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ANS
WELCOME to Implementation Training!

Getting Credit for Completing Training ~ You will need to follow the

instructions at the end of this session to confirm your participation in
this training.

* IMPORTANT — You will need your unique CASAS website login and
password (Create an account at www.casas.org).

* You must submit your Test Security Agreement online. You will
need your Workshop Code, which we will give you.



http://www.casas.org/

'Jj Introductions

Marty Olsen — SW ABE

PDF of Powerpoint and Links
https://www.mnabeassessment.com/presentations



https://www.mnabeassessment.com/presentations

AAS
Who is here? Introduce yourselves!

* Role at your agency
* Years in your position
e eTests, paper tests, or both

e Test ELL or ABE learners

* Have you implemented newly-
approved tests




CAS/4S Implementation Modules AAS

training.casas.org

Module 1: Implementation Basics

Module 2: CASAS eTests Implementation

Module 3: Paper Test Implementation
**NEW MODULE: CASAS Paper Test Proctor Certification

Module 4: Interpreting Test Results and Reports

Tester — Administer eTests only Optional

Tester — Administer Paper only X X Optional ]

Tester — Administer eTests & Paper X X X Optional

Teachers X

**Qur training today will cover Modules 1 and 3.


http://www.training.casas.org/

Training Objectives

After completing this training, you will be able to:

Identify the key components of the CASAS system

Identify NRS-approved CASAS tests for ESL and ABE learners

Recognize the important components of Test Administration Manuals (TAMs)
Understand the Standardized Testing Process

|dentify the roles and responsibilities for staff involved with implementing
paper testing.

|dentify the process of administering, scoring, and reporting test results

Locate resources to support CASAS Paper Test Implementation in your
program.

View a brief Introduction to CASAS eTests




Module 1 Overview

CASAS Background, Products, and How the CASAS System Works

Assessment Policy & NRS Approved Tests
Test Administration Manuals

Steps for Testing Day Overview




CASAS Background

Comprehensive Adult Student Assessment Systems

Non-profit organization

started in 1980 to develop a competency-based basic skills assessment system for adult
education programs

National leader
in adult basic education and adult ESL assessment in 36 states and internationally.

Approved for WIOA
by the US Dept. of Education and US Dept. of Labor.

For more information About CASAS, go to: Home > About CASAS



https://www.casas.org/about-casas

CASAS Products

Paper-based Assessment

Computer-based Assessment

Data and Accountability
Software e W




Integrated Systems Approach

BE ) )
= Link curriculum and assessment

Curriculum Critical Content Standards and Competencies built into the CASAS assessment system.

ﬁ/ Assess Basic Skills

Standardized CASAS tests measure basic reading, math, listening, speaking, and
writing skills in everyday contexts.

Assessment

Identify Instructional Materials

Educators use CASAS test results to identify materials that target learning needs using

Track Student Progress

_. Use TOPSpro Enterprise (TE) data collection and accountability software for Tracking
Accountability Of Programs and Students (TOPS).




How the CASAS System Works

Placement Pretest Instruction Post-test
= Use CASAS = Use CASAS = Use pretest = Use CASAS post-
Locator or pretests to results to tests (after 70-
Appraisal to (1) Place students gUidﬁ, 100 hours) to
(1) Identify into NRS teaching. (1) Measure
appropriate Educa.tiopal = Use learning gains and
pretests, Functioning Levels QuickSearch (2) Document
(2) Place (EFLs) Online to find completion of NRS
students in (2) Identify curriculum levels.
program. instructional needs. ~ FeSources.




CASAS Tests

CASAS Appraisals

* Determine the appropriate level pretest to administered
* Determine basic instructional level
e Cannot be used to report scaled score

CASAS progress tests (pre- and post-tests) have four principal

uses:
* toidentify a student’s skill level
* to guide instruction
e to measure learning progress
» for accountability reporting




ANAS
About All CASAS Assessments (GOALS and STEPS)

® Measure academic skills in the context of contemporary themes and adult
situations

® Group or individual administration — practical for large or small groups
® Reusable paper test booklets are cost effective

® eTests (computer-delivered)

® Reduces staff time
® Affordable (51.95 to $3.80 per test, depending on package and number purchased)

® Can be used for remote testing




CASAS Is a Standardized Test

® Every student should have the same experience every time

® Use proper timing

® Read script verbatim

® Assist students with demographics only

® Do not review test questions before testing session — only practice items
® Students may not use cell phones, translators or dictionaries

® Do not allow breaks in the middle of testing session

® Do not review correct test answers with examinees




CASAS Levels and Forms

All CASAS tests have the same color scheme.

* There are two alternate forms at each level (e.g., Reading GOALS Forms 903
and 904 are both at Level B).

