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These gu1de11ne§ are to bg used by all Maryland public schools ‘in
implementing the Assessment Component of the Maryland Educational Account=

X ability Prbg“am They . were developed ‘for the Maryland State Department
' ) .of Educafion on a contractudl basis by Research Triangle Institute (RTI)
of NorthaCarollna RTI worked closely with a review panel of State and
local testing 'program admlnlstrators and accountability coordinators:

Robert J. Eckert, Director of-Instructional Services
Kent County Public Schools

- i 0Donald Hastings, Assistant Superintendent of Instruction )
Worcester County Public Schools - .
John J. Hull,.Director of Professional Services )

»

Washington County Public Schools
Roberta Keiter, Assistant Director of Test Administration
. Montgomery Countv Public Schools-
Herman Lowenthal

Division of Program ‘and Pupil Appralsal :
Baltlmore City Public Schools

John H. WcCauley, Supervisor of Testing oot

- Baltimore County Public Schools

Ruth Reid, Supervisor of Instruction e

Calvert County Public Schools
° Mohammad A. A. Shami, Consultant in'Research = ‘(

Maryland State Department of Educatioq Y o

i L]

The product in draft form was further reviewed by.all the local coordi-
nators for accountability and the State Advisory Committee on (Accountability

whose names appear on the following page.

In.addition, the gu1de11nes were.

presented for approval by the Maryland State Board of Education before

the final printing.

-
s

-
»

The contribytions made by these groups-are sincerely appreciated.
This handbook is intended to assure the required uniformity in test adminis-
tration proceduresﬁ.security of test materials, and other matters with the
aim of estabdishing an accountability assessment system which is fair to
students, staff, schools, and school systems.
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T, R ‘ Chapter 1

Introduction to the Maryland Accountability Assessment Program

-
’

' { .-
- - . L
- \

A.‘e‘PurEose . ) g O S .
) lhe purpose.of this chapter is to describe the background and '

rationale for the MarylandﬁAccountability Assessment Program (MAAP)

and to orient the users of the Handbook to the primary goals-which

MAAP is des1gned to achieve. _ The fundamental importance of MAAP to

éhe state's overall responsibility for educatidnal accountability

should be clear to\the user after reading this chapter. The legal

and administrative mandates and. procedures’ described in this, chapter

T8y

" form the basis for assigning the specific responsibili es "in MAAR,

H .
whick each system coordinator, each school coordinator, and eacl} par- 3
M

t1cipating teacher must .assume and disch;rge
This Handbook was, developed to help insure: that MARAP responsi—

bilities at’ all levels are understood clearly and “carried out effec- *
tively. Chapter 1 explains what educational accountability #s and

. What it means’ to you., The 1nformation in this chapter is divided .
into the follow1ng sections. (1) the law; (2) definition’of account-
ability- (3) role of the State Board of Education; (4) role .of the
State Advisory Council on. Accountability, 65) the accountability
assesshent instruments, (6) the state plan for edycational account-
ability, o)) the accountability Ieport to the Governor and the -
Legislature‘ (8) precautions, 9 levels of responsibility in account-

ability assessment; and (10) Maryland's future in accountability N

, =

‘- B. The Law - i s

At this Writing, some thirty States hav enacted accgunt\Pility
legislation. Virtually all of the remaining states have drafted plans
for accountability legislation or have initiated. procedures at the
state level whichiwill preclude the need for legislative mandates.
- During the 1972 session of the Maryland General Assembly, Article 77

Qection 28a, of the Annotated Code of the Laws of Maryland was passed.’
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The law has come to6 be commonly called the "Educatidnal Accountability~

Act." - ,/ —_— . . - . )

The overall putpose of the act is, of, course, to prov1de for the
establishment of a program of statew1de educational accountabil fty. This
program should assure that educational programs lead to the attainment
of " established educational objectives, prov1de information for accurate
analysis of costs of insGructlonal programs, and pnovide information ‘ﬂif%
for an analys1s of the d1fferent1al effectiveness of instructional programs.

The Maryland Educational Accountability Aet imposes several requirements
in its implementation of sgatewide accountability These ipclude the
establishment of goals and objectives in, but Aot limited to, reading,
writing,, and mathematics at all levels--stat, school system, and individual °,
school. The goals and objectives at the system levél need to bé fn .
conformity with those established at the state level and those esg;%§ﬁshed
by individual schools need to be in keeping with those of the local .
system and of the state. | ‘ ' . s .

Also'red:ired by.the act is a school by school survey of the current
status of student achievement in ‘relation to estaﬁlished objectives, the .
development of programs by. each school. for meeting its own needs, and’

“the establishment of evaluation procedures for determining the effectiveness
these programs. Regular re-evaluation of programs, goals,ﬁﬁh objectives

is likewise a stipulation of the act. . .

- The Mpryland Educational Aceountability Act also requires that,

beginning in January 1975, a yearly'report be submitted by:the State e
Superintendent of" Schools to the Governor and to the state~legislature: '
This report must include, but not necessarily be limited to, the pragress'
made by the Maryland‘State Departmqnt of Education, by the local sysfehms,

and by each individual school toward the achievement of their respective .

‘goals and objectives. »This report should also include recommendations [¥

for legislation'deemed'necesbary to improve the quality of education. in
Marydand.

. o
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. the th1rd character1st1c of the Maryland program.z’Rather than gttempt1ng

K}

+

| ]

- . *
* C. Definition of Accountabillty . s, R I

o S1mply stated educat1onal accountab1l1ty should be viewed as an
4

Aattempt to expla1n the re/plts ach1eved by publie school programs .

-

Its purpose is &6 promote an understanding of the relatlonshlp between t

" the quallty of education -and ava1la51é resources and on“the‘bas1s of

[
*

that understand1ng, to make educat1ona1 1mprovements

-~ -
4

More. spec1f1calLy, Maryland!s accountablllty'program can be éélq g

Ny

to haGe six pasic character1stics.‘-F1rst s 1ts positiy empbaﬁisa-g T

Accountability should determine which programs are* effectlve and thch

« —-l..‘

.are not.. E11m1nat1on or mod1fcat10n of the 1neffect1ve,programs and
\J .

w1der dissemination and usage of the® effective ones wi&l lead to

4

general 1mprovement of educatlonal programs and opportun1t1es for

sﬁﬁdents : e : o D ! .t

- -
.

Secondly, accountability is more' than a testifg program. ..A testing
program can loglcally be a part of an accountab1l1ty progralr but it

[is by 10, means ﬁhe whole prqgram. Lt s important that test results

be 1nterpreted in terms of local object1ves moxe' than in terms ‘of nagiohal

norms.: T, . ' -

. . . o . “ 3
Gradual and del1berate movém’nt 1nto an accountab1l1ty sy&tem is’

to develop complete and exemplary program quicklyy Maryland ] goal
is to progre/s carefully from the bas1c elements 1nto a complete program.
the fourth character1st1c of the program is of special interest
6 teachers. Accountab111ty 1s not\des1gned to eliminate teacher tenure.
Accountab111ty is program—or1enteu and' Qot focused toward evaluat1ng
+and weedlng out 1neffect;ve tegchers. There 1s, in fact’, much legal-
-precedent for the invalidity of f1r1ng teacnprs on the bas1s of student .
ach;evement scores. f - A . .

’
-

Next is the characterlstlcnthat requ1nes thaﬂ accountab1l1ty demand

account1ng by all personnel, not Just by teachers. All teachers 'can

s -

. certa1nly achieve most effect1vely when suppl;ed w1th adequate and

k .

approprdate resources, pleasant working cond1t10ns, and effective and’

supportive school adm1nistrators Aecountability for providing teaqhers
’ il o W

LN



Aruitoxt provided by Eic:

w1th these resources and suppcrtlng services and conditions falls upon
athe people at all levels outside the, classroom. * T

Lastly, accountability should be éoncerned with progress in the

’affective, as well as cognitive, areas. Development of self esteem and

concern ‘for others is anm important goal in the, eyes of the general publlc
Though it is at present difficult to . assess behav1or in the affective
domain, workable methods of, observing and medsuring these behav1qrs

qill eVentually be formulated, and the Maryland Accountabllity Program

I
RN - ‘e

. ~must be ready to incorporate such methods. ' '

- -

o . "5

i R@le of the State - ‘Board of Educatlon :
R " ; 7
In response to the accountability 1eg1s1at10n enacted(by the Maryland

State Leglslature and in accord Wlth the. six characterlstlcs formulated
for the State's Accountab111ty Program the Maryland\State Board of
.Education’ determined that the 1n1t1al efforts of Qccountabillty should

* v Tl v .,\

concentrate on the basic- 1earaing sk;lis~of~réading, ertlng~‘and ;o

“..

mathematics. Following the speciﬁication of de31red edu@atiqul i< a;s e
.o Z.:J PR Se™

in each of these three areéas, an accountabllity sy%tem should measure /- t«~

student ‘achievement relative to each gqa‘l and then. prepare an ana1ys1s )

of the achievement results’ Yelated to. other varlables, suchi .as student

N ,

inte111gence and socioeconomic status. - o s
In order for these tasks to be’accémplished, the State Board of
Education appointed a State Advisory Committee on Accountability, draw1ng
its members from a broadjcross-section of the state s populatlon\ It ’
also designated the chairman of this committee. A member of the Maryland
State Department of &ducation was assigned full—time to the committee, .

as its executive secresary,.in order”’ to make available, as detai%g@

¥

accountability procedures were developed technical services f;om the

2
PR

State Department of Education to the’ committee and to’ the local school

» Q 5 ]

systems. . . L

The Advisory Committee was directed to report to the State. Superintendent
offSchoqks, and he, in turn, was to report his recommendations to the ]
State?Board of,Education, The responsibilities of the Advisory Committee.

included the recommendation of appropriate goal statements for each of.
N ! . v ' '
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S testmg and reportmg program be developed by MSDE to. measureJ e 2

: “"'Ll Bas1c Sklils (1971 ed;rtlon, Fopm 5 rand ﬁﬁé éﬁg ktlve
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the three baslb learnmg skill areas. Also, the commit[tee prepared !.' Y S ke
s . : .

A

gu1de11nes /deslgned to (assist 'l'neal school systems 1n4bollectingmpup1}, Yo o ‘ \
ach1evement data in the three s{ull areas. Thes‘e gu;Lde,lmes con/st tpte‘ '
the content o ‘t:he remamlng cha‘pters of this ,Handbook/ ’Lechn,rcal v "*';a, ;
ass1stance was :made av 11ab1e £rdm the execv.rtlve secr:étary ‘any othér - t"'-’

MSDE staff as needed to implementk these gtudelines., i ! "/’ ot ’
~ y o * Ry s
: L4 n . ; ~‘r A /

’ .l

E. Role of the Stat ’Advisory Counc‘il on Acéountabllitz\

In June of 1973'/ the State Advisory ngn,c?ﬂ recommend;d ,ﬁo the State 7 /
7

Board of Educatlon certam statewide 1ns5/{uct/ional goals," Also :mcIuded B _,,/‘

./‘rr v . e
1n the1r statg:ment to the Bgard were the re/ommendatloné tzhat the, account—

/‘ . ’
ab111ty program uée locajgly bésed assessp{ent whlch foe}l,ses on the dégree,~ . R

ie.

