
Quality Control Workshop

How to Prepare, Process and 

Submit Answer Materials

For 

2024 NYS Assessments

3-8 ELA and Math

Science 5 and 8



➢ What is Quality Control?

➢ Testing Schedule

➢ Delivery Dates

➢ Data Flow and Level 0

➢ Materials Review

➢ Class Rosters and Answer Sheets

➢ Extra Answer Sheets

➢ Delivery Procedures

➢ Verification Reports

➢ Reminders and Common Issues

➢ Contact Information and Resources

Workshop Agenda



Quality Is The Key to Success 



District Data Coordinator

Testing Coordinator

Support Staff

Building Principal

Teachers/Proctors

Who Should Handle Quality Control?



NYS Testing Schedule

Additional Scheduling Information(Oct 2023)

https://www.nysed.gov/sites/default/files/programs/state-assessment/memo-3-8-additional-guidance-testing-schedule-2024.pdf


Final Dates to Submit Answer Sheets

 April 30th- PBT ELA grades 3,4,6,7

 May 22nd- PBT Math grades 3,4,6,7

 May 24th- All paper used in CBT grades for all content areas ( ELA , Math
and Science)

NOTE: Sheets may be returned before these dates

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

These Dates are for Sheet Return and will be different for 
Submitting Booklets for Full Service Scoring



PBT in a CBT World

➢ Why: Special Ed or alternate language students 
may need to be tested on paper when 
everyone else is testing on the computer

➢ How: This needs to be determined by Special Ed 
department or ENL department

➢ What if: There are a lot of different scenarios but 
best practice is stick to one format-if using a 
paper test-use a paper answer sheet



The DIFFERENCES Between Sheets and Booklets

Booklets

➢ These are the documents used for students to 

write their responses to long answer questions 

(These get the labels!)

➢ These need to be returned to Full Service 

Scoring to be sent to the vendor, OSC, for 

scoring or scored in district

➢ The responses are scored and bubbled on 

answer sheets when scored in District. A scores 

file is sent to SDS if scored by Full Service 

Scoring. SDS then matches the scanned 

multiple-choice answers with the scores. 

➢ The data is then validated and reported to SED



CBT Important Dates

➢ February 22nd- was the deadline to upload Demo, Enrollment and Programs to be used for 
ELA, Math and Science 

➢ Students who entered the district after Feb. 22nd, can be manually entered into Nextera

➢ March 11th- The Student and Classes tabs open on Nextera-you can make classes and 
set accommodations

➢ March 25th-The Test Tabs will open for ELA, Math and Science

➢ May 24th- Last day to set Not Tested Reasons in Nextera

➢ Alternate Languages only available on paper

Great resource - cbtsupport.nysed.gov



Scoring Options for Constructed Response 

For ELA and Math

➢ Assessment Services-Full Service Scoring-coordinated by 

Educational Support Services (ESS) at ESBOCES

District must register for this service

Booklets are submitted on scheduled drop off days

Answer Sheets are still submitted to Test Scoring

➢ District can score their own

➢ Vendor scoring coordinated by the district



Scoring Options for Constructed Response 

For Science

➢ Science 5 and 8-All CBT with the exception of Special Ed students 
and students using an alternate language on paper

➢ All CBT assessments will be scored by NWEA/Questar (New)

For paper tests, you still have the same options as ELA and Math

➢ Assessment Services-Full Service Scoring 

➢ District can score their own

➢ Vendor scoring coordinated by the district



Data Flow



Level 0

➢ Demographics-All students

➢ Enrollment-All students

➢ Program Services: 

NYSAA Students Must have:
▪ A NYSAA Eligible code of 0220 and

▪ A Type of Disability code and

▪ Must be Ungraded 13 (K-6) or 14 (7-12) in enrollment

NYSESLAT Students must have:
▪ A LEP Eligible code of 0231 and

▪ A LEP Program code and

▪ 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)



Check Materials On Arrival

Once materials arrive at your district, open package(s) to check for the following:

➢ Instructions-One set for each grade level

➢ Class Rosters-Alphabetical list of students by School, Homeroom or Test Room  

➢ Answer Sheets-Each student on the Class Rosters should receive a preprinted answer sheet in the 

same order. You will receive extras for each School.

➢ Bar-Code Labels-Labels are to be placed on the front cover of any booklet containing student’s 

answers to extended response questions. Be sure handwritten name and bar-code label match!

Note: Test Booklets are sent directly to the district from SED and will arrive shortly before the testing window. 

