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Answer Document Return Instructions. All unused answer documents 
should be destroyed. They may not be used for any future 
administrations. 

Returning Completed Answer Documents  

❑ Complete the original Answer Document Transmittal Form when 
preparing materials for return to DRC. Record the number of boxes 
being returned. Write the tracking numbers from the UPS-RS labels in 
the appropriate section. Fax this form to DRC at 1-866-377-1249. 
Make a copy for your records, and place the original on top of the 
answer documents in Box 1.  

❑ Use filler (e.g., crumpled paper or bubble wrap) to make sure that 
answer documents do not shift during transport. NOTE: Do not use 
unused answer documents for filler. 

❑ Tape boxes securely using heavy-duty shipping tape. It is 
recommended that you use at least three strips of tape across both 
the top and the bottom of the box to ensure the security of the 
contents during shipping. Please remove or cover up any labels still 
attached to boxes from the original shipment to you. 

Affix a blue DRC Return Box Label (sample below) for Answer 
Documents to the top of each box containing answer documents. 
On each DRC Return Shipping Label, record the box number for 
each box as “Box 1 of X,” “Box 2 of X,” etc. (where X is the total 
number of boxes), for the total shipment.  
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UPS Return Instructions (Completed Answer Documents) 

❑ UPS can be reached at: 1-866-857-1501. 

❑ Affix a white UPS-RS label to the top of each box, making sure that it 
is not applied across the box flap seam. Do not send any boxes via 
UPS with out a UPS-RS label. It is recommended that you make a 
copy of each UPS-RS label being used. Keep the copies of the UPS-RS 
labels with your copy of the Answer Document Transmittal Form. 

❑ There will be no automatic UPS pick-up of completed answer 
documents.  Please refer to the calendar on page 9 of this manual 
for specific dates. 

❑ Schedule a date and time for pick-up and inform UPS that you have 
Return Service labels. Please schedule your pick-up at least one 
day in advance. Same day service is not available in all areas.  

❑ If you have a daily scheduled UPS pick-up, you may send your return 
shipment with the rest of your packages; however, please set apart 
the DRC shipment for the driver. 

❑ Tell the UPS Service Representative the tracking numbers printed on 
the UPS Return Service labels. The service representative will use 
these numbers to bill the pick-up and return charges to DRC.  

❑ IMPORTANT NOTE: In order to be included in the early rosters for 
seniors, answer documents must be shipped no later than Tuesday, 
July 1, 2008, and all other return criteria must be completed. All 
other answer documents should be shipped no later than Monday, 
July 7, 2008. 

 
Returning Test Booklets and Other Secure Test Materials 

❑ Immediately after all testing is concluded and completed answer 
documents have been shipped to DRC, collect all remaining test 
booklets and other secure test materials (Braille, large print, and oral 
translation scripts) from the buildings. 

❑ If you find a completed answer document mixed in with the non-
scorable test materials that have been returned to you, separate the 
answer document from the non-scorable test materials, place it in a 
box, affix a blue DRC return box label and a white UPS RS label, and 
call UPS for pick up. 

❑ Arrange the test booklets, used and unused, by subject (color code), 
and place them in order by serial number. Keep them in locked, 
secure storage until you have all of them ready for return. All test 
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booklets and other secure test materials must be accounted for after 
the completion of testing. 

❑ Pack the test booklets and any other secure test materials in the 
boxes in which they were delivered.  

❑ Complete the Test Booklet Transmittal Form (provided in the return 
kit) when preparing secure test materials for return to DRC. Record 
the number of boxes being returned. Write the tracking numbers 
from the UPS-RS (Return Service) labels in the appropriate sections. 
Fax this form to DRC at: 1-866-377-1249. Make a copy for your 
records, and place the original on top of the secure test materials in 
Box 1.  

❑ Use filler (e.g., crumpled paper or bubble wrap) to make sure secure 
test materials do not shift during transport. 

❑ Tape boxes securely using heavy-duty shipping tape. It is 
recommended that you use at least three strips of tape across both 
the top and the bottom of the box to ensure the security of the 
contents during shipping. Please remove or cover up any labels still 
attached to boxes from the original shipment to you. 

❑ Affix a salmon DRC Return Box Label for Test Booklets to the top of 
each box containing secure test materials. On each DRC Return 
Shipping Label, record the box number for each box as “Box 1 of X,” 
“Box 2 of X,” etc. (where X is the total number of boxes), for the total 
shipment. These labels can be found in the Return Kit packet. 

UPS Return Instructions (Test Booklets and Secure Material) 

❑ UPS can be reached at: 1-866-857-1501. 

❑ Affix a white UPS-RS label to the top of each box, making sure that it 
is not applied across the box flap seam. It is recommended that you 
make a copy of each UPS-RS label being used. Keep the copies of 
the UPS-RS labels with your copy of the Test Booklet Transmittal Form.  
Do not send any boxes via UPS without a UPS-RS label. 

