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Testing security procedures and 
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(VDOE Assessment and Accountability)

Administrator 
Training ςTesting 
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SOL Testing Handouts

üTesting Memo 1278 ςCAT & TestNav 8

üTesting Memo 1279 ςNew TestNav 8 Tools

üTesting Memo 1280 ςStudents Sign Test Tickets

üOrange Card ςTest Security & Accommodations

üGuidelines for Read Aloud ς2015

üGuidelines for SPED Accommodations ς2015

üStudent Data Extract Coding Instructions
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Testing Window

Division ONLY has 20 days for testing 
from the time the 1st test is taken 
within the division

(Except for Expedited Retakesτ15 school 
days from time score returns)



t!w9b¢ w9C¦{![{  bh¢ άhǇǘ-ƻǳǘέ

üSOL test records that are coded as parent 
refusal will not be included in school and 
division pass rates calculated for the purposes 
of state accreditation.

üParent refusals will continue to be included in 
pass rates calculated for federal accountability.
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2016 General Assembly: 
Senate Bill 427

Procedures for a parent refusal
üParents ǎƘƻǳƭŘ ōŜ ƛƴŦƻǊƳŜŘ ǘƘŀǘ ǘƘŜƛǊ ǎǘǳŘŜƴǘΩǎ ǎŎƻǊŜ 

report will reflect a ǎŎƻǊŜ ƻŦ άлέ ŦƻǊ ŀƴȅ ǘŜǎǘ ǘƘŀǘ ƛǎ 
refused and be included on their permanent record

üThe school is strongly encouraged to request a written 
statement from parents indicating the specific test(s)
the parents refuse to have their student complete. The 
ŘƻŎǳƳŜƴǘ ǎƘƻǳƭŘ ōŜ ƳŀƛƴǘŀƛƴŜŘ ƛƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŦƛƭŜ ŀǎ ŀ 
record of the decision.

üTo account for the student, a test record for the refused 
test(s) is to be submitted for scoring with a Testing 
Status 51 coded to indicate the parent refusal.
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Standards of Accreditation (SOA)

Role of the Principal

TESTING
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SOA:
Role of the Principal -- TESTING

The principal is responsible for ensuring the 
security of tests administered to students at the 
building level

üThe principal should:

ïNotify teachers of the penalties for breaching 
security on Standards of Learning tests

ïEstablish penalties for students who breach security 
on Standards of Learning
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üCreating a testing schedule

üAssigning appropriate examiners and 
proctors

üMONITORING and REQUIRING 
examiners and proctors follow 
mandated procedures

üAccurate & up to date SPED, 504, LEP 
accommodations

STC needs YOUR HELP
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Security Forms

3 Possible Security Forms
üMaterials ςTest Tickets
üExaminer/Proctor ςEnvironment 
üRead Aloud & Recording
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Security for Testing Materials
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EXAMINERS ---Must be Trained and --READ--
Security for Testing Environment
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Security for Testing Environment

Examiner

Proctor for
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Security for Recording Test Sessions



SOA:
Role of the Principal -- Examiners

Assigning Examiners or Proctors

üTo the extent possible, the teacher who 
teaches the content should not administer the 
associated Standards of Learning test 
associated with the grade level content or 
class taught  ---VDOE recommendation
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Examiners/Proctors Responsibilities

üDuring the test administration, Examiners and 
Proctors must monitor the testing process by 
moving as unobtrusively as possible about the 
room. They should ensure that students are 
working independently and do not have access 
to unauthorized materials. 

üStudents may not be left unattended at any 
time.
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üStudents were required to take SOL tests after 
they had submitted VAAP tests for the same 
subject !!

üEOC tests administered with SPED RA 
accommodations in the FALL, students found no 
longer eligible, tests administered in the SPRING 
with the same RA accommodations --sends an 
IRREGULARITY NOTICE---Test scores will not 
come back --SPED teachers did not inform STC

Past Testing ISSUES
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Accommodation ISSUE !!
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Most of the irregularities we have had in the past 3 
years have been a result of accommodations not 
provided or inappropriate accommodations given

ISSUES:
üAccommodations are not being verified by the CASE 

MANAGER   

üRequirement for accommodation not communicated to 
the person responsible for creating test sessions.

üOnline session is not set up properly.

