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Introduction  
The CASAS Handbook for ABE Teachers provides new teachers with the instructions and guidelines they 
need to fulfill program, state and federal accountability requirements.  The handbook gives some basic 
tools to maximize instruction based on information gained through CASAS testing and demographic data 
collection.  It also functions as a reference guide for more experienced teachers. 
 
**The handbook complements the CASAS Initial Training but does not replace it.  It contains much of 
the same information as the Initial Training, but focuses on the CASAS system from a teacher’s 
perspective.  It asks the teacher to reflect on and interact with how the assessment relates to their 
local program, class and students.  It can be used as a reinforcement of the material covered in the 
Initial Training, and as an ongoing reference for teachers. 
 
As an ESL/ABE/ASE teacher, you will become familiar with a variety of procedures and terms.  After 
reading this manual, you should have a basic understanding of: 

• The CASAS System 

• CASAS Testing 

• CASAS Reports 

• How to determine class and student needs based on CASAS testing and reports 

• Where to go for instructional resources based on identified needs 
 

This manual is an interactive tool and a reference resource for teachers.  It will help you  become 
familiar with accountability procedures for your site. 
 

Where you see thes icon, take time to answer the questions.  You may need to ask for assistance 

from your supervisor or lead teacher in order to gather all the information.  There is an answer key at 
the end of this Handbook. 
 

Where you see the : icon, follow the link to the referenced document on the CASAS website at 

www.casas.org. 

 
For the New Teacher: 
There is a wealth of information provided in this Handbook.  It is very important for you to understand 
how to use the CASAS system both for placement of students into your program, and to target 
instruction that will help your students meet their learning goals.  It is also important to fully understand 
the proper administration of CASAS as a standardized test. 
 
For the Experienced Teacher: 
Much of the information may be a review for you, but chances are that you will discover some things 
that you didn’t know about CASAS.  Information is provided on following the test administration 
process, preparing the needed reports, targeting instruction based on testing outcomes, and finding 
corresponding instructional materials. 
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OVERVIEW OF ADULT BASIC EDUCATION (ABE) IN MINNESOTA  
 
The MISSION of Adult Basic Education in Minnesota is to provide adults with 
educational opportunities to acquire and improve their literacy skills necessary to 
become self-sufficient and to participate effectively as productive workers, family 
members, and citizens. 
 

ABE Programs available: 
u GED - General Educational Development Diploma.  National high school equivalency program 
that includes a set of 5 tests: Math, Reading, Writing, Social Studies, and Science. A free GED 
preparation online distance education program (called GED-i) is also available for eligible 
students. 
u Adult Diploma - Programs for eligible adults leading to a high school diploma from a local MN 
school district.   
u ESL - English as a Second Language.  For learners whose native language is not English. 
u Basic Skills Enhancement - For learners who need goal-specific elementary or secondary level 
basic skills such as work-related math, functional literacy (e.g.- banking skills), reading or writing 
assistance.  Generally considered "brush-up" and not leading to a diploma or GED. 
u Family Literacy - Program for adults and their pre-school children.  Features instruction for 
adults in literacy, instruction in parenting, and educational/developmental services for kids.  
u Citizenship / Civics Education - Programs which prepare Minnesota non-citizens for US 
citizenship. Includes US citizenship application preparation and English language instruction.  
Civics Education includes content related to general civics knowledge and full participation in US 
society, culture and employment. 

 
Eligibility 
To be eligible for ABE, an individual must be 16 or over, not enrolled in secondary school, and 
functioning below the 12th grade level in any of the basic academic areas including reading, math, 
writing and speaking English. 
  
Outcomes 
Adult Basic Education addresses a variety of learner goals.  ABE helps learners to: 

• Attain employment and/or better their current employment;  
• Achieve high school equivalency (GED or Adult H.S. Diploma);  
• Attain skills necessary to enter post-secondary education and training;  
• Exit public welfare and become self-sufficient;  
• Learn to speak and write the English language;  
• Master basic academic skills to help their children succeed in school;  
• Become U.S. citizens and participate in democratic society; and  
• Gain self-esteem, personal confidence and sense of personal and civic responsibility. 