* Both tests at each level have the same level of difficulty (e.g., Reading GOALS
Form 904 is not a higher-level test than 903).

Level A — Blue Level B — Green Level C — Brown Level D — Red




AAS
Approved NRS Test Status for ABE Learners

ABE / ASE Assessments
Reading Math
Reading GOALS CASAS GOALS Math is
GO/ LS no longer approved for
Eqsqs NRS reporting. All copies

Approved through June 30, 2025 should be shredded.

New! Math GOALS 2
Approved through July 13, 2030!

GORLS 2 (In development)
CAYAS




GOZALS
A4S

CASAS Assessments for ABE

CASAS Reading GOALS — CASAS Math GOALS 2

® Greater Opportunities for Adult Learning Success

® Designed for learners for whom English is their first language, OR English

language learners who have earned a 239 or higher on STEPS
Both series are aligned with the College and Career Readiness Standards

ELLs can be given Math GOALS 2 if math skills are going to be addressed. The
learner could have an ESL Reading EFL* and an ABE Math EFL*.

* EFL — Educational Functioning Level




GOZLS
AASAS

OALS 2
NS
Math

Math
/ 2 Levels / 5 Levels
AB and CD A B, C D,E
Levels 1-6 Levels 1-6
CCR Standards CCR Standards
and CASAS and CASAS

Competencies

«© ’ 4

0

Competencies

4




AANS
Newly Approved Math GOALS 2 series

® 5levels in the series (A to E), 2 forms per level
GO LS 2 ® Aligned to the College and Career Readiness (CCR)
standards

® Similar content and item as in Math GOALS,
Math GOALS 2 for ABE/ASE expanded

https://www.casas.org/product-

overviews/assessments/math-goals-2 ¢ CASAS GOALS 2 is the Only CASAS math test
approved for NRS reporting. If ELL curriculum will
include a math focus, this test can be used for your
learners. Learners will have an ABE Educational
Functioning Level.

® Administration protocol will remain the same as
Math GOALS.



https://www.casas.org/product-overviews/assessments/math-goals-2
https://www.casas.org/product-overviews/assessments/math-goals-2

Content Area and CCRS Content Descriptions

Number Sense and Operations
- Number and Operations: Base Ten
' Number and Operations: Fractions

MNumber System
Ratios and Proportional Relationships

C AS AS Number and Quantity: The Real Number System
Algebraic Thinking

G O AI_S M ath 2 Operations and Algebraic Thinking
Expressions and Equations
Functions
Algebra: Arithmetic and Polynomials and Rational Exponents
Algebra: Reasoning with Equations and Inequalities
Algebra: Creating Equations

Functions: Interpreting Functions
Functions: Linear, Quadratic, and Exponential Models

College and Career
Readiness Standards

for Adult Education Geometry and Measurement

Geometry

Measurement and Data

Geometry: Congruence

Geometry: Similarity, Right Triangles, and Trigonometry
Geometry: Geometric Measurement and Dimension
Geometry: Modeling with Geometry

Data Analysis, Statistics, and Probability
Measurement and Data
Statistics and Probability
Statistics and Probability: Interpreting Categorical and Quantitative Data

*citation: image taken from CASAS #2023



Math GOALS 2

NRS Level Breakdown

= Math GOALS 2
ABE/ASE Level Names Scale Score Ranges
Levels
183 and below

1 Beginning ABE Literacy
184 - 192
193 - 198

2 Beginning Basic Education
199 - 203
204 - 208

3 Low Intermediate Education
209 =213
214 -220

4 Middle Intermediate Education
221-224
225-228

5 High Intermediate Education
229-235
236-240
241 - 244

6 Adult Secondary Education
245 - 248

249 and above

Each test
level

covers two
NRS levels

Test Level Breakdown

Math GOALS 2 Progress Tests

, _ *Math
Scale (for pre- and post-testing) NRS
cores Levels
ABEI/ASE
[ 260
Level E

Form |'Form
927M | a28M




Check for Understanding

1. Each Math GOALS 2 test covers one NRS level. (True or False?)
* False (Each test level covers 2 NRS levels)

2. Math GOALS 2 gives you a more accurate measure of learners’ skill
gains than previous versions. (True or False?)
* True

3. Reading GOALS 2 is ready for use. (True or False?)
* False (It’s in development)

4. Students that took a pretest in Math GOALS can posttest in Math
GOALS 2. (True or False?)
* False (Pre- and Post- tests must be in the same series)




AAS
NRS Test Status for English Language Learners

ESL Assessments
Reading Listening

.
S-r"— PS New! Reading STEPS New! Listening STEPS
s Approved through July 13, 2030! Approved through July 13, 2030!

