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THE BRAINS




MANY LOGISTICS OF TESTING

» Know your dates

. Training materials

. \What rooms are you using?

. What are your seating
challenges?

» \Who will be where?

. Organization

 Get campus admin involved




KNOW YOUR DATES

/,

. Test dates can guide when you need to do

your trainings. YOU'R[A
> Once you've set your dates, let your STAAR
faculty/staff know ASAP.
. Consider how you want to approach your - "
annual securities and procedures training, as f Fo. 7
well as your subject specific trainings. ; . ROCK'*
> We've done themes in the past: ;TER;PI\lﬂﬁﬁ A
« May the Force Be With You h % : F ,a, |
= Yourea STAAR __,’TEEIL: E'f"?EDE
« Rock the STAAR 7 4



TRAINING MATERIALS

 Have an agenda or bulleted list of craAR Tranng

8th Grade

items that you will be covering for
yo U r t ra I n I n g S . Test Security and Confidentiality (pg. 3-9)

» Here is an example of the training | ™G,
material we've used in the past. > Emergendes

o Allowable test administration procedures and accommodations

- A lot of teachers will make > ot

o Room check on
- - - m Monday 5/3
n O t e S O n t h I S a n d p Ut I n t h e I r e All material related to Science and Social Studies must be covered
or removed
- . m  Monday 5/10
te St a d m I n I St ra t O r m a n u a | ) e All material related to Reading and Math must be covered or
removed
o White attendance sheet (room roster) hung on the door at the start of testing

WhICh |S a great StratGQY! o Green attendance sheet hung on the door at 10:30




KNOW YOUR ROOMS

A B C D
"""" Room#  Teacher  Desk Count Notes (If you have tables, describe number of chairs per table/how many tables total.)
201 Simpkins o round tables/4chairs, 1 table/2 chairs, 1 desk/1chair, 3 computer desk/3 chairs
203 Toal 16
204 Simmons 25
205 Mann 26
206 Canter 3 4 tables 14 chairs
207 Mojarro n/a 6 tables x 4 chairs; plus one rolling seat w/attached table top. Total of 25 seats

» We make a spreadsheet with room numbers and teacher names.

- We ask our teacl

ers to fill in their desk count.

« [f they have desks and tables, they use the notes column to

describe thei
» This helps us know w

- layout.

nat rooms are best for small group and other special

circumstances, as well as "normal” testing rooms.



WHO AND WHERE?

 Once you have your designated rooms, e —
you can start placing students. wl
> Our school district uses TestHounc X om o= -
and it is very helpful and user friendly. o r“*‘ *
» Things to consider: o= S—
- |s every student on your campus aow |
testing? cun e
« |t not, where will they go? Ff j
> Are all of your students with S o
accommodations appropriately 0 g
placed? Lf : j




GET ORGANIZED

We use folders to share
campus testing
information, procedures,
and supplies.




TEST ADMINISTRATORS
WHAT YOU CAN SAY

Before the test begins, each T dmini s I following:

“Cell phones, iPads, tablets, smart watches, air pods, and all other electronic
devices are not allowed during testing. If you have a cell phone or other device in
your purse or back-pack, it must be turned off. If your cell phone rings during
testing, it will be turned in to the office. If you have a cell phone or other device
on your person during testing, your test may be invalidated, "

Through proper Active Monitoring, a Test Administrator should remind examinees that
they should finish the test and be satisfied with their responses before submitting their tests.

Onee a test is submitted, it cannot be restarted by the test administrator,

“Before you click the final submit button, please make sure you are
satisfied with your responses. I cannot restart your test once you have
clicked the final submit button.”

If a student asks the Test Administrator a question related to the content of the test itself, the
Test Administrator must respond:

“T can’t answer that for you; just do the best you can.”
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CELL PHONE POLICY FOR STATE ASSESSMENT ADMINISTRATIONS

As required by TEA, each district must develop a Cell Phone Poliey to ensure that the security
and integrity of the testing program is maintained. The use of cell phones during testing is
prohibited by TEA for the following reasons:

= Receiving or making callz or text messages disrupts the testing environment by
disturbing other students.

» Receiving or making calls or text messages could eompromise the integrity of the test.

s The text-messaging and camera features of cell phones, smart watches and other electronic
devices could be used to compromise the integrity of the test.