❑ Schedule a date and time for pick-up and inform UPS that you have 
Return Service labels. Please schedule your pick-up at least one 
day in advance. Same day service is not available in all areas.  

❑ If you have a daily scheduled UPS pick-up, you may send your return 
shipment with the rest of your packages; however, please set apart 
the DRC shipment for the driver. 

❑ Tell the UPS Service Representative the tracking numbers printed on 
the UPS Return Service labels. The service representative will use this 
number to bill the pick-up and return charges to DRC.  



 

 18

❑ Using the District Security Checklist, complete the Secure Material 
Resolution Form (see sample on page 23) and make one copy. Keep 
the original for your files, and mail OR fax the copy to the following 
address: 

 
Ohio Customer Service 
Data Recognition Corporation 
13490 Bass Lake Road 
Maple Grove, MN 55311 
Fax: 1-866-377-1249 

 

❑ Discard following materials: 

• Unused Summer 2008 Answer Documents 

• Unused School Identification Sheets (headers) 

• District and Building Test Coordinators’ Manuals 

• Administration Manuals 

• Unused Pre-ID labels 

If you have any questions or encounter difficulties with these shipping 
procedures, please call the OGT Help Desk at: 1-877-231-7809 and press “1.”  
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Invalidation of Test Scores 

Building Test Coordinators should contact their DTC regarding procedures to 
invalidate a student’s score prior to reporting. In order to invalidate a score, 
the DTC must send a letter or form to the Ohio Department of Education within 
one week after the end of the test administration, using the address at the 
front of this manual. This letter should include the following: 

• The district and building IRNs 
• The district and building names 
• The student’s name, grade, and birth date 
• The test area to be invalidated 
• The reason the test is being invalidated 

Possible reasons for invalidation include the following: 

• The student cheated. 
• The student did not complete the test. 
• The student took the same test during the same administration. 
• The student passed the same test during a previous administration. 
• Test procedures were not followed. 
• The student responded in the wrong section of the answer document. 

A copy of each letter should be kept in the district files. 

An electronic copy of the Invalidation Form is located at: 
www.ode.state.oh.us; type “invalidation form” in the search box.  

A student whose test is invalidated will be reported as INV on the Roster of 
Student Performance report.  

NOTE: Test results cannot be invalidated after the scores have been reported. 
Any corrections to reported scores must take place at the local level. 
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Note Regarding Joint Vocational Schools (JVS) 

To avoid delays in scoring and reporting, it is very important that Building Test 
Coordinators complete the School Identification Sheets (header sheets) 
correctly. Specific instructions for completing the School Identification Sheets 
are included in the Building Test Coordinator’s Manual. 

Pre-ID labels for students attending JVS/CTC schools should list the 
attending JVS/CTC school and the home district. The OGT Summer 2008 Pre-
ID file layout included a field for the home district IRN. Home district 
information submitted by JVSDs and JVS/CTCs during the Pre-ID window will 
be listed on Pre-ID labels and will be used for reporting. If the information on 
the Pre-ID label is incorrect, do not use the Pre-ID label. Discard the label 
and follow the instructions for students who do not have a Pre-ID label. 

For any student answer document with a Pre-ID label affixed, the home district 
IRN and the attending JVS/CTC school IRN on the School Identification Sheet 
should match the IRNs listed on the Pre-ID label. If the IRNs on the Pre-ID label 
do not match the IRNs on the School Identification Sheet, processing may be 
delayed. 

If a home district uploaded the Pre-ID information for a student attending a 
JVS/CTC and provided only the home district and home school, the home 
district information will be printed on the Pre-ID label. If you choose to use that 
label, the student’s test results will be reported only to the home district and 
home school, not to the joint vocational district/school. 

For joint vocational school students whose answer documents do not have 
a Pre-ID label affixed, the School Identification Sheets must be coded with 
the students’ home district IRN and the attending JVS/CTC school IRN. The 
JVS district IRN should not be used. If the School Identification Sheets are 
completed correctly, both the joint vocational school and the home district 
will receive a copy of the students’ results. 
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Procedures for Rescore/Verification 

When a school or district has reason to believe that an error may have been 
made in scoring a student’s answer document and/or reporting the student’s 
results on one or more Ohio Graduation Tests, the school or district may 
request that the test(s) be rescored or verified. To request a rescoring or 
verification, the district superintendent or head administrator submits a 
Request for Rescore/Verification Form to the State Superintendent of Public 
Instruction at the Ohio Department of Education (ODE) Office of Assessment 
within thirty (30) days of receipt of the results in question. 

The Request for Rescore/Verification Form is located on the ODE Web site at 
http://www.ode.state.oh.us; type “Request for Rescore” in the search box. 