,\.‘ \~ :

ment of statew:Lde goals, and t]('lat J,t‘he Iowa Test of Basic’ Sk@lﬂ. ,/
as a part of the 1n1tia1 statewid/e testmg program
’ , . H ,‘ . . ,:’//D ’«’ . . / ’ \>\. \\. B "!.:"

F. | Accountabllity Asseésnfent Instrumen}':s }\ “ \‘ .‘ ‘\‘:-_“

The Local Coordln,atprs, the Advis x:y Co;mcil \"ahd t;- (=3 Sf.\ate Board g .
ST NN T . e

of Educdtlon agreed L/hat’ all S)Igtems would ad\plnisf?e‘r ¢ A Iowa Test, of Cast L
N i*" DA \ » .
_ 111ties Tes-t TN,

'\, L ieee

and "p&b{lslted by the same * -, . o,

~l,u e

o (1971 ed1t10n, ,Form l).,,two te{Sté ’devel{opé

/ N . ‘. ) .
]/ C,@mpanY/ ’and nor éd pn the same{ POPUlat’ionua \Dﬁly se.}e\q V[arxland s\;'hop\l Y P

) .
,» ||

/systeﬂs wez(e r;:t u‘sf’mg ‘the qu’a Test of 'Basic Skiils‘ (\\RQg) at the \ ) '.:

AR

1ng thg,,‘lTBS is .that this: *test\'i's\favorab}

-

'

- lreviewed 1n/ Bufds Hental Meat;ur;ement {Yeaiibook ahd 1s~ rghly ra\t\i with -,

Noet o

regé"rd,z.ta,‘&ohteht coweragé fand s&:atﬁét{lq:ajf tCharaQterlstiCS by UCLA's Center N

}Fo.r;";)ié, Studyeof 4E\)a&ixati<bn. Also mporﬁant is the fact: that’the' ITBS \ \

gle; prjo ide, enibqr on-ré‘ferenced a—s-we11 as‘s norm—referenced informat:ron .

Lol
\ el -

5

KR -‘ ’
# d g .
:/-
'ﬂ.

T RES

, ‘r\.‘:‘;ﬁ l:ut:,t;i,t;}ua:lL rogram tanalyse's
§is ¢ i

—

RO SN S

[N

[ A

et hn W

AP ot e

" ? BT ey 2y ! '
: 5 l‘,g}’;, ".'l“\ - i ;,
N 7! £ \ v : .
¢ Ly . (‘,yx} a € M «¥
A i t i 1 o
tH U T by ! <
oL Ry 5 S
: _ 2NN I ST\ B
, LI P ,‘" o L .‘r\.‘_‘ﬂ ' H
. “;3[ 2 ;‘;/‘.' ! P
N 2 Haty v
weA. : "



hES

.,

ENY Mot

, y : Sl ff*ﬁ's ,Aa,h,/.x . ‘
.G T Imp ementationuof Accountability Aot ;¢ -

4

, The plah for implementing thewstate's adcouﬁuability program included

. a schedule of deadlines for compleoiqg the sevéral phase§ of establishing -
1he~fizst deadline was Au ust l,,4973,,by wﬂich 'v
time the Maryland State,Board of ﬁd ation WOuld haye-adopted and,disseminated
the board statewide goals in ding‘ writing, anh matheméfics.\'Other'
scheduled deadiines were Decﬁr 1, 1973 for- d?élop}dg and dis‘seminating

a catalogue of goals and objectives be the Maryland State Department of
qucatiod).and June l 1974, for the establishment and submission of

sahool system goals to the’State Coordinator oﬁ Accountability for review
by\the appropriate State Goals Commibtee . ’

goa]s and obJectives.

LY s, ,_.
"-.«f RS

.

The State, implementat;on/plan~£u§fher specified that by September 1, :
1974 school system goals.wourd/be reviewed ;and thatgby April 1, 1975, »

/
each school would havé establismed 1ts own dbgectives, cons1stent with

-4

1tS unique needs and in keeping,w1th the>school system goals.'
September 1, 1975 was designated as- the

Finally,_ v
deadline for school stems to

evaluate the obJectives submitted,by inc1v1dual schools and to submit »

a n%rrative report to the Maryland State Department of Eduéation on the .onT

establishment of'school ohJectives._ L. )

The Stateas 1mplementation plan re

”community, and SChOOl characteristics

s t s
uired the‘establishment of" a_com-
he plan also called

F1nally, the 1mplementation plan

requrred Ehe*establishment of procedun

s by which school systems would

-

and“9; starting in the Spring of 1974 . More’ specifically, the plan
designated .Lthe dates March‘l to 31 foﬁ ITBS and CAT tesf?ﬁ% in grades 7
and~9 and the period f;pm*April 15 to|May=15 for I!BS and CAT testing

n grades 3 and 5.. To ensure that thest tesbs were given ‘under uniform
conditions and that reSults were reported Systematidally and consistently, '

explicit descriptions of responsibilities at the different levels were

. . .
\ . d . .o S -
- - - NNoVE -

. . * . §- e,
N} . . NS
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developed. fhese descr1pt10ns and related accountablllty.procedures
appear id Chéptegs 2 through 5 of th1s Handbook

1974,

0n or before November 1

ding tb Qhe accountab111ty 1mp1ementat10n plan, the Maryland

rtment of Educatlon would have completed the f1rst summary
of all data collected up to that t1me.

mijor assumption under1y1ng Maryland s accountablllty 1eg1s1at10n

i

that the analys1s and 1nterpretat10n of relevant test data and other

information leads to meaningful changes and modlflcatlons in 1éstructlonal

.

programs. However, it is not sufgicient to just assume that the schools' ¢

instructlonal programs become more effective and efficlent because the -

State has an accountability program. In keeping with the Accountability .

Act, evaluation programs must be.developed to determine the effect that

A . - .
modifications of the instructional programs have upon goal attainment. -
L)

- The MSDE is encouraged to assist local school systems aﬁd schools in this

evaluatlgn task by sponsorlng pilot evaluation prOJects in selected

’ .
B v . . .

school systems. .

Adequate evaluation of instructional programs requires the use of
7

| more than just norm-referenced tests. Criterion-r eferenced tests~1n .

. .

read1ng, wr1t1ng and mathemat1cs must be developed and adapted for use . .

in Maryland's pub11c schools. * The State s accountability program must

‘be extended to other subJect matter areas and to domalns other than the

There is .also a need to develop effectlve procedure$ for
4

cognitive. one. '
—

establishing the cost of various instructiondl’ programs.

’

L

H.

-

Hand1capped Ch11dren and the Accountability Assessment Program y

There are three sourcesfof concern which pertain to Handicapped
)
Children and the AccOuntabillty Assessment Program.
s
7 .

\ C .

program were mnot normed

3 -

i 1. Validiey -+ . = X

’

The 1nstruments to be used in the test1ng

on some children in some special education programs and, therefore,

would not be valid for them. However, a valid assessment of Maryland's

educational situation should include some'special.students as part

A3 v L} P ‘
of the total _educational .need. - : ’

-




A

directors of special education.

-
. KM a %

2. Comparability . Lo ‘ p

. If ‘different school systems have special students with varying
definitiond of ”special," ‘they will exclude students from the T

assessment pnogram according to incomparable criteria. Therefore,

LY

3. Humanitarian Ci

comparability of’ th;lassessment rESults would be guestionable.

rns

We do not want to test’a child to whom the examination process
is seriously distressing nor, on the other hand, to exclude, and

thereby possibly to humlliate, a child who will not suffer from the

e

testing experience. . .

’

Therefore, the program was explored by a Subcommlttee of local 'y
37
Their recommendation, which follows, o

was accepted by the State Advisory Council on Acc0untabi11ty and approved

‘

+ by the State Board of Edueation: . : N ,

>

;ZI. Only certain children included in the third quarterly Data :

System for the Handicapped (DSH) will be considered as,handi—
capped for testing and be excluded;for'the Accountability

r

assessment _purposes..
!

2. ‘ The following categories of handicapped children reported in°
'the DSH or eligible for inclusion in the DSH will not be included

r'd

in the Accountability Assessment Program.
a. Mentally Retarded (trainable and educable)
b. Deaf (prof0und disability--QI—db plus)

) o
¢§ Blind and partially sighted.” hi

s

AL

d. Physically handicépped who cannot manipulate a pencil

. e, Multiple handicapped e
: £, Emotionally disturbed who' are enmolled“in a public school
ekces§ cost progrém. ’, ', .
. Children Who qualify for the third quarterly report of the

DSHfbut.for an administrative reason fail to,be reported and

© who. fall into categOries listed above are not to be included
in the Maryland Accountability Assessment Program.

. ~
) »stood and assumed “that 'such' exclq d- children will
the Subsequent DSH..report. *~ - !
) . . r 5
kY . - .Lj‘- .
» l L4 8 \

.~
~

’

Tt
It is under-:

appear, in

+

N




. ‘be carefull& observed across the‘state by all school systems. This Handbook\

. 1

\
~

All -other handicapped chi1dren-repogted in the third quarterly

report of the. DSH will be tested and their scores will be

reported. ° . _ i‘

3. Each local school systtm will report the ' numbers of chi1dren#
7by'handicap categories who Pame been excluded from the Accoﬁnt—

0

ability Assessment Program.
. \"

I. The "Accountability Report'" to the Governor and the Legislature

. There is widespread. and justifiable concern for the mander in which )
data from the Maryland Accountability Assessment Program will appear in/
the Accountability ﬁeport to the Governor and the Legislature.‘ The method
Qf reporting information is crucial to the whole issue of acc0untabi1ity.

~ At present:)plans #nclude the return of'the simmarized data to the

local systems for their review so that the local (admipistrations may
providq\their own 1nd1v1dua1 narrat1ves f6r the state report. In preparing
narratives for their data summaries, local. administrations may wish to
1nclude descr1pt10ns of: -

1. Goal setting activ1t1es at the sqhool system and \ﬁd1v1dua1 &

school 1levels. ‘ .

., . 9.
2. s School 'system goa1s and goals for 'typical" eiementary and )
"typical" secondary schools. ' .o o ‘ X N :
3. The results of the use of State as essment instruments (needs
! “revealed, appropriateness for lgé’g population, A . ) ' .

""

4. ~ Progress of schools toward system ard/or school goals not -
covered by State assessment instruments.

5. Program modification activ1uies during the reporting year.
and plans for further modification. '

6. Unmet needs for resources to permit improvement of programs ’

1
.

and ‘services. : . ;

J., Precautions . . R . . ; .

Uniform guidelines in test\administration have been prepared and.must. T

.
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is intended to assure the'required uniformity in test administration procedures,

secur1ty of test mater1als, confidentiality of 1nd1v1dual student test

r-4 ) o
scores, and other matters with the aim oﬁ/establishing and continuing an

. accountability assessment system that is fair to each student teacher,

school and  school system Adherence to standard procedures will enable

ue to carry out our respeciive responsibilities in a h1ghly professional
and eth1cal fashion. It is of extreme importance to keep these first
s‘Eps in Maryland' s accountability prdgram free of criticism resulting
from irregular act1v1t1es brought about by misunderstanding or naiiete.'
Several d%rectives are g1ven with %this goal of uniformity and fairness
in view. - First, ITBS test 1tems should be used exclusively for account-
ability testing‘activities_and absolutely no items from any form or edition
of the test should be used as a part of .the instructional program, ,Also, .
‘ it has’ been “decided’ that only the specified editions, the ITBS, l97l,‘and
the CAT, 1971, are to be used in. agcountability assessment testing and

on the dates spec1f1ed 1n Section G, and that these and all other editions

. . of both tests are not to be usea in any other testing program in the
f

"’ /
Qzﬁ?m‘ schools. In addition, no 1tems from either test should be used in teache1;—

staff workshops, as knowledge of the 1tems is bound, even unconsciously,

¥ : _
e to.influence instruction. k .. . . o

- 3
. -

. K. Responsibility for Carj;iné_put the Accountability Assessment Program
- at the State, Local System, ‘School Building, and Classroom Levels

To rcarry out the Marylénd Accountability Assessment Program KMAAP),
responsibility~tests with ail levels of the profiessional education ,community.
It is necessary that teachers, supervisors, and administrators be cognizant
of , the responsibilities atZeach level so that expectations are cleaf‘to‘

all participating personnel .

