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IMPORTANT DATES 
Feb. 2-Mar. 13:	EOC Test Window #4
Feb. 2-Mar.31:	KOSSA Test Window 
Feb. 13-Apr.10:	ACCESS 2.0 Field Test Window
Feb. 16-Mar. 6:	ACT WorkKeys Test Window (paper test)
Mar. 3:	ACT State Test Day
Mar. 3-17:	ACT Accommodations Testing Window
Mar. 4:	ACT Rosters Open in SDRR
Mar. 4:	ACT Explore/ACT Plan Data Review Closes
Mar. 17:	ACT State Make-Up Test Date



Dear Fellow DACs:
I hope you can bear with me for one last historical story. Back in 1991 when KERA was being born, I was recruited from KDE to be a test coordinator in Henry County. We didn’t know what to call the position, so I called Scott Trimble who was the State Test Director. Scott said, “What do you think of the title, District Assessment Coordinator?” We both liked it and so to this day I claim to be the first official DAC in Kentucky (even though there were a handful of test directors scattered around). Well, the first and obviously the longest surviving DAC in Kentucky is retiring after a long career in Kentucky assessment.  
 
Upon retirement, I want to thank each of you for the hard work and dedication you have for our students and for the assessment system. I and the OAA staff know the tremendous work needed for our complex system and I appreciated you every day I was in Frankfort. All of our vendors rave over the DAC system in Kentucky - it’s not like that in other states - and you should be proud of your role and work and your title: District Assessment Coordinator.  
 
I wish the best for every one of you and I hope you will fare well!  
 
Ken Draut

QUESTION OF THE WEEK 
Q:	How does a school order make up materials if unable to administer the ACT tomorrow?

A:	From ACT: In an effort to proactively help support your state - ACT and all who are involved with statewide assessment scheduled for March 3 - are keeping a close eye on the weather forecast. Please know that ACT has you and the winter weather safety of staff and students in mind as we prepare for the planned test event on March 3. ACT also wants to protect the integrity of test events that are able to be conducted on the same day.
 
1. If, due to weather circumstances, a school is unable to test on March 3, the school (or district representative) should contact ACT that morning by phone at (800) 553-6244 x2800. If the decision to close the school is made on Monday afternoon, the testing authority may contact ACT on Monday afternoon. ACT's phone team will ask for the high school name, the name of the person who called to report the closure, and ACT will record the closure on a master list. The master list will be reviewed with the Kentucky Department of Education later in the day.
1. Schools that, due to weather circumstances, are unable to test on March 3, should plan to do two things after the phone call is placed to ACT.

1. Submit an order for make-up test materials for the March 17 test date. Each school Test Coordinator will receive a link to an online order form, by e-mail, on Monday, March 2. It will be important that they open the e-mail, click the link, and submit a materials order via the online system. The deadline to submit the order for make-up test materials is Wednesday, March 4.
1. Return all secure standard time test booklets and polymailers (the slick envelopes) that were delivered for the March 3 test date. As all are aware, a FedEx pickup is already scheduled for Wednesday (some will be Thursday). If the school remains closed, FedEx will continue to attempt a pickup for two additional days. Again, the standard time test booklets need to be returned, along with the polymailers. 
1. All other test materials should be retained by the school and used for the make-up test date - particularly the answer documents. Accommodations test materials should be retained as well. Accommodations testing takes place over a two-week time period.
 
Most schools that are closed on March 3 due to weather circumstances will begin to make arrangements to test as many of the standard time students as possible on the make-up test date scheduled for March 17.
 
Once ACT and KDE have a chance to collaborate on the scope of the school closings, additional messaging about future test dates will be provided to those who were closed on March 3. Any additional test dates that are agreed upon will occur after March 17. Therefore, schools that are closed due to weather circumstances on March 3 can work toward their own plan for March 17 and await additional messaging for any events after that time.
 
For questions, please call ACT Customer Support at (800) 553-6244, ext. 2800.
		

ACT COMPASS MAINTENANCE SCHEDULE
There will be a systemwide maintenance for ACT Compass scheduled for March 28–29, 2015; Saturday, 5 p.m. CT through Sunday, 5 p.m. CT. No testing or reporting with eCompass or ACT Compass 5.0 will be possible during the following Saturday night/Sunday periods. Please plan accordingly. 

KDE does not expect this to directly interfere with any school testing or workstation maintenance, since these updates are occurring late Saturday through Sunday.

Upcoming maintenance periods that will affect testing include:
1. March 28–29; Saturday, 5 p.m. CT through Sunday, 5 p.m. CT 
1. April 25–26; Saturday, 5 p.m. CT through Sunday, 5 p.m. CT
1. May 30–31; Saturday, 5 p.m. CT through Sunday, 5 p.m. CT
1. June 27–28; Saturday, 5 p.m. CT through Sunday, 5 p.m. CT
1. July 18–19; Saturday, 5 p.m. CT through Sunday, 5 p.m. CT
1. August 29–30; Saturday, 5 p.m. CT through Sunday, 5 p.m. CT
1. September 26–27; Saturday, 5 p.m. CT through Sunday, 5 p.m. CT

If you have any questions about the maintenance periods, please contact ACT Compass Customer Service at (800) 645.1992 or e-mail compass@act.org

SECURE TEST MATERIALS DELIVERY (repeat from Special DAC E-Mail February 27)
All secure test materials, including the test books and return materials envelopes should have arrived at the high school by Thursday, February 26. Materials are addressed to the Test Coordinator. Currently, eleven schools have not been able to receive secure materials due to snow issues.  Schools that are closed due to inclement weather are asked to contact ACT to arrange materials delivery. 
 