 
 
 
For more information about Minnesota Adult Basic Education go to:  http://mnabe.themlc.org/  
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Section 1: What Is CASAS? 

 
CASAS – Comprehensive Adult Student Assessment Systems – is a nonprofit organization.  It provides 
standardized assessments and other tools needed to collect and report student instructional needs and 
learning progress. 
 
With the CASAS system, agencies can establish measureable goals, document student outcomes, and 
report program success to students, staff, local boards, and policymakers, while meeting the 
requirements of the WIA Title II program. 
 
There are four key components of the CASAS system.  This teacher’s handbook will direct you through 
each of the components, and demonstrate how they work together. 
 

Curriculum components: 
CASAS Competencies:   

• Skills for life and work 
CASAS Content Standards 

• Underlying basic skills in listening, reading and math 
Both can be used for curriculum design and instruction. 

 Both are aligned to CASAS test items. 
 

Basic Skills Assessed: 
Standardized Multiple Choice (examples) 

• Reading, Listening and Math 
Standardized Performance-Based (examples) 

• Writing, Speaking 
 

 
Instructional Tools available: 
TOPSPro Reports 

• Provide diagnostic reports for teachers and learners 
Quick Search 

• Helps identify effective, competency-based instructional materials 
 

 
Reports: 
Manual Reports 

• Identify target competencies, task areas, and content standards 
TOPSPro Software 

• Provides same as above, plus many other reports 
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Section 2: CASAS – A Competency-Based System  
 
CASAS is an assessment system that is designed to be used in a Competency-Based program of 
instruction.  The competency-based education cycle focuses on what students need to know to be 
successful and how teachers can teach them what they need to know. 

1. Assess student needs – this is done both informally and formally and includes pre-testing. 
2. Review test results and identify competencies and content standards to incorporate into 

instruction.  
3. Identify appropriate instructional materials. 
4. Measure progress using post-tests. 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
CASAS assessments can be used with all levels of ABE students, including ESL, Literacy and GED learners. 
 
CASAS Assessment Tools for GED Preparation 

• Life Skills Math Level D Forms 37 and 38 
• ECS Reading and Math Level D Forms 17 and 18 
• Life and Work Reading Forms 187 and 188 
• Functional Writing Assessment 

Pre-tests 

Quick Search Online 

Who are your students? 
What do they need to know? 

Post-tests 
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Section 3: CASAS Assessment System  
 
There are four steps in the assessment process.  

1. Place students into your program/pretest level using a screening instrument and an appraisal.  
2. Administer an appropriate pretest to identify student learning needs.  
3. Provide instruction based on test results and what students need to know. 
4. Administer an appropriate post-test to measure student progress and document learning gains. 

 

1.  Place:  Appraisals  

The purpose of the Appraisal Process is to: 

• Determine readiness for a program (ESL, ABE, GED) and instructional level for the 
student 

• Identify the correct CASAS pretest level 
At the time of registration, students should be given an appraisal to determine their 

English language skill and literacy level.  Some agencies have developed their own appraisal system.  
Often, the registration process for new ESL students includes a CASAS Appraisal. 

The appraisal is not a pretest, but a tool to determine the correct pretest.  The appraisal results cannot 
be used to determine instructional needs or for NRS reporting purposes. 
 

2.  Diagnose:  Pretest  

The pretest is given upon entry into the program.  “Pretest” denotes the first CASAS test 
administered to students after an appraisal.  The pretest measures what a student knows 
at the beginning of your class.  The results of the pretest help determine the learning 
needs of your students and help guide instruction. 
 

 
3.  Instruct:  Guided by pretest results  

Instruction is guided by pretest results and is a time for ongoing, informal assessment.  
CASAS tools for determining instructional needs include the assessment links to the 
CASAS competencies and content standards.  The CASAS tool that can be used to identify 
materials that may meet instructional needs is the CASAS Quick Search. 
 
 

4.  Monitor:  Post-tests  

The post-test measures what the student knows after completing a prescribed number of 
hours in your class.  The State of Minnesota recommends 40 to 60 hours between pre-
test and post-test.  These test results help you monitor the progress the student is making 
in your class. 
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Section 4: Appraisals, Pretests and Post-tests 
 
Appraisals  
 
See each individual Appraisal Manual for specific instructions for administering the assessment.  Always 
follow standardized testing procedures. 
 

