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Student Data Grid
A sample of the student data grid is shown below.

TCAP 2012
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	Step	4 Check Test Books
Instructions for the School Assessment Coordinator
Physical Condition
All used test books should be inspected for damage or other conditions that may 
interfere with the electronic scoring process. Damaged test books cannot be 
machine-scanned, and those students will not receive scores. Please check 
documents that are to be machine-scored for the following:

If you find this...	 do this:

• scratch paper
• tape of any kind
• Post-it® notes
• staples
• pins
• paperclips

Do not dispose of a damaged book. 
Refer to the CDE Procedures Manual for 
complete instructions on how to process 
damaged test books.

Copy all student responses in the damaged 
test book onto a clean, unused document. 
Use a standard, wooden, graphite-based 
No. 2 pencil with a soft eraser. Fill in all 
response bubbles completely with solid 
and dark marks.

Remove them.

• bent corners
• folds in documents
• creases in documents
• paper damaged by erasures
• ripped or torn sheets

• �draft booklets, Spanish STOP 
page inserts, and punch-out tools 
inserted in test books 

Remove draft booklets and STOP page 
inserts from test books and bundle them 
separately from test books. Package the 
draft booklets and STOP page inserts with 
NOT TO BE SCORED materials. It is a 
district decision as to what will be done 
with the math punch-out tools once testing 
is complete. The DAC will decide whether 
these tools can be kept by students and 
teachers, or whether they must be returned 
with all of the testing materials.

12000000000

2000

DRAFT BOOKLET
A

 tcirtsiD  emaN

 loohcS  rehcaeT

Place STUDENT LABEL Here

READING/WRITING
GRADe 5

Secure Materials — do NOT reproduce

Transitional Colorado
Assessment Program

Transitional Colorado
Assessment Program
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	Step	5 Complete and Check 
Group Information Sheets
Instructions for the School Assessment Coordinator
The Group Information Sheet (GIS) provides data that will appear on your reports. 
To ensure that all scores for a group of students will be reported together, it is 
essential that a complete and accurate GIS be placed on top of each stack of 
completed tests. One GIS is to be used for each grade and content area. While 
some information on the GIS will be precoded, other information must be entered 
manually by the TCAP Test Proctor (see page 15 for guidelines). All information, 
manually entered and precoded, should be carefully reviewed for accuracy.

Standard gis

43275
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1

2

After each GIS has been checked for accuracy, follow the instructions provided by 
your District Assessment Coordinator to prepare the materials for return to your 
DAC. DO NOT MIX GRADES OR CONTENT AREAS.

IMPORTANT: Do NOT seal the shipping boxes. Return materials to the 
district. The DAC will verify contents and consolidate materials.

When you check this...	 look for this:
The principal’s last name must be printed 
in the boxes on the GIS form, and then the 
first name or initial, if needed. Under each 
box, the bubble with the same letter must be 
filled in.

The school name is precoded.
Note: If the school name is not precoded, 
it must be printed in the boxes, and the 
corresponding bubbles must be filled in. 
To ensure that the school name is entered 
accurately, refer to the TCAP School List at 
www.ctb.com/tcap.

The number of students whose test books 
are grouped with this GIS must be printed 
in the boxes, and the corresponding 
bubbles must be filled in.

The grade is precoded.

Special codes are precoded with the district 
and school identification numbers. 

The organization name, district name, SO #, 
and state are precoded.

		 PRINCIPAL NAME

		  SCHOOL NAME

		  NUMBER STUDENTS 
TESTING

	 4	 GRADE

	 5	 SPECIAL CODES

	 6	 ORGANIZATION NAME, 
DISTRICT NAME, SO #, 
STATE

IMPORTANT: In the event that the school name has not been precoded and must 
be entered by hand, the TCAP Test Proctor must enter this information accurately 
on the GIS. To ensure that the school name is entered accurately, refer to the TCAP 
School List at www.ctb.com/tcap.

3

4

6
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	Step	6 Complete the School/Group List
Instructions for the School Assessment Coordinator
CTB uses the School/Group List to double-check that all your groups of test books 
have been received. Every completed Group Information Sheet must have an entry 
on the appropriate School/Group List. To complete the School/Group List, refer to 
the instructions on page 17. Once the School/Group List is completed it should be 
photocopied, and the copy must be retained by the district.

