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Part I:  General Directions for Administering the Paper-Based Test  

The following are general directions to be followed when administering the paper-based Test Assessing Secondary Completion (TASC™) to examinees in New York State test centers.  The general directions contained in this section must be understood and followed by test center staff before administering the TASC™.  

The following symbols are used in the scripts and serve as prompts to the TASC™ Coordinator and/or Examiner when administering each TASC™ subtest.   
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	The directions are to read aloud to examinees are preceded by [image: image3.jpg]


 and are printed in bold type. 
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	This symbol indicates places where it might be helpful to use the TASC™ Test Book to show sample questions via a demonstration, or to ensure examinees have turned to the correct page.

	>
	Indicates notes to TASC™ Coordinator and/or Examiner during testing, and not to be said aloud. 
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	This symbol accompanies anything concerning timing on the test.
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	This symbol indicates that a calculator may be used for this test.  

(Calculators may only be used on the Science test and Part 1 of the Mathematics test).


	  efore  Before the first day of testing, the TASC™ Coordinator and/or Examiner must ensure the following tasks have been completed:

	1.
	Verify that each applicant meets the following testing rules, policies and regulations:  

>Applicant is a resident of New York State for at least thirty (30) days by the first date of testing; 
>All applicants must be at least sixteen (16) years of age of the first day of the test and must have reached maximum compulsory school attendance age; 
>Applicant has waited the required sixty (60) calendar days from the last date of testing to retest;

>Applicant will not test more than three (3) times during a calendar year;

>A test session may not exceed eight (8) calendar days from first day to last day of testing; 

>An applicant who passes any subtest may retest on that subtest only with the permission of the State Administrator; and 

>Applicants under age nineteen (19) on the first day of testing have proven they meet age eligibility criteria.

	2.
	All first time applicants have been registered in the CTB Registration System and have been assigned a Universal Unique Identifier (UUID).  All  TASC™ testers must be assigned the same UUID previously issued and may not be registered a second time in the CTB Registration System.

	3. 
	The demographic information typed into the CTB Registration System is complete and accurate. 

	4.
	All subtests the applicant intends to take are scheduled in the CTB Scheduling System.

	5.
	Verify the testing center has enough testing forms on hand to meet scheduled demand for the upcoming testing session. 

	5.
	Verify that preparations and materials listed in Part 12 of the 2015 CTB Test Administration Manual have been completed and are ready for use;

	6.
	Check the testing area to be sure that all materials (e.g. charts, posters, notes or flyers, etc.) that may give away testing answers are not in view of examinees;  

	On the first day of testing, the Coordinator and/or Examiner must ensure the following tasks have been completed:

	1.
	Verify the identity of each examinee using two (2) forms of identification (1 must be a recent photo ID); 

	2.
	Collect admission notices;

	3.
	Seat examinees in accordance with a seating chart.

	4.
	Have examinees complete signature cards.


	On each day of testing, the Coordinator and/or Examiner must ensure the following tasks have been completed:

	1.
	Verify that the form assigned in the CTB Scheduling system is the form distributed to examinee for each assigned subtest; 

	2.
	Review testing protocols with proctors and clerks;

	3.
	Before administering the test the Coordinator and /or Examiner must prepare the testing room.  This preparation includes: distribution of answer booklets on desks, placing at least two sharpened No. 2 pencils with soft erasers on desks, turning the heat and/or air conditioning and lights on in the testing room, verifying that the testing room clock is working correctly, and legibly writing the official test center name and today’s date on the board;

	4.
	Remove the correct number of test books and answer booklets from secure storage to meet demand for the testing day; 

	5.
	Have examinees store their personal possessions.  All belongings, including electronic communication and imaging devices (cell phones, pagers, digital cameras, handheld scanners, etc.), must be turned off and stored in a secure location away from examinees during testing; 

	6.
	Ensure that any examinee requiring special testing accommodations has provided the necessary paperwork and has been seated in a location properly situated when and where the testing accommodation may be given;


	7.
	The Coordinator and/or Examiner distribute a test center-provided Texas Instrument TI-30XS calculator to each examinee before the Science test and Part 1 of the Mathematics test begin.  The Coordinator and/or Examiner must ensure there is no data stored in the calculator’s memory before distributing the calculators to examinees; and 

	8.
	Read the scripts contained in this booklet verbatim to examinees.


	Script to be read aloud to examinees at the start of the first test session on the first day of testing.
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	Good ________________ (morning or afternoon) and welcome. Today you will take the Test Assessing Secondary Completion called the TASC™ test.  Testing will begin shortly.   
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	Before we begin, please make sure you have stored your personal belongings.  Purses, backpacks, electronic devices, food, drinks, books, supplies, coats, hats, and other such items must be stored away during testing.  Use of unauthorized materials during TASC™ testing may result in the invalidation of test scores.  If you have not already done so, please turn off all electronic devices (cell phones, I-Pods, cameras, and the like) and store these along with your other personal items in the designated storage area.

