ACT Work Keys Questions and Answers
The following are questions that have been posed by CTE teachers and administrators across the state. We thank you for your questions and invite you to continue asking great questions so that we can post them in this format for everyone. 

Q.  If I have attended training on Work Keys can I train others and if so whom?


A. WorkKeys Test Administrators who have completed training by WVU at Parkersburg (Michelle Wilson) may train room supervisors and proctors.

Q.  Can the paper and pencil version be given anytime or do we have to wait until the testing window opens?


A. You can test early (before the testing window)-the most important date of each testing window is the drop dead date. 
 Q.  Can we order the paper and pencil version anytime and simply hold on to them, with the seal unbroken, until we administer the paper and pencil version?


A. You may order paper/pencil testing early and begin testing early.

Q.  If a student has a 504 Plan, are we to provide the accommodations for those modifications?  
A.  A student who has a 504 plan has been deemed eligible under Section 504 of the Rehabilitation Act. This is typically a general education student who meets 504 eligibility criteria in the county for a specific reason, usually a medical need of some sort. The county 504 administrator and/or the 504 designee for a school would have the copy of the 504 plan which outlines the accommodations/modifications/supports the individual needs to access education. 
It is not special education, but often a plan that attempts to meet needs prior to referral for special education or a plan that follows an eligibility meeting where a student did not meet eligibility for special education.  Any educational environment the student is in would be required to comply with the services described in the plan. Some schools do not realize they also need to provide a copy of the plan to the career center. Your first action should be to identify the students who have 504 plans and to get a copy of the plan so their needs can be met. The 504 plan should be updated yearly and a person designated as the coordinator for the plan. This is less formal than an IEP for special education.

Q.  After your Administrator meeting did you make a ruling on the 90 day KeyTrain/WorkKeys Proctoring exam issue? 

A. Yes a ruling has been made.  No One who has provided training on KeyTrain 90
days before the WorkKeys test is permitted to serve in a testing capacity or proctoring capacity.  Ron Grimes


Q. What if they are higher functioning LD students who have no modifications documented on their IEP for state testing and would prefer to take the on-line version?


A. If their IEP does not call for modifications it is OK to test on-line.  
Q. We have a student that is a completer in Business and also a completer at a different school in Ag Ed.  Will the state of West Virginia receive scores for both program areas? 

A. We can only report under the school identification for which the test was scored under.  This would be an internal issue for CTE.

Q. Do room supervisors need entered as users, or just receive the training and sign the paperwork?


A. Room Supervisors must be entered into the System and assigned the appropriate role. 
Q.  Do students that are on the APTA pathway- they do not take work keys, correct. This is the alternate diploma pathway. 
A. Correct.  APTA students do not take WorkKeys.

Q.  For Post-secondary students that are VOC-REHAB - can we apply the IEP testing accommodations - these are students whom are considered adults but had an IEP in high school?


A. Yes VOC-REHAB students are entitled to the accommodations that have been secured for them.
Q. Good Morning, Michele has asked that I send this to all of you that attended Fall Internet Training.  We are making some changes: before you begin entering any of your students for spring testing you MUST call or email me for a Group Name.  If you have already entered students or group names...please DO NOT delete OR change anything!  Call me and I will work with you to correct them so they are corrected before you actually begin testing!  You cannot create groups on your own this testing session so please DO NOT test anyone until contacting me.  We discovered some issues with reporting for Fall 2010 that I am trying to correct so that it does not happen for the Spring 2011 session.  

A. Any Test Supervisor for Internet Based Testing must contact WVU at Parkersburg for group names before they begin adding students. 
Q. The issue of ordering reader booklets and scripts have greatly complicated the process, as we now have to hand check every IEP before ordering the tests.  Wouldn’t it be simpler just to pick out the number of tests you need from the same form type and administer as a group instead of the going to the trouble of different booklets and scripts? Your script could be a used test from an earlier group.   Just a thought and maybe this isn’t permissible.


A. No, The booklets may not match since questions are scrambled even with same form numbers.  Reader scripts match the booklets sent.  Opening books to match is not acceptable (ACT rules).

Q. Our special education teacher/WorkKeys proxy was wondering if we can read to more than one special ed. student at a time if we have a large enough room.  


A. Yes, if the accommodations are exactly the same.

Q. If a student’s IEP says “Extended Time” and does not specify time and half or double, how much extra time are they allowed?


A. First, I would suggest you check other parts of the IEP to see if there are any references to what they mean by “extended time” (present levels).  My thinking is that if the IEP is not specific as to the amount of time and WorkKeys has an acceptable time accommodation, then the test instructions for extended time should be followed. I would follow up with the special educator to discuss appropriate services to note on the IEP. Karen

Keep in mind that ACT WorkKeys is a standardized test and only allows a maximum of triple time for testing with is equal to 3 hours. The only extended time allowed is time and a half; double time; or triple time.....
Q.  I am going to do the online testing. Do I need to get a reader test for the Kurzweil reader? I have the one form printed off to order the exams. Can you give me some guidance as what I need to do to get started?

A. NO Kurzwell Readers are allowed in WorkKeys testing.