Within 24 hours of the materials being delivered to the school, Test Coordinators should take the following steps: 
1. Verify they have received the exact components printed on the packing list
1. Contact ACT if there are any discrepancies
1. Follow the test booklet check-in procedures outlined in the administration manual
1. Lock the materials in secure storage until test day
 
Note: Each type of test materials is packaged separately and may arrive separately. 
 
PRE-TEST SESSIONS
As a reminder, all pre-test sessions must be completed prior to testing. If your school has not yet completed the pre-test session for the March 3 initial test date and you have a potential of inclement weather on Monday, the Test Coordinator is encouraged to complete that activity today. If students have not completed the non-test portion, do not permit them to test. For questions, please call ACT Customer Support at (800) 553-6244, ext. 2800.
 
POTENTIAL INCLEMENT WEATHER AND ACT TESTING
Inclement weather or other emergencies may cause challenges to ACT testing on the Initial Test Date, Tuesday, March 3. If there is a delay and staff can still begin testing (reading the verbal instructions) by 9:00 a.m., on this day, testing may occur. In the event that conditions cause school to be closed or result in the termination of testing, the Test Coordinator must contact ACT State Testing at (800) 553-6244, ext. 2800, as soon as possible, as instructed in the Supervisor’s Manual (pages 33-34). ACT will give specific instructions regarding the immediate return of test materials for the Initial Test Date as well as ordering any standard time materials needed for the Make-Up Test Date, Tuesday, March 17. ACT Customer Support will be open from 7:00 a.m. ET (6:00 CT) until 6:30 p.m. ET (5:30 CT) on the Initial and Make-Up test dates. If schools are unable to test on March 3, the accommodations testing window remains the same, March 3-March 17.
 

ORDERING STANDARD TIME MATERIALS FOR THE MAKE-UP TEST DATE (repeat)
Test Coordinators receive an e-mail with information about ordering materials for the make-up test date on the Monday before testing. This e-mail will request that Test Coordinators provide a quantity of any needed test materials needed for make-up testing. These materials will ship to arrive the week of March 9, no later than March 13. 

If testing staff have questions, you may: 
1. Contact ACT electronically via the Contact Us web page at http://www.act.org/aap/state/contact.html
1. Call ACT at (800) 553-6244, ext. 2800 with standard time or technical questions or call (800) 553-6244, ext. 1788 with accommodations questions, or e-mail specific questions to ACTStateAccoms@act.org

KDE TESTING WINDOW FOR ACT WORKKEYS (repeat)
Online Testing – Testing window ends March 31
Paper Testing – Testing window has been extended to March 6

This information is in regards to ACT WorkKeys paper testing only. If you are not paper testing, please disregard the following information.

Extension of KDE Testing Window for ACT WorkKeys Paper Testing:
ACT WorkKeys paper testing for Kentucky is from February 16-27 (a two-week testing window).  Due to the weather and majority of schools being closed, the KDE paper testing window has been extended to Friday, March 6.  You may test at any time within this period.  You do not need to notify KDE or ACT WorkKeys of your testing date(s).  

Secure Testing Materials and Environment:
All paper materials for return will be picked up from your school by FedEx.  Angie Fischer will send out an e-mail to let you know the date FedEx will pick up paper materials.  This date has not been established yet with the testing window extension.  Materials must be packed according to instructions in the WorkKeys Supplement and in the ACT WorkKeys Administration Manual for Paper Testing, which were included in your materials shipment. Do not contact FedEx directly, and do not take materials to a FedEx drop location. 

It is very important to not combine ACT WorkKeys materials with any other ACT testing materials.  ACT WorkKeys must be boxed and mailed separate.

IMPORTANT:  ACT WorkKeys tests are high-stakes tests and must be protected from exposure outside of the secure testing environment.  Paper testing materials must be securely stored before, during, and after each test day.

ACT EXPLORE AND ACT PLAN DATA REVIEW EXTENDED TO MARCH 4 (repeat from February 17 Special DAC E-mail)
The Student Data Review and Rosters (SDRR) application is open for ACT Explore/ACT Plan data review. This is the only data review scheduled for the September 2014 tests before results are included in fall 2015 accountability reporting. In the January 29 Special DAC E-Mail, the data review was originally scheduled to close tomorrow (February 18 at 5:00 p.m. ET). Based on requests from districts and the recent hit of winter, the data review has been extended. 

OAA strongly urges schools and districts to complete this important review before the data review period for new tickets closes on March 4, 5:00 PM ET.

TESTING REMINDER/TIP OF THE WEEK
Administration Code 
Adequate and appropriate monitoring requires circulating around the room.  It includes making sure students are working in the appropriate areas of the test booklet and SRB. If student is found to be working in the wrong area, immediately contact the BAC for direction on how to handle the situation. If a student is found to have worked in a prior section or worked ahead into a section not yet administered, stop the student from working, note the amount of time used, and immediately contact the BAC for direction on how to handle the situation. 

Inclusion of Special Populations 
Students should be made aware of what accommodations they are allowed to use.  A list can be posted on their desk.  It is not acceptable to push or tell students which accommodations to use or when to use them.
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