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ASSESSMENTS AND LEVEL SCORES

WorkKeys

Level Scores

Assessments

Workplace <3 3 4 & & 7
Documents
Applied Math <3 3 4 5 6 7

Graphic Literacy <3 3 4 5 6 7



National Career Readiness Certificates

.M:T WorkKeys’

Minimum Level Score of 6 on each of
three tests

Minimum Level Score of 5 on each of
three tests

Minimum Level Score of 4 on each of
three tests

Minimum Level Score of 3 on each of
three tests
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ACT-HOSTED MICHIGAN STATE TESTING WEBSITE

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

® Important Announcement =

No new information at this time. Check back soon!

WorkKeys Taken on Paper: Michigan

Next Steps | Important Dates | Help and Contact

Important Dates

Your Schedule of Events (coming soon) contains all dates and deadlines for your test event. Check it frequently to ensure you're on track for a
successful administration.

» Test Window 1: April 14, 2022
Test Administration Process Next Steps . Test Accommodations Test Window 1: April 14 - 27, 2022
Salect your current phase of the test administration process to ses resowrces refated o tht phase. « Test Window 2: April 258, 2022

0 o » Test Accommodafions Test Window 2: Aprl 28, 2022 - May 4, 2022

yide shipging information; seiect lest stafl and sel up acoounts.

s andiar suppa




IMPORTANT DATES - MANAGE PARTICIPATION

Activity Submission Window

Manage Participation November 1 - December 3, 2021



MANAGE PARTICIPATION-STEP 1

Open your browser and navigate to PearsonAccessnext (https://testadmin.act.org/)
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Sign into PearsonAccess"*
FFFFFFF using your Username and
Password.


https://testadmin.act.org/customer/index.action

MANAGE PARTICIPATION - STEP 2

Verify that WorkKeys Spring 2022 and your school’s name are showing in the top right
corner.

A ACT > MICHIGAN > WORKKEYS SPRING 2022 ~ ACT (ACT) ~ &~

@ e & = @ o
Home Setup Testing Reports Support Contract Management

TESTING REPORTS

Select an action = Select an action ~ Select an action =




MANAGE PARTICIPATION-STEP 3
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Select Organizations from the i S Tl
dropdown menu under Setup. |

Select an action v

Students

% Program Information
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MANAGE PARTICIPATION - STEP 4

Organizations

= Tasks 0 Selected

Select Tasks

Find Organizations Participating in WORKKEYS SPRING 2021 ~

Filters Clear Hide 1 Result

Parent Organization
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ormare Organization

ACT

Toggle secondary filters
Organization Type
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or more




MANAGE PARTICIPATION-STEP 5

In the Task menu check the box next to Manage Participation and click Start.

Organizations

E Tasks 1 Selected

Select Tasks -

Create / Edit Organizations

Test Administration
\CT 20204 -

¥ Manage Participation

Edit Enroliment Counts | - [ m

Manage Completion Statuses

Manage Contacts ,
Clear Hide No Results

Delete Crganizations



MANAGE PARTICIPATION - STEP 6A

Test Date & Materials Receipt Selection

If your school is NOT testing, scroll down and complete the Not Testing section.

Paper Standard Time Test Date

April 14, 2022 v Complete all 3 fields if

: _ you are testing
Paper Accommodations Test Window Start Date

April 14, 2022 v

Materials Receipt Week
March 21, 2022 v

Click Save to submit
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MANAGE PARTICIPATION - STEP 6B

Not Testing

If you complete this section you will NOT receive any testing materials.
Reason for Not Testing

Cther W

Note: If your reason is not in the dropdown, select 'Other’ and provide a reason below.
Other Reason for Not Testing

Free form text box for reason that is not
included in the drop down list above]|

Click Save to submit
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STAFF RESPONSIBILITIES - TEST COORDINATORS

»\WorkKeys Test Coordinator

» Must be listed in the Educational Entity Master
(EEM) (www.michigan.gov/em).

» 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



STAFF RESPONSIBILITIES - ROOM SUPERVISORS

»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



STAFF RESPONSIBILITIES - PROTORS

» Proctor
 Assist room supervisor

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

Standard Accomms. Minimum Staff
Vil Students Required
Students
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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IMPORTANT DATES - PRE-ID & MATERIALS
ORDERS

Activity Submission Window

Verify Pre-id Student Data and
Order Accommodations January 5 - February 16, 2022
Materials

OEAA Secure Site: www.michigan.gov/oeaa-secure



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
INncluded In the initial shipment of test materials.

OEAA Secure Site: www.michigan.gov/oeaa-secure



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

IMPORTANT DATES - PRETEST ACTIVITIES

Attend ACT-hosted Training February 9 at 10:00 am ET or
Webinars March 8 at 3:30 pm ET

March 21 -25 or

Recelve Test Materials March 28 - April 1

Order Additional Test Materials March 22 - April 5

OEAA Secure Site: www.michigan.gov/oeaa-secure



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

RECEIPT AND CHECK-IN OF MATERIALS

s




SEATING ARRANGEMENTS

Recommend 15-30 students per room,
Mmaximum of 100 students

Answer

Booklet Documen




AVOID DISTRACTIONS

Please!