IMPORTANT: Each school must complete only one School/Group List per 
content area tested.

Precoded School/Group Lists have been provided for each school. The following 
information has been precoded on all School/Group Lists:

•	 District Name and Number
•	 School Name and Number

IMPORTANT: In the event that the school name and school number have not 
been precoded and must be entered by hand, it is essential that this information be 
entered accurately. To ensure that the school name and school number are entered 
accurately, refer to the TCAP School List at www.ctb.com/tcap.

1

2

District Name : DENVER COUNTY District # : 0880

School Name : COLFAX ES DEN School # : 1774

Contact Person

Telephone Number

General Instructions:  : DO NOT LIST MORE THAN ONE SCHOOL ON THIS FORM.
CTB/McGraw-Hill uses the School/Group List to ensure that we have received all your groups of answer documents.

FOR CTB USE ONLY:

Organization Number:  M013636002 SO#: 60476

Organization Name: Elm Name:

Transitional Colorado Assessment Program 2012
SCHOOL/GROUP LIST

READING/WRITING

CTB 

USE
Principal’s Name

Name on School/Group List and Group
Information Sheet must match

Grade
Tested

Number of Test Books
Enclosed FOR CTB USE 

ONLY

Comments

TCAP SPRING 2012

SMITH

4 22

QC

SMITH

SMITH 6 18

5 24

PRECODED

PRECODED

6

5

3

4
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When you check this...   	 look for/do this:
The district name is precoded.

In most cases, the school name is precoded. 
Note: If the school name is not precoded, 
it must be entered in the space provided. 
To ensure that the school name is entered 
accurately, refer to the TCAP School List at 
www.ctb.com/tcap.

The district and school numbers are 
precoded. Note: If the school number is 
not precoded, it must be entered in the 
space provided. To ensure that the school 
number is entered accurately, refer to the 
TCAP School List at www.ctb.com/tcap.

Write the name and telephone number of 
the individual at the school or district who 
should be contacted in the event that CTB/
McGraw-Hill has questions concerning the 
materials returned for processing.

List the principal’s name and write each 
grade tested. This information should match 
the corresponding Group Information 
Sheet(s). Write the number of test books 
enclosed for each grade and content area.  
Be sure that this number matches the 
number on the corresponding Group 
Information Sheet. A test book must be 
turned in for every student.

Do not write in these columns.

		 DISTRICT NAME

		  SCHOOL NAME

		  DISTRICT NUMBER

		  SCHOOL NUMBER

		  PRINCIPAL’S NAME

		  GRADE TESTED

		  NUMBER OF TEST BOOKS 
ENCLOSED

		  CONTACT PERSON

		  TELEPHONE NUMBER

		  FOR CTB USE ONLY

1

2

3

4

5

6
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Prepare Test Materials for 
Packaging
Instructions for the School Assessment Coordinator
Before returning test materials to the District Assessment Coordinator, the School 
Assessment Coordinator should sort and package the materials following the 
directions below. If your DAC has provided you with district-specific sorting or 
packaging instructions, be sure to follow those directions as well.

1	 ✓	 Separate the TO BE SCORED materials from the NOT TO BE SCORED 
materials (this includes unused test books).

  	 ✓	 Separate the draft booklets from the used TO BE SCORED reading/writing 
test books. The draft booklets are NOT TO BE SCORED materials.

  	 ✓	 Separate the Spanish STOP page inserts from the used TO BE SCORED 
Spanish test books. The STOP page inserts are NOT TO BE SCORED 
materials.

 	 ✓	 It is a district decision as to what will be done with the math punch-out 
tools once testing is complete. The DAC will decide whether these tools 
can be kept by students and teachers, or whether they must be returned 
with all of the testing materials. Check to be sure that there are no punch-
out tools in the TO BE SCORED math test books.

 	 ✓	 Do not place TO BE SCORED Spanish test books with TO BE SCORED 
English test books. Separate GISs and SGLs will be provided for English 
and Spanish test books.

		  IMPORTANT: Do NOT mix grades, content areas, or languages 
(English and Spanish) in any bundles that are to be returned to 
CTB/McGraw-Hill.

	 ✓	 Complete one School/Group List for each content area as directed by 
your DAC.

	 ✓	 Contact your DAC for further instructions on how to package materials 
for shipment. The normal procedure for packaging TO BE SCORED 
materials is detailed on pages 20–24.

