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Welcome!
CASAS Implementation Training

We would like to know who attends the training 

today so please sign in via chat:

Name

Position

Email address

Your ABE program

In order for us to be able to verify your attendance 

at today’s training, we need the above information 

which we will report to CASAS. You will be able to 

request an attendance certificate from CASAS.

If you are having difficulty 

with the program, please chat 

to:

Marty Olsen

Links for today’s training:
https://tinyurl.com/4j5pbwea

Activity Packet
https://tinyurl.com/3c7f866y 
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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.
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Paper Test Implementation
Modules 1 & Module 3
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Introductions
Marty Olsen –  SW ABE

NATIONAL CASAS TRAINER

Module 2: CASAS eTests Implementation 6

Links for today’s training:
https://tinyurl.com/4j5pbwea
Activity Packet
https://tinyurl.com/3c7f866y
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Implementation Modules
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

User Role* Module 1 Module 2 Module 3 Module 4

Tester – Administer eTests only x x Optional

Tester – Administer Paper only x x Optional

Tester – Administer eTests & Paper x x x Optional

Teachers x x

:

**Our training today will cover Modules 1 and 3. 7

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

• Identify the roles and responsibilities for staff involved with implementing 
paper testing.

• Identify the process of administering, scoring, and reporting test results

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

• Brief Introduction to CASAS eTests
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Poll

• Role at your agency

• Years in Adult Education

• eTests, paper tests, or both

• GOALS or Life and Work
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Module 1 Overview
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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
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CASAS Products

Paper-based Assessment

Computer-based Assessment

Data and Accountability 
Software
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Integrated Systems Approach

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

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

Identify Instructional Materials
Educators use CASAS test results to identify materials that target learning needs using 
QuickSearch.

Track Student Progress
Use TOPSpro Enterprise (TE) data collection and accountability software for Tracking 
Of Programs and Students (TOPS).
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How the                    System Works

▪ Use CASAS 
Locator or 
Appraisal to

(1) Identify 
appropriate 
pretests,          
(2) Place 
students in 
program.

▪ Use CASAS 
pretests to    

(1) Place students 
into NRS 
Educational 
Functioning Levels 
(EFLs)           

(2) Identify 
instructional needs.

▪ Use pretest 
results to 
guide 
teaching.

▪ Use 
QuickSearch 
Online to find 
curriculum 
resources.

▪ Use CASAS post-
tests (after 70-
100 hours)  to    

(1) Measure 
learning gains and        

(2) Document 
completion of NRS 
levels.
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CASAS Tests
CASAS Appraisals
• Determine the appropriate level pretest to administered
• Determine basic instructional level
• Cannot be used to report scaled score

CASAS progress tests (pre- and post-tests) have four principal 
uses:
• to identify a student’s skill level
• to guide instruction
• to measure learning progress
• for accountability reporting
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About All CASAS Assessments

• Measure academic skills in the context of common life and work scenarios

• Group or individual administration – practical for large or small groups

• Sample test items for test preparation available at no cost on the CASAS 
website

• Reusable paper test booklets are cost effective

• eTests (computer-delivered)
• Reduces staff time

• Affordable ($1.95 to $3.80 per test, depending on package and number purchased)

• Can be used for remote testing
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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
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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 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
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NRS Test Status for ABE Learners

ABE / ASE Assessments
Reading Math

Reading GOALS

Approved through February 2025

Math GOALS

Approved through June 30, 2024

(In development)
New! Math GOALS 2

Approved through July 13, 2030!
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NRS Test Status for English Language Learners

ESL Assessments

Reading Listening

Life and Work Reading – 80 series

Beginning Literacy (Forms 27/28)

Approved through June 30, 2024

Life and Work Listening – 980 series

Approved through June 30, 2024

New! Reading STEPS

Approved through July 13, 2030!

New! Listening STEPS

Approved through July 13, 2030!
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Process for New Test Approval

1.Official approval published in Federal Register

2.Tests available for purchase and review

3.Test review and recommendation by SPARC

4.Test approval by MDE

5.MDE adds new tests to revised Assessment Policy

6.Tests available in SiD

7.MDE notifies programs and staff they can start using tests

(An email will go out to the field the week of Oct. 23.)

