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FOREWORD |

- . . - . . -

This manual is designed to assist you in your work with the Stanford
Research Institute Follow Through.Evaluatlon testing program.  We have e
tried to provide answers to most of the questions you will encopnter. .

You will find job descriptions for each person working‘in the test-
ing program. In addition, you will find described the whole testing pro-
cedure, from the Rerional Training Sessions through the, return of test
data, , By reading through th;s manual thoroughly and becoming familiar .

- with it, you will learn the Jduties of all the people participating in
the data collection effort.

'
N ' s

. Never hesitaté to ask questions abbut any phase of your duties.
- ' Please remember that manyvZpeople are ready to assist you with your
o problems. , .
We feel that the‘Follbw Through Evaluation will prove to be very
important to-American education. Much credit for its -guccess will go '_
- to you, our Field Staff. . . . ‘
- ‘ "A . . )
STANFORD RESEARCH INSTITUTE .

Follow—Threugh-Evaluation—Project

N - o




I ‘THE FOLLOW THROUGH PROGRAM  , . .

N A e N a4

¢
.

Follow Throdgh'is a number of planned education programs for children
in kindergarten and primary grades (1-3), It was originally authorized
by Congress in 1965, as part of the Economic Opportunity Act for children
who had been in preschool programs such as Head Start The Follow Through
Program is under the direction of the United. States Office of Education

(OE).

In the beginning of the program, OE invited a number of education™
institutions, school districts, and individuals to submit proposals for
a planned primary education program. The purpose of Follow Through is to
help children in the program maintain educational gains made in preschool
programs, and continue to mdke gains in their primary school years. OE
sought designs that would teach the child skills and attitudes that would
both enhance the child's image of ‘himself and increase h1s chances of
succeeding in his school years and beyond. .

. ‘ , . . ?

It was felt that'such‘an‘undertéking had to involve the child, the
parent, the school, and the community. It was required that parents be
included in policymaking and program implementation and that such programs
‘include provisions for instructional activities and for health, nutri-,
tiohal, psychological, and social services, A number of .plans were ap-
proved. Designers of approved plans are called SPONSORS.

P

School districts in which there were Head Start programs, qu where

suiiipient—numbers—ofTéﬁiiﬁimnr—tnwrﬁsrtgtbte for aid under: the Economic

Opportunity Act, were invited to beceme a part of’the Follow Through
program by accepting one o; the twenty primary education designs approved
by OE, or by submitting a plan of their own. In many instances, the pro-
gram was impleﬁenfed in a selected group of schools in those areas of a

school district where eligible children lived.’ .-

A PROJECT 1is a school or group of schools that follor a particuiar
education program design. Cities or stowns where Follow Through projects

‘ are located are called SITES. One site may have many piojects. The

local head of the Follow Through Project is called FOLLOW THROUGH DIRECTOR
(FTD). Every project also has a Policy Advisory Committee (PAC),
least half of whose members must be Follow Through parents.

-
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I1 ¥OLLOW THROUGH,PROGRAM DATA COLLECTION -ACTIVITIES _ —
‘. c ., ) N - ~
’ . . ' . N Lo ’

. -

Provisions were made td collect data on the Follow Qhrough Program. .

These data would be analyzegd so thatijudgments could be made about whether
the Follow Through Program is.doing its job. : . . s
< a - o

Evaluatioqs are conducted by local projectsd sponsors, and OE. The )
OE evaluation of Follow Through includes a nation-wide assessment of spon-
sors prograns, -and children, OE has commissioned Stanford Research In-
stitute (SRI) $o collect child and parent data on Follow Through.; Abt
Associates of Cambridge, Massachusetts has been commissioned to analyze
.the datag J\f ’ - -

] L.

) A major par: of the OE national Follow Through ewaluation}child
assessment is the study of Follow Through (ET) and Non-Follow Through
(NFT) children from the beginning ofitheir'compulsory school experience .
through the third grade year NfT,children were rselected by local com~
.munities us1ng guidelines prov1ded by SRI. They were selected to be sim-
,ilar to the FT chi1dren in ethnic and socioeconomic background, and’to

live in similar communitiés, NFT children are in the same grades as FT
children, but NFT childrén do not participate in th ©0llow Through’
planned education program. Since FT and NFT chi1 ren can be expécted ¥
to face similar difficulties in school, any significant differences be-
tween the performance of 'FT children and that of NFT children’ are likely
to be due to the Follow Through Program.? - .
. > C

Both FT and NFT_phildren are given a battery of tests when- they enter
school (at kindergarten or enteri first grade) and at the end of the”
third grade. Testing at the, beginning of. school is referred to as base-
line testing. Chikdren tested at the beginning of school in a given year -
,represent a cohort (see Figure 1). Some chi1dren are tesSted at interme-
diate pointsabetween the beginning of schopl and- “the third grade.’ Parents
of many ,of the8e children are interviewed at the'iime of base11ne testing

and at the end of the third grade year. , . s . ~ .

.

b
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- . . ! .
l - This Spring, SRI will conduct the fbllowing data collecgion activi-
" ties fof the national ‘evaluation of Follow'Through~ L §§ i
(1) cpild testiﬁg - N ‘ ‘ A
T (2)- Parent interyiew . . s

(3) Survey of teachers and teacher aideg . C
(&) Collection of data on child atfendance and attrition.-

(5) Collection of datd on services available to the child.

. _._} - - -
1

Child testing and collection of ﬁttendance and attrition data are
the main focus of this manual .

- e

® » .

Child Testing / -

’

Group tests will be administered by SRI test teams to children in _
selected Follow Through proJects according to procedures outlined in this

- manual‘ Y " L . ! .

Yo
‘e

v

“Al1 members of the test team will be trained by "the SRI Field Opera-
tions staff, Onfl those persons who'have satisfactorily completed SRI
training will be allowed to test,

« -
- -
- . .
.

Selection of Test Sample

Certain grade levels in certain projects”have been selected for test-
ing by the United States Office of Education. Projects anq'grade-levels
were selected on the basis of such things as whether SRI had tested chil~-
dren in the project in'their first .year of school, the presence of Head
Start Planned Variation Programs in the project community, and the ability

* of the project to provide a represéntative ‘cross section of  the Follow ’
: Through popslation.

»

ﬁ SRI has selected the children who will be .tested on the basis of
such criteria ag the availability baseline test data and a history of
»~entering-grade parent inteTview data.

l

Sgring l97§ Test Battery . ' . .

.

t

The Spring fest battery was selected by the 0ffice of Education.
The Metrrpolitan Achievement Test (MAT) will be administered at each grade
1eve1 to

A

be tested on each site.- ’ \

L4

i ) ’ N\

o

-




.. At third grade level, the Intellectual Achievement ﬁespoﬁsibility
Scale (IAR), Coopersmith Self-Esteem Inventory, and Raven' Coloured
Progressive Matrices will also be administered.- 7, ;7

-

’
[

-

L

Metrépolitan Aéhievement;mests

These tests were tirst included in the natio/al Follbw Through
evaluation in Spring 1972, The MAT was se&ected becgzse it covérs several

‘areas of achievement,- it has norms based on a standardization ple that

includes children from.low~-income families, and it hds good reliability.

SRI will administer Form F Fourth Edition of the MNE series,’ published

by-Harcourt Brace Jovanovich Ing. . /
There are six levels of the MAT, designed for given grade levels. - .

The Office of Education requires that the Yoilowi levels of the MAT be .

used: ) . . . ; . \

ae o . '

-

Grade Level MAT Level

-

Second Grade

Primary II
Third Grade

’ -

QElementary .

The MAT covers the areasloilreading, 1ahguage, ahd mathematics:

(1) 'Reading. Language comprehension and three types of . B
reading skills are assessed ’ -
. ; .1 ' v
. Word Knpwledge--This includes items in which the

’ ) child qatches a word to a picture (grade 2),
or matches a word to a definition (grades 2 and 3).

P Word Analysis-~This ineludes items in which the
‘ child recognizes words read aloud (grade . 2)

. e . Reading Comprehension——This includes items in which
: the child answersbquestionsAabout a story (grades-
2 and 3). " \

A

(2) Language. Spelling and knowledge of grammar are assessed
~in items in which the child writes .a word read aloud
(grades 2 and 3) and detects grammatical errors (grade 3).

< . ~
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3) Mathematics. ‘Three areas of mathematics*are assessed:
/ . . ', PR 3 .
Lo , 'Concepts--This includes items in which the child
utilizes concepts ox number relatiVe size, frac-. .
tions, money, tihe, and the like (grades 2 and 3).

_Computation=-This includes items in ‘which the child " -

does arithmetical problems (grades 2 and 3).

Problem Solving~-~This includes items in which the
) child answers multiple choice questions about'proh-
lems ‘(grades 2 and 3 only).

. f

Tests Given at Third Grade Only.

-

. Raven's ‘Coloured Progressive Matrices

The Raven' s Progressive Mdtrices Test assesses problem
solving in the visual. perceptual area, 1It was included because it is
one of the few availéble tegsts of this nature witﬂ'satisfactory reliabil-.
ity. The child is asked to apply knowledge gained in solving one problem‘*é
‘to the solution of’other problems on the’ tgst. The .items present the
child with'a pattern’in which a piece is missing'and he~must, select the
appropriate ?iece from several alternatives,

’ - BN L y

.Coopersmith Self-Esteen Inventory

The Coopersmith was -included because it has satisfactory
re1iabi1ity and is a widely used measure of self-esteem in older children.
SR& has included all the original questions in the inventory. The child
is given a get of statements and is asked to describe each statement as
"like me," or "not like me,” T ( ~ :
\: i'

. Iﬁtellectual Achievement Responsibility Scale *
. r

- -

: This instrument assesses the child’'s locus of ‘control or
the degree to wvhich the child,accepts responsibility for his own suc~
cesses or failures. Al]l 34 of the original test items are included in
the "SRI adaptation of this test. The wording of the items has been re-
vised by SRI. The_child is presented with statements and two alternative
phrases which complete the\statements. The child is asked to choose one
of the alternative phrases, . ' . —

~ v . )
‘ ’ . 7
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\VCollection of Attendance an& Attrition pata‘

SRI will collect data on attendance for all Follow Through and
. Non Follow Through children tested this Spring. : .

v . ¢

SRI|personnel will search school records to find out the number of

;444*"*“”.:*~days~eacl tested child has been absent from school. Information on dates '

children|left or entered a given school will also be collected.

»
- . N
AJ
¥ -

Collectioh of Service Information

SRI personnel will cheék school records. to determine the avail-
ability of certain services (e.g., lunch, medical care) to children who
have been tested. ' B :

/’_‘ ' ‘ -° e .‘ : ) ' . ._- ,
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s , " ' _ II1 'SRI TESTING FORMS _..r=" '
. . . .
The compléfiorn of forms is very.important in t/p testing process.

Testing forms are discussed throughout this manual.’ Forms related to the -
topics in each chapter are listed and discussed at the end of each chapter.
Exhibits .of all forms are in the back of the manual, Table 1 lists all =
SRI testing fo¥ms, their purpose and the pages on which they are discussed ’
in this manual, - s

\

Purpose . T o, . ’ T

‘The main purpdsé of SRI forms 1is‘to assist the test team in planning
and organizing activities, and to provide a formal system for documenting
the testing process, The forms that are returned to SRI become orficial
Field OPerations documentation of the evaluation. ’

- PRV SR ———— e e QU

Organization of Foims "N\ .. o
Forms are distributed to testing personnel in a manner in which they
can be most accessible to those who must use them. Forms may be found in:

[

¢ The Site Coordinator’ (SC) Project Kit [
"F - ~, \ ’ L R ) ~N

_.* Test Team Work Kit . . ‘
*+ Site Coordinator Journal

* -Supervising Tester (ST) Handbook T
A ihe Test CZ;ten.‘ . ' .
- The Site Coordinator Proﬂect Kit is an ettacheZgase given to the éq . 4

at r;gional training. - It contains extra copies of all forms. ;po

The Test Teanm Woéﬁ Kit is a cardboard‘éarton given to the ST at-re-
gional training Ité}bntains copies of forms used by the test team,

» ’
o % i

Y P
The Site 6gordinator Journal is a looseleaf otebook given to the
SC at the natiortal Site Coordinator.meeting. It contains forms used to"

document testing activities and personnel records.

' [ - [
v 12 . -
R .
. &a 5 ¢
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. The SupervisingtTester Handbook is a looseleaf notebook given to
the ST at regional training. It contains forms used to document testing
activities and personnel records. .

N .

%

.Test cartons are packed by grade level and contain approximately
30 copies of the appropriate test or tests. They cdntain classroom
testing worksheets, logs and materials ror packing and shipping the car-
ton back to SRI, .

