ACT ASPIRE ASSESSMENT ADMINISTRATION MANUAL

ACT ASPIRE ASSESSMENT ADMINISTRATION MANUAL IS A CRITICAL RESOURCE FOR EDUCATORS AND ADMINISTRATORS INVOLVED
IN THE IMPLEMENTATION OF THE ACT ASPIRE TESTING PROGRAM. THIS COMPREHENSIVE GUIDE PROVIDES DETAILED INSTRUCTIONS
AND PROTOCOLS TO ENSURE THE SMOOTH ADMINISTRATION OF THE ASSESSMENT, MAINTAINING ITS INTEGRITY AND ACCURACY.
THE MANUAL COVERS VARIOUS ASPECTS, INCLUDING PRETASSESSMENT PREPARATIONS, TEST SECURITY, STUDENT
ACCOMMODATIONS, AND POST-ASSESSMENT PROCEDURES. (UNDERSTANDING THE ADMINISTRATION MANUAL IS ESSENTIAL FOR
MAXIMIZING THE EFFECTIVENESS OF THE ACT ASPIRE ASSESSMENT, WHICH MEASURES STUDENT PROGRESS IN KEY ACADEMIC
AREAS. THIS ARTICLE EXPLORES THE ESSENTIAL COMPONENTS OF THE ACT ASPIRE ASSESSMENT ADMINISTRATION MANUAL, ITS
SIGNIFICANCE, AND BEST PRACTICES FOR EFFECTIVE TEST DELIVERY. THE FOLLOWING SECTIONS PROVIDE AN IN-DEPTH OVERVIEW
OF THE MANUAL’S CONTENTS AND PRACTICAL GUIDANCE FOR EDUCATORS.

OVERVIEW OF THE ACT ASPIRE ASSESSMENT ADMINISTRATION MANUAL

PRE-ASSESSMENT PREPARATION AND REQUIREMENTS

TEST SECURITY AND INTEGRITY PrROTOCOLS

STUDENT ACCOMMODATIONS AND ACCESSIBILITY

TEST ADMINISTRATION PROCEDURES

PosT-ASSESSMENT RESPONSIBILITIES AND REPORTING

OVERVIEW OF THE ACT ASPIRE ASSESSMENT ADMINISTRATION MANUAL

THe ACT ASPIRE ASSESSMENT ADMINISTRATION MANUAL SERVES AS THE AUTHORITATIVE GUIDE FOR ADMINISTERING THE ACT
ASPIRE TESTS CONSISTENTLY AND ACCURATELY. |T OUTLINES THE RESPONSIBILITIES OF TEST COORDINATORS,
ADMINISTRATORS, AND PROCTORS WHILE DETAILING THE STEPS REQUIRED TO PREPARE FOR AND CONDUCT THE ASSESSMENT.
THIS MANUAL ALSO EMPHASIZES COMPLIANCE WITH TESTING POLICIES AND GUIDELINES TO UPHOLD THE VALIDITY OF TEST
RESULTS. THE DOCUMENT IS DESIGNED TO FACILITATE A STANDARDIZED TESTING ENVIRONMENT ACROSS DIVERSE EDUCATIONAL
SETTINGS.

PUrRPOSE AND SCOPE

THE PRIMARY PURPOSE OF THE ACT ASPIRE ASSESSMENT ADMINISTRATION MANUAL IS TO PROVIDE COMPREHENSIVE
INSTRUCTIONS THAT ENSURE STANDARDIZED TEST ADMINISTRATION. ITS SCOPE INCLUDES ALL PHASES OF THE TESTING PROCESS:
PREPARATION, EXECUTION, SECURITY MEASURES, ACCOMMODATIONS, AND FOLLOW-UP PROCEDURES. BY ADHERING TO THE
MANUAL’S DIRECTIVES, SCHOOLS CAN MINIMIZE TESTING ERRORS AND MAINTAIN THE CREDIBILITY OF THE ACT ASPIRE RESULTS.