21



CASAS Assessments for ABE
CASAS Reading GOALS – NRS-approved through February 5, 2025

• Greater Opportunities for Adult Learning Success

• Designed for learners for whom English is their first language, OR English language 
learners who have earned a 236 or higher on Life & Work (239 or higher on STEPS)

CASAS Math GOALS – NRS-approved through June 30, 2024

• As with Reading, this series is aligned with the College and Career Readiness 
Standards

• ELLs can be given this test 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
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Newly Approved Math GOALS 2 series

• 5 levels in the series (A to E), 2 forms per level

• Aligned to the College and Career Readiness 
(CCR) standards

• Similar content and item as in Math GOALS, 
expanded

• Administration protocol will remain the same and 
Math GOALS

23

Math GOALS 2 for ABE/ASE
https://www.casas.org/product-
overviews/assessments/math-goals-2

https://www.casas.org/product-overviews/assessments/math-goals-2
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CASAS Assessments for ESL
**Now NRS-approved through June 30, 2024!

Life and Work Reading (80 Series)

Beginning Literacy (Forms 27 and 28)

Life and Work Listening (980 Series)
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Who Should be Given a CASAS Life & Work 
Test?
• Only appropriate for learners for whom English is not their first language

• Only appropriate for ELLs who score under 236

• Once an English language learner scores 236+ on a CASAS Life & Work 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).
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Who Should be Given a CASAS STEPS Test?
• Only appropriate for learners for whom English is not their first language

• Only appropriate for ELLs who score under 239

• Once an English language learner scores 239+ on a CASAS STEPS 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).

• If a student has a current CASAS Life & Work valid score, they could be given a 
CASAS STEPS test as a baseline in STEPS, and still be given the appropriate Life 
& Work posttest after 40 hours of instruction.
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Newly Approved STEPS Reading and Listening Series

• 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.
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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 

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
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Reading STEPS



Listening STEPS
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Check for Understanding

1. Which test series is most appropriate for English language learners?
• Life & Work/STEPS
• GOALS

2. Which test series is appropriate for ABE learners?
• Life & Work/STEPS
• GOALS

3. Which Math test is approved for NRS reporting?
• Life Skills
• GOALS

4. We can begin using CASAS STEPS for English language learners immediately.
• Yes
• No



Where to Start?
Test Administration Manual (TAM)

40 

Testing Guidelines Overview

Test Timing

Test Security

Accommodations

Intake Screening 
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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

Scoring guidelines

Score conversion charts

Next assigned test charts

CASAS Competencies and Content 
Standards

Class and student profiles (fillable 
worksheets)

Standardized test administration 
procedures and policies

Test security protocols

Resources for testing and 
instructional support
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Test Timing for Life and Work Test Series

Intake Pre- and post-tests Progress testing

Locator (eTests only)
Life and Work Reading
  (80 series)

CASAS recommends
70 – 100

instructional hours

(minimum of
40 hours)

15 minutes for Reading 60 minutes for each level

15 minutes for Listening
Life and Work Listening
  (980 series)

Appraisal (online & paper) 49 minutes for Level A

25 minutes for Reading 52 minutes for Level B

30 minutes for Listening 51 minutes for Level C
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Test Timing for the GOALS Test Series

Intake Pre- and post-tests Progress testing

Locator (eTests only) Reading GOALS (900 series)

CASAS recommends
70 – 100

instructional hours

(minimum of
40 hours)

15 minutes for Reading 60 minutes for Level A

15 minutes for Math 75 minutes for Levels B, C, D

Appraisal (online & paper) Math GOALS (900 series)

30 minutes for Reading 60 minutes for Level A/B

30 minutes for Math 75 minutes for Level C/D
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Test Security – Paper Delivered tests
• All CASAS testing materials are copyrighted 

and are not to be reproduced or 

transmitted by any means.

• Permission is granted to duplicate only 

pages in the TAM that have “Duplication 

Permitted” at the bottom of the page.

• Testing can only occur when a Test proctor 

is present.

• Keep all test administration manuals 

secure.

• Keep all testing materials in                       

secure storage, and available only to 

those involved in test administration.