, Responsibilities at the State level include overall planning and-

coordinating of MAAP; providing support and assistance to school systems

in carrying out the statewide assessment, statewxde collection, analys1s,

and reporting of assessment data providiang the legislature with a:report

based upon MAAP results; implementing accountability legislation; developing

. a structure for receipt, storage, and security of MAAP data, and prov1d1ng
school systems with criterga for identifying pupils to be excluded frOm the

MAAP. g $
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‘ability. Such an implementation plan should include a ratienale for

' education in Maryland. ThiSfbalance between state and local responsibliity

IS \ N
. ¥

‘ The‘responsibilities assigned at-the school system level are discussed ° . _f

in Chapte? 3%of the Handbook: bhapter 4 outlines the responsibilities at

4

the scho’l“building level‘ and the’ respons1b111t1es at the.classroom level
are spelled out in Chapter 5. .. i . : ‘

~ ' %

L. Maryland's Future in Accountability‘

It 1is appropriate to ask, at this writing: What is required of us 3
for the future program of accountability in the state? What needs to S
be achigved beyond the first accountability report 'to the Governor and the
Legislature? ’ . '

Accountability can be -said to exisﬁ-hhen the following conditions
_have been met: (1) the state goals of education reflect the educational
needs and 1nterests of the population, (2) minimum student achievement.
expectations have been developed in each goal area, (3) current student

status, recent progress, and needed improvement in each goal-area are ,

matters of public record and specific objectives for improving’ the current

‘' status have been adopted; (4) programs to achieve specific objectives

have been implemented; and; finally, (5) the cost of programs, i. F., the

cost of ach1ev1ng goals and.obJectives, is a matter of publie record

1

It is necessary, therefore, to plan a course of action in keeping with
, i
these condations, that céuld be cooperatively developed with the Local

‘Coordinators for Accountability and the State Advisory Council for Account;

,
s
accountability and an assignment of functions to key levels'of the public
education system in Maryland to assure.that appropriate data are collected
‘and. dmpseminated to those political jurisdictions expected to act and
follow—up on that information, - )

The rationale for accountability and assignment oﬁ functions should
maintain,_ﬁnd not alter, the model system of public education estahlished .
in Maryland in past years. For many yearss Maryland has enjoyed a healthy
balance of state and local respon51bility for 'education. Local initiative,"

along with good financial equilization aid has been fruitful for public-

should not be destroyed but rather: recognized and fostered through'

3
~

interpretation of  the accOuntability legislatipn,

. %{s
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. - State responsibility will need-to-focus on deectives pertaining

g
to minimum skills specified in the state law, and local school sysEems

A - v v .

. should be encouraged to establish a comﬁgehensive set ‘of objectives and~" RN

) w
i

evaluation procedures patterned to local needs .and local" perceptions of
public education. The first“halﬁ 9f 1974 will be partially dGVoteq to :
<t involving the requisit constituencies in‘ghe drafting of a *ive—year + ° :
S
plan based on ghis described philosophy. . ) e e
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” ‘ ) Chapter 2 A { [
. ' d.

Orientation to TeStigé

°

< B

.
2

A General

- . .

. This chapter provides a general introduction’ to four important con-

-

- siderations for the test administration phase of the Maryland Accountability
A'ssessment Program MAAP): (1) preparation for testing; (2) conditions .
for test administration; (3) potential pitfalls; and (4)- school system,

@
building, and classroom level MAAP responsibilities. Each qf these

N v considerations isrtreated in separate sections below. '
a. ' ' . . . ! ’ A
B. Preparation\for Testing ' N
—~ . 1. Teacher Preparat’bn . ,
’ e The qualifications training, orientation, and preparation of

the person administering the tests are all very important. Of equal
importance is the test administrator's sense of responsibility for
assurihg the reiiability'of MAAP test results. Advance planning,
training, and orieptation_are prineipal responsibilities of’Séhool
System and School Building MAAP Coordinators. No amount of assistance '
from School System and School Building Coordinators’ in orientation,
- materials distribution, and supervision, however, can replace the ,
preparattions the teacher (tester) must make. .,
Proper preparation for testing on the part of the teacher requires -
) active partic1patioP in traininiiand/or MAAP orientation sessions,:
- , ) : ~careful study of this Handbook and the test manuals, rehearsal of.
- directions and instructions for test administrationwprior to the
- 'actualatestlng, systematic -checking of materials received, close
attention to test administration, sensitiVity to pupil motivation
amd to the proper atmosphere for testing, maintaining test security,
$ and familiarity with and adherenee t6 MAAP guidelines. . .

Y

2. Student Preparation ’

by . .
In'a real sense, the teacher; by being well-ptrepared, confident:

- . and comfortable in the testing situation can, by example, do much to

~

Q* N ’ /,,——‘ ’ ( . ) . ) ' /
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O
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; prepadre students psychologlcally for testing. Students may not
respond to lengthy lectures on the 1mportance of testing, but they
should be reassured that these tests provide information so teachers
can help them learn better. Your School MAAP Cootdinator will’ ..

provide for practice testing with all third grade pupils. Practice’

testing will be very helpful in reducing responding errors, minimizing
anxiety, And in promoting.appropriate and informed test-tlaking behavior.

Practice 5esting»7using the Houghton-Mifflin Practice Tests) is to

be, conducted for all third grades at least five days prior to MAAP

Testing. All pupils have the right to know why they are taking

the tests and what uges will be made of the results.

The teacher shpuld schedule‘a brief session a day or two prior
¢

to MAAP testing durimng which the nature and purposes of the testing

can be presented and discussed. Even though all third grades will 7

have had a practlce test, this sesgion should also be conducted for

them. For example, the teacher might say: @ } ,
"These tests show how much you know about reading, spelling,
vocabulary, math problems, and numbexs." . .

"These tests will also tell you something about how you and ‘
your classmates compare with other pupils of the same age in
. these skills." ‘

"These tests help me (the teacher) and the other teachers to
know how to help you improve and which skllls you may need
help in'improving." ) T »

’

‘ These, or similar statements of purpose should als® precede

- the practice testipg session for third graders.
_ . . ’ N *

C. Cond1t10ns for Test Administration : S

. Admlnistering the tests under standardized cond1t10ns is cru01al
to the ultimate success of MAAP. If proper test1ng conditlons aré not
provided in each classroom across the state, student scores may be con-.

taminated by

ctors which are totally unrelated to the1r actual achieve—'
ment- This is whY ‘the Handbook and test manuals set forth such specific

and detailed diredtions and instructions. In order that pupils have the

Ay

L
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opportunity to perform at their maximum potential,wteachers must adhere
strictly to standard test admihistration conditions; all fubtests must

be timed exactly;.all directions and instructions must be clear and concise;

.undue noise, confusion; and. movement must be eliminated during testing.

‘ VA | . TN

: _ D.  Potential“Pitfallsd .

r}Although proper orientation-and preparation will significantly reduce
- the danger presented by the potential pitfalls described here, School
: Building and Sc¢hool System MAAP Goordinators and teachers must be a1ert

.to the damage these problens gﬁh do to their test results. .

1. Cheating h .
Talking about cheating with the pupils is less likely to .be » . .
effective than doing something to prevent its~ occurrence. Proper. ¥
) * ,. seating arrangements (Y%thout completely-rearranging the cfassroom) . -

and good supervision by“the test administrator are probably the

most effective deterrents to cheating. ' ’ <

4 .7
” s @

' 2. Inaccurate Timing

v
£

Accuracy in giming is crucial to maintaining standard testing A
conditions. This potential problem may be mos% easily and simply
dealt with by having the teacher write down the exact time (to the
second) as soon as he/she says "Begin." Next, the teacher should
add to that time the number of minutes al lowed for the subtest being L
given and record the time that will be shown on the clock or watch

+  when the subtest is to ‘end. Form P-3, found atothe end of Chapter 5,
. should‘be used to record these times for ITBS testing. A quantity
‘of this form for recording all beginning and&stopping times will be

provided in your test materials. Do not write these times on the

- L. ,chalkboard. Some;pupils will be made more anxious by being able to
see the'time written on the chalkboard. Regardless of how tempting
it may be, no group nor SA0Y pupil is to receive more or less time

. ’ than that specified in the test directions. ' e

* 3.". Administering ests dt Inappropriate Times

. Beginning and stopping times. should be scheduled so testing will

not continue into a period of time inappropriate for testing, such as -

-
.




'\ . . ’ , ) . RN\
the lunch period, recess, and the like. Trying to "squeeze just one’
more subtest in ‘before lunch" is very tempting--don't fall for it}

14. COnfusion &r Inaccurate Directions

" 1f students do dot clearly understand what they are supposed to .
do, their test data may be invalid and may lead to conclusions about
%geir abilities (knowledge and skill levels) which Qre'both incorrect L
. and unfair. Once again, careful preparatiqn priorgto testing is the
key to avoiding this pitfall. Careful advance preparation may include - -
_teacher- orientation and pupil practice sessions. Test administrator ‘
should practice reading the test directions aloud several times during . *

. .

\ ~ pre-fest, rehearsal ¢ , . ) ; I
< ¥s, Teaching to the Test . - : ’ )

It is important to‘keep in mind throughout tne test administration
that the major purpose of this assessment is to'sample pupil behaviors 4
and to determine their'level of knowledge and mastery of skills relative
to those areas measured by the tests. The practical value of MAAP
results would be greatly ‘reduced if the pupils were demonstrating only
the memorization of information and the simple repetition of skills.
Using MAAP tests or sections of thege tests for academic instruction
not only defeats the purpose of MAAP but sho:s ratherqpoor professional
judgement concerning appropriaté curriculum practices:;’t.

L)

6. Inappropriate Group Size . . ' -

} ' Students ‘sheuld not be ‘tested in groups large; than 40, and testing
should be done in intact groups. MAAP testing is to be done in class- ’
rooms. In those situations vwhere open-classrooms or gimilar-sized \
“facilities exdst, arrangements should be made to earry out testing s
where a group of not more than ‘40 will be tested at a time. '

- - . EN - .

E. System, School, and Classroom Level MAAP Responsibilities g
The next three chapters provide explicit descriptions of the MAAP ' -

responsibi%ities at the system (Chapter 3), school (Chapter 4), and . }' .

N . ’ .

26 0
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clagsroom (Chapter 5) levels. Copies of forms for reporting that MAAP

. . . L L. .
resﬁonsibilities at thége various levels have been carried out are
by

lbreseﬁted at the end of each of the respective chapters.

v The\detallgd nature of thése descrlptions is specifically designed
to asS1st all personnel 1nvolved 1n MAAP to- clearly understand exactly
what h1s/her respons1b111t1es are and to prOV1de a guide for report1n§
that these responS1b111t1es haﬁe been carried out. It is only by using
such a precise fprmat for MAAP,that uniform -testing conditions can be

assurea across test1ng S1tes on.a statew1de basis. Such un1form1ty is,’

&

at the very heart of the collectlon of.valld test results, thus “insuring

- that the.comparlsons made will be fair to all pupils involved. -
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Chapter 3

B . ~
- . 4
A Y v A Y

* System Level MAAP Responsibilities

g A. GeneraL\ . i~ ) | '

) $L" The duties\and respons1b111t1es of the System MAAP Cootdinator are'
specified in’ th1s chapter of the Maryland Handbook on Accountability
Assessment.\ After the System Coordinator’ has carefully;read the rest ‘
of the Handbook he/she should use this” section as the guide for carrying
out and for’reportlng the* completlon of his/her responsibilities. -

\Lf your'school system already~has'a clearly established mechanism
for carrying out systemwide testing and if you are familiar and comfortable
J w1th that mechanism, it can | be USed in\lieu of the MAAP system outlified .>
here. Rémember; howeVer, that your system s testing program must meet all
- of the standards, regulations, and t1me—frames established by MSDE for
MAAP._ Even though your system "3 testing plan may supexcede the MAAP ‘
guidelines, it must not omit nor fall below any of the minimum standards .
set for MAAP... \ . . :
- . . Whether yoaur system chooses to use the MAAP guidelines set forth
Ain this Handbook or chooses to use its own mechanism, all the blue MAAP.
R forms (¢oded with a%"B") discussed 'in this chapter must be completed, “sent,
:and rec\}Veq by gnﬁkdates specifled there. These ugh® forms have been

- . placed together at the end.of the chapter for reader convenience.

\“; ' The System MAAP Coordinator must insure and verify that he/she has

- \made every attempt to orient all Schdol MAAP Coordinators with all
S _phases of the tpsting program. The System Coordinator. has overall

(Sf oL ; responsibi 1ty for the organig ation, implementation, orientation, and =7 ‘

_*.:\T\‘\iﬂ \~yerification of MAAP in his[her system. The Handbook is designed to )
RN N \\ L

- I+.. “‘serve as the primary rEsPurce for these purposes.

