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Introduction

This manual describes the policies and processes involved in administering Performance Series
as a Summative Assessment in the Alabama Public School System. If you are an experienced
user of Performance Series as a formative assessment, much of the information contained in
this manual will be familiar to you. However, there are some important differences of which you
should be aware. These differences are described in the ALERTS on the following pages.

NOTE: If you have not used Performance Series previously, see Appendix A: “Performance
Series Administration Basics for Staff” for an overview.
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ALERTS for 2018-2019

Summative Assessments are restricted to the following subjects and grade levels:

¢ Mathematics: Grades 3-8

« Spanish Mathematics: Grades 3-8 (See policy on administering the Spanish Mathemat-
ics test on page 8.)

¢« Reading: Grades 3-8
e Comprehensive Science: Grades 5 and 7

Testing Periods:

- Fall: 8/6/18-9/28/18
*  Winter (optional): 12/3/18-2/28/19
» Spring: 4/8/19-5/3/19

Testing will be restricted to regular school hours (7:00 A.M. to 3:30 P.M.). Districts with vir-
tual schools should take note of this restriction. All students, including those enrolled in a
virtual school, must test between 7:00 A.M. and 3:30 P.M.

Testing will be restricted to computers associated with the school’s IP address (no testing
“off campus” without Alabama State Department of Education (ALSDE) approval).

Special formats of the test are available for Mathematics and Reading, Grades 3-8, and for
Comprehensive Science, Grades 5 and 7. Please see Chapter 2: “Accommodations” for addi-
tional information.

Enhancements have been added to the online fixed-form assessments for 2018-2019.Start-
ing in fall 2018, the supported technologies for Alabama Fixed Forms (delivered through
the alternate summative platform) will be:

e PC, using JAWS screen reader

¢ Chromebook, using ChromeVox screen reader

¢ Mac (not iPad), using Voice Over screen reader

Refreshable Braille is also supported on PC, Chromebook, and Mac.

Tests can be spoiled only by ALSDE Location Controllers. An Irregularity Report must be
submitted along with any request to spoil a test.
Proctors are required for testing more than 25 students in a single testing session.

Computers will be “locked down” via a restricted-mode browser that prevents students
from changing applications or performing other standard computer actions.

The ALSDE Student Assessment digital device policy will be strictly enforced.

The Test Administrator is required to complete a seating chart for each test session prior to
test administration.

The Test Administrator is required to read the Testing Script to the students before they
begin their tests. You can access the script for online tests on page 39, for paper-based
tests on page 52, and for enhanced screen reader tests on page 72.

For the Mathematics assessment, students in Grades 6-8 are allowed to use an approved
calculator (4-function, scientific, or graphing),

Students who finish testing before the end of the testing session must sit quietly and wait
for the end of the testing session.

Scantron Performance Series



Students who do not finish testing by the end of the testing session may stop (pause)
the test and resume testing at another time within two weeks of starting the test, and
before the testing window closes. For paper-based testing, instructions will differ. Refer
to page 46.

Upon completion of spring testing, Scantron will provide paper copies of a Student/
Parent Home Report and labels for student folders. In addition, Scantron will provide
three online custom reports: a Principal Report, A Superintendent Report, and a State
Superintendent Report, each containing a different level of summary information about
achieved proficiency. These reports are described in detail in the Performance Series
Reports Guide: Alabama Summative Assessment.

Prior to the Start of Testing: System Test Coordinators

Read this manual and use it in your training.

Make sure your student and teacher data are correct in INOW and in the Scantron Per-
formance Series site.

Order any special formats (braille paper, refreshable braille, large-print paper, screen
reader) that are needed.

Conduct a trial run of testing using the DEMO EXAM provided on the Performance
Series site.

Make sure the Subject/Grade Access parameters for your schools are appropriate for
summative testing. For instructions on checking or changing these restrictions, see
page 12.

Make sure that headphones are available for any students who might drop below
grade-level 3 on an assessment.

Refer to and follow the System Test Coordinator Checklist for online testing, starting on
page 10, as well as the corresponding checklists for paper-based testing (page 42) and
enhanced screen-reader testing (page 54).

Coordinate with your Technology Coordinator to make sure that:

 All computer hardware and software are ready for large-scale testing.