• Develop a system to distribute and 

collect testing materials, including 

numbering test booklets.

• Test administrators are responsible for 

the security of all test materials in 

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


Accommodations
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.
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Intake Screening Overview Activity Packet p. 6

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.

• 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

46 M

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


Intake Screening 

• Some test takers should be given a Beginning Literacy test 
(Forms 27 and 28)

• Some test takers should be administered a Level A test 
(skip the Appraisal)

• Some test takers should be given the Appraisal to 
determine the appropriate pretest to administer

Intake Screening Documents and more:
https://www.casas.org/training-and-support/testing-guidelines/intake-screening 
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Intake Screening Summary Activity Packet p. 6
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The Oral Screening is an optional one-on-
one oral interview used to screen ESL/ELL 
learners for taking listening and reading 
locators or appraisal tests. 

• six questions 
• 5 minutes

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

Oral and Writing Screening for ELLs
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Administering the 
Oral Screening

• Administer 
one-on-one

• Introduce yourself

• Ask the questions

• Repeat the question 
once, if needed

• Use the clarification 
questions, 
if needed

Question Response

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? 
To clarify, ask:

   When did you come to the United 
   States?

Some possible responses:
Four years; 1987; etc.

2. Tell me why you want to learn 
   English. To clarify, ask:
   Why do you want to study English?

Any appropriate reason may be acceptable.

3. Do you read in your native 
   language?
   If Yes, ask: What do you like to read?
   If No, ask: Why not?

Yes.
Some possible responses: names of books, 
types of books, subjects
No.
Some possible responses: I didn’t go to school 
in my country; I can’t read; I have no time to 
read; etc.

4. What work did you do in your home 
   country? Or 
   What work are you doing now?

Any appropriate response is acceptable. If the 
person has not worked, expressing that fact is 
also correct.

5. How many years did you go to school
   in your country? To clarify ask:
   How long did you go to school in
   your country?

Any appropriate response is acceptable. Form 80 Appraisal TAM,    
pages 14 & 15

Module 2: CASAS eTests Implementation



Scoring Rubric – Oral Screening 

Points Guidelines

0
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.

1 Comprehensible but not grammatically correct.

Note:  Comprehensible = understandable and relevant

2 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.
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Using Oral Screening results to select pretest for 
Beginning Level ELLs

Score of 7 or more: 
• Give the Locator online or the paper-based Appraisal 

for Reading and/or Listening

Score of 6 or less:
• Do not give the Locator or Appraisal 

• Give the Beginning Literacy Screening  

• These items are found on the Form 27 or Form 28 Practice Items
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Beginning Literacy Screening

• Administer 5 reading questions 
from Form 27 one-on-one

• If some difficulty, administer 
Literacy Form 27 or Form 28 

• If little or no difficulty, 
administer Reading Form 81R 
or 82R
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Intake Screening Summary
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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.

2. Using a sign language interpreter for test directions.

3. Translating unfamiliar words in test items.

4. Allowing a student to take the test in an alternate room.

5. Giving the student a supervised break.

6. Leaving a student alone to take a test.

Allowed

Allowed

Allowed

Allowed

Not Allowed

Not Allowed
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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.
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BREAK
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Proctor Responsibilities and Duties

58 

PROCTOR 
RESPONSIBILITIES

PROCTOR DUTIES PROCTOR 
CERTIFICATION
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CASAS Tests are Standardized Tests
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• 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.



Responsibilities and Duties Overview
• Paper test proctors serve an essential role in ensuring that 

paper testing occurs fairly and uniformly.

• 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.
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Proctor Responsibilities                                
(Activity Packet page 3)

Maintaining test security & student confidentiality at all 
times.

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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Introduction to Proctor Responsibilities
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.

• Citizens - to assess the performance of workforce training, education, and 
literacy programs.
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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.
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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.
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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
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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
_10.pdf?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.
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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.”

71



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.
• If 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.
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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.
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Steps for Testing Day
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Step 1.

Prepare to Test

Step 2.

Begin to Test

Step 3.

During the Test

Step 4.

After the Test
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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.
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Steps for Testing Day

https://www.mnabeassessment.com/_fil
es/ugd/0405eb_62251e7aac53415fa0282
06ed011d969.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.

