Administrative Guidelines Template
<add course/subject here>
Preparing for Test Administration

STEP 1. Establish the necessary testing sessions given the <district/state/school> administration window.  Ensure time is allotted in the schedule for make-up test sessions prior to the end of the administration window.
STEP 2. Obtain the necessary form(s) based upon students on your rolls.
a) Test form

b) Scoring key and rubrics
STEP 3. Review the administration steps listed on the next page.
a) Ensure you understand the guidelines for administering the test, including materials needed, equipment, etc.
b) Ensure you review the directions to students (located within the test) prior to administration.
STEP 4. Review the test.
a) Review the directions to students (located within the test) prior to administration.
b) Review the test items.

STEP 5. Establish a secure testing environment/location that is supervised at all times.  Also, ensure students are afforded appropriate testing accommodations; however, do not modify the test’s design.
STEP 6. Determine the process that will be followed for make-up tests and for students needing additional time.  
Conducting Test Administration

STEP 1. Distribute the operational forms to students, while maintaining a list of students who will need to make up the session.
a) Say to the Students: “Today you are going to take the <Name of Test>.  This test consists of <number and types of items>.  It should take you approximately <enter time> to complete the entire test.”
b) Say to the Students: “If you have questions about any of the instructions that I give you, please ask them before the test begins.”
STEP 2. Write/post the “Start Time” and “Completion Time” of the test.
a) Say to the Students: “Let’s prepare to start the test by removing everything from your desktop, except two pencils, your graphing calculator, and the mathematics reference sheet.”
b) Say to the Students: “There will be no talking during the test.”
STEP 3. Complete the demographic information.
a) Say to the Students: “Open your booklet and complete the necessary information on Page 2 of the test.  I will be walking around to verify the information is complete.  Once done, close your test booklet.”
STEP 4. Begin the testing session.
a) Say to the Students: “After you have completed the test, <enter teacher directions (e.g. raise your hand and I will pick up your test, place the test on my desk, read silently, put your head down).”>
b) Say to the Students: “Remember to try your best to answer each question.  If there are no questions, begin the test.”
STEP 5. End the testing session.
a) Say to the Students: “Please put your pencils down and I will collect the tests.”  Explain the make-up procedure for students who need more time according to your district’s policy.  Pick up all of the tests and secure the materials. 
Post Administration

STEP 1. Ensure 100% accountability for all operational forms and store these in a secure area. 
STEP 2. Given the completed test and the developed scoring key and rubrics, score each item based upon the student’s provided response.  Enter the raw score (points earned vs. total points possible) into your grade book.
STEP 3. Once all students have completed the test, including make-ups, collect and inventory all scored tests and return these materials to the office.
a) Report any breach of security to your building administrator.

b) Any unused operational forms should also be returned to the office.

c) Do not review the test with students.

STEP 4. Report student results in accordance with the district’s grading policy or in terms of percent (%) correct.
STEP 5. Highlight key concepts (not exact questions) frequently missed by students and remediate as needed.
___________________________________________________________________
Process Steps

Step 1. Use the Administrative Guidelines Template to create administrative steps for before, during, and after the test.
Step 2. Explain any requirements or equipment necessary, including accommodations. State any ancillary materials (e.g., calculators) needed/allowed by the test-taker.

Step 3. Identify the approximate time needed to take the test.

Step 4. Include detailed “scripts” articulating exactly what is to be communicated to the test-takers, with particular emphasis on performance tasks.
Step 5. Include procedures for scoring, make-up tests, and handling completed tests.

QA Checklist

· Guidelines explain administrative steps before, during, and after testing.

· Requirements for completing the performance measure items/tasks, including conditions, equipment, and material, are included.
· Approximate time needed to complete the overall performance measure is provided.
· Detailed “scripts” articulate the information to be communicated in a standardized manner.
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