¢ Content filters and whitelisted IP addresses are set to ensure that students will be
able to access the online tests. For details, see “Setting Content Filters and
Whitelisting Sites” on page 29.

* If your system uses a virtual environment (VE), ALSDE is informed so they can take
appropriate steps to permit a work-around.

« The applicable screen reader is downloaded on any computers that will be used for
visually impaired students who need a screen reader.

For technical issues, contact Scantron Technical Support at 1.800.445.3141 or via email at
support@scantron.com.
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Starting Performance Series

Starting Performance Series

Performance Series is a web-based application that you access with a browser. For details on
Performance Series requirements, see the System Requirements, located in the ALSDE
Dropbox (https:/bit.ly/alsdedropbox), within the Technical Information folder.

NOTE: Be sure to turn off pop-up blockers or set them to allow www.performanceseries.com
always to pass through. This is necessary only for the Performance Series Admin site,
not for student testing. For details on turning off pop-up blockers, see Appendix A.

To start using Performance Series:
1. Open your browser.
2. Go to www.performanceseries.com.
The Performance Series Home page opens:

——
SCANTRON.

3. Near the top of the screen, click Staff Login to open the Login page.

Logging In

Because Performance Series is a web-based application, you must log in to preserve the
security of the data you access.

The Staff ID and Password follow a specific format. See the following page for details. Your
login allows you to access only those features and data appropriate to your role.

Tologin
1. Go to www.performanceseries.com and click Staff Login.
2. Type your Site ID and click Next.

4 Scantron Performance Series


http://www.performanceseries.com
https://bit.ly/alsdedropbox
https://bit.ly/alsdedropbox
http://www.performanceseries.com

Chapter 1: Introduction
Logging In

@) Performance Series” | ()

 WEB-BASED DIRENOSTICS WEB-BASED ASSESSMENT

- ~\
Enter Your Site 1D

‘Welcome to Scantron's Admin Site!

HNext

\ J
Version - 17.0.1.4 ﬁ
e i e SCANTRON.
NOTE: After entering the site ID the first time, the browser will remember it on subsequent
logins.
s N

Enter Your Username/Password
Welcome Department of Education user.

| am not a staff member at Department of
Education.

e J

3. Enter your user name and password.

¢ Your user name is your teacher certification number.

¢ Your password is the word “password” plus the last 4 digits of your Social Security
Number (e.g., “password1234”).

For additional information on how to use Performance Series, refer to Appendix A:
“Performance Series Administration Basics for Staff.”
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Accommodations

ALSDE Accommodations Guidelines

Braille and paper large-print formats of the test are available. Please submit an order form
to ALSDE to obtain braille or large-print forms.

All individual testing requires a proctor.

A reading accommodation (read-aloud) is allowed for the Mathematics and Science
assessments.

A reading accommodation (read-aloud) is not allowed for the Reading assessment except
that students can take the Reading assessment using refreshable braille.

A reading (read-aloud) accommodation may be provided via a screen reader or refreshable
braille (if the student is familiar with using the tool) or by a human reader.

Enhancements have been added to the online fixed-form assessments for 2018-2019. The
supported technologies for Alabama Fixed Forms (delivered through the alternate summa-
tive platform) will be:

* PC, using JAWS or refreshable braille

e Chromebook, using ChromeVox or refreshable braille

«  MAC (not iPad), using Voice Over or refreshable braille

If the reading accommodation is provided by a human reader, the test must be adminis-
tered in a 1:1 setting with a proctor.

Students receiving a read-aloud accommodation via a screen reader with the use of head-
phones may take the assessment either in a small group or in a regular class setting.If head-
phones are not used, the test must be administered in a 1:1 setting with a proctor.

Text-to-Speech is not the same as a screen reader. A screen reader is used mostly by a stu-
dent with very low vision and/or blindness. A screen reader uses a synthesized computer
voice and reads text in a choppy format that is not as smooth as the text-to-speech format.
The screen reader option is available for the Mathematics and Science tests only.

Students receiving extended time must test in a separate setting. These students may be
grouped with others receiving the same or a similar accommodation.

A crosswalk between ACT Aspire and Scantron for Accessibility Supports and Accommo-
dations is available from the Student Assessment Office.

