
 
Summer School Testing 2011 Checklist 

 
 

Contact your Borough AID with questions. 
 

____ Students already promoted, or who will be promoted regardless of test scores, were not tested. 
            Students scoring level 2 or above on the Spring 2011 NYS ELA test were not tested with ELA test. 

      Students scoring level 2 or above on the Spring 2011 NYS Math test were not tested with the Math test.      
 

____ Special Education students with IEPs specifying modified criteria, who met those criteria, were not 
tested with the summer exams. 

 

____ ELL students meeting promotion standards outlined in the Promotion Appeals Manuals or Chancellor’s 
regulations were not tested. 

 

____ Preslugged scan sheets were used only for students whose names appeared on the scan sheet. 
 
____    The Grade is bubbled in on all pre-slugged scan and hand bubbled scan sheets. 
 

____ Students without preslugged scan sheets had sheets created for them using BLANK answer 
documents.  Biographical information was double checked on the hand-bubbled grids for accuracy. 

 

____ Bubble in with a number 2 pencil on all scan sheets that were NOT preslugged: 
 Last name, first name, NYC 9 digit student ID number, Date of birth, Sex, Grade, 
 Borough/District/School Number/Class (Use summer school site information not home school) 
ALSO bubble the “O” that is found below the GRADE box. 

 

____ All appropriate test modifications and/or exemptions were bubbled in on both preslugged and hand-
bubbled grids.  The grade bubble was also filled in. 

 
____ FORM A, B or C was bubbled on all math answer documents. 
 

____ Students who took a translated version of the Math exam had the correct language bubbled in. 
 

____ If a student with a preslugged answer document was absent for the exam, the answer document was 
held until the makeup day.  If the student is still absent, an answer document with “absent” bubbled in is 
submitted. 

 

 
Packing Answer Documents  

 
____ Answer grids are packaged by grade. Put the hand-slugged answer grids on top of the preslugged 

grids.  
 

____ A purple header sheet is placed on top of each grade with the school number and the number of 
answer documents packaged entered and bubbled.  Pack only one grade per poly bag.  

 

____ Do NOT pack ELA and Math in the same poly bag. 
 

____ All poly bags are placed into one brown document return envelope.  Fill out the front completely. 
 

____ Unused preslugged grids are retained with the summer school documents. 
 
____ Each day the Test Material Security Form (DAPS memo #14 attachment #2) and, on the first day only, 

the original, signed packing slip are included with the answer documents. 
 
____ Each day bring a completed copy of the scanning receipt. It will be countersigned at the scanning. 
 
____ Answer documents are delivered for scanning by 1:00 pm each day, Monday-Wednesday, August 8-10, 

to the appropriate Borough Assessment Office. 
  
 

Please Note:  Anyone delivering answer documents for scanning will be required to wait until the 
scanning of the school is complete. 