Suggested Appraisals  
 

• Form 80 Appraisal – for use with all ABE/ESL students (Reading and Life and Work Listening) 
• ECS Form 130 – use with ABE/GED students (Reading and Math) 
• ESL Form 20 – use with ESL students (Reading and Life Skills Listening) 
 
Life and Work Test Series  
 

The Life and Work Series is the newest of the series published by CASAS.  It has 
both a Reading and a Listening component.  The benefits and features of the 
series include: 
 

• Balance of general life skill and employment-related content  
• Real-life, functional contexts relevant to adult learners  
• Updated test content and clean appearance 

 
 
Form 80 Appraisal   

• Assesses skills in the context of Life and Work 
• Can be used with all learners (ABE and ESL) 
• Reading – appropriate for levels A, B, C, and D 
• Listening – appropriate for levels A, B, and C 
• Also includes a Writing Screening and a Speaking Screening 

 
Life and Work Reading (80 Series)  

• Replaces Life Skills Reading series 
• Appropriate for all learners – use one test series for both Adult Basic Education (ABE) and 

English as a Second Language (ESL)/English Language Learners (ELL)  
• Literacy Forms 27 and 28 remain the same 
• Levels A, B, D – two forms at each level 
• One “bridge” test level – AX (bridges levels A and B)  
• Level C – 4 forms available 

o Forms 185 and 186 focus on Life and Work 
o Forms 85 and 86 focus on work only 

• Tests at levels A and B focus on a story line that enhances interest and relevance 
• Coded to Reading Content Standards and multiple competencies 
• Compatible with all CASAS Appraisals 
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Life and Work Listening (80 Series)  

• Replaces Life Skills Listening Series and ECS Listening Series 
• Listening pre- and post-tests at Levels A, B, and C 
• Realistic presentation of listening items using natural speech, intonation, and speed 
• No reading or writing is involved beyond marking the answer sheet  
• Picture item type and test booklet – Level A, first 10 items, only 
• Preview questions introduce the context of each question 
• Level B – last 10 items are not repeated 
• Level C – no repetition of any items 
• Must use Appraisal Form 80 to identify appropriate level pre-test 
• Must pre- and post-test in the 80 series (do not use the 50 series as a pre-test) 

 
 

What’s the difference between an Appraisal and a Pre/Post-test?  
 
Appraisals  
 
There are about 25 to 30 test items in the CASAS Appraisals (depending on which one is administered).   
The items are widely distributed along the CASAS scale.  They range from very easy items to difficult 
items. 
 

 
 
The primary purpose of the Appraisal is to determine the correct pretest to administer.  The Appraisal 
cannot be used to determine learning needs or for standardized reporting purposes. 
 
 
 
 
Pre- and Post-tests  
 
There can be anywhere from 25 to 38 test items in the Pre/Post-tests.  These test items are clustered at 
a specific proficiency level, and are of the same difficulty throughout the test. 
 

Level B 
 

 
 200 220 
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sActivity: Choosing CASAS Assessments for Your Program  

Use the CASAS Catalog to identify the appropriate assessments for your program.  

Appraisal(s) 

Title/s  

Code/s  

Page/s 

Price 

Pre- and post-test series 

Title/s  

Code/s  

Page/s  

Price 

Other Assessments 

Beginning Literacy Reading Assessment 
• Page/s 
• How could I use this in my program? 

 
Functional Writing Assessment  

• Page/s 
• How could I use this in my program? 

 
Reading for Citizenship 

• Page/s 
• How could I use this in my program? 

 
Government and History for Citizenship 

• Page/s 
• How could I use this in my program? 

 
Citizenship Interview Test 

• Page/s 
• How could I use this in my program? 