. . ‘\t\c; \

» :\§ \':,\..\ N » i N

o 'B. Appointment of System MAAP Test Coordinator and Altérnate by Superintendent

~ Each System Superintendent will appoint one person who is responsible
\‘»\\ to the Superintendent for coordinating all system—level MAAP activities. The

. -
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,: R _ . A

'? : o nob ‘.' .
‘ ' k:endemi, sho&ld ale at the. é‘ame time appoint an a‘lternate Syst '!_ ‘ -
,"' ‘I‘est Coprdinato:. ”in the fevent x:hat the regular Sys'tenI Test Coordinator '
| P{buid fbecome a_ncapacitated or otherwi(se unable to. fmlfill his assigned

.l

' 1'¢ ,t

»i :g "reLsponsibilities. The respons:Lbilitiéé of the System MAAP Coordinator i ‘
b r-ﬂare déscribed in 6hex remai:ning_secticﬁns of this chapter., - et
- The \appointmen‘t of ‘the ‘System MAA%L Coordifnator and ‘alternate must S

ot

be made by the S,uperintendent on or before January 15 and notification .
" of the appoin‘,;ment made iﬁ writing"to ,the Stat$ Superintendent of Schools

e : /

‘ and receiv,e} on or before January '203/ (U,se Fdr‘m B-1.) ’ S /!

I

.. ' . . I‘j h N .,
> ,» “ KN ;'. .
A ~ A l‘

e BTN ‘

'“gocurement of/Tests, Practice Test'Ls ’Answer Sheers, and Re.lated E
= Iest Materials L ; . S

S /- /r

,(,17‘

. Each System MAAF Coofdinator is- responsibl i'or procuring a sufficient \
' ":-number of Towa ’I‘e’sts' o;f/Basic Skills (ITBS) and Cognitive Abilities ffest g
(CAT) manuals, test booklets, appropriate answer sheets, Hopghton-—bﬁ:fflin T
. .practice tests (3rd grade only), and "TESTING—-DO NOT DISTIRB" si'gn§ - T ]

(testing all pupils o grades 3,5 7, and 9. el ol

P R w
gl

g
(Use S
Form B-2.) Even though in some schoo,l systems it wi'll be necessary for

schools to share test booklets, the Bystem MAAP Coordinator is responsible

“hands of*the Sys;em MAAP Test Coor_dinator on or - Before February 15.

. fo:r. the procurement and distribution of all tests and related materials. , - ~

L

‘Dot Assigning Central Staff to the Assessment Program as Coordinators,
. Trainers, and -Supervisors

-
7

Each System MAAP Test Coordinator should solely “or together with
the Superinténdent, depending.,ugdn the authority designated to t;he teat )

Coordinator, appoint other centra L8 “taﬁﬁ personnel “to assist him/her in
co rdinating and supen'is}mg the/ system-w de ‘MAAP testing program and in

AR . y .
'training those- persons w}{o will be involved \in t‘he\ program at the school ..
4

build,ing level. ! It may} be that different persons;}will be appointed to ,' .
serve in’ these ﬂifferent capacit;ies (coordinat g, n‘rqining, supervising) '
/

S or the» same- person or. persons ma/y ‘be- sel‘écted to ser}ze «in al\l of them. .
) This wi_ll depend upon whdt ,appeaés to be the ‘most feasible arrangement in . *

‘..;A\,

L o . o f - . S tun _)’»;2'.~/~ . v *
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: widé activities in the ‘MAAP testing .program. ° *\

\

ﬁ ‘ Appointment of all assistants by the System MAAP Coordinator, subject

-+ Jto.the approval of the Super1ntendent, should be made on Form B-3 not

~
P
~4 '

lacér than January 31. '; .
E. Distrlbution of Tests, Answer Sheet;l and Related Testi;g Materials
to School Principals- .

'Each System MAAP Test Coord1nator is responsgzle for the delivery to
Zeach school principal of 'a sufficient number of Iowa Tests of Basic Skills
" (ITBS) and Cognitive Abilities Test (CAT) manuals,’test booklets, appropriate
answer sheets, Houghton—Mifflin practice tests (Grade 3 only), and "TESTING——
DO NOT DISTURB" signs for testing all pupils in grades 3, 5, 7, and 9 at
each school“
. ;iA‘sufficient number of all of these items and materials must be in
the. hands of school prlncapals at least two weeks pr10r "to the beginning

1 3

of testingu. (Use Form B- 4 )

\ ~
‘\ I

3

-

F. - Providing Appropriate Orientation and Trainlng for School MAAP Test T
Coordinators and Test Administrators :

It }s the responsibility\of the System MAAP Test Coord1nator to
meet with all School MAAP Test Covrdinators in his/her system to discuss
N
the responsib111t1es that\the School Coordinators will have in MAAP.

The System Test Coordinator*should schedule the meeting at a time convenient '

to a11, or nearly all, School Coordinators. Maké-up sessions should be
scheduled for all School Test Gooxdlnators until all coordinators haﬁe had
the opportunity to discuss® the roiés and respons1bilities that they wi11
have in MAAP. A discussion of ro@es and reébons1bi1it1es should make
explicitly clear what matefials and‘Services“will be proV1ded by . the
System Test Coordinator and what’ will be the %esponsibilities of the
School Test Coordinator. The orientation session for the School’ Test

. : ' oy H
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.
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Coordinators should be held on or before February 15. (Use Form B-5 for‘i

‘this purpose.) ] , " ' fo

! N

Y, The System Test Coordinator should arrange\an orientation and training
session for all test adminigtrators, and he/she should specifically assign
this responsibility in writing to each School Test Coordinator. (Use Form
Bfilfor this purpose.) —

{
¢

G.” Carrying Out a Program of Testing Supervision to Insure that MAAP
Guidelines are Being Followed . . :

Each System MAAP Test Coordinator will be expected to visit all classes

N
'-‘ ~beling tested‘in a randomly selected school during each day of supervision

1/

throughout regularly scheduled testing.~ It is recommended that these visits

be unannounced. During these visits the System MAAP Test Coordinator should
of fer whatever suggestions that he)she believes will be helpful, provide )
the School Test Coordinators and test administrators with requested information,
~\"\~ and prepar% a report on any observations which he/she believes will be useful
~\:.n determining the reliability and[or validity of the ‘test data for the b
sites)visited. Reports of each visit and- significant observations should
_'1' ‘be included on Form B-6 and should be sent to the State Superintendent of
Schools ‘not later than one wéek after the last. day of regularly scheduled
testing with the CAT‘\. . . |- /

' -

) The System MAAP Test Coordinator nay wish to assign supervision responsi—
:‘_ bilities to the School Test Coordinator or to use other staff to assist him
in this responsibility In those situations where supervisory responsibilities
are assigned %o others by the System MAAP Test Coordinator, thg latter should !
\ B provide those persons app01nted\to assist him/her with a set of guidelines
to insure that their observations are systematically made and reported. It
. - 'will be the responsibility of the Sys*em MAAP Test Coordinator to transmit

the reports of relevant observationé to the State Superintendent of Schools.’

s . . ‘ e

-
« +

1/ . The testing schedule_ in each dis;rict ig the responsibility of the » -
Syatem MAAP Test Coprdinator and. should be developed within the general

j.;gik, ‘guideline dates set forth by MSDE I L y .
o ) ._,_-,,\o : Fi . ' .
T . ) . . - . :
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.”ThoseLpersons o%her than the System Test Coordinator making these‘observatlons

. should be 1dentified, and their observatlons 1nc1uded as a part of Form B-6

or attaChed to 1t as a separate item.
- ' ‘ kY

. H. Providing Systematic Procedures for Collection of Test Results, ’Test
R _ Booklets, and Related Testing Materials

i " The System MAAP Test Coord1nator should make arrangements for all

AN test results, test manuals, and related testing_materials'to be picked up
\i:§2\§§ at. each of 'the schools :in his/her system. These materjals should be
T :*\readied for pick-up by the School Test Coord1nabor A record of the .

materials picked up should be made by the person receiving the materials,

at the time that they are received. The form used for this pyrpose 1s .

B-7. This form should be signed by the School Test quxdlnator at the : ’

time of the pick-up,, showing that he agrees with the recelving agent s

count and report:. of the quantrty of each item being handed over. The : o

deadline fpr collection of these materials is one- week_ after conclusinn

of regularly scheduled MAAP testing.\ Separate‘B-Z Forms will need to ) -

‘\he completed for ITBS and‘CAT testing. ‘ ' -
’ .. ) ¢

I. Preparing and Transmitting Test Results to MSDE
sl ‘

The following data are to be reported for each school in the system
for grades 3, 5,‘?, and 9. The data are to be reported in eomputer print-
out form or on Form B-8 and should be received by the Maryland State

. Department of Education on or before July 1. : )

General Information e ) ‘1

1. School system name and school name.

2. Number of ,students enroIled in grade as of September 30.

D3, Number of ‘students tested on” each subtest.

Information from CAT Nonverbal Subtest : 9'”\ R .
v . 'l.  School mean Standard Age Score (SAS) by-grade.f
. 2. School standard deviation of SAS disbgibution by grade.

e "
, . R < . wt .
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X '.-'.

Informatiod from ITBS Subtests: Vocabulary, Reading Comprehéh%ionL
Spelling, Capitalization, Punctuation, Language Usage, Language Total,
Mathematical Concepts, Mathematical Problems, Mathematical Total

: ’ R .
1.  School mean GE scores by grade. <, 3 e

2. School standard deviation 6f-éE score distyibg;ions by grade.}i’

1 .t e -
3. Translation of grade mean GE subtest scores iQ}No. 1 above. I
e

under ITBS Information into school percentile tanks, using

<

ITBS tables enfi;led "Norms/Averages, Forms 5/6."

From grade mean SAS scores in No. 1 above, under CAT Information -

determine expected grade mean GE scores‘for'the following: '

Vocabulary, Reading Comprehensdon, Language Total, .and Mathe-

matics Total. "Use tables, pp.‘55—57,;tn ITBS manual entftled

"Percentile Norms for Standard Age Score Levels." G
Whether or not‘Forﬁ B-8 is used to transmit the requested informaéibﬂ

to MSDE, it should be examined to clarify the exact nature of the data needed.
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i MAAP CALENDAR FOR SYSTEM

*»

TEST COORDINATOR

é‘;” Deadline Date Deadline
o for Completion Receipt
Form No.| > - - Report Title and/or Mailing | To Whom Sent Date
B-1 Appointment of Systeﬁ'MAAP January 15 State “January 20
} Coordinator and Alternate Superintendent s
of Schools
B-2 Testing Materials Procurement February 15 Hold TBA’
Record ) \ . )
B-3 Record of Staff Assignments - January 31 Hold TBA
~in MAAP \ g
B-4 ‘Testing Materials Distribution 14 days prior | Hold . TBA.
Record to beginning o,
of testing
B-5 Report of Orientation and February 15 Hold TBA '
Training for MAAP School
-{ Coordinators .
B-6.. Report of Testing Supervision 7 days after Coordinator 12 days after]
' Visit , completion of | of . completion of]
ITBS Testing Measurement ITBS Testing
and again 7 and i and again 12
days after Evaluation, days aftér
completion of | R.E.I.S. completion of]
. CAT Testing % CAT Testing
B-7 Testing Materials Collection 7 days after |Hold - TBA
' Record ‘ _ﬁ%ag;mpletion of 2
~ ' MAAP Testing -
B-8 *A Sample Format for School June 26 State ‘i July 1 f
| Data. ' . Superintendent
N A of Schools
€ .
T
. ' d .
N v
* « yen Ll
i :
’ ’ i ¥ J .
- 1
. @ 1,‘
‘ y . - -~ ) o i /4
b 25~ . '
. ;3/ : v - {
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Form B-1 ) : - t
APPOINTMENT OF SYSTEM MAAP COORDINATOR AND ALTERNATE s
-t < .
. School System: . ~
. i Q‘. - “:.ﬂ“ v v
TO: ' '
(State Superintendent of Schools) . . .
n _“i : v.-
;' . . * (h‘
R has been designated by
(Name) .
. N . N \ . e
the undersigng‘c}“as System MAAP Test Coordinator. The Alternate System MAAP .
, » \ ..
Test Coordinator is . oov !
A ) *(Name) ! L
. v . . b
& .
4 \4 I » ’ i;‘
- ;J ’ \ fad d 4
¢ ' ~ (Date Mailed)
\ ‘ _ . :
: (Superiﬂten%@na" of Schools) i
o ‘ . ! - .
- - el .
¢ B *
(Date Received) . B g . . LI . )
. * . -}" ,x * N ~)‘ ) . B
\ . L cL Lo L
(State Superintendent of Schools) - N . Lo 4
i N ’ . - . 3' .‘ £
., Deadline date for receipt of~noti.ficat1qn of appointment of System MAAP 'I‘e's\‘t~
Coordinator_and Alternate by State Superintendent of Schools? Janyaty ,20.
. ¥ O : ‘o
‘ys ‘ <, a o / .
. ’ " ) 2 (“; M i
] € ; “
l ) > o - ’ $ : . 2 * .t
! - N ) M XS n
i . R
. o : b e # “r '
¢ S ) \ v i - -
. * ‘ < . & « 0 N ~ »
: 7 ‘ é% ’ V- R
4 S' ? ."».,. ) ., i :N ',;, ":‘ :g
N ) ‘, ¢ ~ ‘é;é* ‘.‘ . a :
. e . ‘ ~ ¥, ’};) N . - - &‘ ‘1' .
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. ¢ Form B-2 K .

fv . . < ‘-_ﬂ° ¢

- - TESTING MATERTALS PROCUREMBNT RECORD ' . ,
» ]\ e . -
. " ! School System: ' '

. \"‘ ‘ .’