Training Materials

#Copies of forms to be used for training purposes are found in the

Red Binders o ’ e

. ‘Blue Binders
Local . . ) o .

s Extra Test Carton.‘

-

‘A red binder is given to each Supervising Tester and Site Coordi-
nator at regional training. It contains fcopies of teSt%booklets to be
.used on site and samples of 311 testing forms, N

A blue binder is giveq‘to each Test Assistant at local training,
It containg copies of test booklets, the testing source roster, and
Tester s log. © o, \ .

. [ )
5 ~ .
7 7 7 » .
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Aruitoxt provided by Eic:

e’
.

. Table 1 :
. *°  _SRI TESTING FORMS -
. . - Discusse&
Exhibit Name of Form Purpose Found in Used by . on Pages
- . e . -~ )
1 -Testing Source Roster A/A, book- SC Project SC Test 45-53, 71 |
let labels Kit Team
LI +Classroom Testing ' Organiza- Test Carton, Test Team 72, 94, 95
Worksheet for . tion Test Team ’ :
Second Grade Documenta- Work Kit '
' tion
6 - Classroom Testing Lesting Test Carton, Test Team 72, 94, 95
Worksheet for organiza- Test "Team ’
Third Grade tion Work Kit
‘Documenta- -
- tion
© v
21, 27 Daily Log Documen- SC Journal sC, sT - 19
- tation ST Handbook : . )
23 Field Staff . Personnel  SC Jourmal  SC 32
- Directory organiza- - : '
a ‘ tion - i ,
28 ' Follow Through Communica- SC Joyrnal.  SC, FID 39
Dirvéctor's Infor~ -. tion .
mation Sheet ) !
30 Follow Through Invoice Dogumen- - SC Project  SC,"ST- 123
for Services tation Kit ,*f’ - a
. r ' » - - -
25 Local Training Récord Documen~  SC Journal SC, Test 69
R ’ tion ’ Téam
17 School Testing Infor- Comminica~- 'Test‘: Team ST, _School 29
mation Sheet - tion . Work Kit Principal ~
13, 22  School District Per~ Pocumentd- SC Journal SC, ST 51
sonnel e tion ST .Handbook ,
24 ' Site-Coordinator "-* Personnel *SC Journal 39
’ Schedule Plamning \ organiza~
- Sheet . tion :
13 - SRI Testing Staff .  Petsonnel ST .Handbook ST 32
: ) - documenta~- ‘
- ' " tion
. ' . ,
[N
17 . "




Table 1 (éonciuéed)

' Y -
- t . . . . -
, “a . s Discussed . )
Exhibit Name of Form Purpose  Found in Used by~ on Pages
4 Superyising Tester Personnel ST Handbook ST 109
. Field Record - documenta= - ’ .
: ) tion.
© 15 Supervising Tester Testiné ST Handbook ST 39, 41, 52
¢ Planning Sheet . organiza- 'y )
. . tion .
18 Teacher Information Communica- Test ";‘eam ST, Teache;' 29 :
* Sheet - tion Work Kit, 4 .
SC Journal"
19° . Test Assistant Documenta- ST Handbook ST 29
Attendance Record tion ) o
i o= Test Assistant Notepad .Documenta~ 4Blue Binder, TA g,ét_-
. .y T tdon. Testing Work L ‘ _
- ; . S Kt TTT——— % . i‘ o) .
. . a - ) : y . ( ¥ FT\——‘\M
3,4 Tést Carton Packing ,Ozjgzmiza- ‘Test Carton T \31;, Team 70 o -
A and Inventory . . tion = - _ S
‘ 26 . Test Record Documenta- SC Joxfrna}. SC, SRI *I_bg), 113, (
' ‘ tion . ~ . 3:'14, P v
o Preliminary Test Documenta- Mailed sC - 49 -
. Sample * .\ tion Separately . &
' . to SC o <.
“ 7, 8,. .Tester's Log Documenta- Test Carton SC * 72, 95,
9, 10 . ) tion . pa 11 TN
11, 12 Test:Team Assignment Communica- Test Team Test Team :69
16 Sheet tion ', Work Kit’ ’
* i? -
"(
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%
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+. .- IV SRI FIELD OPERATIONS
"5\'() ‘,- ' .
The SRI Field Operationsﬁstaff is5responsible for child testing and
rostering data collection. . .
. The Field Operations stégi is headed by a Manager of Field Operations. .
Working 'under the Manager are FIEID SUPEBVISORS SITE COORDINATORS SUPER-
VISING TESTERS, and TEST ASSISTANTS (See Figure 2.)

A Follow Through Field Supervisor (FS) is responsible for the organi-
zation'%nd supervision of data collection in several sites. This person
‘hires Site Cbordinators who act as-local supervisors. :

e \ ) - .
Testing personnel work in teans. The Superbising Tester serves as
* team captain. Usually the Supervising Tester is hired by the Field Super-
visor. The other members of the test teams are calléd Test Assistants (TA),

The Field Supervisor, and in most instances, the Site Coordinator ]
and Supervising Testers are hired and paid by‘SRI. Test Assistants are
) and paid by the local school district. However, all test
teanm personnel incly

P Assistants, work under the supervision of
the Field Supervisor and the‘Site Coordimator.... ..

. -

N et
” v .

° . ' . ’ !

Major Tasks _ S o '

The major tasks of Field Operations are: -

(1) Preparation of a testing sample

12)‘ Liaison with the Follow Through community °

(3)~’Training -of testing personne1

(4) Testing of selected c1asses.and'chi1dren:
’ (5) Collection of child attendance and services information

(6) Editing, packing, and shipping materials to SRI.
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Screening and Hiring

Thoﬁgh Site Coordinators and Follow Through Directors may be asked
to screen candidates, Supervising Testers are hired by the SRI Field
Supervisor.” This task shouldl be completed well before regional training.
Supervising Testers should be able to read well aloud, Supervise small
groups, and work well with children. Administrative procedures related

—:to~hiring~are~explained on page 119,

Screening and hiring of Test Assistants is the responsibility of
the. Follow Through Director. 1f possible, the Site Coordinator should
assist in this process. The number of Test Assistants hired should be
three times\the number of Supervising Testers, If'possible,'at least
one extra-Test.Assistant should be hired to serve in é%se of absence.
The Site Coordinator should check with the Follow Through Diréctor to -
see that the correct number of Test Assistants have been hired.

Each school district has its own criteria for hiring Test Assistants.
OE guidelines require that Test Assistants come from the local Follow .
Through community and, where possible, that they be of the same ethnic

background as the children to be tested. SRI guidelines require that they _
read and write English fluently, be able to work with small children, and
administer the SRI test battéry competently. . s N

Test Assistants work under the supervision of the Site Coordinator. -
and Supervising Tester. Only Test Assistants who are judged by the Site
Coordinator to meet SRI requirements will be allowed to participate in
testing.

Assignment of Personnel .

In planning testing, the Site Coordinator must assign Supervising
Testers to particular classes and schools. Test Assistants must be
assigned to Supervising Tesf®ers. °

i .

Assignment of Supervising Testers to-/Schools

In making these assignments, the Site Coordinator should consider .
the class to be tested and the Supervising Tester, For instance, a i
large class may present more organization and discipline problems. Such 2 »
assignments should be made to Supervising Testers,who have had success- ’

ful experiences in such situations, ]

-

T e
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s No Super%ising Testers should be assigned to classes in which’
their children are registered. ,

When it is necessary to assign a Su ervising Tester to

" ‘more than one school, distances ‘between .schvols and trans-,
portation problems should be considered SRI pays mileage
for a ST's use of his own car, ‘but does not pay for taxis .
or rental cars. (See page 121.) . ;

#®

s If possfhle, the Supervising Tester should be of the same .
ethnic background as the majority of the children in. the a
class. , . .

-

Assignment of Test Assistants to Supervising Testers

- v v »

" Since the Supervising Tester and Test Assistant must work together 4
as a team, the Site Coordinator must do this task carefully No assign-
ment should be thade until the Site Coordinator has met all personnel and(
observed them, especially in testing procedures, during the training .

session. . . . . . L
P . . . . <.

The following factors should be weighed carefnlly: .
’ - - e e S J
® The necessity of Havingkat léast one Test Assistant on each

team who could serve in the absence of 'the Supervising Tester. *
’ . Y
: ., ® Compatibility of personalities. T c ' ’
* Ethnic composition ‘of the children the team will test., For ' .
instance, a Test Assistant who speaks Spanish should be //”
assigned to a school where many-childrén speak Spanish as a
first 1anguaga. , - - &
e The”’ location of the Test Assistants homes in relation to A
the location of the schools to which they are assigned.
) - v
4
Pay Procedures : ' R i it
Test Assistant$ . ’
| - t . ée.
1t is important that Test Asgistants completely familiar with ’
. istrict pay policy as soon as possible after they are hired. The Site ’
Coordinator should discus® These matters with the Follow Through Director. .

The name of the district person responsible for these matters,should he
determined, and these matters reviewed with him, )

- 4 N .




Pay Procedures Every Site Coordinator Should Know

—

* Basis of rate to be paid the Test Assistants (hourly]dai}xéu

The structure the local pay schedule

\

- -
c

Number of hoqrs per day Test Assistahts are allowed tq work

- 'Y

Method of reporting work hours,

¢

Due dates for time reports, N ¢ . o

Scheduie of pay dates for Test Assistants . -

\Responsibility fbr checking and verifying hgurs worked by
the Test Assistant. . .

N 4

’

Supervising Testers ,

3

2 .
. : . '
LN

SuperviSing Te¢sters as well as Site Coordinators are pa&d By Olsten
Services, a.temporary-ﬁmployment serv1ce, after their invozces have been ) ’
processed and approved by SRI. ' More ‘information on these procedures is

- found on pages.122-125. - . )

-~ ~
» - - ‘ . .

”f'é-t -

“ %
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S

"Evaluation of»Testing Personhpl s

R ¥

< «
“

The Site Coordinator is required to monitor'the activities of the‘
tbst team, and make a written evaluation of each Supervising Tester and” ' ..

. Test Assistant at the end of,ze%ting. It is the prime reéponsibility of ‘ .

' the Si'te Coordinator to gee that the procedures described in this manual "o
and taught at SRI training sessions, ‘are used by the team during "the data” - *

+  collection period. Any de ation must have the approval of the Fisld. - -
Supervisor»or the‘Field 0perations Manager. :

- v - . . .
. [ ] ~e .
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Job Déscriptionsv

»

° pages 18-23,

Job descriptions for the Field Operations Testing Stafi/appear orf1

-




'SRI,Iﬁeid‘Supervisor“ﬁob:Desoription .

° ,o

e e

’ and Supervising‘Testers at SRI training sessions. e . .

- Make initial contact with the Follow Through ﬁirector con- ‘ ;
cerning testing. L - . N
Hire the Site Coordinators and Supervising Testeys. - . \

Teach SRI administrative procedures to-Site Coordinators

Assist in teaching the test battery at- Régional Training.‘
" Determine whether ‘the Site Coordinators and Supérvising

Testers are ready for testing.' oo ‘ . ‘0. 7

Asdist the Site Coordinators in making arrangements for . .

lecal training. .

Establish and maintain good working re1ationshipp with ' -
v

school personnel and Follow Through Directors. .

Determine whether Test Assistants are qualitied and ready‘

for testing. ’ . ‘ ..

Check to see that the Site Coordinators properly com- . o .l_ N
plete a11 forms ) ) - L -
Be available to~assist the 8ite Coordinators in'the M
organization and supervision of data collection.’ . . , -
Verity hours Worked by the Site doordinators. ¢ -
Chéck to see-that tests are being administered acqording ’
to SRI guidelines.. 4 i
M . . 5 s . . 1
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SRI Site: Coordinator Job Description

L Participate in Site-qurdinator'Training-Sessions conducted
by SRI steff > .

.+ ® Make entries in_ the Daily Log from the beginning of training

. until all testing and rostering procedures are completed . .. g
h / ~_on site, . - . . . ‘ S N
. "Screen and recruit Supervising, Testers._" .-

e« Parti¢ipate in a two and one-haif day Regional Training .
" Session, conducted by SRI staff, by assisting in the train- - . .
ing of Supervising Testers. , . . .

