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· Set up dates prior to start of “testing season” for review of TestHound
· 3-4 Weeks Prior to Test Administration Window 
· CTC:  Review/finalize testing accommodations and test version information in TestHound (sign-off sheets)
· TestHound Master Accommodation Report – per special program
· Policy for notification of any changes made should be established
· CTC:  Finalize room assignments for students and teachers for each test
· Two Weeks Prior to Test Administration Window
· DTC:  District receive combined shipment of test materials
· If shipped to district office separate boxes per campus and notify campuses
· Inventory and scan in district overage material
· If space available set up work sessions to allow CTCs to come and scan test material
· CTC:  Within 48 hours of receipt scan test booklets into TestHound inventory
· No Later Than One Week Prior to Test Administration Window
· CTC:  Distribute:
· Post student and teacher room assignments
· TestHound Master Schedule and Teacher Schedule
· TestHound Form Letter
· Post displacement schedule
· No Later Than 2-3 Days Prior to Test Administration Window 
· CTCs:  The following tasks should be complete
· Scan test booklets into inventory
· Scan test booklets to students
· Print Room Labels to place on test booklets
· Place test booklets/answer documents into testing bins along with required forms (Materials Control Form, Room Accommodation, Room Attendance)
· Bring test materials (answer documents, test booklets, etc.) for DAEP students
· CTCs assign students to DAEP room in test session
· [Test Administration Window Dates]
· DTC:  Distribute materials return schedule

