
Quality Control Workshop
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NYSESLAT

How to Prepare, Process and Submit Answer Materials
March 2024



Thoughts on Quality Control
(It’s not as easy as it looks!)



Who Should Handle QC??

• ENL Team
• District Data Coordinator
• Test Coordinator
• Support Staff
• Principals
• Teachers/Proctors



Administration Schedule
Found in the School Admin Guide (SAM)

2024 NYSESLAT School Administrator's Manual

Make sure to go 
through the 
materials to check 
for answer sheets 
and that K-2  
answers have been 
transcribed before 
returning to 
Metritech!!

https://www.nysed.gov/sites/default/files/programs/state-assessment/nyseslat-sam-2024.pdf


Final Date to Submit Answer Sheets

Final Date to Submit Answer Sheets to SDS for Scanning: 

June 7th

NOTE: Sheets may be returned before June 7th

NO APPOINTMENT NECESSARY
Monday-Friday 8:30am-3:00pm

This Date for Sheet Return is different than the intake day for submitting 
Booklets for Full Service Scoring



The DIFFERENCES BETWEEN 
SHEETS AND BOOKLETS

Sheets: The forms where students bubble responses to multiple choice questions
Booklets: Documents where the students write the response to the writing questions
Sheets: Come back to Test Scoring for scanning
Booklets: Get scored by the district or submitted to Full Service Scoring 
Sheets: Must be returned no later than June 7th

Booklets: Get submitted to Full Service Scoring on May 30th
Sheets: NEVER GET LABELS 
Booklets: EACH BOOKLET WITH STUDENT RESPONSES GETS A LABEL



Grade Bands



Test Format

Grade K is divided by the four modalities: Listening, Speaking, Reading, and Writing. 
The term “Session” is not used for Grade K.

Grades 1-12 are divided into four sessions: 
• Session 1: Listening MC questions, Reading MC questions, and Writing CR question
• Session 2: Listening MC questions, Reading MC questions, and Writing CR question
• Session 3: Listening MC questions, Reading MC questions, and Writing CR question
• Session 4: Speaking CR questions. Speaking is considered one “Session.”



Test Format

Number of   Answer Sheets

Levels 1, 2 and 3                                                                                                            

1 Answer Sheet

Levels 4-7                                                                                                                      

3 Answer Sheets



Data Flow



Level 0
Demographics-All students

Enrollment-All students

Program Services

Note: NYSESLAT students must be coded correctly for students to receive a valid score!!

NYSESLAT students must have:
 A LEP Eligible code of  0231 and
 A LEP Program code 
 For first year LEP students only: NYSESLAT code 0242 if  taking NYSESLAT in lieu of  ELA

(On April 1, 2024 these students are in US schools for less than 1 year)



Delivered Materials

Once materials arrive at your district, open package(s) to check for the following items:
Instructions for each grade level
Rosters 
Pre-printed Answer Sheets plus extras
Bar Code Labels (these are not the same as Metritech’s)

Contact DWTShelp@esboces.org or 631-218-4195 if  there is an issue with the testing materials. 

Please DO NOT WAIT UNTIL TEST DAY!                                    

mailto:DWTShelp@esboces.org


 Class Rosters - Indicate Tested (T) or the reason Not Tested for 
each session-make notations of  any adjustments

 Answer Sheets-Check all completed answer sheets against class 
roster

 Bar-Code Labels-Labels are to be placed on front of  any booklet 
containing student’s handwritten answers. Be sure handwritten 
name and bar-code label match!

 Booklets-Supplied by SED-must be scored in district or by a 
scoring vendor

Materials Review



Sample Class Roster

Tested/Not Tested
T = Tested
A = Absent
R = Refused
AE= Admin Error
ME= Med Excused
NE= Not Enrolled
O = Other



Class Roster
If  a student used an extra answer sheet, fill in the information on the roster! 

• Student’s Full Name
• Actual Student Local ID 
• DOB
Extra sheet number(s) are found 
on the top of  the answer sheet



ONLY Number 2 Pencils

No Pens
No Erasable Pens
No Pencils other

than number 2
No Red pens or Pencils
No Highlighters
No Markers
No invisible ink



 

Do not write in this area; 
information is pre-printed

Do not write on timing marks

Print Transcriber’s Name Only for 
Grades K,1 and 2

Listening and Reading

This shaded box is preprinted 
with district and student 

information unless using an extra 
answer sheet

Unable to Respond only applies 
to Level 1 

Kindergarten 

NYSESLAT Answer Sheet

If  using an extra answer sheet, 
write student’s first and last name, 

date of  birth and grade 






Back of  Page 1 AKA Page 2

Print Scorers’ Names in box

Print Scorers’ 
Code Letters 

Each session has 
its own Absent 

bubble

Be sure each item for Speaking 
has a score bubble

Darken “S” if Skipping Rule 
applied

“No Response” bubble is not 
available for Speaking

Include Writing Scores if NOT 
Scoring with Full Service Scoring



Three Sheet Assessments

Page 4Page 2 Page 3

Page 1

3 Answer Sheets for

Levels 4-7



Reason Not Tested
Only 1 Reason Not Tested bubble should be filled in



Accommodations
Only bubble the accommodations that the student actually used



Skipping Rule
Page 93 of  SIRS Manual

Skipping Rule For Speaking Only:
The Skipping Rule applies to questions 3, 4, 7, 8, 11, and 12 for all grades (K-12).

Skipped questions will have an “S” darkened-in. 
When the vendor is scoring, the vendor will treat the “S” as a zero when calculating a Speaking 

Modality score.



Explanation of  Reason Not Tested Codes



Absent Bubbles and Valid Tests

Students who are present for all four modalities or sessions, not marked 
absent for any of the four modalities or sessions and who received a 
score for at least one item in each modality or session, will receive a 
valid score including Overall Scale Score, Overall Proficiency Level.