¢ Demonstrate competence to administer the current test

.d’ battery and in testing proceduresrﬁo that he can train and > i
' supervise the test teams, ° . o . ’ -
' h¢ Establish and maintain close working relationships with ’
. Follow Through Directors, principals, teachers, and parents. . .
. v ¢ Meet with the Follow Through Director to make arrangements S , \
. for 10ca1 training and testing. ‘
. Consult with' the’ "Follow Through Director to determine
- whether the Site Coordinator's assistance is needed in .
-t " hiring local people as Test -Assistants.
N * Check with the Follow Through Director to see that all - . ‘ )
needed materials for the entire site have arrived.  Gheck h
"all materials thoroughly.l . '
.- Distribute training nmaterials to test teams, order any
~J additional ‘materials from' SRI. o
v ¢ Confirm with the Field prervisor and the Follow Through ' .
Director‘the schools and classrooms to be tested; meet
with principals and teachers to discuss testing space re-~
quirements, assignments of teams, and scheduling of.testing.
] Make‘a’tentative testing schedule for each Supervising
Tester before local training begins, ’ .
* ) Assign Test Assistants to test teams.
e Conduct, with Sipervising Testers, an intensive local . .

training gsession for the enfire test team. ' “

-

e Distribute the appropriate Testing Source Roster ‘to the
Supervising Testers.

27




SRI Site Coordinator Job Description (continued)

*

-

3y

Supervise the scheduling of classes for testing} see that the -~
Supervising Tester completes appropriate forms (Classroom Test-
ing Worksheet, Test Team Assignment Sheet, School Information .
Sheet Teacher Information Sheet). . '

Be certain that all test team members have been properly
“trained to perform their testing duties. " ‘

Complete the Follow Through Director Information Sheet;‘give
it to the Follow Through Director be!ore testing begins.

Be certain that the Supervising Tester has any lists of
children or classes to be tested that may be-required.

'Maké'aail;/:ontacts in person or by telephone with each

Supervising Tester during the actual testing 'period. .

Monitor testing daily to see that the test teams follow
testing procedures as outlined in the Manual.

Approve pay invoices of the Supervising Tester; certify that
the hours listed are true and correct; in some instances, -
assume. responsibility for Test Assistant pay records,

Go through each test carton at the conclusion of testing in

each class to make sure the Testing Source Roster, Tester's
Log, Classroom Testing Worksheets, and Test Carton Packing

and Inventory List are enclosed and that they are properly and
completely filled out. Check that a11 test booklets are labeled.

Check to see that all children scheduled to be tested have been
tested. Explanations for incomplete or missing tests must

appear in the Tester'’ 8 Log. . - LT ‘

o
Rate the performance of the test team On forms provided in .
the Site Coordinator Journal. : L

.o

Pack and ship all materials to SRI after checking the test
cartons.

-

*
Return the SC Journal (with all enclosuress promptly, as soon

as all site activities are completed,

‘Perform additional\duties if requested by the Field‘Supervisor.

Collect attendance and attrition data on all childrep tested.

.
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SRI Supervising Tester Job Description - » .

. Partic{bate in a twé and one-half day Regional Training session .
conducted by SRL staff. -

®* .Demonstrate competence to administer the current test battery
and competence in testing procedures. :

)

® Agsist in arrangements for local training,

. ® Visit the claSSes to‘be tested and "spend fime with the
children; check on class schedules.

¢ Assist in conducdting local training sessions.

o Supervise the preparation of all testing materials fordFach
class ta be tested. +(This includes completing the Tes

17 Carton Packing and Inventory List and the Classroom Testing
Worksheets,. and labeling of test booklets.)

e Plan a testing schedule based on a tentative schedule from
the Site Coordinator for the assignéa classes.

e Visit the school with the test team, Introduce them to ‘the
principal and teachers?‘check testing areas,

e Complete the School Tésting Information Sheet and give it
to the principal before testing begins.

. 'Complete the. Test Team Assignment Sheet and distribute a copy
% to each. test team member,

0-.Comp1ete the Teacher Testing Information Sheet and give it to
* 'the’ teacher immediately.before testing.

* Conduct testing so that friction with'school personnel and
parents is minimized.

e Record the daily attendance ot the test team on the Test .
Assistant Attendance Record .

e Check worksheets and test booklets daily. - s

o Check that all tester' s.iogs, test booklets, and tésting source
rosters are properly completed,

®* Rate the performance of the test team, using the forms in
the Supervising Tester's Handbook:. '

¢ Pack the test cdrton in the manner prescribed by SRI,

7 ., -
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Test Assistant Job Description - T /

¢ Attend a two and one-half day local training session copducted
by the Site Coordinator and the Supervising Tester. , .

* Provide own transportation to and from’ the local train ng
session and testing locationms. ‘ . ) /

t ] P
* Notify the Supervising ‘Tester of expected absence or ‘
targiness. ‘

!

e- Turn in the hours worked to the Follow Through Director or
to that person designated by the FID. : . -

. Demonstrate competence to act as’ 2 test monitor and perform

clerical duties. . * - fﬁ
b

. Ass{st the ST in unpacking test cartons counting, and .
checkrng bboklets for blank.or missing pages.”

)

e Assist in completing testing source rosters, filling out the Test
Carton Packing and Inventory List (labeling test booklets), and B
performing any clerical task requested by the Supervising Testern

Meet with the Supervising Testers, the principals and teachers
in each school assigned; assidt the Supervising Tester in"
establishing testing areas; become familiar with the school
building., . :. . ¢
Arrive, with Supervising Testerf at the test location early
‘each day to prepare for testing héfore classes begin.

. Serve as a momitor during group testing, - / . *

Report comments about group testing to the Supervising )
Tester for recording at the end of each group test session.

Help to organize all test materials for the following day of: <
testing., -

‘f'”Assist the SuperV1sing Tester in collecting all booklets and
'test materials and 'in ‘securing them in a locked place at the
end of each day..

" Assist the Supervising Tester and Site Coordinator in packing
coitpleted tests in test caitons. g s




Pérsonnel Forms - B o U
B Forms to Be Completed by the Site Coordinator. T

Field Staff Directory (in SC Journal)--This provides a readily
accessible record of persons directly involved in the testing .
etfort. The names,'hddrésses, social security, and.phone ’
numbers of Supervising Testers’ should be recorded as the in-
formation becomes available. (See Exhibit 23 )

-

Test Assistant Information Sheet--This may be used as a means

of gatherihg data on Test Assistants needed to make team assign-
ments. Space is provided for recording information about such
matters as trdnsportation and previous work experience. o

" Forms to Be Completed by the Supervisiﬁg Tester

1]

Test Assistant Attendance Record (in ST Handbook)-JThe daily
attendance of each Test Assistant should be recorded. (Seé e

: . Exhibit 19, ) ‘ . ‘ ' : .
PrL
s i SR1 Testi;g Staff (in ST Handbook)-~The Supervising Tester should"*

list the names and phone numbers of other SRI testing personnel
on site. This includes the Site Coordinator and other Super- -
‘'vising Testers, (See Exhibit 13.) . '
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V PREPARATION FOR TESTING : ‘ ‘
% 4 2
The number oi tasks required to complete testing'and the number of
' persons ‘who finally become involved in it make it imperative that a .
‘schedule 0f activities be carefully planned for each site (see Table 2). . .
The Field Supervisor, Follow Through birector, and Site Cobrdinator are

mainly responsible for.thesé tasks, b9t their completion requires the help
"_and cooperation of many persons in the local school district community.

"A comﬁlete testing schedule should include time for training, prepara-
. tion of materials, testing, make-up work, editing, and shipping of mate~.
‘rials. to SRI. , - .

Table 2

PREPARATION FOR TESTING

« P
e AT

Before testing begins, the following tasks must be c¢ompleted:

L ’ Responsibility of:
(1) Preparation of a testing schedule - ) sc, FS
:(2) Notification of school district personnel FS,'FTD, SC

concerning testing plans. This must in-
clude Follow Through Directors, pqincipals,
* and teachers, . . .

. A
(3) Screening and hiring of Supervising Testers. ‘FS, SC
(4) Screening and hiring qf Test Assistants . FID, SC,
- . ’ A )

(5) Regional training session for Site Coordi- ’ SRI Field

nators and Supervising Testers. Operations

. . ¢ )
(6) Local training session for Supervising L SC, ST

. Testers and Test Assistants,

(7) Assignment of Supervising Testers and Test sc

Assistants to teams. ! '

. (8) Preparation of testing materials, SC, ST, TA -

(9) School visits by the.test team. SC, ST, TA |
(10) Verification of classes and children to be sc, ST

tested.




Preggrgtion of a Testing Scheduleq

The testing\schedule is basically the responsibility of the Site
Coordinator. A tentative schedule should have been prepared by the Site
Coordinator, and presented to the Field Supervisor at regional training.
The schedule for individual classes should be finalized by the Supervising
Tester during or before the local training peried. . )

-

The following steps. are nécessary to complete the testiné'gchedule:
(1) Review by the Field Supervisor and Site Coordinator of
: classes and children scheduled igf/jesting by SRI. .

(2) . Confirmation of the classes and children scheduled for
testing by Follow Through Directors and principals.

(3) The drawing up of a preliminary schedule for each school
by the Site Coordinatbdr.

< .

“(4) Agreement by the Supervising Tester and classroom teacher
on a specific date and time for each class or _group of
children to be tested. :

-~

»

. JReviéw of Classes and Children to Ee Tested
by Field Supervisor and Sife Coordinator

, ] . oy _
SRI sends to the Site Coordinator a Preliminary Test Sample that 1ists
the j}asses or portions of classes scheduled for testing, Lg’gome cases

only-“a few children from a class are scheduled for testing.

. N » .

The Testing Group

Tests are administered to children in groups. A whole class or
a group of children from several different classes may comprise a test
group. The size of the test group formed from several classesﬂEhould not
exceed 25 children. Exceptions must be authorized by the Field Supervisor.
Except in the case of make-ups, the same group of children will be assigned
to. the five test sittings together.

"

Test Groups from Combination or Ungraded Classes

Combination ciasses are those where children at different grade
levels are in one class. Only children at the grade level designated for
testing by SRI should be inoluded in the test group.

36
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o«
Ungraded classes are those classes in which children have been
in school for varying lengths .of time. :

During the rostering process, grade level designationg were
assigned to children in ungraded classes. Only those children with as-
signed grade designations gcheduled for testing by SRI should be included
in the test group., .

Only one grade level should be represented Iﬁﬂghy test group.
This means that in a class where there are second and third grade children
scheduied for testing, a second grade test group and a third grade test
group should be formed,

' The Site Coordinator checks over the sample for errors and
omissions. The SC then makes a preliminary determination of the length
of time that would be required to test all the children in the sample.
The Site Coordinator and the Field Supervisor review the schedule and

. discuss the number of test teams that would be.required.

- . 4

Confirmation of Classes and Children

’

_After this review, the Site Coordinator presents the sample to the
Follow Through Director, mentioning the number of classes scheduled, the
length of time required, and the number of test assistants needed. Atfter
the Follow Through Director has seen and approved the plans, the SC contacts
the principal of each school involved and reviews with him the test sched-
ule for his school. As d result of these meetings, the Site Coordinator
"should be able to determine a particular ‘week or weeks in which testing
is scheduled in each school.

* ——

Drawing Up a Preliminary Test Schedule

The Site Coordinator then draws up a schedule based on the Preliminary
Test Sample and discussions with principals. and Follow Through Direptors
(See Exhibit 24. ) . 4

Table 3 shows the SRI testing gchedule by day for each grade level. -
"The approximate testing time required on each test day is also shown,
Time for preparation and collection of materials is not included.

-

This schedule should serve as a guide for Site Coordinators and
Supervising Testers in scheduFe planning. ’ )




Some parts of schedule planning are flexible and subject to negetia-,- o
tion in individual projects and schools. Other parts are not flexible . :
and must be adhered to strictly by all test personnel in. all projects.

.