If you have questions that pertain to the use of accessibility supports or accommodations,
contact the Student Assessment Office at 334-242-8038.

Scantron Performance Series Test Administration Guide 7



Chapter 2: Accommodations

Accommodations Built Into Performance Series

¢ Magnification
Students or test administrators can increase the font size of the text displayed on the
screen for visually impaired students:

¢ PC: Press Control and + to increase font size; press Control and - to decrease font
size.

¢ Mac: Press Command and + to increase font size; press Command and - to decrease
font size.

« Chromebook: Press Control and + to increase font size; press Control and - to
decrease font size.

¢ Online Test Delivery—One Item at a Time
Tests are delivered online, with one item per page as well as any supporting graphics that
accompany that item. This clean layout reduces distractions and ensures focus on the cur-
rent question and associated response options.

¢ Oral Readers
Students who need to read orally for auditory as well as visual input can do so without
affecting test results. However, oral readers must be tested individually, away from other
students.

e Assistive Devices
Assistive devices that replace the mouse for input can be used if compatible with the hard-
ware and browser software. Again, you should test such devices thoroughly before begin-
ning the assessment. If the assistive device is not compatible or if additional assistance is
needed, someone else may record a student’s answers.

 Spanish Language Instructions
Students who fluently read Spanish (Universal Spanish) can view test instructions (login
and navigation) in Spanish to help guide them through the test. Students (or the test
administrator) can select to view instructions in Spanish from any login screen that appears
before they start the test.

¢ Mathematics Assessment in Spanish
English Learner (EL) students will have the opportunity to participate in the Mathematics
Assessment in Spanish. The decision to administer a state assessment in Spanish is made
by the school’s EL Committee and becomes part of the student’s Individual English Lan-
guage Plan; therefore, this is not an administrative decision. The determination should not
be based solely on the fact that the student is a Spanish speaker. The EL Committee should
carefully consider the following:
e |s the student able to read Spanish?
* How long has the student been receiving instruction in English?

e |Is there enough evidence to indicate that the student will perform better when pre-
sented with a Spanish form of the assessment?

¢ Point and Click and Fine Motor Skills
Students can point to any part of an answer and click for their response to be recorded.
This eliminates the need for students who experience difficulty with fine motor skills to
darken a circle completely, or even to point to a circle to select their response.

¢ Keyboard
If a student has difficulty using the mouse, he or she can use the keyboard to answer ques-
tions and scroll up or down.

8 Scantron Performance Series



Administering Online Tests

In this chapter:

System Test Coordinator Checklist .......... page 10
Building Test Coordinator Checklist. .. ....... page 20
Technology Coordinator Checklist........... page 24
Test Administrator Checklist ................ page 35

General Instructions For Test Administration

All staff who are responsible for administering the Alabama State Summative test must
participate in training sessions that include directions for carrying out standard examination
procedures. To ensure accurate and reliable results, the Test Administrator must be thoroughly
familiar with these procedures before administering the test.

Scantron Performance Series Test Administration Guide 9



Chapter 3: Administering Online Tests

System Test Coordinator Checklist

[1 Refer to and follow the “System Test Coordinator Checklist” in the Alabama Student
Assessment Program Handbook for Test Administration.

Preparing for Testing
[1 Read this manual and use it in your training.

[1 Make sure your student and teacher data are correct in INOW and in the Scantron
Performance Series site.

[1 Order any special formats (braille paper, refreshable braille, large-print paper, screen
reader) needed.

[1 Conduct a trial run of testing using the DEMO EXAM provided on the Performance Series
site.

[1 Make sure the Subject/Grade Access parameters for your schools are appropriate for
summative testing. For instructions on checking or changing these restrictions, see page 12.

[1 Make sure that headphones are available for any students who might drop below grade-
level 3 on an assessment.

[1 Coordinate with your Technology Coordinator to make sure that:
[1 All computer hardware and software are ready for large-scale testing.

[1 Content filters and whitelisted IP addresses are set to ensure that students will be able to
access the online tests. For details, see “Setting Content Filters and Whitelisting Sites”
on page 29.

[1 If your system uses a virtual environment (VE), ALSDE is informed so they can take
appropriate steps to permit a work-around.

