.

You may also order Translated Test Directions.  This manual translates the test instructions into Arabic, Chinese Simplified, Chinese Traditional, French, German, Haitian Creole, Korean, Russian, Somali, Spanish, Tagalog, and Vietnamese languages.


Key Dates

___ Activity _____ Dates

Submit Off-Site Testing

Requests February 10 — May 5

Attend ACT-hosted Training February 4 at 10:00 am ET

Webinars March 10 at 3:30 pm ET

March 9 -13 or

Receive Test Materials March 16 - 20

Order Additional Test

Materials March 23 — April 7

OEAA Secure Site: www.michigan.gov/oeaa-secure
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If you plan to test somewhere other than your school, submit an off-site testing request in the OEAA Secure Site February 10th through May 5th.

ACT will host two training webinars.  The first one will be held on February 4th at 10:00 a.m. and the second one will be held on March 10th at 3:30 p.m. Registration links are available on the Schedule of Events.  In these webinars, we will present detailed information about the WorkKeys assessments and offer you the opportunity to ask questions.  Attendance at these sessions is optional since recordings of both sessions will be available at the registration link after the sessions.

You will receive your test materials either the week of March 9th or the week of March 16th, depending upon what you chose during the Manage Participation process back in November.

Order any additional materials needed for the initial test administration March 23rd through April 7th using the OEAA Secure Site.




http://www.michigan.gov/oeaa-secure

Key Dates

Initial Testing _____ Dates

Standard Time Test Day April 15

Answer Document Receipt Date  April 22

Accommodations Test Window April 15 - 28

Answer Document Receipt Date = May 5
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The initial standard time testing must occur on Wednesday, April 15th. Be sure to return your test materials the following day because the last day ACT will accept these answer documents for processing and scoring is April 22nd.

The initial accommodations testing must be administered during a two week window of April 15th through April 28th. Return your test materials the day after you finish testing because the last day ACT will accept these answer documents for processing and scoring is May 5th.


Key Dates

Makeup Testing ____ Dates

Order Makeup Standard Time and Aoril 15 -16
Accommodations Test Materials P

Makeup Standard Time Test Day April 29
Answer Document Receipt Date May 6

Makeup Accommodations Test :

Window April 29 — May 5
Answer Document Receipt Date May 12

OEAA Secure Site: www.michigan.gov/oeaa-secure
ACT®w°rkKeysw .
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A makeup administration is available for students who were unable to test during the initial testing.  Order the standard time and accommodations test materials April 15th or 16th using the OEAA Secure Site.

Standard time makeup testing must occur on Wednesday, April 29th.  The last day ACT will accept these answer documents for processing and scoring is May 6th. 

The accommodated makeup testing must occur April 29th through May 5th. Return your test materials the day after you finish testing because the last day ACT will accept these answer documents for processing and scoring is May 12th.  

Any answer documents received after May 12th will not be processed and students will not receive scores.

http://www.michigan.gov/oeaa-secure

Key Dates

___ Activity _____ Dates

Answer Documents Late May/Early June 2020
Received and Not Tested

Score Reporting August 2020
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The Answer Documents Received and Not Tested review window will be in late May/Early June and you will receive paper score reports in August.


Testing
Staff

Requirements
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Let’s review testing staff requirements next.



Testing Staff Requirements

» WorkKeys Test Coordinator

* Responsible for all assessment activities
* Maintains continuity and administrative uniformity
» Selects and trains room supervisors and proctors

» Substitute Test Coordinator

* Assists test coordinator with all assessment
activities

» Serves as test coordinator on test day if the test
coordinator is unable to serve
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Testing staff assume important responsibilities to protect the integrity of all secure test materials and to ensure that all students statewide are tested under the same conditions.

The WorkKeys Test Coordinator is responsible for all assessment activities, maintaining continuity and administrative uniformity, and training room supervisors and proctors. 

In the absence of the test coordinator, the Substitute Test Coordinator must be able to take over and provide the same level of expertise as the WorkKeys Test Coordinator.




Testing Staff Requirements

» Room Supervisor

* One room supervisor must be present in each room
» Responsible for:

o Testing conditions

o Admitting and seating students

o Monitoring the test session

o Completing required documentation
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Each testing room must have a room supervisor.  

If only one room is used, the test coordinator may also serve as the room supervisor.  

The room supervisor must serve in the same room for the entire session and is in charge of their assigned room on test day.

He or she is responsible for the testing conditions in the room and will admit and seat students.  

The room supervisor will monitor the test session and is responsible for completing required documentation, including the Test Administration forms and any Irregularity Reports.

For a full list of the room supervisor’s specific responsibilities, please consult the administration manuals. 


Testing Staff Requirements

» Proctor

* Assist room supervisor

* Responsible for:
o Admitting and Seating Students
o Monitoring Students and Reporting Irregularities
o Accompanying Students to the Restroom
Standard

T e Accomms. Minimum Staff
Students ~tudents Required
1-30 1-20 Room Supervisor
31-60 21 - 40 Room Supervisor +
1 Proctor
61-100 41 - 60 Room Supervisor +
2 Proctors
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In addition to the room supervisor, you may be required to have a proctor.  Proctors are the room supervisor’s assistants and will help admit students into the room and seat them. 

They are to walk around the room to monitor students and must report any irregularities such as prohibited behavior, disturbances, or distractions to the room supervisor right away.  They must accompany students if they have to leave the testing room during the test.

There are new proctor-to-student ratios beginning in Spring 2020.  For the first 30 standard time students or the first 20 accommodations students in a room, a proctor is not required.  

For larger testing groups, proctors are required and you may choose to assign more proctors beyond the minimum.

Refer to the administration manuals for a full list of the proctor’s specific responsibilities and the new student-to-proctor ratios.


Who May Act as Staff

» Current or retired faculty members
» School employees

» Substitute teachers

» Student teachers

» Teachers’ aides
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When selecting your testing staff, ACT has standard policies that must be followed to protect staff and students from allegations of a conflict of interest.

Examples of individuals who may act as staff include current or retired faculty members, school employees, substitute teachers, student teachers, and teacher’s aides.



Who May Not Act as Staff

» High school students
»Volunteers

» Lower-division undergraduates

» Anyone who will take ACT WorkKeys
within next 12 months

» Individuals involved in ACT WorkKeys test
preparation for commercial gain

» Relatives or wards
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Examples of individuals who may NOT act as testing staff are high school students, volunteers, lower-division undergraduates, anyone who will take the ACT WorkKeys within the next 12 months, individuals involved in the ACT WorkKeys test preparation for commercial gain and anyone with relatives or wards who will be testing anywhere in the state.



Avoiding Conflicts of Interest

If any relative or ward will test at your site or any school on the same test

date:

» You may not serve as test coordinator or substitute test coordinator for
the administration of the tests that day. You must delegate all
supervisory responsibilities for that date—including the receipt and
return of test materials—to a qualified colleague.

» You may not have access to the secure test materials prior to test day.

» YOoUu may serve as a room supervisor or proctor, provided that the
student is not assigned to test in a room where you are working.

» You must not have access to any of the student’s test materials.

Relatives and wards include children, step-

children, grandchildren, nieces, nephews,
23 sib

Ings, in-laws, spouses, and persons under
your guardianship. Scores for an examinee
will be canceled if any of these policies are

violated.
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To protect testing staff and their relatives from the appearance of a conflict of interest, if you have any relative or ward testing at your site or any school on the same test date, you may not serve as the test coordinator or substitute test coordinator. You must delegate all supervisory responsibilities for that date—including the receipt and return of test materials—to a qualified colleague.

You may not have access to the secure test materials prior to test day.

You may serve as a room supervisor or proctor, provided that the student is not assigned to test in a room where you are working.

