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Make a note of the time when students begin the test. Circulate and check.

If necessary, students may take breaks on an individual basis but not as a group. NO talking is 
allowed.

Notify students (by posting on a board or making a brief announcement) when they have 15, 10, 
and 5 minutes remaining.

When the 30 minutes have ended, 

SAY This is the end of this testing session. Close your test booklet and answer 
document.

Give the students a short break of approximately 15 minutes before Session R9.

Session R8—Reading (continued)
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Thursday, April 16

Make sure that all desks are cleared and that each student has two soft-lead 
(No. 2) pencils and an eraser.

SAY Do not open your booklets until I tell you what to do.

When all students are ready,

SAY You will have 30 minutes to complete Session 9—Reading, the next part of the 
reading test.

Turn to page 19 of your answer document. (Pause.) Now turn to page 54 in your test 
booklet to “Session 9—Reading.” (Pause.)

This session contains one reading passage. Following the passage are 8 multiple-
choice questions and 1 open-response question. You must record the answers to 
questions 19 through 26 on page 19 of your answer document, which is labeled 
“Reading—R9.” In your test booklet, open-response question 27 follows multiple-
choice questions 19 through 26. Write your answer to the open-response question 
in the workspace marked 27 on page 19 of your answer document. Be sure to 
read the passage before answering the questions. (Pause.)

For the multiple-choice questions, mark only one answer for each question. Each 
mark should completely fill the circle. Do not make any stray marks or notes in 
your answer document. If you wish, you may review the “Marking Directions” on 
the back cover of the answer document. For the open-response question, be sure 
to stay within the boxed area provided. 

The directions telling where to put your answers in your answer document are 
located just before the questions in your test booklet. If you are not sure you are 
answering on the correct page, please raise your hand so that I can assist you. 
Do you have any questions about where you are to do your work or write your 
answers? (Pause.) 

Answer any questions students have about test and response locations.

SAY There is a stop sign at the end of this session. After you are done, do not go on 
to the next session or turn to any other page in your test booklet. If you finish the 
test early, please sit quietly so that you won’t disturb those who are still working.

You will have 30 minutes. You may begin.

SESSION R9—READING
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Make a note of the time when students begin the test. Circulate and check.

If necessary, students may take breaks on an individual basis but not as a group. NO talking is 
allowed.

Notify students (by posting on a board or making a brief announcement) when they have 15, 10, 
and 5 minutes remaining.

When the 30 minutes have ended, 

SAY This is the end of this testing session. Close your test booklet and answer 
document.

You may give the students a break if you feel it is necessary.

Session R9—Reading (continued)
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Thursday, April 16

Make sure that all desks are cleared and that each student has two soft-lead 
(No. 2) pencils and an eraser. 

SAY Do not open your booklets until I tell you what to do.

When all students are ready,

SAY You will have 30 minutes to complete Session 10—Reading.

Turn to page 20 of your answer document. (Pause.) Now turn to page 62 in your test 
booklet to “Session 10—Reading.” (Pause.)

This session contains one reading passage. Following the passage are 8 multiple-
choice questions and 1 open-response question. You must record the answers to 
questions 28 through 35 on page 20 of your answer document, which is labeled 
“Reading—R10.” In your test booklet, open-response question 36 follows multiple-
choice questions 28 through 35. Write your answer to the open-response question 
in the workspace marked 36 on page 20 of your answer document. Be sure to 
read the passage before answering the questions. (Pause.)

Mark your answers the same way you did for Session R9. Remember, mark only 
one answer for each multiple-choice question and stay within the boxed area 
when answering the open-response question. The directions for where to put 
your answers in your answer document are in the test booklet. If you are not sure 
you are on the correct page, raise your hand so I can help you. Do you have any 
questions about where to do your work or write your answers? (Pause.)

Answer any questions students have about test and response locations.

SAY There is a stop sign at the end of this session. After you are done, do not go on 
to the next session or turn to any other page in your test booklet. If you finish the 
test early, please sit quietly so that you won’t disturb those who are still working.

You will have 30 minutes. You may begin.

SESSION R10—READING
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Make a note of the time when students begin the test. Circulate and check.

If necessary, students may take breaks on an individual basis but not as a group. NO talking is 
allowed.

Notify students (by posting on a board or making a brief announcement) when they have 15, 10, 
and 5 minutes remaining.

When the 30 minutes have ended,

SAY This is the end of this testing session. Close your test booklet and answer 
document.

Give the students a short break of approximately 15 minutes before Session W11.

Session R10—Reading (continued)
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Thursday, April 16

Make sure that all desks are cleared and that each student has two soft-lead 
(No. 2) pencils and an eraser. 

SAY Do not open your booklets until I tell you what to do.

When all students are ready,

SAY You will have 15 minutes to complete Session 11—Writing.

Turn to page 21 of your answer document. (Pause.) Now turn to page 68 in your test 
booklet to “Session 11—Writing.” (Pause.)