INTENDED AUDIENCE

THIS MANUAL IS INTENDED FOR SCHOOL PERSONNEL DIRECTLY INVOLVED IN THE ACT ASPIRE TESTING PROCESS. THIS INCLUDES
DISTRICT TEST COORDINATORS, SCHOOL ADMINISTRATORS, TEACHERS SERVING AS TEST ADMINISTRATORS, AND SUPPORT
STAFF RESPONSIBLE FOR LOGISTICS AND SECURITY. THE MANUAL EQUIPS THESE STAKEHOLDERS WITH THE NECESSARY
KNOWLEDGE TO IMPLEMENT THE TEST EFFECTIVELY.



PRE-ASSESSMENT PREPARATION AND REQUIREMENTS

EFFECTIVE ADMINISTRATION OF THE ACT ASPIRE ASSESSMENT BEGINS WITH THOROUGH PRE-ASSESSMENT PREPARATION. THE
MANUAL DETAILS THE ESSENTIAL TASKS THAT MUST BE COMPLETED BEFORE TESTING DAY, ENSURING READINESS AND COMPLIANCE
WITH ESTABLISHED STANDARDS. PROPER PREPARATION HELPS MINIMIZE DISRUPTIONS AND FACILITATES A SMOOTH TESTING
EXPERIENCE FOR STUDENTS AND STAFF.

MATERIALS AND EQUIPMENT

THE ADMINISTRATION MANUAL LISTS ALL REQUIRED MATERIALS AND EQUIPMENT NECESSARY FOR CONDUCTING THE ASSESSMENT.
THIS INCLUDES TEST BOOKLETS, ANSWER DOCUMENTS, STUDENT AUTHORIZATION TICKETS, CALCULATORS WHERE PERMITTED,
AND SECURE STORAGE FOR TEST MATERIALS. ADDITIONALLY, TECHNOLOGICAL REQUIREMENTS FOR COMPUTER-BASED TESTING,
SUCH AS COMPATIBLE DEVICES AND STABLE INTERNET CONNECTIONS, ARE SPECIFIED.

STAFF TRAINING

TRAINING FOR TEST ADMINISTRATORS AND PROCTORS IS A CRITICAL COMPONENT OUTLINED IN THE MANUAL. STAFF MUST BE
FAMILIAR WITH TEST PROCEDURES, TIMING, ACCOMMODATIONS, AND EMERGENCY PROTOCOLS. THE MANUAL RECOMMENDS
CONDUCTING TRAINING SESSIONS PRIOR TO TEST ADMINISTRATION TO REVIEW KEY POLICIES AND ADDRESS ANY PROCEDURAL
QUESTIONS.

STUDENT PREPARATION

THE MANUAL ADVISES SCHOOLS TO INFORM STUDENTS ABOUT THE TESTING SCHEDULE, PROCEDURES, AND EXPECTATIONS.
PROVIDING PRACTICE MATERIALS AND SAMPLE QUESTIONS CAN HELP REDUCE TEST ANXIETY AND IMPROVE STUDENT
PERFORMANCE. CLEAR COMMUNICATION ABOUT TEST DAY LOGISTICS IS ALSO EMPHASIZED.

TeEST SECURITY AND INTEGRITY PROTOCOLS

MAINTAINING TEST SECURITY IS PARAMOUNT TO PRESERVING THE VALIDITY AND RELIABILITY OF ACT ASPIRE ASSESSMENT
RESULTS. THE ADMINISTRATION MANUAL INCLUDES DETAILED SECURITY MEASURES DESIGNED TO PREVENT CHEATING,
UNAUTHORIZED ACCESS, AND MISHANDLING OF TEST MATERIALS. ADHERENCE TO THESE PROTOCOLS ENSURES FAIR TESTING
CONDITIONS FOR ALL STUDENTS.

SECURE HANDLING oF TEST MATERIALS

TEST MATERIALS MUST BE STORED SECURELY BEFORE, DURING, AND AFTER ADMINISTRATION. THE MANUAL SPECIFIES PROCEDURES
FOR LOGGING THE RECEIPT AND DISTRIBUTION OF TEST MATERIALS, SECURE STORAGE LOCATIONS, AND PROTOCOLS FOR
RETURNING USED MATERIALS TO DESIGNATED PERSONNEL. UNAUTHORIZED DUPLICATION OR SHARING OF TEST CONTENT IS
STRICTLY PROHIBITED.