The.following rules must be strictly adhered to:’ ' )
. . Testing must take place in the morning before the class lunch ' . '
- . hours. . . ; . ’

e The MAT must be administered over a fiyé-day period. .
‘ - " o Tests must be adminiatered by the SRI test team. " .

e Every effort must be made to test all classes and children
selected by SRI. T

- - . .
~ Table 3 - . . .
TESTING SCHEDULE
P Tester's Adminis- .
Test . Child's Direction tration .
Sitting . . ’ - Booklet Page Tine in . ©
Day ’ Test Section Page Number  Minutes® ]
“Q ’ - 2
4 . « y
Second Grade<-Primary Il MAT (Turquoise booklet) ’ ;
1 Practice Page (What to Do) 20 4-6 10 ’
Test 1--Word Knowledge ) - 2-3 7-8 18 .
Test 2~-Word Analysis 4-5 8-11 15 +
EY - . . . R
2 Test 3--Reading (Part A: Sentences) . .. 6-7 12-13 7 : o,
Test 3~--Reading (Part B: Stories) ' 8-10 T 13-14 23 -
- L]
3 Test 4--Spelling - 11 15-16 10 t
-Test 5~--Mathematics Computation ' 12-13. 16-17 18
4 Test 6~-Mathematics Concepts ) 14-16 18-20" 20 + . © ;
. 5 | Test 7—Mathematics Problem Solving 17-19 .. 21-23 23" '
Third Grade-—-l’-:lementary MAT, Coopersmith, IAR, Raven's Progressive Matrices
1 (Orange booklet) MAT Practice Page (What to Do) 20 4-5 5-6t
(Orange) MAT Test 1--Word Knowledge " 2.3 8 15 *
(Orange) MAT Test 2--Reading . 47 7 25
2 (Orange) MAT Test 3--Language (Part A: Sentehce Sense) 8 B 8 8 ) .
(Orange) MAT Test 3~-Language (Part B: Punctuation, .
Capitalization, and Usage) 9-10 9-10 22 ‘
(Yellow) Intellectual Achievement Responsibility Scale -~ # 15
. 3, (Orange) HAT Test 4~-Spelling . 11 11~-12 20 ¢
< ( (Blue) Coopermith 8911 Esteem InveRitory . . - % 25t
L .4 (Ormge) MAT Test S5~-Mathematics Computation 12-13 * 13 35 ’
- (Tan) Raven’s Progressive Matrices . 15 ) N
5 {Orange) MAT Test 6~--Mathematics Concepts 14-16 14 25 ]
(Orange) MAT Test\'7--Mathematics Problem Solving 17-19 15 30 J
- //
-
Administration time does not include preparation or collection of materials. . .
f'l‘hele testl are tester-dictated. Times given are estimated working times, not exact time limits.
*The whole iest is given at one sitting, so the whole booklet is used, .
13 ’ N . * N s
s 5 ‘. 38 °
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* Make~Up Testing : - .

A

. The schedule should provide time for make-up testing. It is L

ideally done in the morning, before, after, or in-between regular testing
“\\sessions scheduled for the class. It is acceptable ,to schedule time to

return to the class at a later date to administer make-up _te . It is

important to remember that no child may receive more than two sittings of

the MAT in addition to the practice session on any one day.

T . ’ S oa . x

- Agreement on Specific Dates and Times -

‘ »
After Supervising Testers have been, assigned to-specific schools
and classes by‘the Site Coordinator, they should contact each teacher and
confirm the specific dates and times for the class or children in the class
to be tested. If possible, no testing should be planned close to special
school activities. .

\

Scheduling Forms . \

.

P
Forms to Be Completed by the Site Coordinator .

Site Coordinator Schedule Planning Sheet=-This form may . e
be used by the Site Coordinator to draw up a preliminary

schedule. It provides space for scheduling four teams

for three weeks. (See Exhibit 24.) : :

A

. Follow Through Director's Information Sheet-~The Follow
Through Director's Information Sheet should be completed
' by the Site Coordinator and given to the Follow Thgough
Director before testing begins, (See Exhibit 28.) . "
This form provides space for the name and phone number.

Forms to Be Completed by the Supervising Tester >
Supervising Tester Planning Sheet (in ST Handbook) --When
the Suparvising,Tester visits teachers for the first time,
information is gathered about class recess, lunch hours,
. and the like, These data along with other important notes
about the class are recqrded on the Supenwvising Tester ot
Planning Sheet. (See Exhibit 15,)

-~

v
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Preparation.of the School Commupity for Testing ¢ R N e
o - ‘. ot " I . ) N . . - |
,« It is important to remember that SRI is a. guest in the commynity and . ,
. the classroom, It is importgnt.that all courtesies be extended to our -
hosts, the school community. Therefore, the testing cycle begins with - ‘

visits to the principal and teachers by the Site Coordindtog and test - - -

team. The purpose .of these visits is to acquaint principals, teachers, .

and 8hildren with the evaluation and the testing schedule as well as to \

answer any questions they might have. It is also a time for ‘the test . ¢

team to become acquainted with the school and its environment. Under ot )

no circumstances should testing begin until these visits have taken place. '

t ¢ .

It should be remembered that“although these meetings should serve to

answer questions principals and teachers may have, no Site Coordinato#

Supervising Tester should disguss a child' .ability or performanCe wirth

anyone. No attempt should be made to diagnose or agree or disagree with

a diagnosis provided by another party. This is extremely important. - '

. . . !

. . r

Site Coordinator Visits - .

¢ . B “* T ’ Lo ERE'!
" The Site Coordinator should be the first visitor to the school. The
first visit may have been during the winter, when SRI was in the process

of selecting classrooms for testing. v

.

.
o

A se egg visit should have been made to confirm testing dates for the
\/ ¥ . <
, school. (See page 37.) -t

[ [

.Once testing begins, the Site Coordinator -should attempt to visit

each testing site at least once a week. -

Supervising Tester,Visits : . « .

. L]
- " ’

The Supervising Tester must pay at least two Visits to the school
before testing begins. On the first visit, the Supervising Tester should 3
go alone. A meeting should be held with the principal of the school before
meeting with the classroom teachers. The Supervising Tester should explain
the manner in which testing will proceéd. and learn from the principal "such
matters as the proper methon*oi signing in and school policy on dress,

-

smoking, use of lomnge aréas, and the like. - . .
; ) .

.

”

- -~ * .
The Supervising Tester should try to arrange for a spate for the

test teav to work, meet, and prepare for testing. . _

]
- »
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I,g) meeting the teacher, "the Supervising Tesi:e.r s
testing proceggres afnd answer any ‘questions the te cher, may- hawe. Infor-

1d go over the

- mation on such matters ‘as class recess and lunch tiwes, hdlidays, or _
scheduled activities that’ may ‘interfere with the testing period should
be gathered at this time.

/ 2\-—- \ ) ]' /_'

R . The Supervising Tester should also become acquainted with the physicaL,, ’

thﬁ teacher. The teacher 8 policies ow sde¢h matters as going/to the .dr nk-
idg fountain and the bathroom should als cussed,. Names of childre
* " who have physical handicaps, should belnoted " This informati should-be -

recorded on the Sdbervising Tester Planning Shéet, (Seé Exfibit 15.) .
P4

arrangement of dhe class and discuss neigsSary changes in arrangement with

., ®
L - ,' |

2 Jhe Super ising Tester should then spend some time geotiting acquainted

\ with the childreén. ‘It izzst,th;s time that the building of mu}u 1tri \
between the tester and th ildzen should begin. He should mov owt—
the roqm, engage “in ébnv sation“with as many children as ,possible, —allow )

physical contact and make positive ommentf about tHe children and the ’
clagsroom "environment, Before leav the classroo the Supérvi;%gg
ce

.

Jrester should tell the’'class when h wil;?ieturn, what will take o
- when "he reEurng& and that other people will ‘be dnvolved. h C/
B . : -4
‘ T1f possible, the Suﬁervising Tester should take along copies of the
Testing Source Roster. The names of the children on the TSR who are N
./ Scheduled for testing should be reviewed‘with the classroom teacher to
“make Lcertain that they are still enrolled in the clpss. This task is =
discussed ‘in.detait in the section of this manual on Testing Source -
" Rosters. y . N S )
- . B \Yd \ s
. on (fhe second’visit to the schools, the Test Agsistants should
accompan the Supervising Tester. This visit should occur toward the nd
of Local Training. The Supervising Tester should introduce the Test
Assistants to the principal and .the secretary. The Test Assistants shoul
familiarize themselves ‘with the layout of the school building, and give
cdreful attention to’the location of bathrooms water fountains, and
emergency exits, ’

*

.
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Rostering<of Classes. T B PR 1 S

e N ’ Tos - - -

B . B -

, InAJanuary 1975, Site Coordinators were asked to locate children who ,

" either had béen’ tested by‘SRI’at an eailier time ‘or for whom there was
demographic information in the SRL data bank. These children,were listed

alphabetically by project school and grade level on.a documernt called .

" the’ Tracking/Rostering;§ource Document (T/R sD). There were labels on ] .-

thewT/hSD:Boreachchild. e AT . ',‘_} s

.

, . - - . . - - N » - - -

The Site Coordinators rostered all Follow Through classes ipceach

projedt and some non Follow ‘Through classes. Non Follow .Through roster-
ing was based on the number of NFT children located, .in the class for whom
SRI had previous data, . If.ten or more NET .children were located in an -
NFT class, thé whole class was rostered., If less than ten children were
located in the class, only the located children were rostered.

‘e
-

~In all instances the Site Coordinator rostered using ‘the three .part
Classroom Roster and Related Information form. (See Exhibit 1.).” On
copy 1 (white) the child'svname, birthdate,. sex and other. information was
recordéd. This copy of the roster remained in the possession of the Site
Coordinaxor. On copy 2 (pink) the same information appeared withgut the
child $ name. Labels from the T/R SD were'also attached to thisg copy..
This copy of the roster wag returned to SRI. On copy 3 . (yellow) the
child s demographic data without names or labels appeared 'This,copy was
returned to SRI. Frem the pink copies of these rosters, SRI’has produced
7 & Testing Source Roster. (See Exhibit 2,) . . :

- Testing:‘ Sourc¢e Roster Format . o ' -

s

Jass Identi:tication Data : B - . .

The iollowing identitication iniormation is in the heading of the
roster. L . .

Line I shows the code number and name of the Follow Through Sponsor. " L

. 'Line IT shows the code’ number and name of the city and state in
which the Follow Through Project is located.

+ Line III -shows the code number and name of the school,

.

¢ Line IV ‘shows-.the class code nunber, grade level, ahd identifies

the class as Follow Through or Non Follow Through and the name of
- the classroom.teacher. )

. ’
d «

" s The opening and closing dates of school are shown in the upper ' o
‘ 'right hand corner. . o T




"‘\'_

. In the case of combination or ungraded classes, a roster will be
- printed tor each grade level scheduIed ior testing. The grade level of
’ the class will be shown plus d notation indicating whether the class is
combination (CMB) _or “abgraded " (UNG).,

Child Data ) .
" The following'Basicwdemographic data ior‘eacﬁ child whose name'
appears on the roster: ‘ —

. - - ‘
E R > .

¢ Child croséwseotiooal and unique fdentification numbers.,

- The crdsekeectional ID number consists of tén digits which-
T identify the child in terms of the project,sponsor, geographic
] ) location, school, grade, -class and the 1line.entry on which

theffchild's name was listed on the roster completed in
January 1975, The unique roster is specidlly encoded for
use- in longitudinal study., - .

* Name (if available)

. The children on the Testing Source Roster identified by
name are children for whom SRI had identification labels at
the time of rostering, The children on the Testing Spurce o
Rogter not identified by name are children for whom SRI had '
po_labels at the time of rostering. ' ’ -

e 'éirthdate T

' ‘ R Sex N
* Ethnic group T ) )
* Language

* Number of months of Head Start or equivalent experience

‘*  Number of months of Follow Through experience

.

* Asterisk * in the case oftarget children who must be tei:?d. ’
« R -

-t
~

‘ . Labels : . -
A A label for eacﬂ test booklet the child will use will be found on
the left side of the testing source roster. The labels will show the

following data:

46




N, Child name (it available) ' o
o s Unique ID‘numberﬁ '

";. o ~The unique In number—is an eig character identification . T
) R numbey. assigned to the child, .

" .. Cross-sectional ID number. :
- N ) - .A ; - £y .
Space ProVided for,bata'Collection,. c. . .
e S S T
- Space has been provided for the.collection of certain data on the .
Tegting Source Roster. Data’ must‘hefcollected on‘the availability of the
"following: , - ; ’

S —

.+ An entry indicating the child's eligibility for Follow Through
. Services. (This information is shown for ‘FT children only
and should not be collected for NFT children, )

] -Classroom Instruction (CLS INST).

?

«. Lunch

Medicgl and dental care

.. Other services

v

Date (child) entered class
. * Date (child) left . ° S

* Number of days absént
* (child) Tested?

Correction of Data Errors

L If errors are found ih class identification or child data, they
;should be corrected directly on the roster, A careful check should be
made before data on the roster are changed, Possible changes on the .
roster should be discussed with the Site Coordinator before changes are
finalized.

N

[

Correcting Class'Identification Data

Iy

If the name of a school hag changed, the old name should be circled
and the new name printed beside it.

.

If the teacher of a clags changes, the former teacher's name should
be circled, and the new. teacher's name printed beside it "

. 47
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o E! a teacher'leaves the school<andpher ciass 1s divided~among two o

.,new teachers, the former teacher’s.name should be circled,. and the names -,
of the two new teachers printed beside it, - Each .child's ggg teacher .

