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"ABSTRACT
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.clearly and carried out effectively. (Author/BJG)
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JAMES A SENSENSAUGH
STATE SUPERNteNDENT
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PREWCE

These guidelinel are to by used by all Maryland public schools In
implementing the Assessment Component of the Maryland Educational Account,
ability Prbt-eam. They were developed for the Maryland State Department
of Education on a contractual basis by Research Triangle Institute (RTI)
of North-Carolina. RTI worked closely with a review panel of Stte and
local testing 'program administrators and accountability coordinators:

Robert J. Eckert, Director of- Instructional Services

Kent County Public Schools
Donald 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 County Public Schools.
Herman Lowen thal, Division of Program'and Pupil Appraisal

Baltimore City Public Schools
John H., M cCauley, Supervisor of Testing

Baltimore County Public Schools
Ruth Reid, Supervisor of Instruction

Calvert County Public Schools '

Mohammad A. A. Shami, Consultant in'Research

Maryland State Department of Education

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 guidelines were .

presented for approval by the Maryland State Board of Education before
the final printing.

The contrib4tions made by these groups are sincerely appreciated.
This handbook is intended to assure the required uniformity in test adminis-
tration proceduresysecurity of test Materials, and other matters with the
aim of establishing an accountability assessment system which is fair to
students, staff, schools, and school systems.

Sincerely yours,

James A. Sensenbaugh
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Chapter 1

Introduction to the Maryland Accountability Assessment Program
.

4
-

A. Purpose

The purpose of this chapter is to desctibe the background and

rationale for the Marylane.Accountability"Assessment Program (MAAP)

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

MAAP is designed ,to,achieve. The fundamental importance Of MAAP to

kie state's overall responsibility for educatidnal aCcountability

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

and administrative mandates andprOcedures described in this chapter

form the basis for assigning the speCific responsibilltes.in MAAP,

whi4 each system coordinator, each schbol coordinator, and each.; par -

ticipating,teadher must assume and discharkge.

This Handbook was developed to'help insures that MAAP responsi-

bilities at all levels are understood clearly and-carried out effec-

tively. Chapter 1 explains what educational.accountability is and '

r 1 -. \
what it means to you:,:,°The information ix this chapter is divided.

ik

into the following sections: (1) the law; (2) definition'of account-

ability; ,(3) ,role of the State Board of Education; (4)Jole,of the

State Advisory Council on-Accountability; (55 the accountability

assessment instruments; (6) the state plan for educational account-

ability; (7) the accountability KeliOrt to the Governor and the

Legislature; (8) piecautions; (9) levels of responsibility in account-

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

B. The Law.

Ac this Oriting, some thirty states hav enacted acc9untapility
44

legislation. Virtually all of the temaining states have drafted plans

for accountability legislation or have initiaedprocedures at the

state-level whichwill preclude the need for legislative .Mandates.

During the 1972 session of the Maryland General Assembly, Article 77,
.

S,ection 28a, of ,the Annotated node of :the Laws of Maryland was passed. ,



a

The law has come to be commonly called the "Educatiahal Accountability

Act."

The overall purpose of.the act is, of course, to provide for the

est ablishmerit of a program of statewide educational accountability. This

Program should assure that educational programs lead td the attainment

of established educational objectives, provide information for accurate
4qp

analysis of costs of instructional programs, and pflbvide information

for an analysis of the differential effectiveness of instructional programs.

The Maryland Educational Accountability Act imposes several requirements

in its implementation of statewide accountability. These include the

establishment of goals and objectives in, but of limited to, reading,

writing,.and mathematics at all levels--stat , school system, and individual

school. The goals and objectives at the system level need to be in

tconformity with those established at the state level, and those es4a,

by individual schools need to be in keeping with those of the local

system and of the state.

shed

Also required by, the act is a school by school survey of the current

status of student achievement in'relation to established objectives, the

development of prograts by. each school. for meeting its own needs, and

establishment of evaluation procedures for determining the effectiveness

these programs. Regular re-evaluation of programs, goals, Viiki objectives
.

is likewise a stipulation of the act.

The Maryland Educational Aceountability Act also requires that,

beginning in January 1975, a yearlireport be submitted bythe State.

Superintendent oeSchools to the Governor and to the statedegislature.

This report must include, but not necessarily be limited to, the progress

made by the Maryland State Department of Education, by the local syspd.Ms,

and by each individual school toward the achievement of their respectiye ,

goals and objectives. This report shou'ld also include recommendations

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

Maryland.

4t'"
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C. Definition of Accou ntability

,.. Simply Stated, educational,accountability should be viewed as an
. -.

Attempt to explain there,plts'achieved byublie school programs.
':-

. . , Its purpose is 't6' promote an underatanding of the relationship between
, .

.. '4.--
----

, the quality of education and availaad resources and, on7the-basis of
.:

.
. '' ---'

that understanding, to make educationalimprovements.
,.,

1.4,- ..-4 '4- :_,
.. ._ ..-.

More.specifi'ca
,l30y Marylanes accpuntabilityproimm can. tie said

to hae six baSic characteristics. _tirstifa'its povit-e:emp-bak:.§:.:'-.:,
Accountability should determine which programs .are e-eifective and which .

. .

are not Elimination' or modifcationiok the fliffective,programs and

wider'dissemination'and usage of the effective ones,w9.14lead:to

general improvement Of educational programs opportunities icor
P

4students:
Secondly, accountability is more7than a testing program. testing :

program can logically, be a part of'an accountability progratm but it

is by no inearth she whole program. 1t is important that test results

be interprpted in terms of local objectives mome? than in terms of national

norms....
. .44

Gradual and deliberate movemint.into an accountability syttem is

. the third chsrgcteristic of.the Maryland program. aRaiher than attempting
. .

to develop a complete and exemplary pFogram quickly'? Maryland's goal
-

is to prog ss 'carefully from the basic elements into a complete program.

'he fourth characteristic.of the program is of special interest
Y. .

S'teachera. Accountability is not4esigned to eliminate teacher tenure.

Accountability is Program-oriented andlpt fodused toward evaluating

and weeding out ineffective teachers. There is, in factl,,muCh legal-
, ,.

a

-precedent, for the invalidity of fir

'achievpment,scores.
y
(

tng teachArs.on the basis. of student .

I. .
,

.

, a
Next is,the characteristic,,that requites thal accountability demand -

.

accounting by all personnel, not just'by teachers. All teacherscan

certainly" acheeve most effectively when suppled with adequate and

approprdate resources, pleasant working conditions, and effective and '

, supportive school administrators. Accountability for providing teachers
-, *

. .tA , , . b

411V
r
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,with these resources and supportingiservices and conditions falls upon

A the people at all levels outside the, classroom.

Lastly, accountability should be concerned with

'affective, as well as cognitive, areas. Development

concern'for others is an important goal, in the,eyes

Though it is at,present difficult to assess behavior

domain, workable methods of observing and, measuring

,milLeVentually be formulated, and the Maryland Acco

mist be ready to incorporate such methods.

°r.

progress in the .

of self-esteem and

of the general public.

in the affective

these behaviors

untability Prolgram

. .

'D.",_ftleof the State.Bpard of Education
t.

In response to the accountability legislation enacted(by the Maryland

4 State Legilature.and in accord with thesix charaCreristics formulated

for the State's Accountability Program, the Marylan4,State Board of

Education.deternined that the initial efforts .of1,acci?uniability'should, .,.
concentrate on the basic'leareing s10.1115f-reading, tar Ling, and
mathematics: Following the spec-Aica:fion. Ol-esa:Fed 1;;g<s-

iri

s,

each of these three areas, an accountability sAtem should measure

studentiachievement -relatiiie to each goal and then. prepare an analySib

of the achievement result's 'related to. other vaiiables,.such as student
4

intelligence and obioeconomic status.

In order for these tasks to be' accomplished, the State Board of,

Education appointed a State Advisory' Committee on Accountability, drawing

its membersfrom a broad.jcross- section of the. Itate's populations It '

also designated he chairman of this committee. A member of the Marylarid

State Department of Education waS assigned fuli.-time to the committee, .

as its executive secretary,,in order'to make available,.. as detai,364: 4-

accountability procedurea'were developed, technical services fzOm-the

State Department of Education to the'odmmittee and to the local scho4:.

systems.

The ,AdviSory Committee was directed to report to the State,SUlierintendent

of-School,'S, and he, in turn, was to report his recommendations to the
.

Stat;Board of, Education, The responsibilities of the Advisory Committee

included the recommendation of appropriate goal statements for each of.

"

1.4
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. ,the three baSyt learning skill areas. Also, the committee prepared l':'
t , .0 i

i /
guidelines 1,desined to assist ltCa3 school

1 ,achievement data in the three areas. These guAilelines obnst/Ityte
the content Of , the remaining chipters of this ,Itandbc:Ok'l.. TeChnioal -s,

assistance was1de avilable, fr.;i0 the executive *.secretary. 'an oilier,
MSDE staff as

r :

needed to implement these guidelines. tiel

t / I II/ 1:;1

/ i '. '. x ''' , .
E. Role of tie Stet 'Advisory Council, on Ackouiitability \ ' 'IR

In June .of 197314 the State Ad+visory,c94ci recOmmendrf ,tci.5tkie State
, ,,,

/ / , /
Board of Education certain statewide insVuctional t ()els / Ais,b4itoluded. ./ ,-

L

b .//
in theik statement to the Board were the recommendations that- the account- ''''I ] 47. /

ability program uie loca ly ba,sed- assessMent, which fo4i,Ses on
/to which a school is suctessVul in meecing its own' koals '.E1;e-t ",

., testing and reporting program 'be. developed 'by MSDE to, measure=. Ii:e-a-et*,io-
,,

ment of statewfde, goals', and that .File Iowa Test of. Basic :$
as a part of the initial state:wide teating,prograM:',:
. ,

F. Accountabij.ity Asseisdent Instruments-, ':= . *\ ';'- .. :.v-. .- ...$ ,.( ,.\.. 0, '\;...,. . %.-.
The Local Coordinatp'rS,, the''AdvistlAyacOricil,..hnd t- e State Board ,..7,

, ,- ." , `i, .' 7 , :,' it:',\:Nt ,," \ % -',- \ . N,'
of 'Education agreed t,'114D' all S3tstemS would -a.' in4s&ei.\'t e Iowa Test, of/ . ,

.-
. i ,,, , \Basic Skills (1971.,'Wd:i'Lion,..F4m 0 'ran'ci thecog .tive ilities Test .

