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Introduction and Overview 

Student Eligibility and Who Can Test 

The Nevada Grade 10 Science Assessment will be offered as a paper-pencil assessment 
in spring 2016. This Test Coordinator’s Manual will describe the procedures to be 
followed for paper testing. 
 
Public schools, including charter schools, must submit a paper answer document for 
every student enrolled in grade 10 for the spring 2016 administration of the Grade 10 
Science Assessment whether that student actually tests or not. The test coordinator is 
responsible for making certain that every student in grade 10 who is enrolled during the 
testing window is accounted for. 
 
If the Grade 10 Science Assessment is administered to students who are homebound, 
be sure that test administrator follows the procedures for maintaining security of all test 
materials. If you have questions about the test administration for students who are 
homebound, contact your district test director. 

Test Administration Window/Date 
Testing must occur after the 145th day of school. For some schools the window 
opens on April 11th. For most districts, the window starts on April 25th and goes 
through May 31st, 2016. You may consult your district testing calendar for exact 
dates. 

 

Important Dates – Grade 10 Science Assessment Timeline 

Materials Arrive to District/School April 11, 2016 
Additional Materials Order Window Via Phone or 
Online 

April 11, 2016 – May 27, 2016 

Test Administration Window April 25, 2016 – May 31, 2016 

UPS Pickup Window* May 1, 2016 – June 2, 2016 

Last Day for UPS Pickup June 2, 2016 
*Districts are encouraged to return materials to Data Recognition Corporation as soon as testing is 
completed within the district. 

Requests for alternate test schedules should be received no later than June 27 prior to 
the school year affected. If an emergency occurs during the school year, the District 
Test Director must contact the Nevada Department of Education at least one month 
prior to the scheduled test administration to determine whether an alternate schedule is 
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possible and/or necessary. Any other scheduling changes are not permitted unless prior 
authorization has been received from the Nevada Department of Education. 

Scheduling at the School Level 

The School Test Coordinators provide the school’s schedule for testing and assign 
school personnel who will administer the test. The examination should be administered 
by one person, the test administrator, in each testing room with the help of as many 
proctors as necessary. There should be at least one proctor in addition to the test 
administrator in each testing room. If the test is being administered in large groups, 
one proctor should be provided for every group of 30 students. 

School District Personnel Responsible for Testing 

The following school district personnel have direct responsibilities for the administration 
of the Grade 10 Science Assessment: 

 District Test Director (DTD) 
 School Test Coordinator (STC) 
 Test Administrator 
 Test Proctor 

School Test Coordinator’s Responsibilities 

The School Test Coordinator has many responsibilities before, during, and after the 
scheduled test administrations to guarantee the integrity of the test administration and 
the security of testing materials. The test coordinator may be the principal or a person 
delegated by the principal to handle the testing responsibilities. In either case, the 
principal is ultimately responsible for testing at the school. 

More information on the specific roles and responsibilities for each of these individuals 
is available in the Test Security Procedures, 2015–2016. All test coordinators must 
be familiar with the information included in the Test Security Procedures, 
2015–2016 document. 

The instructions contained in this manual are a supplement to the Test Security 
Procedures, 2015–2016. This manual provides instructions that School Test 
Coordinators throughout the state must follow before, during, and after the Grade 10 
Science administration. 

The Test Security Procedures, 2015–2016, this Test Coordinator’s Manual, and the Test 
Administrator’s Manual for the Grade 10 Science Assessment will provide the 
information necessary to train the classroom test administrators and test proctors at 
each school according to the policies and procedures mandated by Nevada Revised 
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Statutes (NRS) and Nevada Administrative Code (NAC). Additional questions on test 
administration or test security procedures should be directed to your local District Test 
Director. 

There are instructions/scripts in the Test Administrator’s Manual provided by the 
Nevada Department of Education that must be read to students to insure fairness and 
accuracy during testing. Any change to the script to better suit local testing conditions 
requires approval by the Department 30 days in advance of the scheduled test 
administration. 
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School Test Coordinator Checklist 

Before Testing 
_____ Read the following documents: 

_____ Test Coordinator’s Manual 

_____ Test Security Procedures, 2015–2016 

_____ Test Administrator’s Manual 

_____ Any local district directions provided for administering the assessments. 

_____ Contact your district test director if you need further direction. 

_____ Develop written procedures and provide training sessions following the Test 
Security Procedures, 2015–2016. Copies of the training materials and sign-in logs 
for attendance at training sessions must be kept. Distribute written procedures to 
all staff involved with testing. Training should include the following topics: 

_____ Emergencies such as a student getting sick during testing 

_____ Unannounced fire drills 

_____ Moving students from one location to another if they need time beyond 
that scheduled to finish the test. 

_____ Handling answer documents and other test materials during 
administration, provision must be made for maintaining the security of 
the test materials in all situations. 