I,., ) M , confirm that the following tests

(Name) g '

and test-related materials were procured and securely stored in this school

Ead

system on or before February 15 of the present year.

¢

| ITEM '

LEVEL(S) .

“

—_————————
CODE NDS.

5
’

ITBS Manuals ) -

ITBS Booklets

'QUANTITY AND/OR FORMsgsg FROM TO

<
.

CAT Manuals

" CAT Booklets

ITBS Answer Sheets

- 5. Rl
L
& . t M >
6. CAT Answer Sheets v
v . 5 ]
7. Practice Tests . .
. . ' Wi . ) o
y " 8. Practice Test Answer Sheets o .
ES ¥ . LI ————————— v .
- 9, Testing Signs oo o
;+| Total Number of,Pupiis ﬁo §é Tested: .
) * ° 3 " ,‘
4 -~ ). 3 ’; ,
. o A} " - ) ,
) r’ ! = L\/ ° . .
) ~ = ' (System MAAP Test Coordinator) e
. I IR ' s » . . :
* Deadline for completion of this form: February 15." This form should be held’

»

by the System MAAP Test Coordinator until requested by an official from MDSE.

E

| , P - Iy

-

LY

v




Form B-3

REPORT OF STAFF AéSIGNMENTS IN MAAP

.“ ”
L
School System:
> e
, This, is to confirm .that I, the undersigned, have appointed the below
named members of the central staff td assumpe the designated system level
. ¥
responsibiiities in MAAP, oo . o ]
Type of Responsibilify
Name of Central Staff Member Orientation Coordination Supervision
. i ’ ::a
VQ ¥ - . v
= - = - R *
< ‘ . .
. ; %
. ‘ * ) (Date) . i .
= ' _ ¢ ) / ' .
. ‘ . ™ . (System MAAP Test Coordinator)
3 " ' 7":'-'- . I b
{ N I
- N (Superintepdent)
Deadline for reporting appointments: January 31. This form should be
held by the System MAAP Test Coordinator until-requested by an official
from MSDE. .
. , L 4 . % [ .
Ve : * '
- % o -
’ 1 I,
; . y Sy P

ooy

8 - B %

. }; «
~ ]%a!’“ se o . *
., it Y ) .
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p . ’3 , Form B-5 -
REPORT OF ORIENTATION AND TRAINING FOR MAAP
E%CHOOL TEST COORDINATORS
S
I, .- s confirmgthat-aﬂmaeting was held . By
. (System MAAP Coordinator) ‘ : : . )
. . ! ' ) -'7 )
at , v T on - .
(Location of Meeting) ‘ (Date)

and was attended by those persqns whose names appear below. I .further ‘confirm
that the responsibilities of the School Coordinators were discussed until it

appeared that they were understood by all in attendange.(

1. . , 7.

- L
2. 8.
3. '

. \\ £l
4. 10/ . )
5. i 11. .
6. , 12. .
. . . . .

Finally, I confirm that I have assigned the responsibility for training

the administrators of the tests to each School MAAP Coordinator. Yes  No__.°
S

- - ' ‘ t

(Date) °® _ . 1

-

———

(System MAAP Coordinator) A
Deadline for holding orientation and training meeting: February-15. A t'\
separate form-should be completed for each meeting held. Completed forms
should be kept]by the SyStem MAAP Test Coordinator until requested by an’
official from MSDE.

LA
.

(2%
°
»
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Form B-6 i . . .
. 5 . REPORT OF TESTING SUPERVISION VISIT ‘ ' ‘ .
TO: , State Coordinator of Meggurement and Evaluation, R.E.I.S. -, . -
T e ‘ .
. fﬁbﬂ: . : School System: - ’
. (Systtem MAAP Test- Coordinator)
. Al ' :2 1 » i -
;’.. _ ¢+ i ' ,@.
. - This is to report that as System MAAP Test Coordinator, I visited the
. . . ~ ° “
- ' following schools on the designated dates. f . ’ S
= School v ' Date i
N 1. .J ¢
2. F p .
, K | s * ) -
3.
4. \ ] :
NN ™
5- o g

. \ . 4 » f’ 1
The MAA} test'being administered at the time of my wvisit was. the A

» ’ . ’ Ve
e . 3

(Name of MAAP Test being Administered) . ‘

Total number of classes being tested at gradc levels 3, 5, } and 9:

Total number ‘of teachers with whom you taiked: PR ! : T
. - , 4 . .
Comments. {Be certain .to describe any ob&ervationsowhich you believe will be , -
useful in establishing the reliaﬁility and validity of test data Ty !

. obtained from the schools you visited.) . - . S

. Sy L .

L} h
, A ’ ‘ "

- % v g - , 7 VAR

. . X ‘
Deadline for completing and mailing this form: one week after the completion.* \
of ITBS testing and .again oné week after the completion of CAT testing. - The

form should be mailed to the Coordinatar .0f Measurement and Evaluation, R.E.T. Ssy "

by 12 days after the completion of ITBi/testing and again 12 days after the S g

completion of 'CAT testing.

ot

/ - o
S/ . * . 1
- . .
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® A
0y
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y s re ,

Form B-8 . .
. £
g A SAMPLE FORMAT FOR SCHOOL DATA ' :
. - . . ] L.
School System Name: School Name: v ,
T 'Grade*: b Students Enrolled: . -
Infot:'rpation about CAT . ’
= : L . -
" : . Standard Devi- / :
: ) . Number of Mean ation og SAS : ’
) o e Students geésted.| SAS Score | Distributidn
‘ ' Information about ITBS . T WN]
] .0 Standard ‘ .
: -Number | Deviation Expected [ Percentile
v ! .- | ~Students "|° Mean of GE Dis- | GE From Rank of
‘Area- of Test | ~Tested + GE Score | tribution Mean SAS Mean GE
Wocabulary  ~~ [~ . - | . . ' R
Reading- =~ - RN X ‘ Y PP
. Ispelling v r P v~ ~\: R ) Lp, R g
w TwlCapitalization | 7 TU L STm o] - R ! ‘
) T ) A ‘A ~ = = .~
Punctuation L. e L ™~ ‘
il M e . e j\“‘ - . . ’
% . Language Usage | ’ S L , ,
A - ~
. &‘.anguage Total i . ) "
Mathematicg °
Lo w<Concepts .. | .o
‘. . e i . N \
Mathematics S )
" |, Problems’ o .
¢ ' ' | 'l ~\\ ) ) ~ ‘}!
Mathematics . o \ 8
Total & . 45\‘_:‘
t -~ - L or
i W - ‘pk\‘-\ X
. . ‘_?.1 .',. .
' * Use a separate sheet for each grade., -_(’:,g.\",\
. . %% Blank cells. . “ /4

3

Deadliné for receipt of this form by the State Suf)erin‘tenqent of

$

4
B
c.

July 1.
o ‘n . y\ R .
° . . \ i . 33 4& " “.} \"’, l,?ﬁ.
ERIC - . _ S X N
. L : X “§ ‘,

-~
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The purpose ‘o this chapter is to provide a set of uniform instructions

and guidelines for the administration of ghe Iowa Tests of Basic Skills

o »»
<::E:Z£: the Cognitive Abilifies Test in your school The School Test Coord1natort

%

uld be thoroughly familiar qith the purposes and rationale of the

. Maryland Accountabilitkassﬂssment Program (MAAP) and with the role played

by MAAP personnel at: the other levels of responsibility (state, Ssystem,

and classroom). Forsthis reason, the School MAAP Codrdinator is urged

-
N

to read other: chapters of this Handbook e
Your school system may choose to ut1lize its own structure for carrying
out MAAP testing. If so, you will be 1nformed by your System MAAP Coordinator.
. He/she will provide you with the necessary orientation and written guide:
lines. Whether you are'directed to use your system's plan or the MAAP plan
contained in th%:*Handbook, you are responsible‘for insuring and verifying
that minimum MAAP standards have been met, by your school. This Handbook

conmains those min1mum standards and the report forms for verifying your

"< _school's adherance to them. All forms referenced 1n this chapter have been

N -

placed ‘at the end of the chapter for reader conven1ence. These fy" coded

forms should be completed mailed, and received on or before the specified * N%hm N

_deadlines. : » ’ .

., Bs Designation of MAAP Schogl Test Coordinator and Alternate by the - !
.Pringipal . . .
Each school principal will appoinf one person who is responsible to

the Principal for coordinating all school-level MAAP activities. 'The !
principal should alsosat the, same time appoint an altermate School Test
Coordinator in the event the School Test Coordinator should become .
incapacitated or otherwise unable to fulfill his assigned responsibilities,
;;\\The specific responsibilities of the School MAA? Test Coordinator are
déscrfbed-in the r@mainder of the Yellow Section of this Handbook.

o
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. o Tt

The designation of the School MAAP‘Test Coordinator must be made ‘

by the principal on or before January 15; notification of the app01ntment

&
must be made in ysiting to the School System Administrative Offices

(Superintendent of Schools) and received on or before January 20. (Use
Form Y-1.) o .. . 1 . : i

- for correctness of quantity, level/form, ‘and after the test 'booklets

-

Handling apd Storing TestslgManuals, Answer Sheets, and Related
Test Materials

=y -

1. Receiving Materials

S

, Each School MAAP Test Coordinator is reSponsible for rece1ving,

checking, storing a sufficient number of ITBS and CAT examiners a

‘manuals, test booklets, answer sheets, and’ "TESTING-—DO NOT DISTURB" x

signs for testing all pupils in grades 3, 5, 7, and 9. He/she should

also receive the same number of Houghton-Mifflin practice tests as

~there are third grade children to be tested in his/her school. Each )

School Coordinator is to procure theﬂappropriate number- of No. .2 5 N

pencils for MAAP testing. - vy - h i
The School MAAP Coordinator is responsible for ehecking and ‘

signing in (vouching for) a sufficient number of all of these items

for his/her building Tests and test-related materials must be in

the hands of th% School MAAP Test Coordinator\at least two weeks

prior to the beginning of MAAP testing. (Use Form Y-2.) .

