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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 Stop

Unit Testing Time Required Materials

Time Time
Grade 3: 75 Minutes e Student testing tickets

Unit 1 Grades 4-8 & 10: 90 Minutes * Pencils
e Scratch paper

e Student testing tickets

Unit 2 Grade 3: 75 Minutes . Pencils

Grades 4-8 & 10: 90 Minutes

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.

He? PRYIIAHE £Y2 PAYMNN/299YNAN TPHS AYDAL. 10<:

NI°CADG ADYELYU NtPC MEARHY AL TPYI° 984+ PdhtCLh (DYWEP ASSCY
S¥AA:: hAh (DLMAT PRh& CDARDY CDAPD M £1 9913 A7-2UI° AYTCrY DTt
KedPLge:: qPNLeA hAPTY MI°C VEFTFOI° PARTC LN ODALLPT hAPY:
AMNAP PMETO AG REPY £ NdTE W PATEP R PRARTCLAN ODALLPY
AY2APY NTEIIM 4P 1N ALYS BFAA:

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

PEC 0920BPTP PHAh MPETOY $OMM: 1 PLCATO:: N“NODAP 10" KHEC
N NAQ- 978 1RP AL "P0DNé KL PILA KIET hA: NEC TFLIDELPFP NhA
DAY KE PLI°R DMYY O NETT LZ ATFATNNA K14F RIP4MH: NEIDCS NAA
NS0 BhM PAGY PRIR ODMY Fhthna LFAA:

See below for a screenshot of the Test Audio function. Test Administrators should assist students with
audio adjustments as needed.

48 2023 ADMINISTRATION — TEST ADMINISTRATOR MANUAL FOR CBT



dodea

TestNav
DODEA

Username

Password L]

Instructions for Logging In

ANAP PLTOTSPY TS Thtk K6 PITANE OLPT NOTEEANT LH HI® NATU REB NA::
RRIICPY 4N 1RY REAAM::

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

AUYT PACAPY 9199¢ 16 thot £0DANE K PODEADLE 1S PODERLLA AP NA-AM:
RYRAD ZIAME: FTPNAA AEPY 2V

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
proceeding.
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© Select DoDEA in the application.

Aaesaa1/v13
0T '8 8—€ sapeso

TestNav Username: 8845561452
TestNav Password: 087594

Testing Device:
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Ntk AL PAGY P&HE ODULP RS

(ARG AR9°:)

ALY NP AL RYLILFRD: PTMPOL APy SAN::
(ARG AR9°:)

NOD$MAT® NTIAP AL KYRILFM: PRAE $A LA
(ARG KR PP:)

AUYE "NODAS 1" $IZAGY KHEC RIPUM:

(ARG KRPP:)

APPY N99L (R AL NATHY NNA Nhad P1%:: P2LLY NI° PACAP hALPY ANhP
KEPY 270 AEY "RYRY USF ADMFTU" AhdY AL MDY AANPY:: "E9°C" POLADY
AHEC LT°Me::

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

NS99 1R AL PAGDY GDODLP AVN @htA: AGDNTAT NPT NNA LADY POTANAL
AP DMPI° PHEANP BIPEA::

Hé %Y __ (TN999207 Rt *MC MDODAT)PAGA __ (TINGT A&A (DADAT) PRYIAHT
YL ACY/ODYLI®VY 416 YA AT

KV 8YLY h&A K MPE 27NN hHP AxLYLYe MPe GDAN AMAMYT
GDODLLPEY Sntai::

nNMERPE AY8 °AR KYQARE EMEPPFA: PPARPY NO7L (R AL NAQ WY
@M PANN:: PPAATUY AGDERLA POLLNTA N NF SFEFNA: PIPFAME JPAR
htAMNY N3 POLNAM hPY PMPAAN DPCPLP LF2A: NMPAA NC TMPADY
FPARTUY NODA ADNAN FFAATU:: PPAR AMY @AM PN FPAR T NF 8 ODLF:

PRYEY MPR GDAN P992@M< hNPY F°ART ALC@ MLS2PMAD MPE (D%L
E¥AA: $29° NAD NERLLAT GDANTPY KG PAMAATDY MPRPT NHYU h&A NF
0DhAN £FAA::
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U PACHP 16 @bt N LAY ODODSLPF ODERLZA 1@< AANIICP L¢h
AL LePMAa::