You must record your answers to multiple-choice questions 3 through 10 on 
page 21 of your answer document for the session labeled “Writing—W11.” 
Remember, mark only one answer for each question. Each mark should completely 
fill the circle. Do not make any stray marks or notes in your answer document. The 
directions for where to put your answers in your answer document are in the test 
booklet. If you are not sure you are on the correct page, raise your hand so I can 
help you. Do you have any questions about where to do your work or write your 
answers? (Pause.)

Answer any questions students have about test and response locations.

SAY There is a stop sign at the end of this session. After you are done, do not turn to 
any other page in your test booklet. If you finish the test early, please sit quietly 
so that you won’t disturb those who are still working.

You will have 15 minutes. You may begin.

Make a note of the time when students begin the test. Circulate and check.

If necessary, students may take breaks on an individual basis but not as a group. NO talking is 
allowed.

SESSION W11—WRITING
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Notify students (by posting on a board or making a brief announcement) when they have 10 and 
5 minutes remaining.

When the 15 minutes have ended, 

SAY This is the end of this testing session. Close your test booklet and answer 
document. Put your answer document into your test booklet, and I will collect 
them.

Check each set of materials to see that the answer document has been inserted into the test 
booklet. Also ensure that each test booklet still contains the student’s ruler; the students will 
require the rulers for Friday’s testing. After accounting for all materials, store them in a secure 
place.

Students may be dismissed at this time, if appropriate. After the students have cleared the room, 
organize all materials and return them to the secure location designated by your School Test 
Coordinator.

Session W11—Writing (continued)
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Friday, April 17

Make sure that all desks are cleared and that each student has two soft-lead 
(No. 2) pencils and an eraser.

SAY You are going to take more some tests that will show how much 
you have learned. I am going to give you your test materials. Do 
not open your booklets until I tell you what to do. You will need 
your ruler to answer some of the questions.

Ensure each test booklet still contains the student’s answer document and 
ruler. Distribute the test materials, making sure that each student has the 
correct materials. When all students have their test materials, 

Note: Students may NOT be provided with scratch paper. All scratch work should be done in the test 
booklet. Calculators may be used during this session. Test Administrators must clear the memory of each 
calculator at both the beginning and end of each testing day.

SAY Open your test booklet to the Session 12—Mathematics section on page 73, where 
you see the picture of the calculator at the top of the page. Do not fold your 
booklet back during this test.

Read the following directions for grade 3 ONLY:

SAY Look at the bubbles beside the answers in your test booklet. You will NOT fill 
in the bubbles in your test booklet. You will fill in the bubbles in your answer 
document ONLY, like you have done the last three days. Remember, you must fill 
in the bubbles in your answer document ONLY.

Walk around the room to be sure everyone has page 73 showing. Booklets should be open fl at, 
not folded back.

Read the following directions for ALL grades:

SAY Look at the directions at the top of the page. Read them to yourself as I read 
them aloud. “Directions: This test session contains 30 multiple-choice questions. 
Mark your answer choices for questions 37 through 66 in the box labeled ‘M12—
Mathematics (Calculators may be used.)’ on page 22 of your Student Answer 
Document. YOU MAY USE A CALCULATOR DURING THIS SESSION OF THE TEST.”

SESSION M12—MATHEMATICS
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Read the following directions for grade 3 ONLY:

SAY

A Put your finger on Sample A at the top of the page.

Make sure all students have found Sample A.

SAY Read the sample question to yourself as I read it aloud. Seven plus blank equals 
thirteen. What number should be written in the box to make this sentence true?

Pause for replies.

SAY That’s right. The number six should be written in the box because seven plus six 
equals thirteen.

Now find the section for Mathematics—M12 on your answer document on page 22.

Look at Sample A in the box marked “Samples.” The space for the letter “C” has 
been filled in because “C” is the letter of the correct answer, six. Does anyone 
have a question?

Answer any questions students may have. Repeat the sample, if necessary.

Point out how the sample has been marked in their answer documents and remind students not 
to mark in their test booklets.

SAY

B Now put your finger on Sample B. Read the question to yourself as I read it aloud. 
Jonah is sixth in line to get a ticket to ride the roller coaster. How many children 
are in front of him? Mark your answer.

Pause while students mark their answers.

SAY Which answer did you mark?

Pause for replies.

SAY That’s right. You should have marked the answer space for the letter “A,” five, 
because if Jonah is sixth in line, that means there are five children in front of him. 
Does anyone have a question?

Answer any questions students may have. Repeat the sample, if necessary.

Read the following directions for grades 4 and 6 ONLY:

SAY

A Read Sample A to yourself as I read it aloud. Jill saw this chart showing the 
average height above sea level of several states. (Pause.) Of the states listed, 
which one has the greatest average height above sea level? What is the answer?

Session M12—Mathematics (continued)
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Pause for replies.

SAY Yes. Colorado is the correct answer.

Now find the section for Mathematics—M12 in your answer document on page 22.

Look at Sample A in the box marked “Samples.” The space for the letter “B” has 
been marked because “B” is the letter of the correct answer, Colorado. Are there 
any questions?

Answer any questions.

SAY

B Now look at Sample B. Read the sample to yourself as I read it aloud. Mr. Garza 
had one hundred seventy-two shells in his collection. Which statement best 
describes the number of shells in Mr. Garza’s collection? Mark the space for your 
answer.