DO NOT WAIT UNTIL TEST DAY TO CHECK MATERIALS   



Sample Class Roster

➢ Tested/Not Tested Reasons 

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



Class Rosters

If a student used an extra answer sheet, fill in the information on 

the roster including:  

• Student’s Full Name

• Actual Student Local ID 

• DOB

• Extra sheet number(s)-found on the top of the answer sheet



Testing Formats-ELA and Math

 Based on New York State Next Generation Learning Standards

 ELA Sessions 1 and 2 will have both multiple choice and constructed 

response questions

 There are 2 Answer Sheets for ELA and Math

 There is an additional Answer Booklet for ELA Session 1

 Each test booklet will have a Form Letter only (New)

 SAM and Educator Guides are now available



NEW Testing Format-Science

 New format for both Science 5 and 8-All CBT

 Combination of multiple choice and written responses

 NO more Performance session-replaced by Science Investigations

 15% of the questions will be based on the Science Investigations

 This is a 1 sheet assessment-given all on the same day



Sample Answer Sheets 

ELA and Math-2 sheets Each



ONLY Number 2 Pencils

➢ No Pens
➢ No Erasable Pens
➢ No Pencils other

than number 2
➢ No Red pens or pencils
➢ No Highlighters
➢ No Markers



Answer Sheet Components

➢ DO NOT WRITE IN THIS AREA
➢ Reason Not Tested Codes
➢ Book Form FOR SESSION 1
➢ Session Codes (Absent or Refused)
➢ Scoring Model Code
➢ Constructed Response Scores
➢ Scoring Committee
➢ ELL Accommodations
➢ Alternate Language–Math and Science only



IEP, 504 or ELL Accommodations

Bubble all accommodations provided to the student for

this assessment. See School Administrator’s Manual(SAM) 
for additional information.



Reason Not Tested

Only 1 Reason Not Tested bubble should be filled in

Or entered into Nextera



Reason Not Tested

MATH

Math-Taking Regents 

bubble-use if taking 

Math Regents in lieu 

of Math 6, 7 and 8 for 

this year



Reason Not Tested

Science 8

Science 8-

Taking Regents 

bubble or took 

the assessment 

in grade 7



Alternate Langauge

Math  and Science Only

Be sure to darken the 

appropriate bubble if the 

student takes the 

assessment in a language 

other than English



Reason Not Tested Descriptions for PBT and CBT



The Book Forms are on the front cover of the test booklet.  The 
Book Form is now only a Letter. Be sure to bubble this correctly! 

Book Forms are for ELA and Math Session 1 only!

Science paper is all Form A.

Book Forms



Scoring Model Code

Bubble appropriate Scoring Model Code 

(back of Page 2 top right corner)

Not required 
if scoring with 
Full Service 

through 
ESBOCES!!



Scoring Committee Number

Write in your Scoring Committee Number

Not required if 
scoring with Full 
Service through 

ESBOCES!!



Constructed Responses

BUBBLES Matter

ELA Sessions 1 and 2 Math Session 2 Science Constructed 

Response



Absent Bubbles

Absent bubbles are available for each session of the test. If any Absent bubble is bubbled in, the 
student is considered Absent for the Entire Test. Please note Absent on Roster.

If a student takes the test during the make up period, be sure to erase the Absent bubble! 

Absent bubble stands even if answer/scores exist and the student will not receive a score.

This applies to PBT and CBT.



Refused Bubbles

New Rules!

Refused bubbles are available for each session of the test. Please note Refused on Roster.

Refused bubble stands even if answer/scores exist. 

Refused for 1 or both parts the student will not receive a score. (NEW rule this year!)

Applies to PBT and CBT.



Administrative Error



Sample Extra Answer Sheet

Required 

information:

Student ID

Student Name

Date of Birth

Grade 

Room/Teacher 

are optional         



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 answer or score bubbles

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

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



Label Answer Booklets

Check that 
the label on 
the front of 
the book 
matches the 
handwritten 
student’s 
name on the 
front of the 
book

Julia Roberts

Julia Roberts

Julia Roberts

Julia Roberts



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!



Transferring Students in Nextera



OOD and Ungraded  

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

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 84)     



Please fill out 
entire form and 
provide us with 
the name and 
phone number 
of the Testing 
Coordinator

Provide accurate 
total counts for 
the district

Returning Materials 



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

Accurate counts save time! 

Include answer sheets with Reason Not Tested in the count



How to Stack the Sheets



Neatness Counts

NOT THIS!THIS 



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.



Standard Achieved Codes

 50-Taking NYSAA

 51-First Year LEP

 52-7th grader taking grade 8 assessment

 53-Taking Regents (applies to grades 6, 7 and 8 math)

 91-Took Another Assessment

 95-Not Enrolled at Time of Test

_____________________________________________________________________

 93*-Medically Excused

 96*-Refused to Take Entire Test (not for partial refusal)

 97*-Administrative Error

 99*-Absent

* code is reported in L2RPT in Tested/Not Tested Report 

(SIRS 301 and 302)



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



Quality Control Quick Review



One last thing…

➢ 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


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



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.nysed.gov/state-assessment/grades-3-8-ela-and-math-test-manuals

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

https://cbtsupport.nysed.gov/hc/en-us

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

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


Questions about Booklet Scoring

Phone:

631-244-4243

Email: 

scoring@esboces.org 

Website:

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

Contact Information

Test Scoring, Scanning and Reporting 

631-218-4195

DWTShelp@esboces.org

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


We strive for 

perfection but 

will settle for 

mere excellence!

YOU GOT THIS!!


