Appendix |

Form to Return Secure Materials
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Computer-Based Testing:
Are you ready?

I [0 Manage proctor groups and review each student’s
| status in ADAM.

[ Test Administrator log in.

I [J Confirm that the Test Coordinator has prepared the
| proctor groups.

| Computer-Based Testing:
| After You're Done
| O Test Administrator Manual

[] Used and unused scratch paper

] Human Reader scripts
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Paper-Based Testing:
Are You Ready? |
[] Receive test materials from School Test Coordinator |
and track receipt using the Chain-of-Custody.

[] Distribute test materials to students and
administer the DC CAPE assessment according to

the directions in this manual and using the |
appropriate administration script.
] Monitor testing time. I
[] Supervise test administration and provide breaks
(if applicable). I
[ ] Return all testing materials to the School Test
Coordinator. |

[ ] Complete any documentation necessary for
reporting any testing irregularity or security breach. |
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Paper-Based Testing: |
After You're Done |

Return Materials to the School Test

Coordinator |

[] Test Administrator Manual
[] DC CAPE-supplied mathematics reference sheets

[] Mathematics tools, if applicable |
(e.g., calculator, rulers, protractors)
[ ] Used and unused scratch paper |

[] Student test booklets and answer sheets
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