.. -, _ ;;, - .: il A p-, --. ?..,:k--t,,... ,,
.,-:(1971 -edit ion,,, Forin..t) cf.13.two ter,st4kr-eirelloP4d aild -ptib,11.ibect -by the same.,

". 94Hpanyland; nor 4...,4,-,ftthe ,samid'po,P41atjoia,4 .iifil.,Y.' S \e.,e?s."..11 Maryland Seh ho it '..:./,-. ,- ,7.. .,, 1, . -

..'"/ time tti;,inittAmehts iere ,selectedi.1 d :i.;:' f- ; I : ' ' \ -

systems; were nO.t tesin. -the Iowa Test. the/ /11, ,, ? t. . 7 I
t , ; '1? a - ..,-- \'' \k\;, % \X4!)

, \,4 \
1 .

,
7 - , .,,. '7'-- 'i. - i ; ii

ikiliaj Or ,i-edson for selecting 1.1`IB4 .,that p11.0:,;test\l\-\favorall'
reviewed in' u-cOp Meaburten,t Y book:al-d is hgltly rteed w th

, ". ,, ;- 14 --,-

'2.. '
. : s's, \

1 \
.t r t . \\ 'teig44. 47..rerage rand Cliariaeristies by Center \

. -s- ' t .;Id;, 7. Li

on-rdferenced, as-weIt a norm-referenced, information
rogramlanalyse.. i; I
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G. r Imp emeritation;:ofAccOuntabiliky:Act
, /:

The plah for implementing the state1s--adcoU4tabilityrograth-included

a schedule. of deadlines- for comple.51.14,.,the 'sev,erW.
/,
ph4setof establishing

'goals and Objective. Thefirst deadYine wasfAuguse.1,J971,b.. y-Alch,

..

.
time ,the Maryland,Siate,Board of Elationould \IA:vie-adopt* and disseminated

,, 1.
,. ;,. ., -

the board statewide goals in r' ding writing, And,ITithenigiicspther.
I 4

\
scheduled deadfineS were Decem efl,i1973, for-d,e,kaopi g and disseminating

,..4

,.. ,:,,',. a catalogue of goals and objectives (5y the MArtyland State. Department of
. , '; Q , . ... 4 .

knucation),and June 1, 1974, for the esta5fiShmeheand submission of
,., -% .,

f ' s

sonool s3thtem goals to the-State Coordinator otAccountabt4ty for review

A 2

,

by the appropriate State Gosals, Commit5ee.' . ,
. -

The State,implement4tionrplainjupOex'specified-that by :September 1,

... .

1:04, school System gos&syOU be rewiewed,and that by 411:1, 1, 1975,14
--%"'",, ...- /.?". (.-",

'each school would hav:estg5iiqhed,its Own Objectives, cc:insistent with

' :'" ',. .it S unique needs and in'iceeping'with the scflool. stem goals. Finally,
. , . ,. - ,

. - September ; 1975, was desi nAied as;th dee-aline for school Atems fo
, -'; ,--

.
.

'lc

i

ividual schools and to submit 0

--' ' "

,. , ,.- :-
..-

l' . ,evaluate the objectives submitted, by in
-- ,

-
,

a nArrative-repoTt to_flie Maryland State Department of Education on the

iestablishmentchooL-Objectives
I °

The Sates implementation plan re uired the' establishment of"a42m-
,

- repOrt test resalts-and infox'Matkon on other variables to the Maryland

prehensive

forthe;4s

aijct uniform statewide restin

tal4ishment, of procedures for
;

And school chaeacteristics.
A

program. The plan also called

collecting data on student, home,

Finally, the implementation plAn
,

re4Uiied-"the-establishment of.prOcedur. s'by which school systems, would

-,-Stath-DeparlMen/ t of Education.-

,' ,.,:,:''' . The State plan for'iMplementation, of the Accountability
-`% s:.: ;;-;,14.

1TBS an CAT would bd given tr all pupils in grades
- . .

and 9;_ starting in the Spring of-1974:C,More'specifically, the plan
-, -

designated ttl dates MaTch,1 to 31 foil ITTS and CAT teseglin grades 7
, ,.:- :,

. , , ,-

.. .., ,
'fti-9 And the period fit." --April 15 to May015 for IBS and CAT testing.. .

'
n grades Tand 5.. ?I'oensuie that th st teat were given under uniform

Act specified

1!, 5, 7, ]

conditions and that results were reported systematially and consistently,

explicit descriptions of responsibilities at-the different levels were

6
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developed. Aese descriptions and related accountability ,procedures
;

appear in ChApteTs 2 through 5 of this Handbook. on:or before November 1,

1974, acc ding tai he accountability implementation plan, Maryland

oh- State De rtment of Education would have completed the first summary

analysi of all data collected up to that time.,,

milor assumption underlying Maryland's accountability legislation

that the

information

programs.

analysis and interpretation of _relevant test data and other

leads to meaningful changes and modifications in gstructional-

However, it is not sufficient to just assume that the schools'

instructional programs become more effective and efficient because the

State has an accountability program. In keeping with the Accountability

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

Modifications of the instructional programs have upon goal attainment.

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

evaluatio.0 n task by sponsoriqg pilot evaluation projects in selected

school systems.

Adequate evaluation of instructional programs requires the use of

more than ju4t norm-referenced tests. Criterion-referenced testsn

reading, writing and mathematics must be developed and adapted for use

in Maryland's public Schools. The State's accountability program must

be extended to other subject inatter areas and to domain6 other than the

cognitive one. .There is also a need to'develop effeCtive procedurei for

establishing the cost bf various instructional'programs.

H. Handicapped Children and the Accountability Assessment Program

.There are three sourcesiof concern which pertain to Handicapped
.

Children and the Accountability Assessment Program:

1.. Validity

The instruments to be used in the testing program were not nomad'
:

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

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

educational situation should include some'special.students as part

of the total_educational need.

.



2. Comparability . .-. 4

0
If differedt school systems have special students with varying

,:,, .

definitionA of 'special,"'they will-,exclude students from the
...

assessment program, according to incomparable criteria. Therefore,

compa'rabil'ity of th' assessment, results would be questionable.

3. Humanitarian C rns

We do not want 'to tesea child to whom the examination process

is seriously distressing nor, on the other hand, to exclude,, and

thereby possibly tohumiliate, a child who will not'suffer from the

"'testing experience.

Therefore, the program was explored by a subcommittde of local

directors of special education. Their recommendation, which follows,

was accepted by the State Advisory Council on Accountability and approved'

by the State Board of Education:

Only certain children included in the third quarterly Data

System for the Handicapped (DSH) will be considered as handl-

capped for testing and be excluded for the Accountability
..

assessment, purposes...
-

, .

2. The-ollowing categories of handicapped children reported in'

the DSH or eligible for inclusiOn DSH will not be included

in the AccountWlity Assessment .1?Ii'oldam: ."

a. Mentally Retarded (trainabIe-rneducable).
;,... .

b. Deaf (profOnnd disability7-91-db:plus).

"C4: Blind and partially sighted:.
liT

t A .
.

cr. Physically handicApped who cannot manipulate a pencil.

.e. Multiple handicapped.

f. Emotionally, disturbed who are enxblleein a public school
,

exce'sS cost progrm. ,

Children tvho qualify for the third quarterly report of the

DSHut.for an admihistrative reason fail to, be repOrted and

who,fall into categories ligted abdVe are not to be included

in the Meryl:find-Accountability Asseasment Program. It is under-
r'

de&/,stood and assumedn'that'suchexcl children will appear, in1*

the subsequent DSH report,

L
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Allother handicapped children-7repoxted in the third quarterly,

report of the. DSH will be tested and the'ir scores will be

reported: . .

3. Each local school systbm will report the'numbers of children.t

by*handicap categories who pave been excluded from the AccoUnt-

ability Assessment Program.

I. The "Accountability Report" to the Governor and the Legislature
4

There is widespread. and justifiable concern. for the manner in which

data frOm the Maryland Accountability Assessment Program will appear in:

the Accountability Report to the Governor and the Legislature. The method'

clf reporting information is crucial to the whol issue of accountability.

-At present, plans include the return of 'the summarized data to the

local systems for their review so that the local adm4istrations may

40 prov;distheir outn individual narratives ftir the state report. In preparing

narratives for their data summaries, local. administrations may wish to

include descriptions of:

J. Goal setting activities at the school' system and individual
, .

school levels.
i

2. ,, School System goals and goals for "typical" elementary and

"typical" secondary' schools. .

:

3. The result's of the use of State as essment i,nsquments (needs

''revealed, appropriateness for to al population, ...).
.

4. Progregs of schools (toward system and/or school goals not

covered by State assessment instruments.

5. Program modification activitides during the reporting year_

and plans for further modifidation.