	

Step7 
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2	 Prepare green shipping boxes.

The green boxes in which test materials were delivered to you  
must be used for return shipping. Ensure that the original shipping 
labels and other markings have been removed or covered. if these 
boxes have been discarded or more boxes are needed, contact your 
DAC for additional green boxes.

Prior to packing test materials, securely tape the bottom of each box 
to prevent breakage. Reinforce all bottom seams, following an “H” 
pattern.

3	 Place the School/Group Lists in Box 1.

Place all TO BE SCORED materials in a green shipping box (use 
additional boxes as needed). Then, place the School/Group Lists for 
each content area on top of the used test books. If multiple boxes 
are needed, place the School/Group Lists at the top of Box 1 of TO 
BE SCORED materials. Make sure that each group of test books is 
bundled together with its corresponding GIS.

Collect all NOT TO BE SCORED materials and stack them 
separately. NOT TO BE SCORED materials include:

•	 any used test books that are not to be scored 
•	 all unused test books 
•	 both used and unused large-print test books and Braille test books 
•	 all TCAP Test Proctor’s Manuals
•	 all draft booklets 
•	 all Spanish STOP page inserts

All NOT TO BE SCORED test books (used and unused) should be 
bundled together with paper bands. The procedure for banding NOT 
TO BE SCORED test books is similar to that for TO BE SCORED 
materials; your DAC will provide you with specific directions. It is 
not necessary to remove the shrink-wrap from unopened packages 
of test books. No banding is necessary for the other NOT TO BE 
SCORED materials (manuals, draft booklets, and Spanish STOP 
page inserts). Place all NOT TO BE SCORED materials in a 
separate green shipping box (use additional boxes as needed).

4  �Do not seal boxes. Return unsealed boxes to the DAC, who will check the 
contents before forwarding them to CTB for scoring.

Reminder: The materials should be sorted and/or packaged as directed by 
your DAC.

District Name : District # :

School Name : School # :

Contact Person

Telephone Number

General Instructions:  : DO NOT LIST MORE THAN ONE SCHOOL ON THIS FORM.
CTB/McGraw-Hill uses the School/Group List to ensure that we have received all your groups of answer documents.

FOR CTB USE ONLY:

Organization Number:  M013636002 SO#: 60476

Organization Name: Elm Name:

Transitional Colorado Assessment Program 2012
SCHOOL/GROUP LIST

READING/WRITING

CTB 

USE
Principal’s Name

Name on School/Group List and Group
Information Sheet must match

Grade
Tested

Number of Test Books
Enclosed FOR CTB USE 

ONLY

Comments

TCAP SPRING 2012

SMITH

4 22

QC

SMITH

SMITH 6 18

5 24
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Preparation of Materials for Return to CTB/McGraw-Hill

1	 Stacking and bundling TO BE SCORED test books

		  ✓	 Stack test books by grade and content area. For each stack, make sure that:

	 	 •	 test books are all the same grade and content area

	 	 •	 �spines are facing in the same direction (For larger schools, it is 
acceptable to rotate stacks in 15-book intervals before banding.)

		  IMPORTANT: Do NOT mix grades, content areas, or languages when 
stacking test books. 

	 	 ✓	� One Group Information Sheet is to be used for each grade and content 
area. Be sure the GIS is placed on top of the first bundle of test books for a 
given grade and content area.

	 •	 �For any grade 3 test books (reading, writing, or math), bundle books in 
groups of 30 or fewer.

	 •	 �For all science and grades 4 through 10 math test books, bundle books in 
groups of 25 or fewer.

	 •	 �For grades 4 through 10 reading/writing test books, bundle books in 
groups of 20 or fewer.

2	 Stack Cover Card

		 ✓	� Place a completed Stack Cover Card on top of each bundle of test books. 
On the first bundle only, place the Stack Cover Card on top of the GIS. 

Note: Because a GIS indicates an individual testing group (same grade and 
content area), only the first bundle for a given testing group should have  
a GIS.

Use one Stack Cover Card for each bundle of test books, whether or not the 
bundle also includes a GIS. For example, if you have three bundles of test 
books that are the same grade and content area, you will need three separate 
Stack Cover Cards.