üWrong test form was assigned or accommodations not 
assigned
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Prevention:
üCareful selection and review of IEP testing 

accommodations between (IEP, 504, LEP case manager) 
and (AP/STC))--case manager MUST sign spreadsheet

!ŎŎƻƳƳƻŘŀǘƛƻƴ L{{¦9 όŎƻƴǘΩŘύ

üUpdated Accommodations on Spreadsheet 

and Orange Card



üMultiple students have taken SOL tests that have 
been previously passed -- SOL and Substitute

üAssigned students the wrong test--World History 
for World Geography

üTerm Grad student assigned regular context which 
takes away extra opportunities to test

üRead aloud or audio test form given to GEN-ED 
students or SPED students without that 
accommodation

Wrong Test -- Wrong Test Form ISSUES
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Prevention:

üReview test sessions prior to testing, to ensure 
students are assigned the proper form.

ü2NDPERSON, review test sessions for Audio, 
Read Aloud, Term Grad context before testing.

üOnce a test is started, it requires VDOE 
assistance to override, even if the students have 
not gone past the sample item.

Wrong Test -- Wrong Test Form ISSUES



BE CAREFUL ς5ƻƴΩǘ ŀǎǎƛƎƴ !¦5Lh

üStudents who have been assigned either an 
audio or read-aloud test in Pearson Access will 
have an icon printed on their student 
authorization tickets :

üThis icon indicates the student will receive an 
audio test.

üThis icon indicates the student will receive a 
read-aloud test.

22



üPlease look at the student test tickets and 

test session screens prior to starting a test 

session and before handing out test tickets 

to make sure you have not accidentally 

assigned/created an audio test session

ü If you accidentally assign an audio test, 

CALL ME before you do anything.

üVDOE can toggle them from Audio to Main

BE CAREFUL ς5ƻƴΩǘ ŀǎǎƛƎƴ !¦5Lh



Wrong Test Form --Audio

24

ÅPrevention (continued):

ïThere are icons on both the test session details screen 
and the test ticket.

Audio Icons
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ÅPrevention (continued):

ïNote:  The Read-Aloud icon does not appear on the 
Examiner ticket.

Read-Aloud Icons

Wrong Test Form --Read Aloud
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ÅPrevention (continued):

ïWhile the students are still in the secure test 
environment, the division should immediately contact 
VDOE, who can assign the appropriate form and avoid 
a testing irregularity.

ïThere are several ways to check form type:

ïBefore the form designation appears, the test session detail 
ǎŎǊŜŜƴ ǿƛƭƭ ƭƛǎǘ ǘƘŜ ŦƻǊƳ ƎǊƻǳǇ ǘȅǇŜ ŀǎ ά!ǳŘƛƻΦέ  

ïAlways check the form group type on the row with the 
ǎǘǳŘŜƴǘΩǎ ƴŀƳŜ ǿƛǘƘƛƴ ǘƘŜ ǘŜǎǘ ǎŜǎǎƛƻƴ ƳŀƴŀƎŜƳŜƴǘ ǎŎǊŜŜƴ 

²ǊƻƴƎ ¢Ŝǎǘ CƻǊƳ όŎƻƴǘΩŘύ



Wrong Test Ticket ISSUE
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Examiner signing in on student ticket -- Several 
times
üPreventative measures:
ïStudents and READ ALOUD EXAMINERS/PROCTORS 

need to verify that their name appears at the top of 
the computer screenwhen students log in to TestNav 

ïPrint Examiner tickets on a different color paper.

ïNEW THIS YEAR --Students will be 
asked to sign their test ticket--(not 
required by DDOT unless 2-day test)



CALCULATOR ISSUES
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Calculator --Wrong one or NONE
üIssues in Math and Chemistry 

classes
üStudents must use the 

appropriate calculator in class 
during the year AND on SOL tests

Calculator ISSUES



ALL CALCULATORS
**STC is responsible for ensuring the security of 
all calculators and making sure the correct 
calculator is used** 
ü(New Rules-Science; 5, 8, EOC)

üCalculator Memory has to be cleared prior to 
use on a SOL test ĄMODE changed Ą
üAlgebra ĄGeometry
ü(Please ask Math Dept. for help)

üHand out calculators to Examiners at the 
same time test tickets are handed out
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üCalculator (Accommodation Code 26)

üCalculator with Additional Functions-
(Accommodation Code 28)

31

SPED, 504 -- CALCULATORS

ü(See Washington County & State Calculator Criteria 
ƘŀƴŘƻǳǘΦ  ¢Ƙƛǎ ƛǎ ǿƘŜǊŜ ǘƘŜ άƧǳǎǘƛŦƛŎŀǘƛƻƴ ǎǘŀǘŜƳŜƴǘέ 
for Accommodation #28  and #26 should be written.)

