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Directions for Administration

Test Directions Overview

These instructions apply to administration of the Smarter Balanced Summative
Assessments for ELA and mathematics and CAST only. Do not use these instructions for
administration of the CSA or the CAAs. The DFAs for the CAAs for ELA and mathematics
and the embedded performance tasks for the CAA for Science, which include directions,
can be downloaded from the password-protected TOMS.

TA Tasks Before Testing

Before administering a test session, the TA should verify that the following tasks have
been completed:
e Verify the security of the testing environment prior to beginning a test session. (Refer
to the subsection Security of the Test Environment.)

¢ Arrange student seats so that students cannot view each other’s answers.

¢ Cover or take down all displayed instructional materials (e.g., vocabulary charts,
periodic tables, etc.).

¢ Post “TESTING—DO NOT DISTURB" (PDF) located at https://www.caaspp.org/rsc/
pdfs/calif-tac-do-not-disturb-sign.pdf signs outside of the testing room.

e Ensure that students do not have access to digital, electronic, or manual devices
(e.g., cellphones, smart watches) during testing unless it is an approved medical
support. Hang “Unauthorized Electronic Devices May Not Be Used at Any Time
During the Testing Session” (PDF) located at https://www.caaspp.ora/rsc/pdfs/calif-tac-
unauthorized-electronic-devices-sign.pdf signs where clearly visible to students in the
testing environment as a test security reminder.

e Make sure each testing device or workstation has headphones.

e Verify that students have access to and use of the additional required resources
specific to each assessment and content area (e.g., scratch paper for all tests,
headphones for ELA, graph paper for mathematics grades six and above). Refer to the
subsection Additional Required Resources web page located at https:/ca-toms-help.
ets.org/caaspp-otam/ta-interface/about-testing/#addtional-required-resources for a
complete list.

e Recommended: Launch secure browsers on all testing devices before students sit
down to test.

NOTE: Students are expected to use the embedded calculator for calculator-allowed
guestions on the mathematics and science tests. The only exception to this is for
students in grades six and above with a documented accommodation in an IEP or
Section 504 plan to use a non-embedded calculator on a mathematics assessment
(accommodation) or students in grades five and eight and high school taking a science
assessment (designated support).
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Directions for Administration (cont.)

To ensure that all students are tested under the same conditions, the TA should adhere
strictly to the script for administering the test unless a student is assigned the non-
embedded designated support for simplified test directions. The script can be found on
pages in this document. When asked, the TA should answer questions raised by students
but should never help the class or individual students with specific test items. No test
items can be read to any student for any content area, unless the student is assigned

a read-aloud non-embedded designated support or accommodation as listed in the CA
Assessment Accessibility Resources Matrix web page located at https://www.cde.ca.gov/
ta/tg/ca/accessibilityresources.asp.

If the class is resuming a test and the TA is sure that all students are able to log on
without hearing the logon directions again, the TA may skip the italicized portions of the
directions.

All directions that a TA needs to read to students are indicated by the word “SAY" and
are in bold so they stand out from the regular text. They should be read exactly as they
are written, using a natural tone and manner (except for students assigned the simplified
test directions non-embedded designated support). If the TA makes a mistake in reading a
direction, the TA should stop and say, “| made a mistake. Listen again.” Then the direction
should be reread.

The TA should try to maintain a natural classroom atmosphere during the test
administration. Before each test begins, the TA should encourage students to do
their best.
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Directions for Administration (cont.)

Administer an Online Test Session

NOTE: This subtopic describes the screens associated with in-person testing. Refer to
the Remote Testing web page located at https://ca-toms-help.ets.org/caaspp-otam/
remote-testing/ topic for details about testing remotely.

WARNING: When launching a test session, always be sure to select the correct
assessment. To help with differentiating the tests, the assessments each have a
differently colored background with a white-text label.

If a TA has mistakenly selected and administered the summative assessment when
intending to administer an interim assessment or practice or training test, the TA
should stop the test and notify the testing coordinator. The LEA CAASPP coordinator
or CAASPP test site coordinator will need to report the incident using the CAASPP
STAIRS/Appeals process.

Open the Test Administrator Interface and Approve Students for Testing—All
Assessments

The TA must create a test session before students can log on to the Student Testing Site.
For a student to take a specific test, it must be included in the test session.

This section contains information on how to start a test session, add tests to the session,
verify students’ test settings, approve students for testing, and monitor their progress.

WARNINGS: Check students’ information and test settings before test sessions.

e A student who requires test settings other than universal tools must have the
settings updated in TOMS before testing begins. For information about test
settings, including accommodations, refer to the chapter describing student test
settings in the CA Assessment Accessibility Resources Matrix web page located at
https://www.cde.ca.gov/ta/tg/ca/accessibilityresources.asp.

e If there is a student whose test settings are incorrect, do not approve the student
for testing. Instead, contact the LEA CAASPP coordinator or CAASPP test site
coordinator to have the student’s information updated in TOMS and reschedule the
student’s testing.
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Directions for Administration (cont.)

