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Testing Program Overview

General Information

In the fall of 2005, nine states—Arkansas, Indiana, Kentucky, Maryland,
Massachusetts, New Jersey, Ohio, Pennsylvania and Rhode Island—came together to
develop specifications for a common end-of-course exam in Algebra Il. These states
were planning to require or strongly encourage students to take Algebra Il, or its
equivalent, in order to better prepare them for college and careers, as Algebra Il, or its
equivalent, is a gateway course for higher education and teaches quantitative
reasoning skills important for the workplace. State leaders recognized that using an
end-of-course test would help ensure a consistent level of content and rigor in classes
within and across their respective states. They also understood the value of working
collaboratively on a common test: the potential to create a higher quality test faster
and at lower cost to each state, and to compare their performance and progress with
one another.

In recent months, five additional states—Arizona, Hawaii, Minnesota, North
Carolina, and Washington—have joined the partnership to create the American
Diploma Project (ADP) Algebra Il End-of-Course Exam, bringing the total number of
participating states to fourteen.

Pearson conducted field testing of the ADP Algebra Il End-of-Course Exam in
October 2007 and February 2008. This spring the exam will be administered to over
100,000 students across several of the consortium states, for the first time as an
operational assessment.

The ADP Algebra Il End-of-Course Exam is an initiative of the American Diploma
Project (ADP) Network, which includes 32 states that are dedicated to making sure
every high school graduate is prepared for college or work. Together, Network
members are responsible for educating approximately 75% of all U.S. public school
students. In each state, governors, state superintendents of education, business
executives, and college and university leaders are working to restore value to the high
school diploma by raising the rigor of the high school standards, assessments and
curriculum and better aligning these expectations with the demands of postsecondary
education and work. The ADP Network was formed by Achieve, Inc. who developed
the standards for the Algebra Il End-of-Course Exam and continues to support the
ADP Network. For more information about Achieve, please visit www.achieve.org.



The ADP Algebra Il End-Of-Course Exam will serve three main purposes:

1. To improve curriculum and instruction. The test will help classroom teachers
focus on the most important concepts and skills in Algebra 1l and identify areas where
the curriculum needs to be strengthened.

2. To help colleges determine if students are ready to do credit-bearing work.
Because the test is aligned with the ADP mathematics benchmarks, it will measure
skills students need to enter and succeed in first-year, credit-bearing mathematics
courses. Postsecondary institutions will be able to use the results of the test to tell
high school students whether they are ready for college-level work, or if they have
content and skill gaps that need to be filled before they enroll in college. This
information should help high schools better prepare their students for college, and
reduce the need for colleges to provide costly remediation courses.

3. To compare performance and progress among the participating states. Having
agreed on the core content expectations of Algebra Il, states are interested in tracking
student performance over time. Achieve will issue a report each year comparing
performance and progress among the participating states. This report will help state
education leaders, educators and the public assess performance, identify areas for
improvement, and evaluate the impact of state strategies for improving secondary
math achievement.

Test Content

The ADP Algebra Il End-of-Course Exam will be administered twice per year, once
as an end-of-fall exam and once as an end-of-spring exam. For this first operational
administration, the Exam will be available in paper-and-pencil format only.
Beginning with the end-of-fall 2008 administration, the Exam will also be available
online. [Initially, states are planning to test students on the core ADP Algebra Il
content standards only. Additional information about these standards and the
optional modules can be found at www.achieve.org.

The Algebra Il End-of-Course Exam includes two sessions. Calculators are not
permitted during Session 1. Calculators are permitted during Session 2. Please refer
to the Calculator Policy on page 20 of this manual for further information regarding
the use of calculators.

Only students who have previously completed or are about to complete an Algebra 11
course, or its equivalent, may take the Exam.

Student Data Management — PEMSolutions

The Spring 2008 Exam will use the PEMSolutions ADP website at
www.pearsonaccess.com for all tasks associated with student data management. This
includes initial entry of enrollment counts, uploading of student data files, verifying
contact information, updating student records, processing alerts, and viewing reports.
Initial users were created based on files received from state departments of education
designating contacts in specific districts and/or schools.



ADP Support Staff Contact Information

The instructions in this manual explain the responsibilities for administering the Spring 2008
Exam. Test preparation and administration procedures must be followed exactly. If you
have any questions regarding your role or the material in this manual, please contact
Pearson:

Telephone: 1-866-688-9555, Hours 6:00 AM to 7:30 PM (Central Time),
Monday - Friday (except holidays)

Fax: 1-888-577-5923

Email: ADPAIgebralIEOC@support.pearson.com

Test Coordinator Roles

Recognizing that several states are participating in this administration and that each
state has unique test administration roles and titles, the following test coordinator roles
have been defined below. Please note that the term test coordinator is used throughout
the manual to refer to the general responsibilities of all three roles. All test coordinators,
as described below, must complete the Test Security Affidavit located in Appendix A of
the manual and return the completed form(s) to Pearson with their nonscorable testing
materials.

District Coordinator (DC)

The District Coordinator is responsible for organizing, implementing, and supervising
the activities necessary to conduct testing in the district. The DC may be the district
superintendent or the district test coordinator. In most states the DC for this Exam is
responsible for ordering testing materials, submitting student pre-ID information,
receiving and distributing testing materials, collecting and returning testing materials,
training, and security. In other states, such as those where testing materials are shipped
directly to the school, these tasks are performed by the Test-Site Coordinator.

Based on the file received from the state department of education, DCs may be assigned
a user ID for the PEMSolutions ADP website. This site is used throughout the ADP
Algebra Il End-of-Course Exam administrative process to order materials, submit pre-
ID files, resolve editing alerts, and perform other assessment related tasks. Based on
state requirements, the TSC may be provided with PEMSolutions access as well.

Test-Site Coordinator (TSC)

The Test-Site Coordinator is responsible for managing the administration of the Exam
within the school, and if testing materials will be shipped directly to the school, the TSC
may also be responsible for additional administrative duties associated with the Exam as
indicated above. The TSC may be the school principal, school test coordinator,
guidance counselor, or other individual within the school with coordinator
responsibilities for the Exam.



Test Examiner (TE)

The Test Examiner is responsible for administering the Exam to students. This might be
a classroom teacher, guidance counselor, or other individual at the school. Schools may
have more than one TE, especially if the Exam will be administered in multiple classes.
The TE is responsible for understanding and adhering to the procedures and guidelines
for administering the Exam.

Test Material Distribution and Return

Test materials are defined as materials necessary to administer the examination, including
this Test Administration Manual, test books, answer documents (see sample in Appendix
C), special test versions (audio, Braille, and large print), school header sheets (see sample
form in Appendix D), and return labels. Depending upon state requirements for the Exam,
all test materials will be boxed by school and shipped either directly to the schools
(Hawaii, Kentucky, Pennsylvania, and Rhode Island), or shipped to the district (Arkansas,
Indiana, Minnesota, New Jersey, North Carolina, and Ohio). Whichever organization, the
school or the district, receives the testing materials is responsible for packaging and
returning testing materials to Pearson after testing. If your state will be participating in the
administration of the ADP Algebra Il End-of-Course Exam this spring and is not listed
above, please contact Pearson for information about your state’s requirements for

shipping.

Testing materials for schools will include a 5% overage of test books and answer
documents. All districts will also receive 10% overage of test books and answer
documents. Non-public schools will receive both school and district overages. In Hawaii,
a 5% overage will be included for the state beyond the 10% overage for schools. If you
need additional test materials, please refer to the additional order instructions on page 14.
These instructions are also posted to the PEMSolutions ADP website
(www.pearsonaccess.com), where orders for additional testing materials must be placed.
Please also note that some states may have restrictions on additional materials that may be
ordered. If you have additional questions about this process, please contact the ADP
Customer Service Center at 1-866-688-9555 or via e-mail at
ADPAIgebral EOC@support.pearson.com.