CASAS Life & Work is no longer approved for NRS reporting in
Minnesota. All L&W tests should be shredded.




AAS

Newly Approved STEPS Reading and Listening Series

STSPS .

Reading STEPS for ESL *
https://www.casas.org/product-
overviews/assessments/reading-

steps

Listening STEPS for ESL
https://www.casas.org/product-
overviews/assessments/listening °®

-steps

STEPS — Student Test of English Progress and
Success

Both Reading and Listening series have 5 levels, 2
forms per level

Aligned to the ELP standards (English Language
Proficiency standards)

Increased focus on content standards together
with competencies

Similar item types as found in Reading GOALS

The process of administering these tests will
remain the same.



https://www.casas.org/product-overviews/assessments/reading-steps
https://www.casas.org/product-overviews/assessments/reading-steps
https://www.casas.org/product-overviews/assessments/reading-steps
https://www.casas.org/product-overviews/assessments/listening-steps
https://www.casas.org/product-overviews/assessments/listening-steps
https://www.casas.org/product-overviews/assessments/listening-steps

Who Should be Given a CASAS STEPS Reading?

® Only appropriate for learners for whom English is not their first language
® Only appropriate for ELLs who score less than 239 on STEPS

® Once an English language learner scores 239+ on a post-test SiD will give them a level
completion — they will be marked “Completed ESL”

® Those learners must be given a new Reading test, using either CASAS GOALS or TABE
11&12 as soon as possible. It will be impossible to record more than 12 additional hours
without a new EFL (Educational Functioning Level).




Reading Test: Life & Work vs. STEPS

Life and Work

Life and Work Reading
4 Levels 5 Levels
Test Levels
A (AX),B,C,D A,B,CD,E
Levels 1-6 NRS Levels Levels 1-6
fEninsh Language\
CAssgiggpjf & Proficiency Proficiency _—~
Standards & Standards
o i CASAS
Competencies Competencies

/

\_ Competencies )

Correspond to
College and
Career Readiness
Standards (CCRS)

*citation: image taken from CASAS SI-2023




ANS
English Language Proficiency Standards - Reading

e ELP Standards assessed in Reading STEPS

PROFICIENCY

STANDARDS FOR  ELP Standard 1
ADULT EDUCATION Construct meaning from oral presentations and literary and
With Correspondences to College and Career Readiness

it i B Lot e i, o informational text through level-appropriate listening, reading and
viewing.

;F 4 College and Career
s . Readiness Standards
oy for Adult Education  ELP Standard 6
i Analyze and critique the arguments of others orally and in writing.
- ELP Standard 8
Determine the meaning of words and phrases in oral presentations

and literary and informational text.

*citation: image taken from CASAS SI-2023




Reading STEPS

NRS Level Breakdown Test Level Breakdown
~ NRS Level CASAs” Test Level
NRS ESL Level Reading STEPS
EFL Scale Score Ranges ol ° °
J
1 | Beginning ESL Literacy 183 and below SIN © o
2 | Low Beginning ESL 184 - 196 E
4 K o
3 | High Beginning ESL
197 - 206 Each 3 D
4 | Low Intermediate ESL test
207 - 216 level . C
5 | High Intermediate ESL covers
217 - 227 | two B
NRS 1
6 |Advanced ESL 228 - 238 levels
(Completed Advanced ESL) 239+ A




Listening Test: Life & Work vs. STEPS
V4

Life and Work

Life and Work Listening
3 Levels 5 Levels
Test Levels
A B, C A B,CD,E
Levels 1-6 NRS Levels Levels 1-6
Correspond to
( Engii ) College and
. glish Language g
CA?Q?S:?J? " Proficiency Proficiency / Career Readiness
CASAS Standards & SEflEts 9 Standards (CCRS)
Competencies Competencies CASAS

\_ Competencies /

*citation: image taken from CASAS SI-2023




ANAS
English Language Proficiency Standards - Listening

PO LN ELP Standards assessed in Listening STEPS
PROFICIENCY

STANDARDS FOR
ADULT EDUCATION « ELP Standard 1

o G b e oo Construct meaning from oral presentations and literary and

Standards for English Language Arts and Literacy, and

o gy informational text through level-appropriate listening, reading and
College and Career VieWing

Readiness Standards
¥ for Adult Education

~

« ELP Standard 2
Participate in level-appropriate oral (and written) exchanges of
information, ideas, and analyses, in various social and academic
contexts responding to peer, audience, or reader comments and
questions.