2. Storing Matérials T ) ‘ ;s

k]

Each School Coordinator is tresponsible-for the proper storage ,

and security of all MAAP tests- and materials ‘The tests and materials

R

are to be stored in sealed cartons (boxes) after they havé been checked

- have ‘been checked for proper sequence of code numbers. All test S e 2

materials must be :stored under lock and key within the=School building.;3i

(Use Form ¥-2.), . . L

-

3. Distribution of Materials . ! . : )

Each School Coordinator is responsible for distributing only 'th

e
number of tests, manuals, ‘answer sheets, and_ No. 2 pencils to the //

teachers (tesﬁLrs):required for each separate testing and make-up =
~ i | -
B . i ) ,.[ L ! 7 ¢
&l ,..7 . » y -
3, 4 i
‘ T 36.. '
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- session. Thé School Coordinator will have.each teacher (tester)
L ‘ check his/her materials and sign Form Y-3 for materials received.
l immediafely prior to each testing or make-up session. This form
should be held by the School Cootdinator until the completion of all
MAAP testing and then mailed to the System Coordinator no later )

.+ than May 20. o "‘ . \?:
4. Collection of Material$ b

"fwé . The School Coordinator is responsible for collecting the tests,“”
éj?f ‘ manuals, answer sheets, and ‘signs after each testing sessiop and fqr\\:
. . storing and securing the MAAP materials.: As the materials are collected
’ irom each teacher (tester), the School Coordinator will use Form Y-3 o R
to chech the materials in. -Pay particular attention Eo'the code numbers
on the test bogklets collected from each teacher to see tqpt they
aré inlproper sequence and that the quantity is correct. All test . ) IR\
B \\Q//<? y 4booklets and'anSWer sheets must be collected and checked in the same
day on- which they were distributed e ' ".f*

v\
~

: g In*addition to collecting the . answer sheets :and test booklets
" after each ‘testing session, it is the, duty of thé School Coordinator
’ to collect Form P-2 from the teacher. Form P—é is presented at the o~
s :; end of Chapter 5. Collection of Form P-2 wikl® permit the School
_ . Coordinator to keep a daily tall of absentees so make-up sesgions
. 1%%' i can be;iﬁgropriately scheduled and efficiently conducted To that
.. end, it is suggested that the School_Coordinator identify and list i
. the abgentees b§ name, classroom, and,grade after each testing session )
so he/she can pull out the ‘proper test—booklets and swer sheets and s
have these materials ready for the’ make—up session. T (‘ ; R
- The Summary’ Report of Absentees and Incomplete Tests (Form Y-4)
is to be filled out and- submitted*to the System MAAP Coordinator
_after the last testing or make—yp session is completed. Form Y-4

should be mailed to the- System MAAP Coordinator one week after
- W

v

rconclusion of MAAP testing "v; ;“
\«g,i . a b

5. Packaging Materials K4 ‘-

A

la% Each School Coordinator\is responsible for packaging the MAAP

materials into their original cartons‘- ‘The- answer sheets should be
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1

. ’
e
>

paGKageq separately by classroom (teacher) then by grade level (é.g.,
oot all third grade packages in one.group,,all fifth grhde packages ip

I/ - i
Ty dnother). L ! _l\\*nx \‘i Yt‘ -: e :
w N s Be sure to keep all MAAP matazials stored and locked until they
. f; ) ar;(picked up by or delivered to the System MAAP Coord1nator N

yl v, .
nv_ < - . - BN
‘ / - ~

; f; g}: A&ranging Testing:Space, Facilities, and Equipment

- ﬁ::_i‘ Each Séhool MAAP Coordinator is responsible for checking to see

e that prpper conditions are\met and»malntalnedwduring the testing perlod
Form Y-5 will be used for checking ‘and confirm1ng proper testing conditions.

This ferm is to be mailed to the System Coord1nator one week after the

9

o —— —— ——— ———

intact classroom groups. ’Iarge—group testing in_which several classes

aré brought together in a cafeteria, library, auditorium or the llke.\}w ~

. is fhot permitted. Further, ail testing, timing, and instgucting is

) T to be done by ‘the teacher (tester) in each participating classroom. - The, _-
. / \*g‘ .
us& 'of the school 4 tergom or PA system is not permissible under MAAP

L) -
F

guidelines. N /,'?1 < -,
¢ / SV ‘:.":"' .
L E. Teacher (Tester) 0rientation for Test Administration . ‘ ; J

School Coordinators may be assigned the resg@nsibility of conduoting

a training orientation session in his/her school at least two weeks'prior
to MAAP test adminiﬂtration. However, this training'may be prov1ded by . .,
the System MAAP Test Coordinator. Because this program differs from - :' T 3~

e mei

oot - traditional school-wide testing, no teacher who is scheduled to admlngster

-

. MAAP, tests is to be excused from %Pe orientation sesslon. Further, at
- least one alternate tester for each grady level is to be appointed and
included in the: orientation session. The School Coordinator will appoint
one teacher to collect and transm1t to the System MAAP Coordinator all
P-1 Forms immediately after the MAAP’ orientation—training segsion. (Form
Y-6 will serve as the guide for planning, conducting, and reporting the
el Staff Orientation for MAAP Test Administration.) Form Y- 6 should be

mailed to the System MAAP Coordinator nof later than February 28.

.

1

. . -

RIC o - ..
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<F. School-Level Test Supervision . L T
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Each School MAAP Coordinator is responsible’ for carrying out a ) } ”

. .“‘r.

) systematic program of sugeryision in his/her school The School Coordinator

£
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.
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‘

may be assisted in supervision‘activities by systemrlevel and/or" MSDE,
personnel at some point during the MAAP testing period The School e
Qoo inator _must be available during each.test session to observe and
assi‘i—teachers if problems should arise. (Form Y-7 will assist the School
MAAP Coordinator in planning, implementing, aﬁd reporting“MAAg supervision
activities ) This Form should be .maile éd"to the System MAAP Coordinatqr‘

_one ‘week after the completion of all MAAP testing. . ,;
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MAAP CALENDAR FOR SCHOOL TEST COORDINATQRS .
c Deadline .7} Deadline- ~
Form . ) Mailing Receipt
Number Report Title Date-.- To Whom Sent ‘| Date
IS e
Y-1 Designation of School MAAP "|January 15 System MAAP | January 20
Test® Coordlnator Test .
. . ! Coordinator
, . c/fo °
. . . Supérintendent
¥ _
¥-2 Record of Receipt, Storage, Two weeks ¢ System MAAP ~:’Fé§ruary 26
and Security of MAAP Materials |prior to Test =
. 3 - MAAP Testing.| Coordinator )
¥-3  |Materials Distribution and ‘IMay 20 System MAAP * |May. 25. =
Collection Record Test * -
) 4 Coordinator
Y-4- Summary Report of Absentees Seven days System MAAP 12 days after
and Incomplete Tests after the Test completion of
¢ " conclusion -|. Coordinator MAAP Testiﬁg
of MAAP .
P Testing ]
A} c . - . . . N o Y
¥-5 , |Report of Testing Conditions (Same as . System MAAP (Same as .
. : . Above) Test ‘Above) .
‘ , Coordinator .
Y-6. Repprt of MAAP Test February 28 System MAAP . , | March 5 3
Py Administration Orientation | : Test ) )
1 Y-17 Report of MAAP Te§ting Seven days System MAAP '12. days after |
Supervision : T after the Test : ¢ompletion of
: ' |completion " | Coordinator - MAAP' Testing
‘ , . |of MAAP " L o
- roo sl Testing . A ’
S a o .l - :
‘e- - 4 . ":.’ . . ‘%‘v‘ 1Y
- , .55 - . " . - . L '_'-
- N - ¢ . 9- , v":"‘" - *> L . - ) .
i . > L . .
. . W N B v "
< T ey . AT ;(‘ »4.;' 3 ’.“'“ ‘ .
L. .- , ' P w f’j" e PO
. ‘ . , v . . . & ' s ,
- T . & . Y
P e L .
- S R T
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. ” Form Y-1 A . -4
DESIGNATION OF SCHOOL MAAP' TEST COORDINATOR AND ALTERNATE “amme. . ¢
. N . . . ' .
School Systema . g 20
) ! e ~ ;) ' . , . ;\“ T- .
M TO: : ¢ . . ’: ) ‘ ‘;&E ,
(System MAAP Test Cqordinator, c/q Superintfendent). o ' p
- ® ) . o T / B
T @ < . ‘ . ! . -Q; * ) .
- . . . * N . s ‘ W
NN ® : « Ha 3gqn»de31gnated by the
’ C sgii s - ‘ , BN
undersigned as School MAAP Test Coordinator fof
’ .W' w
The alternate School MAAP féSb,Coordind%ofuith' -
: *
el 2.
e 4
: ‘ . . % }?é)
s € ’ .
(Date‘Mailed{ ‘ f <. .
e .‘/ '
(Principal) .- )
. $ . .. . - ‘ .‘ -
/)/,ffﬁate'Received: . : ‘
, ' ' . ‘ ‘ [ C i L . N
Signed: a v ) . ©
(Superintendent or §ystem Test Coordinator)

‘ D - f
. . - N\ .
Deadline Date for Receipt of Notification of Appointment.of School “MAAP Test )
Céordinator: January 20. This form should be sent to the System MAAP Test
Coordinator, ¢/o Sdperintendent. ° i .
* . ! ' - . ‘~" ' ) t; .
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< . . -
f . L]
-
. Tt ¥
. . » -
! .
B . ) - . -
- - e ST e {
-
’
™ 41 : 49 . J » o
¢
~ F i .‘ - - ~
o2 \ & b4
A k !
] e - M



. & : : y , .
J FORM Y-2 . -y
& RECORD OF RECEIPT, STORAGE, AND SECUILI:_"I‘Y OF MAAP MATERIALS ‘
o * ' ~School System: .
. * School: 4
\ ! ‘.
- On ) , I received from % , ‘
/ (date) ‘ - (name) - .
! T - \3“"' ne . N
» the following tests and.test-related materials: .
. (title) T i
. . ) LEVEL (S) CODE NOS. # :
ITEM QUANTITY | AND/OR FORMS(S)| FROM TO l
- =
1. ITBS Manuals — e ’
2. ITBS Booklets Hoa g . T
3. CAT Manuals “ v -
4. CAT Booklets LN
5. 1ITBS Answer Sheets ‘
6. CAT Answer Sheets -
7. Practice Tests o ’ ’ . e J
8. « Practice Test Ans. Sheets ‘ -
9. Testing §1gns ‘ _|
Total Number of Pupils to Be Tested:
. v . co |
. (Sghool. MAAP Coordinator) :
> N R Lo -
On .5 I placed the materials listed above in N ]
(dates_ - ‘ : N : C. .
‘ . . These materials are under. . ‘
(location of MAAP materials within the school) - e s %;Ey& e ‘
"Yock and key and are stored in sealed cartons.* j;@f;:
' L S R
. M N A e kS

* 1

]
(School MAAP Coordinatéf? -

LR TR
Rl 4 [y L
‘

/

s . .

R S :
~ ..~ (Daté’Received)
<z R

{

¢

(System/MAAP Coordinator)

A 4

‘Deadline Date for Receipt by System MAAP Test Coordinator:

*

February 26.2

* It is Suggested that cartons be résealed with paper sealing "tape. : : -
502 . - . I
RJ!:li ( .‘ . ¢ o ‘ _

-y

-2

o~ ’ .

[

-
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. . - Form Y-5 . . ‘ N .
. . . L . . . \ . L. .
REPORT OF TESTING GONDITIONS 2 )
o . T s
. ’ L . School System '
, , , School . i . .
£ f,’ . o , confirm that the following conditions
‘ (School MAAP Coordinator) .
were met during each MAAP testing and make-up séssion at our sch001\ R °
- ' o g . g 0" o
. 2 T, )
i L3 -
o . b Fy .
’  CONDITION . s "= CHECK .
\ Yes

. -

. 2

No
I. All testing done in g%gssroom STOUPS? « v v . e e e e e e e e ——

24« Pupils wi known or SSZ?ected visiontaﬁd/or hearing

impairments seated near teacher and chalkboard? . . . . . : K
. Adequate space between SeatsS? . . . . 4 4 4 +'e . o 0 0 . s
14, Availability of chalkboard? T e e e e e e e e e e e e e _f.fﬂ’
. Adequate ventilation’ e e e e e e s e e e s e e e e e 2 . )
’ ' > sl

. Noise within acceptdble limits? . . . . . . . .« . . v ¢ . .
. Provision made for}!lft-handed pupils? . . . . ... ..