Package Test Materials
Instructions for the District Assessment Coordinator

	

Step8 
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Stack Cover Card

		  ✓	 Verify that the correct information is written on the Stack Cover Card(s). 
Make sure that each Stack Cover Card contains the following:

	 •	 Principal name—should match GIS

	 •	 School name and number

	 •	 District name and number

	 •	 Grade and content area—fill in one bubble to match GIS

	 •	 Number of students tested—should match GIS and SGL

	 •	 �Bundle number (number “1 of X,” “2 of X,” etc., with “X” being the 
total number of bundles for that grade and content area)

	 •	 Number of test books under this Stack Cover Card

TK

Step 1 Place one completed Stack Cover 
Card on top of each bundle of test books.

Step 2 If more than one bundle is 
needed for a grade and content area, 
use a separate Stack Cover Card for 
each bundle. Number each bundle 
consecutively—”Bundle 1 of 3,” “2 of 3,” 
etc. Make sure that the GIS is in Bundle 
1 under the Stack Cover Card.

Step 3 Use the paper bands to secure 
each bundle. 

2702695

Placement for Paper Bands
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Grade 3 Reading (English)
Grade 3 Reading (Spanish)

Grade 3 Writing (English)
Grade 3 Writing (Spanish)
Grade 4 Reading/Writing (English)
Grade 4 Reading/Writing (Spanish)
Grade 5 Reading/Writing 
Grade 6 Reading/Writing 
Grade 7 Reading/Writing 
Grade 8 Reading/Writing 
Grade 9 Reading/Writing 
Grade 10 Reading/Writing

Grade 3 Mathematics
Grade 4 Mathematics
Grade 5 Mathematics
Grade 6 Mathematics
Grade 7 Mathematics
Grade 8 Mathematics
Grade 9 Mathematics
Grade 10 Mathematics

Grade 5 Science
Grade 8 Science
Grade 10 Science

NOT TO BE SCORED 

Number of students tested  
(number here should match GIS and SGL)

Bundle number  of 

Number of test books under this Stack 

Cover Card  

Principal name 

School name and number

 (  )

District name and number

 (  )

If found, please send to:
CTB/McGraw-Hill
20 Ryan Ranch Road
Monterey, CA 93940
800-994-8557

Transitional Colorado
Assessment Program
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3	 Paper bands

		 ✓	� Secure each bundle with two of the paper bands provided 
by CTB (see example on the right) and place the bundles 
into the green CTB box(es). The paper bands have 
adhesive on one end covered with waxed paper. 

	 •	 �When placing the first band around the books, start 
with the adhesive end on top of the bundle, sticky side 
up. Remove the waxed paper.

	 •	 �Wrap the paper band horizontally around the bundle and firmly fasten 
the paper band. Be sure that the band securely holds the books.

	 •	 �Next, wrap the second paper band around the bundle vertically with the 
adhesive end on top, sticky side up, and firmly fasten the paper band. Be 
sure that the band securely holds the books.

	 •	 If necessary, cut off any excess paper band with scissors.

4	 Packaging bundles

		 ✓	� Complete one School/Group List for each content area as detailed on 
pages 16 and 17 (if this has not already been done by the School 
Assessment Coordinator).

		 ✓	� Place all banded bundles in a green box with the School/Group List on top. 
Follow the instructions below when packaging bundles in boxes.

	 •	 Keep each grade and content area together in the box(es). 

	 •	 �When placing a grade and content area in a box, stack the bundles so 
that the top bundle is “1 of X” for that grade and content area, the second 
bundle is “2 of X” for that grade and content area, etc. Follow the same 
pattern for all bundles in that box.

adhesive

Paper bands

Name   District  

Te acher   School  

Place STUDENT LABEL Here  

READING/WRITIN G 
GRADE  5 

2008 

Secu re  Ma te ri al s   —   do  NO T  repr oduc e 

ISTEP +Spring 2003

Name   District  

Te acher   School  

Place STUDENT LABEL Here  

GRADE  7 
2008 

Secu re  Ma te ri al s   —   do  NO T  repr oduc e 

ISTEP +Spring 2003

MATHEMATICS 

Name   District  

Te acher   School  

Place STUDENT LABEL Here  

2008 

Secu re  Ma te ri al s   —   do  NO T  repr oduc e 

ISTEP +Spring 2003

GRADE 10  

SCIENCE 

Transitional Colorado
Assessment Program

Transitional Colorado
Assessment Program

Transitional Colorado
Assessment Program

   

Step 1 Place one completed Stack Cover 
Card on top of each bundle of test books.

