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4.12 Script for Administering English Language Arts/Literacy (ELA/L)

The administration script under Section 4.12.1 will be used for all units for the ELA/L Test. On the
first read through, TAs are required to adhere to the scripts provided in this manual for administering
the CCRS summative assessment. Read word-for-word the bold instructions in each SAY box to
students. You may not modify or paraphrase the wording in the SAY boxes. Some of the SAY boxes
are outlined with a dashed line and should ONLY be read aloud if they are applicable to your students.
Some directions may differ slightly by unit and are noted within the administration script.

4.12.1 Grades 3 — 8 & 10 ELA/Literacy — All Units

. . . . . Start Sto
Unit Testing Time Required Materials . . i
Time Time
. . e Student testing tickets
Unit 1 Grade 3: 75 Minutes . Pencils

Grades 4-8 & 10: 90 Minutes
e Scratch paper

Grade 3: 75 Minutes e Student testing tickets

Unit 2 Grades 4-8 & 10: 90 Minutes * Pencils

e Scratch paper

Itis critical to ensure that students have the appropriate universal features and accommodations prior
to testing. Refer to Section 3.3 for further instructions on how to check accommodations.

Test Administrators must make sure all testing devices are turned on and have the TestNav application
open. Make sure all testing devices display the Sign-In screen as shown below (under the Checking
Audio Section). Make sure all headphones are plugged in prior to launching TestNav.

SERFHITREFS EARRERENMIE,
Y Zitie N, ENBE LRARTFREMBFe&. FRIFTRIE. RFEEHR
RAMREME, MNREIMES T EFKRZHAERN B F2F, BXNHAEF IR

EZ RSP LRNEEE RS ERNBF2E, FEURENE AMS,

If a student raises his or her hand, collect the electronic device (or follow DoDEA policy) and store it
until the unit is complete. Certain electronic devices may be allowed for accommodations purposes
only during testing. Please contact your STC if you have questions regarding electronic devices.

Checking Audio

@ BEENEETFHITA . EZREL SR (Sign In) A TEE 1ML ET”
(Test Audio) HE#%, EIFHEHE, BREBIHIREES, HESERABIRETE
B RAIUEA RN AR EE,
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See below for a screenshot of the Test Audio function. Test Administrators should assist students with
audio adjustments as needed.

TestNav
DODEA

Password L]

Instructions for Logging In

@ AR, RS RFETEFNERE MR EH B, FFESM.

Distribute scratch paper and student testing tickets. Make sure students have pencils.

m RERERETEFHMEREEEF TR MREZFEEFFEF.

If a student has the wrong ticket, provide the correct student testing ticket to the student. If you do
not have the correct student testing ticket, contact the STC. The same testing ticket will be used for all
units of the test.

STUDENT TESTING TICKET
THIS IS A SECURE DOCUMENT

Student Name: PIUBDT, PBXZWY TT
Student Identifier (1D): 1151122225
Session: Grade 6 Math Online Grade 6 1
Test: Grade 6 Math

You are authorized to take the electronic version of this test. You will be
asked to provide the following information in order to access the test
on the device.

Please wait for the instructions from the proctor before
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proceeding.

© Select DoDEA in the application.
TestNav Username: 8845561452
TestNav Password: 087594

Testing Device:
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@ E#EEF LNZEARETERigHE.
(&)

MERRAETE £ LR TRMAP %,

(&)
MEIFRAEEF LR RHNES,
(&)

BTEiRER B R (sign In) #5251,
(&)

ERENELARIECHAF NMREEINNAFAREESCH, IBEFIE
MiZ IR “IR5D” (Welcome) FRER EFR “FFIR” (Start) #5251,

Circulate throughout the room to make sure all students have successfully logged in. Retype the
username and password for a student, if necessary. Passwords are not case sensitive. If the student

does not see his or her correct name on the login screen, sign out of the test and sign back in with the
correct student testing ticket.

Instructions for Administering Each Unit
ERZARRE LAYREAN, i5IR L BT R EERRILRETN R,

EX, BREN__FE (EEHRNNER) RIFESEAREERNE__Eit (EE
MR TT) BE i,
RS ECEMIRIE, AR N BAEIE S8 Rl &,
Hip— BB REIEEER . ERE LA EPRARES. X2FEBHBIYZE
iBIFER A Rl SR E F K FRriR Ay 22 8], I —EBhSR. IS E B E AR
KRNERBER AEEEZREPRANETREF RIS
MREFHEFE—EFENEE, T RN BEHBEHITT—EE, IRERE
5T ZE, TS EEZURZE ZA0FINE BERY R,
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RRE LRSI BARIILE R BRIEE A rTIA 4R LR, BN FELER,

59> BRI R FE B TR A T RIS AT . AR EIHEAH TRILR BT NFEE, SR T
FiEE, 2R TR—1EHIACR, BEZ2RNFIENE .