_____ Determine the time schedule for administering the tests, including make-up 
testing. 

_____ Follow any local district directions you have been provided. Make certain 
that no fire drills or other special events are planned during the times 
scheduled for test administration. 

_____ Provide test schedules to the school personnel who will be involved with testing. 

_____ Determine the best testing locations for students. 

_____ Select classroom test administrators, determine the size of each testing group, 
and determine whether the use of proctors will be necessary. 

_____ Obtain accommodations and designate support information for each student and 
distribute it to the appropriate test administrators. Ensure that procedures for 
testing these students follow those specified by the Nevada Department of 
Education. 
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_____ Upon receipt of testing materials, immediately verify that there are 
enough test booklets and answer documents for all students who need 
to be tested. Order additional test materials according to instructions on page 
14 of this manual. 

_____ Provide locked storage for all secure testing materials before and after testing 
sessions. The locked storage site must have limited accessibility. 

_____ Prior to the day of testing: distribute only the Test Administrator’s Manuals to 
the test administrators so they can become familiar with the testing procedures. 

_____ Make certain that procedures are in place to guarantee that hand-bubbled 
student identifying/demographic data will be completed accurately on the answer 
documents. The information for Testing Conditions, Did Not Participate, 
Invalidation, and for Braille or Large-Print under Special Conditions must be 
bubbled, as applicable.  

During Testing 
_____ Distribute secure test materials on the day of the test using the documented 

process for transferring secure testing materials to test administrators. 

_____ Provide test administrators with your school code. 

_____ Monitor test administration. 

After Testing 
_____ Collect the secure test materials no later than the end of each day of testing 

using the documented process for transfer of secure testing materials from test 
administrators. Ensure that ALL test materials, including scratch paper, have 
been received. 

_____ Review and check hand-gridded student identifying/demographic information on 
student answer documents to make certain that information is accurate. 
Information must be complete to guarantee the timely return of scores. 

_____ Make sure that the correct test booklet version number has been bubbled on the 
answer document. 

_____ Make sure that no answer documents have been improperly invalidated. 

_____ Verify that the number of answer documents being submitted for scoring 
matches the number of students who were scheduled to test. 

_____ Make sure to affix a Do Not Score label to all answer documents needing to be 
voided. 
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_____ Prepare answer documents for shipping as instructed by Data Recognition 
Corporation and your District Test Director. 

_____ Immediately report any irregularities in test administration or test security to 
your District Test Director. 
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Test Administration Procedures and Security 

Test Security Training 

The test coordinator is responsible for planning and implementing the training session 
for all individuals involved in the administration of the Grade 10 Science Assessment, 
including test administrators and proctors. Training must involve the review of 
instructions for test administration, test security, and individual responsibilities such as 
distributing and collecting materials, coding the student identifying/demographic 
information on the answer documents, and monitoring to make certain that each 
student is working independently. 

Detailed information on the required training procedures is available in Test Security 
Procedures, 2015–2016 document. 

Test Security 

The following steps must be taken by school district and individual school personnel to 
safeguard the security of materials required for test administration: 

1. Locked, secure storage must be provided for all secure test materials, including test 
booklets and completed answer documents. 

2. The locked room or file cabinet used for the storage of materials must not be 
accessible to anyone other than the principal or test coordinator. 

3. Test booklets must not be distributed to those administering the examination until 
the prescribed date for test administration.  

4. Do not read, review, copy, reproduce, or take notes on test items. Disclosure of 
test content is strictly prohibited by state law.  

5. Test booklets must not be copied or reproduced by any means without the prior 
written authorization of the test publisher and the Nevada Department of Education. 

6. Administration of the Grade 10 Science Assessment to a person who is not eligible to 
test is an unauthorized disclosure of test content (NRS 389.015). 

7. A log identifying the serial barcode numbers of test booklets and answer documents 
must be maintained for each transfer of test materials from one individual to 
another (including distribution to students). 

8. At least one Test Administrator and one proctor should be present at the testing site 
to adequately supervise testing. A ratio of one Test Administrator to not more than 
30 students is strongly recommended. 

9. At no time should students be left unattended with test materials.  

10. All required materials must be provided at the testing location. 
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11. Additional materials, beyond those specified in test administration instructions, or 
permissible materials documented as a testing accommodation or designated 
support, must not be provided to students for use during a test administration. 