You must not have access to any of the student’s test materials.

Relatives and wards include children, stepchildren, grandchildren, nieces, nephews, siblings, in-laws, spouses, and persons under your guardianship. Scores for an examinee will be canceled if any of these policies are violated.

To ensure you do not assign any testing staff members that may have a conflict of interest, refer to the administration manuals which contain more detailed information on who may, and who may not, act as testing staff.  

Scores for a student will be cancelled if this policy is violated.




Local Training

» Discuss before test day

* Policies and requirements

« Security of test materials

* Preparation

» Test administration activities
» Attentiveness during testing

» Review forms and required
documentation

» Resources
 ACT WorkKeys Administration Manual

Training Session Outline

The test coordinator is expected to discuss the following topics with staff during the training
session. A separate session may be held with accommodations testing staff to cover topics
relevant to accommodations. All training sessions must occur before test day and include
information from training conducted by ACT.

Facilities Requirements and Setup:
= Demonstrate proper seating arrangements and test room preparation, including:

~ Ease of staff observation and movement

~ Seating left-handed examinees

~ Timepieces

=~ Any items in the room that need to be covered/removed for testing

Test Materials:

= Discuss the difference between secure and non-secure materials

= Discuss the difference between standard time and accommedations materials and highlight
that using the wrong test materials can result in the cancellation of scores

= Explain materials that will be supplied by:

~ ACT
~ The test site
~ Examinses
= Describe the process for how materials will be distributed to and from room supervisors on
test day and how room supervisors will distribute materials to examinees in the test room
= Qufline the importance of:

~ Mever leaving materials unattended
~ Verfying counts of secure materials before and after testing
~ Mot allowing unauthonzed individuals access to test rooms or materials

Non-Test Activities:

= Discuss when and where all examinees, including those testing with accommodations and/
or supports, will complete the non-test portions

= Discuss the sections that must be completed and the importance these sections play in
score reporting
Test Administration:

= Discuss when and where staff members are to report on test day

= Euxplain how to use the Roster

= Review acceptable forms of identification

= Euxplain the process for seating examinees and the rules to follow when choosing where to
seat an examines

= Discuss start times and when o stop admitting examinees to the test room

= Discuss the policy for cell phones and other electronic devices

» Training videos and Q&A sessions

*  www.act.orqg/stateanddistrict/michigan
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After you’ve selected your staff, conduct a training session with them on how to administer the tests in a standardized way.  This ensures that everyone understands their responsibilities and allows time to answer questions before test day. 

There is a suggested “Training Session Outline” section in the administration manuals to help you conduct your training session.

Reading and understanding the administration manuals is key to a successful administration so all staff - the Test Coordinator, the Substitute Test Coordinator, the Room Supervisors, and the Proctors - must read the manuals prior to the training session.

They should also view the training videos posted on the ACT-hosted Michigan state testing website and attend one of the training webinars if they have further questions.  Links to register for the webinars are found on the Schedule of Events.  The more you and your staff prepare, the more likely it is you’ll have a successful testing experience.

http://www.act.org/stateanddistrict/michigan

Testing

Facility o AN {5
Requirements g |
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Now let’s talk about selecting and preparing your testing rooms.


Room Setup and Seating Arrangements

Recommend 15-30 students per room,
maximum of 100 students
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There are strict guidelines to follow when setting up rooms and seating arrangements.  

Select an appropriate number of rooms based on the number of students testing with standard time and those with accommodations.  Students using alternate testing modes must be tested separately.

Select rooms that are not so small as to be crowded or so large that test security will be difficult to maintain. 

ACT prefers single-level classroom-style seating with up to 30 students and recommends no more than 100 students in one room.

All seats must face the same direction with at least 3 feet in all directions between students to allow testing staff enough space to walk between seats during testing without disturbing the students.

The administration manuals detail a variety of acceptable seating arrangements.


Distractions

Quiet,
Please!

Testing In
Progress!
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Rooms must be as free from distraction as possible.  Post signs outside the test rooms that testing is in progress and quiet is required. Your school’s administrators should turn off audible signals that normally sound at the beginning and end of classes, and ensure that announcements are not made on the public address system during the test sessions.



Writing Surfaces

e
P
e
e e
e
e
e
e

Test Answer

Booklet Document
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Writing surfaces should be large enough to accommodate all of an examinee’s test materials. Lapboards are not allowed.


Bulletin Boards

35
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Bulletin board material related to potential test questions or those that provide problem solving strategies must be removed or covered.  



Timepieces

9:00
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Each room supervisor must have two timepieces in the test room to ensure accurate timing.  An accurate wall clock may serve as one of the required timepieces.  This ensures that there’s a backup if one timepiece fails.  Do not use a cell phone as it may go off unexpectedly and cause an unnecessary interruption.




Room Conditions

ACT®WorkKeyS‘°

3

7



Presenter
Presentation Notes
Make sure the lighting, temperature, and ventilation in each room allow students to give their full attention to the test.


Administration Manuals

Spring 2020 Test Dt Test Dot
Test Room Test
Fioom Supenssor: Rioom Supensisor:
High Schiool Name: High School Mame:

ACT® WorkKeys® ACT® WorkKeys"®

Administration Manual

State Testing State Testing
Standard Time Accommodations and English Learner Supports
Paper Testing Paper Testing
LT Y L L)
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Refer to the administration manuals for the full list of guidelines for testing facility requirements.  Copies of each manual will be provided with the test materials and both are posted on the ACT-hosted Michigan state testing website.


Student Roster

ACT Test Administration Forms

standard Time, Paper

Test Room Report ACT Roster

ACTHighSchool Code ____  State

Page  of

shool®ame o o0 TestDste__ 00000000

Attach extra pages as required. Type of ID
RoomSupervisor = Reom_____ 000000000 Note: You may attach your own roster to this form instead of writing the information below, P =Photo ID

ony it includes the type of I, F = ACT Student Idenfication Form
R and Staff Initials = Recognized
locationMarme — = Absent

O Testing at school [ Testing off-site—provide off-site location name and address:

AddressiCiy 00000000 Examinee's Name (please print) Mark attendance by noting type of ID.

Murmiber of Examinees Seated in This Room _____ MNurmbeer of 5taff in This Room _____ List all examinees scheduled to test in this room. P F R and Initials =

1.
BEFORE TESTING: Complete A through B to record and account for ALL TEST BOOKLETS provided to this room.

A Test Booklets First Serial Numbser Last Serial Mumbser Total ¢ Booklets

R

o

A et e [ e oy o e n o R T - e
Amavbional senm rambears mot within the sequence above, I oy

B Sign and initial as indicated to confirm the transfer of test booklets to the room supervisor,

Room Supsrdsor Signature Test Coordinator Initizls

AFTER TESTING: Complete C through F to recond and account for ALL MATERIALS retumned to the test coordinator.

C. Test Booklets #Used # Unused Tatal # Booklets

.--.| I.-\'.:-d 1'::'-

. Arswer Documents # Ta Score # Vioided # Replaced

{Lsedd onily|

Athoch AD o Irequiarity Repart Abtach AD to imequiarity Report
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In your test materials, you will receive Test Administration Forms folders.  The standard time version is purple and the accommodations version is gold.  

These forms assist you in tracking the chain of custody of test booklets to and from the room supervisors, completing a seating diagram, documenting testing start and stop times, and creating room rosters.  Additional forms can be printed from the ACT-hosted Michigan state testing website.

Test Coordinators must create a student roster for each testing room and use it to check in students and mark any absences.  Absent students may be scheduled to test on the makeup date. 




Receipt and Check-in
of

Test Materials
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Now let’s talk about the receipt and check-in of your test materials.