To ensure the security of the testing program, Pine Tree LS.D. will use the following
procedures during cach state assessment administration:

Campus Principals are ultimately responsible for ensuring that cell phones and smart watches
are not available to students during a testing session on their carmpus,

Campus Coordinaters are respensible for training each Test Administrator in the campus
procedures used ta ensure cell phones, smart watches, and other electronic devices are not
available to students during testing and are stored according to campus procedures.

Test Administrators are responsible for ensuring that their personal cell phones are turned

OFF and are not used during the testing session, and for ensuring that cell phones & smart

watches are not available to students during testing sessions by using the following

procedures:

=  Students who enter a testing room are responsible [ praonal belong
including backpacks, purses, notebooks, h‘g:nmhmjucﬁtls,bﬂnkbﬂgs n]lul-a-cm
devices, phones, smart waiches, etc,

*  Test Administrators must designate a location in the testing room for the storage of all
student belongings including backpacks, purses, notebooks, large coats/jackets, book bags,
etc., during the testing session; ideally, the location should be in the back of the room, or on
shelves not accessible during testing. Linder student desks is not acceptable,

. T:st Adnnmstm-m fare re:s.pms'hle for M m-demt whu enters the tnuhuﬂmﬂnuf

*  Test Administrators must read the following statement once all students have entered the
testing room and are scated:

“Cell phones, iPads, tablets, smart watches, air pods, and all other electronic devices
are not allowed during testing, If you kave a cell phone or other elecironic device in

vour purse or back-pack, it must be turned off. If your cell phone rings during testing,
it will be mﬂdmmﬂcq{ﬁm Emﬁm# m‘!p.ﬁwaramﬂdcmﬂukdfmm
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Guidelines for Text-to-Speech Support

The following table indicates what will or will not be read to students who have the TTS suppart available during testing.

Reading Language Arts (RLA), English | and English II

STAAR and Test Answer Passages
STAAR Questions | Choices
Spanish
Revising v ¥
Editing o
Reading LA

Math, Science, & Social Studies

=

STAAR and Test Answer Content & '
STAAR Spanish | Questions | Cholces Language*

Math v v v ¥ ¥
Science v v v v 7
Social Studies | ¥ v v . v v

*Students must meet the eligibility criteria for Content and Language to receive this support.




The following




STAAR
o RESTROOM PASS

A student may _m!_i@”q a restroom break one at a time only. The
test booklet, with the answer document inside, shall be closed
A and left on the student’s desk.

il




|
Room Attendance

Pine Tree ISD, PINE TREE JH LUNCH FORM -
\. SRSGEN - BiTE KA A AL : FOR CAFETERIA I.JI E

Wizard of Oz ROOM: 102 Test Administrator(s): None !

Seat StudentiD  State StudentiD Absent Last Name First Name M Gd Gr
1. 44444 ] roos TOTO M7
2. 55555 0567825742 ] ouwe s LOLLIPOP M7
3. 2z [] wmcH GLINDA F |7
4 33333 ] wimcH WICKED F |7

Teachers: please use the checkbox to
indicate if the student wants to receive
a bagged lunch from the cafeteria.

# of regular milks needed

# of chocolate milks needad



COMMUNICATE WITH ADMIN

» Schedule a time to meet with all of your admin
and go over logistics.
> Admin can help set testing day schedule,
lunch schedule, as well as reinforce
campus testing and expectations to
faculty and staff.




COMMUNICATE WITH ADMIN

A

| PINE TREE INDEFPENDENT SCHOOL DISTRICT

e oo e . Discuss "test day jobs” that admin can do to

STATE ASSESSMENT TEST MONITORING LOG

- e help out.

T ﬁ“ e - Ex: Our principal will create the schedule
for the day and disseminate it to our
R faculty.
> Monitoring rooms on test day

Commume nts:
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STUDENT NEEDS

« Consider your special populations
and their needs
> Text to speech and content and
language supports users should
practice on the online platform
before testing.
» Supplies needed for students
> Pencils
> Phone collection plan (post-its,
paper bags, labels -- oh my!)




