Getting Ready for the ACT"®

Test- Administration TrainingFall'2020

Wyoming

7/14/2020

Agenda

How do | successfully manage the administration of the ACT?

What's new
Important Dates
ACT Systems Review
Pre-test Activities
Test-day Activities

Post-test Activities




What’'s New?

New This Cycle

Guidelines for watches

Smart Watch policy:

Q

What dates do |
need to remember?
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Test Days

Standard Time Paper

Initial September 22, 2020 September 22 -25
September 28 — October 2

Makeup October 6 October 6 -9 and 12

Emergency October 20 October 20 — 23 and 26

Important Dates

Load Student

s Manage Data Upload File

Request m Participation and

Accommodations LT an Verify student
fifife  Contacts @Y information in
=% PearsonAccessmeXt

Students complete

ReEu?st ﬁ Re(t:ei\{e Non-test Portion
“ ate es
. L of answer
Accommodations materials document (paper)

ACT Systems
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PearsonAccess"®*t (testadmin.act.org)

Web application used by testing staff to manage participation, verify and register
students, and order materials

Test Accessibility and
Accommodations System (TAA)

ACT test accommodations and English learner supports management system used
by testing staff to submit requests

What are my
Pre-test activities?

Pre-test activities

Manage Participation
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Pre-test activities

Manage Contacts

Organizations

Pre-test activities

Create Test Staff User Accounts

Pre-test activities
Select Qualified Staff & Complete Mandatory Training

Use the guidelines in the Test
Coordinator Information Manual

Test Coordinator
Information Manual

a
s

School Test Coordinator

Room Supervisor

School Test Coordinator

Room Supervisor

Proctor(s)
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Pre-test activities

Accommodations Quick Start Guide

Pre-test activities

Associating a New Test Date for Accommodations

Request History for MATTHEW SMITH

State Student ID

. Signin

. Search

. Request History Page
. Add test date

. Select Assign button

Pre-test activities

Submitting a New Accommodations Request

New Request
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Pre-test activities
Verify Receipt of Test Materials

24 Test Coordinator must open and verify the
HR receipt of all test materials using the packing list

Key for Test Booklet Covers

The test booklet cover determines the different types of testing:

Triangle = Circle =
standard time accommodations

o0 0000
Colored cover =
Non-college
reportable
accommodations

N>

Materials must be
used

Send materials
together
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Pre-test activities
Verify Receipt of Test Materials

|
*1. Reseal in the same place as before.

2. Sign your name across the tape. Be sure
your signature starts on the cardboard
goes across the tape, and ends on the
cardboard.

[
(
\

Pre-test activities
Verify Receipt of Test Materials

Order additional test materials if necessary

Pre-test Activities
Ordering Additional Materials

Orders & Shipment Tracking

The Test Coordinator must open and verify the receipt
of all test materials using the packing list

After counting materials:

\

the Test Coordinator can access secure test
materials before test day

Find Orders Placed of Updated in

Filters
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Pre-test Activities
Tracking Material Shipments

Order Details

Pre-test activities

Verify Receipt of Test Materials

If there is a security breach at any time

Call ACT immediately at

800.553.6244 ext. 2800

Pre-test activities

Students Complete Non-Test Portions of the Answer Document
(paper testing)

STUDENT CODE
(T bo completod by schoolstat mot the siudent )
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Pre-test activities
Students Complete Non-Test Portions of the Answer Document
(paper testing)

COMPLETE BLOCKS:
Score reports can not be mailed if these are incomplete

Printed First and Date of Mailing City State ZIP Code
Name and last name Birth Address
Address

Pre-test activities

State Specific Non-Test information e e vemns

« Information about

Examinees

« Potential Scholarship Data

» Examinees who do not test

Pre-test activities

Prepare Testing Rooms (paper testing)

Arrange seating so there is a minimum
of 3 ft. between examinees

Plan appropriately for students with local
and/or ACT-authorized accommodations

0
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Grouping Students

# i

Individual testing: Group Testing:

« Stop-the-clock breaks + Same timing code with
similar

« Reader (Human) accommodations/
supports

« Scribe

+ Pre-recorded audio or

text-to-speech with
individual computers and
headsets

Grouping Students - Writing
L 3

# i

Individual testing: Group Testing:

+ Voice activated software + Computer (word
processing software)

* Brailler

Accommodations and Support Roster

. Education

Spring 2020

The ACT Test
ministration Manu,

ang

In PearsonAccessnext,
under reports, click
on select an action,
then click on
operational reports.