*citation: image taken from CASAS SI-2023




Listening STEPS

NRS Level Breakdown Test Level Breakdown
NRS Level CA5AS" Test Level
NRS ESL Level Listening STEPS
EFL Scale Score Ranges o

a l
1 | Beginning ESL Literacy 181 and below 5 K o
2 | Low Beginning ESL 182 - 191 ) l E
l D
C

o 0
High Beginning ESL
3 8 8 8 192 - 201
L | d ESL Each <
ow Intermediate
4 202-211|test -
level 2
High Intermediate ESL
5 8 212 — 291 | covers d
two 1 B
6 |Advanced ESL 222-231|NRS |
(Completed Advanced ESL) 232+ | levels A




Check for Understanding

1. If you administered a pretest in Life and Work in FY 2024, it’s OK to give a
STEPS test as post-test in FY 2025. (T or F?)
 False (Life and Work is no longer approved AND all post-tests must be
in the same series as the pretest)
2. Reading and Listening STEPS test series give you a more accurate measure
of learner skill gains than previous test series (T or F?)
 True (Based on new standards and more test levels)
3. The Reading and Listening STEPS test series are based on the newer
English Language Proficiency Standards (ELPS). (T or F?)
* True (which correspond to the College & Career Readiness Standards)
4. Post-testing should occur after 70-100 hours of instruction (but not less
than 40 hours). (T or F?)
 True (More hours allows more student progress)




Check for Understanding

Choose the best answer:
A. Use old tests and old test questions for practice.
A. Old test questions are not to be used for practice. Only use
Sample Test ltems.
B. Allow students to preview test materials prior to testing.
B. Only allow authorized staff to view the tests as needed. Use
practice test items when testing.
C. Hang on to old test materials or toss in the trash.
C. Take care to shred old test materials.
D. None of the above.




Where to Start?
Test Administration Manual (TAM)

Testing Guidelines Overview

Test Timing
Test Security

Accommodations

Intake Screening




AAS
Testing Guidelines Overview

Each site offering CASAS testing should have a Test Administration

Manuals (TAM) kept in a secure location and made available for
testing staff.

Each Test Administration Manual (TAM) contains:

===) Answer keys Standardized test administration

== Scoring guidelines procedures and policies

===) Score conversion charts Test security protocols and
procedures

=== Next assigned test charts
Educational Functioning Level

Descriptors




Reading STEPS} Forms/Timing/Score Ranges

Test Timing

Appraisal 619R 28 30 minutes

fO r ST E PS Locator 620R 14 15 minutes
. A Forms 621R - 622R 33 30 minutes 15| 160 - 196
Te St Se rl es B Forms 623R - 624R 36 50 minutes 30| 184 - 206
C Forms 625R - 626R 36 75 minutes45 197 - 216
D Forms 627R - 628R 36 75 minutes®1 207 - 227
E Forms 629R - 630R 36 75 minutesS6 217 - 251

*Average Actual Test Time in Red

**Students must be Listening STEPS |- Forms/Timing/Score Ranges
allowed up to the time
listed to complete the P— - - —
raisa minutes
te.St’ bUt most StUd_entS f:cator 620L 14 15 minutes
WI” fInISh the teSt In IeSS A Forms 621L - 622L 33 28 minutes 16 158 - 191
time. B Forms 623L - 624L 36 45minutes 29| 182 - 201
C Forms 625L - 626L 39 52 minutes 35 192 - 211
D Forms 627L - 628L 39 56 minutes 40 202 - 221
Source: WWW.casas.org E Forms 629L - 630L 39 38 minutes31|  212-235

*Average Actual Test Time in Red 36


http://www.casas.org/

Test Timing for
Reading GOALS
and

Math GOALS 2
Test Series

**Students must be
allowed up to the time
listed to complete the
test, but most students
will finish the test in less
time.

Source: WWW.Casas.org

Reading GOALS]~ Forms/Timing/Score Ranges

Number of

Scale score

CASAS Level Form Number Test Time*
Testltems ranges
Locator 104 R 12 15 minutes
Appraisal 900R 28 30 minutes
A Forms 901R - 902R 39 60 minutes 165 -212
B Forms 903R — 904R 40 75 minutes 196 - 225
C Forms 905R — 906R 40 75 minutes 210 - 238
D Forms 907R — 908R 40 75 minutes 228 - 262

Math GOALS 2}— Forms/Timing/Score Ranges

CASAS Level Form Number "“’"ﬁg‘f’; Test | test Time* Sf:,',";;f,“*

Appraisal 919M 28 30 minutes
Locator 920M 14 15 minutes

A Forms 921M - 922M 33 50 minutes 171 - 203

B Forms 923M - 924M 36 65 minutes 193 - 213

C Forms 925M - 926M 36 75 minutes 204 - 224

D Forms 927M - 928M 36 75 minutes 214 - 235

E Forms 929M - 930M 36 90 minutes 225 - 255

37



http://www.casas.org/

AAS
Test Security — Paper Delivered tests

* All CASAS testing materials are copyrighted * Keep all testing materials in
and are not to be reproduced or secure storage, and available only to
transmitted by any means. those involved in test administration.