	
	>Allow time for examinees to store personal items. 
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	Breaks have been scheduled between subtests, but unscheduled breaks are not permitted during any subtest.  If you leave the room at any time other than scheduled break times, you will not be allowed to return to the testing room for the subtest currently in session and your incomplete subtest will be scored.  You may, however return for the next subtest that you are scheduled to take.
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	During testing, do not cause disruptions that may disturb other examinees.  Talking or sharing answers in any way is not permitted during testing.  If you disrupt other examinees or are found to be copying or sharing information with anyone during a testing session, you may be asked to leave the testing area and/or your test scores may be invalidated.
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	During testing you may use lined colored scratch paper to solve problems or aid you in marking your place on the subtest.  I will distribute lined colored scratch paper and ensure that you have two (2) pencils with soft erasers available to take each subtest.  Graph paper is also available upon request.   


	> After reading these directions, the Coordinator and/or Examiner should proceed to Part 2: Directions for Completing Examinee ID Information.  If this ID information has already been completed, then proceed to the directions for the specific subtest. 


Part 2: Directions for Completing the Examinee ID Information
Before proceeding to the specific directions for each subtest administration, carefully read the directions below to guide the examinees through the process of completing the Examinee ID Information section on the first page of the TASC™ answer booklet.  The Coordinator and/or Examiner must clearly and slowly read the directions for completing the Examinee ID Information section (Items 1 to 6 on page 1 of the answer booklet to all examinees.   

It is critical that Items 1 to 6 are filled-in accurately and complete. Inaccurate or incomplete responses to these items delay scoring of the test.      

As you read the directions, hold up a blank answer booklet to show examinees the location of the areas to be completed. Watch the examinees to be sure they understand the directions, and are completing their answer booklets accurately.  It is important to demonstrate to all examinees the location of the item being mentioned in the oral directions.  Pause between statements as you go from item to the next.

	Script to be read aloud to examinees at the start of the first test session.              

(Page 1 answer booklet)
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	This is the TASC™ answer booklet. You will use this booklet to enter your identification information and to record your answers. 
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	We will complete the identification information on page 1 of the answer booklet together. Please wait for my instructions before making any marks. At the top of the first page by circled number 1, labeled Testing Site Name, print the name of this testing site.  The name of this testing site is: ________________________.


	
	>Write the official name of the Testing Center on the board if you have not already done so.
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	The area under Testing Site Name is labeled, Educational Center/TASC™ Test Prep Program Name.   
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	Some of you were recently enrolled in an educational preparation program.  If you have attended a TASC™ preparation program, print the name of the program you attended on the line below the name of the testing site. If you were not enrolled in a preparation program, print N/A on the line.  

	
	>Check to be sure that all examinees follow along correctly in their answer booklets.
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	Look at circled number 2 labeled Examinee Name. Print your full legal last name, full legal first name and middle initial in the spaces provided. 
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	The area by circled number 3 is labeled Examinee ID/UUID.  Your Examinee ID/UUID was provided to you when you arrived here today.  Print the numbers of this ID in the boxes provided and then fill-in the corresponding circle below each number.  Be sure to print all 9 digits including initial zeroes, in the boxes and fill-in only one circled number in each column.  .
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	Go to number 4, Date Test Taken.  Today’s date is _____/______/____. Fill-in the circle for the month.  Print the numbers of the day and year in the boxes provided and fill-in the corresponding circle below each number.  Be sure to print initial zeroes in the boxes and to fill-in only one circled number in each column.  

	
	>Write the first date of testing on the board if you have not already done so.
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	Before we complete circled number 5, I will distribute the test books.  Do not open your test book until I instruct you to do so. 



	
	>Distribute the test books carefully, ensuring that each examinee receives the form assigned in the CTB Registration/Scheduling System for each scheduled subtest. 
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	On the front cover of your test book, you will see a test form indicated.  Your test form can be D, E or F.   Find circled 5, labeled Form in your answer booklet. Fill-in the circle in the box that corresponds to the form found on your test book.  Be sure that you completely darken the correct circle on your answer booklet.  
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	Go to circled number 6 labeled, Examinee Signature.  Sign your name in pencil to confirm that you have checked and verified that the examinee and form information that you have provided numbered 1 through 5 are correct.  
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	Has everyone completed this page?



	
	  >Before moving to page 3 of the answer booklet, be sure that all examinees have completed page 1.
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	Leave page 3 of the answer booklet blank.  I will complete items 7, 8 and 9 at the conclusion of the test.
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	I will now pass out the remaining materials needed for the test.  Do not open your test book until you are instructed to do so. 


	> After the examinee identification information on the answer booklet has been filled out, Coordinators and/or Examiners should proceed to the directions for the specific subtest to be administered. Directions for each subtest administration are located on subsequent pages of this manual. 


Part 3: Directions for Administering the Science Test 
The test directions must be read to examinees exactly as written. It may be helpful while reading the directions that the Coordinator and/or Examiner hold up a folded answer booklet so that examinees can be sure they are on the correct page.  

The Coordinator and/or Examiner must check that all examinees have a test book, an answer booklet and two sharpened No. 2 pencils with soft erasers before beginning the Science test.  (Examinees must use soft erasers to avoid the tearing or smudging of the answer booklet).