Step 2 If more than one bundle is
needed for a grade and content area, 
use a separate Stack Cover Card for 
each bundle. Number each bundle 
consecutively—”Bundle 1 of 3,” “2 of 3,” 
etc. Make sure that the GIS is in Bundle 
1 under the Stack Cover Card.

Step 3 Use the paper bands to secure 
each bundle. 
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Placement for Paper Bands
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Grade 3 Reading (English)
Grade 3 Reading (Spanish)

Grade 3 Writing (English)
Grade 3 Writing (Spanish)
Grade 4 Reading/Writing (English)
Grade 4 Reading/Writing (Spanish)
Grade 5 Reading/Writing 
Grade 6 Reading/Writing 
Grade 7 Reading/Writing 
Grade 8 Reading/Writing 
Grade 9 Reading/Writing 
Grade 10 Reading/Writing

Grade 3 Mathematics
Grade 4 Mathematics
Grade 5 Mathematics
Grade 6 Mathematics
Grade 7 Mathematics
Grade 8 Mathematics
Grade 9 Mathematics
Grade 10 Mathematics

Grade 5 Science
Grade 8 Science
Grade 10 Science

NOT TO BE SCORED 

Number of students tested 
(number here should match GIS and SGL)

Bundle number  of 

Number of test books under this Stack 

Cover Card 

Principal Name 

School name and number

 (  )

District name and number

 (  )

If found, please send to:
CTB/McGraw-Hill
20 Ryan Ranch Road
Monterey, CA 93940
800-994-8557

Transitional Colorado
Assessment Program

  

Step 1 Place one completed Stack Cover 
Card on top of each bundle of test books.

Step 2 If more than one bundle is
needed for a grade and content area, 
use a separate Stack Cover Card for 
each bundle. Number each bundle 
consecutively—”Bundle 1 of 3,” “2 of 3,” 
etc. Make sure that the GIS is in Bundle 
1 under the Stack Cover Card.

Step 3 Use the paper bands to secure 
each bundle. 
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Placement for Paper Bands
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Grade 3 Reading (English)
Grade 3 Reading (Spanish)

Grade 3 Writing (English)
Grade 3 Writing (Spanish)
Grade 4 Reading/Writing (English)
Grade 4 Reading/Writing (Spanish)
Grade 5 Reading/Writing 
Grade 6 Reading/Writing 
Grade 7 Reading/Writing 
Grade 8 Reading/Writing 
Grade 9 Reading/Writing 
Grade 10 Reading/Writing

Grade 3 Mathematics
Grade 4 Mathematics
Grade 5 Mathematics
Grade 6 Mathematics
Grade 7 Mathematics
Grade 8 Mathematics
Grade 9 Mathematics
Grade 10 Mathematics

Grade 5 Science
Grade 8 Science
Grade 10 Science

NOT TO BE SCORED 

Number of students tested 
(number here should match GIS and SGL)

Bundle number  of 

Number of test books under this Stack 

Cover Card 

Principal Name 

School name and number

 (  )

District name and number

 (  )

If found, please send to:
CTB/McGraw-Hill
20 Ryan Ranch Road
Monterey, CA 93940
800-994-8557

Transitional Colorado
Assessment Program

  

Step 1 Place one completed Stack Cover 
Card on top of each bundle of test books.

Step 2 If more than one bundle is
needed for a grade and content area, 
use a separate Stack Cover Card for 
each bundle. Number each bundle 
consecutively—”Bundle 1 of 3,” “2 of 3,” 
etc. Make sure that the GIS is in Bundle 
1 under the Stack Cover Card.

Step 3 Use the paper bands to secure 
each bundle. 
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Grade 3 Reading (English)
Grade 3 Reading (Spanish)

Grade 3 Writing (English)
Grade 3 Writing (Spanish)
Grade 4 Reading/Writing (English)
Grade 4 Reading/Writing (Spanish)
Grade 5 Reading/Writing 
Grade 6 Reading/Writing 
Grade 7 Reading/Writing 
Grade 8 Reading/Writing 
Grade 9 Reading/Writing 
Grade 10 Reading/Writing

Grade 3 Mathematics
Grade 4 Mathematics
Grade 5 Mathematics
Grade 6 Mathematics
Grade 7 Mathematics
Grade 8 Mathematics
Grade 9 Mathematics
Grade 10 Mathematics