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

• Gather  Answer sheets  #2 pencils with erasers  Scratch paper for math only.  Basic 
calculators for Math GOALS 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.
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Step 1. Prepare to Test, cont.
Prepare the Answer Sheet
• 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.

• 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.
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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…
• Post start and end times.
• Encourage students to use the full recommended time per test.

About Practice…
• Review practice items pointing out where to bubble answers on the answer 

sheet.
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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.

• Instruct 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.
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Suggested Verbal Instructions

https://www.mnabeassessment.com/_fil
es/ugd/0405eb_7090a21754e34133ba1a4
c3b928f24b5.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 their test booklet and wait.

• Allow students who are not finished an extra few minutes to answer the question they are 
working on.

Students are not allowed to stop testing and continue at another time.
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Step 4. After the Test
Test Booklets
• Check each test booklet and erase any pencil marks.

• Return all test booklets to inventory in a secure location.

Answer Sheets
• Check all answer sheets to see that answers are clearly marked.

• Check that changed answers are completely erased.

• Erase any stray marks on answer sheets.

• Return all unused answer sheets to inventory in a secure location.

• Submit student answer sheets to the data manager for processing.

Pencils, Calculators & Scratch Paper
• Return pencils and calculators to inventory and shred scratch paper.
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Step 4. After the Test, cont.
Scoring Tests
• Answer sheets can be hand-scored using answer keys in the Test Administration Manual.

• If you have access to TOPSpro Enterprise, the scores can be uploaded into that system in 
addition to SiD.

Test Results & Reports
• If available, generate reports from TOPSpro Enterprise.

• Enter test results on worksheets provided in the Test Administration Manual.

Enroll in Module 4: Test Results and Reports and learn how to use test results to 
benefit students and teachers.
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Appraisals

86

Test Scores

Scoring Appraisals

Skill Level Descriptors

Appraisal NAT Chart



Appraisal Overview (pg. 7-Activity Packet)

An Appraisal score will help to...
• get a preliminary assessment of a learner’s skill level.
• place a student into an appropriate instructional program.
• place a student at a level within the program.
• identify the appropriate pretest to administer.

Students need to know the purpose of taking an Appraisal.

• Since test items get progressively more challenging quickly, students do not 
need to worry if they cannot answer all questions.

• Students can stop taking a test if it becomes too difficult to continue.

Note: Appraisals may not be used for measuring learning gains.
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Scoring Appraisals
Hand scored
• Use the answer key in the Test Administration Manual (TAM).
• Count the number of correct answers to determine the raw 

score.
• Convert the raw score into a scale score. The scale score relates 

to the NRS Educational Functioning Level (EFL) Descriptors.
• Use the Next Assigned Test chart to select the pretest.

Online tests are automatically scored
• Many reports are available to ascertain student strengths and 

weaknesses.
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Appraisal Test Scores
Raw Score

The number of questions a student answers correctly.

Scale Score

Converts a student's raw score on a test to a common scale 
that allows for comparison between students.

Each test form has its own Raw to Scale Score chart.
• These charts are in the Test Administration Manual for each CASAS 

test series.

• For example, on this chart, a raw score of 12 is a scale score of 213.
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Using Scale Score to 
Assign Pretest

When scoring the Appraisal, you won’t report 
the scale score. The scale score will be used to 
determine the appropriate pretest to administer.

Note: eTests automatically scores each test, 
calculates the raw and scale score and assigns 
the next test.

Forms in each level are equivalent, so it isn’t 
necessary to always give lower numbered form 
first.

90
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What the test results tell you

91

Skill Level Descriptions

CASAS Test Scores

Next Assigned Test (NAT) Charts

Valid Test Scores

M



Skill Level Descriptors
Skill Level Descriptors provide general information on how an adult 
learner’s scale score on a CASAS test in a specific skill area 
corresponds to the job-related and life skill tasks this person 
generally can accomplish.

• Each CASAS test measures a student’s skills in one modality (e.g., reading).

• Do not assume that a student has the same ability level in reading, listening, 
math, and writing.
▪ For example, a student may have higher reading skills than listening skills.