Calendar of Testing Events - Spring 2008

by school or district

Activity Responsibility Date/Deadline
Enter requests for additional orders (as State, DC, or
needed) into PEMSolutions website TSC February 18-June 6, 2008
Upload student data file to PEMSolutions | State, DC, or
website or enter information manually — TSC
if a file is uploaded, check for errors gnd March 3-July 31, 2008
resolve within 24 hours
) ) ] DCorTSC April 24-June 6, 2008
Receive testing materials ) )
(One week prior to testing)
Test Administration Dates DCorTSC May 1 through June 13*
Contact FedEx to schedule pickup of DCorTSC One day after all testing is
scorable materials completed
Contact FedEx to schedule pickup of DCorTSC One day after all testing is
non-scorable materials completed
Return scorable materials to Pearson by DCorTSC One week after all testing is
pre-arranged pickup completed
Return non-scorable materials to Pearson DCorTSC One week after all testing is
by pre-arranged pickup completed
Resolve processing alerts for student DCor TSC . . Il alert
records using PEMSolutions website During processing—all alerts
. must be resolved by July 31, 2008
after testing has been completed
School rosters, student reports, summary Pearson
reports, and data files available on August 25, 2008
PEMSolutions
Hard-copies of student reports received Pearson

August 29, 2008

*Test administration windows and make-up dates vary by state. Please
check with your state department of education if there is uncertainty of the

requirements for your state.

Test Security Guidelines

Listed below are guidelines to assist test coordinators in determining what actions may

compromise test security.

1. Students must never be exposed to test items or answers prior to the test
administration. Following the test administration period, students must not have

access to test items or answers. Using test items in any form (including rewording

of such test items) is strictly prohibited.

2. The tests must be administered strictly in accordance with the instructions outlined
in this manual. Directions that are to be read to the students must be read verbatim

by the Test Examiner (exactly as the words are written).

3. No test items may be used as a sample or practice item for learning how to mark

responses.
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4. Taking notes about the items included on the Exam is strictly prohibited.

5. All persons are prohibited from attempting to formally or informally record answers
and manually score the Exam.

6. All persons are prohibited from providing students with the answer to any item and
from making any suggestion as to how to respond to a test item at any time, whether
before, during, or after test administration. This prohibition includes provision of
cues, clues, hints, and/or actual answers in any written, printed, verbal, and/or
nonverbal form (including chalkboards, charts, bulletin boards, and gestures).

7. All persons are prohibited from changing students’ answers to test items, whether by
providing hints or clues during test administration or by correcting wrong answers
during or after test administration.

8. All known violations of test security procedures should be reported in writing,
signed by the person making the report, and submitted to appropriate State
Department of Education personnel.

Test Administration Responsibilities

Maintaining Test Security

The test security guidelines are provided to assist test coordinators in determining what
actions may compromise test security. Please note that each state may have additional
state test security guidelines that need to be adhered to as well. Please refer to state
security guidelines or contact state/district test administration staff if test security
questions arise that are not addressed in the manual.

Signing Test Security Affidavit

Carefully review the Test Security Affidavit located in Appendix A. All test
administration staff must sign this affidavit before handling any secure test materials,
which include test books and answer documents. After testing has been completed,
return the signed affidavit(s) with the nonscorable test materials assigned to the school or
district.
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Verifying Contact Information in PEMSolutions

The Contacts section in the PEMSolutions website is used to identify the address and
contact information of each district and school. To ensure accurate delivery of testing

materials and accurate addresses for test material pickup, verify the contact information
by completing the following steps:

1. Access PEMSolutions at www.pearsonaccess.com and log in using the login
information provided in the User Authorization Email sent to authorized users.

2. Select Administrative Management at the top of the screen.

Pearzon Access ADP = PEMSaltions Public = PEMSalutions Secure

vour Account] Administrative Management [DSuppart | Logout

DITIE Test Setup

Current organization:

Welcome, Thomas Ross

Latest Hews

Assessment Dates: PEMST()IHII?()]ILST

May 1-June 13, 2008 (actual test B . f .
dates may vary by state) Welcame to the state's gateway to services designed to help you register

Due dates: students for testing, order testing materials, and analze test results.

3. Select View Organizations.

Home = Administrative Management

Administrative Management

A Beturn to Home:

Organizations

r

Qe
_ ST
-
1
| ==
EH/ & view Uszer Accounts

—a
‘-'-._..-/".

N\
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4. Select school or district to verify contact information.
5. Select the Contacts tab at the top of the page.

A Eeturn to Yiew Croanization

Organization Details Test Administrations

6. Confirm that the correct contact information is in PEMSolutions by clicking on the
contact name.

7. If contact information needs to be updated or added, please update the individual
student record in PEMSolutions or add the information as necessary.

Student Data File Updates

Schools and districts have the option to a) electronically upload their student assessment
records as a Student Data Upload (SDU) file into the PEMSolutions ADP website via a
process called a Student Data File Submission or b) manually code their student
assessment records in PEMSolutions by using the various Test Setup and Student
Registration screens. Schools and districts are strongly encouraged to use the electronic
Student Data File Submission process to help eliminate manual data entry errors.

It is required that each student that will be taking the Exam is included in a SDU file
or that their data is entered manually into the PEMSolutions ADP website. Only
schools and districts that entered participation counts by February 15, 2008, and provided
student data without errors by March 19, 2008, will receive pre-ID labels with their
testing materials. Schools and districts that ordered materials through the additional order
process will NOT receive pre-ID labels. However, as a reminder, all students that will be
taking the Exam will need to have their student data submitted through a SDU file or
entered manually into the PEMSolutions website. If changes to student enrollment occur,
such as student withdrawals, new students enroll, students transfer schools, or other
changes, updates to student data must be made in PEMSolutions. All student data must
be received, with errors resolved, by July 31, 2008, in order for those students’ scores to
be reported.
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Placing Orders for Additional Materials

1. Access PEMSolutions at www.pearsonaccess.com and log in using the login
information provided in the User Authorization Email sent to authorized users.

2. Select Orders at the top of the screen.
Pearson Access ADP = PEMSolutions Public = PEMSolutions Secure

Ynumccnunt | Administrative Management | Suppart | Logout
Home

Welcome, Thomas Ross

Latest Hews

Assessment Dates: PEMST()ILIti(};ILST

Mary 1-June 13, 2008 (actual test Wi \ . .
elcome to the state's gateway to senvices designed to help vou re
dates may vary by state) Y ¥ g Y

chiidants fartactinn Ardar tactinn matariale and anabeo tact racolh

3. Select Order Additional Materials.

Hotme = Orders

Orders

Spring 2008 Algebrall change

A Return to Home:

View By: 0 =0n C Shipments to Pearson

7 order Additional Materials |

+~ Show Search

P approve | X Delete |

[ ¥ Order # Sales Order Number ¥ Status ¥ Organization

Mo re

4. Enter (or verify) the required shipping information, then select Next.
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5. Enter a quantity in the Quantity column for each type of test material needed, and then
click Next. (Note: Additional Orders will NOT receive an overage. In addition,
headers and return shipping labels will not be customized, even in the case of an
initial order being placed through this process.)

Home = Orderg = Order Additional Malerialy
Order Additional Materials
Spring 2008 Algebrall crange

T Eatuan (o Cegee s
Select Test Materials <Back | | e = | | Cancer |
Show Search 0 Test Materials Selected ghow gelected Results: 1 - 12 of 12
¥ Test Material w = Type ¥ Lewvel E Test
Quiantity
l— Angwer Documaent, Spring 2008 Ancillary ADF Algebra | Algebra 11
Materials Il EQC Exam
l— Audio CO Packet, Algebra 11, Sprng 2008 Test Books ADP Algebra | Algebra Il
Il EQOC Exam

6. Review the order, then select Submit Order to submit the order. A confirmation
message will be sent once the order has been approved. Rejected orders will not result
in an automatic e-mail to the user. To check the status of an order, log in to the
PEMSolutions site.