Receipt and Check-in of Test Materials

» Shipped to Test Coordinator

Test forms
Answer documents
Student Pre-id Barcode Labels

ACT WorkKeys administration
manuals

Administration Supplement
Test Administration Forms

Processing Envelopes and return
polymailers
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You should alert the staff that normally receive shipments to notify you immediately when the materials have arrived.

The cartons will contain:
test forms
answer documents
student pre-id barcode labels
the administration manuals and other information such as site headers, administration supplements, and return polymailers, plus
all the materials you need to document the test day activities and properly return the materials after testing.



Receipt and Check-in of Materials

24 hours » Check contents within 24 hours
» Check against packing list
» Count test booklets individually

* Follow instructions in the Test
Coordinator Information Manual

» Refer to Test Date Flyer for the valid
test day(s) of the enclosed test forms

» IMMEDIATELY report shortages
or evidence of tampering to
ACT

 Phone: 800.553.6244 ext. 2800
ACT vworkers I
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The cartons must be opened and the materials checked in using the packing list within 24 hours of delivery.  Each item must be checked against the packing list to make sure your shipment is complete.  Test booklets must be counted individually to make sure you have the exact quantity and serial numbers shown on your packing list.  Detailed instructions for receipt and check-in of test materials can be found in the Test Coordinator Information Manual. 

Test forms are valid for use only on specific days. A colored flyer included with your secure materials will indicate the valid testing days.  Using forms on days other than their assigned days will result in a misadministration and the students will not receive scores.

If at any time you believe test booklets are missing or may have been tampered with, contact ACT immediately.

If a test form is discovered missing during testing, do not let the students leave without first calling ACT for instructions.




Security of Materials

1. Reseal in the same place as belore.

2. Sjgu YOur name across the l.i.i'FH.'- Be sure
your :.:il.;nulurt_' starts on the cu:dh-nurd.
ROCS ACTOss the lupv, and ends on the

cardboard.
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After verifying the contents of your boxes, store the test materials in a secure area.  

First, reseal the cartons with tape and write your name across it, as the diagram shows.  

Follow the Two-Lock Rule where two locks separate the general public from the test materials.  An example would be locking the materials in a vault, cabinet, or file drawer inside a locked office. Only the test coordinator, substitute test coordinator, and possibly a few specifically authorized individuals may have access to the secure storage area. 

Inspect the tape, the carton, and the test booklets every time you open the carton.  

Be sure to retain these cartons for returning test materials to ACT.




Test
DEYY;

Preparation
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Test day preparation is the next set of activities.


Answer Document Preparation by Testing Staff
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State and District Testing Answer Document
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If a pre-identification barcods is nol present,

carefully affix the label provided inside the four comer brackels.
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Presentation Notes
To prepare the answer documents, apply the pre-id student barcode labels to page 4. All answer documents MUST have a pre-id barcode label.  Apply the labels right to left so you do not cover the black bars.  Covering the black bars will delay processing.

If a new student arrives in your school after February 12th, you must submit their student data in the OEAA Secure Site and then print a barcode label locally using the blank page of labels that ACT will include with your test materials, or a white label you’ve purchased elsewhere.

In your test materials, you will receive an Administration Supplement that contains guidelines around examinee transfers and detailed exceptions to the rules in the administration manuals.  It also include the State Use Questions that are needed to complete block 26, Local Items.  These questions gather additional information about accommodations usage. Any question that does not apply to a particular student should be left blank.





Answer Document Preparation by Students

First name (Required)

Last name (Required)

_s Month of birth (Required)

— Day of birth (Required)

ID number from the barcode label
(Highly Recommended)

HHRHRRAAST FIRS]

= 00000 FIRST HIGH SCHOOL

WorkKeys 2018 333333333

DOB: mmidd'yyyy
GENDER: F GRD; 11
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Presentation Notes
Ensure each student completes the demographic section of their own answer document, blocks 1 through 15. This activity can be done in a separate non-test session or on test day.  If this is done on test day, allow an additional 15-30 minutes so student’s can complete the demographic section before the test begins.

Of particular importance are the five match criteria: First Name, Last Name, Month of Birth, Day of Birth, and ID number.  The ID number is the state assigned Unique Identification Code, or UIC number, found on the barcode label in front of the student’s name.  

These five match criteria are used to match student records to create a transcript of scores or to create an ACT WorkKeys National Career Readiness Certificate.  



Provide Information to Students

» Provide information to students
* Bring #2 pencils
* Bring permitted calculator
* Provide acceptable IC
* Do not bring a cell phone
* When and where to report for testing

‘ John Doe

3245 0557 5106 5406 5465 7065 76799
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Presentation Notes
Give students the following reminders regarding their test day:

Bring #2 pencils with good erasers and a permitted calculator. 

Provide an acceptable form of identification as outlined in the administration manuals.

Do not bring or access a cell phone or other electronic device other than their calculator from the time they are admitted until the time they are dismissed. ACT’s cell phone policy is to turn it off and put it away before entering the room, or keep it out of sight until the students leave the test center.  If they access an electronic device other than their calculators, the students must be dismissed, and they will not receive test scores.

Testing staff should make sure students know when and where to report for testing.

Let students know about any other school-specific information, such as transportation to an off-site facility.


Permitted Calculators

» Calculators may only be used on the Applied Math test.

» Examinees may use any 4-function, scientific, or graphing
calculator not on the prohibited list.

 Examinees are responsible for knowing if their calculator is
permitted.

» Calculators cannot be shared during the test.

» Entire calculator policy is posted on the ACT hosted
Michigan state testing website in the Administration
stage.

ACT vworikeys I
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Presentation Notes
Students are allowed to use a calculator only on the Applied Math test, but every question can be solved without a calculator. Space is available in the test booklet where they can complete their calculations.

Be sure to share the calculator policy with your students. It is their responsibility to know if their calculator is permitted or not.

Staff must check calculators during the Applied Math test.  

If you find a prohibited calculator after the start of the Applied Math test, the student must be dismissed.  

Students cannot share calculators.

The school may loan calculators to students.

The entire calculator policy is posted on the ACT-hosted Michigan state testing website in the Administration stage and will be included in your test materials shipment .



Testing Accommodations

» Reader / Audio USB

» Large-print testing materials
» Sign Language Interpreter
» Braille (UEB only)

e > EXtEeNnded time

» ACT-approved word-to-word
bilingual dictionary without
definitions, list is available at:

http://www.act.org/content/dam/act/unsecured/docu
ments/ACT-ApprovedBilingualDictionariesList.pdf

» Translated Test Directions
ACT ooy T
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Presentation Notes
It is also important to plan for any accommodations testing.  Accommodations include: 

A reader or prerecorded audio on a USB.  A reader must administer the exam one-on-one in a separate room.  If using the audio USB, examinees may test in the same room as long as they wear earphones and each examinee is in control of his or her materials and machine.  

Large-print test booklets and large-print answer documents are available for students with visual impairments or those who need assistance in recording responses.

A Sign Language Interpreter may be used to interpret test directions, passages, and items for students so long as the interpreter uses Signing Exact English and/or Cued Speech for the reader script.  American Sign Language can be used for verbal instructions only.  
  
Braille and tactile graphic materials are also available.  Students are not allowed to write in the braille materials.  

Extended time testing options are time-and-a-half, double time, or three hours.  Extended time can be provided in conjunction with other accommodations.  

English learners are allowed to bring an ACT-approved word-to-word bilingual dictionary without word definitions.  The list of approved dictionaries is available at the address on the screen and may be different from other approved state assessment lists.  Be sure to check each dictionary before and after testing for any notes or other unauthorized testing aids. 

Translated Test Directions may also be used.




Ineligible Accommodations

& X0 G
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Presentation Notes
If accommodations other than or in addition to ACT WorkKeys accommodations are used, the resulting scores are ineligible for the NCRC. 