Absent for one session=Absent for the entire test



Absent Bubbles
Absent for Entire Test Vs. Absent for a Session



Administrative Error



When things Go Wrong

If  you receive a sheet for a student who has been coded 0231 in error:
• Destroy the materials
• Let the DDC know so the data can be corrected 
• DO NOT TEST THE STUDENT JUST BECAUSE YOU GOT SHEETS
If  you do not receive sheets for a student:
• Use extra sheets
• Let the DDC know so the data can be corrected
• Still test the student even if  you have to use extras



NYSAA Students TAKE NYSESLAT

Ungraded Students
K-6= grade 13 

7-12= grade 14

Ungraded students must be tested 
on the grade level determined by 
the Date of  Birth Chart (SIRS 
Manual page 82)     



Out of  District Students

It is the responsibility of  the district to send and receive all assessment materials 
for students in Out-of-District placements other than BOCES  

WSB and ESB will administer NYSESLAT to ELL Eligible students

The home district is responsible for reporting the ELL program codes



Students Who Move Within The District

 If  a student changes from one building to another in the same district or changes to a 
different room, all testing materials should follow the student. 

DO NOT MARK THE STUDENT NOT ENROLLED!

 If  the testing materials cannot be provided, extras should be used.  Record the extras on 
the roster.  The enrollment record will link the student to the correct building.

 Do not submit duplicate sheets!



Bar-code Labels
• Place Bar-code label on 

FRONT cover
• Match the label to the 

handwritten name 

Place label 
on back of 
booklet in 
assigned 
area 

4/15/2008

District NameIf a student does not have a bar-
code label, include student’s 
name, ID and DOB on booklet 
cover. A label will be supplied by 
the scoring vendor.



Label Placement on 
NYSESLAT Test Booklets

Metrictech  Label Goes 
On The BACK!!

BOCES LABELS GO 
ON THE FRONT!!



Return Count Sheets with each 
Grade and Subject



Drop-Off  Procedures

Beginning with the top of  the stack

• Cover Sheet with counts
• Class Roster with notations 

(clipped or stapled)
• Only Used Extra Answer Sheets
• All Other Answer Sheets

Be sure all timing marks are on left
All sheets should be in same direction-use cut corners as a guide

*Be sure counts are correct-include answer sheets with Reason Not Tested in the 
count



How to Stack the Sheets



Neatness Counts

NOT THIS!

THIS!!



Second Pull
Our goal is to use as few extras as possible!!

We will deliver preprinted class rosters, labels and answer sheets for

those students that were entered into Level 0 after our original pull.  

The rosters, labels and answer sheets will be delivered just prior to 

the administration date of  each assessment. 

Please distribute these materials on arrival.



Verification Reports
Verifications are posted to the district SFTP site for review. Please look at these immediately to 

check for potential errors. We only have a narrow window for corrections.



Validity Rules
All Validity Rules can be found in the SIRS Manual 

and in the School Administrator’s Guide

93-Medically Excused
Rule: Code overrides any answer or score bubbles

95-Not Enrolled for Entire Test
Rule: Answer or score bubbles override code

96-Refused to take the Entire Test
Rule: Code overrides any answers or score bubbles

97-Administrative Error 
Rule: Code overrides any answer or score bubbles

99-Absent
Rule: Code overrides any answer or score bubbles



Performance Levels



Performance Level Descriptions



Exiting ELL Services



Reminders

 Each booklet with written responses needs the barcode label on the front cover

 If  student used an extra answer sheet, be sure student is in Level 0

 Rosters need to be filled out and returned to us clipped or stapled

 Accurate counts are essential

 If  contacted for missing bubbles, please respond quickly

 Do not report Admin Errors to SED until you are sure they are really Admin 
Errors



Quality Control Quick Review

 If  a student used an extra answer sheet, be sure the student is in Level 0
Rosters need to be filled out and returned to us-stapled or clipped
Accurate counts are important
 Sheets must be returned clean and Neat-IF A SHEET HAS ANY HUMAN 

BODILY FLUIDS ON IT, RE-COPY ONTO A CLEAN SHEET
 If  contacted for missing bubbles, immediate response is required
Check Verifications before it’s too late

Contact us with questions
dwtshelp@esboces.org or 631-218-4195

mailto:questions-dwtshelp@esboces.org


For additional or special booklets:

• Serina Ross-Eastern Suffolk BOCES-Westhampton Beach

(631) 844-5757

• Dawn Zanoni-Hines Admin Center-Patchogue

(631) 687-3165

• Nicole Carr-Western Suffolk BOCES-Wheatley Heights

(631) 595-6820 



Resources

https://datacentral.esboces.org

http://www.p12.nysed.gov/assessment

http://www.p12.nysed.gov/irs/sirs

https://www.esboces.org/assessment-services

http://www.p12.nysed.gov/assessment
http://www.p12.nysed.gov/irs/sirs
https://www.esboces.org/assessment-services


Contact information for Metritech
DO NOT CONTACT PEARSON

NYSESLAT@metritech.com 
1-800-747-4868



Questions about Full Service Scoring
Phone:
631-244-4243
Email: 
scoring@esboces.org 
Website:
https://www.esboces.org/assessment-services

Student Data Services 

Test Scoring, Scanning and Reporting 

631-218-4195

DWTShelp@esboces.org

https://www.esboces.org/assessment-services


Team Effort

• It takes a team of  people to be sure that each 
step is met with perfection

• Be sure each person involved with answer sheets 
or booklets is properly trained and clearly 
understands their role and the ramifications of  
errors

• When not sure, ask before mistakes are made



We strive for perfection but…
will settle for 

mere excellence!
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