Before the Science test begins, the Coordinator and/or Examiner must distribute lined colored scratch paper to all examinees and graph paper if requested.       

Also distribute TI-30XS calculators and Calculator Reference Sheets to examinees. An examinee may use only these calculators when answering Science test questions requiring calculations.  
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If additional scratch or graph paper is needed, collect the used paper and provide replacement paper. 

Note: Regarding examinees who have finished the Science test before the total time allotment, use your discretion (depending upon your system and staff you have in place) as to whether you want to dismiss the examinee from the testing room or have that person remain quietly in their seat until everyone has finished the test.  Before the Science test begins, you should inform all examinees what you would like them to do when they have finished.   
	Science Test Script

	Script to be read aloud to examinees at the start of the Science Test              

(Page 5 in the answer booklet)
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	Open your test book to the first page of the Science test.  Do not write in or make any stray marks in your test book.  
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	Now open your answer booklet to page 5 and find the Science Test. You will complete Questions 1 to 50 of this test.  

	
	> Check to be sure that all examinees are in the correct place in their test books and answer booklets.
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	In this test you will mark your answers in your answer booklet.  Only answers recorded in the answer booklet will be scored.  You should fill-in only the circle that goes with the answer you choose.  Be sure to fill-in the circle completely and make your mark heavy and dark.  If you want to change an answer, completely erase the mark you made before making a new mark.   
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	You may use the scratch paper provided, but DO NOT mark in your test book.  Remember to fill-in the circle that goes with the answer you choose, since scratch paper will be destroyed and not be sent with your answer booklet to be scored.       
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	We will begin this test by doing a sample question.  
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	Find Sample A in your test book.  Go to page 5 in your answer booklet and find Sample A, directly under the word SCIENCE. Then read the directions in your test book and do Sample A.  

Stop when you have finished Sample A. Do not turn the page or begin the actual test until you are told to do so.  

	
	>Give examinees time to answer Sample A.  Do not read the sample out loud.
>Assist examinees with test taking mechanics if needed. 
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	The correct answer to Sample A is Choice A.
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	In addition to multiple choice questions, you will also be asked to complete a question that requires you to construct your own response. Enter your response to this question (#15) for the Science test in the large box provided on page 5 of the answer booklet. 
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	Show examinees the box on page 5 they need to use to answer the constructed response question.  
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	Are there any questions?  
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	In a moment you will take the Science test.

	[image: image37.jpg]



	In this section, you may use your calculators and may refer to the Calculator Reference Sheet I have distributed.  The Calculator Reference Sheet shows how to use the calculator to complete common mathematical computations.   
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	Remember to read all the directions and information in this part of the test book.  

When you come to “STOP” sign at the bottom of the page, you have finished the Science test.
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	You may go back over the Science test and check your answers.  
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	When you have finished, raise your hand and I will collect your materials. 
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	Are there any questions?

	
	>When you are sure that all examinees understand the directions, continue to read the next set of directions to them.
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	You have ___ minutes (85 minutes for English and 90 minutes for Spanish) for the Science test.  I will announce when there are 10 minutes remaining.   Make sure that you are on the correct page in your test book and that the number of the item you bubble-in on your answer booklet matches the number of the question in your test book.

	
	>Write the starting and stopping times for the Science test on the board. 

>Write the time when the ten (10) minute warning will be given.
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	You may begin.
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	Check to be sure that examinees are in the right place in their test books and answer booklets and are filling in circles correctly. 


	>Look at the clock and when 10 minutes remaining, 
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	You have 10 minutes remaining to complete the Science test.  Make sure that you mark all of your answers clearly and that you completely erased any stray marks.     
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	>Look at the clock and when there are 0 minutes remaining,
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	Time is up.  Please close your test book.    
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	Do not put your scratch paper, graph paper (if applicable), or answer booklet in your test book.

	
	   >Check to be sure that all examinees have closed their test books.  

   >Collect all test materials in accordance with the instructions in Part 8- 

    “Concluding the Test Session” in the CTB Examiner’s Manual-Oral 

     Directions for Paper-Based Tests – English and Spanish”. 


Part 4: Directions for Administering the Mathematics Test

The test directions must be read to examinees exactly as written. It may be helpful while reading the directions that the Coordinator and/or Examiner hold up a folded answer booklet so that examinees can be sure they are on the correct page.  

The Coordinator and/or Examiner must check that all examinees have a test book, an answer booklet, and two sharpened No. 2 pencils with soft erasers before beginning the Mathematics subtest.  Examinees must use soft erasers to avoid the tearing or smudging of the answer booklet. 

Before the Mathematics test begins, the Coordinator and/or Examiner must distribute lined colored scratch paper to all examinees and graph paper if requested.       

Also distribute TI-30XS calculators and Calculator Reference Sheets. Examinees may use these calculators only when answering Part 1 of the Mathematics test.  
 If additional scratch or graph paper is needed, collect the used paper and provide replacement paper. 