Some examples of ACT WorkKeys-ineligible accommodations include, but are not limited to: 
Translation or Interpretation of test items
Use of an electronic screen reader, or
Dictionaries with word definitions


Testing Arrangements

» Local Arrangements

» Standard time limits with normal breaks
o Regular type
o No special test format

» Examples:

o Wheelchair access
o Front of room
o Separate room

ACT vworikeys I
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Presentation Notes
Some students need additional arrangements to test using standard time materials in a standard time testing room.  It is a school-level decision to grant local arrangements to students testing with standard time if:
The student takes the test using STANDARD TIME materials, 
No special format is needed (e.g. large print or Braille), 
The student tests with normal breaks (no extra time)
And, the student tests on the initial or makeup test date.

Examples of locally-approved arrangements are wheelchair access or seating at the front of the room.
The main consideration is that the accommodation provided might also be provided to any other student.
All students are eligible and might be assigned to sit in the front row, but some students must be seated in the front row due to easy accessibility.

Room supervisors need to know if they need wheelchair seating or if they need to seat someone at the front of the room so they can make the necessary arrangements.  The test coordinator should make a note on the roster such as “seat at front of room” as a reminder for the room supervisor.

Testing an individual student in a separate room is also a locally-approved arrangement.  


Documentation Needed for Accommodations

» Must meet the following guidelines:

« States the specific disability

* |s current (no older than 3 years)

« Describes the present problem(s) and developmental history
* Describes the comprehensive assessments

« Describes the functional limitations or impairment

« Describes specific recommended accommodations

« Establishes the professional credentials of the evaluator

» Collect, review, and keep on file for 1 year
» Questions? Call 1.800.553.6244 ext 1788

ACT vworikeys I
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Presentation Notes
Here are the guidelines for the documentation needed for accommodations.  More details are available in the accommodations administration manual.

You don’t need to send any documentation to ACT, but you must keep it on file in your school for one year. 

Keep in mind that some accommodations don’t require documentation.  If it doesn’t require special equipment or a special form of the test and the timing is not changed, you don’t need to collect or complete documentation.

If you have any questions, please call ACT at 1.800.553.6244  ext 1788.  I’ll remind you of our phone numbers at the end of this session.


Administration Codes

Regular print 400 150 200 300
Large print 400 130 235 2a1
Fre-Recorded Audio o 1=t BIA MU A, o4
Reader Script e =t MIA MU A, 203
EBAE Braille or o 1=t BIA MU A, 202
Arnerican Spanish

Braill=

ILIEB Braille with o 1=t BIA MU A, et ]
Memeth

LIEB Braille without o 1=t BIA MU A, 20T
Memeth

Translated Instructions | 800 &G10 g620 330

imot test itams)

ACT workkeys
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Presentation Notes
Every test administered with accommodations must have the corresponding administration code gridded on the answer document. 
Refer to the accommodations administration manual for a full list of Administration Codes as well as a summary of the available timings and formats.  


Test

Day
Activities

YA
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-

I Workeys )


Presenter
Presentation Notes
Now let’s review what you’ll need to know for Test Day.


ACT Test Security Principles

1. Ensure that ACT business processes, distribution models, tests, test scores, and the
information and insights we provide are "secure by design.”

2. Protect the integrity of our testing assets and the information and insights ACT provides
throughout the entire life cycle of a test (from test concept to development, delivery,
reporting, investigation, and remediation).

3. Promote conduct that enhances test security. Deter and detect conduct that will materially
and negatively affect the reputation and integrity of our testing assets, test scores, the
information and insights ACT provides, and the ACT brand.

4. Ensure that a reported test score and associated information are accurate and valid
indicators of the test taker's own achievements, behaviors, and/or goals.

5. Foster effective communication that enables prompt reporting and resolution of test
security concerns.

6. Ensure that everyone in the testing process is aware of, competent for, and supported in
their roles. Avoid placing individuals or organizations in situations that may pose or appear
to pose a conflict of interest or a safety concern.

/. Build a sense of community, collaboration, and trust that engages and empowers people
to act upon these principles.

WorkKeys R
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Presentation Notes
Again, test security is of the utmost importance.  In addition to what we covered earlier, you can find a list of ACT Test Security Principles in the administration manuals.  We strongly encourage you incorporate these principles into your school’s administration of the ACT WorkKeys tests. 


Briefing Session

» Arrival of proctors

* At least 30 minutes
prior to student
check-In

;5 » Review
procedures

» [est security
* Checking in
students
» Make last-minute

adjustments
ACT vorike,s I
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Presentation Notes
On test day, you must hold a briefing session with your testing staff. This is the last chance to announce any new information since the original training session, check for any absent staff, and make last-minute adjustments. 



Security of Materials

_ _ ACT Test Administration Forms
Test Coordinator Room Supervisor Standard Time, Paper

Test Room Report

ACT High Sche

| Code _ - S _ State
School NamOe o Testate__

Boom Superviser _  __ Hoom

O Testing at school [ Testing off-site—provide off-site location name and address:

Location Mame

Mumber of Examinees Seated in This Room Mumber of 5taff in This Room

BEFORE TESTING: Complete A through B to record and account for ALL TEST BOOKLETS provided to this room.

A. Test Booklets First Serial Number Last Serial Number Total # Booklets

B. Sign and initial as indicated to confirm the transfer of test booklets to the room supervisor.

Room Supervisor Signature Test Coordinator Initials

AFTER TESTING: Complete C through F to record and account for ALL MATERIALS returned to the test coordinator.

C. Test Booklets # Used # Unused Total # Booklets

NEVER leave test booklets unattended
when out of secure storage

ACT®WorkKeys*7 >’
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Presentation Notes
You must document the “Chain of Custody” of all test forms. You need to be absolutely certain – at all times – where every test booklet is and who has access to the test materials.  

Use the Test Room Report page of the Test Administration Forms folder to document the transfer of test booklets to the room supervisor before testing and back to you after testing is complete.  Make sure the room supervisor counts the test booklets when they receive them from you and that you count them when they are returned by the room supervisor.

The test booklets must NEVER be left unattended when out of secure storage – even for a moment.


Identifying and Admitting Students

» Check students’
identification at the door

» Mark students’ names on
roster

» Direct students to their
seats

» No late admittance
» No cell phones

ACT vworikeys I
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Presentation Notes
Check student’s identifications at the testing room door and mark their names appropriately on the roster. 

Refer to the administration manuals for a full list of acceptable and unacceptable forms of identification.

Be sure to mark absent students on your roster so you can schedule and prepare to test these students on the makeup test date.

Staff are to direct students to their seats.  Do not allow students to choose their own seats.  You may seat students in alphabetical order or direct one student to the far left and then the next one to the far right as they enter the room.

Absolutely no one may be admitted to the test room after a test has started.  Schedule any late arriving students for the makeup session.

Remember, students are not allowed to have possession of cell phones or other electronic devices – other than an approved calculator – in the testing room. 

Room supervisors are allowed to have a cell phone, but it must be turned off unless it’s needed to make a testing-related phone call.


Test Day Schedule

» Testing must occur only on the designated test dates
and should begin no later than 9:00 a.m.

Test Administration Test Dates
Initial Standard Time Test Day April 15
Initial Accommodations Test .
Window April 15— 28

Makeup Standard Time Test Day April 29

Makeup Accommodations Test
Window

April 29 — May 5

ACT vworikeys I
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Presentation Notes
Testing must only occur on the designated test dates and should begin no later than 9:00 a.m. since students cannot break for lunch an all standard time testing must be completed in one session.

Allow 30 minutes prior to the start of the test to check students in, seat them, and complete the demographics section if they have not done so prior to test day.