Pause while students mark their answers.

SAY Which space did you mark?

Pause for replies.

SAY Yes. You should have marked the space for the letter “A” because that is the 
letter for the correct answer, He had about two hundred shells. Are there any 
questions?

Answer any questions.

Read the following directions for grade 8 ONLY:

SAY

A Read Sample A to yourself as I read it aloud. Beth read that a person takes a 
breath about six hundred forty-seven thousand, eight hundred fi fty times in one 
month. How would that quantity be written as a number? What is the answer?

Pause for replies.

SAY Yes. Letter “B,” 647,850, is the correct answer.

Now find the section for Mathematics—M12 on your answer document on page 22.

Look at Sample A in the box marked “Samples.” The space for the letter “B” has 
been marked because “B” is the letter of the correct answer, 647,850. Are there 
any questions?

Answer any questions students may have.

SAY

B Now look at Sample B. Read the sample to yourself as I read it aloud. All of the 
small squares in the large square below are the same size. What percent of this 
large square is shaded? Mark the space for your answer.

Session M12—Mathematics (continued)
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Pause while students mark their answers.

SAY Which space did you mark?

Pause for replies.

SAY Yes. You should have marked the space for the letter “D” because that is the 
letter for the correct answer, thirty-six percent. Are there any questions?

Answer any questions.

SAY There is a Mathematics Reference Sheet on page 72 of your test booklet. You may 
use this sheet for this session only. Are there any questions?

Answer any questions.

Read the following directions for ALL grades:

SAY You are to do questions 37 through 66 until you see the word “STOP.” Be sure to 
mark the space on the answer document for your answer. If you finish early, you 
may check your work on questions 37 through 66, but do not go on to any other 
questions. Does everyone understand what to do?

After any questions have been answered,

SAY You will have 45 minutes to work on this test. If you’re not sure about an answer, 
do the best you can, but do not spend too much time on any one question.

You may start working now.

Make a note of the time when students begin the test. Circulate and check. 

Notify students (by posting on a board or making a brief announcement) when they have 15, 10, 
and 5 minutes remaining. When the 45 minutes have ended,

Read the following directions for grades 3, 4, and 6 ONLY:

SAY This is the end of this testing session. Close your test booklet and answer 
document. I will collect the rulers at this time.

Read the following directions for grade 8 ONLY:

SAY This is the end of this testing session. Close your test booklet and answer 
document. I will collect the rulers at this time.

Collect the rulers; the students will not require the rulers for the rest of the testing. Test 
Administrators must clear the memory of each calculator at both the beginning and end of each 
testing day. 

Give the students a short break of approximately 15 minutes before Session W13.

Session M12—Mathematics (continued)
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Friday, April 17

Make sure that all desks are cleared and that each student has two soft-lead 
(No. 2) pencils and an eraser. 

SAY Do not open your booklets until I tell you what to do.

When all students are ready, 

SAY Open your test booklet Session 13—Writing on page 87. There is a picture of an 
eraser and pencil at the top of the page. Do not fold your booklet back during this 
test. Now find the Writing—W13 section of your answer document on page 22. 

Make sure that all students have page 87 showing, with the icon of eraser and pencil at the top of 
the page, and have found the Writing—W13 section in their answer documents. Booklets should 
be open fl at and not folded back.

Read the following directions for grade 3 ONLY:

SAY Look at the bubbles beside the answers in your test booklet. You will NOT fill 
in the bubbles in your test booklet. You will fill in the bubbles in your answer 
document ONLY, like you have done the last three days. Remember, you must fill 
in the bubbles in your answer document ONLY.

Read the following directions for ALL grades:

SAY Look at the directions at the top of the page. Read them to yourself as I read them 
aloud. “Directions: Read each passage in the boxes. Then read each question after 
the passages. Choose the best answer. Then mark the space for the answer you 
have chosen.”

A Now look at Sample A. Read the passage The Great Museum Trip. There will be a 
question in a box after the passage. Read the question.

Pause while students read the sample.

SAY What is the answer?

Call on a student and encourage a reply.

SAY You’re right. Letter “A,” Listing what happened on the fi eld trip, is the correct 
answer. The space for letter “A” is marked on your answer document to show that 
it is the correct answer. Are there any questions?

Answer any questions students may have.

SESSION W13—WRITING
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SAY

B Now turn the page and look at Sample B. Read the first part of Latoya’s letter and 
then answer the question that follows the letter.

Pause while students read the passage and mark their answers.

SAY Which one is not a sentence? Raise your hand.

Call on another student.

SAY  Yes. Letter “B,” With eyes made from white balls, is not a sentence, so it is the 
right answer. You should have marked the letter “B” on your answer document.

C Now go to Sample C at the top of the next page. Read the second part of the 
letter and then answer the question that follows.

Pause while students read the passage and mark their answers.

SAY Who can tell me how Woodside Puppet Museum should be written?

Call on another student.

SAY Yes. Letter “D,” As it is, is the right answer. There was nothing wrong with the way 
it was written, was there? Everyone should have marked the letter “D,” As it is. 
Are there any questions about what we just did?