_shoﬂld ‘be Iisted above each,child“s naie .- . o o

< 1-‘1; . ) \ , . e
. - Correctigg ChildpData o o . . RN

If the child s name or other datum is printed incorrectly, circle
the incorrect information and print the correct information above it
D numhers (e g., '01) are for SRI use only, and should never be changed.

e

H

If any child information columns are left bIank or have the code -

"DK" written in them, the missing'information,should ‘be sought out and
'recorded on the roster. Ng'the data ehnnot be found, "NA" should be re-
corded "NA" means “Not ‘Available,” and indicates that ‘a-gearch has been
made and that it is certain that, the information .will never be available.

1f "NA" is preprinted on the ros%er, no attempt need be made to find these
data,. E . . -

i

Finding Names oI‘Children for Whom Only ID ﬁumbers Are Shown -

To obtain the names of missing children, the Site Coordinator must .
check the Testing Source Rosters against the white copies of the Classrqom
Rosters., - , . A . .

(1) Check each Testing Source Roster for entnies where no names .
- are shown. ° _ , CoL = i

© (2) For each entry with no name, find the name of ‘the teacher on
the Testing Source Roster and the 1ast two digits of the
cross-sectional ID- for that entry.

.(3) The Iast two'digits of the cross-sectional ID identifies - -
the line on the ‘white copy of the roster where the child’'s
data is entered.

~
I3

(4) Compare the sex and birthdate shown on the white copy of .
’ ’ s
the roster to that shown on the Testing Source Roster.

<t5) If the birthdate and sex match,’ enter the child's ‘name.
(4) On each ot the labels adJacent to the child's name,

d " (b) In the space provided for the child's name on the
’ Testing Source Roster itself.

There are times when the digits om the white copy of the roster may
not agree with the digits on the Testing Source Roster, even though birth-
date, sex and other data match. In these cases, the Testing Source Roster
mimber is considered correct. B '
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Identifying Children Scheduled for Testing

&

After printing the missing names on the Testing Source Rostetrs, the )
Site Coordinator should check the classes to be tested against the . .
Preliminary Test Sample., The Testing Scurce Késter lists children as
they were rostered in January 1975,

On the Testing Source Roster (TSR), the children scheduled for
testing are listed by class. Target children that is, children who have

been previously tested by SRI are also identified on the Testing Source ) -
_ Roster by an asterisk in the column headed TGT CHD (target child). On L.

the Preliminary Test Sample, the classes scheduled for testing are listed.

A ) : ~ e T }

Distribution of Testing Source Rosters

"~ The Site Coordinator should distribute the appropriate Testing

Source Rosters to each upervising Tester., The Supervising Teste;ﬁ‘should

be given Testing Sourc Rosters for all classes and children they are .
'scheduled to test. The Site Coordinator should tell the Supervising

Tester whether a who € class should. be tested or groups of children should”

be tested. |, T Coe i

Pre~Testing. Check of Children Scheduled for. Testing .

The Supervising Tester should then take the‘Testing Source‘Rosters )
to the assigned school and compare the children scheduled for testing with -

-

those shown on the teacher's class record. . L.

Children Listed on the Testing Source Roster Who Have Left
the Clagsroom. .

Whole Class Scheduled fcr-Testing

v

If a child scheduléd for testing is no longer in the
classroom, a line should be drawn through all his
demographic data on the testing source roster.. The" .

B date the child left the class should be recorded in -
the_space provided,

.-

ot Partial Class Scheduled for Testing

If a child who is not scheduled for testing leaves a class,
no entry need be made on the Testing Source Roster.
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Chiidren Not Listed on the Rd&ter'Who Have Entered the;CIassroomﬁ
o :§

T of a11 children whose namées .are added to the Testing Source Roster.

’
- . . B

M ¢~ R -

. Whole Class Scheduled for Testing

In a class where, all the children are scheduled for testing,
every child’s name should appear on the Testing Source Roster.

. . e >

II a child is not listed on these rosters, he should be added
at the end of the roster. <

HPartial Class Scheduled for Testing

-

In some cases onIy portions of clagses will be tested Any

@ A cross-sectipngl ID must be assigned to the child. “The
. 'The last two its of each child's ten digit cross-
¢ sectional ID is Wnder the column headed "I.D." When
. . assigning these t digits for a new c¢hild added to
) ) the roster, look at the last entry in this column
. and write in the spac provided the next consecu-
tive number. To aid in Nhis process, SRI has
preprinted the first availgble ID on each Testing
Source Roster. This should \ge assigned to the Tirst
child added to the roster.(
(3) The Site COordinator will check
and Tracking/aostering Source DocuMmgnt to see if the.
child has been assigned a unique ID SRI and if the
'child is a target child, The Child Dir¢ctory was
given to the Site Coordinator in Janmuary,\ If the
child's name is found on the Directory, the\Site

¢ 50
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e AR Coardinator should then fiiid the Tracking/Rostering
e, . L Source Documentﬂon ‘Which -the- child’s data is listed.
T e .. and locate the child's Unique ID number. Thi$ number
e e " . congists of alphabetic and numeric characters. The
) ) o it ' Unique D number is found underneath the child's last-
.. ’ ‘name ‘on the TTacking/Rostering'Source Document, The
.. . Site COOrdinator should also, check the tracking code
column on ‘the T/R SD, If the tracking code column to
i , . the right of the child's name shows a number, the child .
et ) ' i8 considered to be. a target chiild, The Supervising
oL I Tester will then reeprd the Unique ID in the appro-
. priate column. JIf the child is identified as a target
"‘ ’ child, an asterisk should be placed in the space -
marked target child (TGT CHD). ;

- (4) “The Supervising Tester should make labels for the added
. child containing as much of the following information
P as. posgsible:

v v

- (a) Child's name.
- . ' , . X ’ . .
. ' (b) Child's ten digit cross-sectional ID, this rumber -
- consists of. the iollowing ‘codes for sponsor, - ’ )
o g project, school, gradé,®teacher and child
respectively.

P

(c) Chlild's Unijque ID, if available..

; 7 ,. (d). An asterisk-ii the Site Coordinator has identified
. ‘ . the child as a’ target child.

-

-

Forms . . ' . -

a - i

Forms to Be Completed by the Site Coordinator

School District Personnel (in"SC Journal)--The names and
L telephone numbers of school administration personnel not
2 .. directly involved. in. testing schould be recorded here

o (School Superintendent, District Paymaster, Director of.
Testing, and the like). (See Exhibit 22,)

Schobls to Be Tested (in 8C Journal)--The names and tele-'

phone numbers of all schools where. testing is scheduled and

the names and titles of persomns such as principals, vice~

L printipals, and secretaries should be listed for reference.
- (See Exhibit 22,) . - ' :

Provided by ERIC.




:2¥01§ssroomeosterﬂana Related intormation‘Form

L4

Lo - This roster—was completed by the -Site Coordinator in January
T ’ - 1975, Thd¥ Site~Coordinator should have retained the white
’ - copies :of this roster.. ‘This roster is used as a source of
_names of children who are shown only by ID numbers oh the . \
. Testing Source Roster. . . . (/

”‘Tracking]ﬁostering Source Documents ! . .

-

iF, - ) ‘ These documents were given to the Site Cobrdinator in January
e X . 1975, It lists children préviously tested and/or rostered
' " by SRI.. The children are listed by school and grade.

Child Directory S

This is an alphabetic 1ist of all Follow Through and -

Non-Follow Through children in a given project whose names

are shown on Tracking/Rostering Source Documents, The

Directory also identifies the school T/R SD on which éach
t child is listed.p ; .

Testing,Source Roster . pre

. ' ’ ‘ These entries must be checked against the white copies of

S . the classroom information rosters, completed in January,

¥ - $6 determine the names of children, -The names should then
be entered on the Testing Source Roster.

Forms to Be Completed; by the Supervising Tester

Schools to Be TestegyPersonnel (in ST Handbook)~-~The names
and telephone numbers of school administrators in sclools

where the Supervising Tester is assigned should be listed

here. (See Exhibit 13.) el

o - : ‘. '

Supervising Tegter Planning Sheét (in ST Handbook)~-When
the supervising Tester visits teachers for the first time,
information is gathered. about class recess and lunch hours,

- . . . and the like. These data along with other important notes ‘
n about the class are recorded on the Supervising Tester

D Planning Sheet. (See Exhibit 121.) : .

3 . . . 52 ’ .
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- Testing Source Roster~~The Subervising’Téster is given .
these rosters by the Site Coordinator. When the ST visita
. the classroom, the rosters must-be checked against class~

room data for those classges and children scheduled for-
testing. ) .
- . N
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LT " VII LOCAL TRAINING

Local training for Supervising Testers and Test Assistants is usually
held about one week before testing ‘begins; The purpose of the training
session is to orient Test Assistants. to the evaiuation and to teach them
testing procedures. During this time, also, testing materials are made
ready for testing and test teams visit the schools and classes to which
they have been assigned. Assignments of Test Aggistants to test teams.
are made at this time, e T R

Local Training Site

.

The local training site should be “#rranged by the Site Coordinator in
conjunction with the Follow Through Director. The local training site L
should be a public building in a central location easy to reach by public s
transportation, Since trainees are responsible for their own travel and
meals, there should be access to inexpensive eating places in the area.
The room should be large enough to allow participants space for "spreading
out" training materials, It should also allow space for small group meet-
ings among test team members. The room -should also be suitable for the
showing of the traig!ng fiIm B

v

!

Local Training Participants ' .
‘ t . * -

The Site Coordinator, Supervising Testers'and Test Assistants are
required to attend local training sessions, The Follow Through Director
and PAC Chairman must be invited to attend. Other. school administrators
are welcome at. these sessions and may be invited to attend.

- .

. ~

Preparing for Local Training . . . ,

5

Local training is conducted by the Site Coordinator with the assistance
of the Supervising Testers., The Follow Through Director, PAC chairman, or
other district personnel may be asked to assist with orientation activities.

In preparation for local training, the Site Coordinator, with the help
of the Supervising Tester should:

‘ 4
«
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PN . i o :
Mgke out an agenda similar to the one shown in this manual,

: W’
(25. Assign Supervising Testers to local training tasks.
(3) Check that all training and testing materials have

"~ ‘arrived and are in order. ' o

(4) ‘Study.SRI training'materials. 3 : ) ‘

e ,LS%//Arrive early‘on‘the day of.local training to arrange
. the room and training materials for easy distribution.

(6) Check that training £ilm has arrived and a 16 mm sound
projector has been obtained for the meeting.

[

Local Training Agenda . .

Table 4 shows a sample local training agenda, The agenda must include
time for orientation, viewing of a f£ilm on testing, role playing and prepa-
ration of testing materials,

o~

"The amoufit of time planned-for each activity should be considered
carefully. Time for individual and group meetings is most important.
If visits must be made to the schools during training time, attention
must be given to the hours at which school officials are available, The
_ agenda should be typed out and given to all training participants.

Agsigning Supervising Testers to Tasks

The Site Coordinator should assign Supervising Testers to local
training tasks, This is not oniy a help to the Site Coordinator, but it
also. serves to increase the Supervising Tester's competence and confidence.
The assignment of tasks should be made carefully, The Site Coordinator
must make a judgment about the ways in which the Superviping Tester could

'best work based on obsérvations at Regional Trqining and in meetings.

e

\,’&“g ./
TrainingﬁMaterials -
Test d training materials are usually. shipped to the Follow Through
Director's office during regional training, The Site Coordinator should

" check to see that these materials have arrived as soon as possible after
returning from regional training,
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o o7 SAMPLE LOCAL TRAINING AGENDA -
mmme@nﬂi . ‘

Registration o » 5 «j . :-, 'S V

’Participant’s check in w:l.th Site Coordinator ‘

Distribution ot materials to Test Assistants o
B‘l.ue Binders

.. Name'Tagq,‘ - ‘ _" ) .

;‘.
[

Follow Through Director

Introductions. .