	The Coordinator and/or Examiner must ensure that all examinees complete the  Mathematics Test in the following order:

1. Answer Sample A and B on the top of page 7 of the answer booklet

2. Answer Questions #1-27 (page 7 and 9) in the answer booklets. 
    (Calculator Session).
3. Break to collect calculators from all examinees except those who have an 

    approved Accommodation to use the calculator to use the calculator for all 

    parts of the Mathematics test.

4. Answer Questions #28-55 in their answer booklets. (Non-Calculator 
    Session). 


Note: Regarding examinees who have finished the Mathematics test before the total time allotment, use your discretion (depending upon your system and staff you have in place) as to whether you want to dismiss the examinee from the testing room or have that person remain quietly in their seat until everyone has finished the test.  Before the Mathematics test begins, you should inform all examinees what you would like them to do when they have finished.   
	Mathematics Test Script

	Script to be read aloud to examinees at the start of the Mathematics Test              

(Page 7 in the answer booklet)
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	Open your test book to the first page of Part 1 (Calculator Session). 
Do not write in or make any stray marks in your test book.  
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	Now open your answer booklet to page 7 and find the word Mathematics (Calculator Session).  You will answer Questions 1 to 27 using the calculator provided. Test center staff will then collect the calculator during the scheduled break and you will then be given time to answer Questions 28 to 55 on Part 2 (Non-Calculator Session) of the Mathematics test. 

	
	>Demonstrate:  Check to be sure that all examinees are in the correct place in 
   their test books and answer booklets.
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	In this test you will mark your answers in your answer booklet.  Only answers recorded in the answer booklet will be scored.  You should fill-in only the circle that goes with the answer you choose.  Be sure to fill-in the circle completely and make your mark heavy and dark.  If you want to change an answer, completely erase the mark you made before making a new mark.   
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	You may use the scratch paper provided, but DO NOT mark in your test book.  Remember to fill-in the circle that goes with the answer you choose, since scratch paper will be destroyed and not be sent with your answer booklet to be scored.       
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	We will begin this test by completing two sample questions.  You will mark your answers to Sample Question A and Sample Question B in the shaded box on page 7 of your answer booklet.
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	Find Sample A in your test book.  Read the directions and do Sample A. 
Stop when you have finished Sample A. 
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	Do not turn the page or begin the actual test until you are told to do so.   

	
	>Give examinees time to answer Sample A. Do not read the sample out loud.
>Assist examinees with test taking mechanics if needed. 
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	Now find Sample B in your test book and answer booklet. 
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	Sample B is a gridded-response question. Alongside the grid in Sample B in your answer booklet, there are instructions for responding to gridded- response questions.   We will review those instructions now. 

	
	 >Read aloud to examinees the instructions alongside Sample B in the answer    

   booklet. These are reproduced here:  
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	*Change any mixed number to a decimal or improper fraction before 

  recording your answer in the answer booklet. 

*Begin your answer in any column box.
*Completely fill-in one corresponding bubble below each column.  

*Leave unused columns blank.

*Grid only one answer if there is more than one correct answer.
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	Are there any questions?

	
	>Answer any relevant questions.  
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	Now complete Sample B.  Stop when you have finished. Do not turn the page and begin the actual test until told to do so.



	
	>Give examinees time to answer Sample B.

>Assist examinees with test taking mechanics if needed. 
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	The correct answer for Sample B is 3.
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	In addition to multiple choice questions, you will also be asked to complete a question that requires you to construct your own response.  Enter your response to this question (Number 24) in the large box provided on page 9 of the answer booklet.  
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	Show examinees the box on page 9 they need to use to answer the constructed response question.  
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	Are there any questions?
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	In a moment, you will take Part 1 (Calculator Session) of the Mathematics test.  In this section, you may refer to the Mathematics Reference Sheet and Calculator Reference Sheet I have distributed.   The Mathematics Reference Sheet contains common mathematics formulas and the Calculator Reference Sheet shows how to use the calculator to complete common mathematical computations. 
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	There will be a short break between Part 1 (Calculator Session) and Part 2 (Non-Calculator Session) of the Mathematics test.
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	Remember to read all of the directions and information this part of the test book.  When you come to the “STOP” sign at the bottom of the page, you will have completed Part 1 of the Mathematics test. 
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	You may go back over Part 1 of the test and check your answers, but do not go on to Part 2 (Non-Calculator Session).  

When you have finished, raise your hand and I will collect your materials. 
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	Are there any questions? 
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	You have ___ minutes (50 minutes for English and 55 minutes for Spanish) to complete Questions 1 to 27 in Part 1 where you can use a calculator.  I will announce when there are 10 minutes remaining in the test.  Make sure that you are on the correct page in your test book and that the number of the item you bubble-in on your answer booklet matches the number of the question in your test book.
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	Remember to read all of the directions and information in this section of the test book.  
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	When you finish Question 27 on page 9 in your answer booklet, you have finished Part 1 (Calculator Session) of the Mathematics test.  
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	Are there any questions?  

	
	>When you are sure that all examinees understand the directions, continue to the next set of reading directions. 
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	You may begin.
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	Check to be sure that examinees are in the right place on their answer booklets and are filling in circles correctly.  

	
	>Write the starting and stopping times for Part 1 (Calculator Session) on the 
  board. 
> Write the time when the 10-minute warning will be given.