Testing can begin as soon as students who reported on time are seated.


Test Day Schedule

» Tests must be administered in order
» Must allow full time for Standard Time testing

Workplace Documents 55 minutes 70 minutes
Applied Math 55 minutes 70 minutes
15 minute break

Graphic Literacy 55 minutes 70 minutes

» Accommodations students testing Time-and-a-Half,
Double Time, and Three Hours may move ahead only
when all students in the room have finished testing

ACT vworikeys I
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Presentation Notes
The ACT WorkKeys tests must be administered in the following order: Workplace Documents, Applied Math, and then Graphic Literacy. Tests administered out of order will result in a misadministration and will not be scored.

Standard time testing requires that all students be given the entire time allowed by ACT.  If students finish early, encourage them to review their work in the remaining time.

ACT requires that you allow a 15 minute break at the end of Applied Math to allow students to relax or go to the restroom. No cell phones may be used during the break.  Students cannot take any test materials from the room and one staff member must stay in the room to ensure security of materials.  If any students do not return on time, resume testing without them.  Late students may be readmitted but may not make up lost time. 

Accommodations students testing Time-and-a-Half, Double Time, and Three Hours may move ahead only if all the students in the room finish before the allotted time is up.


Distributing Test Booklets

Test booklet symbols:
o Standard time booklets

>

 Accommodations booklets .

» After students are seated

» Only when prompted in
verbal instructions

» Individually, one to each

student

» Unbroken, sequential order

003
emply seat
002

001

Start

!

004
005
006
007

| }

empty seat 010
009 N

emptly seat 012
008 empty seat

1 !

End

ACT vworikeys I
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Presentation Notes
Ensure you are providing each testing room with the appropriate materials by referencing the shape on the test booklet cover:  standard time booklets have a solid triangle and accommodations booklets have a solid circle.

The proper distribution of test booklets is critical in every room.  Distribute the booklets only after students are seated and when prompted by the instructions in the administration manuals.  Test booklets should be distributed individually in an unbroken sequential order.  This maintains the security of the test booklets and helps the room supervisors create accurate seating diagrams since the serial numbers of all test booklets must be recorded on each testing room’s seating diagram. The seating diagram is included in the Test Administration Forms folder.

Remember, at no time should the test booklets be left unattended.



Exact Timing of Tests

» Use more than one timepiece

* Do NOT use a cell phone ACT

j T ] I Duration Start 5 Minutes Remaining Stop
Test 1 55
Workplace Documents

Test 2
t I Applied Math 5
Test 3
S e p a ra e y Graphic Literacy 5

Is there an Irregularity Report regarding timing? [ Yes O No

» Record times on the Tes

All Tests—55 Minut
Start Stop| |Start Stop| |Start Stop | [Start Stop| | Start Stop
0:00 (55| | 0:02 007 | |04 010 | 036 0:31) | 048 043

| | | |
001 056|013 0.08| (0:256 020 (037 0:32| 049 (44
Administration Form
003 58| | C:15 00 (0:27 022 | (0:39 034|051 (46
0:04 0:59) 016 0:11)(0:28 023 (040 035 | 052 047

0:05 000|047 012 |0:29 0:24| |04 036 | 053 048
006 001||0:18 013|030 0:25| |0:42 037| |54 043

| ]
007 002|019 0:14) (031 026 (043 0:38| |0:E6 RO
008 03| |0:20 0:15|0:32 0:27||044 (30| | 056 051
009 0:04||021 0:16(|0:33 0:28| | 045 (40| | 057 052
| | t | |

010 0:05| (0:22 0:17||0:34 0:20||046 041 |0BB (53
Ol 006 |0:23 048 |0:35 0:30) | 047 0:42) | (5D (B4

ACT vworikeys I
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Presentation Notes
The timing of each test must be observed exactly, including the break schedule.  

At least two timepieces should be used to time the tests.  Using a wall clock and a watch together will ensure that there’s a backup if one timepiece fails.  Do not use a cell phone as a timepiece to avoid the risk of an unnecessary interruption.
 
When more than one testing room is used, DO NOT attempt to time the test from one central location or use the intercom to broadcast the verbal instructions.  Central timing does not allow for questions from students to be adequately addressed or for disruptions to be handled without disrupting the testing experience for the entire school.

Use the Timing Report in the Test Administration Forms folder to record the timing for each test and the break.  Record the actual time when the verbal timing announcements are called for each test. It’s very important that you time the tests properly and record the times accurately to avoid a misadministration and cancelation of student scores.

In addition to the “Start” and “Stop” announcements, there is a “5-minutes remaining” announcement that provides students a heads-up that the stop time is approaching.  It also serves as a time check to ensure that your total time for that test is accurate.  



Staff Attentiveness

ACT vworikeys I
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Presentation Notes
Stress to your testing staff the importance of being attentive during testing.  

Advise testing staff to walk around the room during testing to be sure students are working on the correct test and to discourage prohibited behavior.  

Make it clear in your training and again on test day that testing staff need to concentrate only on test-related activities during the administration.  

Staff must not grade papers, read, chat, eat, or drink in the testing room, and never leave a test room unattended at any time.

The only material staff should have in the testing room is the appropriate administration manual and the Test Administration Forms folder for that room.


Irregularities

ACT WorkKeys Testing Irregularity Report
Individual and Group Irregularities { See Ireguiantics section of Administration Manual for complete information about imegulanties Copy this form as needed)

Purpo=e of this form: This form is used by room supervisors fo report any irregularities thatocour in their test rooms on test day

Instructions for the test coordinator: I you receive an Iregularity Report from a room superdsor, ensure that the aEpr oprigte procedures for reporting the irregularity were followed:
Check the form far completeness; be sume that voided answer documents, if applicable, are attached; for group imegularities, b sune that a list or oster of examineas in that room is
attached. Make a copy of the completed form s for your records and return the originals to ACT,

Instructions for room supervisors: If an iregularity ocours in your test room, complete all appropriate fields on this form and return the completed form tothe test coordinat or,

Tast Site Room &/ Location ACT High Schoel Code

City, State Test Date
Staple any voided an swer documents or defective test materials to this form,. Return in envalope with other test ad ministration foms.

Individual Irregularities
Examples of individual irregularities include: * defective materlals/ equipment * failure to follow directions * iliness « prohibited behavior (2.g., giving/ receiing assistance;
unauthorzed cakulabor use; marking previcus/future test sections) » challenged tem/time ( See complete explanation of iregulanties in manual.)

Examines Mame and Form Code/ Description of Irregularity Action Taken by Test Site Personnel Answvar Documant
ID Number Test Booklet Number (include time the iregularity occurred) (including any notification given to examinees) Voided? (Y/N)
Mame: Farm
Ciora: | | |
1D Mumbsr: Baoklel
Murrbar: | | | | | | |
Mame: Farr |:|:|:|:|:|
Ciorla:
ID Nl] mbsar Bkl | | | | | | |
Murmber:
I me: Form
IC Mumbsar: Bookle
humiber: | | | | | | |

Group Irregularities (attach name s of examinees in room)
Examples of group imegularfies include: * mistming « disturbances/distractions = emergency evacuation = power failure = missing/stolen test materials * inclement weather
(See complete eplanation of iregularities in manual) Call ACT immediately if there has been a mistiming.

Number of

Examinees Affected

Test Title

Time of Imegularity

Description of Irregularity

Action Taken by Test Site Personnel

Room Superygors Mame (print)

Esi Coordnalors Mame (print

=]
= Room Supensors Sgnature

Test Coordnator's Sgnatune
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Presentation Notes
If there are irregularities, complete an Irregularity Report for each room in which an individual or group irregularity is observed. The form and complete instructions are located in the administration manuals.