MoNITORING DURING TESTING

TEST ADMINISTRATORS ARE REQUIRED TO ACTIVELY MONITOR STUDENTS THROUGHOUT THE ASSESSMENT TO DETECT AND
PREVENT ANY INAPPROPRIATE BEHAVIOR. THE MANUAL OUTLINES EXPECTATIONS FOR SEATING ARRANGEMENTS, PERMISSIBLE
BREAKS, AND THE PROHIBITION OF UNAUTHORIZED ELECTRONIC DEVICES. DETAILED INSTRUCTIONS ON HANDLING SUSPECTED

BREACHES ARE ALSO PROVIDED.



INCIDENT REPORTING

ANY IRREGULARITIES OR SECURITY BREACHES MUST BE DOCUMENTED AND REPORTED ACCORDING TO THE MANUAL’S GUIDELINES.
THIS INCLUDES INCIDENTS SUCH AS CHEATING, LOST MATERIALS, OR DISRUPTIONS DURING TESTING. PROMPT REPORTING ALLOWS
FOR APPROPRIATE INVESTIGATION AND RESOLUTION TO PROTECT THE INTEGRITY OF TEST RESULTS.

STUDENT ACCOMMODATIONS AND ACCESSIBILITY

THE ACT ASPIRE ASSESSMENT ADMINISTRATION MANUAL DEDICATES SIGNIFICANT ATTENTION TO ACCOMMODATING DIVERSE
STUDENT NEEDS, ENSURING EQUITABLE ACCESS TO TESTING. [T OUTLINES PROCEDURES FOR IMPLEMENTING APPROVED
ACCOMMODATIONS AND MODIFICATIONS IN COMPLIANCE WITH FEDERAL AND STATE REGULATIONS.

TYPES OF ACCOMMODATIONS

ACCOMMODATIONS MAY INCLUDE EXTENDED TESTING TIME, ALTERNATE TEST FORMATS, ASSISTIVE TECHNOLOGY, AND
SPECIALIZED SCHEDULING. THE MANUAL PROVIDES DETAILED DESCRIPTIONS OF ALLOWABLE ACCOMMODATIONS AND
INSTRUCTIONS FOR DOCUMENTING AND VERIFYING ELIGIBILITY. |T EMPHASIZES THAT ACCOMMODATIONS MUST NOT ALTER THE
CONSTRUCT BEING MEASURED BY THE TEST.

REQUEST AND APPROVAL PROCESS

SCHOOLS MUST FOLLOW ESTABLISHED PROCESSES FOR REQUESTING ACCOMMODATIONS ON BEHALF OF ELIGIBLE STUDENTS. THE
MANUAL DETAILS DOCUMENTATION REQUIREMENTS, DEADLINES, AND APPROVAL PROTOCOLS. PROPER COORDINATION ENSURES
THAT ACCOMMODATIONS ARE IN PLACE PRIOR TO TEST ADMINISTRATION.

TRAINING FOR ACCOMMODATED TESTING

TEST ADMINISTRATORS WHO OVERSEE ACCOMMODATED TESTING MUST RECEIVE ADDITIONAL TRAINING TO UNDERSTAND THE
SPECIFIC NEEDS AND PROCEDURES ASSOCIATED WITH THESE STUDENTS. THE MANUAL ENCOURAGES THOROUGH PREPARATION TO
PROVIDE A SUPPORTIVE AND COMPLIANT TESTING ENVIRONMENT.

TesST ADMINISTRATION PROCEDURES

THE ADMINISTRATION MANUAL PROVIDES STEP-BY-STEP INSTRUCTIONS FOR CONDUCTING THE ACT ASPIRE ASSESSMENT,
EMPHASIZING CONSISTENCY AND ADHERENCE TO TIMING AND PROCEDURAL GUIDELINES. THESE PROCEDURES ARE DESIGNED TO
STANDARDIZE TEST DELIVERY ACROSS DIFFERENT TESTING SITES AND MODES.

TesT SESSION SETUP

PRIOR TO THE START OF TESTING, ADMINISTRATORS MUST VERIFY THE READINESS OF THE TESTING ENVIRONMENT, INCLUDING
SEATING ARRANGEMENTS, DISTRIBUTION OF MATERIALS, AND TECHNOLOGY SETUP FOR ONLINE TESTING. THE MANUAL HIGHLIGHTS
THE IMPORTANCE OF MINIMIZING DISTRACTIONS AND ENSURING ALL NECESSARY RESOURCES ARE AVAILABLE.

