  



Quality Control Checks for Teachers
Please read the Teacher Instructions carefully to make sure all steps in the administration process are being followed.

When you have received your student’s answer sheets, check to ensure each student has received a sheet.  If you did not receive a sheet for any student, USE AN EXTRA ANSWER SHEET.  Do not use a sheet with a different student’s name on it.
You will need to make sure that if any of the following is true, that the appropriate “Reason Not Tested” bubble is filled in:
· Not Enrolled
· Absent (for entire test) 
· Taking NYSAA 

· Taking NYSESLAT 
· Refused (This would mean the entire test.  Refusing to take part of a test will give student a partial score, in which case the “Refused” bubble should NOT be filled in)
· Medically Excused (student is hospitalized and has physician documentation) 
· Administrative Error

 After the administration of the test, you must check and make sure that student has completed the assessment and all bubbles are filled in.
Teachers must check all sheets to ensure that if there are responses, the absent bubbles are not filled in.  This will result in a student recorded as “Not Tested.”  Please wait until the last day of the make up period to determine whether a student is truly absent.
You must complete a Student Demographic Information document (yellow sheet) for each extra answer sheet used.  Make sure all correct information is entered on sheet (i.e. student ID, grade, extra answer sheet number, date of birth, homeroom and gender.  Each grade level must be on a separate sheet.

You must place all “out of the ordinary” answer sheets in the “Special Handling” envelope and explain the issue on the provided cover sheet (i.e. “Reason Not Tested” bubbled in, students that had two sheets for any reason, all rebubbled answer sheets along with their original and the reason for rebubbling on an extra answer sheet, etc.)

All “out of the ordinary” answer sheet documents that require special attention must be documented accordingly for the Test Scoring Coordinator so that they are handled separately:
· All unused blank answer sheets

· All Extra Answer Sheets used
· Completed Student Demographic Information Sheets (yellow) 

· Any sheets that have been damaged in any way and need to be rebubbled.  This would include any sheets that are torn, folded or bent, spilled on, stray marks, etc.
(Please rebubble on an extra answer sheet and keep both sheets together.)

It is important for districts to know that the answer sheets are created from the information that exists in the Data Warehouse from the latest refresh before printing begins.  Please make sure all student enrollment and demographic information is clean so that your district will receive accurate information on answer sheet documents.