Group irregularities affect a room or multiple rooms of students. An example is a fire drill.

An individual irregularity is one that affects a single person or several individuals involved in a single circumstance.  An example would be a sick student.


Irregularities

» Document and call ACT If:

* Missing or defective secure test materials
* Duplicating test materials

* Mistiming

* Inclement weather

* Emergency evacuations

« Power failure
 Disturbances/distractions

« Student illness

* Irrational or prohibited behavior

» Phone: 800.553.6244 ext. 2800
» Complete an Irregularity Report

ACT vorikeys I


Presenter
Presentation Notes
Call ACT immediately if you encounter any of the following problems:  missing or defective test materials, duplicating test materials, mistiming, inclement weather, emergency evacuations, power failure, major disturbances or distractions, student illness, and irrational or prohibited behavior.

Use your best judgment in each situation and always put the safety of the students first.  If you have to stop testing, record the time and call us.

For minor distractions, you don’t need to call ACT but make sure to document the distraction on the Irregularity Report. Your test-day observations will help us resolve any questions.

If a student has a defective test booklet, you’ll need to replace it using the overage included in your test materials shipment.

No one is permitted to duplicate or record any part of the assessment, including copying, taking notes, photographing, scanning, or using any other means.  In all cases, students caught must be dismissed, their answer document must be voided, and then attached to an Irregularity Report.

If a student is sick and unable to finish, dismiss the student from the room and mark the answer document VOID. Examinees who become ill are eligible for makeup testing. 

If a student is irrational or disruptive, warn or dismiss the student, as appropriate.

In all cases, refer to the administration manuals for guidance, and always submit an Irregularity Report.


Prohibited Behavior

» Prohibited behaviors include:

» Creating a disturbance
* @Giving or receiving help
* Accessing a cell phone
 Violating calculator rules

» File an Irregularity Report

» If there’'s been a security breach, call ACT at
800.553.6244 ext 2800

» Document everything

ACT vworikeys I
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The following prohibited behaviors can result in dismissal:  Creating a disturbance, giving or receiving help, accessing a cell phone, and violating the calculator rules. 

Refer to the administration manuals for a full list of prohibited behaviors.

If you SUSPECT a prohibited behavior has occurred, discreetly remind the student of the rules and ask a colleague to help verify your observations.

If you are SURE prohibited behavior has occurred, no warnings are necessary.  Dismiss the student firmly and quietly, avoiding a disturbance if possible, and inform the student that you are going to void the assessment and no test scores will be received. 

Do NOT schedule a student dismissed for prohibited behavior for the makeup test date.  Note the occurrence on the Irregularity Report.

Make sure you have a procedure in place to handle dismissed students.  For example, Where will they go after leaving the testing room?  Home?  To the office?

Do not dismiss a student or void a test if a student is simply doodling in the test booklet and not disrupting others.

As a reminder, always document everything that happens in the testing rooms.



Reporting Security Issues

Testing staff are expected to report test administration irregularities and
security issues to ACT Test Administration by completing an

Irregularity Report or calling 800.553.6244 ext. 2800. Immediate
reporting to ACT Test Administration is critical to the standardized
administration of the tests.

Testing staff who wish to file an anonymous report about concerns that
tests may have been compromised may do so at
www.act.ethicspoint.com.

ACT workkeys
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Testing staff are expected to report test administration irregularities and security issues to ACT Test Administration by completing an
Irregularity Report or calling 800.553.6244 ext. 2800. Immediate reporting to ACT Test Administration is critical to the standardized
administration of the tests.

Testing staff who wish to file an anonymous report about concerns that tests may have been compromised may do so at www.act.ethicspoint.com.


Post-Test

Activities

ACT®WorkKey5@
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Once testing is complete, there are a few things that need to be done.


Check Test Administration Forms folders

» Test Room Report

* Account for all test booklets and signatures

ACT Test Administration Forms
Standard Time, Paper

Test Room Report
ACT High School Code — R _ State _
schood™Mame 00000000 TestDate _
Room Supervisor __ Room
O Testing at school O Testing off-site—provide off-site location name and address:
Location Mame
Address/City

Murmber of Examinees Seated in This Poorm Mumber of Staff in This Boom

BEFORE TESTING: Complete A through B to record and account for ALL TEST BOOKLETS provided to this room.

A, Test Booklets First Serial Number Last Serial Number Total # Booklets

w

A [ e - ¥ . = AT - - - a1 P
Additional serial numbers not within the sequence above, if any:

B. Sign and initial as indicated to confirm the transfer of test booklets to the room supervisor.

Room Supervisar Signature lest Coordinator Initials

AFTER TESTING: Complete C through F to record and account for ALL MATERIALS returned to the test coordinator.

C. Test Booklets # Used # Unused Total # Booklets

ACT vworikeys I
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Before dismissing testing staff, test coordinators should take a few minutes to check each room supervisor’s Test Administration Forms folder and materials for accuracy and completeness.

Be sure all test forms are accounted for and documented on the “Test Room Report” page and that the appropriate Chain of Custody signatures are present.  


Check Test Administration Forms folders

» Seating Diagram

« Student names, test book serial numbers,

ovals

ACT workkeys

unfinished

ACT

Test Administration Forms
Standard Time, Paper

Seating Diagram

Instructions:

+ Complete blocks 1 through 4 during testing.

* Enter test booklet serial numbers during the first test.

+ [ using tables, show which exarninees are at the same table.

* [Draw your own diagram and attach it to this form if this diagram
doesn't fit your room

Each box represents one ssat.

You may use scratch
paper o the numbered
spaces (1, 2, 3] to track
unfinished owvals at the
end of each test.

Write test [~
bocklet
nurnber here

See the Administration Manual for acceptable seating arrangements and a sample completed form.

o Room Type 6
[1 Single Leve oR [1 multiple Level

(2] Writing Surfaces

[1 Desks in. by 1

] Tables: in. by 1., # _ per table

Distance between Examinees
Shoulder-to-Shoulder: Head-to-Head:
ft. it

Minirmum

5.

Minimum
% ft. (single level)
5 ft. [multiple
lewel)

-

{3

T
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Ensure the “Seating Diagram” page is complete with student names, test form serial numbers, and number of unfinished ovals (test items) from their answer document.  Tracking each students unfinished test items discourages cheating and ensure that students were not working ahead or behind during the test administration.


Check Test Administration Forms folders

» Timing Report

« Accurate timing was kept

» Administration Report

» Accurate timing was
kept

Administration codes
documented

ACT

Test Administration Forms
Standard Time, Paper

Timing Report

Record the actual time of day (e.g.. 8:52 am.) these announcements are made for each test.

Duration Start 5 Minutes Remaining Stop

Example 57 Am 42 Am 147 am.