6. Unmet needs for resources to permit improvement of prOgrams

and services. .
c

J., Precautions

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

. 'be carefully observed acrAs the state by all school systems. This Handbook

9
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is intended to assure the'required uniformity in test administration procedures,

security of test materials; confidentiality of 'individuoil studene.test

scores, and other matters with the aim of/establishing,and continuing an

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

school, and school system. Adherence to standard -procedure will enable
.

us to carry out ,our respective responsibilities in a highly professional

and ethical fashion: It is of extreme importance to keep these first

slikps in Maryland'S accountability prdgram free of criticism resulting

from irregular activities brought about by misunderstanding or naivete. .

Several dlirectives are given with 'this goal of uniformity and fairness

in view.- First, ITBS test items 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, tive'specified editions, the ITBS, 1971, ,and
.

the CAT, 1971, are to be used inaFcountabIlity assessment ,testing and

on the dates specified in Section G, and that these and all other editions

of both tests are not to be used in any other testing program in the

schools. In addition, no items from either test should be used in teacher -

staff workshops, as knowledge of the it" is bound, even unconsciously,

to.influence instruction.

. K. Responsibility. for CAr4ing Out the Accountability Assessment Program
at the State, Local System,'School Building, and Classroom Levels

To ?carry out the Maryland Accountability Assessment Program (MAAP),

responsibility rests with all levels of the professional education,community.
! .

It is necessary that teachets, supervisors, and administrators be cognizant

of,the responsibilities at each level so that expectations are clear 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; statewide,collection, analysis,

and reporting of assessment data; providing the legislature with areport

based upon MAAP results; implementing accountability legislation; developing

a structure for receipt, storage, and security of MAAP data; and prOviding

school systems with critetp.for identifying pupils to be excluded froth the

MAAP.

N20
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The'responsibilities assigned atthe school system level are discussed

in Chapte! 3%,ot. the Handbook.; Chapter 4 outlines the responsibilities at

schoZrbuilding level; ,and the-respansibilities at theclassroom level

are spelled out in Chapter 5. , .

L. Maryland's Future in Accountability'

It is appropriate to ask, at this writing: What is required of us

for the future program of accountability in the state? Whit needs to

be achived beyond the first accountability report to the Governor and the

Legislature?
c

Accountability can be.said to exist. when the following conditions

.*have been met: (1) the state goals of education reflect the educational

needs'and interests 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 goalarea 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 Cast of programs, i.r., the

cost of achieving goals and. objectives, is a matter of public record.
44.

It is necessary, therefore, ta plan a course of action in keeping with

these conditions, that could be cooperatively developed with the Local
.

'Coordinators for Accountability and the State Advisory Council for Accountrt
140';

,ability. Such an implementation plan should include a rationale for

accountability and an assignment of functions to key levels'of the public

education system in Maryland to assure that appropriate data are collected

'andOpseminated to those political jurisdictions expected to_act and
4

follow-up on that information.

The rationale for accountability and assignment of functions should

maintain, _fond not alter, the model system of public education established,

in Maryland in past years. For many years; Maryland has enjoyed a healthy

balance of state and local responsibility for education. Local initiative,

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

education in Maryland. Thisebalance between state and local responsibliity

should not be destroyed but rather; recognized and fostered through'
.

interpretation of the accountability legislation.

ta.
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State responsibility will need.to,focus on Objectives pertaining

to minimum skills specified in the state law, and local schbol.systems

should be encouraged to establish a compkehengive set.of objectives

' evaluation procedures patterned to local needs_and local'perceptions of

public education. The first4half. gf 1974 will be partially divotel to

involving the requisit constituencies in fhe drafting of afive-year ,

plan based on this described philosophy.
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Chapter 2

Orientation to Testing.

A.. General

A

wt

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

siderations for the test administration phase of the Maryland Accountability

Assessment 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 9,f these

considerations is treated in separate sections below.

B.

"
Preparationfor Testing

1. Teacher Preparatsbon

the person administering

The qualifications, training, orientation, and preparation of

the tests are all very important. Of equal

importance is the test administrator's sense of responsibility for

assuring the reliabilityof MAAP test results. Advance planning,

training, and orieptatiorkare principal responsibilities of School

System and School Building MAAP Coordinators. No amount of assistance'

from School System and School Building Coordinators' in orientation,
.e

materials distribution, and supervision, however, can replace'the

active participation in trainintand/or MAAP orientation sessions,'

,,...oreful study of this Handbook and the test manuals, rehearsal of.

directions and instruc0.0ns for test administration prior to the
...00gs°'v

actual.testing, sysiemafic..-checking of materials received, close

attention to test administration, sensitivity to pupil motivation

,preparations the teacher (tester) must make.

Proper preparation for testing on the part of the teacher requiret

and to the proper atmosphere for testing, maintaining test security;

and familiarity with and adherence t6 MAAP guidelines.

7. Student Preparation

In 'a real sense, the teach!r, by being well-piepared, confident,
t

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

13
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prepare students psychologically for testing. Students may npt

respond to lengthy lectures on the importance'of testing, but they

should be reassured that these tests provide information so teachers

can help them learn better. Your School MAAP Coordinator will

provide for practice testing with all third grade pupils. Practice

testing will be very helpful in reducing responding errors, minimizing

anxiety, zdnd in promoting.4pPropriate and informed test - taking behavidt..

Practice testing (using 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 arse taking

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

The teacher should schedule a brief .session a day or two prior

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

can be presented and discussed. Even though ail third grades will

have had a practice test, this session 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 numbers."

"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 skills you may need '

help in'improving."-

These, or similar statements ofptitp5se should also precede,

the practice testing session for third graders.

C Conditions for Test Administration
.

Administering the tests under standardized conditions is crucial

to the ultimate success of MAAP. If proper testing conditions are not

provided in each clas4Wsroom across the state, student scores nay be con-.

taminated by ctors which are totally unrelated to their actual achieye--

went: This is wh 'Ate Handbook and test manuals set forth such specific

and detailed dire tions and instructions. In order that pupils have the

14
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opportunity to perform at their maximum potential, teachers must adhere

strictly to standard test administration conditions; all subtests must

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

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

1

D, Potential P
art
itfalls4

X

)

q.Although proper orientation and preparation will significantly reduce

the danger presented by the potential- pitfalls described here, School

Building and School System MAAP Coordinators and teachers must be alert

.to.the damage these problemsan do to their test results..

1. Cheating

Talking about cheating with the pupils is less likely to,be
IPa,

effective than doing something to prevent its occurrence. Proper,

seating arrangements (without completely rearranging the classroom)

and good supervision by the test administrator are probably the

most effective deterrents to cheating.

2. Inaccurate Timing

Accuracy in aiming is crucial to maintaining standard testing

conditions. This potential problem may be most easily and simply

dealt with by having the teacher write down the exact time (to the

second) as soon as hestie says "Begin.", Next, the teacher should

add to that time the number of minutes allowed for the subtest being

given and record the time that will be shown on the clock or watch

when the subtest is to 'end. Form P-3, found at the end of Chapter 5,

should be used to record these times for ITBS testing. A quantity
. 0

of this form for recording all beginning and stopping times will be

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

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 noropy pupil is to receive more or less time

than that specified in'the test directions.

3.'. Administering Tests At,Inappropriate Times

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

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

15
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the lunch period, recess, and the like,- Trying to "squeeze just one

more subtest in nbefbre lunch" is very tempting--don't fall for it

'4. COnfusion:6r Inaccurate Directions

If students do not clearly uriderstand'what they are supposed to ,

do-, their test data May be invalid and may lead to conclusionS about

Veir abilities (knowledge and skill lievels) whichlre both incorrect

, and udfaii. Once again, careful pieparitiqp prior, to testing is the

key to avoiding this pitfall. ,Careful advsnce preparation may include

teacher-orientation and pupil practice sessions. Test administrators

should practice Teading the test directions aloud several times during .

pre -test, rehearsal.

. 5. Teaching to the Test .

It is important to keep in mind throughout the test administration

that the major purpose of this assessment is to'sample pupil behavior's

and to determinp theit'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
P
of information and the simple repetition of skills.

Using MAAP tests or sections of these tests for academic instruction

not only defeats the purpose of MAAP bUt shows rather,poor professional

judgement concerning appropriate curriculum practices..

6. Inappropriate Group Size
1. 0

Students'hould not be tested in grOlips larger than 40, and testing.

should be done' in intact groups. MAAP testing is to bedone in class-

rooms. In those situations where open-classrooms or similar-sized

facilities exist, arrangements should be made to carry out testing

where a group of not more than40 will be tested at a time.

E. System, School, and Classroom Level MAAP Responsibilities

The next three chapters provide explicit descriptions of the MAAP

responsibilities at the system (Chapter 3), school (Chapter 4), and

16
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classroom (Chapter 5) levels. Copies Of forms for reporting that MAAP
sFr

responsibilities at these various levels have been carried out are

presented at the end of each of the respective chapters.

The,detail ed nature of these descriptions is specifically designed

to assist all personnel involve in MAAP to-clearly understand exactly
,

what his/her responsibilities are and to provide a guide for reportini

that these responsibilities hale been-carried out. It 16 only by using

such a precise format for MAAP1 that unifofm -testing conditions can be
. ,

assured across testing sites on...a statewide basis. Such' uniformity is:

at the very heart of the collection of.valid test results, thus insuring

.that the.comparisoris made will be fair to all pupils involved. -

s

4
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Chapter 3

System Level MAAP Responsibilities

General:

-The duties end responsibilities of the System MAAP Coordinator,are

specified in this chapter of the Maryland-Hand*k.on Accountability

Assessment. After the System Coordinator' has carefully4reaa the rest

of the Handbook, he/She,should use this'sectionas the glade for carrying

out and for deporting thecotpletion of his/her responsibilities.

If yourSchool system already,has a clearly established mechanism

for carrying Out systemwide testing and if you are familiar aid comfortable

with that mechanism, it can be used indieu of the MAAP system outliried . 7
44.

here. remember; however, that your system's testing program must meet ail,

of the standards, regulations, and time-flames established by MSDE for

MAAP., Even though your system's testing plan may supercede the MAAP

guidelines, it must not omit nor fall below any of the minimum standards

set for MAAP...