 
Workplace Speaking 

• Page/s 
• How could I use this in my program? 
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s Registration, Intake and Placement At My Site  

Answer the following questions about your site: 

 

1. Where do students go to register at your site? 

2. When can they register? 

3. What forms must be filled out at registration? 

4. What type of appraisal is given? 

5. Who gives the appraisal? 

6. Which pretests are given (listening, reading, math, writing)? 

7. Who determines class placement for students? 

8. How is class placement determined? 

9. What other student orientation procedures do you follow? 

10. What goal-setting activities are conducted in your program?
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Section 5: Administration of a Standardized Assessment 

 

 

 
 

How Do I Administer CASAS Tests?  Follow these guidelines:  
 

Follow Standardized Testing procedures  

• Assist students with demographics only. 
• Do not review test questions before beginning the test session. 
• Students may not use dictionaries or calculators. 
• Teachers may not read questions to the students. 
• Do not allow breaks in the middle of testing sessions. 
• Do not review correct test answers with examinees. 
 

 
 
 
 
 
Needed for Testing Day:  

• Test Administration Manual 
• Test booklets (Number your booklets for tracking and security purposes) 
• Answer sheets and #2 pencils 
• A reliable CD or cassette player and the test CD or tape for listening tests 
 
Getting Started  

• Provide a quiet testing room 
• Space students apart 
• Maximum of 25 learners per proctor 
• Explain purpose for testing  
• Ease student anxiety 
• Pass out pencils, answer sheets, and scratch paper 
• Assist in completing the demographic portion of the answer sheet 
• Demonstrate how to mark answer sheets 
 
Give the Test  

• Pass out test booklets 
• Read the test directions and review practice items 
• Encourage test-takers to review their own answers 
• Write start and end times on the board 
• Monitor test-takers 

Anyone who administers CASAS tests must be trained by a State-Certified CASAS 
trainer or by a staff person who has been certified by CASAS. 

: See the “Guidelines for Providing Accommodations for CASAS Assessment for 

Learners with Disabilities” at http://www.casas.org  and follow the path [Training and 
Support >> Testing Guidelines>>Accommodations Guidelines] for a list of approved 
accommodations and alternate test forms available.  Guidelines may also be found in your 
Test Administration Manual. 



 

CASAS Handbook for Adult ABE/ESL Teachers (Minnesota Version – 2010 – Revised January, 2012) Page 11 
 

Test Timing Guidelines  

• Appraisals – check the appropriate administration manual for the suggested times allotted for each 
section of the appraisal. 

• Pre- and post-tests – allow about an hour. 
o These tests are not strictly timed.  See the Test Administration Manual for more 

information. 
o Allow the same amount of time for pre- and post-tests. 
o Students who are not able to complete the test within the hour can be give a few (no more 

than 3) extra minutes to complete the question they are working on. 
o Students are not allowed to “finish” the test at another time. 

• Listening Tests  
o Timing is determined by the tape or CD used for the test. 
o Do not stop the tape or CD once the test begins. 

 
If students are having a great deal of difficulty with the test items, and obviously cannot complete them, 
they may be dismissed.  Score the test and determine if the student received an accurate score or if they 
need to be retested at a lower level. 
 
 

 
 
 
 
 
 
 

 
s Standardized Testing Procedures At My Site  
 
Answer the following questions about your site: 
 
1. What standardized testing procedures are used at my site? 

2. What procedures are followed for students requesting accommodations? 

3. Where are the Test Administration Manuals, tests and other testing materials stored? 

4. Who administers the pre-tests and the post-tests? 

5. Who is responsible for scoring the tests? 

Test Security is vital.  All CASAS test materials including test 
booklets and answer sheets (which contain marks or responses) 
must be stored in a locked file cabinet.  After administering 
assessments, teachers must return all materials immediately to the 
storage place.  Duplication of any part of CASAS tests is prohibited. 
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 Scoring the Assessment  

 
 
1. Find the correct answer key. There is a separate key and Score Conversion 

Chart for each form. 
2. Circle or mark the correct answers. 
3. Count the correct answers. 
4. The number correct is the raw score. 
5. Convert the raw score to the scale score using the Scale Score Conversion 

Chart. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
There are different Score Conversion Charts for each test .  The test 
administration manuals contain the raw to scale score conversion charts for 
each test.  Use the Score Conversion Chart for the test you are using! 
 

 
  
Why Use Scale Scores?  