EZiAIED, MRHWE R i FHEMERME, FEF, HAIUBE 5312
i, R EFRBMREEE A RENTELETR,

WERARTTURE, BEFH (IRUS5 -2 RERSEREER. (IRHK
4.5 —B7n) BRESRRRE R RE T REWE L S FHERLE. B it
&, ERFEBERT

Read from

OPTION A, B, or C below based on your local policy (refer to your STC).

A
RRXERRE, RASHEHZHER.

eI B
RRXERRG, ErIURF,

ETC
RRXEER, SR PREME G RITFHEREREXLER,

EEREREMEE?

Answer any questions.

Instructions for Starting the Test

I RFRIES.
(H12.)
EAERRE AR M E LK, BT,
(&E1=.)
EFRTFFIR” (Start) ¥ 525,
(&E1=.)
BMERZBEH#HAEZ R,

Pause to make sure all students are in the correct unit.
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@ TmEe...
(EFEFHITHETT)
= FREIRIT TS5
SHEE | ZFRE2RT TS
. JRFERAETHIE X, Z X EER T 105 B K R IREE(R,

a 38 ...
(EEFHITHETT)
M- +—FKFE1E T 9099 Fh
4-115FE |- T—FRE2HET 9078
. RFTERABETHE IR, ZiXHEER T 1093 #83HE S 1REEIR( 1.

Write the starting time and stopping time in the timing box (Figure 3.0 Timing Box Example).
Actively proctor while students are testing:

e Redirect students as necessary (Section 4.7.3).

e If technology issues occur during testing, assist students as needed. Follow the protocol in
Section 4.7.1, as applicable, if any technology issues cause a disruption.

If testing is completed testing for the day, make sure they log-out of TestNav.

Collect test materials as students complete testing (Section 4.9.2).

If students have questions about an item, tell them, “Do the best you can.”

If students indicate that a test item is not functioning appropriately, refer to Section 4.7.5.

Instructions for Taking a Break During Testing and Testing Interruptions
The following are permitted during test administration at the discretion of the TA:
e One stretch break of up to three minutes for the entire classroom during testing for each

unit. The stopping time should be adjusted by no more than three minutes if there is a
stretch break.

e Individual restroom breaks during testing (do not adjust stop time).

The following security measures must be followed:

Students must be supervised.
Student screens must not be visible to other students.
Students are not permitted to talk to each other during testing or breaks during testing.

Students are not permitted to use electronic devices, play games, or engage in activities that
may compromise the validity of the test.
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If taking a three-minute stand and stretch break during the unit:

-

| BETHETH TR BIRBHKE= S8 EFERE,

- — — 1

| E— —_ —_— —_— —_— —_— — e — — e — — —_— —
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After taking a classroom break, be sure students are seated and device screens are visible:
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METUGEZEERT
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Instructions for When 10 Minutes of Unit Time Remain
When 10 minutes of unit time remain,

Z B ELE R 105 £,

Continue to actively proctor while students are testing.

Instructions for Ending the Unit

When the unit time is finished, read the following optional SAY box if there are students still actively
testing. If a second unit will be administered after a short break, stop the directions after exiting the
unit. (Do not have students log out of TestNav.)

Optional SAY box if students are still testing:

- - - - - — — — — /1

@ (eI, K Er R R A R,
| EIFERE FAIGE” Review) THIZE, |
MR ER s oh, SRR SR AR AR EBH4E5” (End of Section) o

| EF R RAEZZE” (Submit Final Answers) 55, &HM—1ME 28R« RENF l
| B XS, — BRI EER FAEERHIG?” |
(381875 ) EF IR (Submit) #&H,

| EFECR” (Yes) Il B Z$E T, |
(B285T:) xR “IRTRAZE” (Submit Final Answers) 32,

| IR, IR BEER” (Yes, Submit Final Answers) IESALUE &%, BIEEY |

| ElIEE-FHERLE, | .
m o

| | 2>
- (%]
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Lo 41 - - - - - - - - — — 4 204
If testing is completed for the day: =< =

e Circulate throughout the room to make sure all students have successfully logged off. Then,
collect student testing tickets and scratch paper.

e Ensure all students are in Exited status if they have not completed the test, or Submitted for
Scoring status if they have finished all units.

e Return all test materials to your STC. Report any missing materials and absent students.
e Report any testing irregularities to your STC.

If you are administering more than one unit in the same day, allow students to take a short break (e.g.,
restroom break, stretch break) or extended break (e.g., lunch). Once students have returned and are
seated, read the script to move on to the next unit.
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