INSTRUCTIONS TO STUDENTS

CLEAR AND PRECISE INSTRUCTIONS ARE CRITICAL FOR STUDENT UNDERSTANDING AND COMPLIANCE. THE MANUAL PROVIDES
SCRIPTS AND GUIDELINES FOR ADMINISTRATORS TO COMMUNICATE TEST DIRECTIONS, TIME LIMITS, AND BEHAVIOR EXPECTATIONS
EFFECTIVELY. THIS HELPS TO REDUCE CONFUSION AND MAINTAIN ORDERLY TEST SESSIONS.



TIMING AND BREAKS

THE MANUAL SPECIFIES THE TIMING FOR EACH TEST SECTION AND OUTLINES ALLOW ABLE BREAKS DURING THE ASSESSMENT.
STRICT ADHERENCE TO THESE TIMEFRAMES IS NECESSARY TO MAINTAIN STANDARDIZATION. ADMINISTRATORS ARE INSTRUCTED
ON HOW TO MONITOR TIMING ACCURATELY AND HANDLE ANY INTERRUPTIONS.

PosT-ASSESSMENT RESPONSIBILITIES AND REPORTING

AFTER TEST ADMINISTRATION, THE MANUAL OUTLINES ESSENTIAL PROCEDURES TO FINALIZE THE ASSESSMENT PROCESS,
INCLUDING MATERIAL COLLECTION, DATA SUBMISSION, AND REPORTING. THESE STEPS ARE CRUCIAL TO ENSURE ACCURATE
SCORING AND TIMELY DELIVERY OF RESULTS.

COLLECTION AND RETURN OF MATERIALS

TEST ADMINISTRATORS MUST COLLECT ALL TEST MATERIALS, VERIFY THEIR COMPLETENESS, AND SECURE THEM FOR RETURN
SHIPMENT OR STORAGE. [HE MANUAL PROVIDES DETAILED CHECKLISTS TO ASSIST IN THIS PROCESS AND PREVENT LOSS OR
MISPLACEMENT OF MATERIALS.

DATA SuBMISSION AND VERIFICATION

FOR COMPUTER-BASED TESTING, DATA MUST BE UPLOADED AND VERIFIED ACCORDING TO MANUAL INSTRUCTIONS. FOR PAPER-
BASED ASSESSMENTS, ANSWER DOCUMENTS ARE PREPARED FOR SCORING. THE MANUAL EMPHASIZES ACCURACY IN DATA
HANDLING TO AVOID DELAYS OR ERRORS IN SCORING.

RePORTING AND UsSE oF RESULTS

ONCE SCORING IS COMPLETE, SCHOOLS RECEIVE REPORTS OUTLINING STUDENT PERFORMANCE. THE MANUAL DISCUSSES HOW TO
INTERPRET SCORES AND USE THE DATA TO INFORM INSTRUCTION, IDENTIFY STUDENT NEEDS, AND SUPPORT ACADEMIC GROWTH
INITIATIVES. CONFIDENTIALITY AND APPROPRIATE DISSEMINATION OF RESULTS ARE ALSO ADDRESSED.

SUMMARY OF KEY T AKEAWAYS

® THE ACT ASPIRE ASSESSMENT ADMINISTRATION MANUAL IS ESSENTIAL FOR STANDARDIZED AND SECURE TEST
ADMINISTRATION.

® PRE-ASSESSMENT PREPARATION INCLUDES MATERIALS READINESS, STAFF TRAINING, AND STUDENT COMMUNICATION.
® STRICT TEST SECURITY PROTOCOLS PROTECT THE INTEGRITY OF TESTING.

o ACCOMMODATIONS ENSURE EQUITABLE ACCESS FOR ALL STUDENTS WHILE MAINTAINING TEST VALIDITY.

o CLEAR ADMINISTRATION PROCEDURES SUPPORT CONSISTENT TESTING EXPERIENCES.

® POST-ASSESSMENT ACTIVITIES FOCUS ON MATERIAL HANDLING, DATA ACCURACY, AND EFFECTIVE USE OF RESULTS.



FREQUENTLY AskeD QUESTIONS

WHAT IS THE PURPOSE OF THE ACT ASPIRE ASSESSMENT ADMINISTRATION MANUAL?

