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IMPORTANT

Test directions must be 
read as written.

Questions in the 
Reading test must not 
be read aloud to any 
student because these 
questions test reading 
comprehension. 

To protect the 
integrity of the test 
and to protect the 
school staff from 
any appearance of 
impropriety, you may 
not check or read 
the students’ answers 
after testing.

Purpose
This document is designed to help you administer the Wisconsin Knowledge 

and Concepts Examination (WKCE) in a uniform manner that is essential 

for the integrity of this testing program. Following the instructions in this 

manual ensures similar testing conditions in all classrooms. 

As we developed the WKCE, our mission was to create a standardized 

assessment instrument that would help teachers help students. The WKCE 

provides useful, comprehensive information about student progress and 

helps students understand where they are in relation to their academic goals. 

By following the guidelines in this manual, you can help ensure that the test 

will work validly and equitably for all students.

Test Books
For grade 10, there is one test book, which is packaged in groups of five and 

fifteen. Each student should receive only one test book. Always check to see 

that each student has his or her own test book.

Test Schedules
Given the variety of conditions at each school, it is not possible to provide one 

ideal testing schedule that can be implemented in every setting. In planning 

your testing schedule, consider the facilities and daily schedules of your school 

as well as the ability to conduct the testing in a manner that will encourage and 

allow for student success. Possible testing schedules are shown on pages 5 and 6.
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Accommodations and Alternate Assessment
State and federal laws require that state assessments must allow for the 

inclusion of all students, including students with disabilities and English 

language learners, to the extent practicable. The Wisconsin Alternate 

Assessment for Students with Disabilities (WAA-SwD) is designed for 

students with significant cognitive disabilities who cannot participate in 

the WKCE, even with accommodations. All students must take either the 

complete WKCE or the complete WAA-SwD—not parts of both. The WKCE 

is for students whose instruction is based on the Wisconsin Model Academic 

Standards. The WAA-SwD is for students whose instruction is based on the 

Extended Grade Band Standards. 

If you have students with disabilities, English language learners, and/or 

Section 504 students for whom the standardized WKCE testing procedures 

are not appropriate, please check the Assessment Accommodations Matrix 

on page 53 for guidelines on allowable test accommodations. 

Mathematics, Science, Language Arts, and Social Studies questions, as well 

as the writing prompt, may be read aloud to students with an IEP or Section 

504 plan that allows for such accommodation. Make sure that these students 

are tested in a room separate from the regular classroom setting, as the 

teacher’s reading aloud could be disruptive to the other students. 

If you have blind or visually impaired students who are taking the Braille 

or Large Print version of the test, check the Guide for District Assessment 

Coordinators and School Assessment Coordinators for information on how to 

facilitate their testing.
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 MESSAGE TO TEACHERS BEFORE TESTING

Check Your Test Materials
Check to be sure that you have the following materials. If any materials are 

missing, contact the CTB Help Desk at (800) 282-2203. 

For the Teacher
� Directions for Test Administration (this manual)

� test book

� “Do Not Disturb” sign

For Each Student
� test book

� No. 2 pencil with eraser (no pens)

� extra eraser

� scratch paper 

� punch-out tools (Mathematics Sessions 1–4). Punch-out tools for each 

grade 10 student include a protractor and a ruler with U.S. customary 

and metric measurements.

� Wisconsin Mathematics Formula Reference Sheet (Mathematics 

Sessions 1–4)

� calculator (Mathematics Sessions 2, 3, and 4). Students must have 

access to at least a scientific calculator. Students may choose to use a 

graphing calculator if they are familiar with its operation. Four-function 

calculators are not permitted. If students have decided to use graphing 

calculators, it is imperative for security reasons that examiners clear 

calculator memories at the beginning and at the end of each session for 

which calculators are allowed. Refer to the manufacturer’s guidelines for 

clearing each calculator’s memory. Calculators or other electronic devices 

that possess any of the following features are not permitted:

 • QWERTY keyboard

 • devices that perform algebraic representations (ability to use and view 

expressions, equations, and formulae)

 • devices that make noise or “talk”

 •  touchscreen, electronic writing pad, pen-input or stylus-driven entry 

systems

 • removable memory units

 • image capture or video recording or transmission

 • sound recording or transmission

 •  wireless communication (infrared, Bluetooth®, Wi-Fi®, cellular, 

radio, etc.)

S T E P

1
CALCULATORS

Students must have 
access to at least a 
scientific calculator. 

Students may choose 
to use a graphing 
calculator if they 
are familiar with its 
operation. 

Four-function 
calculators are not 
permitted.

If students have 
decided to use 
graphing calculators, 
the calculator 
memories must 
be cleared by the 
examiner before and 
after each session for 
which calculators are 
allowed, following 
the manufacturer’s 
directions for clearing 
calculator memories.

Mathematics 
Session 1 measures 
computational skills. 
For that reason, use 
of calculators for that 
section of the test is 
not allowed for any 
student, including 
students whose 
IEP or Section 504 
plan allows for such 
accommodation.
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S T E P

2
Observe Test Security Guidelines
Importance of Test Security
The primary goal of WKCE test security is to protect the integrity of the 

examination. To ensure that trends in achievement results can be calculated 

across years in order to provide longitudinal data, a certain number of test 

questions must be repeated from year to year. If any of these questions are 

made public, the validity of the test may be compromised. If the reliability 

or validity of a test is compromised, the test scores of individual students or 

entire classes may be invalidated, and other disciplinary actions may be taken.

Who Is Responsible for Test Security?
Everyone who works with the assessments, communicates test results, and/or 

receives testing information is responsible for test security. This includes:

� Wisconsin Department of Public Instruction (DPI) staff 

� District administrators 

� District Assessment Coordinators (DACs) 

� School Assessment Coordinators (SACs) 

� Students, parents, and the community at large 

� Certified and non-certified public school staff 

� Cooperative Educational Service Agencies (CESAs) staff 

Security Throughout the Testing Process
All WKCE test materials must be kept secure. Do not photocopy or duplicate 

any portion of the test book at any time. Test books must be kept in a locked 

storage cabinet or area before and after all testing sessions. Test security is the 

responsibility of the entire school community.

Consequences of Violations
Administrators, certified and non-certified school staff, students, and parents 

must adhere to ethical procedures in testing. Consequences of violations 

may include invalidation of student test results and could result in civil legal 

liability for copyright violations.

Disciplinary measures for educators and school staff will be determined at 

employment level based on local board policy. In extreme cases, DPI reserves 

the right to pursue its own sanctions of department-licensed individuals for 

school or district testing irregularities.
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For more information on test security, see the “WSAS Policy & Procedure 

Manual” section of the Guide for District Assessment Coordinators and 

School Assessment Coordinators, which is available online at 

http://dpi.wi.gov/oea/publications.html.

Plan Your Testing Schedule
Separate practice tests are not provided with your test materials. 

Practice items for Reading and Mathematics are posted on the DPI Web site at 

http://dpi.wi.gov/oea/wkce.html. This selection of sample test items will not 

be used on future operational forms. They can be used as practice activities 

in the classroom prior to administering the test.

� Review test directions in advance.

� To minimize security concerns, consider coordinating the schedule 

with the School Assessment Coordinator and teachers so that all 

grade 10 students in your school will take the same session of the test at 

the same time. 

� If student pre-ID labels are not used, allow enough time to complete the 

Student Information Page.

� Avoid testing on days just before or after vacations, important school 

functions, holidays, or weekends.

� Avoid testing just after students have had strenuous physical activity.

� Observe timing guidelines:

 • Do not begin a test session unless there is enough time to complete 

it. The time limit for each test session must be observed; however, 

if all students finish before the time limit, that test session may be 

concluded.

 • For each test session, allow five to ten minutes for distributing materials 

and reading directions aloud.

� Schedule breaks to maintain an unhurried pace and a relaxed 

atmosphere. Be sensitive to students’ fatigue level and attention span, and 

alter your schedule as necessary.

S T E P

3

To minimize security 
concerns, consider 
coordinating the 
schedule with the 
School Assessment 
Coordinator and 
teachers so that all 
grade 10 students in 
your school will take 
the same session of 
the test at the same 
time.

http://dpi.wi.gov/oea/publications.html
http://dpi.wi.gov/oea/wkce.html
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Working with Proctors
Review your plans with proctors prior to testing. Proctors are trained 

staff (including administrators, teachers, and paraprofessionals) who are 

employed by the school or district. They may also include student-teachers 

who normally have responsibility for supervising students. Parent volunteers 

should not be allowed to proctor examinations.

Prior to assisting in administering the WKCE, schools and districts should 

ensure that proctors have received the same preparation and training as 

teachers and others who administer the tests. This training should include:

� reading and becoming familiar with all WKCE test materials and 

procedures;

� becoming familiar with appropriate testing accommodations; and

� ensuring proper test security, including:

 • not allowing students to view the WKCE test materials 

prior to testing;

 • remaining in the classroom the entire testing time;

 • monitoring to ensure that students do not receive improper assistance 

during testing; and

 • preventing and reporting any acts of academic dishonesty, including, but 

not limited to, cheating, plagiarizing, stealing, or copying the WKCE.

� WKCE Proctor Guidelines—see Appendix B

Proctors can help you:

� arrange the testing room;

� fill in the Student Information Page (if student pre-ID labels 

are not used);

� prepare punch-out tools for distribution to the students by removing the 

punch-out tools from the sheets;

� distribute test materials;

� make sure students are working in the correct place in their test books;

� supervise students during short breaks (students requiring use of 

restroom facilities must be escorted by the test administrator or a 

proctor);

� prevent talking or sharing of answers; and

� collect materials at the end of the testing session.

As a general rule, one 
proctor for every 
15 students is 
recommended .
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TESTING DATES

October 24 through 
November 25, 2011

Tests must be 
administered according 
to the specific directions. 
An entire session must 
be administered in a 
single sitting.