Whether yowl' system chooses to use the MAAP guidelines set forth

in this Handbook,.or chooses to use its own mechanism, all the blue MAAP.
^

forms (Coded with a "B") discussed 'In this chapter must be completed, sent,

and.received.by t e dates specified there. These "B"-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

phases of the Isting program. The'System Coordinato has overall

responsibility fOr the organifttiOn, implementation, orientation, and

yerification of MAAP in hiS7her system. The 'Handbook is designed to

-serve as the primary respurce for these purposes.

l!

'B. Appointment of System MAAP Test Coordinator and Alt6rnaie by Superintendent

Each System Superintendent will appoint one person who is responsible

to the Superintendent for coordinating all system-level MAAP activities. The

,

a "28
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time aPpOtint an, :4ternate Syst

MAP COOraillatar in the 'event hht the regular ,SyStet. Test Coordinator
, k '.

w.f.\ -,

/'
.

Tile4responsibili44 of the SyEkem MAAP Coordinator

;

'""; On1.0',VecOme,'neapactated 'or otherwie unable to fulfill bids assigned

,
,

`,-.:*!ar's:de'scribed in the, remaining ectilns of this diPter.,

MJ The ,appOinttasn'tof the System-MAAP,'Coordine.to,r and -alternate

v. .

-
:" be made by the-. SWerintendent on or 'Before Jan*ry 15 and notification

of the appoii4ent made ill writinetfr;the Sta0nperintendent of

T10
must

and receilna or before jar:Wary 40ii (Use Pi** B-1.)

. ,

.- "-' ,: " :, a
.

.'!'
2

4. I

.I'' '-ePpOcurement of/ Tests, Eractice ,Tests,14.nsWdr Sheets, and Related
Y -, L':Cliit Materials, ,.-/' /.

, i

:f:'.;
,..;

o
Schools

, . 1 ; 4 I -

. 9

'% Each System MAAP' Coot4inator is responsible-for procuring a sufficient

-number of Iowa /s fl
etts: 9f /Basic Skills (IIPBS) and Cognitive Abilities xeest

r '

!

(CAT) manuals, test ',45.C;uets, appropriate answer sheets, Houghibn7M4fiin

s

'
.-]

% \
- 'sttr 1

aining those:- persons wh(o will' be J.:T/allied program the school
. I . o

" :.; -

.practice tests (3rd grade only); and

testing all p-upils in grades 3, 5, 7,
0

"TESTING.--2D0 NOT DISTURB" sign4

and 9.

A sufficient number or all these items and materials must be
.

.hands of the System MAAP Test Coordinator on or:Before February 15. (Use--

'Form B-2.) Even though in -some school systets it will be necessary for

schools to share test booklets, the System MAAP COordinator is responsible

far, the procurement and distribution of all tests and related materials.
. '

'De 'Assigning: Central Staff to the Assessment Program as Coordinators,
Trainers, and .Supervisors

, 'Each System MAAP Test Coordinator should so y -or together -with
. , .

the Superintendent, dependingi*On the authority ,designated to the teat

coordin4or, appoint other- Centralfriitaf,f, personneltb assist him/her in
,

co'rdinating and superviOng ,thessyste*wle 'MAAP testing Program 4nd in

j )bui; g level. It ma}. be :that 'clifferen perSOnSwill. be' appointed tb

-\ serve: in :these different capacities. (coprdina4ogi: .44ining, supervising)
--A. ., -:, K Y. --" '', ,

:.'1

or.
4

or- :the, Same- perso4 iiersons may. be' selAc/ thert,
. , ,

This-will depend upon whit ',app to be the most feasible arrangement in
/: ,/,

,

lip
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ool system. The number of assistants should be kept to

imUm since.it is always the System MAAP Coordinator who is responsible

for bid has, to vouch for'the successful ,completion of each of the system-
,

wi4 activities in the'MAAP testingprogram.
04s.

Appointment of all assistants by the S ystem, MAAP Coordinator, subject

ta.the approval of the Superintendent, should be made on Form B-3 not

later' than January 31. ,

Distribution
.

.

v
. .

E. Distribution of Tests, Answer Sheets, and Related Testing Materials
to School Principals-

.
6 2

System MAAP TeSt Coordinator is responsible for the delivery to
,

each school principal of a sufficient number of Iowa Tests of Basic Skills

'(ITBS) and Cognitive Abilities Test (CAT) manuals,/tesi, hooklets, 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

eachschool':'
-,1 - ,

.-A'sufficient number of all of these items and materials must be in
\

the, hands of school principals at least two weeks prior to the beginning

-of testing: (Upe Form B-4.)

F. Providing Appropriate Orientation and Training for School MAAP Test 4

,Coordinators and Test Administrators
, . -

It As the r"esponsibilityof, the System MAAP Test Coordinator to
r,
.' NiVmeet with all School'XAAP Test %..ourdinators in his/her system to discuss

N,_:

the responsibilities,thit
'

the Scho1- Coordinators will have in MAAP.

The System Test CoordinatOrghould schedule the meeting at a time convenient
.

,1

to all, or nearly all, School' Coordinators. Mak6-up sessions should be
. .

scheduled for all School Test-Go4dinatc until_ all coordinatorsi,h0Fe had
/

,..
.

the opportunity to,discuss-the role\ s and responsibilities that they will .

have in MAAP. A discussion of roles and regponsibilities should make
_ \, ,

..

explicitly clear what matetials and,services=vill be provided by,the

System Test Coordinator and alat'will be the' Wesponsibllities of, the

School Test Coordinator. The orient4ion session for the SchoolTest

0
4e°

e



J
Coordinators should be held on or before February 15. (Use Form B-5 foi'

,...:

this purpose.) ,

The System Test Coordinator should arrange an orientation and traiaing

session for all test administrators, and he/'she should specifically assign

this responsibility in writing to each School Test Coordinator.. (Use Form

B-5kfor 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
; .

hOng tasted 'iii a randomly selected school during each day of supervision
1/

throughout regularly scheduledtesting. It,is recommended that these visits

be unannounced. During these visits the System MAAP Test Coordinator should

offer whatever suggestions that he/She believes will be helpful, provide

the School Test CoordinatOrs and test administrators with requested information,

and prepaf) a report on any observations which he/she believes will be useful

'..La determining the reliability and/or validity of the test data for the

sites\visited. Reports of each visit and-eignificant observations should

be included on Form B-6 and should be sent to the State Superintendent of

Schools not later than one week after the last_day/of regularly scheduled

testing with the

The System MA&P.Tdst Coordinator may wish to assign supervision reiponsi-
.

bilities'to the SchOol' Test Coordinator or to use other staff to assist him

in this responsibility: In those situation S where supervisory responsibilities

are.assigned'to others by the 'System MAAP Test Coordinator, the latter should

provide those persons appointed\to assist him/her with a set of guidelines

to insure that their observations are systematic4ly made and reported. ]t

will be the responsibility of tht system MAAP Test Coordinator to transmit
\

the repOrts of relevant observationdto the State Superintendent of Schools.'

The testing schedule in each dittrici
System MAAP Test Coordinator and_should be
guideline dates set forth by MSDE.'

4'
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wry

_Those:persons other than, the System Test Coordinator making thesedobservations
should

:
be identified, and their observations included as a part of Form B-6. c

or attached to it as a separate item.'
.,

%

H. .Providing Systematic Procedures for Collection of Test Resulis,'Test
Booklets, and Related Testing'Materials

The System MAAP Test Coordinator should make arrangements for all

test results, test manuals, and related testing materials to be picked up,

each of 'the achools sin his/her system. These materials should be

'readied for pick-up by the School Test Coordinator. 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 Nir.pose is

B-7. ThiS form should be signed by the School TestCOtedinator at the

time of the pick-up,,showing that he, agrees with the receiving agent's
.

count and report. of 'the quantity of each item being handed over. The

deadline for collection of these materials is one week,af ter conclusion

of regularly scheduled MAAP testing. SeparateR-7, Forms,will need to

-'4-be completed for ITBS and CAT testing.

I. Preparing and Transmitting Test Results to MSDE

The following, data are to be reported for,each School in the system

for grades 3, 5, '7, and 9. The data are to be reported,in computer 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

1. School syAem name and sChool name.
.

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

. 3. Number of,students tested on each subtest.

Information from CAT Nonverbal Subtest St'

'1. School mean Standatd Age Score (SAS} b&,-grade..'

2. :School standard deviation-of SAS didt#bution by grade.

,

{1



.

InformatioA from ITBS Subtests: Vocabulary, Reading Comprehenbion,

Spelling, Capitalization, Punctuation, Language Usage, Language Total,

Mathematical Concepts, Mathematical Problems, Mathematical Total

1. Sokol mean GE scores by grade. $

2. School standard deviation of GE score distributions by grade.:4--
, ,

:.

3. TranslatiOn of grade mean GE subtest coreS No. 1 above,m

under ITBS Information into school percentile hanks, using

ITBS tables entitled "Norms/Averages, Forms 5/61'

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

determine expected grade mean GE scores forthe following:

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

matics Total. Use tables, pp. 55-57 in ITBS manual entitled

"Percentile Norms for Standard Age Score Levels."

Whether or not Form B-8 is used to transmit the requested information

to MSDE, it should be examined to clarify the exact nature of the data needed.

Q

',

24.
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* MAAP CAtENDAR FOR SYSTEM TEST COORDINATOR

.

Form No.

,

a3'

'7 - . Report Title
'

Deadline Date
for Completion
and/or Mailing To Whom Sent

Deadline
Receipt
Date

B-1

B-2

B-3

.

B-4

.

.