12. The Test Administrator must account for all test materials, including test booklets, 
student answer documents, and other test materials (including scratch paper) 
before students are allowed to leave the testing area for any reason. 

13. On completion of testing, Test Administrators must return testing materials to the 
School Test Coordinator in a timely manner and no later than the end of the school 
day on which the test(s) is/are administered. If testing will take place over a period 
of more than one day, all testing materials must be returned to the School Test 
Coordinator at the end of each school day and picked up again in the morning of the 
next testing day, unless otherwise specified in the Test Administrator’s Manual. 

Time Requirements 

The Grade 10 Science Assessment is intended to be a measure of student proficiency 
rather than speed. Students who are working productively must be given time to 
complete the test. 

Each content area test has two parts. Most students should complete an individual part 
of the test in approximately 1 hour; however, some students will need more time. To 
accommodate these students follow your school’s plan for this situation. 

Providing Additional Time 

At the end of the scheduled testing session, test administrators and/or proctors must 
collect all materials, ask students requiring more time to remain seated, and excuse 
students who have completed the test. Return materials to the remaining students and 
provide whatever time is necessary for each student to complete the test as long as 
he/she is working productively. Those students who remain, including students who test 
with accommodations, are not to be given an unsupervised break. 

If students who need more time must move to another location in the school, the 
school test coordinator must develop a procedure that maintains the security of the test 
materials, does not allow students to receive any assistance with the test, and does not 
provide an opportunity for student interaction. 

An Appropriate Testing Environment 

Test Administrators are to create an appropriate testing environment for each student 
taking the test. 

All students should have the opportunity to test under the same conditions. 
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Students may use only materials and/or supplies that are specified in this manual or 
provided with the test booklet for a specific test. 

Devices Not Allowed  
Electronic devices are strictly prohibited unless a student has an accommodation plan 
that allows a specific permissible device. 

Permissible Materials for Use by Students During Testing 
All materials that are required for testing will be provided. Additional permissible 
materials are listed below for students who are accustomed to using them for 
instruction. BECAUSE STUDENTS MAY NOT HAVE ACCESS TO PERSONAL 
MATERIALS DURING TESTING, Test Administrators should arrange to have these 
materials available for those students who desire to use them. 

Scratch paper may only be plain unlined, lined, or grid-only (unlabeled) graphing 
paper. No other pre-printed material is permitted on the front or back except for 
student identifying information. 

Students must use No. 2 pencils on their answer documents. Highlighters and colored 
pens or pencils are permitted for purposes of text marking. 

Students may use a four-function calculator and/or a non-programmable scientific 
calculator. 

Materials provided by the Nevada Department of Education may not be 
paraphrased or modified (except for enlargement). 

Size of Testing Sessions: Smaller testing sessions (approximately 30 students) 
provide better test conditions. 

The Room: The testing room must be free from distractions and have adequate light, 
ventilation, and heating or air conditioning. 

Seating: Seating must be arranged to minimize the possibility of students 
communicating with each other either verbally or visually. 

Materials on Walls: Place-value indicators, number lines, charts, or posters that 
provide specific factual information or guidance (e.g., test-taking strategies, 
multiplication charts, hundreds charts, fraction-decimal-percent equivalency charts, 
graphic organizers, annotated samples of essays or paragraphs, or sample introductory 
and concluding techniques) must be removed or covered with blank, opaque material. 

Materials on Desks: Student desk/tabletops must be cleared of any material not 
specified in this manual. Material that is affixed to desktops must be covered with 
blank, opaque material. 
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Accommodations for Students with Special Needs 

The School Test Coordinator, together with the Test Administrator, must ensure that all 
students with special needs receive the appropriate accommodations and/or designated 
supports. 
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Instructions for the Receipt, Inventory, and Distribution of Test 
Materials 

The Nevada Department of Education will provide, through Data Recognition 
Corporation, test materials for the Grade 10 Science Assessment. Materials will be 
shipped directly to the schools according to the enrollment information provided by 
each school/district. 

The School Test Coordinator should immediately inventory all test materials 
received. Each school should receive at least one box of testing materials. Each box 
will be labeled “Test Materials Enclosed.” If the total number of boxes indicated has not 
been received two days after receiving the initial shipment, contact the Nevada Help 
Desk at Data Recognition Corporation at 1-866-588-4978 or email 
NVhelpdesk@datarecognitioncorp.com immediately. 