For details about the responsibilities of the Technology Coordinator, see page 24.

[1 Submit any special accommodation requests to ALSDE. The standard Requesting ALSDE
Approval form can be found on the Student Assessment website (Special Populations link).

[1 Ensure that each testing site adequately meets standard conditions:
[1 Bells, intercoms, and public address systems are turned off during testing.
[1 Test rooms are suitable and able to accommodate the number of students testing.
[1 Test rooms have adequate lighting, temperature, and ventilation.
[1 Test rooms are free of visible materials related to potential test questions.
[1 Test rooms are free from distractions (e.g., changing classes, grass cutting, etc.).

[1 Verify that all testing environments have been prepared and that needed materials have
been gathered and organized.

During Test Administration

[1 Remain accessible to all system personnel during testing days to answer questions and
address emergencies.

10 Scantron Performance Series



System Test Coordinator Checklist

[1 Ensure implementation of the ALSDE digital device policy for students and school
personnel during assessments. Confirm that each school has a plan that guarantees
students do not enter the testing room with anything other than an approved calculator

(Mathematics, Grades 6-8 only).

NOTE: If a student is required to have a digital device on his or her person at all times
(for medical reasons, |IEP requirements, etc.), submit a Form Requesting Testing
Accommodations Needing ALSDE Approval prior to testing.

NOTE ON APPROVED CALCULATORS:
Students are allowed to use 4-function, scientific, or graphing calculators.

[1 Coordinate monitoring of test administration procedures in buildings and classrooms.

[1 Answer questions and be informed of irregularities in testing procedures, and report all
test security violations immediately to ALSDE.

After Test Administration
[1 Immediately following any testing irregularity, complete and submit (online) the
Scantron Testing Irregularity Report, located here: http:/bit.ly/IrregularityForm.

[1 At the end of each testing session, review the Testing Status reports in Performance
Series. For details, see page 15.

Test Administration Guide
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Chapter 3: Administering Online Tests

Subject/Grade Access and Restricted Mode Settings

You can choose which subject tests are visible to students when they log in to the Performance
Series testing site. Note that it is not necessary to restrict access to any of the available tests;
by default, all students can see all tests. Restricting access to some tests is useful for schools
that want to display only the tests that they will be administering.

12

You can also specify, by subject and grade-level, tests that must be taken in Restricted Mode.
For example, you can allow access to the Comprehensive Science test for all students in Grades
3 through 8, and you can specify that students in Grades 5 and 7 must take the test in
Restricted Mode for summative testing.

To set grade-level access for each subject area:
1. Log in to Performance Series at the school level.

2. At the top of the screen, click Performance Test Admin.

- Achievement Performance

m My Classes Reports - °n et dmin  |tem Banks Resources
Testing

Performance

Schedule Testing

+ Subject/ Grade Access

3. In the menu on the left, click Subject/Grade Access.

4. Use the drop-down menus to select which grade levels will be allowed to view each test.
For example, for an elementary school testing students in Grades K-5, you might want to
restrict access as follows:

Allowable Grade Levels By Test

Edit Allowable Grade Ranges

Allowable Grade Ranges:

Allowable Grade Ranges

Mathematics K to| 5 v ¥
Mathematics (Spanish) K to| 5 v | *
Reading 2 to 5 v *
Reading Foundations K o 2 v ¥
Language Arts 2 to| 5 v |*
Algebra None ¥ [to| None v |¥
Geametry Mane ¥ [to| None v *
TEI Demo Mone ¥ to None v ¥
Comprehensive Science 3 to! 5 v | *
TEI Demo Lab Naone ¥ to| None v | ¥
5. Click Save.

Scantron Performance Series



System Test Coordinator Checklist
NOTES:

¢ The grades you choose for each assessment determine which students will be allowed
to see the test. Be sure to set your allowable grade ranges so that your students will be
able to access the tests you want them to take. In the example above, no students wiill
be able to view the Algebra, Geometry, or TEI Demo assessments.

* Scantron recommends that each building and/or district designate one Location Con-
troller to be responsible for changing these settings.

¢ If your school tested all students in spring 2018 without any issues, Scantron recom-
mends that you not change these settings.