Y278 PAT ML hiAT 8IANA:: PTHECHS PATY DL hiATY hPVU P9AY DRI
PhYY € POLPPCNAY 7T-AT WAL ASTALY AT (DRLY FFAAU::

Nd+6 L, NODE TR GDYLLP AL F1C hAPY AEPTY RV hd RéAPT HYL:: NG
MLBPT MLI° N 15D @Y NAYTCEY NOLNE GDALLPF ALAPT AATATC::

NhARATC A @AM PPy AT NONMFU N3A REPY RYAFFU (0L AA
AYE (PMA NANPT) GDANYY KYLFPCN AHHYAU:: (DL AA 1T NAPMA) GDANYY
RY&FPCN AHHYAU:: AUY P1994PY 20DIPNE? ANt KE AN OPt RANANAU-::

ndFE@- h@MYU NAA @L ONAM »+ODAN SLPTA:

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

RI7¢6% U
AMLRPTFU AN NAMFTU N2A h&A RANLNP £4H HI° NATU TEDM::

/ALY
GDANUY hedNh NAA AATNYAU::

blAUNE

AMLRPTXU AN hAMFU NXA h&A AANLND L4H AV L IDRAME DLI° Moot
ALPEATO 292FA NCFY 9TYNAN FFAATU-:

PITOI° MPR AAPY?

Answer any questions.

Instructions for Starting the Test

PILNTAGY 2N

@L 1% 0L 3% PANAA:

(ARG RRYP::)

NY MYy @AM SHIARDY 297419° hL PANN::
(ARG RRYP::)

"BgeC" P09AMY RHEC LIPUM::

(ARG RRIP::)

AUY 16 AL YPY::

Pause to make sure all students are in the correct unit.
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PILNTAD: RECPIA. ..
(9218407 N&A EIIMY)
37 N&A | N&A 3 1T 1: 75 edd::
N&A 3 21T 2: 75 L
. .2UYY NEA ASYMEPP:: 10 8P 45 L APCPT "AADDPPIAU-::

PILNTAD: RECPIA. ..

(9218407 A&A LMY

N4%-117 | n&A 4-11 1Y 1: 90 L¢P

h&& N&A 4-11 4T 2: 90 LP

..BUYY R&A ASIMAPd:: 10 Lo o414 L APCPY AMDDPPFAU-:

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 |f 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:
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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:

"Ih‘?') )\‘P(ID' A§ 979 '18‘9"7 B'ﬁﬁ:'l- (DB‘J" S’"Pf- R"i‘ A ?f‘h"l- 3129’ 'hdﬁl"l-l
RYONLAY:: 9@t AL LPLTP::
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After taking a classroom break, be sure students are seated and device screens are visible:

_ o
| ALY DY ATP MDA FTFAAU =

| E— —_ —_— —_— —_— —_— e — — e — — — —

Instructions for When 10 Minutes of Unit Time Remain
When 10 minutes of unit time remain,

10 £4PPF LbLPFA::

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:

_— — _ - - - — - — — — q

- o .
DAGT P2AD<: P46 L AUY ANPkA:

| NdTEP NAL NATON FBLE AL PADY © "NAA" ADDCOLL TID6R, LI M |

| h "RAA" 967, 0L 3% MP LLCYT K "NEA ODELLA" POLADY I M: |

| "PADERLLA ODANT APCN" POLAMY RHEC LI°Me: NHLI® P9LNTADY (IDAOh"I-l
F2AU:LUYY AGA APPYU hOMY NAXA GDADAN ATTFATC: "0DBE RYLIPHLAN
| KCOAMT 1" |

(ARGA 1) "EIC" PTUADY RHEC RIPUM:

NA&A AGDDMY "AP" POIADY KHEC LIPLME:
| (ARGA 2) "PADALLA ODANY XBCN POINDY KHEC LIPUM: |
| N 5O AGDODMY “APT PODERLLA GDALT XBCN" PILADY KHAC LIPM:: |
L | nUy o199y 20D9NGP FIbt 26 A OLPT RANAAAU:
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If testing is completed for the day:

e C(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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