Key Dates For Additional Orders

e Additional orders received February 18, 2008 through April 18, 2008 will
remain in “Awaiting Approval” status. Test coordinators will have the ability
to update or cancel additional orders during this window. On April 21, 2008
these orders will be “Approved” and test coordinators will receive a
confirmation e-mail.

e All “Approved” orders will begin shipping the week of April 21, 2008.
Testing materials will arrive by the date indicated on the order. Initial orders
and additional orders will be packaged and shipped separately from one another
for the same site.

e The last day to order testing materials through additional orders is June 6, 2008.
If your school is testing June 9, 2008 through June 13, 2008, please consider
shipping when determining the date you need materials by. As a reminder,
ground shipments typically take 3-5 days for delivery.

Receiving Test Materials
When the test materials shipment arrives, the DC or TSC must do the following:

e Look at the sequence numbers written on the boxes (i.e., box 1 of 4, 2 of 4, etc.)
and make sure that all boxes are accounted for. If any box is missing, call the
ADP Customer Service Center immediately at 1-866-688-9555.

e Locate the Packing List and Security Tracking Form (Appendix B) in Box 1.
This form indicates the quantities of each item contained in the shipment.
Review the form carefully. Verify that the quantity for each item listed on the
Packing List and Security Tracking Form was actually received.
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Verify and inventory the test books. Without opening the shrink-wrapped
packages, check that the security barcode numbers listed on the Packing List and
Security Tracking Form match the range of security barcode numbers shown on
the Assembly ID Sheets wrapped on top of the shrink-wrapped package of test
books.

The Packing List and Security Tracking Form is provided to record test books
received, test books returned, and any discrepancies in the test book barcodes.
Complete the form noting any discrepancies and return the form to Pearson with
the non-scorable test materials.

If all materials have been delivered to the district, pack each school’s test
materials in boxes clearly labeled with the school’s name for distribution to the
school; if all materials have been delivered to the school, reseal the boxes with
sealing tape and sign your name across the tape and box.

Store all test materials in a secure, locked area until the test administration.

Keep ALL boxes in which the test materials are shipped. They will be needed
to return the materials. Please do not return the materials in non-conforming
oversized boxes.

Applying Student Pre-ID Labels

Overview

Ensure that the Pearson ADP Algebra Il End-of-Course Exam pre-ID labels are
matched with Pearson ADP Algebra Il End-of-Course Exam test materials. Do
not use labels from any other testing program or vendor.

The preprinted student pre-1D label, if available, is to be attached to the front
cover of each answer document.

Careful placement of the label in the designated spot on the answer document is
essential for proper scanning by Pearson.

It is the responsibility of the Test-Site Coordinator to ensure that student pre-1D
labels are attached to the answer documents prior to the first day of testing. The
TSC may enlist the help of other school staff to help with the application of labels,
provided they have signed and returned the security affidavit, but these individuals
must work under the direct supervision of the TSC.

Directions for Applying Preprinted Student Pre-ID Labels

Carefully apply the student pre-1D label to the area on the front cover of the
answer document where “Place pre-I1D label here” appears. Never cover one label
with another label, as this causes problems in the scanning/scoring processes.
Once the label is applied, that answer document becomes assigned to that student.
No demographic information needs to be gridded on the front of the answer
document if the preprinted student pre-1D label is present. However, the version
number and test book serial number will need to be gridded on the front of
the answer document. The back side of the answer document will still require
gridding, but only sections I-K need to be gridded (if necessary) if a preprinted
student pre-ID label is present.

If the preprinted demographic information is incorrect on the preprinted student
pre-1D label, please log into PEMSolutions and update the demographic
information for that student. The label should still be used.
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Training: Test-Site Coordinators

This Test Administration Manual is provided to prepare all test coordinators for
administering the Exam. District Coordinators and Test-Site Coordinators may need
to schedule and conduct their own training sessions for Test Examiners. All training
sessions should be conducted in a manner that will ensure that Test Examiners are
familiar with the procedures and guidelines for administering the Algebra Il End-of-
Course Exam. Training sessions should include discussion of the following:

Responsibilities of Test Examiners

Security of test materials

Testing schedules and locations

Preparation of test locations for test administration

Information about any students who require accommodations or
modifications, such as a large-print test book, audio CD, or Braille book

Distribution of test books and answer documents to students

Assisting students with directions (including reminder to use only No. 2
pencils) and checking for permitted calculators

Administration of the test

Procedures for completing demographic information on the answer document
Collection of and accounting for test materials

Schedules and procedures for return of test materials

Local training may also be used to remind Test Examiners about the following
important administration details:

Approved calculators are permitted for use in Session 2 only. See Calculator
Policy on page 20.

Separate sheets of scratch paper are not permitted at any time during testing.
Students may use the white space in the test book.

Students will record their responses to both Session 1 and Session 2 on a
single answer document. If a student inadvertently uses more than one answer
document, test-site personnel must transcribe the responses onto a single
answer document. Responses should be transferred onto the answer document
with the pre-ID label, if a pre-1D label was provided for the student.

Responses for students who mark their answers in a large-print test book must
be transcribed to a scorable answer document by test-site personnel.

Do not disassemble or pull pages out of the answer document for any reason.
Do not use paper clips, tape, staples, or glue on the answer documents.

Do not attach removable “self-stick” notes to the answer documents.

After testing, be sure that no answer documents are left in the test books.
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Training: Test Examiners

Test Examiners are responsible for participating in any training activities provided by
the District Coordinator or the Test-Site Coordinators. Test Examiners should contact
their TSC for training details. Before attending training, read this Test Administration
Manual thoroughly and make note of any questions. Take the manual to training so that
it can be referred to as needed, and questions can be asked at that time.

The Test-Site Coordinator is the contact person for all test-related matters in a school.
If at any time questions arise about test administration, Test Examiners should
contact their Test-Site Coordinator.

Ensuring Proper Testing Procedures

Test sessions must be conducted under the best possible conditions. By following the
procedures listed below, you ensure the security and confidential integrity of the
ADP Algebra Il End-of-Course testing program and the uniform evaluation of all students.

A Test Examiner who has been trained in ADP Algebra
Il End-of-Course Exam test administration procedures
must be present in the testing room at all times during
the Exam.

e There must be at least one Test Examiner for every 30 examinees.

e Bulletin boards and instructional displays that might aid students during testing must be
covered or removed.

e No element of the testing room’s environment should hinder any student’s performance. The

testing room should be quiet, well lighted, well ventilated, and comfortable. Each student
should have enough space in which to work.

e A “Testing—Do Not Disturb” sign should be posted outside the testing room.

e A graphing calculator is recommended, though not required for this test. For rules regarding

calculator use, please refer to the calculator policy on page 20 of this manual.

e Students are not allowed to use scratch paper. Students may make notes or work problems
in their test books.

e All answers must be marked on an answer document with a No. 2 pencil. Answers marked in

pen or in the test book will not be scored.

o Test Examiners may not require students to first mark their answers in the test book and then

transfer them to the answer document.

e Students may be allowed to use highlighters and colored pencils in the test book to
emphasize important information.

e Students must remain seated during testing, except when they are acquiring or returning
calculators. They are not allowed to talk to one another while test books are open.

Only students are allowed to erase their stray marks or darken answer-choice circles, and only
during the scheduled test session.

When students complete Session 1 they should move on to Session 2, unless the sessions are
being administrated on separate days. Please check with the DC or TSC for testing schedule.

When students complete Session 2 they should move on to the Student Questionnaire section
of the answer document.
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e Some students may finish the Exam earlier than others. After their test materials have been
collected, students may quietly read.

Immediately after testing has been completed for all students in a testing session,
return the test materials to the Test-Site Coordinator.