The testing schedules 
provided are possible 
schedules. You may 
adjust the number of 
sessions administered 
per day, as long as the 
order of the sessions 
and the test times 
are followed and one 
complete session is 
administered in one 
sitting. 

Possible Testing Schedule 1

GRADE 10
DAY/CONTENT AREA/SESSION TESTING TIME*

� Fill in the Student Information Page (unless labels are used)

� DAY 1: Reading, Session 1 40 minutes

� DAY 2: Reading, Session 2 40 minutes

� DAY 3: Reading, Session 3 40 minutes

� DAY 4: Mathematics, Session 1 30 minutes

� DAY 5: Mathematics, Session 2 25 minutes

� DAY 6: Mathematics, Session 3 25 minutes

� DAY 7: Mathematics, Session 4 25 minutes

� DAY 8: Science, Session 1 25 minutes

� DAY 9: Science, Session 2 25 minutes

� DAY 10: Language Arts 30 minutes

� DAY 11: Writing 30 minutes

� DAY 12: Social Studies, Session 1 25 minutes

� DAY 13: Social Studies, Session 2 25 minutes

� Fill in the Student Assessment Report

 (back cover of the test book)

 
*NOTE: TIMING DOES NOT INCLUDE TIME FOR TEST ADMINISTRATION TASKS AND BREAKS.
ADD APPROXIMATELY 10–15 MINUTES EACH DAY TO DISTRIBUTE MATERIALS, READ 
DIRECTIONS, AND COLLECT MATERIALS TO ESTIMATE TOTAL TIME NEEDED. ADD TIME 
FOR BREAKS BETWEEN SESSIONS IF MORE THAN ONE SESSION IS ADMINISTERED ON 
THE SAME DAY.

The testing schedules are possible schedules. You may adjust the number of 

sessions administered per day, as long as the order of the sessions within a 

content area and the test times for each session are followed and each session 

is administered in one sitting. You may administer sessions for more than 

one content area on the same day—for example, a Mathematics session in 

the morning and a Reading session in the afternoon.
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Possible Testing Schedule 2

GRADE 10
DAY/CONTENT AREA/SESSION TESTING TIME*

� Fill in the Student Information Page (unless labels are used)

� DAY 1: Reading, Session 1 40 minutes

  Break 10 minutes

  Reading, Session 2 40 minutes

� DAY 2: Reading, Session 3 40 minutes

� DAY 3: Mathematics, Session 1 30 minutes

  Break 10 minutes

  Mathematics, Session 2 25 minutes

� DAY 4: Mathematics, Session 3 25 minutes

  Break 10 minutes

  Mathematics, Session 4 25 minutes

� DAY 5: Science, Session 1 25 minutes

  Break 10 minutes

  Science, Session 2 25 minutes

� DAY 6: Language Arts 30 minutes

  Break 10 minutes

  Writing 30 minutes

� DAY 7: Social Studies, Session 1 25 minutes

  Break 10 minutes

  Social Studies, Session 2 25 minutes

�  Fill in the Student Assessment Report

(back cover of the test book)

 
*NOTE: TIMING DOES NOT INCLUDE TIME FOR TEST ADMINISTRATION TASKS AND BREAKS. 
ADD APPROXIMATELY 10–15 MINUTES EACH DAY TO DISTRIBUTE MATERIALS, READ 
DIRECTIONS, AND COLLECT MATERIALS TO ESTIMATE TOTAL TIME NEEDED. ADD TIME 
FOR BREAKS BETWEEN SESSIONS IF MORE THAN ONE SESSION IS ADMINISTERED ON 
THE SAME DAY.
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If a student misses 
part or all of the test, 
arrange a makeup 
session.

TESTING STUDENTS 
WHO REQUIRE 
ACCOMMODATIONS

Be sure that plans 
are in place for 
students requiring 
test accommodations. 
Please check 
the Assessment 
Accommodations 
Matrix on page 53 
for guidelines on 
allowable test 
accommodations.

Administering Makeup Sessions
Students who are absent for one or more sessions should take the remaining 

sessions with the other students upon their return. Makeup sessions 

for missed sessions may be scheduled for a later time. Deviations from 

administering test sessions in order within a content area are permissible for 

students who are absent during a scheduled test session.

Every attempt should be made to administer makeup tests to absentees and 

to any students who miss one or more of the scheduled sessions. Scheduling 

of makeup sessions must be coordinated with the School Assessment 

Coordinator to eliminate conflicts and ensure that the students will be taking 

makeup tests under the same conditions as the other students.

� Before each makeup session, retrieve from the School Assessment 

Coordinator the test books for those students who need to make up that 

particular test session.

� For each makeup session, distribute and collect student test books and 

administer the test according to the instructions in this manual.

� Return test materials to the School Assessment Coordinator after each 

makeup session. 

For students who are absent on the first day of testing and who are expected 

to take all or some of the test sessions when they return, avoid delays during 

the first scheduled makeup session by completing the Student Information 

Page for the student test books (if pre-ID labels are not used).

Organize Your Classroom
� Plan for the distribution and collection of materials. 

� Plan seating arrangements. Allow enough space between students to 

prevent sharing answers.

� Eliminate distractions, such as bells or telephones.

� Post a “Do Not Disturb” sign on the door of the testing room.

� On the board, indicate starting and stopping times for each test session.

S T E P

4
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Prepare Your Students
� Inform students that they will not be allowed to bring into the testing 

area cell phones, camera phones, personal digital assistants (PDAs), 

any device with infrared or Bluetooth® technology, or any other form 

of wireless communication. In addition, students will not be permitted 

to use any form of wireless communication during short breaks in the 

testing session.

� Emphasize that students using a graphing calculator must back up 

stored information to an alternate storage device and erase the calculator 

memory before testing. Refer to the manufacturer’s guidelines for 

clearing each calculator’s memory.

� Help students approach the testing in a relaxed, positive way. 

� Explain that the purpose of taking an achievement test is to find 

out which skills have been mastered and which skills need further 

development. 

� Point out that some items may be more difficult than others and some 

material may be new to students; they are not expected to know all the 

answers.

� Reassure students that they will be given ample time to do their best.

� Emphasize that the test requires no special preparation and that scores 

will not affect their grades.

Use Appropriate Testing Procedures
To ensure that test results are valid, reliable, and equitable, tests should be 

administered with the same directions and the same time limits. 

Coaching 
Be sure students understand the directions and how to mark and write 

answers. Assist them with test-taking mechanics, but be careful not to 

inadvertently give hints or clues that indicate an answer or help eliminate 

answer choices.

Guessing
Encourage students to attempt all items. Tell them to read each question 

carefully and make their best attempt at answering. Be careful not to imply 

that they should guess randomly. 

S T E P

5Help students do their 
best by presenting the 
testing experience 
in a positive way.

S T E P

6
Following the 
instructions exactly 
ensures similar 
testing conditions in 
all classrooms. Test 
directions must be 
read as written.
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Calculator Use
During the development phase of the WKCE, educators, administrators, 

statewide committees, and mathematics leaders, including the Wisconsin 

Mathematics Council Board of Directors and past presidents, were consulted 

regarding the use of calculators on statewide assessments. The consensus 

of the various groups was that calculators are a tool of mathematics 

and are used to enhance learning. Calculators are not a replacement for 

student knowledge of basic computation and estimation skills. The groups 

recommended that during statewide assessments, students should be allowed 

to use the same calculator that is used for classroom instruction. 

In consultation with state educators, administrators, and mathematics 

leaders, the Wisconsin Department of Public Instruction has established 

specifications for the use of calculators on statewide mathematics 

assessments beginning November 2005. 

Students must have access to at least a scientific calculator. Students may 

choose to use a graphing calculator if they are familiar with the calculator. 

Four-function calculators are not permitted. If students have decided to use 

graphing calculators, it is imperative for security reasons that examiners 

follow the manufacturer’s directions for clearing calculator memories 

at the beginning and at the end of each session for which calculators are 

allowed. Mathematics Session 1 measures computational skills. For that 

reason, use of calculators for that section of the test is not allowed for any 

student, including students whose IEP or Section 504 plan allows for such 

accommodation.

Calculators or other electronic devices that possess any of the following 

features are not permitted: 

� QWERTY keyboard

�  devices that perform algebraic representations (ability to use and view 

expressions, equations, and formulae)

� devices that make noise or “talk”

�  touchscreen, electronic writing pad, pen-input or stylus-driven entry 

systems

� removable memory units

� image capture or video recording or transmission

� sound recording or transmission

� wireless communication (infrared, Bluetooth®, Wi-Fi®, cellular, radio, etc.)
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 STUDENT PRE-ID 
LABELS
The labels in the left 
column of the label 
sheets are for teacher 
use only. The barcoded 
labels are for the test 
book covers.

STUDENT 
INFORMATION PAGE
Use the board to show 
students how to fill in 
the data grid. Write 
the teacher, school, 
and district names on 
the board for students 
to copy.

Proctors may help by 
filling in the Student 
Information Page.

Fill In the Student Information Page
The Student Information Page must be completed only if you are not using 

student pre-ID labels. Samples of the Student Information Page and a 

student pre-ID label can be found on pages 15 and 16 of this manual.

Your district was provided with student pre-ID labels; please use these labels 

even if they contain incorrect information. The opportunity to correct this 

information will be provided by updating the Wisconsin Student Number 

Locator System (WSLS) and the Individual Student Enrollment System 

(ISES) or by using the Record Editing System (RES).

You should have received three labels per student. The left-hand label with 

NO barcode is for teacher use only. Apply an undamaged, barcoded student 

pre-ID label to the front cover of the test book. Tell the student to print his or 

her name on the back cover in the space provided. 

Lead the students through the process of filling in the Student Information 

Page on the inside front cover of the test books, as follows.

To be completed by students or staff:

1. STUDENT’S NAME: Print the last name, first name, and middle initial 

in the spaces provided. If there are not enough spaces for each part of the 

name, print only as many letters as there are spaces.