Grade 5 Science
Grade 8 Science
Grade 10 Science

NOT TO BE SCORED 

Number of students tested 
(number here should match GIS and SGL)

Bundle number  of 

Number of test books under this Stack 

Cover Card 

Principal Name 

School name and number

 (  )

District name and number

 (  )

If found, please send to:
CTB/McGraw-Hill
20 Ryan Ranch Road
Monterey, CA 93940
800-994-8557

Transitional Colorado
Assessment Program
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The bundles and grades must be stacked in consecutive order. Grades organized by 
content area should be packed in separate boxes except for very small shipments 
where this is not practical.

The following examples illustrate a correct way and an incorrect way to package 
more than one grade in a box. 

Correct: School A has 8 bundles of grade 7 math test books and 10 bundles of  
grade 8 math test books. They place Bundles 1 through 3 of grade 8 math in order 
(on the bottom) and Bundles 1 through 8 of grade 7 math in order in the box (on 
the top). Bundle 1 of both grades 7 and 8 math will contain the GIS for that set of 
bundles. Then they place Bundles 4 through 10 of grade 8 math in order in the next 
numbered box. This is the correct way to place more than one grade of a content 
area in a box.

Incorrect: School B also has 8 bundles of grade 7 math test books and 10 bundles 
of grade 8 math test books. They place Bundles 1 through 4 of grade 7 math in  
the first box with Bundles 1 through 5 of grade 8 math. Then they place Bundles 5 
through 8 of grade 7 math and Bundles 6 through 10 of grade 8 math in the second 
box. This is an incorrect way to place more than one grade of a content area in a 
box. 

Note for smaller schools: You may need to package multiple grades and content 
areas in one box. However, each grade and content area must be kept together and 
the bundles must be kept in sequence for each grade and content area. Bundle 1 
should contain the GIS for a given grade and content area. Each school must have 
one SGL per content area tested.
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The table below describes the packing order for the return of scorable materials.

Top of Stack

Completed School/Group List

Stack Cover Card
Grade 3 Math Group Information Sheet

used test books for n group of grade 3 students tested; 
each bundle must have a Stack Cover Card and be secured with two paper bands

Stack Cover Card
Grade 4 Math Group Information Sheet

used test books for n group of grade 4 students tested; 
each bundle must have a Stack Cover Card and be secured with two paper bands

Stack Cover Card
Grade 5 Math Group Information Sheet

used test books for n group of grade 5 students tested; 
each bundle must have a Stack Cover Card and be secured with two paper bands

Repeat this stacking order for all other grades and content areas.

Bottom of Stack

The diagram below shows the order to follow for packaging the test books.

ISTEP +Spring 2003

Name  District 

Teacher  School 

Place STUDENT LABEL Here

READING/WRITING
GRADE 5

2008

Secure Materials — do NOT reproduce

Transitional Colorado
Assessment Program

  

Student Assessment Program

Name  District 

Teacher  School 

Place STUDENT LABEL Here

READING/WRITING
GRADE 5

2008

Secure Materials — do NOT reproduce 20409  

  

Step 1 Place one completed Stack Cover 
Card on top of each bundle of test books.

Step 2 If more than one bundle is
needed for a grade and content area, 
use a separate Stack Cover Card for 
each bundle. Number each bundle 
consecutively—”Bundle 1 of 3,” “2 of 3,” 
etc. Make sure that the GIS is in Bundle 
1 under the Stack Cover Card.

Step 3 Use the paper bands to secure 
each bundle. 
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Grade 3 Reading (English)
Grade 3 Reading (Spanish)

Grade 3 Writing (English)
Grade 3 Writing (Spanish)
Grade 4 Reading/Writing (English)
Grade 4 Reading/Writing (Spanish)
Grade 5 Reading/Writing 
Grade 6 Reading/Writing 
Grade 7 Reading/Writing 
Grade 8 Reading/Writing 
Grade 9 Reading/Writing 
Grade 10 Reading/Writing

Grade 3 Mathematics
Grade 4 Mathematics
Grade 5 Mathematics
Grade 6 Mathematics
Grade 7 Mathematics
Grade 8 Mathematics
Grade 9 Mathematics
Grade 10 Mathematics

Grade 5 Science
Grade 8 Science
Grade 10 Science

NOT TO BE SCORED 

Number of students tested 
(number here should match GIS and SGL)