The Test Examiner is responsible for test security and confidential integrity in the
testing room. If a situation arises that the Test Examiner does not know how to resolve,
contact the Test-Site Coordinator.

Report in writing any violations of test security and/or confidential integrity to the
Test-Site Coordinator, providing copies of the correspondence to the school principal.

The contents of test books and answer documents containing
student answers are considered secure materials at all times.
No unauthorized viewing, discussion, or scoring of these test
materials is allowed.

Accommodations

Accommodations are listed in Section J on the back page of the answer document. State
specific accommodations can be marked in Section K on the back page of the answer
document. Please contact the state department of education to receive state specific
accommodation codes if required.

Answering Examinees Questions

Test Examiners may answer examinees’ questions about test directions or procedures. Test
Examiners are not allowed to answer questions related to the content of the test itself. If
an examinee asks a question that the Test Examiner is not permitted to answer, the Test
Examiner may respond, for example, “l can’t answer that for you; just do the best you
can.” Test Examiners and school personnel are not allowed to:

e translate test questions or item prompts into another language;

e rephrase or add information to questions or the prompt;
discuss test questions with anyone before, during, or after
testing; or

e score test items or discuss with examinees how they
performed.

Breaks

Students are allowed to take a brief break during a test session only if necessary. Test
Examiners should use their own judgment in determining whether any breaks are
necessary. Allow only one student at a time to take a restroom break.
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Calculator Policy

The ADP Algebra Il End-of-Course Exam will be administered in two sessions.
The first session will be completed by students WITHOUT the use of a
calculator. The second session will be completed by students using a calculator
(preferably a graphing calculator). Some items in the calculator session assume
access to a graphing calculator; therefore graphing calculators are recommended
although not required. The types of calculators permitted for use are:

e graphing calculators (recommended)
e scientific calculators (not recommended)
e four-function calculators (not recommended).

The following types of calculators are NOT permitted for use on the ADP Algebra
Il End-of-Course Exam:

e Texas Instruments: All model numbers that begin with TI1-89 or T1-92;
Voyage 200; N-Spire CAS

e Hewlett-Packard: hp 48GlII and all model numbers that begin with hp 40G, hp
49G, or hp 50G

e Casio: Algebra fx 2.0, ClassPad 300, and all model numbers that begin with
CFX-9970G

e Calculators with built-in computer algebra systems
e Pocket organizers
e Handheld or laptop computers

e Calculators built into cellular phones or other electronic communication
devices

e Calculators that have pen input/stylus driven devices
e Calculators requiring access to an electrical outlet

e Calculators that make noises of any kind that cannot be disabled (except for
students needing special accommodations)

e Calculators that use a QWERTY keyboard
e Calculators that use paper tape

Test Examiners are required to disallow the use of any of the above types of
calculators. Texas Instruments N-spire calculators without CAS should be
allowed only with the use of the 84 faceplate. Substitute calculators may be
provided in the event that a student’s calculator is disallowed and the Test
Examiner has approved calculators available. Students using a calculator with a
raised display or a display one inch or larger will be seated at the discretion of the
Test Examiner.
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Test Examiners are required to check calculators before the Exam and clear
memory, including any stored programs, on graphing calculators both before and
after the exam. Students should be thoroughly familiar with the operation of the
calculator they plan to use on the Exam. Calculators may not be shared and
communication between individual student calculators is prohibited during the
Exam.

Cell Phone Use

The use of cell phones and other electronic communication devices during testing is
NOT permitted. If a student is caught using a cell phone or other electronic
communication device during testing, take that device away from the student and let them
continue the test. Contact your state department of education for further resolution if the
use of the cell phone or other electronic communication device constitutes a security
breach.

Cheating/Security Breaches

Any cases of cheating that either involve a large number of students (such as formula sheets
being passed out to students or formulas being posted in a testing room) or a security
breach (someone making a photocopy of a test, someone stealing a test) must be reported
immediately to Pearson at 1-866-688-9555 and the state department of education. Other
testing irregularities may be noted and sent back with nonscorable materials. Any questions
about this policy should be directed to the state department of education.

Emergencies

Occasionally an emergency will arise, and a student may need to leave the testing room
for an unknown amount of time. The Test Examiner and the Test-Site Coordinator
should determine whether the student should continue testing. In this situation, no test
materials may be taken from the room. If a student cannot continue testing, write on
the front of the answer document that the student was unable to finish testing and
return the student’s test materials with the non-scorable materials.

Formula Sheets

Formula sheets are not allowed with the ADP Algebra Il End-of-Course Exam.
Likewise, teachers are not allowed to put formulas in any visible area in the testing
room. Students are expected to know the formulas they need or formulas will be given
to them in the Exam question.
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Large-Print Procedures

Students who use the large-print test books may use one of the following options for
recording their responses:

¢ Record their answers on a regular answer document.

e Record their answers in the large-print test book. For those students who select this
option, a Test Examiner will need to transcribe the responses from the large-print
test book to a regular answer document without making any changes. Write
“Transcribed by (NAME) because (REASON)” at the top of the large-print test
book. Transcription must be done in No. 2 pencil. The Test Examiner must ensure
that the examinee’s information has been completed on the answer document if a
pre-ID label has not been provided. The version number and test book serial
number will also need to be gridded on the transcribed document. Return the
transcribed answer document and the large-print test book to the Test-Site
Coordinator.

e Record their answers on an enlarged photocopy of the answer document. School or
district staff may produce an enlarged version of the answer document by
photocopying it at 129% onto 11” x 17” sheets of paper. For those students who
select this option, a member of the testing staff will need to transcribe the responses
from the enlarged document to a regular answer document without making any
changes. Write “Transcribed by (NAME) because (REASON)” at the top of the
enlarged photocopy of the answer document. Transcription must be done in No. 2
pencil. The Test Examiner must ensure that the examinee’s information has been
completed on the answer document if a pre-ID label has not been provided. The
version number and test book serial number will also need to be gridded on the
transcribed document. Return the transcribed document, the enlarged photocopy of
the answer document, and the large-print test book to the Test-Site Coordinator.

e |If answers are recorded on an enlarged photocopy of the answer document, the
enlarged photocopy becomes secure and needs to be returned to Pearson.

Make-Up Testing Procedures

If a make-up test needs to be administered for any students, please check the
department of education guidelines within your state. Many states have a set date for
make-up tests, so it is important to stay within those guidelines. Make-up Exams need
to be administered with the same testing conditions and procedures as regularly
scheduled testing sessions.

Scratch Paper

Students are not allowed to use scratch paper. If necessary, they may make notes or
work problems in their test book.

Student Demographics

Pre-1D labels are provided for the Spring 2008 operational test. All students will need to
grid the Version Number and Test Book Serial Number on the front of the answer
document. Test-Site Coordinators will also need to ensure that the back page of the
answer document has been filled out accurately to capture information for each student
regarding ethnicity, LEP/ELL, and accommodations.
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If students do not have student pre-ID labels, they will need to grid the following fields
in the student demographic section on the front cover of the Spring 2008 Operational Test
Answer Document, in additional to those fields mentioned above.

Student Name
Date of Birth

e Gender
e Grade

As a reminder, all students must be entered into the PEMSolutions system to receive
reports. Students may be entered into the system manually or uploaded via a file until July
31, 2008.

Timing

The ADP Algebra Il End-of-Course Exam is untimed; however, the minimum expected
amount of time students will need for this test is approximately 90-120 minutes (45-60
minutes per session). Students should have all the time they need to respond to each test
item. Students are allowed to check their work in Session 1 before they move on to Session
2, but they cannot go back to Session 1 once they have started Session 2. Students may be
asked to stop testing at the end of a class period or school day if additional time is not
feasible. Test Examiners should check with Test Site Coordinator for the test site’s
procedures.