  Fill in the appropriate circle below each letter. If the letter space is blank, 

fill in the empty circle at the top of the column under that letter space.

2. BIRTH DATE: Write the birth date in the spaces provided. Fill in the 

appropriate circles in each column for the month, day, and year of birth. 

If the birth date is a single digit, the “zero” circle in the left-hand column 

under “Day” should be filled in.

3. TEACHER, SCHOOL, DISTRICT: Print the teacher, school, and district 

names in the appropriate boxes.

4. Fill in the appropriate circle for “Female” or “Male.”

5. ETHNICITY: Fill in the racial or ethnic group that the student belongs 

to or identifies with.

To be filled in by teachers, test proctors, or District Assessment Coordinators 

after completion of testing, using information provided by school or district 

personnel with access to the relevant student records:

S T E P

7
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6. WI STUDENT NUMBER: Write the ten-digit Wisconsin Student 

Number (WSN) in the spaces provided. Fill in the appropriate circle 

below each digit. More information on WSNs and a list of WSLS/ISES 

administrators can be found at http://dpi.wi.gov/lbstat/dm-eseadata.html.

7. ENGLISH LANGUAGE PROFICIENCY (ELP) STATUS: Fill in the 

circle that indicates the student’s English Language Proficiency (ELP) 

status code. A DPI-approved assessment instrument—ACCESS for 

ELLs® as of the 2005–2006 academic year—must be used to determine 

the appropriate code (1–5) if the student is categorized as an English 

Language Learner (ELL). Code 6 is “Formerly ELL/Now Fully English 

Proficient.” Code 7 is “Never ELL/Fully English Proficient.” See 

http://dpi.wi.gov/oea/ells.html for descriptions of the English Language 

Proficiency levels.

8. MOBILITY STATUS: If the student has NOT been enrolled in the 

district for 9.25 months, fill in the circle for “NO” on the DISTRICT 

line. If the student has NOT been enrolled in the school for 9.25 months, 

fill in the circle for “NO” on the SCHOOL line. “Yes” will be assumed 

unless “NO” is marked. 

9. LOCAL STUDENT I.D. (recommended): If your school district has 

chosen to assign Local Student I.D. numbers, write the number in the 

spaces provided. If the Local Student I.D. has fewer than ten digits, make 

sure the last digit of the number falls in the space farthest to the right. 

Write leading zeros in any remaining spaces. Fill in the appropriate circle 

below each digit.

10. OPTIONAL FIELD: Districts may use this field for their own purposes 

or leave it blank. This ten-digit numeric field can be used to record 

additional information about students in the WKCE student data file. 

Among other examples of data that might be recorded in this field are 

the length of time a student has attended a particular school, the types of 

services the student has received, or the student’s homeroom teacher or 

guidance counselor. 

11. TESTING STATUS (Parent Opt-Out): If the parent or guardian 

requested to excuse this student from participating in the WKCE, fill in 

the circle for “P” in the “TESTING STATUS” section of the biogrid. All 

students excused by parent opt-out count as “not tested” students for 

determining Adequate Yearly Progress (AYP).

 Note that students will be coded as “T” (expected to participate in all 

content areas covered by WSAS) unless coded as “P.” Participation in the 

WKCE counts as participation in WSAS for the purpose of determining 

Adequate Yearly Progress (AYP). 

ELP/Mobility Status

You may contact the 
District Assessment 
Coordinator or DPI for 
further clarification 
of a student’s 
ELP/Mobility status.

Parent opt-out should 
be indicated by filling 
in the bubble in the 
“TESTING STATUS” box.

http://dpi.wi.gov/lbstat/dm-eseadata.html
http://dpi.wi.gov/oea/ells.html
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12. SPECIAL STATUS: To protect students’ privacy, fill in the following 

demographic data after testing, just before test materials are sent to CTB. 

The status codes are defined below. Please read the definitions carefully. 

Be sure to mark all codes that apply for each student. Important: If no 

special codes are marked, the student’s special status will be recorded 

as “none.”

 D = student with a disability. A “student with a disability” (SwD) is a 

student who is considered eligible for the federal child count as reported 

by the district to DPI on the IDEA Federal Student December 1 Data 

Report (PI-2197). This includes any student who was reported by the 

district as eligible on PI-2197 or who has been identified as eligible since 

December 1, unless the student has exited the district’s special education 

program. Status as a “student with a disability” is based on the student’s 

status as of the date the student is tested.

 H = student who has a physical or mental impairment covered by 

Section 504 of the Vocational Rehabilitation Act. 

 U = long-term U.S. student indicator. Beginning in grade 1, a student 

who has attended school in the United States for at least five consecutive 

years is considered to be a long-term U.S. student. This data element is 

required of ELL students with English Language Proficiency status 

codes 1 and 2. 

 M = migrant student. A “migrant student” is any student who is, or 

whose parent or guardian is, a migratory fisher, a dairy worker, or an 

agricultural worker AND who in the preceding 36 months has moved 

from one school district to another in order for the worker to obtain 

temporary or seasonal employment in agricultural or fishing work.

 L = student who has been enrolled for less than one full academic year 

in one or more schools in the United States.

 Z = student who is economically disadvantaged. An “economically 

disadvantaged” student is a member of a household that meets the 

income eligibility guidelines for free or reduced-price lunch (�185% 

of Federal Poverty Guidelines) under the National School Lunch 

Program. Districts are permitted to use their best local source of 

information about the economic status of individual students that is 

consistent with the DPI definition above. In the absence of reliable 

subsidized-lunch eligibility data, districts can use available county data, 

scholarship information, post-secondary options information, or other 

appropriate data.
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13. FOR SPECIAL STATUS “D” STUDENTS RESIDING OUT OF 

DISTRICT (OOD) ONLY: This section must be completed only 

for a student with a disability (SwD) who resides outside of your 

school district. If the student attends school in your district due to 

an IEP placement from another district, fill in the circle for “YES.” 

“No” will be assumed unless “YES” is marked. For “YES,” the test book 

requires special processing, because the district of residence will be 

held accountable for the performance and progress of this student. 

For the student’s data to be accurately processed, CTB needs you to 

provide the following information about this student on the Student 

Information Page.

 District of Residence: Provide the four-digit number assigned by DPI 

for the district of residence. Residence is based on where the student 

typically sleeps at night. For students with disabilities who reside in 

another state, use the code 9999.



PLEASE CONTINUE TO NEXT PAGE.
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Student Information Page

For students without 
pre-ID labels, 
student-identifying 
information must be 
completed correctly 
for accurate reporting.

For students without 
pre-ID labels, be sure 
to fill in circles for the 
student’s birth date.

Occasionally labels 
are created for students 
who are not in a tested 
grade. These labels 
should be destroyed, 
not placed on a test 
book.

Inside Front Cover of the Test Book

(Please use a No. 2 pencil to complete this page.)

Jan

Feb

Mar

Apr

May

Jun

Jul

Aug

Sep

Oct

Nov

Dec

Last First M.I.STUDENT’S NAME BIRTH DATE

Month YearDay

WI STUDENT NUMBER
ETHNICITY (mark one)

For School/District Use Only (To be completed after testing)

District of 

Residence

Is this special status “D” student attending your 
district via an IEP placement from another district? 

No will be assumed unless YES is marked.
If YES is marked, this student’s results will be sent to the IEP district. 

Please provide the student’s district of residence (or accountability) below.

Local Student I.D.

TEACHER

SCHOOL

DISTRICT

For Special Status “D” Students Residing Out of District (OOD) Only

SPECIAL STATUSTESTING STATUS
  Indicate all that apply. Special status will be 
recorded as “none” if none are marked.                                     

Complete this form only if the pre-ID label is unavailable. This information is required for all students enrolled, 
including students tested and students not tested, to produce summary reports.

 A Asian/
Pacifi c Islander

Z
D
H

YES

P

M
U

Female Male

B Black (not of 
Hispanic origin)

H Hispanic

I American Indian/
Alaska Native

W White (not of 
Hispanic origin) 

KA

Optional Field

B C D E F G H I J L M N O P Q R S T

L

1 2 3 4 5 6 7
      Limited English Profi cient

  Record the English Language Profi ciency (ELP) status code for the student 
by fi lling in the appropriate circle.

English Profi cient 

MOBILITY STATUS

For School/District Use Only

NO
NO

“Yes” will be assumed unless “NO” is marked.
 Has student been in THIS SCHOOL for a full academic year?    
 Has student been in THIS DISTRICT for a full academic year?    
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Data from the Wisconsin Student Number Locator System (WSLS) and the Individual Student Enrollment 

System (ISES) were used to create student demographic pre-ID labels for all students enrolled in grades 3 

through 8 and 10. The initial shipment of pre-ID labels should arrive at the beginning of the testing window. 

A second shipment of labels, for students who are new to Wisconsin Public Schools after October 1, should 

arrive in districts by the end of the testing window. It is critical for reporting and accountability that districts 

use these labels. “Bubbling” all test books for the school or district should not be considered a viable option. 

Bubbling will be necessary only in very rare cases when a label is not available for a new student. WSLS and 

ISES records may not be completely updated in your district; therefore, you may see data that are inaccurate 

on the pre-ID label. However, if you can determine that the label is for a student who should be tested on 

WSAS, you should still use the label. Corrections and updates must be made to your district’s records in the 

WSLS and ISES databases. Contact your local WSLS/ISES administrator to make changes.

If a student transfers out of your district after labels have been shipped, you should send that student’s pre-ID 

label along with other confidential records. The receiving district should still use this label even though it 

appears to have inaccurate school and district information on it.

Corrections and updates to the WSLS and ISES databases can be made through at least mid-November. Once 

these data are “locked” in early December, DPI will send a new student demographic data file to CTB and all 

updates made in WSLS and ISES will be incorporated into the student WSAS data during the scoring process. 