	> Look at the clock and when there are 10 minutes remaining for Part 1,
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	You have 10 minutes remaining to complete Part 1 (Calculator Session).  Make sure that you mark all of your answers clearly and that you completely erased any stray marks.     
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	>Look at the clock and when there are 0 minutes remaining for Part 1,
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	Time is up.  We will take a break now before beginning Part 2.  
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	Please put your answer booklet inside your test book and close your test book. 

	
	>Check to make sure examinees have placed their answer booklets inside their   test books and have closed their test books.

>Collect calculators, scratch paper, graph paper, and Calculator Reference Sheets from all examinees.  The Mathematics Reference Sheets may remain on the examinee’s desk, since they can use the sheet to complete Part 2 of the Mathematics test.    
>If the examinee has an accommodation that allows him or her to use the calculator for the entire Mathematics test, leave the calculator on the examinee’s desk. 

>Distribute new lined colored scratch paper and graph paper if requested to all examinees during break. 
>Resume testing at the conclusion of the break.  
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	Now that you have finished Part 1 (Calculator Session) and have had a break, you will complete Part 2 (Non-Calculator Session).  However, if you have an approved accommodation that allows you to use a calculator for both Part 1 and Part 2, I have left the calculator on your desk. 

	
	>Before Part 2 of the Mathematics test begins make sure all examinee’s have a test book, answer booklet, Mathematics Reference sheet, Number 2 pencils with an erasure, scratch paper, and graph paper (if requested) on their desks.    

>Check around the room and be sure the calculators were collected (unless a calculator accommodation was granted) and new lined colored scratch paper, and graph paper was distributed to each examinee. 
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	Open your test book to Part 2 (Non-Calculator Session).  Make sure you are on the correct page of your test book and answer booklet.  Do not turn the page or begin the actual test until you are told to do so.  

	
	>Check to be sure that examinees are in the correct places in their test book and answer booklet. 
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	In Part 2, you may continue to refer to the Mathematics Reference Sheets on your desk.  
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	Remember to read all information in this part of the test book.  When you come to the “STOP” sign at the bottom of page of the test book, you have finished Part 2.  You may go over Part 2 and check your answers, but do not go back to Part 1.
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	When you have finished, raise your hand and I will collect your test materials.
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	 Are there any questions?

	
	>When you are sure that all examinees understand the directions, continue to read the next set of directions.
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	You have ___ minutes (55 minutes for English and 60 minutes for Spanish) to complete Part 2 (Non-Calculator Session). You will complete Questions 28 to 55, where you may not use a calculator.  Make sure that you are on the correct page in your test book and that the number of the item you bubble-in on your answer booklet matches the number of the question in your test book.
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	I will announce when there are 10 minutes remaining.  
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	You may use the scratch paper provided, but DO NOT mark in your test book.  Remember to fill-in the circle that goes with the answer you choose, since scratch paper will be destroyed and not be sent with your answer booklet to be scored.       
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	Are there any questions?  
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	You may begin.
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	Check to be sure that examinees are in the right place on their answer booklets and are filling in circles correctly.  

	
	>Write the starting and stopping times for Part 2 (Non-Calculator Session) of the Mathematics test on the board.  
>Write the time when the 10-minute warning will be given.


	>Look at the clock and when there are 10 minutes remaining for Part 2 (Non-Calculator Session),  
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	You have 10 minutes remaining to complete Part 2.  
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	Make sure that you have marked all your answers clearly and that you have completely erased any marks you do not want. 


	>Look at the clock and when there are 0 minutes remaining for Part 2 ((Non-Calculator Session),
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	Time is up.  Please close your test book. 
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	Do not put scratch paper, graph paper (if applicable) or your answer booklet in your test book.

	
	> Check to be sure that all examinees have closed their test books.  

   >Collect all test materials in accordance with the instructions in Part 8- 

    “Concluding the Test Session” in the CTB Examiner’s Manual-Oral 

     Directions for Paper-Based Tests – English and Spanish”.


Part 5:  Directions for Administering the Reading Test 
The test directions must be read to examinees exactly as written. It may be helpful while reading the directions that the Coordinator and/or Examiner hold up a folded answer booklet so that examinees can be sure they are on the correct page.  

The Coordinator and/or Examiner must check that all examinees have a test book, an answer booklet, and two sharpened No. 2 pencils with soft erasers before beginning the Mathematics subtest.  Examinees must use soft erasers to avoid the tearing or smudging of the answer booklet. 

Before the Reading test begins, the Coordinator and/or Examiner must distribute lined colored scratch paper (and graph paper if requested) to all examinees.       

If additional scratch or graph paper is needed, collect the used paper and provide replacement paper. 

Note: Regarding examinees who have finished the Reading test before the total time allotment, use your discretion (depending upon your system and staff you have in place) as to whether you want to dismiss the examinee from the testing room or have that person remain quietly in their seat until everyone has finished the test.  Before the Reading test begins, you should inform all examinees what you would like them to do when they have finished.   
	Reading Test Script

	Script to be read aloud to examinees at the start of the Reading Test              

(Page 13 of the answer booklet)
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	Open your test book to the first page of the Reading test.  
Do not write in or make any stray marks in your test book.  
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	Now open your answer booklet to page 13 and find the Reading test.  You will answer Questions 1 to 50. 