• Common scale across tests 
• Place students 
• Describe level ranges 
• Interpret test scores 
• Measure learning gains 
• More meaningful than grade levels 
• More appropriate for adults 
• Increasingly understood (SAT, GED) 

The raw score is the number correct on the test.  The raw 
score is not the score you will use.  Your will use a scale score.  
All CASAS test results are reported as scale scores, and all 
CASAS reports refer to scale scores, not raw scores. 
 
Convert the raw score to the scale score using the Score 
Conversion Chart for the test that was administered.  For 
example, if Maria Gonzalez has a CASAS Appraisal raw score 
of 10, then her scale score is 207. 
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Pretests:  How do you know which pretest to give?  
 
Each Test Administration Manual includes a Suggested Next Test (SNT) chart for the tests included in 
that manual.  Use the CASAS Appraisal score to determine the pretest level.  The SNT charts provide 
information about which test form to give next.  Always make sure to use the correct SNT for the test 
that you have administered. 
 

  
 
 
 
Select a Pretest Level based on an Appraisal Score  
 
From the appraisal score, find the suggested next test level to administer in a CASAS testing progression.  
The chart below indicates which test level to give your student. 

 

Form 80 Appraisal Suggested Next Test Charts 
 
 

:A complete set of Suggested Next Test Charts for all assessments can be found at: 

http://www.casas.org/  Follow the path [Training and Support>>Testing Guidelines>> 
Suggested Next Test Charts]. 

Our student, Maria 
Gonzalez, had a score of 207 
on her reading appraisal.  
Her pretest level is Level B. 
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s Activity:  Using Suggested Next Test Charts to Determine Pretest Level  
 

Listening Math Reading 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Juan takes a reading Appraisal and scores 228. 
 Which reading pretest level should he take? __________ 
 
Mary takes a math Appraisal and scores 206. 
 Which math pretest level should she take?  ___________ 
 
Tun takes a listening Appraisal and scores 196. 

Which listening pretest level should he take?  _________  
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Selecting the Appropriate Test Form Number   
 

Once you have determined the appropriate level for the pre-test, refer to the CASAS Test Forms Chart, 
also found in the Test Administration Manual, to identify the appropriate test form number.  Select a 
pre-test based on the series that you are using. 
 
 

Reading 

Level 
Life & 
Work 

ECS WLS Citizenship 

Beg. 
Literacy 

27R, 28R 
27R, 
28R 

27R, 
28R 

27R, 28R 

A 81R, 82R 
11R, 
12R 

11R, 
12R 

951R, 952R 

AX 81X. 82X 
  

951X, 952X 

B 83R, 84R 
13R, 
14R, 
114R 

213R, 
214R  

C 
85R, 86R, 
185R, 
186R 

15R, 
16R, 
116R 

215R, 
216R  

D 
187R, 
188R 

17R, 
18R 

17R, 
18R  

 
 

Test Forms Chart – Life and Work Series 
 

Level Reading (L & W) 
Literacy 27R, 28R 
A 81R, 82R 
AX 81RX, 82RX 
B 83R, 84R 
C 85R, 86R, 185R, 186R 
D 187R, 188R 

 
 
The different numbered tests at each level are equivalent forms.  Generally, the odd number is given as 
a pretest and the even number as a post-test.  However, either test could be used as a pretest.  The 
important thing to remember is that the post-test must be a different numbered test from the pretest. 

Maria Gonzalez should 
take an 83R or an 84R 
for her pretest. 
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s Activity:  Select A Pretest Based on Level  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Reading 

Level 
Life 
& 

Work 
ECS WLS Citizenship 

 Beg. 
Literacy 

27R, 
28R 

27R, 
28R 

27R, 
28R 27R, 28R 

A 81R, 
82R 

11R, 
12R 

11R, 
12R 

951R, 
952R 

AX 81X. 
82X   951X, 952X 

B 83R, 
84R 

13R, 
14R, 
114R 

213R, 
214R  

C 

85R, 
86R, 
185R, 
186R 

15R, 
16R, 
116R 

215R, 
216R  

D 
187R, 
188R 

17R, 
18R 

17R, 
18R  

Listening 

Level Life & 
Work 

Life 
Skills* ECS 

A 81L, 
82L 

51L, 
52L 

51L, 
52L 

B 83L, 
84L 

53L, 
54L 

63L, 
64L 

C 85L, 
86L 

55L, 
56L 

65L, 
66L 

Math 

Level Life 
Skills ECS WLS Life & 

Work 

A 
31M, 
32M 

11M, 
12M 

11M, 
12M 

In 
develop-

ment 

B 
33M, 
34M 

13M, 
14M 

13M, 
14M 

C 
35M, 
36M 

15M, 
16M 

15M, 
16M 

D 37M, 
38M 

17M, 
18M 

17M, 
18M 

Remember that Juan took a reading Appraisal and scored 228 He can take a C level pretest.  
 Which Life & Work reading pretest form could he take? __________ 
 