* As a troubleshooting measure, Test Administrators should check the Subject/Grade
Access settings any time students in a particular grade level are unable to see a test
icon in the student testing interface that they should be able to see. When a test icon is
missing altogether, it is likely because a Location Controller set up the Subject/Grade
Access parameters incorrectly.

This is a different scenario than when the test icons are grayed out. When the test icons
are grayed out, it is likely because students have logged into the test without using the
Restricted Mode application.

To specify, by subject and grade level, which tests must be taken in Restricted Mode:

1. Log in to Performance Series at the school level.
2. At the top of the screen, click Performance Test Admin.
3. In the menu on the left, click Edit Restricted Mode Settings.

Achievement Performance

L~
N My Classes Reports "o oSaimin  Test Admin

Testing

Performance

Schedule Testing

+ Subject ! Grade Access

Curriculum Alignment Guide(s)

+ Wiew Curriculum Alignment Guide(s)

Testing Status Reports
= Unfinished and Inactive Tests
+ Tesis Completed This Week
+ Students Tested This Testing Period
= Students Tested This Year
+ Students Tested During Time Frame
= Spoiled Tests
= Tests with Accommodations

« Accommedations by School

Restricted Client

« Edit Restricted Mode Seffings

Network Diagnostic

Test Administration Guide 13



Chapter 3: Administering Online Tests

4. On the Edit Restricted Mode Settings screen, check the boxes for the subject/grade level
combinations for which tests must be taken in Restricted Mode.

Login Security for Student Users Help

Edit Restricted Mode Settings Cancel Save

Restricted Mode Testing:

Toggle all checkboxes on this page

Algebra J
Comprehensive Science

Demo Exam

Geometry

Language Arts

Mathematics

Mathematics (en espafiol)

Reading

Reading Foundation

TEI Demo

For example, you can check Mathematics and Reading, Grades 3-8, and Comprehensive
Science, Grades 5 and 7, to ensure that all summative tests are taken in Restricted Mode.

NOTE: Only the Subject/Grade combinations you allowed on the Subject/Grade Access
screen can be set to require Restricted Mode testing.

5. Click Save.

Scantron Performance Series




System Test Coordinator Checklist
Checking Testing Status

Performance Series provides a variety of ways to check testing status:

¢ Via the Student Profile (Site Admin Tab > List Students, then click the student’s name, and
then click the Performance Testing tab.)

¢ Via the Testing Status Reports (discussed below)
Use these reports to view status and statistics on test progress.

NOTE: These reports show testing status; for details on testing results, see the

Performance Series Reports Guide: Alabama Summative Assessment, which is avail-
able on the Student Assessment website.

To access the Testing Status Reports:
1. Login to Performance Series.

2. If necessary, change to a school site.
NOTE: You must be logged into/viewing a school-level site to view Testing Status Reports.

3. Click the Performance Test Admin tab.

4. Choose one of the Testing Status Reports. See the following pages for details on each
report:

Performance

Schedule Testing
» Subject/ Grade Access

Curriculum Alignment Guide(s)
= View Curriculum Alignment Guide(s)

Testing Status Reports
* Unfinished and Inactive Tests
= Tests Completed This Week
= Students Tested This Testing Period
» Students Tested This Year
= Students Tested During Time Frame
- Spoiled Tests

Unfinished and Inactive Tests

Use this report to view which students are currently testing or have stopped testing without
finishing.

NOTE: Tests that remain unfinished and inactive for two weeks will be spoiled automatically.

To view an “Unfinished and Inactive Tests” report:
On the Performance Test Admin tab, at the school level:
1. Click Unfinished and Inactive Tests:

Currently Unfinished Student Tests Help

Review Testing Data Rahesh] ‘ Close ]

B There are 3 unfinished tests as of 4:37 p.m. on 11/13/16.