For more CASAS Skill Level Descriptors, go to: Home > Product Overviews > Curriculum 
Management > Instruction > CASAS Scale, Skill Levels, and Descriptors
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Skill Level 
Descriptors 
for ESL and 
ABE
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There are unique Next Assigned Test (NAT) charts 
for each test form located in the Test 
Administration Manual (TAM).

• For eTests, the computer automatically determines the 
raw and scale score, and selects the next assigned test.

• For paper testing, refer to the correct NAT charts in the 
TAM for each test series to determine the appropriate 
next test form level.

Note: An appraisal score cannot be used as a baseline 
pretest score for NRS reporting.

Next Assigned Test (NAT) Chart
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Determining the Pretest

GOALS Reading Series

Level Form

A 901R, 902R

B 903R, 904R

C 905R, 906R

D 907R, 908R

Using the Raw to Scale Score Chart and 
the Next Assigned Test Level Chart, what 
pretest form should this student take, if 
they got 12 correct on  the Appraisal?
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1. What is the scale score of a 
student with a raw score of 7 on 
the Reading GOALS Appraisal 
_________ 

2. What Reading GOALS level test 
should you give a student with a 
scale score of 228? _________

3. What Reading GOALS pretest 
form should you administer to a 
student with a raw score of 11? 
__________

Appraisal Activity

Form 903R

Level C

200



Test Score Ranges

Every test form has a unique raw-to-scale score 
conversion.

Raw score = the number of correct answers on the test.

Scale score = the converted score from the raw score that 
allows for comparison between students and tests.

You will use the scale score (not the raw score) when reporting 
results.

CASAS eTests automatically scores each test and calculates 
the raw and scale score.

97



Below Accurate Range (*)

• These score points are below the accurate 
range of a test form and marked with an 
asterisk (*).

• These score points are inaccurate and cannot 
be reported for pre- or post-testing.

• Retesting is required to get an accurate 
range score.

➢ Retest on a lower-level form.
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Accurate Range

• These score points are within the accurate 
range of a test form.

• These are valid scores.

• Scale scores can be used –
▪ For Pretest results to set the baseline score for 

measuring growth at the time of the next test.

▪ For Post-test results to document learning gains.

• Results are reportable for pre- and post-test 
scores.

➢ Retesting is not required.
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Conservative Estimate (♦)

• Diamond scores (♦) are a conservative 
estimate of the ability of students who 
perform very well on a test form.

• Diamond scores are reportable unless 
your state or local program does not allow 
the conservative estimate score.

➢ Retesting is recommended for pretests.

➢ Score can be reported for posttests.
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Valid Score Activity

Use the Form 906 Next Assigned Test chart to answer the 
following questions.

1. Maria received a raw score of 13 on her Form 906 pretest. 
What is her scale score? __________ Is this a valid score? 
________

2. Sandra received a raw score of 6 on her Form 906 
assessment. What is her Scale Score? _________  Is this a 
valid score? _______  What would you suggest as a next 
step? _____________________

3. Andre took Form 906 as a pretest and got a raw score of 
27. What is his scale score? __________  What posttest 
should be given? ______________ 

4. Allison took form 906 as a posttest and got a raw score of 
34. What is her scale score? __________  Is this a valid 
score? __________
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No
Retest with 903 or 904

229

907 or 908

238
Yes

--

213
Yes



BREAK
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Instructional Considerations

103

Quick Search Online

Sample Test Items Overview

Grade Level Equivalents

Leveled Materials Online

M



What is Instruction?
Instruction is a time for ongoing informal assessment

• Teacher observation

• Teacher-made assessments

• Curriculum-embedded assessments

CASAS Tools for planning instruction

• Quick Search for curriculum

• Sample Test Items for test-taking prep
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https://www.casas.org/product-
overviews/curriculum-management-
instruction/quicksearch-online 
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QuickSearch 
Online