Bundle number  of 

Number of test books under this Stack 

Cover Card 

Principal Name 

School name and number

 (  )

District name and number

 (  )

If found, please send to:
CTB/McGraw-Hill
20 Ryan Ranch Road
Monterey, CA 93940
800-994-8557

Transitional Colorado
Assessment Program

=

Test Books
District Name : District # :

School Name : School # :

Contact Person

Telephone Number

General Instructions:  : DO NOT LIST MORE THAN ONE SCHOOL ON THIS FORM.
CTB/McGraw-Hill uses the School/Group List to ensure that we have received all your groups of answer documents.

FOR CTB USE ONLY:

Organization Number:  M013636002 SO#: 60476

Organization Name: Elm Name:

Transitional Colorado Assessment Program 2012

SCHOOL/GROUP LIST

READING/WRITING

CTB 

USE

Principal’s Name

Name on School/Group List and Group

Information Sheet must match

Grade

Tested

Number of Test Books

Enclosed
FOR CTB USE 

ONLY

Comments

TCAP SPRING 2012

SMITH

4 22

QC

SMITH

SMITH 6 18

5 24

  

Step 1 Place one completed Stack Cover 
Card on top of each bundle of test books.

Step 2 If more than one bundle is
needed for a grade and content area, 
use a separate Stack Cover Card for 
each bundle. Number each bundle 
consecutively—”Bundle 1 of 3,” “2 of 3,” 
etc. Make sure that the GIS is in Bundle 
1 under the Stack Cover Card.

Step 3 Use the paper bands to secure 
each bundle. 
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Grade 3 Reading (English)
Grade 3 Reading (Spanish)

Grade 3 Writing (English)
Grade 3 Writing (Spanish)
Grade 4 Reading/Writing (English)
Grade 4 Reading/Writing (Spanish)
Grade 5 Reading/Writing 
Grade 6 Reading/Writing 
Grade 7 Reading/Writing 
Grade 8 Reading/Writing 
Grade 9 Reading/Writing 
Grade 10 Reading/Writing

Grade 3 Mathematics
Grade 4 Mathematics
Grade 5 Mathematics
Grade 6 Mathematics
Grade 7 Mathematics
Grade 8 Mathematics
Grade 9 Mathematics
Grade 10 Mathematics

Grade 5 Science
Grade 8 Science
Grade 10 Science

NOT TO BE SCORED 

Number of students tested 
(number here should match GIS and SGL)

Bundle number  of 

Number of test books under this Stack 

Cover Card 

Principal Name 

School name and number

 (  )

District name and number

 (  )

If found, please send to:
CTB/McGraw-Hill
20 Ryan Ranch Road
Monterey, CA 93940
800-994-8557

Transitional Colorado
Assessment Program

	 	 •		 �Verify that all TO BE SCORED materials are properly packed to include 
the completed SGL, GIS, and test books.

	 	 •		Verify that each bundle contains only one grade and content area.

	 	 •		 �Confirm that all TO BE SCORED materials from all schools are 
accounted for.

5	 Procedure for packaging NOT TO BE SCORED materials

For test books only: Follow the same method for placing paper bands  
around the NOT TO BE SCORED test books (if this has not already been  
done by the School Assessment Coordinator). Unopened packages of test 
books do not need to be taken out of the shrink-wrap, nor do they need to be 
wrapped with paper bands and Stack Cover Cards.

For all other test materials: The remaining NOT TO BE SCORED test 
materials do not require banding.

Package unused materials separately from TO BE SCORED materials.  
Test materials packed in a box with a NOT TO BE SCORED label will not  
be scored.
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Ship Test Materials
Instructions for the District Assessment Coordinator

1	 Reuse the original green shipping boxes to return TO BE SCORED test 
materials to the CTB scoring center. If the green boxes have been discarded 
or more boxes are needed, contact the TCAP Help Desk at 1-800-994-8557. 
The table on page 24 illustrates the packing order for the return of TO BE 
SCORED materials.

		  Prior to packing test materials, securely tape the bottom of each box to prevent 
breakage. Reinforce all bottom seams, following an “H” pattern.

		  If any box is not completely filled, add only crumpled paper to avoid damage 
caused by shifting during shipment. Add enough crumpled paper to hold the 
documents securely in place during transit. Do not use foam “popcorn” or 
“peanuts.”