Test1

Workplace Documents 5

Test 2

Applied Math S5

Test 3

Graphic Literacy 35

Is there an Irregularity Report regarding timing? COYes [CHNo

ACT

Administration Report

Copy

Enter the relevant Administration Cod (from this table) on Adminisiration Codes

pags 3 of the answer document and in the chart balow, for Single-Day Testing Testing Over Multiple Days

sach test administered with accommadations. Regular | Time-and- | Double Three Stop-the- Regular | Time-and- Double Three Stop-the-

= Time a-Half Time Hours Clock Time a-Half Time Hours Clock

Accommodation {55 min) (83 min) (110 min) | (180 min) Breaks (55 min) (83 min) (110 min) | (180 min) Breaks

Regular Print Materials (including extended time) 400 150 200 300 450 500 510 520 530

Large Print 400 130 235 291 451 501 511 521 531

Audio DVDs or English Video DVDs 294 454 534

Reader Script 293 453 533

EBAE Braille 292 452 532

UEB Braille 296 452 532

Instructions Translated ONLY 600 610 620 630 640 550 551 552 553

ACT-Provided (non-Spanish) Translation of

Workplace Documents; or Applied Math; or o941 940% 954*

Graphic L itaracy

ACT™ WorkKeys"Inaligible Accommodation 200" a10* 920" 930" 40" 950" 951* 952" 953"

CT Workieys scores and the ACT® WorkKeys® National Career Readiness Carificate®

List all examinees tested in this room. For each ACT WorkKeys test administered, give the test date, the start and stop times, and the administration code
mmw-lhn—hﬂm

the

the examinee’s answer document. Also note any accommodations provided not direcily related to the test. You may use the Test

Timing Chart in the Administration .
Workplace Documents Applied Math Graphic Literacy
Examinee Names Accommodations Provided Admin Admin Admin
Please print Describe all Code | Date | Start | Stop | Code | Date | Start | Stop | Code | Date | Start | Stop
1.
2.
3.

ACT workkeys
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For standard time testing, check the “Timing Report” page to ensure accurate time was kept for all three tests.

For accommodations testing, check the “Administration Report” page to ensure accurate time was kept and the Administration Codes have been documented.


Check Test Administration Forms folders

» Roster

 All students marked |
with ID type ACT e andard Time.Paper

Roster

* Mark absent students |

h extra pages @s required. Type of ID
P = Photo ID

. Note: You may attoch your own roster (o this form insteod of writing the information
WI a a S below; but only if it includes the type of ID F = ACT Student Identification Form

R and Staff Initials = Recognized

== Absent
] [ ]
o P e rS O n a I Re CO g n I tl O n Examinee’s Name [please print) Mark attendance by noting type of 1D,
ist all examinees scheduled to test in this room. p F R and Initials -

(“R”) must include

staff initials

« Student Identification

Form collected and

attached to roster for
every “F”

ACT workkeys
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Double-check the Roster page to be sure every name is marked with an ID type or a dash if the student was absent.  
If “R” is marked indicating a personal recognition, make sure the staff member added his or her initials.  
For every “F” marked on the roster, there should be a Student Identification Form with a photo collected from the student and attached to the roster.  


Check Test Administration Forms folders

» Verify answer documents received

» Review Irregularity Reports
e Attach voided answer documents

ACT WorkKeys Testing Irregularity Report
Individual and Group Irregularities | See ireguiantios section of Administration Manual for complete information about imegularities. Copy this form as needed)

Purpose of this form: This form is used by room supervisors to report any irregularities thatoccur in their test rooms on test day

Instructions for the test coordinator: I you receive an lregularity Report from a room supenvisor, ensure that the appropriste procedures for repaorting the irregularity were followed:
Check the formfor completeness; ba sure that woided answer documents, if applicable, are attached; for group irreguEri‘tiFﬁ, be sum that a list or mster of examineas in that reom is
attached. Make a copy of the completed forms for your records and return the originals to ACT.

Instructions for room supervisors: I an iregularity occurs in your test room, complete all appropriate felds on this form and return the completed form to the test coordinat or,

Test Site Room & Location ACT Hlui: School Code

City, State Test Cate

Staple any voided an swer docu ments or defective test materials to this form. Return in envelope with other test ad ministration foms.

Individual Irregularties

Examples of indvidual irregularities include: » defective materials/ equipment » failure to follow directions * ilness « prohibited behavior (eg., gving/ recelving assistance;
unauthernzd cakulator use; marking previous/future test sections) = challenged item/time ( See complete explanation of iregulanties in manual)

Ex amines Nama and Form Code/ Description of Irregularity Action Taken by Test Site Personnel Answer Docurment
1D Number Test Booklet Number {include time the iregularity occurred) (including any notification given to examinees) Voided? (Y/M)
MName: Farrn
Code:
1D Numbsr Baooklet
Mirmber:
MName: Faren
Corda:
10 Numbar Booklet |_
Murmber:
e oo L[]
Cera:
10 Number Bookle |_
Murrker:

Group Irregularities (attach names of examinees in room)
Examples of group ireguladties include: = mistiming « disturbances/distractions « emergency evacuation * power fallure « missing/ stolen test materials «

(See complete axplanation of ireguiaiies in manual) Call ACT immediately if there has been a mistiming.

inclement weather

Number of
Examinees Affected

Test Title

Time of Imegularity

Description of Irregularity

Action Taken by Test Site Personnel

Roorm Superieors Mame (print) Tzt Coordnator's Mame (print)

=]
= Room Supermsors Sgnature st Coordnators Sgnatume

ACT workkeys
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Verify that you have an answer document for every student who tested. 

All student responses recorded in the test booklets or large type answer documents must be transferred to a scannable answer document. The test coordinator must arrange to transfer the responses to the answer document in the examinee’s presence after testing.

ACT will not transcribe any responses provided in test booklets or on large type answer documents. 

Finally, review any Irregularity Reports and verify that any voided answer documents are attached to it. 



Documentation

» Retain documentation for 1 year

* Rosters that include
» Students that tested
» Students absent from testing
» Students dismissed for prohibited behavior

* |rregularity Reports
 Accommodations paperwork

ACT workkeys
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Be sure to keep copies of all rosters so you have a record of who did and did not test, particularly those who were absent or dismissed for prohibited behavior.  This will be a valuable resource during the Answer Documents Received and Not Tested review process in late May/early June.

Also keep copies of the Irregularity Reports and any accommodations paperwork.

You should retain this documentation in your school for 1 year.



Return Materials to ACT - Scorables
Packing the Processing Envelope

» Required Items:
» Testing Staff List
» Test Administration Forms folder
« Site Header
* Answer documents to be scored
> If Applicable, also include:
» Student ldentification Forms
« Large Type Answer Documents
* Reader, Interpreter, and Transcriber
Agreements
* lrregularity Report
* Voided or Replaced Answer
Documents
» Place all these items in the polymailer for

return to ACT.
ACT WorkKeys

TOP

Required

1 Testing Staff List

2 Test Administration
Forms

/ 3 Site Header

Answer Documents
to Be Scored

If Applicable

4 ACT Student
denfification Forms

5 Large Type
Worksheets

6 Reader's Agreement

ﬂ nterpreter's Agreement
/ Transcriber Agreement

/ Iregularity Report
Voided or Replaced
Answer Documents

BOTTOM
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You will use processing envelopes and pre-paid polymailers to return all used answer documents and test administration forms. 

The required documents are the Testing Staff List, the Test Administration Forms folder, the site header, and finally, the answer documents to be scored.

Be sure to use the preprinted site header to ensure prompt processing of your answer documents.  Failure to use the preprinted header will delay the processing of not only your school but all other schools received after yours.

If applicable, also include: Student Identification Forms, large type answer documents, Reader, Interpreter, and Transcriber Agreements, and voided or replaced answer documents.

Place all these items in the appropriate standard time or accommodations processing envelope and then place the envelope in the pre-paid polymailer for return to ACT.



Return Materials to ACT — Test Forms

» Packing the carton ——

* Used and Unused Test -
BOOkIets f-f"’” 2 All Alternate Test Forms

—1Usedand Upused Test Booklets =2 ==
e (braille, pre-recorded audio, etc) d____.,:._'-:-:-‘:-"""
| o

’ AII Alternate TeSt Forms = f'ﬁTranalatedTeat Directions } ,,a,a%’*:’fﬁ:é:
o Braille, USBs, etc. =

 Translated Test
Directions

» Mark the cartons 1 of x,
2 of x, etc.