QuickSearch helps to:
• Target instruction
• Develop curriculum
• Enhance existing 

curriculum

Search for material by:
• CASAS assessments
• Competencies and 

Content Standards
• Program, Level, and Skill
• Publishers
• Tests

https://www.casas.org/product-overviews/curriculum-management-instruction/quicksearch-online
https://www.casas.org/product-overviews/curriculum-management-instruction/quicksearch-online
https://www.casas.org/product-overviews/curriculum-management-instruction/quicksearch-online
https://www.casas.org/product-overviews/curriculum-management-instruction/quicksearch-online
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Sample Test 
Items

Reading GOALS
Math GOALS
Life and Work Reading
Life and Work Listening
Government and History for 
Citizenship
Work Readiness Checklists
Rating Sample

Sample Test Items:

❖ Not actual tests

❖ Not predictors of student performance

❖ Not valid for level placement, 
assessment, or for reporting 
standardized scores

Use Sample Test Items to:

❖ Familiarize and give students practice 
with CASAS items

❖ Make future testing go smoothly

❖ Help reduce student test-taking 
anxiety

https://www.casas.org/product-overviews/curriculum-management-instruction/sample-test-items/reading-goals
https://www.casas.org/product-overviews/curriculum-management-instruction/sample-test-items/math-goals
https://www.casas.org/product-overviews/curriculum-management-instruction/sample-test-items/life-and-work-reading
https://www.casas.org/product-overviews/curriculum-management-instruction/sample-test-items/life-and-work-listening
https://www.casas.org/product-overviews/curriculum-management-instruction/sample-test-items/government-and-history-for-citizenship
https://www.casas.org/product-overviews/curriculum-management-instruction/sample-test-items/government-and-history-for-citizenship
https://www.casas.org/docs/pagecontents/casas_work_maturity_checklists.pdf?Status=Master
https://www.casas.org/docs/pagecontents/casas_worksiteperf-rating_sample574213CDCECA.pdf?Status=Master


Reading GOALS 
Grade Level 
Equivalents
https://www.casas.org/product-
overviews/assessments/reading-goals 
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Math GOALS 
Grade Level 
Equivalents
https://www.casas.org/product-
overviews/assessments/math-goals 
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Math GOALS 2 
Grade Level 
Equivalents
https://www.casas.org/product-
overviews/assessments/math-goals-2
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Reading STEPS 
Grade Level 
Equivalents
https://www.casas.org/product-
overviews/assessments/reading-steps
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Listening STEPS 
Grade Level 
Equivalents
https://www.casas.org/product-
overviews/assessments/listening-steps
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Where to Find Leveled Materials

https://www.commonlit.org/

https://www.readworks.org/ 

https://newsela.org  

https://www.readtheory.org 

https://www.activelylearn.com/

https://www.crowdedlearning.org/skillblox 

https://www.crowdedlearning.org/learn/projects 
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Progress Testing (Pre- and Post-testing)

M

What do you need to know?

What is a level gain?

Accountability performance targets
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Progress Testing Overview
Progress test is the general term for pre- and post-tests.
• Pre- and post-test pairs must always be from the same test modality.
• You must also use the same assessment series (e.g., Reading GOALS) when 

progress testing a student in the same test modality but not the same form.

Pretests
• Administer pretests as soon as feasible upon entry into the program and before 

any substantial instructional intervention.

Post-tests
• Administer post-tests at the end of a semester, term, quarter, or another 

substantial instruction block to document learning gains. The student must have 
at least 40 hours, but CASAS recommends 70 to 100 hours for best results.
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What Do You Need to Know About Post-testing?

• Student must have at least 40 hours of 
instruction. (CASAS recommends 70-100 
hours of instruction)

• Use the Next Assigned Test chart found in 
the Test Administration Manual (TAM) to 
determine the appropriate post-test.

• Paired tests must always be in the same 
series and modality.

• You must always give a different form than 
the previous test administered (even if it’s 
been years) so use the correct chart.

• Ask “Can the learner get a level gain with 
the same level test as the pretest?” 

• If not, it is best to administer a test from 
the next higher level
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What is a Level Gain?

A level gain is earned by a student when they move 
from one educational functioning level to a higher 
educational functioning level.

Why are level gains important?
• Federal targets have been negotiated, and each program, 

and ultimately the state results, are judged based on 
attainment of targets.