Rescore: There are two types of rescoring situations that will incur a charge: 

1. When a student responds in the incorrect section of the answer 
document 

2. When a student’s performance on a test(s) is significantly lower than 
would be expected given his or her performance in the classroom or on 
other standardized assessments 

Before a rescoring is performed, all requested information on the Request 
for Rescore/Verification Form should be completed and a purchase order 
(no checks or money orders) should be made out to DRC. Mail or fax the 
form and purchase order to the Ohio Department of Education. The mailing 
address and fax number are provided on the Request for Rescore/Verification 
Form. 

Verification: A verification is requested when a DNA (did not attempt) is 
reported for a test that the school or district believes the student attempted, 
when a student receives a score for a test the school or district believes he or 
she did not take, when the district believes two students’ scores were 
interchanged, or when a student is not listed in the report at all. There is no 
charge for verifications. 

ODE shall notify DRC, who will examine and rescore or verify the test(s) in 
question and inform ODE of the results. Within two business days of receiving 
notification of the rescore/verification results, ODE will inform the district 
superintendent, head administrator, or designee of the results. 
 
The results of the rescore or verification cannot be appealed for a second 
request. At the time of a subsequent test administration, any student who has 
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a rescore/verification request pending and/or has had a rescore/verification 
denied should retake the test(s) in question. If a request for a “Proficient/Not 
Proficient” decision is reversed and/or the student passes the test at a 
subsequent test administration, the student shall be given credit for passing 
on the earliest applicable test date. 
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Ohio Graduation Tests 
Summer 2008 

Comment Form 

District IRN:  ______________ 

District Name: ____________________________ 

School IRN: ______________ 

School Name: ____________________________ 

ATTN: District Test Coordinator 
 
Please use a photocopy of this form to indicate any irregularities observed 
during testing and reported to you by your Building Test Coordinators. If 
necessary, use the back of this form to continue your notes. At the conclusion 
of testing, please sign your name, date the form, add your telephone number, 
and make a copy for your records. If you have comments, mail or fax the 
original form to the address below. If you do not have any comments for your 
district/school, you may write “No Comments” on the form before sending. 

 
Return completed form to: 

Ohio Department of Education 
Office of Assessment 

25 South Front St., Mail Stop 507 
Columbus, OH 43215 
Fax: 1-614-995-5568 

Please do not use this form to report appeals or invalidations. 

Comments: 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
 
Signature: ________________________________ 
 
Phone: ___________________________________ Date: _______________________ 
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Appendix A — Summary of Test Security Provisions 
from the Ohio Administrative Code 

Rule 3301-13-05 of the Ohio Administrative Code establishes test security 
provisions for the graduation tests. A summary of those provisions appears 
below. 

• All test questions and all other materials are considered secure and 
subject to the provisions of Sections 3319.151 and 3319.99 of Ohio 
Revised Code and Rule 3301-13-05 of Ohio Administrative Code. 
Revised Code prohibits the disclosure of test questions, paraphrases, 
facsimiles, or any other material that would assist a pupil taking the 
Ohio Graduation Tests. 

• By October 1 of each year, written procedures and penalties shall be 
communicated to all district employees and students. 

• Persons designated as District and Building Test Coordinators, as well as 
test administrators, are responsible for ensuring that test security 
provisions are met. 

• Only authorized personnel are permitted access to secure test 
materials. 

• The district must establish written procedures to protect the security of 
test materials and these procedures shall include the following: 

 Identify authorized persons to be present during testing and have 
access to secure material. 

 Specify handling and tracking procedures in both the district and 
building. 

 Specify procedures for investigating any alleged test security 
violations and penalties for confirmed violations. 

 Specify procedures for determining whether to invalidate a student’s 
test score. 

 Specify that, within 10 days of determining that a test security 
violation has occurred, after having first conducted an investigation, 
the district shall notify the Ohio Department of Education in writing of 
the finding of such a violation and of any action taken by the school 
district or participating school. 

 Specify how written procedures will be communicated annually to 
employees and students in the district. 

• After determination that a test security violation has occurred, the 
District Board and/or State Board of Education may seek the maximum 
penalty pursuant to Section 3319.151 of Ohio Revised Code. 
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• Each district shall cooperate with the State Board in any investigation of 
a test security violation. 

• Prior to taking action for a test security violation, the State Board shall 
give notice of any action and provide an opportunity for an individual 
to respond and present a defense. 

• Each Joint Vocational School administering the graduation tests shall 
comply with this rule. 
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Appendix B — Accommodations and Special Versions   

Criteria for the Use of Accommodations 

A student may require accommodations in test administration procedures. 
Accommodations must be consistent with what is regularly provided to the 
student for testing in the classroom. Accommodations are specified in the IEP 
or Section 504 Plan. If the person providing the accommodation is also 
administering the statewide test, then that person must be a 
licensed/certificated employee of the district. 