THeE ACT AsPIRE ASSESSMENT ADMINISTRATION MANUAL PROVIDES DETAILED GUIDELINES AND PROCEDURES FOR EDUCATORS
TO EFFECTIVELY ADMINISTER THE ACT ASPIRE ASSESSMENTS, ENSURING STANDARDIZED TESTING CONDITIONS AND ACCURATE
RESULTS.

\WHo sHouLD USE THE ACT ASPIRE ASSESSMENT ADMINISTRATION MANUAL?

THE MANUAL IS INTENDED FOR TEST COORDINATORS, PROCTORS, AND EDUCATORS INVOLVED IN THE PLANNING, PREPARATION,
AND ADMINISTRATION OF THE ACT ASPIRE ASSESSMENTS IN SCHOOLS.

\WHAT TYPES OF INFORMATION ARE INCLUDED IN THE ACT ASPIRE ASSESSMENT
ADMINISTRATION MANUAL?

THE MANUAL INCLUDES INFORMATION ON TEST SECURITY, SCHEDULING, STUDENT ACCOMMODATIONS, TECHNOLOGY
REQUIREMENTS, TESTING PROCEDURES, AND POST-ASSESSMENT PROTOCOLS TO ENSURE SMOOTH AND SECURE TEST
ADMINISTRATION.

How poEes THE ACT ASPIRE ASSESSMENT ADMINISTRATION MANUAL ADDRESS
ACCOMMODATIONS FOR STUDENTS WITH DISABILITIES?

THE MANUAL OUTLINES SPECIFIC GUIDELINES AND APPROVED ACCOMMODATIONS FOR STUDENTS WITH DISABILITIES, ENSURING
COMPLIANCE WITH LEGAL REQUIREMENTS AND PROVIDING EQUITABLE TESTING CONDITIONS FOR ALL STUDENTS.

\X/HERE CAN EDUCATORS ACCESS THE LATEST VERSION ofF THE ACT ASPIRE
ASSESSMENT ADMINISTRATION MANUAL?

EDUCATORS CAN ACCESS THE LATEST VERSION OF THE MANUAL THROUGH THE OFFICIAL ACT ASPIRE WEBSITE OR THEIR
SCHOOL’S TESTING COORDINATOR, WHO TYPICALLY PROVIDES THE NECESSARY MATERIALS PRIOR TO THE TESTING WINDOW.

ADDITIONAL RESOURCES

1. ACT Asprire ASSESSMENT ADMINISTRA TION MANUAL: COMPREHENSIVE GUIDE FOR EDUCATORS

THIS MANUAL PROVIDES DETAILED INSTRUCTIONS AND GUIDELINES FOR ADMINISTERING THE ACT ASPIRE ASSESSMENT. |T COVERS
EVERYTHING FROM TEST MATERIALS PREPARATION TO SECURITY PROTOCOLS, ENSURING A SMOOTH AND STANDARDIZED TESTING
EXPERIENCE. EDUCATORS WILL FIND PRACTICAL TIPS FOR ACCOMMODATING DIVERSE STUDENT NEEDS AND TROUBLESHOOTING
COMMON ISSUES.

2. UnpERSTANDING ACT ASPIRE: STRATEGIES FOR EFFECTIVE TEST ADMINISTRATION

DESIGNED FOR TEST COORDINATORS AND PROCTORS, THIS BOOK EXPLAINS THE KEY COMPONENTS OF THE ACT ASPIRE
ASSESSMENT AND BEST PRACTICES FOR ADMINISTRATION. |T EMPHASIZES ACCURACY, FAIRNESS, AND COMPLIANCE WITH TESTING
POLICIES. READERS WILL GAIN INSIGHTS INTO TIMELINES, REQUIRED DOCUMENTATION, AND COMMUNICATION WITH STAKEHOLDERS.

3. PrepARING STUDENTS FOR ACT AspiRe: A TEACHER’S GUIDE

THIS GUIDE HELPS TEACHERS PREPARE STUDENTS FOR SUCCESS ON THE ACT ASPIRE ASSESSMENT BY OUTLINING EFFECTIVE
INSTRUCTIONAL STRATEGIES AND PRACTICE ACTIVITIES. |T INCLUDES SAMPLE QUESTIONS, PACING GUIDES, AND TIPS FOR
REDUCING TEST ANXIETY. THE BOOK ALSO HIGHLIGHTS HOW TO USE ASSESSMENT DATA TO INFORM INSTRUCTION.