• See 2022-2024 targets on next slide.
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ACCOUNTABILITY:
PERFORMANCE 
TARGETS

http://mnabe.org/sites/d
efault/files/minnesota_ad
ult_education_performan
ce_targets_2022-24.pdf 
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Important Considerations: Level Gains

Consider your program’s level gains! 

• Make sure all Advanced ESL students pre-tested on the Life & 

Work have the opportunity to post-test on the Life & Work.

• Advanced ESL students can continue to test in Life & Work until 

a score of 236 has been achieved (until June 30, 2024).

• Check SiD to ensure that all students have an Educational 

Functioning Level in FY 2024. If they don’t, they may have a 

pretest that is too old (prior to July 1, 2022), or, if they have 

earned a “Completed ESL” level, they may need to be tested 

immediately with CASAS GOALS.
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Review and Application

M

Vocabulary Review

Testing Scenarios

Testing Decisions
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G

C

D

F

E

A

B

A. Next Assigned Test Chart
B. Intake Screening
C. CASAS pretest
D. Instruction
E. Skill Level Descriptors
F. CASAS progress/post-tests
G. CASAS Appraisal

Activity Packet page 9



Testing Transitions Scenario #1

Student A, an English language learner, registered for your program on May 1st. They 

were given a CASAS Reading Life & Work, Level C, and scored 228 (Advanced ELL). They 

attended for 26 hours in May and June.

The student returned in September and after 15 additional hours of instruction, the 

student is given a CASAS Reading GOALS, Level C, and scores 236 (Adult Secondary).

1. Is this a level gain? 

2. How could this student show a level gain?

Answers:

1. This is not a level gain because it was two different test series.

2. Since the learner is an English language learner, the appropriate post-test would be a CASAS Life 

& Work, level D. If the learner scored 236 on that test, they would earn a level completion. 

121



Testing Transitions Scenario #2

A student is given a Life & Work posttest in November and scores 236, earning them a 
level completion. They continue to attend class.

Later in November, as you are entering hours, you get an error message that indicates 
that you can’t enter any additional hours for this student.

Q: What happened? And how can this be avoided?

Answer: Even though the student achieved a level completion the new level they entered was low 
adult secondary, based on the Life & Work series, which, as of July 1, 2019, is no longer approved 
for ABE learners. Therefore, they no longer have a valid Educational Functioning Level. Only 12 
hours of attendance can be entered. 

To avoid this, when an ESL student completes level 6, you should immediately administer  a CASAS 
GOALS appraisal and pretest – no need to wait 40 hours. 
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Testing Decisions
What test series would you start with for the following students? Life & Work 
or GOALS? What additional information do you need to make the decision? 

CONSIDER: Time in U.S.; First language literacy level; Education in home country

Estela arrived in the U.S. from Nicaragua 5 weeks ago.

Sandra was born in Minnesota, attended through grade 11 there, and needs a 
GED.

Solomon was born in Ethiopia, attended high school in the U.S., and wants a 
GED.

Fernando was born in California, attended school in San Diego, and dropped 
out of high school at age 17.

Thelma came to the U.S. at age 15. She attended school until age 17, and now 
would like to work on a GED in Spanish.

Martin has been in the U.S. for 20 years, but has only a 3rd grade education. 
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Question Time
What questions do you have? 
Please post them in the chat.

If you have questions later, 
please feel free to email me:

martha.olsen@gmail.com 
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Training Options
Support Staff Conference (Virtual)
November 16, 9:00-12:00

CASAS Online Training
At your own pace
http://training.casas.org

By Request
Contact Marty Olsen
Martha.Olsen@gmail.com 
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Going live! Checklist

JModule 2: CASAS eTests Implementation 126



Going Live! 
Checklist – 
Step 1

System 
Requirements

1. Confirm system requirements for each online 
application
❑ CASAS eTests Online System Requirements

❑ TOPSpro Enterprise Online System 
Requirements
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CASAS eTests Online 

Used to administer to tests. 

TOPSpro Enterprise

Used to manage data and 
user access, retrieve test 
results and generate 
reports.