üONLY Calculators listed on the VDOE APPROVED 
list can be used Unless SPED or 504 Students 
have Accommodation #28 then TI-15 is allowed



IEP/504 Calculator Criteria Form

#28

#26

#28

#26

This 
page 
must 
be part 
of the 
IEP or 
504 
plan
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VDOE --Calculator Guidelines

üBoth the disability and the corresponding 
additional functions must be clearly documented 
in the justification statement of the Calculator 
Criteria form provided as an attachment to Testing 
Memo No. 720.  

üThe justification statement should explain the 
disability as it relates to mathematics and provide 
a rationale as to why the additional functions are 
necessary.
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ONLY 4-Function calculators are allowed unless 
IEP or 504 Plans have accommodation #28 
marked

CALCULATORS for
Elementary School Math

4-Function 
Ą Ti-108

SPED & 504 only
Ti-15



ONLY calculators on the approved list are allowed 
unless IEP or 504 Plans have accommodation #28 
marked

CALCULATORS for 
Middle School Math

Grade 6, 
7, & Pre-
Algebra

SPED & 504 only
Ti-15

Ti-30Xa



ONLY calculators on the approved list are allowed 
on EOC tests

CALCULATORS for EOC Math

Middle 
School

Algebra 1

TI-84 plus

High 
School

Casio
9750
9850
9860



CODING ISSUES



Student Numbers on ER
Project Graduation

Term Grad
1st time Test Taker

Recovery
Retest

Transfers

CODING ISSUES



Second person responsible for checking 
coding for:
ü Recovery, 
ü Expedited Retakes, 
ü Failure Retakes, 
ü Project Graduation, 
ü Already Passed-SOL, 
ü Substitute Tests --WorkKeys(1st & Retake),
ü AND Transfers (A,B,C)

Administrators WE need YOUR HELP
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Project Graduation
üProject Graduation is coded on students who 

failed an SOL in a PREVIOUS administration

üStudents enrolled in-άǎƛǘǘƛƴƎ ƛƴέ ŀ Ŏƭŀǎǎ 
CANNOTbe coded as Project Graduation even 
if they get tutoring before an expedited 
retake.

üONLY Fall or Spring failure retakes  from a 
previous administration can be coded as 
Project Graduation

üProject Graduation is for EOC only NOT for 
elementary or middle
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Term Grad
üTerm Grads are seniors who will graduate  by 

August 2017.

üIf a Term Grad is enrolled in-άǎƛǘǘƛƴƎ ƛƴέ ŀ ŎƭŀǎǎΣ 
you MUST assign them the Term Grad forms in 
order

üTerm Grads can take an SOL they need for 
graduation 3 times in the FALL and 4 times in 
the Spring IF you start them off with the Term 
Grad form.  

üCANNOT be changed from main form to Term 
Grad form once they take a wrong form.41



1st Time Test Taker

üFirst time test takers are students currently 
enrolled in classes

üStudents who take and fail an SOL test and 
also fail the class are considered 1st time test 
takers. The state does not recognize the 
failed SOL test.

üBy statue, we are not even supposed to test 
a student who is failing the class.  But, it 
would not be feasible for us to determine 
that at the time of testing.
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Expedited Retake and Failure Retake 
Remediation Required

üStudents must receive remediation prior to being 
administered additional test attempts.

üAccording to school board policy: students should 
receive a minimum of 3 hours of remediation prior 
to taking an additional test attempt.

üProject graduation tutors and/or teachers should 
tell the STC when/if the student has had 
remediation
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Recovery

ONLY CODED on Reading and Mathematics

üRecovery is coded on students who failed the 
SOL in a previous administration. 

üRecovery is coded ONLY on 1st attempt on EOC--
HS tests

üRecovery is coded on both 
attempts in grades 3-8
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EOC -- Retester

üExpedited Retakes should only be 
coded as Retest on EOC ςDO NOT 
code Recovery on ER tests

üEOCFall or Spring failure retakes 
should be coded as retest AND 
project graduation or Term Grad if 
they earn an expedited retake
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Transfers
üCode Transfer (Y) on ALL tests that the transfer 

student takes, IF the student enrolled after Sept. 
8 for Yearlong (In/Out but enrolled 50%-Yours)

üCode A for students enrolling from within the 
same division

üCode B for students enrolling from outside the 
division but within the state of VA.