B-5

--.-

B-6...

B-7

B-8
i

,.,

Appointment of System'MAAP .

Coordinator and Alternate

Testing Materials Procurement
Record

Record of Staff Assignments
_in MAAP

'Testing Materials Distribution

Record

Report of
,

Orientation and .

Training for MAAP School
Coordinators

. .

Report of Testing Supervision
Visit ,

Testing Materials Collection
Becord

.

---.

'A Sample Format for School
Data.

l'eompletion

January 15

February 15

.

January 31

N

14 days prior
to beginning
of testing

February 15

7 days after
completion of
ITBS Testing
and again 7
days after
completion of
CAT Testing

7 days after
of

MAAP Testing

June_26

State

Superintendent
of Schools

Hold

Hold

Hold .

Hold

Coordinator
of

tMeasurement
and -f '
EvalUatiOn,
R.E.I.S,

Hold

4

State
Superintendent
of Schools

January 20
..

TBA

TBA

TBA
"

TBA .

12 days after
completion of
ITBS Testing
and again 12
days after
completion of
CAT Testing

TBA

July 1
1

25-
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TO:

Form B-1.

APPOINTMENT OF SYSTEM MAAP COORDINATOR AND AtTERNAIE.

School System:

(State Superintendent of Schools)

$1

av

has been designated Sy

(Name)

the undersigned as System MAAP Test Coordinator. The Alternate System MAAP

Test Coordinator is

(Date Received) .

(State Superintendent of ,Schools),

'(Name)

,

(Date Mailed)

(SuperifttenOtntAf Schools)

tii

Deadline date for receipt of notification of appointmpnt of System MAAP Tee t
Coordinatot_and Alterriate byStaie Superintendent of Schools5 .1.anitvetyt20.,\.,

, -4!

I

wr

xt

A

4.
A

4

ti

;-

V I.

V'
,

ro



rl

ti!

3

Form B-2

.

cli\ TESTING MATERIALS PROCURE?4NT RECORD

School System:

I

I, , , confirm that the following tests
(Name)

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

system on or before February 15 of the present year.
,

ITEM 'QUANTITY

LEVEL(S)
AND/OR FORMS(S)

CODE NOS.
FROM TO

1. ITBS Manuals . -

. r

.

2. ITBS Booklets

.

3. CAT Manuals ,
,

.

4. CAT Booklets 4
.

5. ITBS Answer Sheets .

,

.

.

.

-

,

1

.

.

6. CAT Answer Sheets

7. Prabtice Tests
.

,

8. Practice Test Andwer Sheets

9. Testing Signs
/..

Total Number of Pupils to Be Tested:
, .

.

' (System MAAP Test Coordinator)

. / , .., 4 *

t 'Jleadline 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.
,

27
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Form B-3

REPORT OF STAFF ASSIGNMENTS IN MAAP

.4.6

School System:

This, is to confirm that I, the undersigned, have appointed the below

named members of the central staff td assume the designated system level

responsibilities in MAAP.

Type of Responsibility
Name of Central Staff Member Orientation Coordination Supervision

(Date)

(System MAAP Test Coordinator)

(Superintendent)

Deadline for 'reporting appointments: January 31. This form should be
held-by the System MAAP Test' Coordinator until requested by an official
from MSDE.

-\
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Form B-5

REPORT.OF 6RIENTATION AND TRAINING FOR MAAP
TACHOOL TEST COORDINATORS
-%

, confirm` that. a meeting was held.,

(System MAAP Coordinator)

on
(Location of Meeting) (Date)

and was attended by those persons 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 attendant e.

1. 7.

2. 8.

3.

4. 10.

5. ib 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 .

4

(Date)

(System MAAP Coordinatdr)

Deadline for holding orientation and training meeting: February:15. A
separate form should be completed for each meeting held. Completed-forms
should be keptjby the Sygtem MAAP rest Coordinator until requested by an
official from.ciMSDE.

c
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Form B-6

REPORT OF TESTING SUPERVISION VISIT
4

4;
TO:0 State Coordinator of Measurement and EValuation, R.E.I.S.

4.

School System:

, (System MAAP TeseCoordinator)
.

This is to report that as System MAAP Test Coordinator, .1 visited the

1.

2.

3.

4.

4.

School

following schools on the designated dates.

V , *

5. '

6./
t

/

Date

.
. f

administered the time of visit the 4

,/.
TheMAAf test'being at my was.

-- /
)

(Name of MAAP Test being Administered)

Total number of classes being tested at gradc levels 3, 5, 7 and 9:

Total number' of teachers with whom you talked:
4 4

.
'. .

.
o .

Comments: (Be certain.to describe any ob4rvations.which you believe-will be
-. ,

useful in establishing the reliability and validity of test data y
-

- obtained from the schools yoU visited.)
. Its y

0

.

Deadline for,completing and mailing this form: one week after the completion.'

of ITBS testing and .ag,r....4Lon& week after the completion of CAT testing. -The

form should be mailed to tpe Coordinator _cif Measurement and Evaluation, R.E.I.S:,'

by 12 dayt after the compltion of ITBS testing and'again 12 days after the r,

41._.`gcompletion of'CAT testing.

31
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School System Name:

Grade*:

Form B-8

A SAMPLE.FORMAT FOR SCHOOL DATA

School Name:

Students Enrolled: ,

Information about CAT

Number of
Students tested.

.

Mean

SAS Score

Standard Devi-
ation of SAS '

Distribution
, .

. .

Information about ITBS

'

Area of Test

1
.

,Number.

-StUdents-
-Tested

Mean
,GE Score

Standard

Deviation
of GE Dis-
tribution

Expected
GE Prot
Mean SAS

.

'Percentile
Rank of
Mean GE

Vocabulary --
.

.

.

Readirig-
.. -

. :..,

-.:

.

- -
Spelling. ,

.

. , ---.**
.

.\

Capit lizaticin ,-------- .,

\ ,l'

--=

,...,-

o -

Punctuation . - I.

Language Usage
.

.

Language Total '- .

.

',c-:

1'. ,:
".

..'

\
Mathema4c
-%-,,Concepts

\
\

.

-.. '

,- t.,, - 1.

1 , ..\,.. .

, , . .

- - \°1' 1A.A '
', ' \

, ,

\ ,

A'

Mathematics
,, Problems' ...

....^A
-. '0
-..

'. :,..,t

** -%
,,1 .

,,

. t.
-
1

Mathematics
Total

.

\

4

_

-\u7
1-.

\

`1 -\, VA.,/..

.

1:

* Use a
** Blank

Deadline for
July

separate sheet fOr each grade..

cells.

receipt of this form by

33

the State Superintendent o
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:Chapter 4

:

, - Ili ;
,'

1:Schopl Level
I
MAAP- Responsib lilt ids

General-,

The purpose'of.:this chapter is to provide a set of uniform instructions

and guidelines for the adiinistration of he Iowa Tests of Basic Skills
f

d the Cognitive AbitaiIes Test in your school. The School Test Coordinator

uld he thoroughly familiar '1.0.th -the purposes and rationale of the

Maryland Accountabilitsment Program (MAAP) and with the role played

by MAAP personnel aCtlie other levels of responsibility (state, system,

and classroom). Forsthia reason, the School MAAP CoOrdinator is urged

to read otherchapters of this Handbook.

t

Yodr school sys,tem may choose to utilize its own structure for carrying

out MAAP testing. If so, you will be informed by your System MAAP Coordinator.

He/she will provide you7with the necessary orientation and written guide:-

lines. Whether you are'directed to use-your system's plan or the MAAP plan
-

contained in this Handbook, you are responsible for insuring and verifying

that minimum MAAP standards have been met.by your school. This Handbook

contains those minimum standards and the report forms for verifying your

_school's adherance to them. All forms referenced in this chapter have been

placedat the end of the chapter for reader convenience. These "Y" coded

forms should be completed, mailed, and received on or before the, specified

deadllnes.

B. Designation of MAAP School Test Coordinator and Alternate by the
.Principal

Each school princifal will appoint one person who is responsible to

the Principal for coordinating all school-level MAAP 4tivities. The '

principal should alsosat the,same time appoint an alternate School Test

COordinator in the event the School Test CoordinatOr should become

incapacitated or otherwise unable to fulfill his assigned responsibilities,

The-iCific responsibilities of the School mAAT. Test Coordinator are

described, in the remainder of the YellOw Section of this Handbook.

' 35
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The, designation of the School MAAP-Test Coordinator must be made

by the principal on of before January 15; notification of the appointment'
'44

must be made in psit#g to the School System Administrative Offices

(Superintendent of Schools) and received on or before January'20. (Use

Form Y-1.)

C. Handling and,Storing Tests, Manuals, Answer Sheets, and Related
Test Materials

1. Receiving Materials

, Each School MAAP Test'Coordinator is respoftsible for receiving,

checking, storing a sufficient number of ITS and CAT examiners' a

manuals, test booklets, answer sheets, and'"TESTING--DO NOT DISTURB"1

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 the appropriate number-of No. ,2

pencils for MAAP testing. r

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 the School MAAP Test Coordiriator,at least two weekS

prior to the begpining of MAAP testing. Ose Form Y-2.) .

2. Storing Materials

Each School:Coordinator is responsible.-for the proper storage

and security of all MAAP tests-and materials. ;The testa and materials

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

for correctness of quantity, level/form, "and after the test booklets

-have-been checked for proper sequence of code numbers. All test v.
.

;
_materials must berstored under lock and key withinthes,achool building. :-

(Use Form Y -2.).

3. Distribution of Materials

Each SchoOl ;Coordinator is responsible for distributing only 'the,

number of test(, manuals,'ilinswer sheets, and. No. 2 pencils to the

teachers (testers) _required for each separate testing and make-up



session. The School Coordinator will have each teacher (tester)

check his/her materials and sign Form Y-3 for materials received

immediately prior to each testing or make-up session. This form

should be held by the School CoAdinator until the completion' of all

MAAP testing and then mailed' to the System Coordinator no la'ter

than May 20.