. Sign(s) posted at classroom entrangg——"TnSTING—-
PfOTDISTURB""

-
<
.

3
4
5
6
7. .Comfortable temperature? . . . . I 4 4 4 ., %en f<' .« e e
8
9
10

< 1. Availability of suitable timing device?
"l2. Rest breaks provided? . . . . .+ .. i v e e e e e e e S
13. Time limits strictly adhered to? . . . .. . o ... .7, .

g&é. Beginning and‘stopping times for each subtest

. - Adequate light? . . . e e e e e e e e e ‘i___
recorded7 2 T

.

15, Was all testinggcarried out in intact groups? . . .« « 4+ 4 v —— e

¢

T

4 LY w ’ .
) (Date Mailed) '. . B . " (Date Received) : oL
v - ”/ 2 s : ' /
. (School MAAP Coordinator) ' (System MAAP Coordinator)

y a Degdline for receipt of this form by the SystégwﬁAAE Coordina;or.\\ig ddys
) after conclusion of MAAP Testing.

~ 7

N T ' . Lo . 46 e - g .
vEN,C s b - : 54 “ . . ‘ ‘
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held in our school on

} . . . .
. . ° FORM Y-6 -

® REPORT OF ORIENTATION TO MAAP TEST ADMINISTRATION

/ - " School System -

e . b//’ . Schodl
I, » . " l

(Schopl MAAP Coordlnator)

:
AN
. ’
. . .
. ¢
. . ’

. . date
ORIENTATIdN MATERIALS AND ACTIVITﬁES

,'confirm that the following materials

and activ1ties were included in the Orientation to_ MAAP Test Administration )

1.
2.
3.

10. .

(11.

Ta

12.

13/

."3 ‘~ .‘ t ’ / %‘.;J

All staff-assigzed to MAAP testing were present?‘

«

One copy of Maryland Handbook on Accountabiiity Assess

At least one alternate for each grade level preEent? .\<h;.. —
ment

eeks prior “to Orientation session?) . e h e e e e

/Jéglstrlbuted to each participating staff member three

Copy of MAAP Test Schedule distributed to-g¢ach
partrcfpant” T T S

- .
Policy and schedule for make—up testing clearly stated
In writing? . ¢ & ¢ v 0 v 0 e B e b e e e e e e

Staff assignments expiaiged aﬁd discussed? - . . . . . .

Rationale for testing program explained? . . . . . . . .
.o ~N "
Clear statement of conditions under”which ,pupils may

be excused from taking test? . . . . . ¢ v v 4 e e

.

.Explanation of importance of adhering to standard
testlng‘procedures and conditions? . . . . .. .. . .

Information distrlbuted on where, when and from whom .

materlals will be obtained” c e e e e e e e e e e

Information distrlbuted on packaglng procedures and

return of materials to .whom, where, and when” e e e e Wt

ExplanatiOn Qf reasons for close attention to security ,
~.procedures for receiv1ng, using, and returning tesu
méterial§” O

St ~.
.Each teacher received one copy of each tést (ITBS

and CAT), adminiscrator s manual, and answer
Sheet" * o o * s s & B T R e N R S

14, “Each teacher returned one copy *of each test (ITBS

and CAT), administrator's manual, and ansver
sheets?. -, .-, .

. . o * o & 0 . * o o o & & 0 s e e

y - T l

-

\
!
|
|
- R
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L] .
. } Form Y-6 (Continued) i ’
‘. MAAP Orientation . .
. . " ' 0 @ J
Teachers Partici atin 1n.MAAP Testin ‘ ,Attendance at ! ’
P g g‘ . . Qrientation Meetin -
Name . . Grade Level | Present Absent
\ ! 1. o . - /]
. ,/
S 3 - ' 4
. - v .
3. . i.':/‘/ ¢ - / s
. 4. » ) // . 7/,1
' L] v /
5. 2 .
6. . 1 .
f B - .
7.4 - s
8. ¢ ;o
. . . K A
- 9. ' /’ - e
- - - — P
. 10¢ S A ' Pl
’ - . . e - // ",_' ,”
110 . - ‘ M e '/l'/-
B & P . ‘
12. . P P /"/,,
4 . e
. 2
Jd confirm that : has been assigned the responsi-
’ ‘ (Teacher.!s Name) R -
bility of collecting and transmitting to the System MAAP Coordinator all' p-1
Forms completed by teachers in this building immediately following the MAAP s ‘\'
" “orientation-training session. :
- . . * ’ v ' 4 .’j
. (Date Mailed) - . '
(School- MAAP Coordinator)- | e (System MAAP Coordimator) . L ’
- -~ ’ P //’;’.": C ...-./ ) \ , S . 'y ( )
g 'beadline,for'receii)t:o_f.”-this form by System MAAP Coordiriator: March 5. ° A
. : .'_'l,. . . . .8 -
lﬁC' T . 56 48 ' L . S
= , T ‘ L
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Lo j ) R \L L y '
ce FORM Y-7 , o .

o

REPORT -OF MAAP TESTING SUPERVISION

¢ . §chool.System
Sch001
I,- . , conflrm‘that the following MAAP supervision
(School MAAP Coordinator) - .
activities.were carried out in our school between '1 '
. ’ (date)
R - . s . <
- and ) . B \x. 7
* (date) : N _ o
7 A !
" . S CHECK
ACTIVITY- B o ’ ] - Yes No
1. Was each participating teacher (test administrator) ' .
observed by you-on at least -one occasion during each ' .
MAAP testlng se351on7 e e e e e e e WY o e e e e e e
, >, ‘ . A
2. Were you accompanied by sygtem—level‘p somnel at’ .
any time durrngryour supervision of"t eachefs in your _
& SCMOl . o~ e e o e+ ¢ e o e 0/0 ; * ‘»_\m‘, L I T T ) e ao—
3.. Were you\accompanied by MSDE personnel at aay time‘l_' . '
during yout supervisiomof teachers in}vcgs\éhool e G —
4. Were all teachg Gbserved by you conducting the
MAAP testing-according to specified guidellnes
dand u specified conditions? . ... . . ... o e m— ,
— *

." -

If your a331stance was required after a testing session was begun, on any )

.occasion, complete the form below:

SR N
Nature of Problem or .Situation

° .
ASY

Date

’ -

(Date Mailed) .

.
. . N .

(Date Receivéd)

‘.

,(System MAAP Coordinator)

(S§££°1 MAAP Coordinator)

B

Deagline date for receipt of this form by ‘the System MAAP Coordinator.
gﬁ%ﬁggs after completlon of MAAP Testing. R

,\;;y::

J ) - C 49 57 S ’ . o " o
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"A.
This c apter of the Maryland Handbook on Accountability Assessment

. contains :ze specific guidelines for administering the tests chosen for
the:Maryl d Accountability Assessment Program (MAAP). These guidelines

will be c earer’ to you if you have read the other chapters of this

L }

;
Hénd’bookfl L T B o

Ypur major responsibility is té insure and verify that all phases

, of testing in your classroom meet MAAP guidelines.. This Handbook is
’ your’primary resource for carrying out this important responsibility. L
Xourfschool MAAP Coordinator will see that you receive all of the necessary i
tests, answer sheet/,dand related materials. He/she will inform you j
,.aboutrMAAP orientation and/or training prior to*the testing dates. 3
‘ ~ Make no assumptions about MAAP: testing simply because you have ' _ |
administered tests before--even if you have used the ITBS and/or CAT . 1

You must prepare-yourself in -every detail for MAAP testing. If you'

have administered standardized group tests before, you already know
that the most crucial part of the test administrator's task is to be
organized, informed, and confident. This "pink". chapter of the Handbook ’ ©oeT

v

|
|
is designed to assist you in meeting your assigned MAAP responsibilities.. : ‘
\

B. Becomi;g Familiar with MAAP Guidelines N - T o Lt

-

_ Each classroom teacher who will be administering the ITBS and*the
- CAT as, a part of the MAAP should, have his/her own' copy of this Handbook : 1
It should be read in its entirety, with particular attention being given/ ‘

to:this chapter. The pink report forms that appear at the end of this : '. {
chapter should also be exgmined quite carefully.’ Only by havding read ) '
and thought about the contents of this Handbook will you be prepared to
solicit needed information at the time of your orientation—training . p

session. -The information contained in this Handbook and that presented

¥

N




/ -~ ' ‘ A ‘ \ \ 1

- at the orientation-training session will serve as the basis for answerﬂng
many student questions about testing that will arise prior to and during
MAAP testing. o . ‘ : S

/ ‘ ‘ - ‘

o

C. Participation in Appropriate Orientation- and Training,Activities
Coordinated by the School and/or System MAAP Test Coordinator <

Every teacher who will be involved in MAAP teSting, without exception,
should attend an orientation-training session scheduled and conducted by -
either the System or School MAAP Test Coordinator It is the System Test
Coordinator s responsibility to either conduct the session or to assign
this responsibility to the School Test Coordinator, The teacher will be
presented with the rationale for and policies of MAAP. The teacher should
note the importance of adhgring to standard testing proceduyres and con- '
ditions. Each teacher should make certain that he/she has received a

copy of this Handbook and a copy of ‘the MAAP test schedule at least-one
week prigr to the orientation—training session. A discussion of specific , .f
responsibilities should lead to a clear understanding on the part of
teachers as to how, when, and»frgm whom test materials will bey received ‘ -
and how, ggen, and to whom theyéare to'be returned. The discussion should *
also lead to a clear understanding of the condftions under which a student
may be excused from taking the test. The cri;sria for excluding untestable
pupils will be provided by MSDE. - ce 7 ‘ /
One of the most important functions of the orientation—training . =
session will be to provide instructions and training relative to the ‘
actual administration of ‘the ITBS,and the CA27‘ For this aspect of training,
each teacher should receive'one_copyVEach oﬁft;:%iTﬁﬁ;and“CAT administrgtor's
manuals and appropriate answer'sheets;' During this‘component’of'the
) orientation-training, teachers sﬂpnld read over all instructions which
e ’ apply to those suitests of the ITBS and CAT that will be administered
as a part of the MAAP. All teac_'

-

tions and procedures. ;
k. : s . o

<o
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Some school systems will have brepared their own manuals far "test,

administration. So long as these manuals do not in any way prescrlbe

conditijons and procedures which dev1ate from those "in the regular ’/

A

/

administrator s manuaL, they should be considered to supersede the i f* B

publ1shed manual . N </

“\

~ / N '.’»e"\‘
< - /

q »P{ .
The orientat1on-tra1n1ng sess1on should be scheduled not mbre th@n )

».ﬁ

14 diys nor fewer than seven (7) days prior to the f1rst day of regularly

w8 N scheduled testing. L. - ..h p

'»

s

N
(=4 [ =

A report of the or1entat1on-tra1n1ng ‘session. and oﬁ<the act1v1t1

_.'mjw"

which took‘place'1n it should be made on Form P-1. This report should

be completgd& given to the teacher designated by the School Building'

Coordinator to collect them, and mailed to the System MAAP Test Coordinator,
N [

_not more than two days following the orientation-training session.

D.

et
i
&

~

v

J
3 A
. v . - +
.

Receiving, Distributing; Collecting, and Maintaining Security of
all Test Booklets, ‘Answer Sheets, -and Related Testing Materials

<

1. Receiving Materials

w'\.
s .

Each teacher should, rece1ve from the School MAAP Test Coord1nator
enough test booklets, answer sheets, and No. 2 pencils for each

pgbil;being tested in his/her classroom. The teacher should also
,w{*—‘

' receive an administrator's test manual and a Y"TESTING--DO NOT DISTURB"

81gn. After these ‘materials have been received and checked, the

d..\

teacher should sign the School Test Coordinator s Form-Y-3,

These materials should be rece1yed the day in which they are to be

uséd.” They should NEVER be received prior to the date-of the

¢

scheduled testlng .. L . -
2. 'Distributing Materials . v

~ 2

Each teacher is%responsible for distribution to each student

those materials, and only those materials, specified in the adminis—'

tration manual for the test being given. NO student should be given

"more or fewer items than called for in the manual, and no exceptions

ishould be made. - iyt

e
L3

53

-
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aP‘encils ccmLck\then be €0

‘» ~e iy 3¢ .
. ’.
. -4 1
i ~ ~ -5
S~ i -
. - e &
s O A “e
Nt P . W ”
- ’ s h :“ -~ Y - * 4 L)
A _,‘. . €
~ - .