	
	>Demonstrate: Check to be sure that all examinees are in the correct place in 
  their test books and answer booklets.
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	In this test, you will mark your answers in your answer booklet.  Only answers recorded in the answer booklet will be scored.  You should fill-in only the circle that goes with the answer you choose.  Be sure to fill-in the circle completely and make your mark heavy and dark.  If you want to change an answer, completely erase the mark you made before making a new mark.   
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	You may use the scratch paper provided, but DO NOT mark in your test book.  Remember to fill-in the circle that goes with the answer you choose, since scratch paper will be destroyed and not be sent with your answer booklet to be scored.       
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	We will begin this test by doing a sample question.   You will mark your answer to Sample Question A in the shaded box labelled A on page 13 of your answer booklet.
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	Find Sample A in your test book.  Read the directions and do Sample A.  Stop when you have finished.  

	
	>Give examinees time to answer Sample A.  Do not read the sample out loud.
>Assist examinees with test taking mechanics if needed.
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	The correct answer to Sample A is choice C.
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	In addition to multiple choice questions, you will also be asked to complete a question that requires you to construct your own response.  Enter your response to this question (# 24) in the large box provided on page 13 of the answer booklet.  

	
	[image: image106.png]



	Show examinees the box on page 13 they need to respond to the constructed response question.  
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	In a moment you will take the Reading Test.  
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	Remember to read all of the directions and information in this part of the test book.  
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	When you come to the “STOP” sign in the answer booklet, you have finished the test. 
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	You may go back over the test and check your answers.  When you have finished, raise your hand and I will collect your materials.   
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	Are there any questions?  

	
	>When you are sure that all examinees understand the directions, continue to read the next set of directions to them. 
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	You have ___ minutes (75 minutes for English and 80 minutes for Spanish) for the Reading test. I will announce when there are 10 minutes remaining.  Make sure that you are on the correct page in your test book and that the number of the item you bubble-in on your answer booklet matches the number of the question in your test book.
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	You may begin.
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	Check to be sure that examinees are in the right place in their answer booklets and are filling in circles correctly.  

	
	>Write the starting and stopping times for the Reading test on the board.  
>Write the time when the 10-minute warning will be given.


	>Look at the clock and when there are 10 minutes remaining for the Reading test,  
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	You have 10 minutes remaining to complete this section of your Reading test.  
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	Make sure that you have marked all your answers clearly and that you have completely erased any marks you do not want.


	>Look at the clock and when there are 0 minutes remaining for the Reading test,
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	Time is up.  Please close your test book.   
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	Do not put your scratch paper, graph paper (if applicable), or answer booklet in your test book.

	
	> Check to make sure that all examinees have closed their test books.  

>Collect all test materials in accordance with the instructions in Part 8- 

   “Concluding the Test Session” in the CTB Examiners Manual-Oral 

Directions for Paper-Based Tests – English and Spanish.”


Part 6: Directions for Administering the Writing Test 
The test directions must be read to examinees exactly as written. It may be helpful while reading the directions that the Coordinator and/or Examiner hold up a folded answer booklet so that examinees can be sure they are on the correct page.  
The Coordinator and/or Examiner must check that all examinees have a test book, an answer booklet and two sharpened No. 2 pencils with soft erasers before beginning the Writing test.  Examinees must use soft erasers to avoid the tearing or smudging of the answer booklet.

Before the Writing test begins, the Coordinator and/or Examiner must distribute lined colored scratch paper (and graph paper, if requested) to all examinees.       

If additional scratch or graph paper is needed, collect the used paper and provide replacement paper. 

Note: Regarding examinees who have finished the Writing test before the total time allotment, use your discretion (depending upon your system and staff you have in place) as to whether you want to dismiss the examinee from the testing room or have that person remain quietly in their seat until everyone has finished the test.  Before the Writing test begins, you should inform all examinees what you would like them to do when they have finished.   
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	Writing Test Script

	Script to be read aloud to examinees at the start of the Writing Test              

(Page 15 in the answer booklet)
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	Open your test book to the first page of the Writing test.  Do not write in or make any stray marks in your test book.  
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	The Writing Test contains 2 parts.  In Part 1 you will complete 52 multiple choice questions.  In Part 2 you will write one (1) essay on a specified topic.
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	Now open your answer booklet to page 15 and find the Writing test. 

	
	>Check to be sure that all examinees are in the correct place in 
  their test books and answer booklets.
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	In this test you will mark your answers in your answer booklet.  Only answers recorded in the answer booklet will be scored.  You should fill-in the circle that goes with the answer you choose in the multiple-choice section of the test.  Be sure to fill-in the circle completely and make your mark heavy and dark.  If you want to change an answer, completely erase the mark you previously made before making a new mark.   
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	You may use the scratch paper provided, but DO NOT mark in your test book.  Remember to fill-in the circle that goes with the answer you choose, since scratch paper will be destroyed and not be sent with your answer booklet to be scored.       
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	We will begin this test by doing a sample question.  
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	Find Sample A in your test book, and Sample A in your answer booklet  on page 15.  