. 4. Collection of.Materiala

The.School Coordinator is responsible for collecting the tests;--

manuals, answer sheets, and-Signs after each testing session and f4r,.

storing and securing the MAAP materials.' As the materials are collected

from each teacher (tester), the School CO.ordinator will use Form Y-3

to check the materials in. Pay particular attention to the code numbers

on the test booklets collected from each teacher to see tht they

and in proper sequence and that the quantity is correct. All test

ooklets_andranswer sheets must be collected and checked in the:-same

day oni.:Ihich they were distributed. ,

'in,addition to dollecting. the answer -sheetstand test booklet's

after each ,testing session, it 1s. thedUty Oft,At'School Coordinator

to collect Form P-2 frOm't-he teacher:. 'Form presented at 'the
-- V

end of Chapter 5. Collection of Form:Fr2 wild - permit the 'School

Coordinator to keep a daily, tally -SO.make-UP sessions

can be52ropriately sdheddled anci,eaicientl);. conducted. To that

r4na it' is suggested that the SchOolC06:dinator,identify and ligt

the abpentees name, classroom,-.and.trade afte;',eath testing session
,r

so he/she can pull out the-proper tes.booklets and,finswer sheets and

have these materia ls ready for the,make-4 session. (1'

The Summary:Report of-Absenteesarkt Incomplete'Tests (Form Y-4),

is to be filled out and-su bmitttd-t&the'System MAAP Coordinator

_after the laSt testing or make-up session is completed. Form Y-4

should be Mailed to the-System MAAP COordinator one week after

/;conclusion of MAAP testing.

5. Packaging Materials

Each School Coordinatcii-, iarespdriaOleor packaging the MAAP'

materials into their original cartoni;iThe-answer sheets should be



paokageci separately by classroom (teacher) then,bi grade level (e.g.,

all third grade paokages,in-OnerOup;,all flfth,grade packages inn

another),

'-lace sure to keep all MAAP matai,ials stored and locked until they
'd , ,

ate...picked up by or delivex4-to the System MAAP Coordinator.

.,/ '. .., I,.
pi:;,, Atranging Testing "Space, Facilities, and Equipment

, ... Each School MAAP Coordinator is responsible for checking to see
.

' ; "that proper conditions are, met anstmaintainedoduring the tenting period.

Form Y-5 will be used for-checking and confirming proper testing conditions.

, This ism is to be mailed.to the System Coordinator one week after the

completion of MAAP testa g.
It is important, phaSizi that testing is to be carried out in

intact classroom groups.Aarge-group testing in,which several classes

, are brought together(in a cafeteria, library, auditorium or the like.

is not peOlitted. Further, akltesting, timing, and instructing is
. ,

/..,f to be done by the teacher (tester) in each participating classroom. The,

us'e'of,the schoolliltercom or PA system is not perMlaiible under MAAP

gwidelines.

1
,t

E. Teacher (Tester) Orientation'for Test Administration

School Coordinators may b6;:assignedthe. r'4Onsibility of cond-dottng

a training-orientation session in his/her schoWgt-least two weeks prior

to MAAP teat administration. However, this training may be provided by

the System MAAP Test Coordinator. Because this pr'ogram diffets from -

traditional school-wide testing, no teacher who is scheduled to admil4ster

MAAP,tests is to be excused from the orientation session. Further, at
41\

least one alternate tester for eicWgrady level is to be appointed and
,/

included in theorientation,session. The School Coordinator will appoint

one teacher to collect and transmit to the System MAAP Coordinator all

P-1 Forms immediately after the MAAP'orientation-training session. (Form

Y-6 will serve as the guide for planning, conquOting, and reporting the

Staff Orientation for MAAP Test Administration.)' Form Y-6 should be

mailed to the Sysem MAAP Coordinator nof later than February 28. ,

38
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.,F. School-Level Test Supervision
. -.

....7.,

Each School MA,A1 Coordinator is responsible'for carrying out a
;, ,.
. .

systematic program of su&riis$:on in his/her 'school.' The School Coordinator

may be assisted in supervision ,activities by system-level And /oroge

. personnel, at some point during the' MAAP'testing period-..* The School

9oordinator_mugt be' available during eaal.test session, t0 observe and
4 I ,

assidloteachers if prOlems should arise. (Form Y-7 Will assist the School
1

. MAAP Coordinator in planning, implementing, aild reportineMAA4 -liper4ision
..---

,

activities.) ThAs Form 41Guld be,mailieto the System MAAP Coordinator-'
one week after the completion of all MAAP-,testing.

'
. _.
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MAAP CALENDAR FOR SCHOOL TEST COORDIRATORS

Form
Number

-

Report Title

Deadline
Mailing
Date-

--.Deadline-

To Whom Sent
Receipt
Date

Y-1

Y -2

. .

Y-3

Y-4-

1

Y-5
,

Y-6.

.

'Y-7,

4p1;,.:

Designation of School MAAP
Test'eoordinator

.-
.

*
-

Record of Receipt, Storage,
and of MAAP Materials

1 1

Materials Distribution and
Collection Record

Sumtary Report of Absentees
and Incomplete Tests

- "

, .
Report of Testing Condition's

,

Repdrt of MAAP Test
Administration Orientatioh d

,

.
,

Report of MAAP Testing
4 'Supervision b

.

, .

--,

p .

a

January 15

1

Two weeks
prior to
MAAP Testing-

May 20

Seven days
after the
conclusion
of MAAP

Testing

.

(Same as ,

Above)

.

February 28

Illkordinator

Seven days
after the
completion
of MAP '.
Testing

.....

System MAP
Test

Coordinator
_...

c/o '

Supdrintendent

System MAA2 . --,

Test

Coordinator

System MAAP
Test 4--
Coordinator

System bad-
Test

, Coordinator

. 4

.

System MAAP
Test

Coordinator
.

.

.,

System MAAP. ,
Test

System MAAP
Test

Coordinator-

,

'January 20

..- -

'*e 13- ruary 26
,

May. 25:__ '-.-

.

12 days after
completion of

..- .

MAAP Testifig

,(Same as .

0

AbOVe)

March 5

, -:* , _

. .

'12, days after.

completion of
MAAP'Testing

1

-

4

3

4

4* -

\



TO:

Form Y-1 .4

DESIGNATION OF SCHOOL MAAP TEST' COORDINATOR AND ALTERNATE-so.: '
School System:,

(System MAAP Test Cgordinator, c/o Superineenden

1.:

ha been-designated by thev
undersigned as School MAAP Test Coordinator fog,. t .

The alternate School MAAP Teat, Coordinator is

(Date Mailed)

(Principal)

'Received:

Signed:

(School)

t.
x,(Name) 0

Superintendent or System Test Coordinator

0

Deadline Date for Receipt of Notification of Appointment. of School. Tyst

Coordinator: January 20. This form should be sent to the System MAAP 'ept

Coordinator, c/o Siperintendent. °
r

41 .49
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FORM Y-2

I RECORD OF RECEIPT, STORAGE, ANP SECURITY OF MAAP MATERIALS
'

.

School System:

School:

, I received from
(date)

(title)

(name)

, the following tests and,test-related mattrials:

ITEM . QUANTITY
LEVEL(S)

AND/OR FORMS(S)
CODE NOS. .-',

FROM TO

1. ITBS Manuals

2. ITBS 'Booklets 4

3. CAT -Manuals

4. CAT Booklets

5. ITBS Answer Sheets

6. CAT Answer Sheets

7. Practice Tests

8., Practice Test Ans. Sheets

9. Testing Signs

-

. .

2' °

t
.=

-

,

.

.
.

.

Total Number.of Pupils to Be Tested:

On
(date)

(Sithool.MAAP Coordinator)

, I placed the materials listed above in

(location of MAO materials within the school)
IoAc and key and are stored in sealed cartons.*

t`
:

(Date' Received)

ti

These material are under.
oa f

°:7rd.'

.(,*
cs;

(System/MAAP Coordinator)

(School MAAP Coordinator) .
ry

,Deadline Da e for Receipt by System MAAP Test Coordinator: February 26.

* It is uggested that cartons be resealed with paper sealingtape.
-
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Form Y-5

'
REPORT OF TESTING CONDITIONS 1

School system

School

, confirm that the following conditions
(School MAAP Coordinator)

were met during each MAAP testing and make-up sebsionat our school.

8

CONDITION lop.' CHECK

. .0

1. All testing done in classroom groups?
6....2A Pupils wi known or suspected vision and /or hearing

impairments seated near teacher and chalkboard?

3. Adequate space between seats?

4. Availability of chalkboard? '

5. . Adequate light? 1

6. Adequate ventilation?

7. ,Comfortable temperature?

8. Noise within acceptable limits?

9. Provision made fo_Aft-handed pupils?

ro. Sign(s) posted at classroom entrance-- "TESTING--
DO NOT DISTURB"?

11. Availability of suitable timing device?

12. Rest breaks provided?

13. Time limits strictly adhered to?

14. Beginning arid'stopping.times for each subtest
recorded? .

15. Was all testingcarried Out in intact groups?

Yes

a

ate Mailed)
,

(School MAAP Coordinator)

(Date Received)

(System MAAP Coordinator)

Deadline for receipt of this form-by the System MAAR Coordinator:
after conclusion of MAAP Testing.

54' 46

days
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A.:

FORM Y-6

REPORT OF ORIENTATION TO MAAP TEST ADMINISTRATION

(Schopl MAAP Coordinator)
o.

and activities were included in the Orientation to MAAP Test Administration

School System .