Accommodations should be made to facilitate participation by students with 
disabilities or limited-English proficiency. However, any accommodation that 
gives a student an advantage is not considered allowable because it does 
not allow for valid assumptions to be made from the results. 

Definition of a Student with Disabilities 

A student with a documented disability is one who has been evaluated and 
found to meet the eligibility criteria for enrollment in special education as 
defined by the Individuals with Disabilities Act (IDEA ‘04) or one who has a 
disability covered under Section 504 of the Rehabilitation Act of 1973. 

Definition of a Student with Limited-English Proficiency 

In order to be classified as Limited-English Proficient (LEP), a student must: 
• Be between the ages of 3 and 21 
• Be enrolled in an elementary or secondary school 
• Be a non-native English speaker, whether born in the United States or 

another country 
• Show impaired classroom performance or ability to meet state 

standards for achievement on tests due to his or her difficulty speaking, 
reading, writing, or understanding English 

All LEP students are allowed the use of a dictionary and may receive extended 
time to complete the tests. 

Additionally, LEP students who have been enrolled in a United States school 
for fewer than three years and are at the beginning or intermediate level in 
reading and writing are eligible to receive one of the following 
accommodations: 

• Read Aloud — A read-aloud administration of the test in English 
• Oral Translation — An oral interpreter who reads the test aloud in the 

student’s native language and translates responses into English. ODE 
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will not reimburse for any reason during the Summer Administration. 
However, a translator may be used during any administration at the 
school’s or district’s expense. 

NOTE: In order to provide an accurate measure of students’ understanding of 
the subject matter being assessed, passages on the reading test may not be 
read aloud to the students, and students’ responses on the writing test may 
not be translated from another language into English. 

Finally, LEP students who have been enrolled in United States schools for one 
year or less are exempted from taking the OGT reading and writing tests, but 
they must take an English-language proficiency test (given locally) to 
measure how well they are learning English. All LEP students must continue 
taking the English-language proficiency test until they demonstrate 
proficiency in English. This test may not be substituted for the OGT as a 
graduation requirement. 
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Summary of Special Versions  
for the Summer 2008 OGT Administration  

Students’ responses to the multiple-choice and constructed-response questions must all 
appear in the same answer document to be scored.  

Special 
Version/  
Accomm
odation  

For the student who  Materials 
needed  

After Testing  

Large Print  is an eligible IEP 
student who has 
difficulty reading text 
in a standard-size 
font and/or needs to 
highlight text. NOTE: 
This accommodation 
is made in the 
student’s every day 
classroom 
instruction. 

Large print 
test booklets 
(ordered in 
TIDE)  

The test administrator will transcribe the 
student’s multiple-choice and constructed-
response answers into a regular answer 
document. The test administrator will return 
scorable (transcribed answer document) and 
non-scorable (test booklets) material to the 
Building Test Coordinator.  

Braille  is an eligible IEP 
student who reads 
classroom materials 
in Braille. NOTE: This 
accommodation is 
made in the 
student’s every day 
classroom 
instruction. 

Braille test 
booklets 
(ordered in 
TIDE) 

The test administrator will transcribe the 
student’s multiple-choice and constructed-
response answers into a regular answer 
document. The test administrator will return 
scorable (transcribed answer document) and 
non-scorable (test booklets) material to the 
Building Test Coordinator.  

Read 
Aloud  

is an eligible IEP 
and/or LEP student 
who needs a read-
aloud administration 
of the test in English.  
NOTE: This 
accommodation is 
made in the 
student’s every day 
classroom 
instruction. 

Two test 
booklets 
(must be the 
same form 
number) 

The test administrator will collect test materials 
and return the scorable (completed answer 
document) and non-scorable (test booklets) 
material to the Building Test Coordinator.  
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Special 
Version/  
Accomm
odation  

For the student 
who  

Materials 
needed  

After Testing  

Oral 
Translation 
Script  

is an eligible LEP 
student who 
needs an oral 
administration of 
the test in a 
language not 
available on CD. 
ODE does not 
reimburse for oral 
translators during 
the Summer 
Administration. 
 

Oral 
Translation 
Materials 
(ordered in 
TIDE);  
tape 
recorder 
(supplied by 
school)  

The test administrator should verify that the 
translator has recorded in English the student’s 
responses to reading, mathematics, science, and 
social studies tests into one scorable answer 
document that includes the student’s multiple-
choice and constructed-response answers. The 
writing test must be written in English by the 
student and may not be translated. The test 
administrator will return the scorable answer 
document to the BTC. Note: DRC will only score 
answer documents that have been translated 
into English. Test booklets and oral translation 
scripts are all considered secure materials and 
must be returned to the BTC. Any answer 
documents that are used but are not to be 
scored may be returned via the ”DO NOT SCORE“ 
plastic bag.  



 

 

 
 