Open the box labeled “Administration Materials Enclosed” first. Inventory the contents 
of each box using the packing list provided. Verify the secure test booklets 
received in your shipment against the School Security Checklist. Compare the 
individual bar-coded numbers on the back of the test booklets you received to the 
School Security Checklist to verify the unique test booklets assigned to your school. 
Confirm or correct any test booklet numbers that appear on the checklist to accurately 
reflect the actual test booklet numbers you received. If any discrepancies are 
discovered, please call the Nevada Help Desk at Data Recognition Corporation at 1-866-
588-4978 or email NVhelpdesk@datarecognitioncorp.com immediately. 

Check the quantities of test materials received against the Packing List and against the 
quantity of materials actually necessary for testing. Make an item-by-item note of any 
shortages that may exist. If any shortages are noted, immediately contact Data 
Recognition Corporation to request additional materials. Remember it is only necessary 
to be concerned with a shortage of materials. Each school box should contain a slight 
overage of materials in an attempt to ensure that a shortage does not occur. Your 
district will also receive an overage of materials. 

The Test Administrator’s Manual should be distributed to the individual classroom test 
administrators as soon as possible to allow sufficient time for review of test procedures. 
They have been packaged at a ratio of one manual per 20 students plus an additional 
three manuals. If you find that this is not enough to cover your needs, PDF copies that 
can be downloaded and printed are available on the Nevada Department of Education 
website (www.doe.nv.gov) or on Data Recognition Corporation’s eDIRECT system 
(https://nv.drcedirect.com). 

Boxes in which the materials are received should be saved and used to return test 
booklets to Data Recognition Corporation. However, should these boxes be lost or 
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destroyed, similar boxes from your school may be used. If you need additional return 
service labels, please contact the contact the Nevada Help Desk at Data Recognition 
Corporation at 1-866-588-4978 or email NVhelpdesk@datarecognitioncorp.com 
immediately. 

Ordering Additional Materials 

If you are missing any materials listed on the packing list or if you need any additional 
testing materials, use the following instructions to order additional materials from DRC. 

Additional materials must be requested through eDIRECT at https://nv.drcedirect.com. 
After logging in to eDIRECT, click on Additional Materials under the Materials tab on the 
left menu. Select the appropriate Administration and then District and School. Click the 
Add Order button to see the materials available to order. Fill in the amount of materials 
needed in the Request Quantity box, and then click the Submit button. When ordering 
additional materials, please enter the exact number needed. DRC will determine final 
counts and pack sizes. 

Remember to order as soon as possible to ensure proper delivery. Data Recognition 
Corporation will work with you to get the materials to you in an appropriate timeframe. 
Orders must be placed by 12:00 noon Pacific Standard Time (2:00 p.m. Central 
Standard Time) for action to begin on the order the same day. 

For assistance with the ordering process, please contact DRC’s Nevada Service Center 
toll free at 1-866-588-4978 or via email at NVhelpdesk@datarecognitioncorp.com. 

Labeling Answer Documents 

Overview of Barcode Labels 
Student Precode Labels, District/School Labels, and Do Not Score Labels will be 
provided for use on all 2016 Grade 10 Science Assessment answer documents. The 
labels are intended to increase the accuracy of information collected from the booklets. 

DRC’s booklet receiving system is driven by barcodes. Barcodes help DRC identify and 
sort documents for processing. The four types of barcodes are: 

Blank 

DRC has preprinted a “blank” barcode on the cover of every answer booklet. A “blank” 
barcode indicates that the document has not been used and should not be processed. 

Precode  

DRC uses data received from NDE to produce Student Pre-ID Labels. The labels contain 
barcodes that indicate the answer document should be processed and scored for the 
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student whose name is printed on the label. These labels eliminate the need to hand 
bubble the student’s name, birth date and Student Number. 

District/School 

If a student does not have a Student Pre-ID Label, school personnel must use a 
District/School Label and hand bubble all student information on the answer booklet. 
The labels contain barcodes with district/school-specific information that indicates the 
document should be processed and scored for the student whose information is 
bubbled on the answer document. 

These labels contain barcodes that indicate the answer booklets 
should NOT be processed. Answer booklets that have a Do Not 
Score Label will be handled as if they are blank. 

  

Do Not Score 
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Sample Test Booklet Cover 
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Security of Testing Materials 

Test administrators must “sign out” and “sign in” each test booklet issued 
and returned on each day of test administration. A School Security Checklist 
has been provided to assist in this process. The test coordinator will provide test 
administrators with the following testing materials: 

 The Test Administrator’s Manual (if they have not yet been provided one) 
 Test booklets containing all appropriate content areas (mathematics, reading, 

and science). 
 Answer documents (Note: each student should use only a single answer 

document to complete the mathematics, reading, and science tests) 
 A supply of No. 2 pencils with erasers 
 Blank scratch paper 

All required materials should be provided at the testing location and collected from each 
student before they are allowed to leave the room. 