' Supervising Testers
" Field Supervisor -
Test Assistants ‘

Vis‘itors

3

‘#Overview (See pages 1-8,)
° o The Follow Through Program ’
Oifice of Education :
Stanford Resesrch Institute
- Field Operations
, ; - The Spring 'i'eeting Program
o Brief Job Descriptions
e rigid»sgpepiigqr q
s e, Site Ceordinato? : ‘
¢ Supervising Te-ste‘r -
. -'i‘est Assisfants
P

- Test Agsistant Pay Procedures

- Work:lng hours

4-7" - How hours werkegi are (to be reported
S - - 99
Lo \): ’ - ’,4
ERIC : L. Okt




‘Eav sestods 7’?" il e T L e
S Pay days ‘_ U S e R g o
on- S:Lte Ketivities .. SRR

(1) Tests to be administered o

:‘: (2) -Grade 1evels to be tested - e

. (' Testing Plans A ‘

¢ Training
¢ School visits
. 'Testing . . N -

e zDocumentation of testing o . . ; B

ﬂjéi'; 4 , f"Checking work:cgmpleped

',Arrr_:nnoongnmyl SRR e

'Introduction to ‘thé test. battery T
- Description of tests. | -

. General testingyprogedures , R 2 o
1 . A S R ]
.. ,Prepnration for testing . :

e Inventory ‘of test cartons

'4 SRI Training Film - .
MORNING OFDAY 2 ... ., \/\ '
Preparation for testing L , ‘ ’ : '5
Role of test adninistrator ' ‘

Question and answer period ,,J), - ‘ - )

v ) M - - * : A B . Al .




» Reading test, directions L

I

S Communication betﬁben tester apd child

AFTERNOON OF DAY 2

Lunch e e :

.

.

Test’Tesm‘irocedpres
Forms" . A,
' Testiné éourpe Roster - -\
* CIassroom Testing Worksheet
o Tester s "Logsy .
Trainees Read Sitting 2, IAR

. Practice in Testing

’ T
K Communication between test administrator and monitor

4
-

Homework

Learning signals - -
. Learning,appropriate‘teryal responses to children

(’A MORNING OF DAY 3

.
.

. Trainees Read Sitting 3 MAT, Coopersmith and Raven's

Practice in Testing ¢ -

-

.

Trainees practice the following test monitor behaviors:
. jOhserviné‘children

"4Si§na1ing test adginistrator

, ReCoraing,problems on note pad

Test Team. Assignments s )

' Test Assistants assigned to. Supervising Testers

Meeting of individual teams

-

Exchange of names, phone numbers

’
v
-
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'L‘i?:,;'» : . ; Table 4 (Concluded) »;: :;;t'iv"-.}f_” f::;’_gjii~-.;€é
. MORNING or DAY 5. (continued) e e B T
T Trainees read.Sitting 4, 5-of MAT .;‘;J»~?'u ' -i'. T -, ' g
; ;:Discussionﬂand role play :f ST  ’, T 2

.ARapPort and discipline -; S L o ) -
.4 Working WIth children [ - T
.* Introducing thé staff’ . -

fﬁtroduoipg the tests~ - . L o . ‘j
* Interruptions and breaks o

Discipline problems
- Cohpletigg*TestingiFotﬁs l ) . 4 . : -
' ¢ Classroom Testing Worksheet

* Tester's Log © -

¢ -+ School Testing Information'Sheet = - - .

* Name caqu,ioz childxen

T * Labeling test booklets

v
B

0 Teaéher Testing Information Sheet

’

Check on first day 8 test materials ‘for each team by Site Coordinator.

" Review of school district poiﬂsxnonﬁﬂress, signing in to schools, )
-and the like. S , . PR

Test Team visit to schools. -
0028 \

* Testing Source Roster checked with teacher, - W S
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site’
. Téstuﬁartons—;One per class plus one extra; carton for
" each gfade level being tested (check letter on carton
"that inhdicates grade, to be sure correct test booklets i !
‘have-beén sent). The tests in thé extra carton may “be. P -
" used. for local training and when addftional booklets . : _ .V
are’ needed during. the regular testing process, * .

e  Blue Binders-—For each Test Assistant

-

N -

If ‘any_probléms with materials occur, . .
a COLLECT station-to-station call should o
be placed to Ben Samson at 415/326-6200, |
Extension j311'8‘ " e

P

These materials will be distributed at regional training:
Al 3 -

K *pocal Training Attendance Record . ' o oo
- e Classroom Testing Rosters
e Site Coordinator Journal ' '*; )
® Red binder for each Site Coordinator and Supervising Tester
. *® Rupervising Tester Handbook - - ,
* Test Team Work Kit ‘ L.
. ‘Site Coordinator Schedule Planning Sheet .

" The’ SRI £11i on testing will be sent to the Site Coordinator, and
should arrive the day before local ﬂraining.

s

“studying SRI'Training Materials .- - .

The Site Coordinator and Supervising Testers should study this manual
and their notes from the Regional Training gession. The group should re~
view procedures gnd forms so that questions tnat may arise may be checked

LA
’




) 'with the Eield Supervisor beiore local training~begins. It is important
f Jthat Site Coordinator and.Supervising Tester agree ox procedures before
';i.wLocai Training begins. SR

'\ - - . 3 .- - )
o O e, f
S

Local T:caining Activities L * ST

Orientation o: Test Assistants o o <

Time should be taken to Aintroduce the Follow Through Ddrector,.
,other~guests and the Supervising Testers. Some arrangeﬁents should be
made Ior the’ Test Assistants to be introduced to the trainers and to
"each. other: . . .- | - * C e R

-1

’ﬁ . Test Agsistants must be oriented to the Follow Through program, the
national evaluation, and SRI and school district policies, The "Follow
Through Dixector may wish to explain the local Follow Through program
and school district policies. . R , . . -

" The Site’Coordinator should take responsibility for explaining the
',evaluation and its relation to SRI and OE, -
-~/ The general»nature of the testing program on site, the SRI Figld, )
Operations testing statf and their rolesj“should then be reviewed. CoL

» ’
.. . - ,’

B Some time should be spent explaining the chain of éommand. Test' :J
Assistants should be told that even though they are p d by the school, .

. district, they will be supervised by the Site Coordin or and éupervising
Tester. . L , ) .

. ! .- *
. P . -
c . M . “ PN ' ‘
. . N B * 4
i

Teaching Testing Procédures . ) _ . li' ,

.; A ' .

Test Assistants must be trained to administer the tests as well as
to monitor them so that they will have a complete understanding of the
testing process and will be able to provide for backrup in the absence. of _
the Supervising Tester. L . s

"It is recommended that teaching procedures, Anclude the SRI film
demonstrations by the trainers, and role playing by the Test Assistants,
R »
5 The testing procedures shown in the SRI £ilm and digseussed in the
test administration section of the manual are applicable botH to the[MAT .
and the tests given at third grade level, . /° .

!
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LE First, a short explanation of the tests and their purposes should

E 7 be given, After A short gemeral deséription of the testing process, the.
. - SRI film should be 'shown, The film is ‘arranged in units (e.g., Preparation
s for Testing, Test Administrator Behavior, Test Monitor Behavior) It is .
recommended that the £4lm be shown in its entirety to the group first, On

succeeding days, sections of the film may be shovm. as they are taught in
the session,

/ Teaching Preparation for Testing .

The trainer should emphasize to the group the importance of planning
and organizing materials, The. test team will be working with the Test
Carton Inventory Form, the Testing Source Poster, the Classroom Testing
worksheets, and the: Tester's Logs. All these forms should be explained
carefully during training., The Test Assistant will have copies oi these
forms in the blue biqder; The trainer should review these forms and give

everyone, especially the Test Assistants, an opportunity to work with
them in a practice session., . . ‘

v

Discussion of rapport-building actixgz;es such as working with
children or the preparation of the test r should also take place,

’

Teaching Test Adminigtrator Behaviors

- Everyone must have the opportunity to read silently the entire test
or tesbs they are scheduled to administer or monitor, They should become
1amiliar enough with the tests to be able to discuss them with the children
; during practice sessions, . -

.

All trainees should become familiar with such characteristics of
tests as:

(1) The ’manner in which the child is required to mark answers.

(2) The kind of learning task the child is asked to demonstrate
(e.g:, matching words with pictures, spelling),

(3) The nature and number of the practice items.

The trainees should practice reading over the directions several
times, and giving the test until the delivery is smooth, natural and

65




' R ,
without eérror, Enunciation of words is particularly important, Trainees
shnuld be encouraged to read aloud at home"in front of a mirror,

r

The trainees should also discuss special situations, such as inter—
Nruptions and discipline problems., .

- .
- - -

Use of Role-Playing

. -
v
.

It is important that trainees be able to practice giving the tests in
situations as close to real life as possible. If it is feasible, arrange~ .
ments should be made to practice test administration with children not .

, scheduled for regular testing. If this is not possible, trainees should
play the roles of the children, test administrator, ahd monitors.

Teaching Test Monitor Behavions
The Test Assistants should iearn the most common problems in testing
described in the test administration section of this manual, and examples S

ot acceptable kinds of test monitor responses, e

The trainer should also teach all a set ¢f hand signals to be used
by the test monitor and test administrators to communicate during testing
sessions. -

A set of signals should be devised for the following messages:
i ’ ‘Y 1

¢ I cannot hear you.
®* You are reading too slowly.

* You are reading too quickly,

* The children are. tired; let's take a break at the

. end of this.test section, ) (

¢ . The children do not understand-the directions.,
All the children in my (monitor) group do not understand, ./ .

e Thig’ child must leave the room._
A model set of signals is snown in Figures 3 %hrougu'B. - -

...

’ ’ ) 66 .
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" FIGURE 4 YOU ARE READING TOO SLOWLY ™

)




FIGURE 6 THE CHILDREN ARE TIRED;' ) HE CHILDBREN DO NOT UNDERSTAND
LET'S TAKE A BREAK AT THE . TH :
END OF THIS TEST-SECTION

o FIGURE 8 A CHILD IN THIS GROUP MUST
7 LEAVE THE ROOM

68
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"Forms to Be Cempleted by the Site Coordinator

Local Training,Attendance Record

The Site Coordinator is-responsible Ior seeing that every
participant ‘at loecal training signs in this book each day.
(See Exhibit 26.) - gy .f

-

. 4’ -~ om0

- <

Forms to Be‘Completed by the Supervising Tester

-

:Test Team Assignment Sheet--This torm gives each team member
a,writtenarecord of his work - assignment for the testing
period (See‘Exhibit 16,) This shéet myst be ..-
completed by the Supervising Tester before the end of
local training and distributed'to each member of the
team, The following information is to be completed on

4" -the Test Team Assignment Sheet: - :

-0‘ Name and phone number oI Follow Through Director,

Site coordihhtor, "and FieldISupervisor.

o

3 Names, addresses, and phone-numbers of all test

team memberS. )

; Name. of the school and whether- it is Follow Through

- or Non-Eollow Through o - . o

Name and phone number of the principal of’ the school

. Name of the tédcher and grade level oi the class to
,be tested.’ . ) ot

The scheduled test dates,-

Forms to Be’ Completed by the Test Team

‘The test team must receive\and inventory each test carton, make
certain a testing sourcé roster is available for all classes they are
’ scheduledtto test, prepare a Classroom Testing Worksheet for each test
group %o which they are assigned, and label test booklets for each
. child they" are’ scheduled to test. CoL .




' Test Carton Packing and Inventory List

An inventory of the materials in each test carton must be con-
ducted during local training. Because they must be saved for the return
shipment, tﬁ§ test cartons should bé’ opened carefully so as not to damage’
them, A Test Carton Packing and Inventory List is found on top of the con-

tents of each test carton. (See Exhibit 3.) This 1list should always
remain with the test carton. The list should be completed as follows':

. The Supervising‘Tester should record his namé and the
serial number of the test carton that is stamped in )
bold black letters on the outside of the test carton.

' e The following materials should be found in each carton: - —

test booklets, Tester's Logs, Classroom'Testing Worksheets,
sealing tape, shipping labels, and directions for return
of the materials.

® There should be 29 to 31 test booklets in each carton. The
number of booklets should be counted and recorded in the
"Number Received” column of the back of Test Carton Packing
and Inventory List. . -

Assignment of Test Cartons éo Classes or Testing Groups

[y

In most instances, one test carton should be used for éachl
class or tésting group. The name or names of teachers of children in the
testing group, grade school name, and test carton serial number should be
recorded on the Test Carton Packing and Inventory Libt_(See Exhibit 3.)

The Supervising Tester should make certain that the test
carton contains the correct kind of test booklets for the group to be
tested, . 5 . T |8

The test carton should then be marked with the name or
"names of. the teachers whose children's test booklets will be in the test
carton.

Since there are 29 to 31 booklets in each carton, there
may be instances where additional booklets are needed for a class or
)
testing group. In other cases, not all booklets in the carton may be used,

’
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Borrowing of:LOaning‘Test BooKlets ‘ R

. It is permissible to borrow or loan test booklets from a
test carton. The extra fest carton provided by SRI for esach grade level

'or the test ‘carton of another class or testing group may be used. Borrow-

' ing or loaning of test booklets shouId be recorded on the Test Carton.
Packing and Inventory List under "No. Borrowed/Test Carton' s/AY hnd
No. Loa.ned/I‘est Carton s/N."