* Permission is granted to duplicate only * Develop a system to distribute and
pages in the TAM that have “Duplication collect testing materials, including
Permitted” at the bottom of the page. numbering test booklets.

e Testing can only occur when a Test proctor e Test administrators are responsible for
is present. the security of all test materials in

* Keep all test administration manuals their possession.

secure.

CASAS Privacy, Copyright, and Security Policy: Home>>About CASAS>>Privacy, Copyright, and Security Policy



https://www.casas.org/about-casas/privacy-and-copyright-policy

Accommodations ANAS

For learners with documented disabilities, local assessment staff may provide

accommodations in test administration procedures — for example:
* Allowing extra time to time-and-a-half (1.5x) or double time (2.0x)

* Giving supervised breaks
* Providing a sign language interpreter (for test administration directions only)

* Testing in an alternate room (with proctor present)

* Using accommodations materials for test-takers with visual impairment/blindness
(paper-based testing and CASAS eTests)

Important! Document in student record which accommodations have been granted to
the student.

*CASAS eTests are compatible with screen reader software!

MN Disabilities Website: https://pandamn.org/accommodations/casas-
comprehensive-adult-student-assessment-system/ Details specific accommodations

that may be used that will not decrease the validity of the test.



https://pandamn.org/accommodations/casas-comprehensive-adult-student-assessment-system/
https://pandamn.org/accommodations/casas-comprehensive-adult-student-assessment-system/

AAS
Intake Screening Overview

An Intake Screening process is crucial to identify test takers who should NOT take a
locator or appraisal because they may have very low (beginning level) basic skills.

The Intake Screening process can also include gathering valuable information about a
student's speaking and writing skills and previous education.

Following the recommended CASAS Intake Process will help to:
* determine if a locator or appraisal is suitable for a student.

* determine which pretest to give a student with beginning level skills.

e provide valuable information about a student's speaking and writing skills and previous
education.

For more information, go to: CASAS Home > Training and Support > Testing Guidelines >
Intake Process



https://www.casas.org/training-and-support/testing-guidelines/intake-process
https://www.casas.org/training-and-support/testing-guidelines/intake-process

Writing Screening for ELLs s

®
Comprehensive Adult Student Assessment Systems m

Www.casas.org

The Oral Screening is an optional one-on-
one oral interview used to screen ESL/ELL
learners for taking listening and reading %ﬁ%ﬁg;’:ake Screening Process
locators or appraisal tests.

* six questions
* 5 minutes

Oral, Writing, and Reading Tools

The Writing Screening is an additional
optional tool to screen ESL/ELL learners for
taking reading and listening locators or
appraisals.

Examinees write

* two sentences that are dictated

* 5 minutes




[T 4SS

What’s your name? This question is not scored. It may be omitted
if the tester knows the examinee.

1. How long have you been in the United States? = Some possible responses:

To clarify, ask: Four years; 1987; etc. Administering the
When did you come to the United Oral Screening
States?

2. Tell me why you want to learn Any appropriate reason may be acceptable. * Administer
English. To clarify, ask: one-on-one
Why do you want to study English?
3. Do you read in your native Yes. * Introduce yourself
language? Some possible responses: names of books,
If Yes, ask: What do you like to read? types of books, subjects * Ask the questions
If No, ask: Why not? No.
Some possible responses: | didn’t go to school * Repeat the question
in my country; | can’t read; | have no time to once, if needed
read; etc.
4. What work did you do in your home Any appropriate response is acceptable. If the * Use the clarification
country? Or person has not worked, expressing that fact is questions,
What work are you doing now? also correct. if needed
5. How many years did you go to school Any appropriate response is acceptable.
in your country? To clarify ask:
== How long did you go to school in .

your country?




Scoring Rubric — Oral Screening

Points

Guidelines

No answer, incomprehensible, or does not answer the question.

Note: If the examinee responds, “I don’t know,” it is up to the administrator to determine
whether this answer represents an appropriate response or lack of comprehension.

Comprehensible but not grammatically correct.
Note: Comprehensible = understandable and relevant

Comprehensible and grammatically correct.

Note: Answers that are appropriate and represent what a native speaker would provide
would be given 2 points; therefore, some one-word answers would be given 2 points.