School Testing Code 

The schools testing codes should be provided to all test administrators to ensure proper 
answer document coding. Your school code is made up of your 5 digit state testing 
district and school code (ex for Dis 33, School 123, the school code is 33123). Please 
note your District and School Code here: 

School Code = 
     

 

Administration Procedures 

Test coordinators and test administrators should read and understand administration 
procedures thoroughly before testing begins. The adherence to procedures will ensure 
uniformly favorable testing conditions. 

Helping Students 
The test administrator must maintain an impartial and professional attitude. Students 
are to receive no help during the administration of the test beyond making certain that 
they understand test directions. School officials/personnel who offer/provide 
inappropriate assistance to students can face severe consequences including suspension 
or revocation of teaching licenses. (NRS 391.330) 
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Monitoring Students 
Test administrators must circulate throughout the testing room to make certain 
students are bubbling responses in the correct subject section of the answer document. 
Students must never be left alone with test materials. Test coordinators should check 
on the testing rooms periodically to verify proper monitoring by the test administrator 
and to assist in the event of an emergency. 

Talking 
Students are not allowed to discuss the test(s) with anyone. 

Cheating 
Any instances of cheating must be handled in a manner consistent with school district 
and school policies. Answer documents for students who cheat must be submitted as 
invalidated tests. All instances of cheating require submission of a Report of Testing 
Irregularity form by the test coordinator. 

Students Who Finish Early 
Students may bring books or other reading materials to occupy their time if they finish 
early. These materials must be stored away from desks. 

Handling of Testing Materials 
Test administrators are responsible for collecting all test materials at the end of the 
testing period and returning the materials as instructed to the test coordinator. 

Test Scripts 
Prior to and during testing, the test administrator must follow the script provided in the 
test administration manual and cannot provide additional assistance or direct the 
students’ attention to any materials in the room for the purpose of enhancing test 
performance. 

Instructions for a Final Check of Answer Document Coding 

The School Test Coordinator, together with the classroom test administrator, must 
ensure that each student’s answer document is complete and accurate. Please refer to 
page 19 to see an example of an Answer Document. 

Errors in coding the student identifying/demographic information on the 
answer documents may result in inaccurate reports or delays in reporting 
test results. 

All student identifying/demographic information must be coded left-hand 
justified with any unused boxes/spaces left empty or blank. 
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Contact your District Test Director for your five-digit, state-assigned School Code and 
for questions regarding coding of student identifying/demographic information. 

Students with Pre-ID Labels: 

For those students who have Pre-ID labels on their answer document, and as applicable 
to the student, only code the Test Conditions, Did Not Participate, And Special 
Consideration. 

Note: For some students with Pre-ID labels, it is necessary to fill in the Nevada 
Alternate Assessment (NAA) bubble in the Did Not Participate box and/or the Braille 
bubble in the Special Consideration box. 

Sample Pre-ID Label 
 

 

 

DRC will be providing Pre-ID labels. Pre-ID labels will supersede any bubbling on the 
answer document. Do not attempt to correct Pre-ID labels by writing or bubbling on 
the label. If any Pre-ID label information is incorrect, apply a Do Not Score label over 
the Pre-ID label and pull an unused answer document for the student from your 
overage supply. Student identifying information will need to be completed by hand. 

Students without Pre-ID Labels 
For those students who DO NOT have a Pre-ID label, use an overage answer 
document, a district/school label, and code the following student 
identifying/demographic information: 

Student Name 
Birth Date 
School Code 
Student Number 
Student Grade 
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As applicable to each student, you must also code the following information: 

Test Conditions 
Did Not Participate 
Invalidation 
Special Consideration 

 

Sample District/School Label 
 

 

 

Terms and Definitions 

Refer to the following Coding Terms and Definitions to check and code, if necessary, a 
student’s identifying/demographic information. 

Student Name 
The student’s legal first and last names with the middle initial must be used on the 
answer document. No nicknames or shortened versions of the legal name may be used. 
There should be no punctuation such as hyphens or apostrophes used in the name 
fields. For example, if a student’s last name is “O’Connor,” bubble “OCONNOR” on the 
answer document. If a student’s last name is “Smith-Jones,” then “SMITHJONES” will 
be bubbled on the answer document. 

Student Number 
The Student Number is the number assigned to each student by the district. 
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Test Conditions 
Mark all that apply 
This section applies only to a student with an Individualized Education Program (IEP) or 
a student with a Section 504 Accommodation Plan, and only if the student tested with 
accommodations or modifications. 

