Annual Plan: Test Administration Plan
Resources for Teachers
Connecting Learning to Life
Annual Plan
Our students are on the path!  States worked with educators, business leaders, and colleges to define the skills needed for students to graduate college and be career-ready.  We have shifted our focus to teaching these higher level skills, and regularly check progress to ensure our students are moving toward their learning goals.  Now, with the new and better test, we have the information we need to adjust teaching and improve learning, increasing each student’s opportunity to succeed.
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March
: 
Test Administration Plan
) (
P
ARENTS
Take the Smarter Balanced Practice Test with your student. Maximize learning time for students with good attendance and support for home-based learning through real-world tasks
.
) (
TEACHERS
Plan computer use; review the test administration schedule, test administration manual, and test proctoring assignments; and review the practice test resources for classroom
 activities for the performance 
task
s.
) (
STUDENTS
Continue collecting evidence for your portfolio to show your understanding of the learning goals 
for the 
third quarter
. Collaborate with the teacher to identify learning targets to build key understandings before the test
.
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Sample Email Text
To: Teachers at Smarter Valley School 
From: Principal Stevens
Re: Preparing the Test Administration Plan for the Smarter Balanced Summative Assessment
This month, the district testing coordinator and I will be working behind the scenes to develop a test administration plan for the Smarter Balanced summative assessment that provides the least disruption to teaching and learning and the best testing environment for our students. To accomplish these goals, we need your collaboration. The state has provided initial information related to the grade-level testing windows for the Smarter Balanced assessment as well as the other state tests. Our district has refined these plans in collaboration with schools. 
The test administration system electronically manages all of the testing schedules for proctors and students and can report on their test participation once all of the information has been entered into the system. Our school testing windows are by grade level and content area. Students are assigned to a specific test, on a specific day and at a specific time, in a specific location, with a specific testing platform (PC, Mac, or iPad), managed by a specific proctor. It will take us some time to work out these logistics, but with your help, we can set up an efficient and effective test administration plan. 
Smarter Balanced has published testing times and provided a tool to calculate the number of computers that we need to administer the tests. Each student has four tests: Math Computer Adaptive Test (CAT), Math Performance Task, English Language Arts (ELA) CAT, and ELA Performance Task. Both performance-task assessments have companion classroom activities that are designed for student learning within two days preceding the performance-task test. We would like to develop a mock schedule for a student who is completing these six components and bring it to the staff for feedback. 
We hope that working together will minimize the testing burden for students and staff.
Annual Plan: Test Administration Plan
Email to Teachers

Annual Plan: Test Administration Plan
Handout for Teachers
Testing Time   
[bookmark: _GoBack]The estimated length of each test is as follows. These estimates will be revised after the first operational administration. Remember that the tests are untimed:
	Test
	Grade
	CAT
	PT
	CA
	Total Sessions
	Total

	ELA
	3–5
	1:30
	2:00 
(2 parts)
	:30
	4
	4:00

	
	6–8
	1:30
	2:00 
(2 parts)
	:30
	4
	4:00

	
	11
	2:00
	2:00 
(2 parts)
	:30
	4
	4:30

	Math
	3–5
	1:30
	1:00
	:30
	3
	3:00

	
	6–8
	2:00
	1:00
	:30
	3
	3:30

	
	11
	2:00
	1:30
	:30
	3
	4:00




Students will participate in four test events (ELA CAT, ELA PT, Math CAT, and Math PT). The ELA performance task is in two parts, Parts A and B, and is intended to be given over two days, not in one continuous session of two hours. No more than two days preceding each performance-task test, students will participate in a classroom activity related to the general topic, but not the specifics, of the performance-task test. The purpose of the classroom activity is to introduce topic-specific vocabulary and context that will provide additional accessibility for students unfamiliar with the general topic. Teachers and students can look at Classroom Activities and performance tasks on the Smarter Balanced Practice Test to get an idea about these types of test components (see Resources for the link to the Practice Test).
Online calculators and dictionaries, along with writing and editing tools, are included in the online test. Teachers and students should practice using these tools on the Practice Test well before the “live” test administration, so that the tools are familiar to both proctors and students. Tests are untimed. Students are able to take as much time as they require completing the test. The test proctor and test administrator will work together to address individual situations of extra time beyond what is scheduled. Students are able to take breaks and pause the test. Every effort will be made to address the health needs of the students during the test sessions.
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(continued  ) 

Testing Time (continued) 
Typical Student Test Sessions
	ELA CAT
	ELA Classroom Activity
	ELA PT Part A
	ELA PT Part B
	Math CAT
	Math Classroom Activity
	Math PT




Proctoring Online Testing
Test proctors are assigned to administer a scheduled test at a specific testing site with specific testing platforms. They work with the test administrator and technology coordinator to ensure the security of the online test. A key advantage of computer adaptive testing is that every student receives a different test, since questions are selected based on the student’s previous answers. In addition, within the performance-task test, there are 4 to 6 different performance tasks within a topic group at a grade level. 


The online testing system has safeguards to limit the pause time for a test so that the test will not remain open and unattended. Test proctors play a key role in assisting students to get started in the test event and move through the test, while ensuring that students have the accessibility and accommodations supports designated in their profiles and the universal tools that are available to all students. They are also responsible for ending the test for each student and collecting the scratch paper at the end of the testing session.


Resources for Teachers
Smarter Balanced Website
· Current list of approved testing devices and secure browsers 
· Technology Strategy Framework and Testing Device Requirements Executive Summary (revised 8/26/14) (PDF) 
· Technology Strategy Framework and Testing Device Requirements (revised 8/26/14) (PDF) 
· Technology Strategy Framework and Testing Device Requirements Q&A (PDF) 
· A bandwidth test will measure current Internet bandwidth available at your school. Two good choices are SchoolSpeedTest (from Education Superhighway) and SpeedTest.net. You can use information obtained from these tools with the Technology Readiness Calculator linked below. 
· Technology Readiness Calculator
Smarter Balanced Practice Test and Training Test Portal
· Calculators
· Manuals and User Guides (under “Resources and Documentation”)
· Classroom Activities (under “Resources and Documentation”)
· Scoring Guides (under “Resources and Documentation”)
· Performance Task Writing Rubrics (under “Resources and Documentation”)
· Frequently Asked Questions (PDF)
· Elementary Writing Factsheet (PDF) (DocX)
SmarterApp
· Accessibility Resources
· Guidelines for the Configuration of iPads During Smarter Balanced Testing
· Guidelines for access to the Merriam-Webster online dictionaries
· Permissions
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