Most states are allowing for the Exam to be administered on separate days as long as the
Exam is administered in no more than two sittings, each sitting is to include a single
session, where session 1 is the non-calculator session and session 2 is the calculator session,
and students are not allowed to go back to items in the previous session. Arkansas has
designated that the test be administered in one day, with two make-up dates.

Transcribing—Audio CD Materials

If an examinee uses an audio CD and marks his or her responses in the test book, the
examinee’s responses must be transcribed from the test book onto the appropriate
answer document without making any changes. Write “Transcribed by (NAME)
because (REASON)” at the top of the test book. Transcription must be done in No. 2
pencil. The Test Examiner must ensure that the examinee’s identification information
has been completed on the answer document if a pre-1D label has not been provided.
The version number and test book serial number will also need to be gridded on the
transcribed document. Return the transcribed answer document and the test book to the
Test-Site Coordinator.
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Transcribing—Braille Materials

If an examinee uses a Braille test book and marks his or her responses in the test book,
the examinee’s responses must be transcribed from the Braille test book onto the
appropriate answer document without making any changes. Write “Transcribed by
(NAME) because (REASON)” at the top of the large-print test book. Transcription must
be done in No. 2 pencil. The Test Examiner must ensure that the examinee’s
identification information has been completed on the answer document if a pre-1D label
has not been provided. The version humber and test book serial number will also need
to be gridded on the transcribed document. Return the transcribed answer document and
the Braille test book to the Test-Site Coordinator.

Transcribing—Unusable Answer Documents

If an answer document becomes unusable at any point during a test session, the
examinee should be given a new answer document with which to continue. Instruct the
student to start at the exact point where he or she stopped in the unusable document.
After the examinee has finished the test session, the Test Examiner should transcribe the
contents of the original answer document onto the new one without making any changes
and write “Transcribed by (NAME) because (REASON)” at the top of the unusable
answer document. Transcription must be done in No. 2 pencil. The Test Examiner must
ensure that the examinee’s identification information has been completed on the new
answer document. The version number and test book serial number will also need to be
gridded on the transcribed document. Then void the unusable answer document by
writing “VOID” in large, bold letters across the front. After testing has been completed,
return the transcribed and the voided answer documents to the Test-Site Coordinator.

Conducting the Test Administration

Test Material Distribution

The Test-Site Coordinator will distribute test materials to the Test Examiners. Test
Examiners will be given the following:

e One test book per student
e one answer document per student

e any accommodated versions of the Exam (Braille, large-print, or audio
CD)

Contact the Test-Site Coordinator if additional test books or answer documents are needed.
Each student should have two No. 2 pencils with erasers and a permitted calculator (for
Session 2).

Test books and answer documents must be checked out from and in to the Test-Site
Coordinator. The Test-Site Coordinator will use the Security Checklist shown in Appendix
E to account for all test books while they are signed out to the Test Examiner and to verify
that the Test Examiner has signed the Test Security Affidavit. The Test-Site Coordinator
will assign test books using the unique nine-digit security number printed on each test
book. The digit after the hyphen is used only as a check digit.
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38490 0641 -1

Test Examiners are responsible for the test books and answer documents until they
are returned to the Test-Site Coordinator. All test materials assigned to Test
Examiners must be returned immediately after all examinees have completed
testing. The Test-Site Coordinator will use the Security Checklist to verify that all the
test books checked out have been returned for that day.

All test materials must be kept in locked storage (for example,
in a locked filing cabinet or a locked closet) when not in use.

Distributing Test Materials to Students

Ask students to clear their desk of all materials except the calculator they will be using for
Session 2, No. 2 pencils with erasers, highlighters and colored pencils. Verify that the
calculator each student will be using is on the list of permitted calculators. After the
calculators have been verified, instruct the students to put their calculators away for now.
They will not be allowed to use calculators for Session 1 of the Exam.

Reading Directions to Students

Please read the instructions below to students. Included are instructions for
completing the student identification information on the Spring 2008 Exam Answer
Document for students without preprinted pre-I1D labels. This information must be
completed before testing begins.

Do not rephrase or make any additions to any portion of the test script.

Completing Student Identification Information

Students without preprinted pre-ID labels should grid the student identification
information before testing begins where indicated, following the directions below.

Read aloud the material printed in bold type and preceded by the word “SAY.” The
material in italics is information meant for the Test Examiner and should NOT be read
aloud to students.

SAY Soon you will be taking the ADP Algebra Il End-of-Course Exam.
Before you take the test, we are going to fill out the front of the answer
document that you will use. It is important that you pay attention and
follow directions. Use only a No. 2 pencil to mark your answer
document. If you do not have a No. 2 pencil, please raise your hand.

Give a pencil to each student who needs one.
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SAY

SAY

SAY

SAY

SAY

I am going to give each of you an answer document. Do not write on it
until 1 ask you to do so.

Give an answer document to each student. Make sure that students with pre-1D
labels have the correct answer document. If everyone in your test session has a
pre-ID label, skip to the fifth SAY on page 27. If any student in your test session
does not have a pre-ID label, then all of the read-aloud instructions must be read
to students. When everyone has an answer document, continue.

Look at the label on the front of your answer document. If the label has a
name on it, make sure it is your name. If you do not have a label on your
answer document, find the words “LAST NAME” at the top of your answer
document. Print your last name in the row of boxes in this section, starting
with the first box on the left. Print only one letter in a box. If there are
not enough boxes for all the letters in your last name, print as many
letters of your last name as you can. When you are finished, find the
section labeled “FIRST NAME” to the right of the section where you
printed your last name and print your first name. Then find the column
labeled “MI” to the right of the section where you printed your first name
and in this box, printed the first letter of your middle name. If you do not
have a middle name, do not print anything in this box. If you have any
questions, please raise your hand.

Check that students are printing their names in the appropriate section, one letter to
a box. When students are ready, continue.

Below the boxes where you printed your name are columns of circles
with letters in them. In the first column find the circle with the first
letter of your last name. Fill in that circle. Make sure that the mark you
make is dark and neat. Be sure to fill in the circle completely. If you make a
mistake, completely erase the mark you made and fill in the correct circle.
Now do the same thing for the rest of the letters in your last name.

Check to see that students are gridding the letters correctly. If a student is
having difficulty, it may be necessary to help him or her fill in the first few
columns. When everyone is ready, continue.

Some of you may not have used all the boxes to print your last name.
Directly under each of these boxes is a circle without a letter in it. For
each empty box, fill in the empty circle below it.

When everyone is ready, continue.

Now fill in the circles for your first name and middle initial the same way
you did for your last name. If you do not have a middle initial, fill in
the empty circle in the “MI” column.

Monitor students as they grid their first name and middle initial. When everyone
is ready, continue.
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SAY

SAY

SAY

SAY

SAY

SAY

SAY

If you do not have a pre-1D label on the front of your answer
document, find the section labeled “DATE OF BIRTH.” In the
space labeled “MONTH,” fill in the circle next to the month in which you
were born.

Before continuing, draw the following example for completing the DAY and
YEAR fields on the board.

Day | Year

04|88

Print the day of your birth and the last two digits of the year in which you
were born in the boxes labeled “DAY” and “YEAR.” If you were born
before the tenth day of the month, you will need to put a zero in front of
the day of your birth, as shown in the example that | have drawn on the
board. Now fill in the circles below the numbers you have printed. If you
have any questions, please raise your hand. When you finish, put your
pencil down.

Monitor students to ensure that they are filling in this information correctly. When
students are ready, continue.

If you do not have a pre-1D label on your answer document, find the
space marked “GENDER.” If you are a maleg, fill in the circle next to the
“M.” If you are a female, fill in the circle next to the “F.”

When students are ready, continue.

If you do not have a pre-1D label on your answer document, find the
space marked “GRADE.” Fill in the circle next to your current grade.

Monitor students to ensure that they are filling in this information correctly.