For each accommodation, there are two bubbles. The USED bubble is to be marked 
if a student has a testing accommodation plan for the accommodation, and chooses to 
use that accommodation. The REFUSED bubble is to be marked for a student who 
has a testing accommodation plan for an accommodation, but on the day of the test 
refuses that accommodation (i.e., the student has a read aloud accommodation in their 
IEP, but decides during testing that they would prefer to read the questions 
themselves). 

Code: 
Test Condition 

Used 
Refused 

Science Accommodations 
Alternate Response Mode
Other 
Special Request 

Science Modification 
 

Note: TEST CONDITIONS, if left blank, defaults to Regular Conditions (no 
accommodations or modifications). 

For a student who is Absent, Not Enrolled, or does not test for any other reason, the 
answer document must be coded appropriately using the Did Not Participate bubble. 
Do not code Did Not Participate if the student completes a portion of the test but 
does not finish. 

Did Not Participate 
Select no more than one per subject area (if applicable) 

Code: Reason for Non-Participation 
Absent Student currently enrolled, but was absent and did not 

participate during test administration 
Not Enrolled Student not enrolled 
NAA Student participates in the Nevada Alternate Assessment 
Other Student currently enrolled, but did not participate for some 

other reason 
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If you bubble any of the Did Not Participate bubbles DO NOT VOID the answer 
document. If you void the answer document, it will NOT be scanned and the 
information bubbles will NOT be captured. If you bubbled a Did Not Participate bubble, 
simply return the answer document as a USED answer document. 

Invalidation  

Do not fill in the INVALIDATION content-specific bubbles for NAA students. 

Code: 
Science Invalidation 

 

Special Consideration 
This section will be coded only for those students described by one of these categories. 

Code: Explanation 
Braille Student uses a Braille form of the assessment 
Large-Print Student uses a Large-Print form of the assessment 

 

Significant errors in coding student identifying/demographic information may be treated 
as a Testing Irregularity and must be reported to the District Test Director who will 
contact the Test Security Coordinator at the Nevada Department of Education. 
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Sample Answer Document Cover 

 

 

 



 

Nevada Grade 10 Science Assessment  25 Test Coordinator’s Manual 
 

 

Invalidation of Test Scores 

Failure to adhere strictly to consistent and uniform test administration procedures may 
result in the invalidation of student scores. 

Students with invalidated scores resulting from a test administration or test security 
irregularity will be counted as participating in the assessment. 

To indicate that a student’s test score is invalidated, fill in the content-specific 
Invalidation bubble on the answer document. 

ANSWER DOCUMENTS FOR ABSENT STUDENTS MUST NEVER BE 
INVALIDATED. 

Test coordinators are responsible for verifying that the number of students who 
participated in the Grade 10 Science Assessment matches the number of answer 
documents being submitted for scoring. 

Procedures must be in place to guarantee that a student does not take the test twice 
during a specific testing window and that the school does not submit two answer 
documents for the same student for any reason. 

Sample Do Not Score Label 

 

Apply Do Not Score labels to void student answer documents. Each school will be 
provided with supply of Do Not Score labels. These labels will be applied to answer 
documents to indicate that an answer document should not be scored. Do Not Score 
labels replace the process of writing “void” and an “X” on an answer document. The 
testing coordinator is responsible for ensuring that only one ‘used’ answer document is 
submitted for each student testing. Because of this it may be necessary to void a 
duplicate answer document(s) that will be returned with your other materials. 

Reasons for voiding an answer document may include, but are not limited to the 
following: 

 a student filling out each content area on a different answer document that then 
must be combined onto a single answer document, 
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 beginning a new answer document due to incorrectly bubbling the first one, or 
 defective/damaged/soiled answer documents. 

All voided answer documents with Do Not Score labels applied should be returned to 
DRC in the Used Answer Document Envelope. 
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Instructions for the Return of Test Materials 

Packing Procedures 

Collection of Secure Materials 
Upon completion of testing, the School Test Coordinator will collect and log in the 
secure test booklets from each classroom test administrator. The test booklets should 
then be placed in the shipping boxes. 

Packing Materials 
Use the Instructions for the Return of Test Materials checklist on page 24 to ensure 
proper packaging of materials. Materials should be returned as soon as your school has 
completed the testing of all eligible students. It is important that every school adhere to 
the schedule for testing. If any schools are late in administering the tests and returning 
their materials, the reports for all schools could be delayed. 