Using Oral Screening results to select pretest for
Beginning Level ELLs

Score of 6 or more:

e Give the Locator online or the paper-based Appraisal
for Reading and/or Listening

Score of 6 or less:
e Give Reading Screening (found on www.casas.org)

Great Difficulty
e Give Level A as a pretest after some instruction

Some or No Difficulty
e Give Level A as a pretest



http://www.casas.org/

Beginning Literacy Screening

o . . Vv AAW M 7

 Administer 5 reading questions |

from www.casas.org . gAp -
* If some difficulty, after some | ,_]

instruction administer Level A } a6 B e

(Form 621 or 622) D
* If little or no difficulty, ) w4

administer Level A (Form 621 =

or 622) = | [ -

_OO +* I



http://www.casas.org/

CAAS
Check for Understanding

Local agencies are responsible for providing accommodations for learners who have
documented disabilities. Indicate whether or not each accommodation below is
allowed for students with special needs.

1. Allowing a student extended time for the test. Allowed
Using a sign language interpreter for test directions. Allowed
Translating unfamiliar words in test items. Not Allowed

2
3
4. Allowing a student to take the test in an alternate room. Allowed
5. Giving the student a supervised break. Allowed

6

Leaving a student alone to take a test.  Not Allowed




Check for Understanding

What is the purpose of the Intake Screening?
1. It determines if an appraisal is suitable for a student.
2. It determines which pretest to give student with beginning skills.

3. It can provide valuable information about a student’s speaking and
writing skills and previous education.

4. All of the above.

I ——
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Proctor Responsibilities and Duties

- =]
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PROCTOR PROCTOR DUTIES PROCTOR
RESPONSIBILITIES CERTIFICATION




ASAS
CASAS Tests are Standardized Tests

A standardized test is a test that is administered,
scored, and interpreted in the same way for all test-
takers.

 Each student that takes the test should receive the
same instructions.

 Each time a student takes the test they should receive
the same instructions.




AAS
Responsibilities and Duties — Overview

* Paper test proctors serve an essential role in ensuring that
paper testing occurs fairly and uniformly.

e Certified proctors must do their part to maintain a controlled
testing environment that will allow test-takers to perform to

the very best of their abilities.

* Proctors follow the same procedures before, during, and after
testing to assure the validity of test results and reduce the
likelihood of confusion or error during test administration.

I EEEEEE———




Why are Proctor standards so important?

Proctors must properly administer tests so that the test results provide an
independent, uniform source of reliable and valid information that enables:

* Test-takers - to know the extent to which they have mastered expected
knowledge and skills.

* Workforce training, education, and literacy providers - to know if their test-
takers have acquired the knowledge and skills needed to succeed.

 Community leaders and policymakers - to know if workforce training,
education, and literacy programs improve their performance.

* C(Citizens - to assess the performance of workforce training, education, and
literacy programs.




AAS
Proctor Responsibilities - Overview

Maintaining test security & student confidentiality at all
times.

o ==
v

v— Ensuring appropriate physical conditions & accommodations
for testing.

Making sure CASAS test booklets are managed appropriately.
Following appropriate test administration procedures.

Monitoring students & assisting with emergencies during
testing.

Understanding the policy on cheating.




®
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_ Test Security & Confidentiality

Maintain test security & test-taker confidentiality at all times.

Test Security

* CASAS tests contain copyrighted material that may not be reviewed,
discussed, or explained to test-takers at any time during the test-taking
process or shared with test-takers or site personnel outside the testing
environment.

Confidentiality

* The primary role of a proctor is to help the test site coordinator conduct a
fair test administration. Any information about individual test-takers that a
proctor may become aware of as a result of serving in this capacity is
considered confidential information.




7= AANS
Physical Conditions

The testing room should remain quiet, orderly, comfortable, and
have adequate seating, lighting, and temperature.

Information regarding the content measured on the test or test-
taking strategies displayed in the room must be covered or

removed.

Proctors should be able to easily view the testing area of all test
takers.

Seating should be arranged approximately three feet apart.

I EEEEEE———




Prohibited Items in Testing Room

Proctors must maintain order and minimize distractions

All phone ringers (i.e., cell phones, class phones) must be turned off.

Test-takers are not to have any of the following during the test administration
but are not limited to:

Calculators Dictionaries Smart Watches
Cameras MP3 players/music Smart Pens
Cell/Smart Phones References/Thesauruses Textbooks

Best practices for workspace areas should prohibit the use of the following but
are not limited to:

Candy/gum Drink Containers Food




®
pr = m
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Accommodations

Ensure appropriate accommodations for testing.
» Test-takers who use accommodations normally require special attention.

* The test site coordinator should review with the proctor any pertinent

information regarding test-taker accommodations before the test
administration.

