PAGE  
Page 1 of 4

North Carolina Testing Program: 
Destroying, Returning, or Storing Test Materials
(2011–12 School Year)
This document provides requirements for the destruction, return, or storage of North Carolina Testing Program secure test materials.
Securely Destroying Test Materials

When designated by the state, LEAs must securely destroy test materials using one of the following methods: shredding, secure recycling, observed landfill burial (i.e., 2 or more designated school personnel), and/or incineration. 
Charter Schools
Charter schools must return all test materials to the TOPS warehouse or their RAC office.
Test Materials to Securely Destroy Immediately after the Testing Window Closes
Note: All operational test materials must be securely destroyed. Test materials designated in Table 1 must be securely destroyed immediately after the testing window closes. This includes test administration manuals, used test books, unused test books, and unused answer sheets. However, this does not include test books containing original student responses (see Table 3).
	Table 1: Test Materials Designated for Secure Destruction at the Completion of the Respective Testing Window

	EOG Reading and Mathematics Grades 3–8 and EOG Science Grades 5 & 8

	EOC: Algebra I, Biology, and English I (retain unused test materials from fall for use in spring and summer)

	NCEXTEND1 Student Assessment Booklets, Manipulative Card Kits, and Reading Selection Books

	NCEXTEND2 EOG Reading and Mathematics Grades 3–8 and NCEXTEND2 EOG Science Grades 5 & 8

	Large print edition test books

	One test item per page edition test books

	Braille edition test books

	Test Administrator’s Manuals (except the EOC manuals that will be used for spring and summer)


Test Materials to Return to the NCDPI/TOPS Warehouse

Note: All field test materials, including graph and scrap paper, must be returned. Test materials designated in Table 2 are to be returned to the NCDPI/TOPS warehouse at the conclusion of the testing window. These materials are not to be stored locally.
	Table 2: Test Materials Designated to be Returned to the NCDPI/TOPS Warehouse at the Conclusion of the Testing Window

	Grades 3–8 Field Tests and Answer Sheets (see processing guide on page 3)

	NCEXTEND1 Field Tests: Student Assessment Booklets, Manipulative Card Kits, and Reading Selection Books (see processing guide on page 3)

	NCEXTEND1 Alternate  Assessment at Grade 11: Student Assessment Booklets, Manipulative Card Kits, and Reading Selection Books (see processing guide on page 3)

	All Field Test Administrator/Assessment Guides (see processing guide on page 3)


Test Materials to be Stored Locally
Note: No field test materials should be stored. Test materials designated in Table 3 are secure test materials to be retained by the LEA in a secure (locked) facility with access controlled and limited to one or two authorized school personnel only. After the required storage time has elapsed, the LEA should destroy these materials in a secure manner.
	Table 3: Test Materials Designated to be Stored by the LEA in a Secure Location

	Test Material
	Required Storage Time

	All used answer sheets for operational tests (including scoring sheets for W-APT)
	Six months after the return of students’ test scores

	Original responses recorded in a test book, including special print version test books (i.e., large print edition, one test item per page edition, Braille edition)
	Six months after the return of students’ test scores

	NCEXTEND1 student-generated responses and completed single-page Assessor Ratings Sheets (operationals)
	Six months after the return of students’ test scores

	Original Braille writer/slate and stylus responses
	Six months after the return of students’ test scores

	Original responses to a scribe
	Six months after the return of students’ test scores

	Original responses using a typewriter or word processor
	Six months after the return of students’ test scores

	Answer sheets with misaligned answers (keep testing irregularities in a separate file)
	Six months after the return of students’ test scores

	NC General Purpose Header Sheets 
	Store indefinitely

	EOC or EOG Graph Paper
	Store indefinitely

	EOC: Algebra I, Biology, and English I 
	Retain unused test materials from fall for use in spring; retain unused test materials from spring for use in summer 

	W-APT Test Materials (reusable except for scoring sheets)
	Store indefinitely (all forms)


Test Materials to Return to Vendors
Test materials designated in Table 4 should be returned to vendors scoring the assessments after the respective testing window has closed.

	Table 4: Test Materials Designated for Return to Vendors

	All ACCESS for ELLs® materials should be returned to MetriTech 

	American College Tests (ACT, PLAN, Work Keys)


Field Test Processing Guide
All of the materials associated with the grades 3–8 math and ELA paper/pencil and NCEXTEND1 field tests must be returned to TOPS within 5 days of the end of their respective testing windows.

The following is a guide for checking in, distributing, and returning field test materials.

Checking in Field Test Materials
1. Count the number of boxes to ensure shipment is complete.

2. Check in the test materials by matching quantities received to the packing list within 5 days of receipt.

3. Fax TOPS to notify of any discrepancies.

Distributing and Collecting Field Test Materials
1. Distribute field test materials in a secure manner identical to operational tests.
2. A school shipping list, building distribution checklist, and classroom distribution checklist are included to assist in tracking materials. Using the building distribution checklist and/or classroom distribution checklist is optional.
3. When collecting materials, be sure to collect the used scrap and graph paper from each school.

Packing Field Test Materials for Return
Materials for the NCEXTEND1 Alternate Assessment at Grade 11 and all NCEXTEND1 field tests at grades 3–8 and 10 should be packed in the following top-to-bottom order:

· Plastic bags containing the card kits

· Used test books

· Unused test books

· Reading selection books

· Assessment Guides

Materials for the paper-and-pencil grades 3–8 math and ELA field tests should be packed in the following top-to-bottom order:
· Copy of original packing list

· Plastic bags containing school shipping lists, field test header sheets, and used answer sheets

· Used and unused test books

· All other documents not to be scored (Assessment  Guides, scrap paper, graph paper, unused answer sheets, unused header sheets, distribution checklists)

Assessment Guides for all online field tests must be packaged and returned to TOPS. Assessment Guides to be returned include: 

· Assessment Guide for Science Grades 5 and 8
· Assessment Guide for NCEXTEND2 ELA, Math, and Science (Grades 3–8)

· Administrator’s Guide for Biology and English II

· Assessment Guide for Math I

· Assessment Guide for NCEXTEND2 Biology, English II, and Math I

Return of Materials
1. Affix ARS labels to packages.

2. Either of the following addresses can be used for returns to TOPS:
· 3240 Ligon Street

Raleigh, NC 27607
· 1500 Blue Ridge Road

Raleigh, NC 27607

3. Arrange for UPS pick up.
NCDPI Accountability Services/North Carolina Testing Program
January 2012