ÅCode C for students enrolling from another 
state, (home school, private school)

ü AYP !ŘƧǳǎǘƳŜƴǘ ŎƻŘŜǎ Řƻ ƴƻǘ ŀǇǇƭȅ ǘƻ ǎǘǳŘŜƴǘǎ άŘǊƻǇǇŜŘέ ŘǳŜ

to truancy or disciplinary sanctions
46



Assign All Students to Test Sessions

ü/ƭƛŎƪ ƻƴ ά{ǘǳŘŜƴǘǎ ƴƻǘ ŀǎǎƛƎƴŜŘ ǘƻ ǎŜǎǎƛƻƴέ ǘƻ 
make sure all of your students have been 
assigned to a test session. A spreadsheet will 
open.

üIf you have someone listed, assign them or let 
me know why you did not assign them to a 
session. 
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PEARSON ACCESS TESTING LOGIN



Pearson Access Testing Login 
Information

The Unlock User 
link has been 
added to the 
login screen. 

49

Unlock User allows a user to unlock their own 
account and reset their password if they 
accidently locked it with three invalid login 
attempts.



After clicking on 
the Unlock User 
link, the user will 
need to enter their 
User ID and email. 
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Pearson Access Testing Login 
Information

After entering the User ID and Email 
Address, the user will receive an email with 
a secure link and detailed directions for 
setting a new password.



ÅA Forgot your User ID? link has also been added 
to the login screen.
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Pearson Login Information (continued)



Å¢ƘŜ ŦƻƭƭƻǿƛƴƎ ǎŎǊŜŜƴ ŀǇǇŜŀǊǎ ŀŦǘŜǊ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άCƻǊƎƻǘ 
ȅƻǳǊ ¦ǎŜǊ L5Κέ ƭƛƴƪΦ
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Pearson Login Information (continued)



ON DEMAND REPORTS



ON DEMAND REPORTS

Look over the ON DEMAND Reports before giving them out.  If 

the Student Number is NOT the same for an ER the score will 

not import into PowerSchool.  Student will NOT get credit for 

SOL.
54@$ -Grades 3-8 (Recovery & Exp. Retake)



PUBLISHED REPORTS

SEE CODING HANDOUT
üUse Student Data Extract spreadsheet in 

Published Reports to Check Coding

üLog into Pearson ĄChoose Published Reports 
ĄChoose the current test administration

üChoose the Student Data Extract spreadsheet 
(usually the first report)

üFollow step by step instructions on handout



Irregularities 
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Reporting Testing Irregularities

üTest Examiners are directed to report any testing 
irregularity to the STC immediately.
üSTCs are directed to report testing irregularities to the 

DDOT within 24 hours of their occurrence. 
üSome irregularities may be resolved locally by the DDOT
üPrincipals and STCs should NOT conduct any suspected 

testing irregularity investigation without the DDOT being 
notified.
üDDOTs are required to report procedures for 

investigation, questions, answers, training 
documentation, etc. to VDOE

This information is conveyed in Informational Supts. Memo No. 118, dated May 
9, 2008 and Testing Memo No. 713, dated May 14, 2008.
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New Categories (starting in Fall 2016):

üStudent Moved

üStudent Violated Test Security

üStaff Did Not Follow Proper Test 

Procedures

üResolving Alerts/Incorrect Coding

üLost Secure Test Materials

58

New IRREGULARITY Categories



üMake sure examiner knows how to use the 
recording equipment prior to testing.

üTest the equipment and batteries prior to the 
test session to make sure that the test can be 
recorded AND that it is AUDIBLE.

üEach school has been issues digital recorders

üAll read aloud examiners must list the student(s) 
name on the orange card or print a roster and 
attach it to the orange card

Recording Test Sessions --IRREGULARITY

59



Understandable Test Irregularities

60

STC should report students leaving before testing is 
finished and illness ASAP on irregularity form

VDOE will purge 1st attempt and allow retests

ïStudents leaving school early

ïStudents becoming ill before/during testing

ïStudents not finishing before the close of school



üCell phones and other electronic devices such as 
APPLE watches are not allowed in the testing 
environment --STUDENTS or TEACHERS