Answer any questions. Review the samples, if necessary.

SAY You are to do questions 11 through 40 in the same way we did the samples. 
Remember, read each passage, and then read each question about the passage. 
Choose the best answer for each question and mark the space for your answer on 
your answer document.

Continue working until you see the word “STOP” at the bottom of page 101. If you 
finish before I say “Stop,” you may check your work on questions 11 through 40 
only. Do not go on to any other questions. Does everyone understand what to do 
for this test?

Answer all questions.

SAY You will have 30 minutes to work on these questions. If you are not sure about 
an answer, do the best you can, but do not spend too much time on any one 
question.

You may turn the page and start working now.

Make a note of the time when students begin the test. Circulate and check.

Session W13—Writing (continued)
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If necessary, students may take breaks on an individual basis but not as a group. NO talking is 
allowed.

Notify students (by posting on a board or making a brief announcement) when they have 15, 10, 
and 5 minutes remaining.

When the 30 minutes have ended, 

SAY Stop. This is the end of this testing session. Close your test booklet and answer 
document.

Give the students a short break of approximately 15 minutes before Session R14.

Session W13—Writing (continued)
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Friday, April 17

Make sure that all desks are cleared and that each student has two soft-lead 
(No. 2) pencils and an eraser. 

SAY Do not open your booklets until I tell you what to do.

When all students are ready,

SAY Open your test booklet to the Reading subtest on page 103, where you see the 
picture of the open book at the top of the page. You will not fold your booklets 
back for this subtest.

Make sure all students have page 103 showing, with the icon of the open book at the top 
of the page.

Read the following directions for grade 3 ONLY:

SAY Look at the bubbles beside the answers in your test booklet. You will NOT fill 
in the bubbles in your test booklet. You will fill in the bubbles in your answer 
document ONLY, like you have done the last three days. Remember, you must fill 
in the bubbles in your answer document ONLY.

Read the following directions for ALL grades:

SAY Look at the directions at the top of the page. Read them to yourself as I read them 
aloud. “Directions: Read each passage in the boxes. Then read each question after 
the passages. Choose the best answer. Then mark the space for the answer you 
have chosen.”

Now find the sample poem, right below the directions.

Make sure everyone has found the sample poem.

SAY Now read the poem to yourself.

Pause about two minutes while students read the sample poem.

SAY

A Now look at the first sample, Sample A.

Read Sample A to yourself as I read it aloud. You can tell that the speaker does 
not like — A  hearing the alarm clock … B  eating breakfast … 
C  mowing the grass … D  riding in a car. Which is the correct answer?

Pause for replies.

SESSION R14—READING
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SAY Yes. That’s right. The poem says that the speaker does not like hearing the alarm 
clock.

Now find the section for Reading—R14 in your answer document on page 23.

The space for “A,” hearing the alarm clock, has been filled in to show that it is the 
correct answer. Are there any questions?

Answer any questions students may have.

SAY

B Now look at Sample B. Read the question to yourself. Mark the space for your 
answer.

Pause while students mark their answers.

SAY Which space did you mark?

Pause for replies.

SAY That’s right. You should have marked the answer space for “D,” Thinking about 
when you fi rst wake up. Does anyone have a question?

Answer any questions students may have.

SAY Turn to page 104. After you finish this page, keep working until you come to the 
end of page 115, where you see the word “STOP” at the bottom of the page. If 
you finish early, you may check your work on pages 104 through 115, but do not 
go back to any other pages.

Remember, read each passage; then answer the questions about the passage. 
Choose the best answer for each question. Mark the space for your answer on 
your answer document. Does everyone understand what to do?

Answer any questions.

SAY You will have 60 minutes to read the passages and answer the questions for this 
test. If you’re not sure about the answer to a question, do the best you can, but 
don’t spend too much time on any one question.

You may start working now.

Session R14—Reading (continued)
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While the students are working, walk around the room to make sure that they are following 
directions and that they are not looking at any other subtests. Do not give help on specifi c test 
questions.

Make a note of the time when students begin the test. Circulate and check.

Notify students (by posting on a board or making a brief announcement) when they have 15, 10, 
and 5 minutes remaining. When the 60 minutes have ended,

SAY Stop. This is the end of the test. Please close your test booklet and answer 
document. 

Please check to see that you have correctly marked the test booklet form letter on 
the back cover of your answer document. Look through your answer document to 
make sure there is nothing inside of it.

When you have finished checking your answer document, insert it into your test 
booklet, and I will collect them. Make sure your name is printed on the cover of 
the test booklet. Thank you for your cooperation in making this a successful test 
administration.

Students may be dismissed at this time, if appropriate.

After the students have cleared the room, check answer documents to ensure that the test booklet 
form is correctly coded on the back cover. Also, check that the student’s name is printed on the 
cover of the test booklet.

Separate the answer documents from the test booklets; then organize all materials according to 
the “Procedures Following Test Administration.”

Session R14—Reading (continued)
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Procedures Following Test Administration

General Procedures for Returning Test Materials

Test Administrators must return all test materials to the School Test Coordinator. School 
Test Coordinators will return materials to the District Test Coordinator, who will return the 
materials to Pearson.