STUDENT NEEDS

E12

o | e ka

R

=

10
11
12
13
14
15
16
17
18
19
20

E Dictionaries + & &

File Edit View Insert

r .-I-\.- =l |

Data Tools

Q & @~ w00% ~ @ Viewonly

A B C
Dictionaries 7th grade
Room Number of Dictionaries Teacher
Room 303 -19 o Williams
Room 304 - 20 5 Williams
Room 305 - 20 5 Elia
Room 306 - 12 3 Elia
Room 310 - 14 4 Williams
Room 312 - 14 4 Elia
Room 313 - 14 4 McBroom
Room 314 - 11 3 Browning
Room 315-13 4 Avery
Room 316 - 14 4 Morgan
Room 317 - 20 o Morgan
Room 318 - 20 5 Morgan
Room 319 - 20 8 Morgan
Room 320 - 20 a Avery
Room 405 - 15 4 Avery
Room 410-18 2 Avery
Room 605 - 18 5 Browning
Room 606- 18 o Browning

CBA Math Calculators &% & &
File Edit Yiew Insert Format Data Tools Extensions
L & o 5 100% ~ $ % -0 .00 123 pef
- fir ROOM &
A B [

ROOM # L TEACHER # OF STUDENTS
408 Bledsoe 21
402 Brantley 21
203 Burrison 22
211 Charlson 12
604 Cook 20
204 Dugger 18
219 Garredl 18
Library Goodman 23
205 Mann 20
213 House 12
217 Jones 20
216 Miche 11
207 Mojarro 12
218 Ravellette 16
201 Simpkins 11
406 Snapp 20
212 Boswell 20
2089 Thacker 18
202 White 20

248 A Tali i Tm

23




- New teachers need extra guidance

> Give themr
"Putmeir

TEACHER NEEDS

confidence to say
coach, 'mready!”

. "Specials” teachers training
- Accommodations pages and

what to ex
testing to

nect student

ook like

. Hallway and Bathroom Monitors
- Expectations and procedures

Testing @ PTJH

Dwo:
= Cpllect all cell phones, smart watches, personzal technology from students at
beginning of testing session
= Ask students to put all of their belongings in one central location in room (ex: front of
rogm}
= Prior to beginning the test, students may retrieve one book for reading after
they've completed their test
m EBe sure to keep the book ynder their desk while testing.
= Attendance - You will have two rosters in your folder/box.
= 'White roster: place on your door ASAP. We gather those quickly and call
parents to encourage them to bring their kiddos to school ASAP.
= Green roster: place on your door at 10:30. This is our official attendance count
that Mrs. Stagner reports for our campus.
= Actively monitor while testing.
= ALL electronics should be off; it is very important that you are actively
monitoring.
Flzaze make sure you are:
a Walking around to ensure that students are working on the test
= Itis helpful to monitor screens by having your desks arranged so
that you can see from the back of the entire group.
= A5 students finish their test, they may:
m FRead their book
m Put their head down
= They are not to talk to a neighbor, silently play tic-tac-toe with
another neighbor who is finished, write notes back and forth, Lay
down on the floor, etc.
= ‘When everyone is finished testing:
Students must remain guiet
Students may read their selected book only while others are still testing
No movies, music, or technology may be used after testing.
m Includes work on chromebooks
= Some Test administrators will bring word searches, doodle pages, mazes, etc.
to their testing room for students who do not choose to lay their head down
and deo not have something to read.
m Students may use these gy when every student in the testing room
has completed their tests.




TEACHER NEEDS

- New teachers need extra guidance
> Give them confidence to say
"Put me in coach, 'm ready!”
. "Specials” teachers training
- Accommodations pages and
what to expect student
testing to look like
. Hallway and Bathroom Monitors
- Expectations and procedures

Do

= Collect all cell phon

beginning of testing

= Ask students to put
room}

= Prior to begi

parents to &

= Green roster:

that Mrs. 5ta

= Actively monitor whi

= ALL electroni
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= Plzase make

m Walki

= A5 students
m FRead
m Putth

= When everyone is fi
Stugents mu
Stugents ma

Mo movies,
m Inclu

Some Test
to their testi
and doenot h
m  Stuode
has ¢

Don'ts:
= [on't allow students to have their belongings when they go to lunch UNMLESS you have
heard that we are “all clear”
= Al Clear means:
m Backpacks, purses, cell phones, etc. may be returned to the student
because our general testing session is completed.
m The testing session is coming to an end and stay tuned for a bell to
dismiss students back to their “regular day”
= [Oon't send students to lunch alone
= Please be sure to drop off and pick up your group toifrom lunch.
= [on't be onyour own technology during STAAR testing
= But what if | nesd to text Ogle/0'Keefe or admin for a situation in my room?
m 'We have hall monitors that do a really good job of getting Ogle/orkesfe
or admin's attention as situations arise
= But what if there’s a situation with my family?
m Plzase make sure all people who need you have our school’s number -
903-295-5081 (sherri’s EXT is 12031
m 'We have been able to get a teacher removed from their testing room
due to a family emergency in record time [just ask Coach Rock)