I am going to give each of you a test book. Do not write on it or open it
until I ask you to do so.

Give a test book to each student. When everyone has a test book, continue.
Please write your name on the test book in the upper right-hand corner.
When everyone is ready, continue.

All students need to fill in the version number of their test book in
Section C of their answer document. Find this number on your test
book. Write the version number on your answer document in the row of
boxes in this section and fill in the circles for your version number to the
right of the name field now.

Monitor students to ensure that they are filling in this information correctly. When
students are ready, continue.
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SAY

SAY

All students need to fill in the test book serial number found on the back
of your test book in the upper right-hand corner. Find this number on
the back of your test book. Write the test book serial number in Section
D of your answer document in the row of boxes in this section and fill in
the circles for your test book serial number now.

Monitor students to ensure that they are filling in this information correctly. When
students are ready, continue.

Now you may open the cover of the test book. Please refer to the page
titled “General Directions.” Please follow along as | read the directions.
Today you will be taking an Algebra Il End-of-Course Examination. To
complete this test you will need a separate answer document. This test
consists of two sessions. On the first session, you will NOT be allowed to
use a calculator. On the second session, you will be allowed to use a
calculator. Three different types of questions appear on this test:
multiple-choice, short-answer, and extended-response. The response
area for short-answer questions is about one-half page, and the response
area for extended-response questions is about one page.

While taking this test, remember:
1. Read each question carefully, including diagrams and graphs.

2. For multiple-choice questions, choose the best answer from the four
choices given. Fill in the circle of your answer choice in your answer
document. You may do your work in the test book, but only the
answer document will be scored. Mark only one response for each
multiple-choice question.

3. For short-answer and extended-response questions, write your
answers in the gridded box provided in your answer document. You
do not have to use all of the space provided.

4. For short-answer and extended-response questions in the calculator
session that require you to show your work, when using your
calculator you must explain how you arrived at the answer to receive
full credit.

5. Do not spend too much time on any one question. If you do not
know the answer to a question, go on to the next question. Return to
unanswered questions after answering the rest of the test questions
in that session.

6. When you have finished a session, you may check over your work in
that session only.

If you are administering the entire test in one day, continue. If not, skip to the
third SAY on page 29.
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SAY

SAY

SAY

SAY

When you have completed Session 1 and are ready to move on to Session
2 please raise your hand. I will come to your desk while you take out
your calculator for Session 2. Remember once you start Session 2 you
may not return to Session 1. When you have finished Session 2 please
take a few minutes to answer the Student Questionnaire on page 19 of
your answer document. When you have completed the Student
Questionnaire please close your answer document and sit quietly until
the end of the test administration.

Are there any questions?
Respond to all questions. When students are ready, continue.
You may begin Session 1 now.

Circulate among the students to make certain they are writing their answers in the
correct response boxes. Make a systematic check of the students’” work during the
testing period. This is an untimed test. It will take students approximately 45-60
minutes to complete each session; however, some students may require more time.

As students complete the Exam, collect their test books and answer documents. If
some students need more time, please allow them to continue, if possible. Check
with the Test-Site Coordinator for procedures to follow if students need to be
moved to another room to continue testing. If you are testing all of your students
on the same day, skip the remaining verbal instructions.

When you have completed Session 1, please raise your hand and | will
come to your desk. When you have completed Section 1, please close
your answer document and sit quietly until your materials have been

collected.

Are there any questions?
Respond to all questions. When students are ready, continue.
You may begin Session 1 now.

Circulate among the students to make certain they are writing their answers in the
correct response boxes. Make a systematic check of the students’” work during the
testing period. This is an untimed test. It will take students approximately 45-60
minutes to complete each session; however, some students may require more time.

As students complete the first session of the Exam, collect their test books and
answer documents. If some students need more time, please allow them to
continue, if possible. Check with the Test-Site Coordinator for procedures to
follow if students need to be moved to another room to continue testing.

Make sure you receive a test book and answer document from each student taking
the test. Return the test books to the TSC for secure storage until the beginning of
Day 2 of testing.
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Reading Directions to Students, Day 2 — only to be
used if Exam is given on two separate days

SAY

SAY

SAY

SAY

SAY

Today we are going to take the second session of the ADP Algebra Il
End-of-Course Exam. Do your best to select or write an answer for each
item on the test. 1 am now going to give you test materials. Please do not
open your test book until I tell you to do so.

Distribute the test books and answer documents. Make sure each student receives
the test book with his or her name and the answer document with his or her name
on the pre-1D label or with his or her name written on the answer document in
section B. Calculators may also be distributed to students at this time.

Look at the front of your answer document. Make sure the name listed
on the pre-I1D label is your name or that your name is written in Section
B where it says Last Name, First Name, and MI. If you have the wrong
answer document, raise your hand.

Pause while students check to make sure they have the correct answer documents.

Look at the front of your test book. Make sure the name listed on the
cover is your name. If you have the wrong test book, raise your hand.

Pause while students check to make sure they have the correct test books.
At this time, you may get out your calculator if you have one.

Pause while students get out their calculators. Test Examiners need to check and
clear the memory from their calculators per the Calculator Policy on page 20 of
this manual.

By now you should have completed session 1 of the exam, which is the
non-calculator session. In a few minutes you will be taking the second
session; you will be allowed to use a calculator. As a reminder, three
different types of questions appear on this test: multiple-choice, short-
answer, and extended-response. The response area for short-answer
questions is about one-half page, and the response area for extended-
response questions is about one page.

While taking this test, remember:
1.  Read each question carefully, including diagrams and graphs.

2. For multiple-choice questions, choose the best answer from the
four choices given. Fill in the circle of your answer choice in your
answer document. You may do your work in the test book, but
only the answer document will be scored. Mark only one response
for each multiple-choice question.

3. For short-answer and extended-response questions, write your
answers in the gridded box provided in your answer document.
You do not have to use all of the space provided.

30



SAY

SAY

4.  For short-answer and extended-response questions in the
calculator session that require you to show your work, when using
your calculator you must explain how you arrived at the answer to
receive full credit.

5. Do not spend too much time on any one question. If you do not
know the answer to a question, go on to the next question. Return
to unanswered questions after answering the rest of the test
questions in that session.

When you have completed Session 2 please raise your hand. Remember
that you may not return to Session 1 at any time. When you have
finished Session 2 please take a few minutes to answer the Student
Questionnaire on page 19 of your answer document. When you have
completed the Student Questionnaire please close your answer document
and sit quietly until the end of the test administration.

Are there any questions?
Respond to all questions. When students are ready, continue.
You may begin Session 2 now.

Circulate among the students to make certain they are writing their answers in the
correct response boxes. Make a systematic check of the students’” work during the
testing period. This is an untimed test. It will take students approximately 45-60
minutes to complete each session; however, some students may require more time.

As students complete the Exam, collect their test books and answer documents. If
some students need more time, please allow them to continue, if possible. Check
with the Test-Site Coordinator for procedures to follow if students need to be
moved to another room to continue testing.

Returning Test Materials

Returning Test Materials to Test-Site Coordinator

After testing, Test Examiners must complete the following tasks before returning
test materials to the Test-Site Coordinator:

Separate all answer documents from the test books.
Verify that the student information on the answer documents is accurate.

Be sure that all answer documents that should not be scored have been
invalidated, if applicable.

Use a No. 2 pencil to transcribe the information from a voided answer
document onto the document on which the student continued the test,
if applicable.

Use a No. 2 pencil to transcribe onto an answer document the
responses of any student who tested with a Braille test book, large-
print test book, or audio CD, if applicable.
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o Verify that all test books and answer documents are accounted for.

