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Steps In Planning

· Attend campus coordinator training

· Required prior to campus training or receipt of test materials.

· Read official State or publisher Coordinator manual / administrators manuals.

· Sign Coordinator Oath / security form. (TAAS,TAKS,RPTE,SDAA,Local Tests, State Field Tests)

· Student identification:

· What grades / numbers of students are to be tested or re-tested ?  (All Tests are given on grade level)

	Grade
	K
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	Number
	
	
	
	
	
	
	
	
	
	
	
	
	


· What tests will students need to test? 

· What research is needed, who will do it , when:

· What special pops need to be consulted.

· What special test modifications will be needed and for whom (as per ARD / 504) ?

	Materials
	Modifications
	Status

	Large Print
	Visual
	

	Same Form
	Oral Administration
	

	Additional test adm. & manuals
	Small group administration
	

	
	
	

	
	
	


Checklist of special programs / sources  to check for modifications & needs:

· �      Special Education        �   School Nurse         �     Vice Principal / Principal

· �       LPAC                           �   Dyslexia                �     Counselor

· Determine secure location & procedures for storage of test materials :

· Establish procedures for distribution and pick-up of test materials on campus:

· Pick-up or await delivery of test materials from District:

· Inspect & review materials / order added materials if needed .

Materials Needed



Item


Quantity needed 

Quantity on hand

Amount needed



Test booklets






Answer Sheets



Administrator Manuals





Pencils 






Charts 




· Select Test Sites:

· Determine test schedule: (take into account administrative time as well as general test time)

· Determine number of test administrators & alternates that will be needed. Professional vs paraprofessional.

· Select test administrators (review with Principal):

· Distribute test administrator manuals

· Sign-out form showing receipt of manuals & training schedule

· Schedule test administrator training: 

· Notify teachers formally of training schedule as far in advance as possible.

· Conduct test administrator training:

· What special training needs to be done

· Oral Administration, 3rd grade TAAS training, Large Print, Dyslexia or other modifications.

· Who will conduct training:

· When will training be scheduled:

· How will make-up or absences be handled:

· Collect Oaths if required:

· Request verification lists, class lists, verification lists from attendance clerk / Region 20.

· Review precoded materials for accuracy.        

· (On most tests, do not change ID or name field on precoded forms.  If corrections are needed in these areas the precoded form must be voided and a new answer sheet filled in.)

· Prepare list of student testing assignments .

Sample

	Students
	Test
	Date of Test
	Test Site
	Administrator
	Special needs

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


· Prepare test sites:

· Check for restricted materials on display.

· Arrange for adequate seating.

· Check to see that climate systems are turned on and working properly.

· Post testing signs on entrance to all test areas.

· Control access to test areas using staff members / monitors.


· Plan operational testing procedures:

· Supervision of test sites

· Special testing Assignments for aides / elective teachers / other staff determined and assigned by Principal.


· Teacher relief procedures

· Student rest room procedures

· Student illness

· Students late for test

· Disruptive students

· New students - registration / testing

· Out of school students (H.S. only)

· Procedures  for movement of students on un-timed tests such as TAAS once most have completed test.

· Procedures for lunch / breakfast / snack as needed

· Notification of cafeteria department about special needs during testing.

· Procedures for adequate supervision of halls / restrooms

· Procedures for bells (some tests require bells be turned off for period of time)

· Emergency Evacuation Plan

· Develop procedures for return of test materials to secure campus site following testing.

· Materials control form \  test administrator signatures.

· Sign-in and out all secure materials.

· Return secure and non-secure materials to  _________________.

· Review district requirements as to order of materials

· Test booklets by number (TAAS)  and grade level / type of test for other.

· Test answer sheets separate as indicated with proper headers

· Return Principal’s oath & Coordinators oath with materials.

· Make arrangements for instruction, location, and supervision of  non-testing students.

· What procedures will be followed to distribute & work with test results.
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