Information that should be discussed ahead of testing includes the following:
* type of accommodation(s) the test-taker(s) will receive;

* how test administration may be different from how test-takers would
otherwise take the test.

* special procedures necessary to provide the accommodation(s).

https://www.casas.org/docs/pagecontents/ada casas guidelines matrix rev05
lO.Edf?sfvrsn:e8a69e79 1
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Access to CASAS Test Materials

Make sure CASAS test materials remain secure.

* Every effort must be made to minimize public access to CASAS testing
materials before and after each test administration.

» Test proctors are not to hand out testing materials before the beginning of
the test administration.

* Testing materials not used during test administration must remain secure.

* After each test event, all CASAS testing materials must be collected and
accounted for.

* The test proctor is to notify the test site coordinator immediately of any
unauthorized access to CASAS testing materials.
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Test Administration Procedures

Follow appropriate test administration procedures.
* Help test-takers find practice items and test question #1.

* Frequently move quietly throughout the room and scan test-taker workspace
areas.

* Remain in the room throughout the entire testing session.
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Avoid Distracting Behaviors

Monitoring is an area where well-meaning proctors may create
problems.

Avoid the following distracting behaviors:

* holding extended conversations with the test center coordinator or other site
personnel;

* reading newspapers or novels;

* eating or drinking;

 carrying out other personal or professional duties; and
* talking or texting on cell phones.
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Monitoring Test Administration

Monitoring throughout the entire test administration will ensure
that test-takers are:
* bubbling answers in the appropriate area on the test record answer sheet.
* not marking answers in the test booklet.

* progressing through the test administration at an even pace and are not
speeding.

* receiving needed assistance with minimal disturbance to other test-takers.




Monitoring Test Administration, cont.

Proctors cannot indicate answers to test-takers. Examples:

* telling test-takers to “look at that question again” or offering a similar
statement;

* making a facial expression, hand gesture, or utterance (e.g., coughing,
clearing throat) as a test-taker chooses an answer to indicate approval or
disapproval at his or her response; or

* standing beside the test-taker, reading a question, looking at the test-taker
response, and then pointing to the correct answer or pointing to the question

as if to indicate, “read that question again because you have selected the
wrong answer.”




R CAAS
Monitoring Test Administration, cont.

Proctors cannot help test-takers by:
* explaining the directions in their own words;

* explaining the meaning of any word in the directions, test questions, or the
answer choices;

* rephrasing test questions;

translating a word or phrase into another language; or
* providing synonyms for unknown words.
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Emergencies During Test Administration

The proctor must notify the test site coordinator immediately.

* |f a test-taker must leave the room during the test administration because of
an emergency (e.g., becomes ill or must go to the restroom), the immediate
priority is to create as little disturbance to others as possible.

* Summon the test site coordinator or other site personnel to assist test-takers
with emergencies during testing.

* Suspend the test in progress until further instructed by the test site
coordinator.




o -
o

v
o -

Policy on Cheating

Cheating or suspected cheating is taken very seriously.

However, incidents of this occurring ideally should be none, but at least very
few, if proctor protocol is followed.

* If a test-taker is caught blatantly cheating, the proctor may immediately bring the test to an
end followed by immediately notifying the test site coordinator.

* If a test-taker is suspected of cheating, but this is not made blatant or obvious and leaves
doubt in the proctor’s mind, the proctor should continue test administration.

In either case, the proctor must document such action(s). The decision to take
appropriate action against a test-taker is at the test site coordinator’s discretion.




Steps for Testing Day

Prepare to Test Begin to Test During the Test After the Test




Steps for Testing Day Overview

On testing day...

* Test administrators should maintain a positive attitude to create a successful
testing environment.

* Their attitude can significantly influence a student's test performance.

CASAS recommends testing no more than 20-25 students per proctor.

* Coordinators need to be sure and have enough proctors to cover the testing
session.




Test Administration ‘ ASAS

Steps for Testing Day - Paper

As a CASAS Paper Tests proctor, you serve a very important role. All proctors must do their part
to maintain a controlled testing environment that allows test-takers to do their very best. Proctors

should follow the same procedures before, during, and after testing. Following these procedures St e S fo r
assures the validity of test results and reduces the likelihood of confusion or error during test

Testing Day

administration.