NOTE: Only used answer documents should be bundled with the scorable 
materials for return to Pearson. Answer documents where a student 
label was affixed or the demographic information was filled out, but 
the student was absent from all testing sessions, including make-up 
administrations, should be returned with the scorable material with the 
“Reason Not Tested” indicated on the back of the demographic page and 
should be included with the class District/School/Classroom Identification 
Sheet (Header Sheet). Any blank or unused test booklets MUST be shipped 
with the non-scorable material.

All test booklets, whether used or unused, must be returned to Pearson.

Requirements for Coding the “For Teacher Use Only” Box

Information coded in the “For Teacher Use Only” box is used to place students 
in the appropriate reporting categories, to determine the school and district 
Adequate Yearly Progress (AYP) for No Child Left Behind, and to provide 
information for the state accountability system. Therefore, it is critical that the 
information requested be completed correctly as applicable to each student. Students will not 
be reported correctly if the appropriate information is not coded correctly on their answer 
documents. Coding for students cannot be changed after scorable documents are 
sent to the testing company.

Fill in the “For Teacher Use Only” box on the back of the answer document after all testing 
is completed. Only the person authorized in the agreement signed by the school with Child 
Nutrition can code the section for students eligible for free and/or reduced lunch. This section 
cannot be marked by the Test Administrator.

Verify that students did not mark any circle(s) in the “For Teacher Use Only” box. There 
are ten sections within the “For Teacher Use Only” box: ESI Codes, Special Education 
Accommodations, Free and/or Reduced Lunch, Migrant Student, Gifted and Talented, 
Highly Mobile, Limited English Proficient (LEP), LEP Student less than one year in the U.S., 
Monitored Former LEP (MFLEP), and LEP Accommodations.

After all testing is finished, the “For Teacher Use Only” box must be completed. If a student 
Pre-ID label has been used, it is not necessary to code the circles for ESI Codes, Free and/or 
Reduced Lunch, Highly Mobile, and Limited English Proficient (LEP) in the “For Teacher Use 
Only” box. This information is already contained in the label and will override information 
coded in the “For Teacher Use Only” box. Only those sections of the “For Teacher Use Only” 
box that have an asterisk (Special Education Accommodations, Migrant Student, Gifted and 
Talented, LEP Student less than one year in the U.S., Monitored Former LEP (MFLEP), and LEP 
Accommodations) need to be completed, as appropriate, if a student label is used.



72

Returning Test Materials to the School Test Coordinator

Separate and Label Materials

All test materials, both used and unused, must be returned promptly to your School Test 
Coordinator after testing is completed. Prepare the materials in bundles as follows:

A. Answer Documents (Used)

Collect all 1. used/scorable answer documents for return to the School Test 
Coordinator.

Answer documents that have the “Reason Not Tested” information gridded must 2. 
be returned for inclusion with the Header Sheet with each class.

B. Answer Documents (Unused/no Pre-ID label affixed or demographic
 information gridded)

Collect the unused answer documents (no Pre-ID label affixed or demographic 1. 
information gridded). These answer documents can be retained or destroyed 
unless otherwise directed by your District Test Coordinator.

C. Test Booklets (Used and Unused)

Collect all test booklets for return to the School Test Coordinator.1. 

D. Test Administration Manuals

Collect all 1. Test Administration Manuals for return to the School Test Coordinator.

E. Mathematics Reference Sheets

Collect all Mathematics Reference Sheets for return to the School Test 1. 
Coordinator.

Note: Please ensure that all student answer documents from your testing group are accounted 
for. Check each student’s test booklet in case an answer document remains inside the booklet.
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Organize Test Materials

Stack your materials in the order shown:

Used Answer Documents

Test Administration Manuals

Used and Unused
 Test Booklets

Unused Answer Documents

Mathematics 
Reference Sheets

Please return these materials promptly to your School Test Coordinator.

THANK YOU FOR YOUR TIME AND COOPERATION.
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Arkansas Department of Education Test Security Guidelines

Maintaining test security is a very serious responsibility for all Arkansas 
currently licensed personnel. Breach of test security is one of the actions for 
which teaching/administrative licenses can be revoked. 

Districts must have a system in place to ensure that all materials are accounted for and 
kept secure during testing. Any action that leads to the invalidation of student test scores 
or compromises the security of the tests or test results will be viewed by the Arkansas 
Department of Education as an inappropriate use or handling of tests and will be treated 
as such. The following guidelines are to assist in determining which activities constitute 
inappropriate testing activities and breaches of test security:

The superintendent or his/her designee in each school district shall be 1. 
responsible for coordinating all local assessment activities.

All District Test Coordinators, School Test Coordinators, and Test Administrators 2. 
shall be currently licensed by the Arkansas Department of Education as a 
teacher or administrator.

The tests must be administered on the scheduled dates as specified in the 3. District 
and School Test Coordinators’ Manual and the Test Administration Manuals. No 
portion of the test may be given early.

All test materials shall be inventoried upon receipt at the district and school. 4. 
Test booklets must be kept in a secure area at all times, except during the formal 
testing sessions.