Preparing Test Materials for Return to Pearson

After receiving testing materials from the Test Examiners, the TSC or DC should
separate materials into two groups: scorable answer documents and non-scorable
answer documents. Scorable answer documents are the answer documents provided by
Pearson containing pre-ID labels, demographic information, and student responses.
Non-scorable answer documents include test books, enlarged copies of answer
documents (only if used with large-print accommodations), test administration
manuals, banded unused (blank) and voided answer documents, unused answer
documents with affixed pre-ID labels, unused school header sheets, signed test security
affidavits, a completed packing list, and security tracking forms. The full list and order
of materials within the box is listed under Non-Scorable Answer Documents and
Materials on page 33.

Scorable Answer Documents

e Check the answer documents:
- Besure only a No. 2 pencil was used for student responses.
- Remove any extraneous paper included in the answer documents.
- Verify that there is an answer document for every eligible student.
- Verify that demographic data has been gridded, as needed.

- Verify that student responses have been transcribed to a scorable answer
document, if required, as a result of using a Braille book, large-print test book,
or audio CD. Ensure that “Transcribed by (NAME) because (REASON)” is
written on test books, as appropriate.

- If a special version (Braille, large-print, or audio CD) test book was used,
verify the special version type has been gridded appropriately on the back page
of the answer document.

- Count the scorable answer documents.
e Complete one School Header Sheet per school.

e Place the School Header Sheet on top of the stack of scorable (used) answer documents
for the school. Use one or more of the paper bands provided with your testing materials
to secure the stack.

e Pack the materials in the boxes you saved from the delivery shipment:

- Place the scorable testing materials in the box(es) with the School Header Sheet
on top in Box 1.

- If any boxes are not completely filled, add crumpled paper to avoid damage
caused by shifting during shipment.

- Seal the boxes with sealing tape.

- Locate the BLUE return shipping labels included in your shipment marked
SCORABLE. Place one return shipping label in the lower right-hand corner
on the top of each box returned.
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- In the school section of the return label, number the boxes:
- If only one box is used, label it “Box 1 of 1.”

- If multiple boxes are used, label them sequentially, e.g., a shipment of four
boxes would be labeled “Box 1 of 4,” “Box 2 of 4,” and so on. If you need
additional BLUE labels contact Pearson at 1-866-688-9555.

Non-Scorable Answer Documents and Materials

Check the test books to be sure that NO answer documents have been left inside.

Complete the Packing List and Security Tracking Form, indicating the number of test
books being returned with the shipment.

Record the book number of each missing test book and the reason the book(s) was not
returned to Pearson.

Sign the form, make a copy for your records, and return the original with the shipment.

Organize and pack ALL non-scorable materials in the boxes as follows (starting at the
bottom):

- Test books(BOTTOM OF BOX)

- Test Administration Manuals

- Banded unused (blank) and voided answer documents

- Unused School Header Sheets

- Signed Test Security Affidavits

- Completed Packing List and Security Tracking Forms (TOP OF BOX)
Seal the boxes securely with sealing tape.

Locate the YELLOW return shipping labels marked NON-SCORABLE that were included
in your shipment. Place one return shipping label in the lower right-hand corner on top
of each box returned.

In the designated space on each YELLOW return label, indicate the total number of boxes
containing non-scorable material being returned from your test site. If multiple boxes are
used, label them sequentially, e.g., a shipment of four boxes would be labeled “Box 1 of
4,” “Box 2 of 4,” and so on. If you need additional YELLOW labels, contact Pearson at 1-
866-688-9555.

Shipping Scorable Materials to Pearson

Confirm that the designated BLUE-coded label is in the lower right-hand corner on top
of each box and check the numbering of the boxes.

Locate the FedEx labels marked EXPRESS (for scorable materials). This information is
located near the middle of the label.

Call FedEx to schedule a pickup at 1-800-463-3339.
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Enter 9 at voice prompt, then enter the account number for customer service. Your
account number is located on the bottom of the FedEx labels provided to you. Keep the
label tab with the account and tracking numbers for your records.

Place the FedEx EXPRESS label to the immediate left of the designated BLUE-coded
label. DO NOT PHOTOCOPY the FedEx label. FedEx will not accept photocopied
labels. If you do not have a return label for each box, call Pearson at 1-866-688-9555.

Shipping Non-Scorable Materials to Pearson

Confirm that the designated YELLOW-coded label is in the lower right-hand corner on
top of each box and check the numbering of the boxes.

Locate the FedEx labels marked GROUND (for non-scorable materials). This
information is located near the middle of the label.

Call FedEx to schedule a pickup at 1-800-463-3339.

Enter 9 at voice prompt, then enter the account number for customer service. Your
account number is located on the bottom of the FedEx labels provided to you. Keep the
label tab with the account and tracking numbers for your records.

Place the FedEx GROUND label to the immediate left of the designated YELLOW-
coded label. DO NOT PHOTOCOPY the FedEx label. FedEx will not accept
photocopied labels. If you do not have a return label for each box, call Pearson at 1-866-
688-9555.

Resolving Alerts in PEMSolutions

After materials are returned to Pearson, answer documents will be scanned and
processed. Two weeks after returning materials, DCs or TSCs need to login to the
PEMSolutions website to resolve any processing alerts for their schools or districts.
Processing alerts may include:

Invalid student attributes: demographic information (last name, first name, date-of-
birth, or gender) for the scanned student document does not match the information in the
student record in PEMSolutions.

Unmatched test attempt: the scanned student record matches demographic information
for a student, but could not be matched to a unique student in the system.

No test assignment: a scanned student record does not match an existing test
assignment. This could happen if the test assignment does not exist in PEMSolutions.

No student registration: a scanned student record does not match any registered
student record in PEMSolutions. This generally happens when a student has taken a
test, but does not have a student record in PEMSolutions or if the student is in
PEMSolutions, but has a status of “unregistered”.
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e Mismatched organization: this happens when a student answer document is scanned
under a different header than what is on their test assignment. This only happens when
the student in question has tested under a different school within his or her registered
district.

e Failed Validations: this message indicates that the IEP/LEP assignment on the answer
document does not match the student’s record in PEMSolutions.

Processing alerts must be resolved by July 31, 2008 for student scores to be reported. To
resolve alerts in PEMSolutions:

1. Access PEMSolutions at www.pearsonaccess.com and log in using the login
information provided in the User Authorization Email sent to authorized users.

2. Select Test Setup at the top of the screen.

Orders | Your Account | Administrative Mananement | Support | Logout

Student Data Test Setup Test Results

3. Select Resolve Student Test Alerts.

Orders | YourAccount | Administrative Management | Suppart | Logaut

Student Data Test Setup Test Results

Overview Farticipation Counts  Student Registration  Resolve Student Test Alerts

4. Select a student record.

| Home = Test Setup = Resolve Student Test Alerts

Resolve Student Test Alerts
Spring 2008 Algebrall change

4 Beturn to Test Setup

0 Entities
S Move Test to Assigned School
¥ Student Mame ¥ student Code ¥ School

avak, siddhu 2lo0izo0iz26211111131 ALLEM CEMTRAL H.5.

35



5. Select Edit.

Home = Test Setup = Resolve Student Test Alerts = Resolve Student Test Alert Details

Resolve Student Test Alert Details b
Spring 2008 Algebrall change

4 Return to Resalve Student Test Slerts

Student Test Details

Edit J Go back to Resolve Student Test Alerts

nayak, siddhu s
Gender: M Grade:08  Date of Birth: 02/15/1988
Student Code: 21001200126211111111

b - Reguired

Algebrall

Completed: Yes

Organization:  ALLEN CENTRAL H.S.
UIM: silsnayak11223122312

!3 Students Demographic attributes did not match the Existing Student Code
/1 Please correct the errors below.

* Inwalicd Student Attributes - no matches found.

Student Code: 21001200126211111111
Matching Student First Mame:

6. Fix any errors in the student record and click on Save. It is also possible that you may

need to go to the Student Data Information screen within PEMSolutions to make the
appropriate edits.