Accurate reporting and accountability determinations depend on the integrity of these data. Please work with 

your district WSLS/ISES administrator to make changes in a complete and timely manner. 

DPI may have created labels for some students who are not in a tested grade. These labels should be 

destroyed, not placed on a test book.

For more information on student pre-ID labels, see http://dpi.wi.gov/oea/dacdata.html.

Student Pre-ID Label

Wisconsin Knowledge and Concepts Examination

Place
student label with barcode here

10
GRADE

Fall 2011 
STUDENT  TEST  BOOK

2701976

10
2011

TEST SECURITY: All passages, stimuli, and questions used in the Wisconsin Student Assessment System are 
CONFIDENTIAL and must be kept SECURE at all times. Unauthorized use, duplication, or reproduction of  ANY or ALL 
portions of the test material is prohibited. Violation of security can result in district disciplinary action, prosecution, 
and/or penalties by the Department of Public Instruction or CTB/McGraw-Hill.

Tony Evers, State Superintendent

Student Barcode Labels

One undamaged barcode label must be applied

as shown to the FRONT cover of each student’s
test book. Write the student’s name or use the

extra barcode label on the back cover.

Master Reference Label

This label should not be

applied to the student

test books.

Place student pre-ID
label here.

Should one label
become damaged,

there is a spare

STEWART, MARY K 
LOCAL STUDENT ID: 1234567890 
SCHOOL          : ADAMS FRIEND 0130 
DISTRICT         : ADAMS FRIEND 0014 
GRADE            : 03 
GENDER          : F 
BIRTHDATE     : 01/04/02 
ELP STATUS    : 7 
DISABILITY      : Y 
2011-2012 BARCODE ID: 12345678 

DO NOT USE ON BOOK

                 

STEWART, MARY K 

ADAMS FRIEND   0130 

ADAMS FRIEND   0014 

GRADE: 03 

12345678

STEWART, MARY K 

ADAMS FRIEND   0130 

ADAMS FRIEND   0014 

GRADE: 03 

12345678

http://dpi.wi.gov/oea/dacdata.html
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READING 
DURING TESTING

Administer the WKCE Test
Specific directions for the test begin on page 19. Be sure to review the test 

and test directions in advance.

The following elements are used throughout the specific directions:

Information that is only for you and is not to be 

read aloud is printed in this type style.

The directions you are to read aloud to the 

students are preceded by  and are printed 

in bold type.

This symbol accompanies anything concerning 

the timing of the test.

This symbol indicates places where you may 

want to use a test book to show sample questions 

or to make sure students have turned to the 

correct page.

This symbol indicates sessions in which 

calculators are allowed.

This symbol indicates sessions in which 

calculators may not be used by any student, 

including students whose IEP or Section 504 plan 

allows for such accommodation.

Before administering the test, take a moment to have your students look 

through the test book. Point out the various locations of the STOP signs 

within the test. Tell the students that whenever they see one of these STOP 

signs, they should stop and wait quietly until they are told what to do next.

Remind students to look for and answer every question on each page.

Remind students that they must mark and write answers ONLY on the lines 

and in the spaces provided. Pencil marks in the test book margins will delay 

processing of the test books.

SUGGESTIONS FROM 
TEACHERS ABOUT 
ADMINISTERING 
TESTS:

“I always point to the 
first question in each 
session so students 
know where to begin.”

“I move a paper clip 
along the page with 
each ‘SAY’ to help 
keep my place.”

S T E P

8



PLEASE CONTINUE TO NEXT PAGE.
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Reading

Directions for Administering the Reading Test

Make sure each student has his or her own test book, 
a No. 2 pencil, an extra eraser, and scratch paper.

s Please open your test book to Page 1, which is the first page of the 
Reading test. Make sure it says “Reading Session 1” at the top of the 
page.

b Demonstrate. Check to be sure that all students are in the correct 
place in their test books.

s In this test, you will mark your answers in the test book. Use only a 
No. 2 pencil. 

 In Session 1, you will be answering multiple-choice questions and 
one or more short-answer questions. Multiple-choice questions are 
questions that ask you to choose the best answer. Remember, for the 
multiple-choice questions, you must fill in the circle completely and 
make your mark heavy and dark. If you want to change an answer, 
completely erase the mark you made before making a new mark. You 
must fill in only one circle for each multiple-choice question.

 Short-answer questions require you to write your answer instead of 
filling in a circle. Write your answer on the lines and/or in the space 
provided in your test book. Answers or parts of answers written 
outside the boxed area will not be scored. You may use scratch paper to 
help you plan your answer, but remember to write your answer in the 
boxed area in your test book. After you have written your answer, read 
it to make sure you have expressed your ideas clearly and completely.

 For both the multiple-choice questions and the short-answer questions, 
remember to refer back to the reading passages to help you answer 
the questions.

 We will begin by doing a sample question. 

� SAMPLE A 

s Read the directions and the reading passage on Page 1 of your test 
book. Then do Sample A. Stop when you have finished Sample A.

Give students time to answer Sample A. 
Do not read the sample aloud. 

b Discuss Sample A with the students after they have had time to 
complete it. The correct answer for Sample A is the third choice.

It may be helpful to 
hold up a folded test 
book so that students 
can be sure they are 
on the correct page.

Following the 
instructions exactly 
ensures similar 
testing conditions in 
all classrooms. Test 
directions should 
be read as written.

Be sure students use 
a No. 2 pencil.

A blank page is not 
an indication of the 
end of a session. 
Only a STOP sign 
is the indication of 
the end of a session. 
Please explain this to 
students before test 
administration.

Session 1—40 mins. Session 2—40 mins. Session 3—40 mins.
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READING 

SESSION 1 40 minutes

s Now you will do Session 1 of the Reading test.

 Remember to read all of the directions and information in the test 
book. Be sure to refer back to the reading passages to help you choose 
the best answers to the questions. When you come to the word “STOP” 
at the bottom of the page, you have finished Session 1.

 You may go back over Session 1 and check your answers, but do not go 
on to Session 2 or to any other part of the test book. When you have 
finished, please sit quietly until time is called for this session.

 You will have 40 minutes to do Session 1. Make sure you stop at the 
end of Session 1.

 Are there any questions?

When you are sure that all students understand the directions, 
continue.

s Turn the page. You may begin.

 Directions Read the passage. Then do Sample A. 

Sample Passage

This passage is mostly about people who

were famous movie stars

were interested in the origin of names

changed their names

immigrated to another country

Sample A

Changing names is nothing new. As a writer, Samuel Clemens called 
himself Mark Twain. Harry Houdini, the famous nineteenth-century escape 
artist, was born Ehrich Weiss in his native Hungary. The well-known 
comedian Whoopi Goldberg, who has also starred in television shows and 
movies, was originally named Caryn Johnson.
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READING 

Record the starting and stopping times for Session 1.

b Check to be sure that students are marking and writing their 
answers in the appropriate places in their test books.

At the stopping time,

s Stop. This is the end of Session 1. Please close your test book. 

 If you are not immediately administering another session, collect 
all test materials. Discard all used scratch paper. Make sure all test 
books are placed in a secure location until the beginning of the next 
testing session.

SESSION 2 40 minutes

Make sure each student has his or her own test book, a No. 2 pencil, 
an extra eraser, and scratch paper.

s Open your test book to Page 13. The page is labeled “Reading Session 2.”

b Demonstrate. Check to be sure that all students are in the correct 
place in their test books.

s In Session 2, you will be answering multiple-choice questions. Multiple-
choice questions are questions that ask you to choose the best answer. 
For the multiple-choice questions, you must fill in the circle completely 
and make your mark heavy and dark. If you want to change an answer, 
completely erase the mark you made before making a new mark. You 
must fill in only one circle for each multiple-choice question.

 Remember to refer back to the reading passages to help you answer 
the questions.

 You will have 40 minutes to do Session 2. Work until you come to the 
word “STOP” at the bottom of the page. You may go back over 
Session 2 and check your answers, but do not go back to Session 1 
or on to Session 3 or to any other part of the test book. When you 
have finished, please sit quietly until time is called for this session.

 Are there any questions?

When you are sure that all students understand the directions, 
continue.

RECORD THE
STARTING TIME:

RECORD THE
STARTING TIME:

ADD 40 MINUTES: RECORD THE
STOPPING TIME:

+ 40

Be sure students do 
not write in the test 
book margins. Pencil 
marks in the margins 
will delay processing 
of the test book.
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READING 

s Turn the page. You may begin.

Record the starting and stopping times for Session 2.

b Check to be sure that students are marking their answers in the 
appropriate places in their test books.

At the stopping time, 

s Stop. This is the end of Session 2. Please close your test book.

If you are not immediately administering another session, collect 
all test materials. Discard all used scratch paper. Make sure all test 
books are placed in a secure location until the beginning of the next 
testing session.

SESSION 3 40 minutes

Make sure each student has his or her own test book, a No. 2 pencil, 
an extra eraser, and scratch paper.

s Open your test book to Page 25. The page is labeled “Reading Session 3.” 

b Demonstrate. Check to be sure that students are in the correct 
place in their test books. 

s In Session 3, you will be answering multiple-choice questions and 
one or more short-answer questions. Multiple-choice questions are 
questions that ask you to choose the best answer. Remember, for the 
multiple-choice questions, you must fill in the circle completely and 
make your mark heavy and dark. If you want to change an answer, 
completely erase the mark you made before making a new mark. You 
must fill in only one circle for each multiple-choice question.

 Short-answer questions require you to write your answer instead of 
filling in a circle. Write your answer on the lines and/or in the space 
provided in your test book. Answers or parts of answers written 
outside the boxed area will not be scored. You may use scratch paper to 
help you plan your answer, but remember to write your answer in the 
boxed area in your test book. After you have written your answer, read 
it to make sure you have written your ideas clearly and completely.