Step 1. System Requirements
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Going Live! 
Checklist – 
Step 2 

Complete 
Training

2. Complete training, agency agreement, and 
certifications

❑ Module 1: Implementation Basics

❑ Module 2: CASAS eTests Implementation

❑ New Agency Online Implementation Agreement

❑ eTests Coordinator Certification

❑ eTests Proctor Certification

At least one person per agency must complete each 
of these. Additionally, each coordinator and/or 
proctor must complete the appropriate training.
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Going Live! 
Checklist – 
Step 3

Order Your 
Tests

3. Order your tests

❑ If you do not already have them, you should 
order Test Administration Manuals (TAMs) for 
each test series and modality that you intend to 
administer via eTests – at least one per site.

❑ CASAS will verify that your program has 
completed the training requirements.
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eTest 
Software 
options

131



Step 4. Online 
Account Setup 
and Access

When you complete initial prerequisites for eTests 
implementation (Steps 1 – 3)
• Send an email to golive@casas.org and request 

CASAS to set up your online account.

CASAS will set up your online account with the 
following:
• TEU purchase record

• One eTests site

• Default testing session templates and sessions at 
the eTests site

• Default set of TE access groups for the DM to add 
and manage users

CASAS will send an email:
• In 2-3 business days, the MPOC and DM will 

receive an email from CASAS with access 
information. 132
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Going Live! 
Checklist

❑ 5. Connect to your online account 

❑ 6. Add Sites 

❑ 7. Add Users

❑ 8. Register testing stations

❑ 9. Replicate testing sessions

❑ 10. Conduct a trial run

❑ 11. Go live! and begin testing

❑ 12. Retrieve results and generate 
reports
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All steps are 
linked to 
pictorial 
instructions
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CASAS 
eTESTS – 
Reports – 
Individual 
Skills Profile

135



CASAS eTESTS – 
Reports – 
Student 
Performance

Articulates specifics 
regarding the content 
standards that student 
needs to focus on.

Note:

❖ Number of items

❖ Percent correct

❖ Content Standard 
Description
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Wrap Up! What’s Next?
• Help Documentation and Videos

• Live Office Hours

• News & Updates Webinars

• Contact Information

• Training Completion
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Looking for 
something?
• eTests

• TOPSpro Enterprise (TE)

• Steps for Testing Day
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Live Office 
Hours
• Ongoing customer service 

and technical support for 
every client.

• Fridays at 11 a.m. PT / 2 
p.m. ET.

• Participants guide session 
content with their 
questions and needs.

• Registration required.
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News & 
Updates 
Webinars
• Informational overview 

and updates on new 
CASAS assessments, 
guidelines, and training 
resources. 

• Webinars are mid-month 
on Wednesday at 11:00 
am (Pacific Time).

• Registration required.
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Training 
Completion
Test Security Agreement

Certif ication

141 M



Getting a Certificate for
Completing This Training
• IMPORTANT – You will need your unique CASAS 

website login and password.

• If you do not submit your Test Security Agreement, 
you will not be able to print a certificate for this 
session.

• You should report your completion of this training 
to your supervisor so that it can be noted in your 
employee record.
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Test Security 
Agreement

Follow these steps to access, complete, and 
submit your Test Security Agreement so that 
you can generate your Certificate!

1. Go to http://training.casas.org/

2. Click In-Person Training Completion Portal

3. Click Minnesota (MN) Implementation Training

4. Log in OR Click on the Create a new account 
button and activate your account

5. Enter the Training Passcode – 

6. Click the Enroll Me button

7. Click the Test Security Agreement link, SUBMIT

8. Click the Get Your Certificate! button
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When you click “Get your certificate”...

This certificate is automatically sent to the email used to register your CASAS account.
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Who Should You Contact?

CASAS Desk

CASAS Information

Field Testing

Going Live! with eTests

Getting Ready! with Paper Tests

Orders Department

Remote Testing

Tech Support

Training

General Questions

Email

info@casas.org

fieldtesting@casas.org

golive@casas.org

info@casas.org

orders@casas.org

remotetesting@casas.org

techsupport@casas.org

training@casas.org

casas@casas.org
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Thank you for attending!
/CASASsystem 

/CASASsystem

/CASASAssessment

/CasasSystem

www.casas.org

casas@casas.org

1-800-255-1036
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