Bl exporcsy Count: 3
R R N R O S S T N
ADKINS, EDDIE R, 3102 11/13/16 3:32 p.m 1/13/16 3:34 p.m Language Arts Paused Details Spoil Test
ANDERSON, GROVER H. 1103 11/13/16 3:36 p.m 1/13/16 3:37 pm Reading Foundation Paused Details Spoil Test
ANTHONY, ALBERTO Q 2106 11/13/16 3:35 pm 11/13/16 3:35 pm Mathematics Paused Details Spoil Test
Review Testing Data |Refresh| | Close

Test Administration Guide 15



Chapter 3: Administering Online Tests

16

2. Click Details to view additional information about the test:

Test Details Help

View Testing Details Close
Test Details

School: East Elementary ( 50-0451-9568 )
Student ID: 3102
Student: ADKINS, EDDIE R.
Subject: Language Arts
Test Started At: 11/13/16 3:32 p.m
Test Status: Paused
Export CSV Count: 1
11/13/16 3:32 p.m Chrome Windows 7.0 7217474155

View Testing Details Close

3. Click Close when you are done viewing details.

Tests Completed This Week

Use this report to check the status and results for students tested during the current calendar

week.

To view a “Tests Completed This Week” report:

On the Performance Test Admin tab, at the school level:
1. Click Tests Completed This Week:

Tests Completed this Week Help

Review Testing Data Close

B There was 1 test completed by your students this week

B excoricsy Count: 1
ANDERSON, GROVER H. 1103 3 11/13/16 4:20 p.m. Mathematics Details Results

Review Testing Data Close

2. Click Details to view additional information about the test:

Test Details Help

View Testing Details Close

School: East Elementary { 90-0451-9568 )
Student 1D: 1103

Student: ANDERSON, GROVER H
Subject: Mathematics

Test Started At:  11/13/16 3:49 p.m.
Test Ended At:  11/13/16 4:20 p.m.
Test Status: Finished

Sessions

Expart CSV Count: 1

11/13/16 3:49 p.m Chreme Windows 7.0 7217474159

View Testing Details Close

Scantron Performance Series



System Test Coordinator Checklist
3. Click Close when you are done viewing details.
4. Click Results to see results for this student.
5. Click Close.

Students Tested This Testing Period/This Year/ During Time Frame

Use these reports as a checklist for which students have been tested vs. which ones need to be
tested.

To view a “Students Tested This Period/This Year” report:
On the Performance Test Admin tab, at the school level:
1. Click Students Tested this Testing Period or Students Tested This Year:

Checklist of Students Tested this Testing Period Help

Review Testing Data Close

B The following is a checklist of students tested during the testing period ranging from #/6/15 to 6/15/15

B Click here to change the date range of this report

B To change this testing period, click "Locations”, click to edit this school, click to edit the dates of this school year. and make any changes. Note that only
the positions Lecation Contreller and Data Entry have access to make these changes.

P /' =Tested X =NotTested Blank Cell = Test not available for students in this grade

B exortcsy Index: | AB- A v Count: 536 Page 1 v of27 >>

. Reading
Spanish <

ABBOTT, KELLI J. | 200751 K x v x X X X X v

ADKINS, EDDIER. 3102 5 v v x v v X X X

AGUIRRE. DANIEL | 3104 5 v v X v v X X X

E

ALEXANDER, ANITA | 200752 K X v X X X X X v

A

ALSTON RALPHP. | 1101 3 v v X v v X X X

AMIOT, ANGELAH. 200602 1 X v X X X X X v

AMUSO, CAROL M. | 2102 4 v X X v v X X X

NOTE: These reports can be lengthy; this screen shows a partial list of students tested this
testing period. Both reports show the same columns; only the reporting period is
different.

2. (Optional) Change the date range of the report:
a. Click Click Here:

Checklist of Students Tested this Testing Period

' 3
Review Testing/Data

B The fol Wing is a checklist of students tested during the testing peried ranging from 4/6/15 to 6/15/15.

B Click here to change the date range of this report.
5 o e b e
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b. Choose a different start and end date and click Next.

Checklist of Students Tested Help

S s

Start Date: (Month)

v || (Day) v || (Year) * ¥
End Date: (Month) v || (Day) v || (Year) ¥ *

* . . .
= required information

B

Performance Series runs a new report based on the dates you entered. The original
report remains open.

c. Click Close to close the modified report and return to the original report.