School

,.confirm that the following Materials

held in our school on .

date

ORIENTATION MATERIALS AND ACTIVITIg&

N.4

CHECK

e , ----) `..,9
. t

1. All staff-assiined to MAAP testing were present? f
4

.

2. At least one alternate for each, rade levd1 present9

3. One copy of Maryland Handbook on Accountability'Assessme t

)°-

distributed to each participating staff member three
eeks prior°to Orientation session?) . . ... .

4. Copy of MAP Test Schedule distributed to:each '..

parti-cCpant9
.

.

. . *.

5.: Policy and schedule for make-up testing clearly stated
4in writing?

. Staff assignments explained and discussed9

7.. Rationale for testing program explained9

8. Clear statement of conditions under'wbich tpupils may
be excused from ,taking test9

9. Explanation of importance of adhering to standard
testing prOcedures and conditions9

ro:, Information distributed on where, when and from whom
materials will be obtained?

11. Information distributed on packaging procedures and
"' return of materials to,whom, where; and when?

12. ExplWnatiOn qfreasons for close attention to security ,

,,procedures for receiving, using, and returning test
materiari9 .

13.' 0Each teacher received one copy of each test (ITBS
and CAT), administrator's manual; and answer

,sheet9

'14. 'Each teacher returned one copy'of each test (TITS,

and CAT), administrator's manual, and answer
sheets?

Yes No

.1r.
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MAAP Orientation

Form Y -6 (Continued)

0

. *

Teachers Participating in MAAP Testing
I

Name '. Level

Attendance
Orientation

at

Meetim_
AbsentPresent

.

1,..

2

. .

2.
.

1

3.
-.4

- --.

r .

5.
.

.

.
.

6.
.

.
.

.

.

7.4
.

.
.

.

v /

8.
v-

. ,

10;

.

.

'
1

.

;

.,
, --

.-

.

11. _

*.

. i .---

v
v

v

12.

li

, ,
v v

z,

confirm that
(Teachees Name)

bility of collecting and transmitting to the System MAAP Coordinator all*P-1
v

Forms completed by teachers in this building immediately following; the MAAP

1

has been assigned- the responsi-

orientation-training session.

(Date Mailed)

(School) MAAP Coordinate0-

-e-iteceive4)

(System MAAP Coordinator) .

Deadline for receipt-of:this form by System MAAP Coordinator: March 5.
,



/f

FORM Y-7

kEPORTOF MAAP TESTING SUPERVISION

choo, System

School,

, confirm'that the following MAAP supervision
'(School MAAP Coordinator)

activities-were carried out in our school between

and
' (date)

(date)

ACTIVITY,
CHECK

Yes No

. Was each .participating teacher (test administrator)
observed by you-on at leastone occasionduting ch
MAAP testing session?

'''
.- -

, . .

." Were you accompanied by system -level ,p sSnnel at
any time duttwyour supervision af'teachers in your
school ?.,

... .. e

Were youkccotpanied by MSDE persOnnel at ay time '-_
during yo'ut- 4upervisio of teachers in y r eZhool

. Were all teach
MAAP testi according to specified guidelines
and u specified conditions?

observed by you conduCting the

If your assistance:was required after a testing session was begun, on any
,Occasion.,' complete the,form below:

-

Nature of Problem or:Situation Date

(Date Mailed)

(00601 MAAP Coordinator)

(Date Received)

,(System MAAP Coordinator)

peaiine date for receipt of this form hythe System MAAP Coordinator:
after completion of MAAP"Testing.

,

1

49
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Chapter 5

-Cla;isroomiLevelMAKE,Responsibilities

A. Geiser I; 1 .
,

----4

This c apter:be: the!Maryland Handbodk on Accountability Assessment
: , 4

.r , .

contains tljle specific guidelines for administering the tests chosen for
r , - ,'. . b

, '

i''
1

the;Maryl: d taountability Assessment Program (MAAP). These guidelines
.;/

will be clearer to if you have read the other chapters of this
:r

you

,' ,' ,HAndbook/./ 4
: .', l

,

// 'pur, major. responsibility.4s to insure and verify that all phases
/ ./ .,,-, ,

crf testing in your classroom meet MAAP guidelines- This Handbook is
. , /./., .0

yout OiMary resource. for carrying out this important responsibility.

.Yotii=SChool MAAP CoOrdinator will see that you receive all of the necessary

tests, answer sheeteand related materials. He/she will inform you
. ,

about MAAP orientation and/or training prior to the testing dates.

Make no assumptions about MAAPtesting 'Simply because you have

administered tests before--even if you have used the ITBS and/or CAT.

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

have admin1stered,tandardized group tests before, you already know

that the most cruciil part of the test administrator's task is to be

organized, informed, and confident. This "pink".chapter of the Handbook

is designed'xo assist you in meeting your assigned MAAP responsibilities.,

B. Becoming Familiar with MAAP Guide1in

, 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.

It should be read in its entirety, 41th particular attention being given/

to this chapter. The pink report forms that appear at the end, of this

chapter should also be evmined quite. carefully. Only by having read

and thought about the contents of this Handbook will you be prepared to

solicit needed information at the time of your orientation-training

session. -The information contained in this,,HandboOk and that presented

51
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at the orientation-training session will serve as the baids for answertng

many student questions about testing that will arise prior to and duriti

MAAP testing.

C. Particip- ation 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 adAking to standard testingprocecls and-con-

ditions. Each teacher should make certain that he /she has received a
-.-

copyof this Handbook and a copy.oftheMAAP test schedule at least.one

week prier to the orientation- training session. A discussion, of specific

responsibilities should lead to a clear understanding on the part of

teachers as to how; when, and frgm whom test materials will bereceived

and how, when, and to whom they:a4re to be returned. The discussion should

also lead to a clear understanding of the cOndttions under which a student

may be excused from taking the test. The criteria for excluding untestable
4

pupils will be provided hyMSDE. -

One of the most important functions of the orientation'-training

session to provide instructions and training. relative to the

actual administration of the IMO, and the CAT::For this aspect of training,
:-z!f---,:9.

each teacher should receive onecopy each of"the 10$ and-CAT administrator's

manuals and appropriate answer,sheete. During this'eomponentof'the

orientation- training, teachers should read over all instructions which

I

apply to those sutiests of the ITBS-and' CAT that will be administered

asp part of the MAAP. All teac, should haVerhe opportunity 'to study

and becote thoroughly familiar With he applitableadministration instruc-

tions and procedures.
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Some school sySTtems will have prepared their own manuals for-test,

administration. So long as these manuals do not in any way prescribe'
,

conditions and procedures which deviat

administrator's manual, they should be

published manual.

The orientation-training session

14 als nor fewer than seven (7) days

e from those "in the regular,
.

to supersede the;

.

.

should be scheduled not mbre th0

prior to the first day of regui4ly°

scheduled testing. , .

,

,..,
,-..?

A report of the orientation-training(session. and ofi,the activities=`

which tookplace in it should be Made on Form P-1: This report should

be completed\ giveilto the teacher designated by,the School Building'

Coordinator to collect them, and mailed to the System MAAP TeSt Coordinator.

not more than two days following the orientation- training session.

D. Receiving, Distributing, Collecting, and Maintaining Security cif
all Test Booklets,'Answer Sheets, and Related Testing Materials

1. Receiving Materials

Each teacher should, receive from the School MAAP Test Coordinator

enough test booklets, answer sheets; and No. 2 pencils for each

pupiLbeing tested in his/her'classroom. The teacher should also

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

sign. After these'Materials have been received and checked, the

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

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

Used.' They Should NEVER be received prior to the date-of the

scheduled testing. *,

2. Distributing Materials 11-<'
.

Each teacher isrest)onsible 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
ro

'more or fel4er items than called for in the manual, and no exceptions

'should be made. F
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$: .e:,

.,

3. CoilectingMatezials . a,,
.., ,., '

-.. . . ,.._-.......z....,-... ..,; , .,, ,.
Each tdacher is reSponsible for collecting from each student'.

those materials used by thei.student for the just completed test. It.. ..
is recomthenaed that students not be asked to pass test 'materials ``...::

...to other students but rather that they be instructed to acrange them
. .---,

on top of their .desks"U such ,a ,manner that collection is maximally
1-.;

efficient. For exainPile,',:students might be asked to .put their answer
, :,..... ,sheets and test booklets ogether with the answer sheets oil top.

-.Pencils .co-- ich t- li en.be.-0
.:
i ected feparate l y . By collecting all :of

the materials himself/hbrself, the cteacher does .not have to recheck;,; . . i,- >

the materials after their collection to Make certain that materials
were received fiom-i-each student taking the test. ,Any temporarily

t7.

missing materials 'should be accounted for
7

th
before any students -leave

.... it classroom. .. ..
---;-.

4. Maintaining Security- of Test Materials i A , =.;...0
''.1.1,":' :iti --...

' ) ' Test tiftiterials should be received by the teacher nn th(4,da/of
,testing.

.--;
..E 1." .t

testing. ITBS materils should 'be te,turned tcb the School Test -
. I T

,

Coordinator on, the Agy ITBS. test`ing'is concluded. The same proeedure '''''
.: 6 .0 . :f c

-,

-.4.
').-, ,. ishould (be followed for CAT testing..-..Teachers shiou.114 .make 'certain,.

esa.,1, t,";-' :* , .Z., . 4o-
that studentsstucfent do not keep.iiestcAaterials in their, ,possession excep.
during the regularly sOedilled .testing period. At t1W- beginning 4''

.40.'of each testing sessi.cd, teachers'should check to make certain that -..-
, Q. . , -.; - ;,.:

students- are marking answer aheits correctly and that stilkents' names.,'.y.
4

_ .

`' ./ ''.
4 have been -properly ree'orded. ...;., ,. %sr' ?:''

0
414ii) .

1:7:2, ...1 . ... .