 For both the multiple-choice questions and the short-answer questions, 
remember to refer back to the reading passages to help you answer 
the questions. Some questions may refer to two reading passages.

RECORD THE
STARTING TIME:

RECORD THE
STARTING TIME:

ADD 40 MINUTES: RECORD THE
STOPPING TIME:

+ 40
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READING 

s Be sure to look back at both reading passages to help you answer these 
questions.

 You will have 40 minutes to do Session 3. Work until you come to 
the word “STOP” at the bottom of the page. You may go back over 
Session 3 and check your answers, but do not go back to Session 2 
or on to the Mathematics test or to any other part of the test book. 
When you have finished, please sit quietly until time is called for 
this session.

 Are there any questions?

When you are sure that all students understand the directions, 
continue.

s Turn the page. You may begin. 

Record the starting and stopping times for Session 3.

b Check to be sure that students are marking and writing their 
answers in the appropriate places in their test books.

At the stopping time,

s Stop. This is the end of Session 3. Please close your test book. 

 If you are not immediately administering another session, collect 
all test materials. Discard all used scratch paper. Make sure all test 
books are placed in a secure location until the beginning of the next 
testing session.

RECORD THE
STARTING TIME:

RECORD THE
STARTING TIME:

ADD 40 MINUTES: RECORD THE
STOPPING TIME:

+ 40

At the end of the 
testing session, 
have students check 
to see that they 
have no extraneous 
materials—pencils, 
scratch paper, 
bookmarks, etc.—
inside their test books.



PLEASE CONTINUE TO NEXT PAGE.
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Mathematics

IMPORTANT

Distribute scratch 
paper and punch-out 
tools along with test 
books.

It may be helpful to 
hold up a folded test 
book so that students 
can be sure they are 
on the correct page.

Following the 
instructions exactly 
ensures similar 
testing conditions in 
all classrooms. Test 
directions should 
be read as written.

Be sure students use 
a No. 2 pencil.

Be sure students do 
not write in the test 
book margins. Pencil 
marks in the margins 
will delay processing 
of the test book.

A blank page is not 
an indication of the 
end of a session. 
Only a STOP sign 
is the indication of 
the end of a session. 
Please explain this to 
students before test 
administration.

Directions for Administering the Mathematics Test

Make sure each student has his or her own test book, punch-out 
tools, a Wisconsin Mathematics Formula Reference Sheet, a No. 2 
pencil, an extra eraser, and scratch paper. THE PUNCH-OUT 
TOOLS AND SCRATCH PAPER SHOULD NOT BE RETURNED 
WITH THE TESTING MATERIALS.

 The use of a calculator in Session 1 is not allowed.

 If punch-out tools have not been removed from the sheets, instruct 
students to do so at this time.

s You have been given a Wisconsin Mathematics Formula Reference 
Sheet.

Hold up a copy of the Wisconsin Mathematics Formula Reference 
Sheet.

s Your reference sheet contains formulas that you may use at any time 
during the Mathematics test. Some formulas may not be needed.

 Please open your test book to Page 37, which is the first page of the 
Mathematics test. Make sure it says “Mathematics Session 1” at the top 
of the page.

b Demonstrate. Check to be sure that all students are in the correct 
place in their test books.

s In this test, you will mark your answers in the test book. Use only 
a No. 2 pencil. 

 Please look at the no-calculator symbol at the bottom of the page. This 
symbol means you may not use a calculator to help solve problems in 
this session of the test.

 Are there any questions?

 When you are sure that all students understand the directions, 
continue.

s We will begin by doing some sample questions.

Session 1—30 mins. Session 2 —25 mins. Session 3—25 mins. Session 4—25 mins.
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Sample A

This graph shows the profits of the snack bar at a movie theater for
the months of January through May. Based on the graph, which of
these statements is true?

There were fewer movies shown in April than in May.

The snack bar made less money in February than in May.

The snack bar made more money in March than in January.

More people attended the theater in February than in April.

Snack Bar Profits

Month

 January February March April May 

$4,000

$3,000

$2,000

$1,000

0

Pr
o

fi
t

 Directions Work Sample A. Then work Sample B on Page 38.

Sample B Use the inch side of your ruler to help you solve this problem.

Randy made a long shot as shown on the scale model of a hockey rink.
What was the actual length of his shot?

125 feet

137.5 feet

150 feet

162.5 feet

SCALE:  1 inch = 50 feet

� SAMPLES A AND B

s Do Samples A and B on Pages 37 and 38. You will need to use your ruler 
to help you solve Sample B. Stop when you have finished the samples.

Give students time to answer Samples A and B. 
Do not read the samples aloud. 

b Discuss Samples A and B with the students after they have had 
time to complete them. The correct answer for Sample A is the 
third choice, and the correct answer for Sample B is the first choice.
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SESSION 1    30 minutes

 The use of calculators in Session 1 is not allowed.

s Now you will do Session 1 of the Mathematics test.

 In Session 1, you will be answering multiple-choice questions. Multiple-
choice questions are questions that ask you to choose the best answer. 
For the multiple-choice questions, you must fill in the circle completely 
and make your mark heavy and dark. If you want to change an answer, 
completely erase the mark you made before making a new mark. You 
must fill in only one circle for each multiple-choice question. 

 You may use scratch paper to work the multiple-choice questions, but 
remember to fill in the circle that goes with the answer you choose. 
Some problems may require you to simplify your answer or reduce it to 
lowest terms.

 Remember to read all of the directions and information in the test 
book. When you come to the word “STOP” at the bottom of the page, 
you have finished Session 1.

 You may go back over Session 1 and check your answers, but do not 
go back to the Reading test or on to Session 2 of the Mathematics 
test or to any other part of the test book. When you have finished, 
please sit quietly until time is called for this session.

 You will have 30 minutes to do Session 1. Make sure you stop at the 
end of Session 1. 

 Are there any questions?

When you are sure that all students understand the directions, 
continue.

s You may begin.

Record the starting and stopping times for Session 1.

b Check to be sure that students are marking their answers in the 
appropriate places in their test books.

At the stopping time,

s Stop. This is the end of Session 1. Please close your test book. 

If you are not immediately administering another session, collect 
all test materials. Discard all used scratch paper. Make sure all test 
books are placed in a secure location until the beginning of the next 
testing session.

RECORD THE
STARTING TIME:

RECORD THE
STARTING TIME:

ADD 30 MINUTES: RECORD THE
STOPPING TIME:

+ 30
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SESSION 2  25 minutes

 Students may use calculators to solve the problems in Session 2.

 Make sure each student has his or her own test book, punch-out 
tools, a Wisconsin Mathematics Formula Reference Sheet, a No. 2 
pencil, an extra eraser, scratch paper, and a calculator.

 FOR SECURITY REASONS, CALCULATOR MEMORIES 
MUST BE CLEARED IMMEDIATELY PRIOR TO AND AT 
THE COMPLETION OF EACH SESSION FOR WHICH 
CALCULATORS ARE ALLOWED. Refer to the manufacturer’s 
guidelines for clearing each calculator’s memory.

 Students who are using graphing calculators for the Mathematics 
test must back up stored information to an alternative storage 
device before each session for which calculators are allowed. If any 
students refuse to clear their graphing calculator’s memory, they 
may not use their graphing calculator; they must use a different 
calculator. Schools should have some spare calculators available at 
the testing site for student use.

 It is the responsibility of each examiner to confirm that, in every 
case, this procedure has been followed. It is recommended that 
examiners collect calculators and clear memories prior to and 
following the test session. However, each school or examiner may 
determine how best to accomplish the task of clearing calculator 
memories.

s Open your test book to Page 47. The page is labeled “Mathematics 
Session 2.” You may use a calculator to help solve problems in this 
session of the test.

b Demonstrate. Check to be sure that all students are in the correct 
place in their test books.

s In Session 2, you will be answering multiple-choice questions and 
one or more short-answer questions. Multiple-choice questions are 
questions that ask you to choose the best answer. Remember, for the 
multiple-choice questions, you must fill in the circle completely and 
make your mark heavy and dark. If you want to change an answer, 
completely erase the mark you made before making a new mark. You 
must fill in only one circle for each multiple-choice question.

 Short-answer questions require you to write your answer instead 
of filling in a circle. Write your answer on the lines or in the space 
provided. There may be more lines or space than you need to write a 
complete answer; leave extra lines or space blank. Be sure to answer 
the question completely to show you clearly understand the question. 
Writing “I used my calculator” is not a sufficient response. Do not write 
outside the lines or the space provided. Do not write in the margins. 
Only what you write on the lines, in the boxed areas, or in the space 
provided will be scored. Remember, you do not need to use all the lines 
or the space provided.

Be sure students do 
not write in the test 
book margins. Pencil 
marks in the margins 
will delay processing 
of the test book.
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s For the short-answer questions, if you are asked to complete or draw a 
chart, diagram, or figure, please do not use shading in your response. 
Shaded areas cannot be scored. Instead of shading, leave the outlined 
space plain or fill it in with parallel or crossed lines. 

 Demonstrate by drawing the illustration below on the board.

s If you need to erase, make sure you erase completely. Not erasing 
completely can result in scoring errors.

 You will have 25 minutes to do Session 2. Work until you come to 
the word “STOP” at the bottom of the page. You may go back over 
Session 2 to check your answers, but do not go back to Session 1 or 
on to Session 3 or to any other part of the test book. When you have 
finished, please sit quietly until time is called for this session.

 Are there any questions?

When you are sure that all students understand the directions, 
continue.

s Turn the page. You may begin.

Record the starting and stopping times for Session 2.

b Check to be sure that students are marking and writing their 
answers in the appropriate places in their test books.

At the stopping time,

RECORD THE
STARTING TIME:

RECORD THE
STARTING TIME:

ADD 25 MINUTES: RECORD THE
STOPPING TIME:

+ 25
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s Stop. This is the end of Session 2. Please close your test book.