Home = Test Setup = Resolve Studernt Test Alerts = Resolve Student Test Alert Details
Resolve Student Test Alert Details
Spring 2008 Algebrall chance

4 Return to Resolve Student Test Alerts

Student Test Details
nayak, siddhu s P - Reguired

Gender M Grade:08  Date of Birth: 02/15/1988
Student Code: 21001200126211111111

Algebrall

Completed: Yes

Organization:  ALLEM CENTRAL H.S.
LIM: sidsnayak11223122312

/1 Students Demographic attributes did net match the Existing Student Code
/1 Please correct the errors below.

® Invalid Student Aftributes - no matches found.

Student Code: 21001200126211111111

Matching Student First Mame: l—
Matching Student Last Mame: I—

7. If you are able to fix the student record from this screen, click on Resolve Student
Test Alerts to return to the rest of your student records. If you cannot fix the alert

from this screen, click on Return to Resolve Student Test Alerts to go back to other
student records.

Appendices

The appendices for this administration are included in the following pages.
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A. ADP Algebra Il End-of-Course Test Security Affidavit
ADP Algebra Il End-of-Course Test Security Affidavit Page 1

| acknowledge that | will have access to the Examination and test materials for the purpose of
administering the examination. | understand that these materials are highly secure, and it is my
professional responsibility to protect their security as follows:

(1) 1'will not divulge the contents of the examination to any other person through verbal, written, or
any other means of communication.

(2) 1'will not copy any part of the examination or test materials.

(3) I will keep the examination secure until the examination is distributed to students.

(4) I'will limit access to the examination and test materials by test examinees to the actual testing
periods when they are taking the examination.

(5) 1 will collect and account for all materials following each examination and will not permit
students to remove examinations or test materials from the room where testing takes place.

(6) 1'will not review any test questions, passages, or other test items with eligible students before,
during, or after the examination.

(7) 1'will return all examinations and test materials to the designated Test-Site Coordinator upon
completion of the examination.

(8) I will not interfere with the independent work of any student taking the examination, and | will
not compromise the security of the examination by any means including, but not limited to:

(A) Providing students with access to examination materials prior to testing.

(B) Copying, reproducing, transmitting, distributing, or using in any manner inconsistent
with test security all or any section of any secure examinations or test materials.

(C) Coaching students during testing or altering or interfering with the eligible students’
responses in any way.

(D) Making answer keys available to students.

(E) Failing to follow security rules for distribution and returning of secure examinations and
test materials as directed, or failing to account for all secure examinations and test materials
before, during, and after testing.

(F) Failing to follow test administration directions specified in test administration manuals.

(G) Participating in, directing, aiding, counseling, assisting in, or encouraging any of the acts
prohibited in this section.

(9) I will administer the examination in accordance with the directions for administration set forth
in the test contractor’'s manuals for administration of the examination.
(20) I will collect all student admission tickets and sheets of scratch paper and return them to the

School Testing Coordinator for secure disposal.

(11) I have been trained to administer the examination.
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ADP Algebra Il End-of-Course Test Security Affidavit Page 2

Signed:

Print Name:

Position:

School;

School/District Affiliation:

Date:

This form may be photocopied.
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B. Packing List and Security Tracking Form

F

AMERICAN DIPLOMA PROJECT

ALGEBRA Il END-of-COURSE

END-of-SPRING 280

TEST SITE PACKING LIST AR
SECHEITY TRACKING FORR

Creliver To: 2800040004

BARBER HIeH SCHOOL R HIGHSCHOOL
GGS FARRY RD EARRY RO

AKRON, OH 44219-1729 {RON, OH 44219-1709
EIMBERLY JOHNSON HIMBERLY JOHNSON

Thiz shipment contains an owerage of materials.
If there are any discrepancies note them on

page.

hat wou have received all of the matenals listed below.
Farfurther detailed instructions please see the last

All materials listed on this page hawve beenrecei

Test Site Coorinator Signahreﬁ/\
o

Date\>
\? Tatd Gy Facked
Fackage Gty Euach in B
teri fteri Dezeejption Ditzils Fadked Ordered hriber

1439758-2-1-1 [EOORDIMATOR PARKET. SPRING 2008 1 0 1
ADDDOD00SS | TESTAARINISTRAHONMERLIAL 5PRING 2003 Each z 0 1
AD00000 150 SWER ENT) SPRING 2008, PKG - & 2 packs of § 10 0 1

o .

ADOO0001ES TEST BOOY, I, SPRING 2005, PKG - § 2 packs of § 10
Tuuuusy uuuu el

IMSTRUCTIONS:

1. Mote any discrepancies in the DISCREPAMCIES =section belows. This form may be photocopied it addiional space is needead.
2. Additional test matedals may be ordered through PEMSalutions at wanw. pearsonaceess. com.

3. When retarning materials, indicate the security barcode range of missing test books andfor C0= in the space provided below.
4. Recard below any additional test books and for CDs that are notindicated on the previous pagels).

5. The buxes used to deliver yourtest matedals should be zaved and usedto returmyour materals.

G. Complete, sign, and date this fomn and return itwith wour test books, Retain 3 copy of this completed fam for your

school records.

ADDITIONAL TEST BOOKS ANDSOR Chs

ITEM SECURITY # SECURIT # MUMBER HUMBER
DESCRIFTION START EHND RECEIVEL RETURMNEL
For lnte real Dze Oaly 1E-8PR-08 D200
Plk Batch: 203242 Delkery: 9764352 arkrle: 8531900 Page 1 0T 2
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AMERICAN DIPLOMA PROJECT
ALGEERA Il END-of-COURSE
END-of-SPRING 2008

TEST SITE PACKIMG LIST AMD
SECIRITY TR ACKING FORR

DISCREPANCIES

MISSING TEST BOOKS ANDSOR Chs

ITEM SECURITY # SECURITY# REASON TEST BOQKS ANDSOR
DESCRIFTION START END Chs ARE NOT BEING RETURMELD
TEST SITE COORDIMATOR SIGMNATURE LATE COUNTYYDISTRICTACHOOL CODE
For e real Dse Ouly 1E-BPF0& D200
Plck Batch: 203242 Delkery: 976432 Gk rLive: 8531900 ':+-|l+ w0000 P-?r_l% 2arz2
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C. ADP Algebra Il End-of-Course Exam Spring 2008
Answer Document

|
a ADPF Algebra 11
Studert Name End-of-Course Exam
. Answer Document
Sohoo| Mame E-prmg 2008
Digtriot Name Use only a MNo. 2 peneil
B Last Harma Firat Hama
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Informat

ion on this page must be completed only by

school or district staff who hawve signed the Test Security form.

Use only a No. 2 pencil.

[ H | Etfrioty
Mark all that apply e |

KOiAfrican American or Black

inot of Hispanic orging 5 ] Wodificatiors
i {American Indian or Alaska Native Complete only for who used

[Azlam aocommodations and’ or modificationa.
K| Chinees Mark If accommodations and/or modifications are
) -Japanass speacified In:
I Koman I indvdualtzed Education Program (EF)
o Wistnamess ICE04 Plan
K Aslan Indien
K Lactian Mark all accommodations andfor modifications used
KO Cambodian during the sdministration:
K Other Aslan i Eralla
I Finping 2] Langa Print
I {Hispanic or Latino lE|Anewvers Recorded

Paciic Islander e A=slstive Technology
I Mathve Hawalan | Extended Tima
K Part-Hewslian arEfamed ANEwWers
| Guamanian I indvdualismal Group Adminkiration
I eamoan @i Teat Read Aloud
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D. ADP End-of-Course Exam School Header Sheet

| -

fermeten e ADP Algebralll -

State -

End-of-Course -

District Name -

District Mumiber Exam -

School Name -

School Number I School -

Header Sheet -

Spring 2008 -
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E. ADP Algebra Il End-of-Course Exam Security Checklist
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