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TENNESSEE COMPREHENSIVE ASSESSMENT PROGRAM 

INACTIVE TEST MATERIAL 
 

 
 

System Name __________________________  No. _______  School Name _______________________________  No. 
_______ 
 
Test _________________   Grade/Content _______________   Test Administrator 
_____________________________________ 
 
 

Complete one form for each incident type per grade/content area.   
This form is to be used only if the listed incidents occurred.  

 
 A pre-coded answer document for a student no longer enrolled is under this form.   
 There are duplicate answer documents for a student. The document to be destroyed is under this form.  

The document to be scored is under the appropriate GIS.  
 A student took the wrong test.  The incorrect test answer document is under this form.  The correct 

test document to be scored is under the appropriate GIS. (If the correct test could not be administered, 
also complete a Report of Irregularity.) 

 An answer document with student responses is contaminated (e.g., vomit, blood). The answers have 
been transcribed to another answer document and placed under the appropriate GIS.  Contaminated 
documents must be securely destroyed by the System Testing Coordinator and listed below.  If the 
answers CANNOT be transcribed to a new answer document, complete a Report of Irregularity and 
contact the System Testing Coordinator.  By signing below, you attest that the contaminated answer 
document was destroyed.  

 An answer document with student responses is damaged. The answers have been transcribed to 
another answer document and placed under the appropriate GIS.  Damaged documents to be 
destroyed are under this form.  If the answers CANNOT be transcribed to a new answer document, 
complete a Report of Irregularity and contact the System Testing Coordinator.    

 
Number of Documents paper banded under this form: __________  

Student Name(s) and Student Unique Identification Number(s):  __________________________________________ 

________________________________________________________________________________________________________ 
________________________________________________________________________________________________________             

TEST   Place this completed form on top of the  
ADMINISTRATOR: related test material, paper band and 

 return to the Building Testing Coordinator.        Test Administrator’s 
Signature 

 
BUILDING TESTING   Return this form and materials to the  
COORDINATOR: System Testing Coordinator.     
         Building Testing Coordinator’s 
Signature 

 
SYSTEM TESTING    Make a copy of this form for system use. 
COORDINATOR:   Return the form and materials per  

 instructions in the Test Administration Manual.    System Testing Coordinator’s 
Signature 

      
         
               System Testing Coordinator’s Phone Number 

Do NOT place the following under this form: 
∞ Braille and large-print test materials (Return these test materials per shipping instructions and place the 

transcribed answer document under the appropriate Group Information Sheet [GIS].) 
∞ Used writing prompts or directions (Place them with used test materials.) 
∞ Test booklets or answer documents with manufacturing defects (System Testing Coordinator must contact the 

State for further instructions.) 
∞ Unused, pre-coded GISs (Place them with used test materials.) 

 

 

Inactive Test Material, Sample
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SECTION VII: TROUBLESHOOTING

If this happens… Do this:

Test materials do not arrive by the 
specified date.

Contact Assessment, Evaluation, and Research Division at  
(615) 741-0720.

Inadequate quantities of test 
materials or ancillary materials are 
received.

Contact Assessment, Evaluation, and Research Division. 
Document any shortages on your copy of the Shipping Order 
form.

Large Print or Braille versions are 
not received.

Check all boxes. These materials are packaged independently. 
If the tests have not been received within two days, contact 
Assessment, Evaluation, and Research Division.

Test materials are defective or 
damaged.

Contact Assessment, Evaluation, and Research Division 
immediately if there is a need for additional test materials.  
Return defective test materials separately per instructions.

Additional test materials are 
needed on the testing date.

Building Testing Coordinators should first contact the System 
Testing Coordinator. STC supplies materials from central 
office box. If the quantity of materials is still insufficient, 
the System Testing Coordinator should contact Assessment, 
Evaluation, and Research Division.

One or more test books and/or  
K–2 Teacher Directions are 
not accounted for after test 
administration.

Contact test administrators to see if the missing materials can 
be located. Document the shortage on the Shipping Order 
Form and complete a Breach of Testing Security Report 
form.

Not all used 3–8 answer documents 
or K–2 test booklets are accounted 
for after test administration.

Check test books first to see if any answer documents were 
placed inside them. If answer documents are not found, 
contact the test administrator. Document the shortage on 
the Shipping Order Form and complete a Breach of Testing 
Security Report form.

NOTE:	 A completed Breach of Testing Security Report form must be returned to Assessment, 
Evaluation, and Research Division to explain any discrepancies on the Shipping Order form 
for test books and used K–8 answer documents not being returned. This form should be sent 
in the Breach Envelope to Assessment, Evaluation, and Research Division.
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Troubleshooting

Achievement Program Contact Information

tned.assessment@state.tn.us

Assessment, Evaluation, and Research Division
Tennessee Department of Education

TPS Complex–Hardison Building
1252 Foster Avenue
Nashville, TN 37243

615-741-0720

Note: If using U.S. mail, use 37243 as the  
ZIP code. If using UPS or FedEx, use  
37210 as ZIP code.
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Return these materials to the 

T ennessee T est Distribution Center . 

Pearson
2510 North Dodge Street
Iowa City, IA 52245
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