



Quality Control Checks for Test Scoring Coordinators
When you have received your district’s answer sheets, check all sheets against rosters to make sure each student has received a sheet.

You will need to make notes for each Roster on the line provided next to student’s name if: 
· A student has moved (not enrolled)

· The student is in another building within the district 

· If student was absent, 
· If student is taking NYSAA 

· If student is taking NYSESLAT 
· If student Refused to take the test (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)
· If student is Medically Excused (student is hospitalized and has a doctor’s letter) 
· If there is an Administrative Error

Test Scoring Coordinators should carefully read the cover letter that accompanies the answer sheets and then organize the sheets according to instructions provided.
You will need to make two copies of each roster after notes have been made.  One copy is sent back to the RIC and the other copy will stay in the district.
The Test Scoring Coordinator will need to forward any answer sheets and booklets to institutions or buildings where students are attending programs in other schools such as BOCES programs, incarceration, day treatment centers, suspended students, etc.  You will also need to collect these student’s sheets after the assessment is given and after a quality control check, send back to the RIC with the rest of your district’s answer sheets.
 After the administration of the test, you must check sheets against rosters once again to ensure all sheets have been returned and are not left in test booklets.

Test Scoring Coordinators must check all Constructed Response bubbles to ensure that none are blank OR in the case of all blank bubbles; the absent bubble is filled in and there are no responses.  Missing bubbles will result in no score.
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.

Please be sure that Scoring Model Codes have been filled in.  If rated at district, test scoring coordinator will need to fill this in.  If Regional Scoring is done, then this should be completed at Regional Scoring.
You must place all “out of the ordinary” answer sheets in the “Special Handling” envelope with a cover sheet explaining the issue (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.)

The following items must be enclosed in the Special Handling Envelope:

· All unused blank answer sheets

· All rosters 
· Student Demographic Information Sheets (yellow) 

· All “out of the ordinary” answer sheet documents that require special attention.
Test Scoring Coordinators must send all answer sheets back to the RIC separated by grade according to the specified deadline date on the timeline.  Please do not send back any test booklets to the RIC.
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.