> Detailed instructions are in 1 of X
the Administration Manual

ACT@)WorkKeysm



Presenter
Presentation Notes
When returning test forms, reuse the original cartons that you received your test materials in. The cartons have been pre-addressed and pre-paid, just reverse the flaps to expose the ACT Distribution Center address.  Using other boxes delays the return process since you'll have to call ACT for additional return FedEx labels.

The used and unused test booklets go on top. You must return all your test booklets – used and unused. 

Return all alternate test forms and the Translated Test Directions too.

Mark the cartons 1 of X, 2 of X, etc. where X represents the total number of cartons being returned.

There are specific instructions in the Test Coordinator Information manual about how to properly return the test materials.  

All cartons must be sealed and stored securely until they’re picked up by the return carrier, FedEx.  You are responsible for them and must protect them from unauthorized access or damage until they are in the return carrier’s possession.  

All testing materials are scheduled for pick up the day after testing to ensure your answer documents and test materials are received at ACT by May 12th.




Score Reports

» Standard ACT WorkKeys Reports in August

* Individual Summary Score Report
 Summary Score Report
* Roster Score Report

ACT workkeys
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The standard ACT WorkKeys reporting package will be sent in August.

The Individual Summary Score Report is a student level report providing information to the student about their scores and what it means to be at that skill level.

The Summary Score Report is also a student level report that provides information to the student on their scores but without the explanations.

The Roster Report is a school level report listing the students, the tests taken, and the scores they received.

Reports are sent to the WorkKeys Test Coordinator who is then responsible for distributing the Individual Summary Score Reports to the students and retaining the Summary Score Reports and the Roster Report.


myworkkeys.com

» Students can print their own ACT WorkKeys National
Career Readiness Certificate (ACT WorkKeys NCRC)

from myworkkeys.com for FREE

* Create their own account using these matching criteria:
* First Name
 Last Name
* Month of Birth
» Day of Birth
 Examinee ID (state assigned UIC)

* Go to Certificate Management

» Under Actions, select Create Certificate

* Quick Start Guide is available on the login page

ACT workkeys
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Once students receive their Individual Summary Score Report, they can create their own account on myworkkeys.com using the following matching criteria:
First Name
Last Name
Month of Birth
Day of Birth
Examinee ID (their state assigned Unique Identification Code)

Students who qualified for an ACT WorkKeys NCRC can print their own certificate for FREE. Certificates are not printed or shipped to schools for distribution to the students.

After creating their account, they’ll go to Certificate Management, select Create Certificate in the Actions dropdown list, and then follow the prompts to print their own ACT WorkKeys NCRC.  

Student who do not quality for a certificate will see a message stating that a certificate is not currently available.

A Quick Start guide is available on the login page that explains this process and the other features available in myworkkeys.com.


http://www.myworkkeys.com/

Tips

for

Success [l

-

ACT workkeys
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Let’s look at ways to ensure success for you and your students.


Success for You and Your Students

» Avoiding the Pitfalls

* Ensure every answer document has a barcode label!
* No cell phones or other electronic devices

* Administer tests in proper sequence

* No extra or extended breaks

Do NOT throw away shipping cartons; use them to
return test materials to ACT

» Use the preprinted site header
» Be ready for pickup of testing materials

* Answer documents received after May 12 will not be
scored

* Ensure proper return packing

ACT vworikeys I
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We’ve covered these points throughout this session but they’re worth mentioning again.

To help your administration go smoothly, here are a few things to do, and a few things not to do.
Ensure every answer document has a barcode label
Do NOT allow any cell phones or electronics in the testing room.
Administer the tests in proper sequence
Do NOT allow extra or extended breaks for standard time students
Do NOT throw away the cartons that the test materials arrived in. Use them to return the test materials to ACT.
Use the preprinted site header to ensure prompt processing of your answer documents 
Make sure your test materials are ready for pick up on the scheduled pickup date.
The deadline for ACT to receive answer documents for scoring is May 12, 2020.  Answer documents that are received late will not be scored. 
Finally, ensure that your pack your test materials correctly for return to ACT 



Resources
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There are a number of resources available to you before, during, and after the test administration process.


Spotlight on Student Assessment and Accountability
MICHIGAN

SOOLUIQN By

on Student Assessment and Accountability

» www.michigan.gov/mde-spotlight

* Weekly newsletter highlighting upcoming
events and important information

ACT vworikeys I
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Each week, MDE publishes a newsletter, the Spotlight on Student Assessment and Accountability.  Be sure to review the ACT WorkKeys section for upcoming events and important information.

http://www.michigan.gov/mde-spotlight

State Contact Information

For state policy and student eligibility inquiries
contact...

Michigan Department of Education

Office of Educational Assessment and Accountability
(OEAA)

phone: 1.877.560.8378, option 3
email: MDE-OEAA@michigan.gov
website: www.michigan.gov/mme

ACT workkeys
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State policy or student eligibility questions should be directed to the Michigan Department of Education, the Office of Educational Assessment and Accountability, at the phone number or email listed here.

http://www.michigan.gov/mme

ACT WorkKeys Information

» ACT-hosted Michigan State Testing
Website:
www.act.org/stateanddistrict/michigan

»ACT WorkKeys Website:
www.act.org/content/act/en/products-and-
services/workkeys-for-job-
seekers/assessments.html

ACT vworikeys I
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Here are web addresses to two key ACT WorkKeys websites. 

The ACT-hosted Michigan state testing website contains all of the information, including documents and links to other ACT sites, that you’ll need to administer the ACT WorkKeys tests.

The ACT WorkKeys website is a public site where you, students, and parents can find more information about the ACT WorkKeys assessments.


http://www.act.org/stateanddistrict/michigan
https://www.act.org/content/act/en/products-and-services/workkeys-for-job-seekers/assessments.html

ACT Contact Information

Thank you for joining us today!

»ACT Customer Care:

 Standard time:
o0 800.553.6244 ext. 2800

« Accommodations:
0 800.553.6244 ext. 1788

 Contact Form:
o www.act.orqg/stateanddistrict/contactus

ACT vworikeys I
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Thank You for joining us today!  

If you have any questions, please call ACT Customer Care at 800.553.6244 ext 2800 for standard time testing questions, extension 1788 for accommodations questions, or you may email us by using the contact form URL.

http://www.act.org/stateanddistrict/contactus

	Test Administration Training
	Overview of ACT WorkKeys
	Assessments
	ACT®WorkKeys®National Career Readiness Certificate®(ACT WorkKeys NCRC®)
	Certification Levels
	Test Security
	What’s New 
	What’s New in 2020
	Key Dates and Activities
	Key Dates
	Ordering Test Materials
	Key Dates
	Testing Staff Requirements
	Who May Act as Staff
	Who May Not Act as Staff
	Avoiding Conflicts of Interest
	Local Training
	Testing Facility Requirements
	Room Setup and Seating Arrangements
	Distractions
	Writing Surfaces
	Bulletin Boards
	Timepieces
	Room Conditions
	Administration Manuals
	Student Roster
	Receipt and Check-in of Test Materials
	Security of Materials
	Answer Document Preparation by Testing Staff
	Answer Document Preparation by Students
	Provide Information to Students
	Permitted Calculators 
	Testing Accommodations
	Ineligible Accommodations
	Testing Arrangements
	Documentation Needed for Accommodations
	Administration Codes
	ACT Test Security Principles
	Briefing Session
	Security of Materials
	Identifying and Admitting Students
	Test Day Schedule
	Distributing Test Booklets
	Exact Timing of Tests
	Staff Attentiveness
	Irregularities
	Prohibited Behavior
	Reporting Security Issues
	Post-Test Activities
	Check Test Administration Forms folders
	Documentation
	Return Materials to ACT -Scorables
	Score Reports
	myworkkeys.com
	Success for You and Your Students
	Spotlight on Student Assessment and Accountability
	State Contact Information





