
QUALITY CONTROL WORKSHOP

HOW TO PREPARE, PROCESS AND

SUBMIT ANSWER MATERIALS

FOR

2023 NYS ASSESSMENTS

3-8 ELA AND MATH

SCIENCE 8



WORKSHOP AGENDA

 WHAT IS QUALITY CONTROL?

 TESTING SCHEDULE AND TIMELINE

 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



QUALITY IS WHAT WE COUNT ON 



WHO SHOULD HANDLE QUALITY CONTROL?

DISTRICT DATA COORDINATOR

TESTING COORDINATOR

SUPPORT STAFF

BUILDING PRINCIPAL

TEACHERS/PROCTORS



NYS TESTING SCHEDULE



STUDENT DATA SERVICES TIMELINE



FINAL DATES TO SUBMIT ANSWER SHEETS

 ELA- MAY 4, 2023

 MATH- MAY 17, 2023

 NYSESLAT-JUNE 12, 2023

 SCIENCE 8-JUNE 15, 2023 

NOTE: SHEETS MAY BE RETURNED BEFORE THESE DATES

NO APPOINTMENT NECESSARY
MONDAY-FRIDAY 8:00AM-3:00PM

THESE DATES ARE FOR SHEET RETURN AND WILL BE

DIFFERENT FOR SUBMITTING BOOKLETS FOR FULL SERVICE

SCORING



The DIFFERENCES BETWEEN SHEETS AND BOOKLETS



CBT IMPORTANT DATES

 FEBRUARY 23RD WAS THE DEADLINE TO UPLOAD DEMO, ENROLLMENT AND

PROGRAMS TO BE USED FOR OPERATIONAL ELA AND MATH

 STUDENTS WHO ENTERED THE DISTRICT AFTER FEB. 23RD, CAN BE

MANUALLY ENTERED INTO NEXTERA

 THE STUDENT AND CLASSES TABS WILL BE AVAILABLE ON NEXTERA ON MARCH 13TH

 THE TEST TABS WILL OPEN FOR ELA AND MATH ON APRIL 3RD

 THE WINTER TRAINING SESSION IS NOW POSTED TO THE CBT SUPPORT WEBSITE

 FOR MORE PRACTICE, THERE ARE QUESTION SAMPLERS ON THE CBT SUPPORT WEBSITE



SCORING OPTIONS FOR CONSTRUCTED RESPONSE

 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



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, 2023 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 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. 

VERIFY THAT THE DOCUMENTS ARE PRINTED BY THE SORT YOU ORDERED

CONTACT DWTSHELP@ESBOCES.ORG OR 631-218-4195 IF THERE

IS AN ISSUE WITH THE TESTING MATERIALS. 

DO NOT WAIT UNTIL TEST DAY!                                    

mailto:DWTShelp@esboces.org


SAMPLE CLASS ROSTER

 TESTED/NOT TESTED REASONS

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



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



NEW TESTING FORMATS FOR 2023

• BASED ON NEW YORK STATE NEXT

GENERATION LEARNING STANDARD FOR ELA 

AND MATH

• ELA SESSIONS 1 AND 2 WILL HAVE BOTH

MULTIPLE CHOICE AND CONSTRUCTED

RESPONSE QUESTIONS

• THERE ARE NOW 2 ANSWER SHEETS FOR ELA 

AND MATH

• THERE WILL BE AN ADDITIONAL ANSWER

BOOKLET FOR ELA SESSION 1

• ELA AND MATH EDUCATOR GUIDES ARE

AVAILABLE ON THE STATE WEBSITE



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 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 6, 7 AND 8 ONLY

TAKING REGENTS

BUBBLE-USE IF TAKING

MATH REGENTS IN

LIEU OF MATH 6, 7 
AND 8 FOR THIS YEAR

LET US KNOW IF YOU

ARE GIVING A

REGENTS AND WE

WILL NOT PRINT THE

ANSWER SHEETS! 



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 CONSISTS OF 2 PARTS; ALPHA AND NUMERIC. BE SURE TO

BUBBLE THIS CORRECTLY! 

BOOK FORMS ARE FOR ELA AND MATH FOR SESSION 1 ONLY

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



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 APPLIES TO PBT AND CBT



REFUSED BUBBLES
THE SAME BUT A LITTLE DIFFERENT

REFUSED BUBBLES ARE AVAILABLE FOR EACH SESSION OF THE TEST. PLEASE NOTE REFUSED

ON ROSTER. REFUSED BUBBLE WILL BE OVERWRITTEN IF ANSWERS EXIST IN THAT SECTION. IF
REFUSED ONLY ONE PART AND TOOK THE OTHER PART, STUDENT WILL RECEIVE A SCORE BASED

ON THE PART COMPLETED. 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 PAGES 83-99
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: ANSWER OR SCORE BUBBLES OVERRIDE CODE

97-ADMINISTRATIVE ERROR
RULE: CODE OVERRIDES ANY ANSWER OR SCORE BUBBLES

99-ABSENT
RULE: CODE OVERRIDES ANY ANSWER OR SCORE BUBBLES



LABEL ANSWER BOOKLET COVER(S) WITH STUDENT’S NAME

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



Science  8  Science 4 is no longer given-will be 

back as Science 5 next year

 Science 8-paper only this year-next 

year Science 5 and 8 will be CBT

 Be sure scores for Written and 

Performance are bubbled on the sheet 

if not scoring with Full Service Scoring

 If student was  Absent or Refused for 

Written, darken the appropriate bubble

 Exam Sections: 

Written has 2 components (both

required)

Part 1-multiple choice 

Part 2-short answer questions

Performance-3 stations

 Remember to have a plan for scoring!



SCIENCE WRITTEN AND PERFORMANCE

Score 
Bubbles Not 
required if 

scoring with 
Full Service 
Scoring!!



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!



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 ARE ALL CBT FOR 2023

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)     



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

Count the sheets 
not the students 
on the Rosters

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

*PROVIDE US WITH CONTACT PERSON’S NAME AND PHONE NUMBER



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)

 58-TOOK CBT

 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

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://DATACENTRAL.ESBOCES.ORG

HTTPS://SCORING.ESBOCES.ORG

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


QUESTIONS ABOUT FULL SERVICE 

SCORING
PHONE:

631-244-4243
EMAIL: 

SCORING@ESBOCES.ORG

WEBSITE:

SCORING.ESBOCES.ORG

Student Data Services 

Test Scoring, Scanning and Reporting 

631-218-4195

DWTShelp@esboces.org



We strive for 

perfection but 

will settle for 

mere excellence!