The tests must be administered in strict accordance with the instructions 5. 
outlined in the District and School Test Coordinators’ Manual and the Test 
Administration Manuals. These instructions include reading directions verbatim to 
students during testing.

Test booklets must be distributed to 6. ALL students in spiral order, including 
special education and LEP students. Distributing forms incorrectly is considered a 
testing irregularity.

The superintendent or his/her designee in each school district shall be 7. 
responsible for ensuring that all district personnel involved in the testing have 
been properly trained as specified by ADE.

The superintendent or his/her designee in each school district shall be 8. 
responsible for ensuring that all assessment documents and student identification 
information are properly and accurately coded and that ALL students have 
participated in the appropriate grade-level assessment(s).

The superintendent or his/her designee in each school district shall be 9. 
responsible for ensuring that Individualized Education Programs, Limited English 
Proficient Assessment Plans, and/or 504 Plans shall specify any state approved 
accommodation(s) available to students participating in the administration of 
standard state assessments.

Appendix A
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The superintendent or his/her designee in each school district shall be 10. 
responsible for ensuring that all students enrolled in a State-tested grade shall be 
accounted for in the State Assessment System.

District staff may 11. not read, review, or in any way duplicate or reproduce the 
test booklets and/or associated test items or the writing prompts. Removing 
or copying the Mathematics Reference Sheet provided in the test booklets is a 
breach of security.

Students must not be exposed to answers of items at any time before, during, 12. 
or after testing. At least 50% of the customized CRT items that contribute 
to the student performance results will be released to the public schools for 
instructional purposes.

Student responses to test items must represent the student’s own independent 13. 
and unaided thinking and must not be read, reviewed, or changed during or after 
testing.

Students are not allowed to use scratch paper. The use of scratch paper is 14. 
considered a breach of security.

Students cannot have any materials (e.g., books, magazines, newspapers, 15. 
homework, etc.) except testing materials during the testing sessions.

No electronic devices with photographic capability shall be accessible at any 16. 
time during test administration [Arkansas Code 6-18-502(b)]. Other electronic 
equipment that allows for communication among students shall not be accessible 
at any time during test administration (e.g., cell phone, iPod®, MP3 player, etc.)

If students are permitted to bring calculators from home or to use their own 17. 
calculators, it is the responsibility of the Test Administrator to certify that 
these calculators meet the requirements specified in the District and School Test 
Coordinators’ Manual and in the Test Administration Manuals. Failure on the part 
of the Test Administrator to verify that each calculator meets the requirements 
will constitute a breach of security.

It is the responsibility of the Test Administrator to clear the memory of each 18. 
calculator both at the beginning and end of each testing day. Failure to do so 
constitutes a breach of security.

During the test administration, Test Administrators should continually 19. 
monitor the testing process by moving unobtrusively about the room. The Test 
Administrator is to devote total attention to the students being tested and not 
work on other things. Test Administrators shall not access computers or other 
electronic equipment during the assessment.

All20.  test booklets, used and unused, shall be inventoried subsequent to testing 
and returned to the appropriate testing company in the prescribed manner on 
the prescribed dates. Any test booklets not returned by the district on the dates 
required shall be reported to Dr. Gayle Potter at the Arkansas Department of 
Education.

All known violations of the Arkansas Department of Education security 21. 
regulations shall be reported in writing, signed by the reporter, and addressed to 
Dr. Gayle Potter at the Arkansas Department of Education. All security violations 
shall be investigated by the state.
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Security Procedures

Secure materials may leave the Superintendent’s office no more than five (5) school days 
before the first testing session. However, it is strongly recommended that secure materials do 
not leave the Superintendent’s office more than three (3) school days before the first testing 
session unless the size of the district absolutely necessitates more time for distribution. The 
test booklets for the Augmented Benchmark Examinations are secure materials. 

Security ID numbers have been assigned to and printed on all test booklets. Test booklets are 
shrink-wrapped with security numbers printed on the documents along with the quantity 
included in the package. Due to security reasons, the ADE recommends that shrink-
wrapped packages of test booklets be opened on the first day of testing only. In 
unusual circumstances, shrink-wrapped test booklets may be opened no more than 24 hours 
in advance of the first day of testing for organizational purposes only. No one may look inside 
test booklets for any reason. No test booklets shall be distributed to Test Administrators until 
the first day of testing.

No part of the Augmented Benchmark Examinations may be downloaded into any assistive 
device.

Maintaining test security is a very serious responsibility and there are security risks involved 
when appropriate security measures are not followed. A breach of security is one of the 
reasons for loss of license in the state of Arkansas.

Keep all test materials stored in a securely locked location. School Test Coordinators and Test 
Administrators should also be instructed to monitor test materials at all times and to store 
them in a securely locked place when not in use. This includes securing materials at the close 
of each day of the testing sessions.