üExaminers/Proctors may ONLY use their cell 
ǇƘƻƴŜ ǘƻ ά¢9·¢έ ŀ ƳŜǎǎŀƎŜ ǘƻ ǘƘŜ {¢/ ƛŦ ŀ 
student test needs to be resumed-- MUST step 
outside the test environment

üExaminers/Proctors MAY NOT use an iPad, Kindle 
or other electronic device to read or play games 
within the testing environment

Electronic Device Irregularity
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New Technology --Test Nav 8

New Hardware ςChrome Books

New Tests ςCAT 3, 4, 5

New SPED Accommodations



Updates to Hardware and Software 
Requirements for TestNav
üVirginia will be using TestNav 8 beginning with the 

FALL 2016 testing

üSome students will be using Chrome Books --
select classes such as:

üEOC Earth Science

üGrade 8 Science

üCivics

üIf technology is an issue, we will file an irregularity

üJason and I will monitor network and technology
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Technology-Prior to Testing

üContact the technology coordinator in your 
building and give them a list of the computers 
and computer labs you plan on using, so they 
can post a work order with technology to 
verify that all computers are working properly 
and have TEST NAV 8 installed.

üStudents SHOULD take practice tests using 
the VDOE practice items to see if TestNav 8 is 
working
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Technology-Prior to Testing
üStart ALL computers you plan on using and 

open up a Test Nav8 practice test at least 2 
days prior to any testing.  

üAll Windows updates and Virus updates will 
kick the student out of testing.

üTrain examiners and proctors how to report 
students being kicked out of testing

üSTC --keep a copy of Test Error Numbers 
(NEW) so you know when tests can be 
resumed or can relate errors to DDOT65



Technology Issues
üIf a student gets kicked out of Test Nav more 
ǘƘŀƴ ǘǿƛŎŜΣ Ǉǳǘ ǘƘŜ ǎǘǳŘŜƴǘ ƛƴ ά9·L¢95έ ƻǊ 
άw9{¦a95έ ǎǘŀǘǳǎ ŀƴŘ ah±9 ǘƘŜƳ LC 
POSSIBLE.

üONLY move when in EXITED or RESUMED

üPut a sticky note on the computer and have 
the tech. cord. contact the technology dept.

üClosing out the Internet will automatically 
put the student in exited status.
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Technology Issues
üIf a student cannot log in, first check to see 

if the login information was typed in 
correctly.

üPop-ups and other programs running in the 
background is a COMPUTER issueτNot 
Testing--(NEW ERROR MESSAGE NUMBERS)

üSeveral schools have had issues with students 
getting a black screen, and getting kicked out. 
This is caused because there is some kind of 
program running in the background.
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Error Messages

üPlease train your examiners to report the error 
message number to you and have that error 
message number ready to give to me.

üIf a student is kicked out of a test, and is in ACTIVE
modeon the STC screen, Do Not move students to 
a different computer if their test locks up.  Call 
DDOT for directions.

üWait until you can get them in exited or resumed 
status before moving them
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Mathematics 3-8 CAT
ÅNO Review Button

ÅNO Bookmark Button

ÅStop sign - no seal code

ïCalculator section for grades 4,5,6,7

69

Grade 3 Mathematics Grades 4,5,6,7 Mathematics



Reading 3-5 CAT
ÅReview Button and Bookmark Button
ïAvailable within a passage set
ÅOnly questions a student has visited and 

answered in the passage set will be listed in the 
Reviewdrop-down menu.

ÅThe passage will remain in view for all questions 
associated with the passage.

ïOnly questions within a passage set may be 
reviewed.
ÅQuestions that are bookmarked should be 

reviewed prior to navigating to the next passage.  

ÅStudents may not return to a 
previous passage.
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Reading 3-5 CAT
ÅStudents will see a message on their 

screen alerting them of the following:

ïBeginning a passage and question set

ïStandalone question(s)

ïCompleting a passage and question set

ÅDetails of the screens and the messages 
will be shared with divisions as they are 
finalized.
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CAT --Elementary
Grades 3, 4, 5 READING and 3, 4, 5 MATH --CAT

ISSUES:
ü Read Aloud accommodations will require 

examiners/proctors read possibly 5 to 6 times

ü ONLY someone employed by WCPS can be an 
examiner

ü STC will need help with scheduling test sessions   

Suggestions:
ü Simulate possible read aloud scenarios for BM test 

#2 and #3

ü Use BM tests to determine which students need 2-
day testing
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Online Testing
All students are requiredto take the online version of the 
SOL tests except in very specific circumstances.