Upon the collection', of-test l'obic.t.'ets and answer,.sheets, feathers
.....:, .

. . _ ,..._ .s.'4-'should arrange` the4lbokirets in sequence according to ade numbersVsv
. ,--,. . . -,-,--..,

.; ....,,,, , t., . 1
Such an organization of material,s, by the fteacrigr 44111:-Yacaitate
.the'check-in,process when thebe itemi.4;fare ret4irne0, to the School Test, A,..,..., ,..r t,-`1,-

eCoordinatori'foim Whom they werer1 ec ,iyedi4"Return of the approptlate
..,

-,

t , y -
materials wij.1: be confiimed"y

-
henl thetchoW: Test Coordinator records .7

.---.

Coordinator will dlso dbilect-Forfas P-2, a daily reporeOfettbseteef
quantity of answer sheete and sitns Form14,3: Th4-1.6thOolikAAFizi -

the quantity and &de numbers of test booles,and;the ..i.?,.. `,,

',...,..

, , , q
. thts,.. ..". .. .

`..., -r 4%'-.

.

7'Fi* . ' 4 : ,:-. ';"

(.4*: ''''''t. ''.2,,!:,':

, ..4 it.
.1 ,-,a,""

,

- .2.

.? .ettt. 1 ,, 7 t 471' . .17 , '
eachand incomplete tests, and P-.3; a-timing d.hitet;--41-tter each testing 7,

. b ..i.,,,_ q r re., , ,,ie-
! t''' '0.session.' .-- i -,4y -,-

'mil
_,,Z.tzv4; -.4..-.44,..,

4.., m...,/ -..:...---

.t .,,,,'A .
7.-' ..

S . ,.
9,,, t.t

'10

,y1 .

. - \

-7 gri
wSy fir'

2 //"
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'`-1. ? '
. v. .v v. )r

:F. PreparingStudetts.ind the classrodm for Testing
,. :

.

1. .Preparation otStudent
, . )

.

,.,Teachersshatild expian to-studetns%as succinctly as. possible
.

. ,

the reasons they are being tested and what uses will be made of the
. .. e .,.

I .. , I . .

regults.: Evidence suggests'that students do not respond favorably
,* .

,.

to 16figthy, detailed however accurate they might be
.

-

Whatever.explanbtioil4e,offered,it,ehould be presented a lew*days-
,

prior:to the beginning of .testing. Time should be allowed .and

teachers should be prepared tO answer students' .about

the testing in whiCh they will be involved. All third grades will

be'administered: the Houghton-Mifflin practice'test approximately

one week pripr to the'actual MAAP-testing.'.These practice tests

will be dibuted by the School MAAP Coordinator.

One of the most important factors-affecting the students'

psYchological readiness for testing is the teacher's 'preparedness

and confidence -14hich is manifest. in the testing situation. If the

e -C

-
teacher can be just as much ,a ease on the day of testing as he/she

,

is, on other days, this will do much...to ensure reliable and valid results.

Being coTpleeely'familiar with the contents of this .Handbook and

that of the admintratoris ranuarVill'do much to help the teacher,

answer questions:and to feel comfortable and-tonfident at the time

of testing. : _

In preparing' students 14ycholdgically iO takethe test, the

relationship between their effort and the result should be discdssed.

Too, the sign fi,cance and planned uses of the results should be

explained, he task'here is to establish the proper.Psychological

set for ta ing the test. In`additioft to discussing other features

of the ITS testing session:th, teacher should sajr:

1..;

;,

e Iowa Test of Basic Skiils.,:shows_how muck you know about
ading; writing, math, vocabulary, correct English; and

pelling., The test also shows yourabiIity to usecharts,':.
,'

, r, and'reference materials such as the, dictionary arid
the encyclopedia. ,

"This claSs, takes 'these tests fo'r some other very important

V
5 a.;

reasons: First,.. the tests will help me Q.our teachers) help,

.55 .
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you improve those skills which needimpraving.'",-Second, these
tests will shOW howthe ,(third, fifth, seventh,. ninth) grade (s)
in, our school compare(s with.StUdents in other'schaOls and
in other states who.afe in the same grade. The teSts*will
notA,berused to showhow you compare with other studentisjd

4 this class or in this school. Third, each time yoU take, ,-

these tests in latergrades,it will help youitell hOwUch
you have -grown in these skillssince the list testing period.

"It is very important that youdo.your best on.these tests:'
Otherwise, they wen'treally show haw well you Can do Sb,
make- the tests give a true pieture af yourself by dOingthe
best tat you can on.eath one."

I

"Does anyone have any questions."

Prior to the CAT testing::Teriod, the teacher shoulsay:
. .

. .

"The Cognitive Abilities Tegt shows yaur,ability,to do Well i
your school work. The, test tells you and your', eacher(s).

how'wellyou think:. ICI's important to find oUt-how.:weil.',
you do on problems that are drawn id:figures' and aid-grams.
This helps teachers to knew, more about 4elpineyoU'learn:

n'. .

"There will' only be.onetesting session since this.tebt
shorter than the Iowa Test ofq3asic Skills .,Doly6iirThest and

try hard. to make the test show yourtrue:abilitiei.' 441.,

not be compafed with yOur classmates.,-We7wa# find.out,:

.how studentS261 .this'grade compare with Student4 other.-schoolS

in this stateand;,In other',Stites."

.

i 3

A 0

"Does anyone have any questionsZt

A-

The Practice-test-taking seSsionfor the third grade students
.

will show them how to mark the answer sheets.and will help:them to
/

understand. the effects of.straior,inaPpropriate marks: 'The.teadher
. . .

',..might well want to plan in advance ways of keeping the youngest
. : ,-
children task-oriented for extended periods oftime. Obviously,

.

these'efforts need to be within the general guidelines. prescribed.

for adthinistering the specific tests.
\

2. Prerfaration of Classroom for Testing .., .

It I.S\V& responsibility of the classroom. teacher to. evaluate
. .

.
, . *:, .

. . k

the condition's of' the cla sroom in which the test is to be .administered.

.2114
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4

4,

=;'

4

Specific attention should be directed to the amount of space between

the seats, the temperature of the room, the lighting in,-the. room, and

,. noise level in the room. If these-and other conditions ,believed,

important are not satisfactory, the teacher should contact the School.

Test Coordinator. In this event, the School Coordinator will have

to decide lf.tle conditions can be made satisfactory, or if a satis-

factory testing site can be arranged, or if the test., will have to be

rescheduled. ,Infairness to the students, tests should never be

administered. unless ell conditions are considered satisfactory.

r.
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MAAP CALENDAR FOR CLASSROOM TEACHERS

1.

, . .

Form

No. Report Title -

Deadline .4 :
for

Completion
and/or
Mailing

To. Whom

Givvi/..
Sent`'`'

Deadline
Receipt
Date

P-1

,..

P-2 41

o

P-3

Report of Orientation and
'Training Activities

/

Daily ReIort of Absentees and
Incomplete Tests

41
1

Tilling Sheet for ITBS :

.

2 days
.

following
IMAAP
orientation

t\ session ,

Day of
.

testing-

°

Day of
testing

..

System

MAAP
Coordinator

.

School
MAAP, Test

Coorlinator

Schdol . ,,

MAAP Test
Coordinator

7 days
following
MAAP
orientation
session

Day of

.testing

Turn in with
rest of
materials

is

o
,

e 'raj
. ?

f.

44:

".1

kAs.

'4'

,

-4
?..' .

$:: At;
At. .

1. .4(

4.

. -.

r

0

-.



4 I;

Form P-1

REPORT OF ORIENTATION AND.TRAINING ACTIVIIFIES

School System:

(Teacher's Name)

School:

Ct

, confirm that the following orientation

and training activities were discussed at the orientation and training session

held at our school on
(Date).

ORIENTATION AND TRAINING ACTIVITIES
(

1. Was a rationale presented for MAAP?

2.. Were general policies of MAAP discussed?

3. Were the reasons for maintaining standard conditions
for testing disdussed?

4. Were you given a copy of the MAAP Handbook prior to
or at -the orientation-trai44ng session?

5. Did you receive a copy of the MAAP test schedule fo'r
your system?

, .

6. Was it explained how,twthen,.and from whdm you would
receive test materials?

7. Was it explained how, when, and to whom test materials
would be returned?

Yes No

. Were the conditions under Which students should be
o - excusers from taking the test explained?

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

10. Were you given sufficient instruction 'in h to

administer the Cognitive Abilitieg Test?

11. Were you given a copy of the ITBS manual and
answer sheet? . . .

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

59
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Form.P-1 (continued)

ORIENTATION AND TRAINING ACTIVITIES

I

,
13. Was there a'discussion of exactly how you4should

time the tests you administer?

14. Was it explained that beginnidg and stopping.times
for each subtest should be recorded on the form
provided and not on the, chalkboard?

.15. Was it explained how make-up testing should be
scheduled and conducted')

J

. Yes c No

,
This form should be completed'i:mMediatelylollowing the MAAP orientation-

.

trarning sesslig. It'should.be given' to the:teathet designated by the School

Coordinhtor to collect them.

Deadline for mailingthe P-1 Formt to the System MAAP Coordinator: Two

days following ,the orientation session.

0.
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Form P-3

TIMING SHEET FOR ITBS

Subtest Starting Time Working Time 'Stopping Time

Vocabulary

Reading
Comprehension-,

I

Spelling

Capitalization,

Punctuation

A
Language Usage

Math Concepts

Mattqroblem
Solving

17 minutes.

01.

55 minutes'

+' 12 minutes

+ 15 minutes

20 minutes

201minutes,

3Q minutes

30 minutes

This form should be turned in to the S chool_MA,AP Test Coordinator .with'

the rest of 'the test materials.

1.

a.

Q.

69.
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