Organizing and Packaging of Used Answer Documents 
The term “used answer document” refers to all answer documents for students who 
were enrolled during the testing window that have information which needs to be 
collected (this includes answer documents where only the Did Not Participate or 
Invalidation bubbles were used). 

It is the test coordinator’s responsibility to separate used student answer documents 
from the test booklets and to verify that one and only one used answer document has 
been submitted for each student testing. 

Used Answer Documents 

Upon completion of reviewing the answer documents to ensure that the student 
identifying/demographic information was coded properly, the test coordinator will 
collect the used answer documents and place them in Box labeled Used Answer 
Documents. Put all used answer documents in a DRC Return Shipment plastic bag 
before placing inside the DRC box. Affix a yellow DRC RS label to flap A and a UPS RS 
label to flap B. 

Unused Answer Documents 

All unused answer documents must be returned. Unused answer documents still sealed 
in the original shrink wrap may be returned as is. Shrink-wrapped and loose unused 
answer documents should be placed in the box(es) containing the nonscorable 
documents. Reseal the box(es) using heavy-duty packing tape. Cross out or tape over 
the existing UPS label on each box. Place new UPS Return Service (RS) labels on flap B 
of all nonscorable document boxes being returned to Data Recognition Corporation 
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along with a white DRC RS label on flap A. Please refer page 27 to see an example of a 
UPS Return Service Label and the DRC RS labels. 

Biohazardous Material 

Data Recognition Corporation is not able to accept or process any testing material that 
has been contaminated by biohazardous substances. Please contact your District Test 
Director for district instructions on how to properly handle a contamination. All 
information identifying the materials that can be retrieved should be documented for 
Data Recognition Corporation (especially the barcode and student identifying 
information), and a copy of this documentation should be placed in the Special Handling 
Envelope and returned to Data Recognition Corporation. Answers may be transcribed 
from a soiled answer document to a new one, which should then be returned in a box 
labeled Used Answer Documents to be scored. All contaminated material should be 
destroyed, per district instructions, in the state and documented on the Materials 
Accountability Form via eDIRECT. 

Online Principal Certification Form (Materials Accountability 
Form) 

The principal or test coordinator must complete the Online Principal Certification Form 
(also known as the Materials Accountability Form) indicating the quantities of secure 
materials being returned and return a signed copy with the Used Answer Documents. 

Each school is responsible for completing the Materials Accountability Form in eDIRECT. 
This form may be updated throughout the testing window, but it MUST be completed 
by the end of the testing window when all materials have been returned to DRC. At 
least two copies of the form must be printed. One copy of the completed Principal 
Certification Form must be retained for school files. A second copy should be included in 
the return shipment of test materials to DRC. 

Completing the Online Principal Certification Form (Materials Accountability 
Form)  
The Online Principal Certification Form (Materials Accountability Form) can be found in 
eDIRECT. All School Assessment Coordinators have access to the Materials 
Accountability Form. After logging in, click on Accountability Form under the Materials 
tab on the left menu. Then select the appropriate Administration and then District and 
School. Then click on the Show button. 
 
 The “Returned to DRC” column must be completed for each listed material type. 

School Test Coordinators are accountable for returning all secure test booklets 
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and answer documents to DRC. Any missing materials and/or materials that are 
returned late are considered a breach of test security. 

 Materials received through an Additional Material Request should be included in 
the “Returned to DRC” columns. 

 All discrepancies between the number of booklets shipped and the number of 
booklets returned to DRC should be documented in the “Record reasons for 
discrepancies here” portion of the form. 

 Go to the “Summary” tab and print at least two copies. 

For assistance with the Online Principal Certification Form (Materials Accountability 
Form), please contact DRC’s Nevada Service Center toll free at 1-866-588-4978 or via 
email at NVhelpdesk@datarecognitioncorp.com. 

Other Test Materials 

All other materials, such as manuals or packing lists, do not need to be returned and 
can be kept for school/district records. The only exception is if information on the 
Packing List appears incorrect. For example, if when you inventoried test materials you 
found that some quantities in the original shipment were incorrect on the Packing List, 
make note of this in the comments field of the Online Principal Certification Form and 
return the packing list with your test booklets. 

ALL TEST BOOKLETS AND STUDENT ANSWER DOCUMENTS (USED AND 
UNUSED) MUST BE RETURNED UNLESS THEY WERE CONTAMINATED AND 
DESTROYED IN STATE. 

Checklist 

_____ Used answer documents—placed inside a DRC plastic bag and placed in return 
shipment box(es). This box needs to be labeled with a green Used Answer 
Document DRC RS label on flap A. 

_____ Copy of COMPLETED Online Principal Certification Form—placed in a Used 
Answer Document green-labeled return shipment box. 