7/14/2020
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Accommodations and Support Roster

On the Operational
Supports page
select Students and
Registrations.

Accommodations and Support Roster

Your
Accommodations
and Supports
Roster is the first
report on the list.

Pre-test activities

Prepare Testing Rooms (paper testing)

C 0 4 &

Ensure TC
access to a Ensure proper
phone lighting,
(not a cell temperature,
(must be kept and ventilation
on silent)

Use 2 reliable
timepieces Prepare

administration
materials

phone!)

0
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Extended Break

Writing test only

a O

Extended break for . L Continually monitor
All rooms testing Must maintain "
lunch or snack examinees for

before writing test d:‘t‘ﬂ"s’s';w'jz,g‘aa‘m Secr:!z:;;e“ prohibited
may be offered v particip: behaviors

Prepare Materials

Test Booklet

What are the free test prep
resources?
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Prepare Your Examinees

Prepare Your Examinees

Resources to complete this activity:

ACT Academy

Practice is the best
of all instructors.

[

ACT Acaderry i the go-in plece 1o gt FREE, peronated practics for the ACT

https://academy.act.org/

7/14/2020

ACT Paper Practice Test

Preparing for the ACT Test
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What are my
Test Day activities
for paper testing?

Sample Test Day Schedule
(Standard-time testing)

Arrival, identification, Dismiss
and seating of examinees
Arrival of testing staff examinees

Briefing session with Testing
school staff

Watch for and Document Irregularities

Prohibited Behavior Individual

by Students Irregularities Group Irregularities

Misadministrations can cause scores to be cancelled

7/14/2020
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Test Room Report

Test Administration Forms
Standard Tims, Paper

Roster

Test Administration Forms
Standard Time, Paper
e

Seating Diagram - Paper

Test Administration Forms
Standard Time, Paper

16



Timing Report - Paper
ACT Test Admi n Forms
per

Standard Time, Pa
Timing Report

san [

Test Day Activities

Collect Test room Documents

Irregularity Report

What are my
Post-test activities?

7/14/2020
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Post-test Activities
(paper testing)

Order Makeup Materials
Packing the Processing Envelope
Packing the cartons

Reporting Schedule

Post-test Activities

Makeup testing Determine student eligibility for makeup testing

Student:

+ Was Absent on initial test date

« Arrived too late to begin testing Y

« Did not complete required non-test portions of the answer document es
+ Began but did not complete testing (must retake entire battery)

Student:
« Completed Testing
+ Was dismissed for prohibited behavior

Post-test Activities
Makeup Testing Paper

Order Makeup
Materials in
PearsonAccessnext

O

7/14/2020
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Post-test Activities

Materials you will receive with the Makeup Kits

New test booklets

2 additional answer documents

2 additional administration manuals

2 additional copies of Test Administration Forms
A Site Header

Processing Envelope(s)

Be sure to only use the new test booklets shipped for makeup testing

Packing the Processing Envelope
(Paper Testing)

Processing Envelope [s]
2 B

= . l

D Answer Documents.

Packing the Cartons

7/14/2020
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Reporting Schedule

Student S';:E)I:jl High Student Online
Score Checklist School College Reports
Report Report Report Report Portal

School,

College District,

School School
State

Student

5-10 weeks 5-10 weeks | 5-10 weeks - 5-10 weeks | 5-10 weeks

College Dynamic
Reportable Online
Scores Reports

List of

List of College
Examinees Reportable

Scores

ACT Contact information

Test Administration Accommodations and Supports

Ny Ny
A W8800-553-6244 ext 2800 MW 800-553-6244 ext 1788
ACT StateAccoms@act.org

D act.org/stateanddistrict/wyoming
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