It is imperative that examiners make sure all calculator memories 
have been cleared. Examiners may either collect the calculators and 
carry out or supervise this procedure, or they may request students 
clear their own calculator memories, following the manufacturer’s 
guidelines for clearing each calculator’s memory. If calculator 
memories are cleared by the students, the examiners must check to 
make sure each calculator memory has been cleared.

If you are not immediately administering another session, collect 
all test materials. Discard all used scratch paper. Make sure all test 
books are placed in a secure location until the beginning of the next 
testing session.

SESSION 3  25 minutes

 Students may use calculators to solve the problems in Session 3.

 FOR SECURITY REASONS, CALCULATOR MEMORIES 
MUST BE CLEARED IMMEDIATELY PRIOR TO AND AT 
THE COMPLETION OF EACH SESSION FOR WHICH 
CALCULATORS ARE ALLOWED. Refer to the manufacturer’s 
guidelines for clearing each calculator’s memory.

 Make sure each student has his or her own test book, punch-out 
tools, a Wisconsin Mathematics Formula Reference Sheet, a No. 2 
pencil, an extra eraser, scratch paper, and a calculator.

s Open your test book to Page 57. The page is labeled “Mathematics 
Session 3.” You may use a calculator to help solve problems in this 
session of the test.

b Demonstrate. Check to be sure that all students are in the correct 
place in their test books.

s In Session 3, you will be answering multiple-choice questions and 
one or more short-answer questions. Multiple-choice questions are 
questions that ask you to choose the best answer. Remember, for the 
multiple-choice questions, you must fill in the circle completely and 
make your mark heavy and dark. If you want to change an answer, 
completely erase the mark you made before making a new mark. You 
must fill in only one circle for each multiple-choice question.

 Short-answer questions require you to write your answer instead 
of filling in a circle. Write your answer on the lines or in the space 
provided. There may be more lines or space than you need to write a 
complete answer; leave extra lines or space blank. Be sure to answer 
the question completely to show you clearly understand the question. 
Writing “I used my calculator” is not a sufficient response. Do not write 
outside the lines or the space provided. Do not write in the margins. 
Only what you write on the lines, in the boxed areas, or in the space 
provided will be scored. Remember, you do not need to use all the lines 
or the space provided.
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s Remember, for the short-answer questions, you must not use shading in 
your responses. If you need to erase, make sure you erase completely.

 You will have 25 minutes to do Session 3. Work until you come to 
the word “STOP” at the bottom of the page. You may go back over 
Session 3 and check your answers, but do not go back to Session 2 or 
on to Session 4 or to any other part of the test book. When you have 
finished, please sit quietly until time is called for this session.

 Are there any questions?

When you are sure that all students understand the directions, 
continue.

s Turn the page. You may begin.

Record the starting and stopping times for Session 3.

b Check to be sure that students are marking and writing their 
answers in the appropriate places in their test books.

At the stopping time,

s Stop. This is the end of Session 3. Please close your test book. 

 It is imperative that examiners make sure all calculator memories 
have been cleared. Examiners may either collect the calculators and 
carry out or supervise this procedure, or they may request students 
clear their own calculator memories, following the manufacturer’s 
guidelines for clearing each calculator’s memory. If calculator 
memories are cleared by the students, the examiners must check to 
make sure each calculator memory has been cleared.

If you are not immediately administering another session, collect 
all test materials. Discard all used scratch paper. Make sure all test 
books are placed in a secure location until the beginning of the next 
testing session.

SESSION 4  25 minutes

Students may use calculators to solve the problems in Session 4.

FOR SECURITY REASONS, CALCULATOR MEMORIES 
MUST BE CLEARED IMMEDIATELY PRIOR TO AND AT 
THE COMPLETION OF EACH SESSION FOR WHICH 
CALCULATORS ARE ALLOWED. Refer to the manufacturer’s 
guidelines for clearing each calculator’s memory.

RECORD THE
STARTING TIME:

RECORD THE
STARTING TIME:

ADD 25 MINUTES: RECORD THE
STOPPING TIME:

+ 25
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Make sure each student has his or her own test book, punch-out 
tools, a Wisconsin Mathematics Formula Reference Sheet, a No. 2 
pencil, an extra eraser, scratch paper, and a calculator.

s Open your test book to Page 67. The page is labeled “Mathematics 
Session 4.” You may use a calculator to help solve problems in this 
session of the test.

b Demonstrate. Check to be sure that all students are in the correct 
place in their test books.

s In Session 4, you will be answering multiple-choice questions and 
one or more short-answer questions. Multiple-choice questions are 
questions that ask you to choose the best answer. Remember, for the 
multiple-choice questions, you must fill in the circle completely and 
make your mark heavy and dark. If you want to change an answer, 
completely erase the mark you made before making a new mark. You 
must fill in only one circle for each multiple-choice question.

 Short-answer questions require you to write your answer instead 
of filling in a circle. Write your answer on the lines or in the space 
provided. There may be more lines or space than you need to write a 
complete answer; leave extra lines or space blank. Be sure to answer 
the question completely to show you clearly understand the question. 
Writing “I used my calculator” is not a sufficient response. Do not write 
outside the lines or the space provided. Do not write in the margins. 
Only what you write on the lines, in the boxed areas, or in the space 
provided will be scored. Remember, you do not need to use all the lines 
or the space provided.

 For the short-answer questions, you must not use shading in your 
responses. If you need to erase, make sure you erase completely.

 You will have 25 minutes to do Session 4. Work until you come to 
the word “STOP” at the bottom of the page. You may go back over 
Session 4 and check your answers, but do not go back to Session 3 or 
on to the Science test or to any other part of the test book. When you 
have finished, please sit quietly until time is called for this session.

 Are there any questions?

When you are sure that all students understand the directions, 
continue.

s Turn the page. You may begin.

Record the starting and stopping times for Session 4.

RECORD THE
STARTING TIME:

RECORD THE
STARTING TIME:

ADD 25 MINUTES: RECORD THE
STOPPING TIME:

+ 25



Copyright © 2011 by the Wisconsin Department of Public Instruction D U R I N G  T E S T I N G  33 

MATHEMATICS

b Check to be sure that students are marking and writing their 
answers in the appropriate places in their test books.

At the stopping time,

s Stop. This is the end of Session 4. Please close your test book. Do NOT 
put your scratch paper or your punch-out tools in your test book.

 It is imperative that examiners make sure all calculator memories 
have been cleared. Examiners may either collect the calculators and 
carry out or supervise this procedure, or they may request students 
clear their own calculator memories, following the manufacturer’s 
guidelines for clearing each calculator’s memory. If calculator 
memories are cleared by the students, examiners must check to 
make sure each calculator memory has been cleared.

 If you are not immediately administering another session, collect 
all test materials. Discard all used scratch paper. Make sure all test 
books are placed in a secure location until the beginning of the next 
testing session.

At the end of the 
testing session, have 
students check to see 
that they have no 
extraneous materials—
pencils, scratch paper, 
punch-out tools—
inside their test books. 



PLEASE CONTINUE TO NEXT PAGE.
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Science
Session 1—25 mins. Session 2 —25 mins.

It may be helpful to 
hold up a folded test 
book so that students 
can be sure they are 
on the correct page.

Following the 
instructions exactly 
ensures similar 
testing conditions in 
all classrooms. Test 
directions should 
be read as written.

Be sure students use 
a No. 2 pencil.

A blank page is not 
an indication of the 
end of a session. 
Only a STOP sign 
is the indication of 
the end of a session. 
Please explain this to 
students before test 
administration.

Directions for Administering the Science Test

Make sure each student has his or her own test book, a No. 2 pencil, 
and an extra eraser.

s Please open your test book to Page 77, which is the first page of the 
Science test. Make sure it says “Science Session 1” at the top of the page.

b Demonstrate. Check to be sure that all students are in the correct 
place in their test books.

s Remember to use only a No. 2 pencil in this test.

 In Session 1, you will be answering multiple-choice questions. Multiple-
choice questions are questions that ask you to choose the best answer. 
For the multiple-choice questions, you must fill in the circle completely 
and make your mark heavy and dark. If you want to change an answer, 
completely erase the mark you made before making a new mark. You 
must fill in only one circle for each multiple-choice question.

 We will begin by doing some sample questions.

� SAMPLES A, B, AND C

s Do Samples A, B, and C. Stop when you have finished the samples.

Give students time to answer Samples A, B, and C. 
Do not read the samples aloud.

b Discuss Samples A, B, and C with the students after they have had 
time to complete them. The correct answer for Sample A is the third 
choice. The correct answer for Sample B is the second choice. The 
correct answer for Sample C is the first choice.
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SESSION 1  25 minutes

s Now you will do Session 1 of the Science test. 

 Remember to read all of the directions and information in the test 
book. When you come to the word “STOP” at the bottom of the page, 
you have finished Session 1.

 You may go back over Session 1 and check your answers, but do not go 
back to the Mathematics test or on to Session 2 of the Science test or 
to any other part of the test book. When you have finished, please sit 
quietly until time is called for this session.

Sample A

73.0 centimeters

0.7 centimeter

7.3 centimeters

7.0 centimeters

What is the length of the leaf ?

Look at the drawing of the leaf below.

Centimeters
00 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15

Sample C

When students use a basketball, a grape, 
and  a pea to represent the sun, Earth, and  
moon, they are

using a model

gathering data

observing results

making a prediction

Sample B 

Every day for one week, Derek measured 
his parents’ blood pressure before and  
after they drank their morning coffee. 
Which question can best be answered by 
his measurements?

How does coffee affect mood?

How does coffee affect blood 
pressure?

Does blood pressure vary throughout 
the day?

Do men or do women have higher 
blood pressure?
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s You will have 25 minutes to do Session 1. Make sure you stop at the 
end of Session 1.

 Are there any questions?

When you are sure that all students understand the directions, 
continue.

s Turn the page. You may begin.

