
FORMS & SAMPLES  August 2010 
1 

Test and Field Test Administration Forms 
 

Nature and 
Purpose of Test 
and Field Test 
Administration 
Forms 

School administrators, teachers, and test supervisors are required to 
complete and submit a variety of forms before, during, and after each 
achievement test administration session.  The purpose of these forms is to 
initiate a test administration related process and/or to enable one to occur.  
For example, if the use of a CD format achievement test for a student has 
been approved by a superintendent, a school administrator must submit a 
Request for Special Format Materials form to initiate the process that will 
enable the required special format material to be sent to the school.  School 
administrators and teachers are also required to complete and submit forms 
if they wish to participte in the Field Testing Program (see Field Testing 
section).   
 
All achievement test administration and field testing forms are deadline 
sensitive because their submission has consequences related to the 
production, scheduling, and delivery of test materials, their administration, 
marking, or scoring, and/or the reporting of marks and results.  
Consequently, school administrators and teachers need to be aware of and 
understand the nature and purpose of these forms, any deadlines associated 
with their use, and their responsibilities related to their submission.  
 
Some achievement test administration and field testing forms are grade or 
administration-session specific i.e., there is a specific version of the form 
that must be completed in relation to a specific achievement test or field 
test session.  For example, a school that requires additional test materials 
for the January 2011 administration of Grade 9 achievement tests must 
submit the January 2011 Request for Supplemental Shipment Form. 
Consequently, it is important to ensure that the appropriate version of a 
form is completed, as required.   
 

Achievement Test 
Form Types and 
Names         *NEW 

Forms commonly completed by school personnel before or after an
achievement test administration include: 
1. Request for Special Format Materials 
2. Request for Supplemental Shipment Form 
3. Statement of Scribe, Reader, and/or Interpreter and Principal 
4. Principal’s Statement 
5. List of Students 
 

Field Test Form 
Types and Names 

The following forms are used in relation to the administration of field tests:
1. Field Test Participation Consent Form 
2. Paper Format Field Test Request Form 
3. Digital Format Field Test Request Form 
 

Form Availability All forms related to the administration of achievement tests and field tests 
in 2010-2011 are available from the Alberta Education web site at 
http://education.alberta.ca/admin/testing/forms.aspx. 
 
 

http://education.alberta.ca/admin/testing/forms.aspx
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Sample Forms and Letters 
 

Overview A brief description and sample illustration of each type of form that school 
personnel may need to access in relation to the administration of 
achievement tests and field tests in 2010-2011 is provided on the following 
pages.  
 
Some of these forms are administration-session specific, but only one 
version of each form is illustrated.  Actual versions of these forms can be 
viewed and are available from the Alberta Education web site at 
http://education.alberta.ca/admin/testing/forms.aspx. 
 
Two sample letters that may be used to communicate with parents about 
achievement testing are also provided.  These sample letters are also 
available on the Alberta Education web site. 
 

 

http://education.alberta.ca/admin/testing/forms.aspx


 
Request for 
Special Format 
Materials *NEW 

The Request for Special Format Materials form is deadline sensitive and to 
be used by a school administrator, on behalf of a student, to request special 
format materials from Alberta Education.  Before submitting this form to 
Alberta Education, a school administrator must have already applied for 
and received superintendent approval for the student to use the special 
format material in question (see Accommodations section). 
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Request for 
Supplemental 
Shipment Form 

The Request for Supplemental Shipment Form is deadline sensitive and is 
used by administrators to communicate with Learner Assessment about 
discrepancies or errors in achievement test material shipments.  It is also 
used to request the shipment of additional test materials (see 
Administration Directives, Guidelines, & Procedures section). 
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Statement of 
Scribe, Reader, or 
Interpreter, and 
Principal 

The Statement of Scribe, Reader, or Interpreter, and Principal form is used 
by scribes, readers and/or interpreters at the completion of a achievement 
test administration. 
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Principal’s 
Statement 

The Principal’s Statement is deadline sensitive and contains school and 
test session specific information; it is, therefore, not available on Alberta 
Education’s website.  This form is sent to principals as part of each 
achievement test shipment of materials.  It must be completed, signed by a 
principal, and included in the return shipment, to Learner Assessment, of 
the achievement tests to which it applies.
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List of Students 

 
The List of Students is deadline sensitive and contains school and test
session specific information; it is, therefore, not available on Alberta 
Education’s website.  This form is sent to principals as part of each 
achievement test shipment of materials.  It must be completed at the end of 
a test administration session and included in the return shipment, to 
Learner Assessment, of the achievement tests to which it applies.
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Field Test 
Participation 
Consent Form 

The Field Test Participation Consent Form is deadline sensitive and to be 
used by principals to provide consent for teachers to participate in the Field 
Test Program and for Alberta Education to administer field tests in their 
school (see Field Testing section).

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

FORMS & SAMPLES  August 2010 
8 



 
Paper Format 
Field Test Request 
Form 

The Paper Format Field Test Request Form is deadline sensitive and is to 
be used by teachers to request one or more paper format field test 
placements.  This form must be completed using a current Field Test 
Request Guide (see Field Testing section).
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Digital Format 
Field Test Request 
Form 
 

The Digital Format Field Test Request Form is deadline sensitive and is to 
be used by teachers to request one or more digital format field test 
placements.  This form must be completed using a current Field Test 
Request Guide (see Field Testing section). 
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Permission-to-
Excuse Sample 
Letter 

This sample letter is designed to help the principal decide whether or not to 
recommend to the superintendent that approval be given to excuse a 
student from writing an achievement test.  Simple modifications to the 
letter may be made as the situation warrants. 
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Sample 
Notification of 
Achievement 
Testing Letter to 
Parents 

This sample letter assumes that the classroom teacher has decided to use 
the results from an achievement test administration as part of students’ 
final grades 
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	Sample Notification of Achievement Testing Letter to Parents