3. Click Close.

To View the “Tested During Time Frame” report:
On the Performance Test Admin tab, at the school level:
1. Click Students Tested During Time Frame:

Checklist of Students Tested Help

Enter Date Range

Start Date: (Month) v || (Day) ¥ | (Year) ¥ |*

End Date: (Month) v | (Day) ¥ | (Year) v *

*®
= required information

B T

2. Choose a start and end date.
3. Click Next.

Performance Series creates the report based on the dates you entered:

Checklist of Students Tested Help

-Til Review Testing Data

B The following is a checklist of students tested during the time period ranging frem 6/30/15 to 6/30/16

P =Tested X =MNotTested Blank Cell = Test not available for students in this grade.

Bﬂaponcsv Index: | AB- A/ v Count 536 Page 1 v of 27 »>

ABBOTT, KELLI J. | 200751

—— Reading
Stud - panis! Foundation
ent ~ StudentID | Grade |Reading Math Language Algebra | Geometry
K X X X X X X X X

ADKINS, EDDIE R. 3102 5 X X X X X X X x
AGUIRRE, DANIEL | 3104 5 X X X X X X X X
E.

ALEXANDER 200752 K X X X X X X X X
ANITA A

ALSTON, RALPH 1101 3 X x X X X x X x
p
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System Test Coordinator Checklist
4. (Optional) Click Previous to change the date range.
5. Click Close.
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Building Test Coordinator Checklist

20

Preparing for Testing

[]

[1

[1

[]

[]

[1

[1

Ensure that all personnel involved in the administration of the Summative Assessment have
been appropriately trained.

Ensure that each testing site adequately meets standard conditions:

[1 Bells, intercoms, and public address systems are turned off during testing.

[1 Test rooms are suitable and able to accommodate the number of students testing.
[1 Test rooms have adequate lighting, temperature, and ventilation.

[1 Test rooms are free of visible materials related to potential test questions.

[1 Test rooms are free from distractions (e.g., changing classes, grass cutting, etc.).

Schedule computer lab times for the classes to be tested. Consider dedicated testing times
that do not coincide with tasks that require a significant amount of bandwidth.

Assist Principal in assigning trained personnel to each testing room.

NOTE: Each testing room must have a Test Administrator assigned. If there are more than
25 students testing simultaneously, a proctor must be assigned as well. (If there are
more than 50 students testing simultaneously, a second proctor must be assigned,
and so on.)

(Recommended) Have headphones available for students in Grades 3-5 taking the
Mathematics test, as they might encounter questions containing audio.

Before each testing session, provide the following to each Test Administrator:

[1 A seating chart template for the testing session. A sample of the seating chart template
is on page 22.

[1 The appropriate class roster. For details, see “Printing Class Rosters” on page 23.

Distribute all materials that are allowed for the assessment to Test Administrators. This
includes scratch paper and pencils.

During Test Administration

[]

Ensure implementation of the ALSDE digital device policy for students and school
personnel during assessments. Prepare a plan that guarantees students do not enter the
testing room with anything other than an approved calculator (Mathematics, Grades 6-8

only).

NOTE: If a student is required to have a digital device on his or her person at all times (for
medical reasons, |[EP requirements, etc.), submit a Form Requesting Testing Accom-
modations Needing ALSDE Approval prior to testing.

NOTE ON APPROVED CALCULATORS:
Students are allowed to use 4-function, scientific, or graphing calculators.

[1 Answer questions and be informed of irregularities in procedures during the testing session.

Scantron Performance Series



Building Test Coordinator Checklist
After Test Administration

[1 Immediately following any testing irregularity, document all details of the incident and
report the irregularity to the principal and the System Test Coordinator. You can access
the Testing Irregularity form here: http:/bit.ly/IrregularityForm

[1 After each testing session, review Testing Status reports to determine which students
have/have not completed tests. For details, see “Checking Testing Status” on page 15.

[1 For any student who did not complete his or her test in the time allotted, schedule
additional testing time within a 14-day period. Unfinished tests are spoiled after 14 days.

[1 Collect all materials, including scratch paper, from each Test Administrator immediately
after testing each day.

[1 Shred all scratch paper daily.
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Test Date:

SAMPLE SEATING CHART

Room Number:

Room Supervisor:

Roster:

Prior to the test, record examinees’ names in the boxes on the seating chart, making sure the seating chart mirrors
the actual room set-up.