Beginning an Assessment

Follow these instructions to administer the computer-based Smarter Balanced Summative
Assessments and the CAST unless a student is assigned the non-embedded designated
support for Simplified Test Directions. The TA must create a test session before students
can log on to the Student Testing System (but no more than 30 minutes prior or the
system will time out). When a TA creates a test session, a unique session ID is randomly
generated. This session ID must be provided to the students before they log on and
should be written down.

The process for administering computer-based tests is as follows:

1.The TA selects tests and starts a test session in the Test Administrator Interface.

2.Students sign in and request approval for tests.

3.The TA reviews students’ requests and approves them for testing.

4. Students complete and submit their tests.

5.The TA stops the test session and logs off.
For information about the testing process from a student’s perspective, refer to the
Signing In to the Student Testing Site located at https://ca-toms-help.ets.org/caaspp-otam/
student-testing-application/sign-in-student-test-site/ and Features of the Student Testing
Application web page located at https:/ca-toms-help.ets.org/caaspp-otam/student-testing-

application/features/ of the CAASPP Online Test Administration Manual located at https:/
ca-toms-help.ets.org/caaspp-otam/.

Guide to Administration Scripts

Icons Definition of Meaning

Test Administrator Indicates the test administrator’s tasks or view

Indicates the student’s tasks or view

Indicates the California Science Test

Indicates the Smarter Balanced computer adaptive test
Indicates the Smarter Balanced performance task

[ SB | Indicates all Smarter Balanced tests
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Test Logon Instructions

Test Administrator

1.Navigate to the CAASPP website located at https://www.caaspp.org/ on a web browser.

2.Select the [Test Administrator Interface for All Online Tests] button, as shown
in figure 1.

Test Administrator Interface
for All Online Tests

Figure 1. Figure 1. [Test Administrator Interface for All Online Tests] button

3.Log on to the Test Administrator Interface using the TA's sign-in credentials, as shown
in figure 2.

m Password

Eorgol Your Password?

Figure 2. Test Administrator Interface Logon screen

4. Select the [Start a New Session Now] button (figure 3); this appears on the right side

of the screen.
>)

Start a New
Session Now

Figure 3. [Start a New Session Now] button

5.If the TA is associated with multiple institutions (school sites), an “Important!” message
appears after selecting the [Start a New Session Now] button. The TA must select the
appropriate institution from the drop-down list in this message and select the [Go]
button, as shown in figure 4. The TA may only select one institution at a time from
the list. Students who have the session ID and are enrolled in a different school than
the one the TA selected will also be able to test in the same test session as students in
other schools, if the TA has roles in multiple schools. To select a different institution,
the TA must log off and then log back on. Regardless of their test site, students who
are testing in person should be supervised at all times.
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Test Logon Instructions (cont.)

Important!

FPlease choose the institution for which you will b2 adm nistering this test ses5s5ion

[ Click here 1o choose VI

Go Chose

Figure 4. Message from the Test Administrator Interface

6. The Operational Test Selection screen, as shown in figure 5, color-codes tests and
groups them into various categories. A test group, such as “Smarter Balanced

Summative Assessments,” may include one or more subgroups. All test groups and
subgroups appear collapsed by default.

Qperational Test Selection

Qlx
Choose a testing category

Then select one or more tests. You can switch categories by using the bution in the madal header.

= | Smarter Balanced interim Assassments

> | Smattr Balanced Summativs Asssssments

= ‘ Callfomia Attemate Assassments (CAA)

&

You must make at least one selection before starting your
= ‘ Califomia Spanish Assessments (GSA)

session

> ‘ Allernale English L anguage Proficency Assassments (FL FAC)

> [ Summative English Languaga Proficiency Assassments (ELPAC)

Y ‘ Inilial English Language Proficiency Assessments (ELPAC)

> ‘ Initial Alternate English Language Proficiency Assessments (ELPAG)

@ Start Operational Session

Figure 5. Operational Test Selection screen

7.To select a test or tests for the session, first select the test name and then use one of
the following on-screen icons; these are indicated in figure 6:

a) To expand a collapsed test group, select the [Plus] plus-sign [+] icon.

b) To collapse a test group, select the [Minus] minus-sign [-] icon.
¢) To expand the list of all tests, select the [Expand All] outward arrows [£2] icon.

d) To select individual tests, mark the checkbox for each test to be included.
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Figure 6. Expanded tests in the Operational Test Selection screen

8. Either use the filtering feature to open specific grade-level or content-area
assessments; or, to start the test, select the [Start Operational Session] button. These
features are indicated in figure 6. Take the following steps to use the filtering feature:

a) Select the [Add Filter] button [ ] (indicated in figure 6) to access the
filter panel.

b) Expand the available filter categories by selecting a [Plus] plus-sign [+] icon
(indicated in figure 7).

) Select the criteria to filter. For example, to select all the tests in a content area,
mark the checkbox for that group.

d) Select the [Apply Filter(s)] button [ ] (indicated in figure 7).

e) Remove the filter by selecting the [Remove Filter] “X” icon[ ] (indicated in
figure 7).

f) Select the [Start Operational Session] button to start the test.
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