School Security Checklists

Any schools with students participating in the Augmented Benchmark Examinations will 
receive School Security Checklists for grades 3, 4, 6, and 8. The School Security Checklist 
incorporates the security numbers of the test booklets. The forms must be used to distribute 
test booklets to Test Administrators and to account for all test booklets after testing. Careful 
attention to completing the School Security Checklist will minimize lost test booklets. The 
completed School Security Checklists are to be returned to the District Test Coordinator along 
with all testing materials after testing is complete.
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Test Security Affidavits

District Superintendents, District Test Coordinators, Building Principals, School Test 
Coordinators, and Test Administrators must sign affidavits regarding the security of test 
materials. In the Non-Secure Test Material Shipment, each district will receive one set of 
affidavits, which must be copied as needed to provide forms to the schools and for all Test 
Administrators. The boxes for the test for which the affidavit is being completed and signed 
must be checked. There are three types of affidavits as follows:

Affidavit 1—District Level Test Security Form. There is a district-level affidavit, which needs 
to be completed and signed by the District Superintendent and the District Test Coordinator. 
Only one (1) copy of Affidavit 1 needs to be signed for the district.

Affidavit 2—School Level Test Security Form. There is a school-level affidavit, which needs 
to be completed and signed by the School Test Coordinator and Building Principal. The 
District Test Coordinator should make copies of the school-level affidavits in order to provide 
one to every school with students being tested. Only one (1) copy of Affidavit 2 needs to be 
signed for each school.

Affidavit 3—Test Administrator Security Form. There is a Test Administrator affidavit, which 
contains space for the signatures of several Test Administrators. The District Test Coordinator 
should make copies of the Test Administrator affidavits in order to provide one to every 
school with students being tested. Each school may make as many copies as will be needed 
for all Test Administrators to sign. A separate Affidavit 3 needs to be completed and 
signed for each grade tested.

All completed and signed affidavits must be returned with the secure scorable test booklets 
according to instructions provided in the manuals for District and School Test Coordinators.
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Accommodations for Testing

Testing accommodations may be made for students for whom standardized conditions are not 
appropriate but for whom the testing experience would be benefi cial. Students may access any 
state-approved accommodations listed in their Individualized Education Plan (IEP) and used on a 
regular basis in the classroom. However, IEPs may contain accommodations that are NOT allowed 
on the test, and these accommodations may NOT be used on the state-mandated testing. Testing 
accommodations may be made for students identifi ed as disabled pursuant to P.L. 94-142 or 
for students considered as disabled under Section 504 of the Rehabilitation Act of 1973. Testing 
accommodations may be made for students identifi ed as LEP as indicated in their LPAC Plan.

All accommodations must be administered by an Arkansas teacher or administrator 
who is currently licensed by the ADE and has been trained in proper test 
administration procedures.

Allowable Special Education Accommodations include, but are not limited to, the 
following:

1 TRAN a teacher transfers answers from the student’s test 
booklet to an answer document**
This means that the student must write all answers in the 
test booklet. This must be done in an individual setting. The 
student may not have extra paper. The teacher is to copy 
the student’s answers into an answer document.

2 REC a teacher records the student’s verbal responses**
This means that the teacher writes the student’s verbal 
responses into his/her answer document. This must be done 
in an individual setting.

3 SIGN directions signed for a student with a hearing 
impairment

4 PREF preferential seating (study carrel)

5 SMGT small group testing

6 INT individual testing

7 RMT/RWT/RST reading of the math/writing/science test**

8 MD magnifying devices

9 NB noise buffer

10 IS individualized scheduling

11 ET extended time
Important: All testing scheduled for a given day must be 
completed by the conclusion of that school day.

12 LPT Large Print test booklet

13 BT Braille test booklet

14 AB Abacus

** The Test Administrator will complete the Affi davit Waiver Form.
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In special circumstances, additional requests for assistive devices will be considered for special 
education students or students with a 504 Plan. The “Special Accommodations Request Form for 
Special Education Students or Students with a 504 Plan” must be obtained from the ADE. Contact 
the offi ce of Dr. Gayle Potter at 501-682-4558.

Allowable Limited English Profi cient (LEP) Accommodations include the following:

1 LEP–ET extended time
Important: All testing scheduled for a given day must be completed 
by the conclusion of that school day.

2 LEP–WTWD word-to-word dictionary
Limited English profi cient students may use an English/Native 
Language Word-to-Word dictionary that contains no defi nitions 
or pictures, if it is part of a student’s LPAC Plan.

3 LEP –IS individualized scheduling

4 LEP–PREF preferential seating (study carrel)

5 LEP–SMGT small group testing

6 LEP–INT individual testing

7 LEP–RMT/RWT/RST reading of the math/writing/science test in English**

8 LEP–NB noise buffer

** The Test Administrator will complete the Affi davit Waiver Form.

Accommodations that currently are not available are

audiocassettes• 

languages other than English• 

limiting multiple-choice answers• 

reading any portion of the reading test• 
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Students to be Tested

All students who are able to test under standardized conditions, with or without allowable 
accommodations, are required to take the Augmented Benchmark Examinations in grades 3–8; 
METROPOLITAN8 for grade K; or SAT 10 for grades 1, 2 and 9.