If an examinee is absent, write ABSENT in the appropriate box on the chart.

After testing, check the roster and seating chart to make sure you have scratch paper for each examinee who was
present for testing.

Scantron Performance Series
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Printing Class Rosters

Follow the steps below to print a class roster for each class taking a Performance Series
Summative Assessment.

1. In Performance Series, at a school-level site, click the Site Admin tab.

Building Test Coordinator Checklist

2. In the menu on the left, under Classes, click List.

ZaN
m My Classes Reports

Performance

Resources Site Admin

= List = Create + Delete
= Search Students

= Transfer Students

= Merge Students

« Profile Reports.

Classes
+ QE:y - Create - Delete

Test Admin
Classes List \
Site Admin m E:
£| Export SV
Students
Class

Grade 7 Language Aris
Sec. 7

Grade 7 Language Arts
Sec. &

Grade 7 Mathematics
Sec. 1

Grade 7 Mathematics
Sec. 2

3. Locate the class for which you want to print a roster, and in the Students column, click
the number of students associated with that class. The Class Profile is displayed:

Class Profile

Profile: Grade 7 Mathematics Sec. 1, Siet, Ariel

Class de

Student Enrollment
= Edit Enrollment

Help ||
Staff
Student Enrollment
Students
IW' Index: 5-M ¥ Count:31 Page 1 v of2 >>
Student ~ Student ID Grade
BAINES, KEILARAE 359276 7
BRAVO, ERIKA M 359378 7
CANDLER, LORINE 359239 7
CHANG, CAROL N. 359381 7
COBAS, LESLIE L. 359339 7
DIAZ, YAMILET E 359293 7
DOSTER, ANASTASIAT. 359427 7
ESPARZA, DANIEL 359208 7
ESSIX, KAREEM L. 359341 7
Fnedlander, Martha 2345 7
HORTON, WENDY C. 359264 7
_‘LO‘HNSON. JO%E&I;{& . T § 359222 _‘lA‘“M i

4. Export the Class Profile to either PDF (top right corner) or CSV (Excel) (above the
Student Name column) and then print it and provide it to the Test Administrator before
the testing session.

Test Administration Guide
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Technology Coordinator Checklist

24

[1

Reference and follow the Alabama Student Assessment Program Handbook for Test

Administration.

Preparing for Testing

[1

[1

[1
[]

[1

[1

[]

[1

[1

At each school location, configure Performance Series to restrict access based on network,
to ensure that students can access the test only from within a school location. For details,
see “Restricting Network Access” on page 25.

Ensure that each computer to be used for testing meets the minimum hardware
recommendations, Internet connection requirements, and supported browsers and
operating systems. For details, see System Requirements, available in the ALSDE Dropbox
(https://bit.ly/alsdedropbox), in the Technical Information folder.

Ensure that computer hardware, including the mouse and monitor, is operating correctly.

Performance Series requires a network processing speed of 10 Mbps or higher for every 20
concurrent testers. If you have any concerns about bandwidth issues, test your network’s
ability to handle testing load before testing begins. Run diagnostic sessions on each room,
lab, or school site being used for testing before assessing students. For details, see
“Network Diagnostic Tool” on page 27.

NOTE: We recommend going through this process each time there is an increase in the
number of students tested or when using a different lab or room.

Set content filters and whitelist IP addresses to ensure that students will be able to access
the online tests. For details, see “Setting Content Filters and Whitelisting Sites” on page 29.

If your system uses a virtual environment (VE), inform ALSDE so they can take proper steps
to permit a work-around. For details, see “Enabling Summative Testing in a Virtual
Environment” on page 30.

Recommend to Building Test Coordinators that testing be scheduled for times that do not
coincide with other tasks that require a significant amount of bandwidth.

If necessary, adjust the graphic color display and positioning on the screen to display
correctly.

Install the Restricted Mode application on any device being used for testing that doesn’t
already have it installed. For details, see “Downloading and Installing the Restricted Mode
Application” on page 32.

During Test Administration

[1

Be available to address any technology issues that arise.
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Technology Coordinator Checklist

Restricting Network Access

Before testing begins, you must configure Performance Series to restrict access, based on
either IP address or network ID and subnet mask for each