If you are assigned to be a Hall Monitor:
= [0 be sure to frequently check the doors in your assigned area.
= ‘fou may be required to provide a bathroom break to the TA, or watch the
testing room as the TA returns their box to the conference room, etc.
= Do familiarize yourself with our testing procedures.
= In the event we are short test administrators, we will need to have all hands on
deck to help out
= [0 not sit throughout the entirety of the testing session.
= It can be hard to see all the doors from just one location.
= For STAAR, do not bring a book, chromebook, or any other item that would distract you
from monitoring your area.
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EAT YOUR WHEATIES

& Room Accommodations
‘ Test Pine Tree ISD, PINE TREE JH

Huound

10/11/2023  8:30 AM - 9:00 AM
7th Reading ROOM: 306

TOTO
Grade: 7 Gender: M 504: True SpEd: False
Online: Content and Language Supports
Online: Online Test Delivery
Online: Text-to-Speech
AF: Reminders to Stay on Task
AF: Small Group Administration

LOLLIPOP GUILD

Grade: 7 Gender: F 504: False SpEd: True
Online: Content and Language Supports
Online: Online Test Delivery
Online: Text-to-Speech

 Day before Testing
> Classroom checks
= Materials covered, all items put away,
e j;_{;f;" chairs/desks facing the same way.
LEP: False = Overall tidiness and ability to actively
monitor
o Getting buckets ready
= Folders
« Accommodations™
= Tickets
= Rosters
» Seating Chart
» Passes - bathroom/teacher

o Other materials (reference charts, etc)

State Student ID: ™
LEP: False



EAT YOUR WHEATIES

Room Accommodations
Accommodations W B &
File Edit View Insert Format Data Tools Extensions Help
Q 6 & & F 100% ~| $ % O 00 123 Defaul.. v | — + B I 5 A % F =.
v | K
A B C - D E F
Program Student Name Math Reading Science Social Studies
TTS, C&L, TTS, CA&L, TTS, C&L, TTS, CA&L,
supplemental Aids, Supplemental Aids, supplemental Aids, Supplemental Aids,
SPED | Dorothy small group, calculator |small group small group small group
3 204 | Cowardly Lion TS TS TTS, Supplemental Aids | TTS, Supplemental Aids
4 RTI| Tin Man =mall group Small group =small group Small group
LO TTS, C&L, TTS, C&L, TTS, C&L, TTS, C&L,
Gral > supplemental Aids, Supplemental Aids, supplemental Aids, Supplemental Aids,
Onli 204 | Wizard of Oz small group, calculator |small group small group small group
Online: Online Test Delivery
Online: Text-to-Speech




EAT YOUR WHEATIES

TEST TICKET
District: DEMO DISTRICT 5 (999005)
Campus: DEMO CAMPUS 6 (999005001)
LAST: AFT Do Not Delete
FIRST: AFT Do Not Delete

MIDDLE: Grade: 5
TSDS 1ID: DMB88886000/ DOB: ©9/09/2001

SESSION #1111111

 Day before Testing
o Classroom checks
= Materials covered, all items put away,
chairs/desks facing the same way.
= Overall tidiness and ability to actively
monitor
o Getting buckets ready
= Folders
= Accommodations
= Tickets
= Rosters
» Seating Chart
» Passes - bathroom/teacher
o Other materials (reference charts, etc)



EAT YOUR WHEATIES

. [esting Day

- Be sure to put on (comfy)
problem solving shoes!

- Communicate clearly with
admin on this day

= Monito
= WWhere

go

= Lunch sc
= [esti

> Expect t

e unex

~your hallways
ate testers need to

nedule
ng dismissals

hected and

have your DTC on speed dial!




FOR WHAT YOU DON'T KNOW

Even the best, most organized
testing coordinators can’t plan for
a technical error. If you have the
luxury, you may want to coordinate
your testing dates with your IT
department and schedule to have
an T specialist on campus.