All students, including the following, should be tested:

Title I students—all students identified as Free and/or Reduced Lunch• 

Transfer students—any student enrolled on or before the first day of testing must be • 
tested

LEP students—should be tested, with or without accommodations• 

Disabled students—should be tested if their IEPs indicate testing is appropriate, with or • 
without allowable accommodations

ALE students• 

Foreign exchange students• 

Exceptions:

Home-schooled students• 

Home-bound students• 

Incarcerated students• 

Students in Residential Treatment Centers• 

Students in Juvenile Detention Centers• 



81

Reading and/or Transcription of the Examinations

Special Education students, Limited English Proficient students, and students with a 504 
Plan may receive the accommodation of having the mathematics, writing, and/or science 
portions of the Augmented Benchmark Examinations (grades 3–8), METROPOLITAN8 (grade 
K), or SAT 10 (grades 1, 2, and 9) read to them if the accommodation is listed in their IEP, 
LPAC Plan, or 504 Plan and is used on a regular basis in the classroom. Do not code the 
accommodations section for 504 students. However, they may still receive accommodations 
that are in the student’s 504 Plan and used regularly in the classroom. Reading of test 
questions or reading passages for the reading test is not allowed under any 
circumstances except when all test materials are read to all students.

Only teachers or administrators currently licensed by the ADE are allowed to read or 
transcribe a test for students who have this accommodation. The Affidavit Waiver Form must 
be copied and signed by the currently licensed Arkansas staff providing the accommodation 
and stapled to Affidavit 3—Test Administrator Security Form. Keep one copy on file at the 
district.

Note: In certain cases a student’s response to test questions will require transcription (i.e., 
the responses must be gridded or written in the student’s test booklet or answer document 
by someone other than the student). In those cases where a student’s responses to test 
questions require transcription (e.g., Large Print, Braille, other approved accommodations), 
this transcription needs to be done by a teacher or administrator currently licensed by 
the ADE and must occur within the district, prior to the shipment of materials to Pearson. If 
this transcription does not occur within the district, the student’s responses will be treated as 
unscorable or “not taken” by the contractor. Ideally, the transcription should be performed by 
the District Test Coordinator or someone working directly under his or her supervision. If the 
District Test Coordinator does not perform the transcribing onto the regular test booklet or 
answer document, it will not be performed by Pearson.
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Appendix D

Sample Student Pre-Identifi cation Label 

The following provides a key to the information that is printed on the student label. If the student ID number, 
name, and date of birth on the Pre-ID label are correct, it can be used even if any of the other information is 
incorrect. If the student ID number, name, or date of birth is incorrect, do not use the Pre-ID label; instead grid 
all of the information required on the back of the answer document.

1

2

6

7

8

3 4

5

9

1—Student Name: last name, fi rst name, middle initial

2—State-required ID: a student’s identifi cation number issued by the state or a student’s Social Security number

3—Date of birth

4—Gender: F = Female; M = Male

5—Ethnic Background:

1 Asian/Pacific Islander 4 Native American

2 African-American 5 Caucasian

3 Hispanic

6—ESI Codes:

01 AU autism 07 OHI other health impairment

02 DB deaf-blindness 08 SED serious emotional disturbance

03 HI hearing impairment 09 SLD specifi c learning disability

04 MR mental retardation (both TMR and EMR) 10 SLI speech or language impairment

05 MD multiple disabilities 11 TBI traumatic brain injury

06 OI orthopedic impairment 12 VI visual impairment

     LEP: 

1—Yes, the student is an LEP student 0—No, the student is not an LEP student

     F/R: 

1—Yes, the student receives free and/or reduced lunch 0—No, the student does not receive free and/or 
reduced lunch

     Highly Mobile:

Y—Yes, the student is highly mobile
(enrolled in school after October 1, 2008)

N—No, the student is not highly mobile
(did not enroll in school after October 1, 2008)

7—School Name

8—District Name

9—District/School LEA Number
Note: The format of the LEA Number is ordered Region, County, District, 
School LEA Number. The first number of the LEA Number is your region.
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Sample Affi davit Waiver Form for Providing an Approved Accommodation

Arkansas Comprehensive Testing, Assessment, and Accountability Program

Augmented Benchmark Examinations, METROPOLITAN8, and SAT 10
Affi davit Waiver Form

for
Providing an Approved Accommodation

April 2009

I provided an approved testing accommodation for:

      
  Student’s Name    Answer Document Number*

by  sessions 
  reading/transcribing   

of the grade (circle one) K 1 2 3 4 5 6 7 8 9

   Augmented Benchmark Examinations, test booklet form   (enter the letter from the upper left  
          corner of the test booklet)

   METROPOLITAN8

   SAT 10

(Please check the appropriate box and enter the form number if applicable.)

I agree not to copy, use in my classroom, or discuss any of the test questions I have read.

  
  Date   Signature of Arkansas Certified Personnel Providing Accommodation

     
       District Name and School Name

* For grades K–2, use the Test Booklet Number.

Keep one (1) copy for file and staple one (1) copy to 
Affidavit 3—Test Administrator Security Form

AR00000111

S l Affid it W i F f

Appendix E











1  2  3  4  5  6  7  8  9  10  11  12  A  B  C  D  E
AR00000021