üThe student attends school in a location where WCPS 
secure network  is not available (i.e., Interchange, 
Minnick, Homebound).

ü¢ƘŜ ǎǘǳŘŜƴǘΩǎ ŀŎŎƻƳƳƻŘŀǘƛƻƴ ǊŜǉǳƛǊŜǎ ŀ ǇŀǇŜǊκǇŜƴŎƛƭ 
test (i.e., Large Print, Braille, or a flexible day schedule 
that requires multiple testing sessions over two or 
more days).

üThe student has a documented medical condition 
(i.e., seizures) when exposure to a computer 
aggravates the condition.
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Table of Testing Accommodations

Code Accommo-

dation

Student
Content 

Area
Description

1
Flexible 

Schedule

SWD

LEP
H M R S

Á Testing with breaks requires the test to be 

completed within one school day;

Á Multiple test sessionsthat involve testing over 

more than one school dayðrequirea 

paper/pencil test.

10
Read-

Aloud

SWD

LEP
H M S

Á Tests are read (in English only) to the student. 

Must be recorded or proctored.

26

Calculator 

or 

Arithmetic 

Tables

SWD M

Á Gr. 3 Mathematicsðfor use on the entire test.

Á Gr. 4, 5, 6, 7Mathematicsðfor use on the 

NON-calculator portion of the test.

Á Grades 3-7 students must meet eligibility 

criteria.

Á Grade 8 and EOC Mathematicsðnot 

applicable (see #28).
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Allowable for ALL Students

Small Group Size & Individualized Testing

VDOE does not specify what number constitutes class size

üClasses of students can be broken into smaller 
groups for testing AS DEEMED NECESSARY

üAny student may be tested individually as long 
as there is appropriate test security in place 
(i.e. disruptive students or students who want 
to read to themselves)
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SPED, 504 & LEP StudentsτREAD ALOUD 

ÅReading Test Items (Accommodation Codes 10 & 14)

{ǇŜŎƛŀƭ ŀǘǘŜƴǘƛƻƴ Ƴǳǎǘ ōŜ ƎƛǾŜƴ ǘƻ ǎǘǳŘŜƴǘǎΩ L9tΣ 
504, and LEP plans to determine how the test is to 
be administered.

üThe entire test read aloud, OR

üWords, questions, or sentences read aloud 
ƻƴƭȅ ǳǇƻƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜǉǳŜǎǘ
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The Test Examiner must be very careful to not lead 
the student to the correct answer when reading 
test items aloud.

üThrough intonation

üThrough facial expressions or other non-
verbal clues

üBy repeating any part of the test that is not 
specifically requested by the student

üIn describing graphics

77

SPED, 504 & LEP Studentsτw9!5 ![h¦5 όŎƻƴǘΩŘύ 



An examiner who administer a read-aloud test 
session must be familiar with how to read test items 
to students.  Prior to testing examiners SHOULD

üReadVirginia Standards of Learning Assessments 
Guidelines for Administering the Read-Aloud 
Accommodation

üPrior to reading a test item aloud, the Examiner 
may take a moment to review a test item so that 
the answer is not inadvertently given to a 
student.
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SPED, 504 & LEP Studentsτw9!5 ![h¦5 όŎƻƴǘΩŘύ 



A Read Aloud administration must be recorded AND have a proctor 
present if possible  

üThe recording must be retained on file by DDOT until scores are 
received and verified.

üThe Examiner andProctor must verify in writing that the test 
administration was conducted according to standardized 
procedures.  The Read Aloud Affidavit must be retained on file in 
the office of the DDOT until scores are received and verified.

ü If the Examiner forgets to record the session or the session is not 
recorded in its entirety, this is an IRREGULARITYand the test will 
need to be administered again using an alternate form of the test.
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SPED, 504 & LEP Studentsτw9!5 ![h¦5 όŎƻƴǘΩŘύ 



SPED, 504 & LEP --PEM

Plain English Math

üThis form of the test covers the same content as the regular 
Mathematics form of the test.

üLEP students may not participate for  more than three 
consecutive years.  The Access for ELLs ranges that allow the 
Plain English Math version  are as follows:
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Grades 3-5τ1.0 ς3.5 Algebra Iτ1.0 ς3.5

Grades 6-8τ1.0 ς3.3



Enlarged Copy of Answer DocumentτPaper/Pencil Only
(Accommodation Code 8)

üThe answers must be transcribed by a school official 
and then verified by a second school official.  The 
answer document with the larger answer circles must 
be retained on file with the DDOT until scores are 
received and verified.