Mary took a math Appraisal and scored 206. She can take a B level pretest. 
 Which Life Skills math pre-test form could she take? ________ 
  
Tun took a listening Appraisal and scored 196.  He can take either A or B level pretest 
 Which Life & Work listening pretest could he take?  __________  
 
What factors could influence the level (i.e. B or A) Tun should take for a pre-test?  
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Scores Outside the Accuracy Range  
 
In spite of your best efforts of appraising students’ skills, occasionally students will not perform on their 
tests as anticipated.  Sometimes, students may score lower than expected and not obtain a valid score. 
 
There are a few things that can happen:  the student may have guessed on the appraisal, received 
“help,” or was ill that day.  There are also some other reasons for poor performance.  For example, the 
student skipped a line on the answer sheet and marked the rest of the answers on the wrong line.  
Sometimes, you have to retest the student. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Post-tests  
 
The Post-test results show the progress the student is making in your class and are an excellent way to 
monitor progress.   
 
Post-tests can be given multiple times throughout the year.  However, be careful about under- or over-
testing.  Research shows that students show learning gains after completing  70 to 100 hours of class 
time.  However, based on the typical number of hours that students remain in programs, Minnesota 
recommends that programs post-test their students after completing 40 to 60 hours of instruction. 
 
The Post-test must be a different form number than the Pre-test.  Additionally, it must be in the same 
modality (i.e. – pre-test in Listening must be compared to a post-test in Listening; pre-test in Reading 
must be compared to a post-test in Reading). 
 
Students can continue to pre-test and post-test within a test level until they score high enough to move 
to the next test level.  For example, a student can continue taking tests within Level A, moving from 81R 
to 82R and back to 81R, if necessary.  However, at least 40 to 60 hours of instruction should take place 
between test administrations.  Use the Suggested Next Test Charts to determine the appropriate post-
test to be administered. 

Inaccurate Scores 
• Scores below the 

accurate range are 
provided only for the 
appraisal 

• Use with caution 

• The student should be 
retested with a lower 
level test for a more 
accurate pretest score 

Conservative 
Estimate Scores 
• Scores above the 

accurate score 
range 

• Use with caution 

• The student 
should be retested 
with a higher level 
test 
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The CASAS Scale in Relationship to NRS Educational Functioning Levels  
 
Results from CASAS tests are translated from a raw score (the number correct) to a scale score, and 
relate to a unique numerical scale showing level of proficiency.  Below are two charts showing the 
Educational Functioning Levels (EFL) for ESL and for ABE/ASE.  Included on the charts are the levels along 
with their associated CASAS levels and score ranges. 

 

 
On the following page, you can find information about what the Educational Functional Levels mean at 
each level, as well as where to locate complete information on the Skill Level Descriptors on the CASAS 
website.
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The CASAS Scale and Skill Level Descriptors  
 
Each proficiency level defined by the CASAS scale score range corresponds to descriptors of 
performance in terms of employment and adult life skills.  The Skill Level Descriptors describe in 
positive terms what a person is able to do or learn within a range of the scale scores. 
 
Keep in mind that the descriptors only apply to the type of test given.  For example, if a student took a 
reading test, only the reading descriptors at that determined level are applicable to that student.  Do not 
assume that the listening, speaking, or writing skills are at the same level. 
 
 

 
 
  
 
 
 
 
 
 
 
 
 
 

: CASAS Website:  You can download copies of the Skill Level 

Descriptors for both ABE and ESL at www.casas.org .  Follow the 
path  [Product Overviews >>Curriculum Management & 
Instruction>> CASAS Scale, Skill Levels, and Descriptors]. 