Then read the directions and do Sample A.  

Stop when you have finished Sample A. 

	
	>Give examinees time to answer Sample A.   Do not read the sample out loud.
>Assist examinees with test taking mechanics if needed. 
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	 Do not turn the page or begin the actual test until you are told to do so.
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	The correct answer to Sample A is choice A.
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	In addition to multiple choice questions, you will also be asked to complete a question that requires you to construct your own response.  Enter your response to this question (# 45) in the large box provided on page 15 of the answer booklet.  
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	Demonstrate: Show examinees the box on page 15 they need to respond to the constructed response question.  
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	Are there any questions?
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	In a moment, you will take the Writing test.

	[image: image134.jpg]



	You have ___ minutes (105 minutes for English and 110 minutes for Spanish) to complete both the multiple choice questions and the essay portion of the Writing test.  Make sure that you are on the correct page in your test book and that the number of the item you bubble-in on your answer booklet matches the number of the question in your test book.
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	I will make two announcements prior to the end of the test.  
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	Because you should allow at least 45 minutes for the essay, I will make an announcement when there are 45 minutes remaining.
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	If you finish the multiple choice portion of the test early, you may proceed to the essay.
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	You may return to the multiple-choice portion once you have finished the essay if there is time remaining in the test session.
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	You may also use your scratch paper to draft your essay, but be sure to allow enough time to copy your essay into your answer booklet since scratch paper will be destroyed and will not be sent with your answer booklet for scoring.  You must complete your essay in pencil.  You can print your essay or write it in cursive.
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	Are there any questions?  
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	Remember to read all of the directions and information contained in this section of the test book before writing your essay.  
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	Are there any questions?  

	
	>When you are sure that all examinees understand the directions, continue to read the next set of directions to them.
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	I will announce when there are 10 minutes remaining in this test session.  Make sure you are on the correct page in your test book and on the correct number in your answer booklet. 
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	You may begin.
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	Check to be sure that examinees are in the right place on their answer booklets and are filling in circles correctly.  

	
	>Write the starting and stopping times for the writing test on the board.  
>Write the times when a 45-minute and a 10-minute warning will be given.


	>Look at the clock and when there are 45 minutes remaining,  
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	You have 45 minutes remaining to complete the test.  If you have not already done so, you should begin to write your essay at this time.  
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	>Look at the clock and when there are 10 minutes remaining,
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	You have 10 minutes remaining to complete the Writing test.
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	Make sure that you have marked all your answers clearly and that you have completely erased any marks you do not want.  


	>Look at the clock and when there are 0 minutes remaining for the Writing test,
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	Time is up.  
Please close your test book.    
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	Do not put your scratch paper, graph paper or answer booklet in your test book.

	
	> Check to be sure that all examinees have closed their test books.  

   >Collect all test materials in accordance with the instructions in Part 8- 

    “Concluding the Test Session” in the CTB Examiner’s Manual-Oral 

 Directions for Paper-Based Tests – English and Spanish”.


Part 7: Directions for Administering the Social Studies Test 
The test directions must be read to examinees exactly as written. It may be helpful while reading the directions that the Coordinator and/or Examiner hold up a folded answer booklet so that examinees can be sure they are on the correct page.  
The Coordinator and/or Examiner must check that all examinees have a test book, an answer booklet and two sharpened No. 2 pencils with soft erasers before beginning the Writing test.  Examinees must use soft erasers to avoid the tearing or smudging of the answer booklet.

Before the Social Studies test begins, the Coordinator and/or Examiner must distribute lined colored scratch paper (and graph paper, if requested) to all examinees.       

If additional scratch or graph paper is needed, collect the used paper and provide replacement paper. 

Note: Regarding examinees who have finished the Social Studies test before the total time allotment, use your discretion (depending upon your system and staff you have in place) as to whether you want to dismiss the examinee from the testing room or have that person remain quietly in their seat until everyone has finished the test.  Before the Social Studies test begins, you should inform all examinees what you would like them to do when they have finished.   
	Social Studies Test Script

	Script to be read aloud to examinees at the start of the Social Studies Test              

(Page 21 of the answer booklet)
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	Open your test book to the first page of the Social Studies test.  
Do not write in or make any stray marks in your test book.  
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	Now open your answer booklet to page 21 and find the Social Studies test.  You will answer Question 1 to 50.  

	
	> Check to be sure that all examinees are in the correct place in their test book and answer booklets.
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	In this test, you will mark your answers in your answer booklet.  Only answers recorded in the answer booklet will be scored.  You should fill-in only the circle that goes with the answer you choose.  Be sure to fill-in the circle completely and make your mark heavy and dark.  If you want to change an answer, completely erase the mark you made before making a new mark.   
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	You may use the scratch paper provided, but DO NOT mark in your test book.  Remember to fill-in the circle that goes with the answer you choose, since scratch paper will be destroyed and not be sent with your answer booklet to be scored.       
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	We will begin this test by doing a sample question.  You will mark your answers to Sample A in the shaded box on page 21 in your answer booklet.