üNotify the DDOT before enlarging an answer 
document for use.
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SPED, 504 & LEP --RESPONSE



ÅDictation to a Scribe
ïThe testing session must be recorded AND proctored by a 

second person.  
ÅLŦ ǘƘŜ ǎŜǎǎƛƻƴ ƛǎ ǊŜŎƻǊŘŜŘΣ ǘƘŜ ǎŎǊƛōŜΩǎ ǘǊŀƴǎŎǊƛǇǘƛƻƴ and 

the audio recording mustbe verified by a second school 
official.  The recording and the transcription must be 
retained by the Division Director of Testing until scores are 
received and the appeals period is over.
ÅTƘŜ tǊƻŎǘƻǊ  Ƴǳǎǘ ǾŜǊƛŦȅ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜǎǇƻƴǎŜ  ǿŀǎ 

typed exactly  as the student directed and that nothing 
was changed, added, or deleted.  The scribe and the 
Proctor must verify in writing that the test administration 
was conducted according to standardized procedures. 
This verification and transcription will be retained in the 
office of the DDOT
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SPED, 504 -- DICTATE TO SCRIBE



Scribe Training & Security Agreement

83



Special Accommodation Request Form

Some students may require an accommodation beyond 
those listed by the VDOE
Prior approval by the VDOE is required before administering 
these accommodations.  

üIf you have a student who requires an accommodation that is 
not listed by VDOE, you should submit the Special 
Assessment Accommodation Request Form to the Division 
Director of Testing.
üThe DDOT will submit the form to VDOE for approval.  
üEach form will be reviewed based upon the need to provide 

equal access to the SOL test for the student and the need to 
maintain standardized procedures and security.
üAccommodations may be approved, approved with 

conditions, or not approved.  
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Testing Procedures
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EOC Writing 

86

ü2nd Opportunity Window is only for Term 
Graduates -- (graduating by August, 2017) 

üThere is not an expedited retake for writing for 
students who are currently enrolled in EOC 
Writing classes 

üStudents who fail can ONLY take WorkKeys until 
March 1, 2017

üOR retake the Writing SOL test in the Spring, 2017



Registration
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üDo not register or UN-REGISTER a student 
without contacting me.

üI will have to register students to include their 
demographics

üNew registration requirements include coding of 
military status and foster care placement



Retesters
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üDo not code a student absent until the test window is 
over, including test make ups and the expedited retake 
window.

üONLY students who are currently enrolled in classes 
and did not take the 1st attempt should be placed in 
absent test sessions.

üExpedited retakes and failure retakes are not required

üIf students do not take expedited retake or failure 
retake REMOVE the testing assignment--DO NOT LEAVE 
THESE STUDENTS IN ABSENT TEST SESSIONS



Homebound  Students

üALL homebound students must either come in to 
their home school to take online tests or take 
paper/pencil tests.

üHomebound tests taken online at school after 
school hours require DDOT permission to leave 
testing open after 5:00 (Home School & STC 
responsible for environment)

üHomebound -- Paper/Pencil testing require 
examiner and proctor AND recorded (Suggest 
getting together with another homebound 
teacher.) 89



Substitute Test --ISSUE

üWRONG OR NO TEST ASSIGNMENT

üAll students who take substitute tests that will 
be used for verified credit MUST be placed in 
appropriate test sessions

üVERY IMPORTANT--Accreditation & 
Accountability calculates each differently

90

Number Must BALANCE Work Keys



Substitute Test Data in Accountability Calculations 

üPreviously, the use of substitute test results in 
both state and federal accountability ratings 
has lagged one year. 

üUnder the revised system, substitute test 
results reported to the VDOE will be used with 
the ŎǳǊǊŜƴǘ ȅŜŀǊΩǎ ŀǎǎŜǎǎƳŜƴǘ Řŀǘŀ when 
calculating state accreditation ratings.