. When test booklets,are-borrowed from a test carton
A and added to test -carton B, the number borrowed
should b? recorded in the "No. Borrowed/Test Carton
S/N" column of the Inventory List found in test
carton B, The serial number of test carton A from
which the booklets were borrowed should also be
entered here.

* The number of test booklets  loaned from test carton A to
test carton B should be entered in the column titled
"No. loaned/Test Carton S/N" found in test carton A.

Testing Source Rosters
-8R

These are 1listings of classes from the SRI data bank., Basic
dembgraphic data (name, birthdate, etc.), ID numbers and test booklet
labels are shown for each child. (See Exhibit 2.)

The Supervising Tester should have received from the Site
Coordinator the Testing Source Rgsters for the classes the team is

_scheduled to test., In some instances, only certain children in a given
class will be tested, These children will be identified on the roster
by an asterisk. (See pages 46 and 49.)

- During local traihing, the test team will put labels on test
booklets, 1ist testing groups on classroom testing worksheets,” and
complete the cover of Tester's Logs using- data from the Testing Source
Roster. "The remainder of the Testing Source Roster is completed during
and after testing. (See pages 94 and 95.) 0

71
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, Labeling Test Booklets

A label from the Testing Source Roster should be affixed to
each test booklet in the space provided. The label shows the child's
name and identification numbers. The name of the school, teacher and
the grade level of the class should be printed in the appropriate spaces,
No other information need be written in. Any corrections made on booklet
labels should be done by circling the error and entering the correction
above it. Corrections on. test booklet labels must R:/hade on the Testing

Source Roster.

.

. t i
- ]
* -k

Classroom Testing Worksheets

.

One of these forms.1is needed for each test group. The purpose
of the form is to document the names of children in a given test group,
and record the tests or sections of test each child has taken. It also
aids.in scheduling make-up tests.

During local training, the Supervising Tester name, test carton
serial number, the name of the teacher or teachers whose children will
comprise the testing group, and the names of the children should be re-
corded. The rest of the Classroom Testing Worksheet is completed during

testing. (See Exhibits 5 and 6.)

r

Tester's Log oo S

This form is used to document the environmental ‘conditions in
which testing takes place. (See Exhibits 7-12. )

During local training the front page of the log, showing the
names of test team members, test carton serial number, and identification
of the class or testing group by teacher name grade, and school should be
recorded. P

The rest of the Tester's Log is completed during testing. (See
pages 97-101.) B )
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}a? "' " Betore Local Training is Concluded the—Site Coordinator should check
.. thaty

L9

2 ;:‘” ~.. €1) Each Supervising Tester has, been assigned to schools and
! " . rclasses. .

(2) 'Each Test® Assistant has been assigned to a Supervising

" Tester. . . » . i

T (3) A1l test'teams have been given all the materials they need
' for testing. . .

(4) All materials needed for testing have been prepared
properly. ) -

(5) Provisions have been made for the storage of all test
cartons and training materials,

(6) All test team members have transportation to the testing
N Si‘te 3

¥

(7) Each team has test booklets, Classroom Testing Worksheets,
Tester's Logs, and name cards ready for the first day of .
testing. ’

N
Y
sy
1
LN
©

Before Local Training is Concluded each Supervising Tester should check
that :

(1) Each member of the test team has a: copy of the Test Team
- Assignment Sheet. } ~

*(2) All team members understand their duties.,

3) Each team member has a blue binder containing a complete
set of test booklets.

(4) . The School Testing Information Sheet has been gi;ln.t’/
1 "the principal of the first sclool where the team will be
testing. s

(5) Test booklets for the first class(es) have been labeled
*  and grouped,

"(6)' Provisions”have been made for storage of the test cartons
assigned to the team by the Site Coordinator. Booklets
should always be stored in an area.that can be locked
(e.g., a car trunk or a school cabinet with a lockf.

' (7) All test team members have transportation to the testing ‘
location, -




. M . M - P .
. - " .
’ .
N x

Before Local Training is Concluded, the Test Assistants should check
that tmy' ’ «

. (1) Know the ;oies dffzﬁgéfest ﬁspitor and fest Adpinistrator}'
(2) Have a copy of the Test Team Assignment Sheet, R ‘
(3) Have a blue bindercﬁ .

(4)‘ Understand the district pay procedures. ) .
65) Know how to get to-the schools in which they are '
testing. . o ‘

A

! -

. . 4
(6) Have»transportation to the testing location. ‘ .
(7) Know the tasks to be completed on the first day of testing,
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. * VIII §EST ADMINISTRATION : T
L The administration o; tests is the main focus of SRI Field Operations

data collection activities,

i : Q’
Tests are administered to selected children in classrooms by the SRI

test team. The Supervising Tester serves as the Test Administ ator. Since
testing is conducted in the absence of the classroom teacher, test assis-
tants serve as monifors.to assist in maintaining an’effective testing -
environment and to assist in giving each child a prescribed amount of
individual attention, - v,

Children in second grade are given only one battery of }ests: the
Metropolitan Achievement Test Form F. Children at third grade are
given the Coopersmith Self—Esteem Inventory, Intellectual Achievement .
Responsibility Scale, and the Raven's Coloured Progressive Matrices, in
addition to the Metropolitan Achievement Test. o

SRI and OE are concerned that classroom testing conditions approximate
as closely as possible those conditions described by the test publishers
and authors as acceptable. The SRI rules and guidelines for test adminis-
tration have been reviewed by the publishers of the MAT the authors of
tthe other tests, and the Office of Education.

L ‘ ~

.

v

Testing Schedule Ternfinology.

The SRI test schedule is desighed for teﬁting for approximately one ,
hour ot each of five ‘consecutive days.

The MAT battery for each grade'level is subdivided into tests (e.g.,
Test 1 Word Knowledge, Test 4 Spelling, and the like). A prescribed number
of tests must be administerdd each duy (see’Table 3). At third grade level
MAT tests and special third grade tests are scheduled in a single day.

All the’ testiqg prescribed for a single day will be referred to as a
test sitting. e

~ .
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' Tagks to Be Completed Before Testing Begins S

LN

On the morning of testing, the team should arritve at the school early
and.sign in ecéofﬁing to’' that school's procedures. The Supervising Tester
should mention the schiedule of the team for the dey to the schooil secretary.
The team should assemble at a designated location in the school to as~
semble thestesting forms and materials, The following testing materials
should be assembled: - . o C

® -

¢ Test Team Work Kit . — -

= Felt markers A T

5 X 8 file cards to be used for name cards

Pencils » ’ . : . ; ..
- Paper clips I
- Kleenex

- « "Testing, Do Not Disturb' signs
- Testing Source Rosters o

* Test Carton ' ' .

A}

= Classroom Testing Worksheets
~ Tester's Logs

~

- Test booklets - . :
L N ’ ol \ [ - I -~

Each Test Assistant must have a copy of the child's booklet for the
tests to be administered. . .

. N
. . . -

The team should then prqceed in'the following manner: , - .

(1) The test booklets should be checked against—the Classroom
-Testing Worksheet and Testing Source Rosters to make

» !

While the teem iﬁgpreparing,these materia1§, the Superyising TeFter
" should go to the classroom and‘gemind the teaeher that the team will be .
coming to the classroon’, The teacher should be given a copy of the Teacher
Information Sheet at this time., (See Exhibit 18.) The Supervising Tester
should then return to the team andhgive last minute instructions to the
‘ team on introductory’procedures for the class,
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;;”, .The whole team’ should then come to the classroom at the arranged
time, bringing the test materials with them. The Supervising Tester L.
1~shou1d begin by introducing each Test JAssistant to the class and then ] et
. explaining the preserdce of the team in the classroofi, . . g

« 7

« ¥ e

Before gny formal testing begins, certain_ preparations must bé made. .
While the team- -proceeds with these activites, .they should make conversation ) .
with the cqildren,and allow them to help if possible, Tke team should .,
attempt to have some interaction with every child in the class during the

preparation period; even, if it must be limited towa- smiling "hello" in
extremely large. classes. .

)

Bilingual Children e

’ - . v

If any of the children in the classg have difficulty with English or
are more comfortable with another 1anguage, the Supervising Tester may
speak to them™in that language to help establish rapport and to put them -

at ease. During the period before testing begins, the Test Assistants ,
may also speak to the childref in their native language. Once’ testing .
begins, all converSsation musi be in English, . : )

v

Preparatory Tasks \\\\’/ s
(1) The seating arrangement must be checked. Children should
be deated, so that they are able to see the area where the
test administrator will stand. They should also be far *
enough away from eaen other to minimize “the possibility -
of borrowing answers. The test monitors should be sure
there is sGfficient space for them to walk among the
chitdren during the administration of the test.

,(2) The "Testing--Do Not Disturb" sign should bBe posted on )
the door. . '

~

s . (3) Kleenex should be placed in an area accessible to the
.test monitors,

.’

\ (4) Lighting and ventilation of the room should be checked
and adjusted if necessary,

(5) Assignment of Test Assistants. Test Assistapts should be
'assigned by the Supervising ‘Tester to specific children

in *a particular section of the room. The children should .
be introduced to the Test Asgistants and Test Assistant's
t . role'as,monitors’should be explained. -

o }
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: Passing Out NateriaIS/

T Ao

!
The Test Aséistant should distributé ‘the name tags and pencils for
children and move to 4the assigned section. The children may assist with

placing name tags on their desks.

Only when thi task is completed and a check has been made to see
that every child is properly supplied should the test booklets be given

out. . j

4 .

L
b . . ° ’

ArrangiggﬁMaterials by Testing‘Group ) ' :
e .

On the first day of testing, the Supervising Tester should call each
child by name and given him a test booklet. On the following dayg, tne
booklet must be grouped by Test Assistants and distributed by them. The
name tags should be kept with the bogklets., The Supervising Tester may
continue conversing with the class as the booklets are distributed.

During this time, the Supervising Tester should turn to the page of /
the Tester's Directions on which testing will begin. After all booklets
have been distributed, and the ,team has again checked to see that all
children have~a pencil, name card, and test booklet and that they can sSee
EEQ hear, the Supervising Tester may begin reading the first words of the
test. , The test team should use the set of signals decided upon at Local
Training to advise the Supervising Tester that the class is ready.to begin.

.

Tes'é) Team Roles )

Onég;testing begins, the Supervising Tester and Test Assistants take
on the reies and responsibility of the test administrator and monitor
respectively. This manuall\does not attempt to define all acceptable words
or behaviorg for the test team. It does try to outline areas of responsi~-
bility and to describe the kinds of behaviors that are aéceptable, Refer~

"ences, in the text in which the test&hdministrator is to make Judgment about
the behavior of "more than half the class" do Not require-a literal count
of children but are subjeet to the test administrator's discretion. It is
recognized that a good tester has 4 sense of responsibility and an ability
to relate to people. “These qualities should enable him to choose the most
guitable response for a given situation from the kinds of acceptable be-

haviors possible, - 4 ’




Desiggation‘ot Test Administrator

- The official Test Administrator for each testing group should be a
Supervising Tester who has satisfactorily completed regional and local
training. In cases such as illness, absence .or make-up testing a Site
Coordinator or a Test Assistant who has satistactorily completed local -
training may administer tests. Except in emergencies, only one person

should serve as a Test Administrator for a given testing group.

—— . ]

Duties of the Test Administrator

The Test Administrator is responsible for:

.

(D) Establishing and maintaining rapport with the test group.,
) 22)' Timing and pacing. -
(3) Giving clear test directions, | : : .
) (4) Maintaining classroom oontrol.

. R . . ©

Communication Between Test Administrator and Testing Group

The Test Administrator should address statements to the testing group
rather than individual children., The class and monitors should feel they
are working with the administrator, not for.the administrator. For this
reason, statements to the group should always begin, "let_us" rather than
"You should.” However, if a child asks the Test Administ\ﬁtoi direct
question, he can.and should reply using answers of the type rechmended

for the test monitor,
/

Rapport Between Test Administrator and Children

4

The Test Administrator must recognize that the major task is to ad-
minigter the test battery in such a way that each child has the same’
opportunity to demonstrate knowledge of the subject mattor, The establish-
ment of rapport is essential to this task. ,/9

-

e
PR

Rapport is a relationship of Tutual trust and understanding. The
Test Administrator should be skillful at establishing rapport with chil=—
~ dren. Trust among people is built upon positive interactions with sach— ——
other. The Test Administrator must makbzan effort to see that the chil-
dren receive something positive from the testing situation.