Testing In
Progress!
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ANSWER DOCUMENT PREPARATION BY STAFF
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WorkKeys 2018

Use the Administration
Supplement to answer
State Use Questions about
accommodations usage

LOCAl ITEMS

It a pre-identification barcode is not present,
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ANSWER DOCUMENT PREPARATION BY
STUDENTS

First name (Required)

Last name (Required)

Month of birth (Required)

—> Day of birth (Required)

UIC number from the barcode label
(Highly Recommended)

] IPof HIGH SCHOOL

WorkKeys 2018 333333333

DOB: mm/dd/yyyy
GENDER F GRD: 11




PREPARE TEST ADMINISTRATION FORMS

Test Administration Forms
Standard Time, Paper
Test Room Report

ACT

ACTHigh SchoolCode . State

shcolMame 0000000000000 TestDate__ 0000000000000
RoomSupervisor . FRoom

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

Location Mame

Addres

\City
Murmber of Examinees Seated in This Room Mumber of Staff 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

Additional serial numbers abowve, if any:

B. Sign and initial as indicated to confirm the transfer of test booklets to the reom 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. TestBooklets # Used # Unused Total # Booklets

ACT

Test Administration Forms

Standard Time, Paper

Roster

Attoch extra poges as required.

Naote: You may attach your own roster to this form instead of writing the infarmation
below; but only if it includes the type of ID

Page of

Type of ID
P = Photo ID
F = ACT Student Identification Form
R and 5taff Initials = Recognized
— = Absent

Examinee's Name (please print)

List all exarninees scheduled to test in this room.

Mark attendance by noting type of ID.

P F R and Initials —

=

£ e

(]

oo [=]s

n




=3

DYANAVANGERAVANN




IMPORTANT DATES - TEST ADMINISTRATIONS

. Accommodations
Standard Time Testing Window

Test Window 1  Thursday, .
Initial Testing  April 14, 2022 AR = 2, 2022
Test Window 2  Thursday,

Makeup Testing April 28, 2022 April 28 —May 4, 2022

Testing must occur only on these designated test dates.



spohens -
mj}AM PLE TEST DAY SCHEDULE

= STANDARD TIME TESTING

Arrival, identification, Dismiss
_ _ and seating of examinees
Arrival of testing staff examinees
o o
Briefing session with Testing

school staff



TEST DAY SCHEDULE

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

Workplace

55 minutes 70 minutes
Documents
Applied Math 55 minutes 70 minutes
15-minute break
Graphic Literacy 55 minutes 70 minutes
» Accommodations students testing Time-and-a-Half, 9 . OO

Double Time, and Triple Time may move ahead only i
when all students in the room have finished testing




COMPLETE TEST ADMINISTRATION FORMS

of - - -
ACT Test Administration Forms
Standard Time, Paper
Seating Diagram

Instructions: Each box represents one seat.

+ Complete blocks 1 through 4 during testing. You may use seratch

* Enter test booklet serial numbers during the first test. Write test paper or the numbered

booklet spaces (1, 2, 3) to track

If using tables, show which examinees are at the same table.
Draw your own diagram and attach it ta this form if this diagram
doesn't fit your room

number here unfinished ovals at the
end of each test.

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

Room Type Distance between Examinees
O single Level OR O Multiple Level Shoulder-to-Shoulder: Head-to-Head:
ft. ft.
lé ing L Minimurm Minimum
O Desks: in. by in. 3ft 3t (single level) —
. . 5 fu. (multiple
O Tables: in. by in, # per table -— level)

Test Administration Forms
Standard Time, Paper

Timing Report

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

»
QQBACK. 0 .BACI( 0

Duration Start 5 Minutes Remaining Stop
Example
Test] 55
Workplace Documents
Test 2 55
Applied Math
Test3 . 55
Graphic Literacy

Is there an Irregularity Report regarding timing? [IYes [INo
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IMPORTANT DATES - POST TEST ACTIVITIES

Sy T

Order Makeup Test Materials April 14 - 15

Standard Time - April 15

Return Test Materials to ACT Accommodations — April 28

Receive Makeup Test Materials April 18 - 22

Standard time — April 28

Mgl Tesling Accommodations — April 28 — May 4

OEAA Secure Site: www.michigan.gov/oeaa-secure



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

ACT CONTACT INFORMATION

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

Department Phone Email
General Questions 800-553-6244 ext 2800 }E/\E;\é\{cv&/éact.org/stateanddlstrlct/con
Accommodations 800-553-6244 ext 1788 ACTStateAccoms@act.org

Questions


http://www.act.org/stateanddistrict/michigan
http://www.act.org/stateanddistrict/contactus
mailto:ACTStateAccoms@act.org
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