ACT WorkKeys

Test Dates for ACT® WorkKeys® Assessments

North Carolina State Testing
Fall 2020

Schedule of Events

Type of Testing

Date/Window

Online: standard time and accommodations and/or supports

Weekdays: November 16 — December 15, 2020

Paper: standard time* and accessibility supports

Weekdays: November 16 — December 15, 2020

*Standard time paper testing is only permitted for schools with an approved technical hardship by the NCDPI.

Communications

ACT communicates with the school test coordinator (TC) and the district test coordinator (DTC) about upcoming activities.

ACT does not communicate with any other staff. The TC is responsible for including room supervisors (RS) and proctors

(P) in activities and training opportunities.

Contact Information
WorkKeys General Questions:
1.800.525.3731

WorkKeys website

WorkKeys Contact Form

State Policy Questions:

Please contact your Regional Accountability Coordinator (RAC).

Website

The North Carolina website is your one-stop-shop for all of your resources.

Preparing for Testing

Open Date Close Date

Who Takes
Action

Event

September 14, 2020 October 2, 2020

NCDPI

Upload student data in PearsonAccess™x.,

September 14, 2020 October 9, 2020

TC

Manage participation and shipping dates in
PearsonAccess"™™ Participation for all schools
will be defaulted to online testing. Any school
requiring paper testing materials will need to log in
and update their participation selections.

If the school does not require any paper materials,
no further action steps are necessary for Manage
participation.

September 14, 2020 October 9, 2020

TC

Verify the shipping address in PearsonAccess™,

Submit an Address Change Request form if the
address needs to be updated.



https://www.act.org/content/act/en/products-and-services/state-and-district-solutions/north-carolina/workkeys-online.html
https://pages2.act.org/workkeys-info.html
https://www.act.org/content/act/en/products-and-services/state-and-district-solutions/north-carolina.html
http://www.act.org/content/act/en/products-and-services/state-and-district-solutions/address-change-request-form.html

Open Date

Close Date

Who Takes
Action

Event

September 14, 2020

December 15, 2020

TC

Complete system check to verify machine and
network used for testing meet the necessary
requirements.

Note: It is recommended that this task be completed
prior to test day to ensure readiness.

September 15, 2020

September 15, 2020

TC,RS, P

Attend a Q&A session about WorkKeys test
administration at 2:00 p.m. ET.

Registration link:
https://event.on24.com/wcc/r/2417791/060DAB58B4
4EDF74C5A57CBC03443520

After student data is
uploaded

October 9, 2020

TC/DTC

Verify student enrollment and enroll/unenroll
students who need to be added or removed in
PearsonAccess™X. If necessary, also edit
enroliment counts to order paper test materials
including any accessibility supports for eligible
examinees.

Note: Students added after this deadline will only
receive a barcode label if an additional order is
placed after enroliment and the student was not
previously enrolled through another school.

After student data is
uploaded

December 10, 2020

TC

Verify and, as needed, update student information
in PearsonAccess" for initial testing.

After student data is
uploaded

December 10, 2020

TC

Request that ACT add or remove students by
submitting the Enroll or Unenroll Students file in
PearsonAccess"* as needed.

Note: Students added during this window will only
receive a barcode label if:

e after enrollment is processed, an additional
order for paper materials is placed during the
additional order window (ends 11/13), and

¢ the student was not previously enrolled through
another school.

October 19, 2020

November 13, 2020

TC

Order additional accommodations and/or supports
materials for the paper testing window, weekdays
November 16 — December 15, 2020, as needed.

November 2, 2020

November 6, 2020

TC

Receive paper test materials during the
prescheduled delivery window of November 2-6,
2020. Schools that do not receive paper testing
materials on or before November 6, 2020 should
contact ACT Customer Care immediately.

Note: Both secure and non-secure materials will
arrive, in the same shipment, any day during the
delivery window.



https://event.on24.com/wcc/r/2417791/060DAB58B44EDF74C5A57CBC03443520
https://event.on24.com/wcc/r/2417791/060DAB58B44EDF74C5A57CBC03443520

Open Date

Close Date

Who Takes
Action

Event

After order is placed

November 20, 2020

TC

Schools that have not received additional
materials orders by November 20, 2020, should
contact ACT Customer Care immediately.

After materials arrive

Before test day

TC

Train room supervisors and proctors.

Prepare rooms and materials.

November 16, 2020

December 15, 2020

TC,RS, P

Administer WorkKeys on paper during the testing
window.

Note: Only test on weekdays.

November 16, 2020

December 15, 2020

TC, RS, P

Administer WorkKeys online during the testing
window.

Note: Only test on weekdays.

December 16, 2020

December 16, 2020

TC

Return test booklets, used answer documents, and
test administration forms to ACT.

Receipt deadline at ACT: December 28, 2020.

Note: Late-arriving answer documents will not be
scored.

After Testing

TC/DTC

View scores through the WorkKeys Reports Portal
and through a student’'s MyWorkKeys account:
e Online Testing: the day after testing is
complete.
e Paper Testing: within 10 days of ACT’s
receipt of the answer document.
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