	[image: image158.jpg]



	Find Sample A in your test book.  
Read the directions and then do sample A.

Stop when you have finished Sample A. 

	
	>Give examinees time to answer Sample A.   Do not read the sample out loud.
>Assist examinees with test taking mechanics as needed.
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	Do not turn the page or begin the actual test until you are told to do so.
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	The correct answer to Sample A is choice B.

	[image: image161.jpg]



	In addition to multiple choice questions, you will also be asked to complete a question that requires you to construct your own response.  Enter your response to this question (# 27) in the large box provided on page 21 of the answer booklet.  
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	Demonstrate: Show examinees the box on page 21 they need to respond to the constructed response question.  
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	Are there any questions?  
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	In a moment you will take the Social Studies Test.  
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	Remember to read all of the directions and information in this part of the test book.  
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	When you come to the “STOP” sign at the bottom of the page you have   finished the Social Studies test. 
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	You may go back over the test and check your answers.  
When you have finished raise your hand and I will collect your materials. 
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	Are there any questions?  

	
	>When you are sure that all examinees understand the directions, continue to read the next set of directions to them.
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	You have ___ minutes (75 minutes for English and 80 minutes for Spanish) for the Social Studies test.  I will give you a 10 minute warning prior to the end of the test.  Make sure that you are on the correct page in your test book and that the number of the item you bubble-in on your answer booklet matches the number of the question in your test book.
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	You may now begin.
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	Check to be sure that all examinees are in the right place in their test books and that they are filling in circles correctly in their answer booklets.

	
	>Write the starting and stopping times for the Social studies Test on the board.  
>Write the time a 10-minute warning will be given.


	>Look at the clock and when there are 10 minutes remaining,  
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	You have 10 minutes remaining to complete the Social Studies test.  
Make sure that you have marked all your answers clearly and that you have completely erased any marks you do not want.  
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	>Look at the clock and when there are 0 minutes remaining;
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	Time is up.  
Please close your answer booklet and test book.    
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	Do not put your scratch paper, graph paper or answer booklet in your test book.

	
	> Check to be sure that all examinees have closed their test books.  

>Collect all test materials in accordance with the instructions in Part 8- 

   “Concluding the Test Session” in the CTB Examiner’s Manual-Oral 

Directions for Paper-Based Tests – English and Spanish”.


	Steps in Concluding the Test Session 
	Done

	Collect pencils and erasers.
	

	Check answer documents that they adhere to the following standards:
· Examinee-identifying information is complete with circles that examinees intended to mark filled in completely.

· Stray pencil marks are completely erased.

· *Ensure the following key fields are complete and accurate:

· First Name

· Last Name

· Examinee UUID

· Test Date

· Test Form
	

	Collect examinee test booklets.  Be sure to record the serial numbers from the test booklet on the Test Material Distribution Log. Make sure there are no ripped or missing pages in the test books.
	

	Collect scratch paper and graph paper. 
	

	Collect 

· Calculators (if applicable)

· Mathematics Reference Sheets
· Calculator Reference Sheets
	

	Dismiss examinees only after these tasks have been completed. 
	

	Be sure examinees retire any possessions that they had stored prior to testing and will take them with them they leave the testing room.
	

	Document the start and stop times of the test.
	


	After Testing 
	Done

	Complete questions 7 and 8 in the answer booklet for examinees who had special testing accommodations of alternate formats.
	

	Sign each examinee’s answer booklet in the Question #9; Examiner Signature.
	

	Prepare answer booklets for scoring by CTB McGraw-Hill:

· Alphabetize answer booklets by last name of examinee;

· Fill-out the Group Information Sheet (GIS);

· Place the completed GIS on the top of the alphabetized answer booklets;

· Bundle the GIS and answer booklets together before taking them to secure storage;
· Inspect test books for completeness and stray marks;

· Assemble all administrative forms and records used during testing:

· Test Distribution Log

· Test Invalidation Report

· Appendix H Incident/Irregularity Reports

· Test Question Comment Forms;

· Prepare scratch paper and graph paper for secure destruction;
· Return secure and confidential materials to their proper locations; 

· Return non secure materials to their proper locations.

      (ex. Blank scratch paper, pencils, erasers, etrc) 
	


	  efore Immediately following the test each testing day the Coordinator and/or Examiner must:

	Check-In all examinee subtests taken that day.    




	  efore Within five (5) calendar days of the conclusion of a testing session, the Coordinator and/or Examiner must ensure the following tasks have been completed:

	1. 
	Mail the following documents to CTB McGraw-Hill:

· Completed answer booklets (PBT)
· Appendix H (if applicable)
· Test Site List (TSL)
· Group Information Sheet (GIS)
· Accommodations Approval Letter (if applicable)
· Accommodations Waiver Form (if applicable)      



	2.
	Mail the following documents to the New York State Education Department:

· Completed attendance sheets

· Signed signature cards

· T-TAF Forms (if applicable)
· Accommodations Approval Letter (if applicable)
· Accommodations Waiver Form(if applicable)
· Appendix H (if applicable)  
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