.
- -\\ L h
P . . . o

3. Collecting Mate:ials . K

.
Wt .

vo-“\ a\\ ! ' ) PR
Each teacher 1s respons‘g.ble for collecting from each student B
those materials ugsed by thez, student for the just completed test. It- - '_ L,

,c-.

is recommended’ that students nat be asked to pass test materials Lo
“to other students but rather that théy be instructed to. a(:range them L
on top of the1r desks i.n sych -a manner that: collection is max1ma1Ly . -
efficient. ' For exaulp{e, *student.s might be asked to.put their answer-

sheets and test booklets agether with the ansWer sheets ot top. ‘
Z:‘ected gxeparately By collecting all -of h ; i

the materials h1mse1f/hérse1f the f:eacher does .not have to recheck .,

the mater1a1s after their collection to inake certain that materials 5

were received f}.:om. each student taklng the test. Any temporarily

4.

m1ss1ng materials "should be accounted for before any stﬁdents ~leave

thg c1assroom. . ’ . "\ o —

4. Malnt:ainin&Se‘cmrity of Test Materials IR 2 z S G

b

% ' Test nﬁterials should be recei}ved by the teacher oan thg d“az of . - . ’
&* a8 .

testmg ‘ITBS materials should "B’e "re;turned ta the School .Test -

. -*J‘.)'

Coord:Lnator on, the day ITBS. test:mig ’is concluded The same procedure “'f‘ . T

should tbe followed for CAT testing. .., Teacher;;s shou.ld mak,e certa.‘m A S ,’.,':
that students do not keep tfest\naterials in their. possession excep}&L :%) ,? 2
during the regu,}arly sched‘uled testing period At t}{ei‘beginm.ng ¢ ﬁ = o -

of each testing sessioi, teachers sho}xld eheck to make certain that "“ o _:": .
students are marking anSWer sh;éts correctly- :nd that stuﬁenss' names _?;‘ga'“" Ao ::

. have been oproperly recorded SRR e o o - &:’{"‘ ’ - . N L

Upon the collection\of test boiﬂc‘lets and answer, sheets, teachers f;*’}; e
should arrange the ~Bbok1}ets 1n se&ueng_ according to &de numbers"' “; %?&:2; *J‘&x "'y
Such an organization of materia],s by the t.each:;r -wi11 ‘facﬁ;itate o L 'ﬁ/‘ e o

.the check—in .process when these items"are returne;l to the School, Test N v R
Coordinator f’i‘Bm whom they were: r-ece,ived *“‘Re(;urn of the appropgg'ate \\:‘;‘ ' v :‘f 4
materials will be confn’med yhen, t.he “Schbol Test Coordinato.. records A ;A” . ,.;,.;‘.
the quantity and code numbers of test boq]sclet;s\.and the correob*’ "“"gg ‘ \ p f:";?”
quantity of answer sheets and signs Form ‘Yo—ﬁ \ThefSchppl ?IAAE:,;‘ - W ”” hdl .

: Coordinator w111 a(lso &éﬂec? For;ns P-2, A daily reoorf f,.'abseli%eeg ?‘/ . ) v
and incompletﬁa tests, andoP 3, a- Yiming sheet" qfter1eac”2 t%%tf;;g A . %,-
session. . - . i "’ } 3%‘/ P ./' - L 'f‘

A 3% ey i;:‘; PR .
: : 1 S , % S
’ b ‘ 5?[‘5{‘ v 8 -’ dgper é’ e

+
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2

. teachers should be prepared to ‘answer students

. . : oo . R .
N ot s ¢ ) v
‘ T “'I . T :
/ . ,;.n*_ ’ ' ' ‘
' o , . 4 ..

. ::I‘ ;m S . LG . , 3 ) )

Prgpar1ngr3tudents and the Qlassroom for- Test1ng . . ) P )
: . . - . Lt

1. Preparat16n of Students . Lo . ) .

Teachers should explain to students .as succ1nctly as. possible
the rbaSOns they are belng tested and what uses will be made of the

,-

results EV1dence suggestﬁ that students do not respond favorably
-to léngthy, deta11ed explanatlons however accurate they m1ght be.
Whatever explanét;oq 18 offered,,l_ishould be presented a few days '
prior to the beginn1ng of testlng u’Tlme should be allowed and
questlons .ahout ’
the testing 1n wh1ch they w111 be 1nvolved A1l third grades w1ll

be adm1n1stered the Houghton—M1ff11n pract1ce test approx1mately ¢

one week pr1pr to the” actual MAAP'test1ng. These pract1ce tests

v

will be d1sﬁributed by the School MAAP Coord1nator .

One of the most 1mportant factors affectirng the students ¢
psycholog1cal read1ness for test1ng is the teacher's preparedness
b

and conf1dence which 1s man1fest in the test1ng s1tuat1on. If the

teacher can be Just as much at ease on the day of testing as he/she

is. on other days) this will do much‘to ensure reliable and valid results.
Be1ng coppletely fam111ar with the contents of th1s Handbook and

that of the adm1nlstrator s manual will do much to help the teacher .

answer questions’and to fgel comfortable and~aonf1dent at ‘the time
A ,

of testing. . I

t

In prepar1ng students pSychologically to take>the test, the

relatlonsh1p between their effort and the results should be discussed.
Too, the sign flcance and planned uses of -the results should be

explained. he task ‘here 1s to establ1sh the proper-psycholog1cal

set for talding the test, In® add1tion to d1scuss1ng other features

of the ITBS testing sess1on, the teacher should say: = .

v

A

"Tie Iowa Test of BaS1c Sk111s~shows -how much_ you know about *
“reading, writing, math, vocabulary, correct English, and’
pelling., The test also shows your=zability to use .charts, .
ps, and: reference materials such as the dictionary and
. / the encyclopedla. N a”

"This class. takes ‘these tests for some other very important ,\\
_ reasons. First,. the teSts will help me Cyour teachers) help




PES

S ‘ you improve those skills which need 1mprbv1ng ““Second, thege

in our school compare(s) with:- students in other schools and
in oth?r states who. are in the same grade. The tests” w111

3 notgba used to show-how you compare with’ other studenps in’

s , this class or in this school. Third, each time you take -
ey ~ "these tests in 1ater§grades, it will ‘help -you' tell how much
o i you haVe grown in ‘these skills: ‘since ‘the 1ast testlng perlod

"It is very important that you do. your best on\these tests
“Otherwise, ‘they wen't really show how well you can do. So
make- the tests give a true pisture of yourself by doing the
best what you can on.eatch one. ) R .

5
A L2

Par

"“Does anyone have any questions.' . . L T

-~

Prior to the CAT testlng period the teacher shouldVSay:
"The Cognitive Abilities Test shows yoQur . ablllty to do well 1n
your school work. The test tells you and your teacher(s)
-+ how’ well _you think. . It is 1mportant to £ind out- how well "
you do on problems that are drawn in figures' and diagrams. L
3 This helps teacheks to know .lore about helplng“you learn

o e
I

o "There will. only be one*testing sess1on since this test is: - ;ox

. tests will show how.the (third, fifth, seventh, ninth) grade(s)

shorter than the Iowa Test of:Basic Skills‘ Do: your “best and "

try hard to make the tést show your true - abllitles ““You will.
not be compar'ed with your classmates.. We wagt to find out -

‘how students 'dn .this' grade compare w1th students An other*SChools

»
-, .
LY o

in this state .andin other states. ST D

"Does anyone have any'questions%A e T -
R4 . AN . * . . .-'

The pract1ce “test- taking session for the third grade students )
will show them how to mark the ansWer sheets .and will help them to -

Q~mlght wekl want to plan in advance ways of keeping the youngest
children taskroriented for extended periods of. time. Obviously, 3
thése .efforts need to be within the general guldelines-prescribed

'for administerlng the specific tests.'~ g }' ". . R

: 2: Preparation of Classroom for Testing ' 5"'; e

£y AP

It is\ﬁﬂb responsibility of the classroom. teacher to. evaluate

. . . < - -, . e,
. - A\ . . . ) “ .
~ . . . . . R . . "
. . . . N - . - L . .
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e .. noise level in the reom. If these-and other conditions.believed-,
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PAruntext provided oy enic [
3

Form P-1

REPORT OF ORIENTATION AND TRAINTNG ACTIVITIES

School System:

School:
I, s , confirm th@t the following orientation
(Teacher's Name) - : :

[

-

and training activities were discussed at the orientation and training session

held at ‘our school on - : . -
T (Déte)- N

ORIENTATION AND TRAIN{NG ACTIViTIES

| ol

i [ ca

.
<~

a8 T
1. Was a rationale present%E for MAAP? . . . .
~

2. . Were general policies of MAAP discussed?

3. Were the reasons for ma1nta1n1ng standard conditions
for testing discussed? . . . . . .ﬁu. e e e e e

4. Were you given a copy of the MAAP Handbook pribr to -

",or at the orientation-traidding session? . . . . . . . .

5. Did you receive a copy of the MAAP test schedule foT
YOUr SYSEem? & v ¢ 4 o e e e 4 e e e s e e e e e e e

., .
6. Was it explained how, when, .and from whom you would
receive test materials? . . . . . . . . o o o000

7. Was it explained how, when, and to whom test materials
would be returned? .- . ¢ . v 0 v e v v e e e 0 e

8. Were the conditions under which students should be
o -excused from taking the test explained? . . . . . .

9. Were you given sufficient ,instruction in how to
administer the Towa Test of Basic Skills? ... . . .

, .. . . . @]
10. Were you given sufficient instruction in hdg?to
admlnister the Cognitive Abilities Test? . . . . .

P .- .

11. Were you glven a c%py of the ITBS manual and
answer sheef? . v ¢ ¢ 4w o o % o .0 REEI .

.

12. Were you given a copy of the CAT manual and
answer sheet? . . . . . . Lo ate L.,

5
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Eﬁg . . Form' P-1 (continued) - )
h S ) - . )
< * ORIENTATION AND TRAINING ACTIVITIES ' :
+ - Y’-
) . — T < -t - }
¥ C - : : " | .Yes ¢ _No |’
13. Was there a disCussion of exactly how yougshould . ) \
time the tesfs you administer" e e e e e e e e e e e e e e 7>
[} * . . K
. 14, Was it explained that beginning and stopping. timeés ., )
. for each subtest should be recorded on the form: . .
. ’ . L
* provided and not on the chalkboard? . » . . . . +« . . . o . .
.15. Was it explained how make-up testing ShOuid be " . | I
stheduied and conducted? . . . .. . . .. e e e e e e R .
B b " ’ B > C '
A LI B
j \ . N * . ’« o * o
li . \ B 3
This form should be compLeted *immediately foliowing the MAAP orientation- K
training sessﬁ It should ‘be given to the <tea"chen designated by the School
Coordinator to collect them. S " L
‘. mo ‘ >
. Deadline for mailing the P-1 Forms to the System MAAP Coordinator° Two “
. days following .the orientation session. T oo .
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. ‘ Form P-3 {
. TIMING SHEET FOR ITBS
- v e . .
Subtest Starting Time Working Time 'Stopping Time |’
¥'Vocabu1ary g ' + 17 miqutes-y =
\Readi‘ng . i o o
. Comprel;ensiorr- + 55 minutes’ =, )
Spelling . + 12 minutes = ’ v
) .
. Capitalization, + 15 minutes = o 4. .
| Punctuation N 20 minqtee "= .. | ’
A, Laﬁ%uage.Uéage . . + 203r1nutes, = ' »
% Math Concepts ‘ 3+ ~ 30 minutes = !
"+, |Math Problem ' : . '
Solvmg ! + 30 minutes = .
) This form should be turned in to

the rest of the test materials.
¥

KL

the School MAAP Test Coordinator with®
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