STEP 1: PREPARE TO TEST

PREPARE TEST MATERIALS

1. Review Test Administration Directions. https://www.mnabeassessment.co

2. Print Next Assigned Test Report to determine which test booklets are needed from m/ files/ugd/0405eb 62251e7aac
inventory for each student. 53415fa028206ed011d969.pdf

3. Gather the following materials:
* One Test booklet per student
e Answer sheets
» #2 pencils with erasers
¢ Scratch paper for math only

PREPARE STUDENTS

4. Allow adequate space between students.

5. Ask students to turn off their cell phones.



https://www.mnabeassessment.com/_files/ugd/0405eb_62251e7aac53415fa028206ed011d969.pdf
https://www.mnabeassessment.com/_files/ugd/0405eb_62251e7aac53415fa028206ed011d969.pdf
https://www.mnabeassessment.com/_files/ugd/0405eb_62251e7aac53415fa028206ed011d969.pdf
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Step 1. Prepare to Test

Prepare Test Materials

* Print the Next Assigned Test report to determine which test booklets are needed from
inventory for each student (if post-testing).

* Pick up / check out one test booklet per student from a secure location.

* Gather (1) Answer sheets, (2) #2 pencils with erasers, (3) Scratch paper for math only,
(4) Basic calculators for Math GOALS/GOALS 2 only.

Prepare Students

* Tell students that no cell phones, dictionaries, translators, or other items are allowed during
testing.

* Ask students to turn off their cell phones and remove all personal items from the tables.
* Tell students not to talk or get help from others during the test.
* Explain to students that they will mark answers A, B, C, or D on an answer sheet.




Step 1. Prepare to Test, cont.

Prepare the Answer Sheet
e Pass out the answer sheets and pencils.

* Have examinees fill out their names at the top of the answer sheet.
* Demonstrate how to fill in the bubbles properly.
* Have examinees bubble in any demographics you are collecting.

Hand Out Test Booklets
* Ask students to turn over their answer sheets.

e Have students write the test booklet form number on the answer sheet in the Form
Number box and fill in the Test Date.

Students taking Math
* Hand out scratch paper to students taking math.

* Hand out basic calculators only for students taking Math GOALS/GOALS 2.
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Step 2. Begin to Test

Maintain a positive attitude about testing.
* Your attitude can influence student attitudes and test performance.

Purpose for Testing

* When everyone is comfortable and ready to begin, explain that the test's
purpose is to find out what they know and what they need to study.

About Guessing...
* Tell students to skip a test item if they do not know the answer, leave it blank.

About Test Timing...
e Post start and end times.

* Encourage students to use the full recommended time per test.

About Practice...
. Rﬁview practice items pointing out where to bubble answers on the answer
sheet.




Suggested Verbal Instructions

On testing day...

* When everyone is comfortable and ready to begin, explain that the test's
purpose is to find out what they know and what they need to study.

* Please encourage students to relax and do their best.

* |nstruct students to skip a test item if they do not know the answer and
continue to the next question without answering —i.e., leave it blank and not
guess. Tell students that they might be placed at a level that is too difficult for

them if they guess.

Use the Suggested Verbal Instructions script when administering the Appraisal
and Progress Tests.




Test Administration | CASAS

Suggested Verbal Instructions - Paper

When everyone is comfortable and ready to begin, explain that the purpose of the test is to find out what
they know and what they need to study. Encourage students to relax and do their best. Instruct students
fo skip a test item if they do not know the answer and continue to the next question without answering —
i.e., leave it blank and not guess. Tell students that if they guess, they might be placed in a level that is too
difficult for them.

You can use this script when administering Appraisals and Progress Tests.

Open your test booklet to page 1.
* Find the directions at the top of the page.
+ Look at the directions as | read them. [Read directions.]

Look at the practice questions.
+ Find the box on your answer sheet for answering the practice questions.
* Go ahead and read practice 1 and 2 and mark your answers.

What's the answer to the first practice question?
s Theansweris_____ Did youmark ____? [Explain.]
* The answer to the second practice item is _____. [Explain and help and students that
need assistance.]

We're ready to begin the test.
* You will mark your answer for the first question on line 1 of your answer sheet.
+ Do not write in the test booklet.

There are items on the test.
*  You have minutes.

If you don’t know the answer, that's OK.
* You don't have to mark an answer.
* Justgo to the next question.
*  Stop when the questions get too difficult.

Do your own test
* Don't get help from other people.
+» Mo dictonaries or other electronic devices.

When you're finished, or if you can’t answer any more questions, put your pencil down and
warit.
*  Twill collect your testing materials.

*  Any questions?
*  Turn the page and begin the test.

Suggested
Verbal
Instructions

https://www.mnabeassessment.co

m/ files/ugd/0405eb 7090a21754
e34133balad4c3b928f24b5.pdf
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Step 3. During the Test

Circulate during testing

* Make sure that everyone is working individually.
* Make sure students mark answers at the correct number on the answer sheet.
* Make sure students are not marking in the test booklets.

Ending the test

* Announce when ten minutes are remaining.
* As students finish, have them put their answer sheet inside th