_____ Braille and/or large-print answer documents, invalidated student answer 
documents, and/or other materials requiring special attention—placed in a Used 
Answer Document green-labeled return shipment box. 

_____ Letter describing the Biohazard damaged/contaminated test materials and the 
onsite disposal of materials—placed in a Used Answer Document green-labeled 
return shipment box. 
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NOTE: No Biohazardous materials should be returned. The responses on a Biohazard 
damaged/contaminated answer document will need to be bubbled onto a clean 
answer document, if possible. (Please see section on Biohazardous Material on 
page 23.) 

_____ Test booklets (used and unused)—placed in a Nonscorable Material white-labeled 
return shipment box(es). 

_____ Unused Answer Documents—placed in a Nonscorable Material white-labeled 
return shipment box(es). 

_____ Voided Answer Documents—placed in a Used Answer Document green-labeled 
return shipment box. 

_____ Packing lists (only if corrections to quantities or bar code numbers are made)— 
placed in a Nonscorable Material white-labeled return shipment box. 

All remaining testing materials do not have to be returned and can be kept 
for school and/or district records. 

Shipping Procedures 

When your test materials are boxed and ready to be returned to Data Recognition 
Corporation, affix the UPS Return Service label(s) to flap B of your school’s box(es). 

Then select one of the following options: 

 If you have a regularly-scheduled UPS delivery or pickup at your school, you may 
hand your box(es) to the UPS driver; or 

 If your school does not have a daily, scheduled UPS pickup, call UPS at 1-866-
857-1501 to arrange for materials pickup. Specify that you are using pre-paid, 
UPS 2nd Day return service labels. 
 Be prepared to provide the following information: 

1. Tracking number on the UPS RS label(s) 

2. Contact name and phone number 

3. Pickup date 

4. Pickup location (school or building address) 

5. Total number of boxes you are returning 

Record the UPS Tracking Number for each package. Please keep the number(s) for 
future reference to document the materials returned to DRC. 
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You must call at least one day prior to the day on which you will ship your 
materials. Requests for pickup made after 11:00 a.m. Pacific Time will require the 
pickup to be made the second business day after the request is received. 

If you have questions about online UPS pickup requests or the return of materials, 
please contact DRC’s Nevada Service Center toll free at 1-866-588-4978 or via email at 
NVhelpdesk@datarecognitioncorp.com. 

To expedite return to Data Recognition Corporation, all return shipments will be shipped 
2nd Day Service. Materials must be picked up by UPS for return shipment no later than 
the dates in the table below for each administration to insure that your students are 
included in the first round of reporting. 

Administration Testing Dates Last Day to Return Materials
Grade 10 Science April 25 – May 31, 2016 June 2, 2016 

ALL TEST MATERIALS MUST BE KEPT SECURE UNTIL UPS ARRIVES. 

 

Sample Return Service Label 
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Sample DRC RS Used Answer Document Label (Green) 

 

 

Sample DRC RS Nonscorable Document Label (White) 
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Testing Irregularities 

Test administrators should immediately report any testing irregularities to their test 
coordinator. A testing irregularity is any occurrence that may influence a student’s 
performance. Examples of testing irregularities include, but are not limited to, the 
following: 

 A student is observed cheating during the testing session 
 A teacher or another adult provides improper assistance to student 
 Testing accommodations specified in a student’s accommodation plan are not 

provided 
 A student is provided a testing accommodation that is not specified in the 

student’s accommodation plan 
 An interruption occurs during the testing session 
 A student’s test booklet or used answer document is missing 
 Unused/unassigned test booklet is missing 
 A student is in possession of an unauthorized device 
 Testing ineligible students 

Test Coordinators must then report these to the district Test Coordinator and assist in 
reporting them to the Nevada Department of Education. 

Nevada Help Desk  

Data Recognition Corporation operates a live call-in service center during the Grade 10 
Science Assessment administration window. This service is available to all schools and 
districts to answer questions or concerns regarding the Grade 10 Science Assessment 
administration procedures, or testing materials. The service center can be reached toll 
free at 1-866-588-4978 between 7:30 am and 4:30 pm Pacific Standard Time, 
Monday through Friday. If you call during nonoperational hours, please leave a 
message with the following information: 
 Your name and title 
 The name of the school you are calling from, including your five-digit state school 

code 
 A phone number or email address where you can be reached 
 Your specific question or concern 
 
A representative from the Help Desk will contact you within one business day. 

_________________________________ 
Thank you for your cooperation in this administration of 

the Nevada Grade 10 Science Assessment.
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