Record the starting and stopping times for Session 1.

b Check to be sure that students are marking their answers in the 
appropriate places in their test books.

At the stopping time,

s Stop. This is the end of Session 1. Please close your test book.

If you are not immediately administering another session, collect 
all test materials. Make sure all test books are placed in a secure 
location until the beginning of the next testing session.

SESSION 2  25 minutes

Make sure each student has his or her own test book, 
a No. 2 pencil, and an extra eraser.

s Please open your test book to Page 87. The page is labeled “Science 
Session 2.”

b Demonstrate. Check to be sure that all students are in the correct 
place in their test books.

s In Session 2, you will be answering multiple-choice questions. Multiple-
choice questions are questions that ask you to choose the best answer. 
Remember, for the multiple-choice questions, you must fill in the circle 
completely and make your mark heavy and dark. If you want to change 
an answer, completely erase the mark you made before making a new 
mark. You must fill in only one circle for each multiple-choice question.

RECORD THE
STARTING TIME:

RECORD THE
STARTING TIME:

ADD 25 MINUTES: RECORD THE
STOPPING TIME:

+ 25

Be sure students do 
not write in the test 
book margins. Pencil 
marks in the margins 
will delay processing 
of the test book.
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s You will have 25 minutes to do Session 2. Work until you come to 
the word “STOP” at the bottom of the page. You may go back over 
Session 2 and check your answers, but do not go back to Session 1 
or to any other part of the test book. When you have finished, please 
sit quietly until time is called for this session.

 Are there any questions?

When you are sure that all students understand the directions, 
continue.

s Turn the page. You may begin.

Record the starting and stopping times for Session 2.

b Check to be sure that students are marking their answers in the 
appropriate places in their test books.

At the stopping time,

s Stop. This is the end of Session 2. Please close your test book.

If you are not immediately administering another session, collect 
all test materials. Make sure all test books are placed in a secure 
location until the beginning of the next testing session.

RECORD THE
STARTING TIME:

RECORD THE
STARTING TIME:

ADD 25 MINUTES: RECORD THE
STOPPING TIME:

+ 25

At the end of the 
testing session, have 
students check to see 
that they have no 
extraneous materials—
pencils, scratch paper, 
bookmarks, etc.—
inside their test books.
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It may be helpful to 
hold up a folded test 
book so that students 
can be sure they are 
on the correct page.

Following the 
instructions exactly 
ensures similar 
testing conditions in 
all classrooms. Test 
directions should 
be read as written.

Be sure students use 
a No. 2 pencil.

A blank page is not 
an indication of the 
end of a session. 
Only a STOP sign 
is the indication of 
the end of a session. 
Please explain this to 
students before test 
administration.

Directions for Administering the Language Arts Test

Make sure each student has his or her own test book, a No. 2 pencil, 
and an extra eraser.

s Please open your test book to Page 97, which is the first page of the 
Language Arts test. Make sure it says “Language Arts” at the top of 
the page.

b Demonstrate. Check to be sure that all students are in the correct 
place in their test books.

s We will begin by doing some sample questions. 

 For each sample, fill in only the circle that goes with the answer you 
choose. Be sure to fill in the circle completely and make your mark 
heavy and dark. If you want to change an answer, completely erase the 
mark you made before making a new mark.

� SAMPLES A AND B

s Read the directions and do Samples A and B on Page 97. Stop when you 
have finished Samples A and B. Sometimes the directions indicate that 
there are some errors in the passage that need correcting. This does not 
mean that you should make the corrections to the boxed text of the 
passage. Do not spend your time making corrections to the passage. 
Read the passage and answer the questions that follow.

Give students time to answer Samples A and B. 
Do not read the samples aloud.

b Discuss Samples A and B with the students. The correct answer for 
Sample A is the second choice, and the correct answer for Sample B 
is the first choice.

30 mins.
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Sample A Choose the best way to write Sentence 3.

Us searching for a nice lake in the woods.

We were searching for a nice lake in the woods.

Having searched for a nice lake in the woods.

Best as it is

Sample B Which sentence does not belong in the paragraph?

Sentence 2

Sentence 4

Sentence 5

Sentence 6

 Directions 
Read the paragraph below, and then answer Sample A and Sample B.

 

1

Last summer we went on a trip. 
2

Have you ever  

spent your summer vacation in the city? 
3

Searching for  

a nice lake in the woods. 
4

After a long drive, we finally  

arrived at the perfect spot. 
5

We put up the tent and  

then spent a whole week swimming, fishing, and hiking. 
6

We even went kayaking. 
7

That vacation was the  

best ever!

� QUESTIONS 1 THROUGH 30

s Now you will do the Language Arts test. Remember to read all of 
the directions and information in the test book. When you come to 
the word “STOP” at the bottom of the page, you have finished the 
Language Arts test.

 You may go back over the Language Arts test and check your answers, 
but do not go on to the Writing test or to any other part of the test 
book. When you have finished, please sit quietly until time is called for 
this session.

 Are there any questions?

When you are sure that all students understand the directions, 
continue.

s You will have 30 minutes to do the Language Arts test. Turn the page. 
You may begin.
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Record the starting and stopping times for the Language Arts test.

b Check to be sure that students are marking their answers in the 
appropriate places in their test books.

At the stopping time,

s Stop. This is the end of the Language Arts test. Please close your test 
book.

If you are not immediately administering another session, collect 
all test materials. Make sure all test books are placed in a secure 
location until the beginning of the next testing session.

RECORD THE
STARTING TIME:

RECORD THE
STARTING TIME:

ADD 30 MINUTES: RECORD THE
STOPPING TIME:

+ 30

At the end of the 
testing session, 
have students check 
to see that they 
have no extraneous 
materials—pencils, 
scratch paper, punch-
out tools—inside their 
test books.



PLEASE CONTINUE TO NEXT PAGE.
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Writing

It may be helpful to 
hold up a folded test 
book so that students 
can be sure they are 
on the correct page.

Following the 
instructions exactly 
ensures similar 
testing conditions in 
all classrooms. Test 
directions should 
be read as written.

Be sure students use 
a No. 2 pencil.

A blank page is not 
an indication of the 
end of a session. 
Only a STOP sign 
is the indication of 
the end of a session. 
Please explain this to 
students before test 
administration.

Directions for Administering the Writing Test

NOTE: Before testing, check the testing area to be sure that all 
dictionaries, thesauruses, and other reference materials are not 
in view.

Make sure each student has his or her own test book, a No. 2 pencil, 
and an extra eraser.

s Please open your test book to Page 115, which is the first page of the 
Writing test. Make sure it says “Writing” at the top of the page.

b Demonstrate. Check to be sure that all students are in the correct 
place in their test books.

s Now we are going to take a writing test. You will be asked to write 
a response to a prompt. Look at the writing assignment under the 
directions.

b Hold up a test book to demonstrate as you read the next 
paragraphs.

s There are three pages for this test: one for planning and two for 
writing.

 You do not have to use all the writing space provided. However, you 
should take the time and space you need to be sure that your work is 
correct and complete. You may not use additional paper.

 Write only with a No. 2 pencil.

 Look at the writing assignment on Page 115. You may use Page 116, the 
Pre-Writing/Planning page, to plan your writing. Nothing you write on 
that page will be scored. Be sure to begin your writing on the first lined 
page.

 You will have 30 minutes to complete the Writing test. I will tell you 
when you have five minutes left and when it is time to stop.

 When you come to the word “STOP” at the bottom of the page, you 
have finished the Writing test. You may go back over the Writing test 
and check your work, but do not go back to the Language Arts test or 
on to the Social Studies test. When you have finished, please sit quietly 
until time is called for this session.

 Are there any questions?

Answer any questions students may have about taking the test or 
understanding the prompt. However, do not discuss the writing 
assignment or offer any suggestions on what to write.

30 mins.
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WRITING

s You may begin.

 Record the starting and stopping times for the Writing test.

 Five minutes before the stopping time,

s Five minutes remain for writing.

 At the stopping time,

s Stop. This is the end of the Writing test. Please close your test book.

  If you are not immediately administering another session, collect 
all test materials. Make sure all test books are placed in a secure 
location until the beginning of the next testing session.

RECORD THE
STARTING TIME:

RECORD THE
STARTING TIME:

ADD 30 MINUTES: RECORD THE
STOPPING TIME:

+ 30
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Social Studies
Session 1—25 mins. Session 2 —25 mins.

It may be helpful to 
hold up a folded test 
book so that students 
can be sure they are 
on the correct page.

Following the 
instructions exactly 
ensures similar 
testing conditions in 
all classrooms. Test 
directions should 
be read as written.

Be sure students use 
a No. 2 pencil.

A blank page is not 
an indication of the 
end of a session. 
Only a STOP sign 
is the indication of 
the end of a session. 
Please explain this to 
students before test 
administration.

Directions for Administering the Social Studies Test

Make sure each student has his or her own test book, 
a No. 2 pencil, and an extra eraser.

s Please open your test book to Page 121, which is the first page of the 
Social Studies test. Make sure it says “Social Studies Session 1” at the 
top of the page.

b Demonstrate. Check to be sure that all students are in the correct 
place in their test books.

s Remember to use only a No. 2 pencil in this test.

 In Session 1, you will be answering multiple-choice questions. Multiple-
choice questions are questions that ask you to choose the best answer. 
For the multiple-choice questions, you must fill in the circle completely 
and make your mark heavy and dark. If you want to change an answer, 
completely erase the mark you made before making a new mark. You 
must fill in only one circle for each multiple-choice question.

 We will begin by doing some sample questions.

� SAMPLES A, B, AND C

s Do Samples A, B, and C on Page 121. Stop when you have finished the 
samples.

 Give students time to answer Samples A, B, and C. 
Do not read the samples aloud.

b Discuss Samples A, B, and C with the students after they have had 
time to complete them. The correct answer for Sample A is the third 
choice. The correct answer for Sample B is the second choice. The 
correct answer for Sample C is the first choice.
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SOCIAL STUDIES

Sample A 

Study the graph below.  Then answer
Sample A. 