üThe use of substitute test data in federal 
accountability will continue to lag one year.
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Proctor Caching

üTests cannot be administered unless they are 
proctor cached by DDOT

üLŦ ƛǘ ƛǎ ƴŜŎŜǎǎŀǊȅ ǘƻ ŎƘŀƴƎŜ ǘƘŜ ǎŎƘƻƻƭΩǎ ǘŜǎǘƛƴƎ 
schedule after you have given it to me-please 
notify me ASAP

92



Manuals and Training



Manuals

ü¢La ŀƴŘ 9ȄŀƳƛƴŜǊΩǎ manualsneeded 
for Paper/Penciltesting are not 
provided. Available as Supplementas a 
download from DOE web page and 
print for your school. 
www.doe.virginia.gov/testing/test_administration/index.shtml
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Examiner/Proctor Training Presentation

üProvided with Testing Memo # 1193 - January 29, 2015

ü/ƻƴǘŜƴǘ ǘƻ ōŜ ƛƴŎƻǊǇƻǊŀǘŜŘ ƛƴ ŘƛǾƛǎƛƻƴǎΩ ƭƻŎŀƭ 
examiner/proctor training beginning Spring 2015 and 
CONTINUING FOR EACH TEST ADMINISTRATION
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Manuals Updates

Hand-Held Manipulatives

Writing Implements have been updated to 
correspond with the two highlighter colors 
provided in TestNav 8.
üOnline tests: in addition to the one pencil or one pen 

to use on the scratch paper, each student may be 
provided two additional writing implements such as 
highlighters, colored pens/pencils. 

üPaper tests: in addition to the No. 2 pencil, the 
student may receive two additional writing 
implements such as highlighters, colored 
pens/pencils; only the No. 2 pencil may be used on 
the answer document. 96



Manuals Updates
üMonitoring the Test section, added guidance 

for inactive students:

ü Student Inactivity. If the Examiner/Proctor 
observes an inactive student during testing, 
the Examiner/Proctor may ask the student, 
ά!ǊŜ ȅƻǳ ŦƛƴƛǎƘŜŘ ǿƛǘƘ ȅƻǳǊ ǘŜǎǘΚέ LŦ the 
student ǊŜǎǇƻƴŘǎ άbƻΣέ ǘƘŜƴ ǘƘŜ 
Examiner/Proctor may say,ά¸ƻǳ ƴŜŜŘ ǘƻ 
continue working ƻƴ ȅƻǳǊ ǘŜǎǘΦέ If the 
ǎǘǳŘŜƴǘ ǊŜǎǇƻƴŘǎΣ ά¸ŜǎΣέ then the 
Examiner/Proctor should direct the student 
through the Submit process.
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Manuals Updates
ü{ǳǇǇƭŜƳŜƴǘǎ ǘƻ ǘƘŜ 9ȄŀƳƛƴŜǊΩǎ aŀƴǳŀƭǎ ŀƴŘ 

the Supplement to the Test Implementation 
Manuals have also been updated: 

ïProhibiting wearable technology (Apple Watch)

ïAdditional writing implements

ïHeadings added to monitoring testing

ïUpdated Assembly ID sheet

üMust only use the 2016-2017 Supplements 
available on the VDOE Web page
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STC Reference Notebook

KEEP REFERENCE Notebook on hand during 
testing
üSPED Guidelines & Accommodations

üLEP Guidelines & Accommodations

üRead Aloud Guidelines

üAssistive Technology

üMath Aids
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VDOE Webpage Resources

üProcedures for Participation of Students with Disabilities in 
±ƛǊƎƛƴƛŀΩǎ !ŎŎƻǳƴǘŀōƛƭƛǘȅ {ȅǎǘŜƳ

üLimited English Proficient Students:  Guidelines for 
Participation in the Virginia Assessment Program

üGuidelines for Administering the Read-Aloud 
Accommodation for Standards of Learning Assessments

üExplanation of Testing Accommodations with Disabilitiesτ
Math AidsτAccommodation Code 19

üExplanation of Testing Accommodations for Students with 
DisabilitiesτAssistive Technology Accommodations
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Additional Handouts

ÅAll Security Forms (Examiner, Proctor, Recording 
Read Aloud)

ÅTransfer Codes, Testing Status Codes

ÅParent Refusals 

ÅAccountability Information

ÅBlank Calendar for FALL Testing
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High School Transfer Issue

ÅThe requirement that all students who receive a 
standard diploma must earn a credential is an 
issue.

Å{ŜƴŘƛƴƎ ǎǘŀǘŜǎΩ ŜƴŘ-of-course and exit 
assessments can be accepted and substituted for 
verified SOL credits.  

ÅIf the sending state did not require a credential 
then the student must earn one with us even if 
they transfer in the 2nd semester of 12th grade
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