4. ACT Asprire TEST SECURITY AND INTEGRITY HANDBOOK
FOCUSING ON MAINTAINING THE INTEGRITY OF THE ACT ASPIRE TESTING PROCESS, THIS HANDBOOK DETAILS SECURITY
MEASURES AND ETHICAL CONSIDERATIONS. |T DISCUSSES COMMON SECURITY BREACHES AND HOW TO PREVENT THEM, ALONG



WITH STEPS TO TAKE IF VIOLATIONS OCCUR. TEST ADMINISTRATORS WILL BENEFIT FROM CLEAR PROTOCOLS TO UPHOLD
TESTING STANDARDS.

5. DATA INTERPRETATION AND REPORTING FOR ACT ASPIRE ASSESSMENTS

THIS RESOURCE EXPLAINS HOW TO ANALYZE AND INTERPRET THE RESULTS OF THE ACT ASPIRE TEST EFFECTIVELY. |T COVERS
SCORE REPORTS, PERFORMANCE LEVELS, AND GROW TH MEASURES, HELPING EDUCATORS MAKE DATA-DRIVEN DECISIONS. THE
BOOK ALSO OFFERS STRATEGIES FOR COMMUNICATING RESULTS TO STUDENTS, PARENTS, AND ADMINISTRATORS.

6. TecHnoLoGy AND ACT ASPIRE: ADMINISTERING DIGITAL ASSESSMENTS

As ACT ASPIRE INCREASINGLY INCORPORATES DIGITAL TESTING, THIS BOOK GUIDES ADMINISTRATORS THROUGH THE TECHNICAL
REQUIREMENTS AND TROUBLESHOOTING PROCESSES. |T ADDRESSES DEVICE SETUP, SOFTWARE INSTALLATION, AND MANAGING
ONLINE TEST SESSIONS. THE MANUAL ENSURES THAT TECHNICAL CHALLENGES DO NOT DISRUPT THE ASSESSMENT PROCESS.

7. SPpeciaL AccoMMODATIONS IN ACT AsPIRe TESTING: POLICIES AND PROCEDURES

THIS TITLE FOCUSES ON PROVIDING EQUITABLE TESTING CONDITIONS FOR STUDENTS WITH DISABILITIES OR OTHER NEEDS. |T
OUTLINES ELIGIBILITY CRITERIA, DOCUMENTATION REQUIREMENTS, AND HOW TO IMPLEMENT ACCOMMODATIONS WITHOUT
COMPROMISING TEST VALIDITY. EDUCATORS WILL FIND CHECKLISTS AND CASE STUDIES TO SUPPORT INCLUSIVE ASSESSMENT
PRACTICES.

8. ACT Asprire TRAINING WORKBOOK FOR TEST ADMINISTRATORS

THIS WORKBOOK SERVES AS A PRACTICAL TRAINING TOOL, FEATURING QUIZZES, SCENARIOS, AND CHECKLISTS TO PREPARE TEST
ADMINISTRATORS FOR ACT ASPIRE SESSIONS. |T REINFORCES KNOWLEDGE OF PROCEDURES AND POLICIES THROUGH INTERACTIVE
EXERCISES. THE FORMAT SUPPORTS BOTH SELF-STUDY AND GROUP TRAINING SESSIONS.

9. EFFecTivE CoMMUNICATION DURING ACT ASPIRE ADMINISTRA TION

CLEAR COMMUNICATION IS CRITICAL DURING ASSESSMENT ADMINISTRATION, AND THIS BOOK PROVIDES STRATEGIES FOR
ENGAGING WITH STUDENTS, STAFF, AND PARENTS. |T COVERS PRE-TEST BRIEFINGS, INSTRUCTIONS DELIVERY, AND MANAGING
INQUIRIES OR CONCERNS. THE GUIDE HELPS ENSURE THAT ALL PARTIES UNDERSTAND THEIR ROLES AND EXPECTATIONS
THROUGHOUT THE TESTING PROCESS.
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