	2	 Attach shipping labels to boxes.

		 Your District Assessment Coordinator’s Kit contains separate return shipping 
labels for TO BE SCORED and NOT TO BE SCORED materials. To help 
simplify your return packing processes, preprinted school names have been 
added to both the TO BE SCORED and NOT TO BE SCORED return 
shipping labels.

		  TO BE SCORED (white)—For each box of TO BE SCORED test books, 
fill out a white shipping label with the school box count and the district box 
count and affix the label to the outside of the box. The return shipping label 
must be placed on the end of each box in the location specified on the box.

		 NOT TO BE SCORED (yellow)—For each box of NOT TO BE SCORED 
test materials, fill out a yellow shipping label with the school box count and 
the district box count; this includes all used test books that are not to be scored 
and unused test books; both used and unused large-print test books and Braille 
test books; all TCAP Test Proctor’s Manuals; and all draft booklets. Affix the 
label to the outside of the box in the location specified on the box.

		 Be sure to use only white and yellow labels marked “TCAP.” Do not use 
any labels marked for other testing programs, such as “CoAlt” or “CELA.”

		 The return shipping label at the end of each box should be clearly visible.

		 Note: To ensure the safe return of scorable materials and the timely 
delivery of test results, it is absolutely essential that all boxes be packed, 
labeled, and secured as described above. Check to make sure that all boxes 
are tightly packed and securely sealed. Add crumpled paper to any boxes 
that are not completely filled. Reinforce all seams with packing tape before 
shipment. 

	

Step9 

Yellow Label

White Label

CO
From:

#:TSID:TSID

To:  CTB/McGraw-Hill  - Indy Park 100                              Ph: (800) 994-8557
       5020 W. 81st Street
       Indianapolis, IN 46268

DIST 
BOX ______ OF ________     

CTB USE ONLY - DO NOT COVER THIS LABEL

CELA

1040SAMPLE DISTRICT NAME

Colorado English Language AssessmentS

31S-M0113412001-030000324-000005

#:HCS:HCS 0456SAMPLE SCHOOL NAME

TO BE SCORED

TCAP 2012
TO BE SCORED

SAMPLE SCHOOL NAME 3104

SCHOOL 
              BOX ______ OF _______

CO
From:

#:TSID:TSID

To:  CTB/McGraw-Hill  - Indy Park 100                              Ph: (800) 994-8557
       5020 W. 81st Street
       Indianapolis, IN 46268

DIST 
BOX ______ OF ________     

CTB USE ONLY - DO NOT COVER THIS LABEL

CELA

1040SAMPLE DISTRICT NAME

Colorado English Language AssessmentU

31U-M013412001-030000324-000001

#:HCS:HCS 0456SAMPLE SCHOOL NAME

TO BE SCORED

TCAP 2012
NOT TO BE SCORED

SAMPLE SCHOOL NAME 3104

SCHOOL 
              BOX ______ OF _______
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School A

School B

School C

Box 1 of 10

Box 2 of 10
Box 3 of 10

Box 4 of 10

Box 5 of 10
Box 6 of 10

Box 7 of 10

Box 8 of 10

Box 9 of 10
Box 10 of 10

		  �Reminder: No materials packed in a box with a NOT TO BE SCORED label 
will be scored.

3	 Mark the boxes.

		 Mark each box with a unique number such as “1 of 3,” “2 of 3,” etc. If you have 
separate scheduled shipments, follow this same unique box sequence each time.

		 The diagram above shows the packaging for a district with three schools. The 
district’s shipping labels should be numbered in sequence to show both the box 
numbers from each school and the box numbers from the district. (Refer to 
sample labels on page 25.)

Important Note: If you have a large number of boxes, they must be placed 
on pallets. Please place the TO BE SCORED boxes and the NOT TO BE 
SCORED boxes on separate pallets.

		  The pictures below show how to correctly place the boxes on pallets.

		 For transportation procedures, please refer to the Packaging and Transportation 
Checklist included in your District Assessment Coordinator’s Kit.

	 Hold the boxes for pickup by the CTB/McGraw-Hill shipping contractor.  
If the boxes have to be stored before they are shipped, keep them in a safe, dry 
place. Wet or damp documents will wrinkle and curl and cannot be scored. 
Please keep materials secure.

Boxes properly palletized



Notes
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