According to the graph, in what year did
less than fifty percent of the eligible
citizens cast a vote?

Voter Participation in Presidential
Elections 1980 –2000
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Sample B 

Farmers today use more machines and
fewer workers to grow and harvest crops
than they did in the 1800s. This is an
example of a change in the way farm
goods are

marketed

produced

advertised

distributed

Sample C 

The cities listed in the box are located in

Asia

Europe

South America

North America

Seoul

Beijing

Tokyo
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SOCIAL STUDIES

SESSION 1  25 minutes

s Now you will do Session 1 of the Social Studies test. 

 Remember to read all of the directions and information in the test 
book. When you come to the word “STOP” at the bottom of the page, 
you have finished Session 1.

 You may go back over Session 1 and check your answers, but do not go 
back to the Writing test or on to Session 2 of the Social Studies test or 
to any other part of the test book. When you have finished, please sit 
quietly until time is called for this session.

 You will have 25 minutes to do Session 1. Make sure you stop at the 
end of Session 1.

 Are there any questions?

When you are sure that all students understand the directions, 
continue.

s Turn the page. You may begin.

Record the starting and stopping times for Session 1.

b Check to be sure that students are marking their answers in the 
appropriate places in their test books.

At the stopping time,

s Stop. This is the end of Session 1. Please close your test book.

If you are not immediately administering another session, collect 
all test materials. Make sure all test books are placed in a secure 
location until the beginning of the next testing session.

SESSION 2  25 minutes

Make sure each student has his or her own test book, 
a No. 2 pencil, and an extra eraser.

s Open your test book to Page 137. The page is labeled “Social Studies 
Session 2.”

b Demonstrate. Check to be sure that all students are in the correct 
place in their test books.

RECORD THE
STARTING TIME:

RECORD THE
STARTING TIME:

ADD 25 MINUTES: RECORD THE
STOPPING TIME:

+ 25
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SOCIAL STUDIES

s In Session 2, you will be answering multiple-choice questions. Multiple-
choice questions are questions that ask you to choose the best answer. 
Remember that for the multiple-choice questions, you must fill in the 
circle completely and make your mark heavy and dark. If you want to 
change an answer, completely erase the mark you made before making 
a new mark. You must fill in only one circle for each multiple-choice 
question.

 You will have 25 minutes to do Session 2. Work until you come to the 
word “STOP” at the bottom of the page. You may go back over Session 2 
and check your answers, but do not go back to Session 1 or to any other 
part of the test book. When you have finished, please sit quietly until 
time is called for this session.

 Are there any questions?

When you are sure that all students understand the directions, 
continue.

s Turn the page. You may begin.

Record the starting and stopping times for Session 2.

b Check to be sure that students are marking their answers in the 
appropriate places in their test books.

At the stopping time,

s Stop. This is the end of Session 2. Please close your test book.

If you are not immediately administering another session, collect 
all test materials. Discard all used scratch paper. Make sure all test 
books are placed in a secure location until the beginning of the next 
testing session.

RECORD THE
STARTING TIME:

RECORD THE
STARTING TIME:

ADD 25 MINUTES: RECORD THE
STOPPING TIME:

+ 25

At the end of the 
testing session, 
have students check 
to see that they 
have no extraneous 
materials—pencils, 
scratch paper, ruler, 
bookmarks, etc.—
inside their test books.

Be sure students do 
not write in the test 
book margins. Pencil 
marks in the margins 
will delay processing 
of the test book.
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 AFTER TESTING

S T E P

9
Fill In the Student Assessment Report 
(back cover of the test book)
The Student Assessment Report, on the back cover of the test book, must be 

completed for all students who use a testing accommodation. All students 

must take either the complete WKCE or the complete WAA-SwD—not 

parts of both. The WKCE is for students whose instruction is based on the 

Wisconsin Model Academic Standards. The WAA-SwD is for students whose 

instruction is based on the Extended Grade Band Standards. 

Be sure to use a No. 2 pencil when filling out the Student Assessment Report. 

Verify that the student or school/district staff has printed the student’s 

name in the space provided on the back cover of the test book. Fill in the 

appropriate bubble on the back cover of the test book to indicate each type of 

accommodation that the student used in any content area of the WKCE.

Please refer to the Assessment Accommodations Matrix on page 53 to see if 

an accommodation is allowed for a given student based on ELL or disability 

status.
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Back Cover of the Test Book
(Please use a No. 2 pencil to complete this page.)

Directions: Complete this section for students who participated in the WKCE with one or more accommodations. Fill in all that apply.

The following accommodations are NOT intended for use with all students. Please refer to the Assessment Accommodations Matrix 

in the WSAS Guide for District Assessment Coordinators and School Assessment Coordinators to see if an accommodation is 

allowed for a given student based on ELL and/or disability status.

Student Assessment Report

All students must take either the complete WKCE or the complete
WAA-SwD—not parts of both.The WKCE is for students whose
instruction is based on the Wisconsin Model Academic Standards.
The WAA-SwD is for students whose instruction is based on the
Extended Grade Band Standards.

Write student’s name in this box.

Wisconsin Student Assessment System (WSAS)

WKCE Assessment Accommodations

MathReading Science

Language

Arts Writing

Social

Studies
Type of Accommodation

Used a scribe

Provided extra time

Read test questions and content to student

Used DPI-provided test translation

Used locally provided test translation

Used DPI-provided glossary of terms

Used “text-talker”

Signed test questions and content to student

Used another DPI-approved accommodation

Used DPI-provided Braille test
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Assemble Test Materials for Return
After your testing is complete, check students’ test books to be sure:

�  all information on the Student Information Page is accurate and 

complete (if labels are not used);

�  all information on the back cover of the test book is accurate and 

complete;

�  all stray pencil marks are erased;

�  all erasures are complete; and

�  all test books are accounted for and returned to the School Assessment 

Coordinator immediately. The number of used and unused test books 

returned to the School Assessment Coordinator must exactly match the 

number of test books given to you at the start of testing.

NOTE: CHECK TO SEE THAT THE PUNCH-OUT TOOLS ARE NOT 

IN THE TEST BOOKS. DO NOT RETURN SCRATCH PAPER OR THE 

PUNCH-OUT TOOLS.

Marking Tests Invalid
Every effort must be made to administer all content area tests in the 

WKCE to all students who are taking that examination. For those students 

who have missed taking the WKCE content area tests, you must provide 

additional opportunities during the testing window (October 24–November 25, 

2011) for students to take any or all of the content area tests administered 

during their absence. Remember, once the state-designated testing window 

closes, all testing ends.

A test may be marked invalid if, during the testing session, the student is 

removed from the test administration site for reasons including, but not 

limited to, disturbed behavior or health-related issues.

To invalidate a Reading, Mathematics, Science, Language Arts, or Social 

Studies test, fill in all circles for Questions 1 through 5 for each affected 

content area. 

(Note: The Writing assessment for grade 10 is integrated into the Language Arts 

scale. If a grade 10 Language Arts test section is invalidated, the Writing 

assessment will also be considered invalid.)

Before assembling 
materials, check 
to see that there 
are no extraneous 
materials—pencils, 
scratch paper, 
punch-out tools, 
etc.—inside the test 
books.

S T E P

10
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Students whose tests are invalidated count as not-tested students for 

accountability purposes; therefore, invalid tests may adversely affect the 

federal accountability requirement of 95% participation rate for a school 

and district.

Return all test materials to your School Assessment Coordinator.
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APPENDIX B: WKCE PROCTOR GUIDELINES
A qualified proctor for the WKCE is an employed district staff member (including administrators, 

teachers, and paraprofessionals) who has been trained in test administration, test security, and appropriate 

use of test accommodations. All proctors should attend WKCE test administration training within their 

district prior to each year’s test administration. DPI provides a 7-minute test security video segment that 

can be used to supplement district training available at http://dpi.wi.gov/oea/webcasts.html.

Responsibilities of a WKCE proctor should include but not limited to the following: 

• Attend WKCE test administration training session such as the test security training for proctors 

prior to each year’s test administration  

• Sign a confidentiality form and return to the School Assessment Coordinator

• Ensure security of the WKCE test books before, during, and after testing. Test materials should be 

stored in a locked central location and not in classrooms.  

• Read and follow the directions as stated in the Test Administrator’s Manual  

• Ensure that students have their assigned test book by asking the students to check the name on the 

front of the book prior to beginning the session  

• Remain in the room throughout the entire test administration and periodically walk around the room to:

o Ensure that students are not using any prohibited electronic devices

o Monitor student progress (i.e., check if the students are in the correct content area and session)

o Ensure that students are filling in the bubbles correctly using a No. 2 pencil  

o Make sure that the students are paying attention to the task  

• Proctors should ensure that the test sessions are administered within the allotted time.   

o Provide information on what a session means such as “A session has 15 to 20 test questions 

and it ends with the last item on the page where the STOP sign is present” so that students are 

not spending too much time on the first items and rushing at the end  

o Provide clear directions on staying in the session of the test being administered  

o Make sure students are progressing and not on page 1 or 2 the entire time  

o Proctors should provide a couple of time reminders (e.g., halfway, 5 minutes to the end of the test) 

• Report all testing irregularities to the School Assessment Coordinator such as  

o Student going back to the previous session or proceeding ahead to the next session  

o Student cheating

o Use of unallowable accommodations that is not available in the assessment accommodation 

matrix (i.e., reading the Reading test)  

• Proctors should always administer one session in a single sitting; however, under unavoidable 

circumstances such as a fire alarm, students should be instructed to put their pencils down on the 

current page and close their test books. Proctors should keep a note of the exact time used for that 

session up until the fire alarm, so that when the students return they can be allowed to continue 

the test with the remaining time allotted for that session.  

http://dpi.wi.gov/oea/webcasts.html
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