For instance: This positive response may be in the form of praise
to the group, allowing children who have finished to do some quiet activity
that does not interferé with those who are-still working (reading, coloring,
etc.) - o~




The children should be complimented on their deportment from time
to time with such phrases as_ "We are all working very well." .4

Understanding is built upon the ability of people to recognize feel—
ings and problems ‘they have in common, This means that the Test Adminis~
trator should express to the children his/her feelings and problems in
relation to the testing environment For instance: )

(1) "I like the way we -help one another move the desks."

(2) “"1f everyone talks at once, I cannot hear anyone..",
. \ v
/ _ The children ehouid be encouraged during tpe preparation and practice
item period to talk to the Test Administrator. The Test Administrator
should make an effort to allow the children to express their feelings and
problems in relation to the testing environment. For instance: N

(1) "we're glad to see you today. We hope we can play Seven Up
when we finish the test.” '

(2) "This room is cold, can we close the window?"

-~

. Timing and Pacing

Maintaining the ¢hild's attention to the testing task also helps
to provide an effective testing environment., The test administrator is
responsible for keeping the children working at a pace appropriate for
them. It is wise to attempt to keep the children moving at a rather rapid
pace, allowing time for almost all the children to finish their answers
but no time between responses for the established rapport to begin to
diminish. The test administrator should watch for signals from the test
monitors indicating that the pace should be increased or slowed down,

\
Rest Periods ‘ ’ l ¢

After each test section, if the test administrator receives
signals from the monitors, or senses that the children are tired, a break . _.
in the test is considered advisable. Any kind of physical activity that
is relatively quiet and will not cause difficulty in getting back to test-

ing is recommended. A few simple stretching exercises often help the -
.children relax. .

v

;Y
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Test Time Limits : ‘ . . ' b

There are several tests where the child is limited to a maximum amount
“of time in which to work... (See Table 3.) The test administrator must
adhere to these time Iimitations, The test administrator should have a
watch or be situated in a testing room that provides a clock.

%

%
N

On timed sections of the test, if all the children have finished
before the time 1limit has elapsed that particular section can be ter-
minated. If even one child is still wOrking, the full time limit should
be allowed. The children who have finished should be encouraged by the
test monitor to work the puzzle on the test booklet or some other quiet
activity that does not disturb the rest of the class.

Testing Disruptions

The distinction between a serious and a minor disruption is in many
cases a judgment the test administrator must make at the time of its
occurrence. Generally, a minor interruption may distract the. class for

+a few seconds and does not cause testing to stop. A major disruption -
distracts the class for longer periods and may by itself cause testing
to stop. , /

When a major disruption occurs, and the children must remain in the
classroom, the children should be asked to close their booklets and to .
’ work the picture puzzles on the MAT covers until -the interruption ceases,
The children may also be asked to draw in the blank spaces on the special
third grade booklet covers.

-

When a major disruption occurs where the "Children must be removed
from the classroom, the children should be asked to quietly‘close their
booklets, put down their pencils, line up in, some fashion and walk out.

/

S
L1

Interruptions buring Timed Tests

*
P e ittt
I SR ,

- It iajor disruption occurs during a timed test the test must
be stopped and that section cannot be resumed at any time. When testing
is resumed, the class must go on to the next ‘section. ’

d

) If a minor disruption occurs and does not cause testing to stop,
the test sitting should be continued. '

PR
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Interiuptions During ﬁntimed'Tests

If a serious disruption occurs during an untimed test the test
must be stopped and that section may be resumed after the disruption is
over.

. If a minor disruption occurs, esting may continue when. the
disruption is over. 1In soﬁe.instances,‘}he test administrator may judge
that a disruption is serious enough to warrant the discontinuance of '
testing for the day. ) ) - \

- -

Termination of Testing by Test Administrator

« The test administrator should exercise cautious judgment in
deciding to terminate any test before it is completed. Tests should be
terminated when the tester or member of the SRI supervisory staff “believes
that the testing conditions invalidate the results.

Giving Test Directions

[N

The test administrator must read directions exactly as they are
written in the Tester's-Directions or Examiner's Copy of the test. Except
in the case of practice items, he may not elaborate. His voice should be
clear; each word should be distinct. The tester should not read in a
loud voice, but the voice ghould be projected so that it can be heard in
the back of the classroom., A shouting voice is irritating and should not
be gsed. The tope of voice should not be that of a speaker giving a
lecture but rather that of a person conversing with a group of persons.:jl
The tone of voice or facial expression should not give the child’

a clye to a correct or incorrect test response. I#% the team jddges that
most of the children have not heard an item; the item may be repeated.
The test directions often call for the test administrator to point to
items on the test. The test administrator should use a child's copy of
the test, held so that it faces the class. Pointing should always be

" “done with the fingercnffﬁer with a pencil., A

While the test administrator is reading, he should alternate looking
at the text and the class and the monitomg The administrator may move
about so that he can be seen by all children:‘,He should also watch for
signals from the test monitor indicating problems with pacing, delivery,
and the 1like. E -

<




\Practice Items

- B g R ~

There are practice items at the beginning of each test in the battery.
It is important that the children complete practice items before the test
‘begins,

'
. - M v
. . . .

In the MAT tests, there are practice items on the first day of testing
(What-to-do Sections) and additional items at the beginning of each section
of the test. The child E2§£ complete the What-to-do section before com- .
pleting™ny other section of the MAT, For instance, a child who misses
Day 1 of the MAT, and returns for Day 2 must be given the-What-to-do secw= _
. tion before joining his testing group to.receive the Day 2 sitting of the
MAT, a C T ’ .

‘ -
— §‘ .

f ~.
— t

Teaching Children t0 Mark- Answers

‘

Generally, the purpose of practice items is to allow each child
an, opportunity to learn how to mark answers, not what answers to mark.
1£, in the judgment of the test administrator, half the children in the
class do not understand how to mark their answers, the test administrator
may demonstrate on the blatkboard or repeat~that part of the directions
that explains the procedure. It is also acceptable in this instance for
.the administrator to use certain other words to describe the pracedure, .
It is wise to use judgment in substituting descriptive words that the
chfldren will see in the context of the test. For instance; the word

"eircle" should not be substituted for 'oval"” when 'oval is used through-

-out the text. =~ ) . .
The test administrator should use as many of these suggestions

as necessary to assuréd that more than ha¥? of the class understands how ¥a

to mark their answers .before continuing with the test,

s

-

Pointing Out Correct Answers . ’

On. certain practice iteﬁs, it is specifically indicated that
everyone is to mark the correct answer. In these cases, the test admin-
istrator must allow enough time for the test monitor to point out the
correct answer to every child in the class, 1If the test monitors' sig-
‘nals indicate that half the class or more did not mark the correct answer,
the test administrator may repeat the instructions for that item. The
test administrator may also show the class the correct response by point-
ing to it and explaining why it is correct. The test administrator should
not attempt to explain why other responses are incorrect, It is not the

. . 85
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purpose of this method of elaboration to teach the child any subject
matter, but only to indicate the appropriate response which the child
should make.

Maintaining Classroom Control -

This 1s perhaps the most sensitive part of the test administrator -
role. The manner in which the test administrator speaks to the children
jand to the test monitors and the manner in vmich clerical and physical
problems in the dﬂass room are handled affect the amount of control the
administrator is able to maintain, .

When a class becomes noisy, the test administrator should ask for
silence in a calm low but firm,\voice. The test administrator should
not try to speak more loudly than the children. If the test adminis-
trator perceives that the noise level makes good testing conditions
impossible, then testing should be stopped until order is restored.
Promises that cannot o will not be kept should not be made (e.g., "if
you : aren't quiet, I will not give you a break’). .

. It is most important that the _team begin and end their class visit
in an orderly fashion. The smoothness and ease with which the team orients.
the children and prepares them for testing will strongly fnfluence the
environment of the testing situation. Orderly preparation encourages
- discipline, ' o

When the team enters a ‘classroom, they should begin immediately to

interact with the children and make testing preparations, This may be
done by simply greeting the class.and telling them what the team plans
to do. It is the responsibility of the test administrator to see that
each member of the team is assigned to specific duties as quickly as
possible. ] '

’

When testing is over, a member of the team should be sent to\notify

activity\until the teacher returns to the room.

The test administrator should thank the teacher and children for
their cooperation., It is important that the test administrator pay the
children a compliment in the presence of the teacher before leaving
for the.day.*
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‘~Instfuc£ions for Adninistering Specific Tests
. &>
. Speciiic instructions for administration of specific tests are
printed in the Tester -] Directions booklets for the MAT and the Exam-
‘ther's copies -of the IAR Coopersmith and Raven's Progressive Matrices.
" The test administrator should always read test directions from these
booklets and should not rely on memory.

-~

‘ﬂetropolitan Achievement Tests - Primary II

It is a good idea to use a blackboard to show the children how
to mark their answers on Tests 1, 2 and 3., On Test 4, (Spelling) the
test administrator should read the number of each item and pronounce
eac¢h word carefully. It is important that the children understand
exactly the word they are being'asked-to spell.

¢ |

Tests 5 and 6 - The terms, NG (not given) and DK (don't knowo
used in Tests 5 and 6 may be confusing to some children. Therefore, -
the sample items should be put on a blackboard and the proper responses
marked by the test administrator. When the practice session is over the
children should have had ‘a chance to see and hear an explanation of these
terms. . ’ :

" Test 7 - Scratch paper, provided in the Test TeamsWork Kit should
Be distributed to each cﬁild before the beginning of this test.

-

. Metropolitan Achievement Test - Elementary Level

- 1] . ‘
Tests 1 and 2 require the child to read the questions silently.
The administrator should walk about the front of the room and observe -
the chi&dren during this time. The time 1imit should be carefully ob-
served, If the administrator sees that all the children are finished
_before the time limit is up, the test may be terminated.

-

Test 3, Part A: Sentence Sense ~ The test administrator should ) /
study this section carefully during local training,. This section of the
MAT should be carefully reviewed during the practice time. The practice
item should be put on the blackboard. : .

Test 3, Part B: Punctuation, Capitalization and Usage —~ The test
administrator may not go into a detailed explanation of the .meaning of
the terms punctuation; capitalization or usage. However, the children
may be told why the answers marked on,the practice item are correct, 1In
explaining the gample the test administrator should proceed in the fol-

. lowing manner:

1. Put the sample item on the board. . = ' .~

2. Read the directions pointing to each” possible response on the
board as it is ‘read, . ‘ . .
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. Test 4: Spelling - The test administrator should read the number
of each.item and pronounce each word carefully. It is important that

the_childrgn understand exactly the word'thqy are being asked to-spell.
L d .

. Test 7 - Scratch paper, provided in the Teét Team Work Xit should
be distributed to each child before the beg;yning of this test. -

< -
‘

Raven's Coloured brogressive Matrices

Most children enjoy taking this tes't. Tﬁe administrator is often
faced with the problem of a.testing group where children mark answers
before the test administrator has finished giving directions. 1If this
occurs the test administrator should try to read more quickly. In.
addition the following points should be noted: -

. A maximum of one minute may be allowed for each item.
\
. The teét administrator must point with Q}s finger to
' each pattern and each piece of the pattern.

o The children should be instruéted to mark with a large
"X" so that the response can be easily seen.’

v

Intellectual Achievement Responsibility Scale (IAR).
L4

The test administrator should repeat items on this test by saying,
"I'11 read it once more” and then read that part of the test item that
is in parentheses, If the children do not understand how.to choose an
answer, repeat the section in the directions on Page 2, Bullet 2.0f the
booklet which says, ''Chodse the one ending that tells how you usually
. think or feel. Put an X on the letter 'A' if that ending fits you’
best® Put an "X" on the letter 'B' if that ending fits you best,
Theré are no right or wrong answers. Just answer each question the
way you really feel.," '

Coopersmith Test of Self-Esteem

N

This is an easy test to administer, However, the test adminis%rator
should be especiaily careful in reading question 37. The test administra-~
tor should say, "First I will read the statement for the girls.” "Listen
girls,” then say "I really don't like being a girl." "Now T will read
this statement for the boys." "Listen boys, I really don't like being a

11"

boy.




Dutigs oY the Test Monitor

1) - Observing and assisting chiidren in the. assigned group.

- ~(2) Making the test administrator aware of the testing en-
. vironment ih the group. ( . .
- ‘

(3)- Recording problems of the children in the assigned areas.

Role of the Test Monitor

The role of the test monitor is to provide children with as much
individual attention as was accorded_by the classroom teacher in the v
testing situation in which these tests were standardized. The test
monitor may provide on an individual basis the sense of caring and . .
confidénce in,.the child's ability that the test administrator seeks
to provide on a group basis.

The test monitor is responsible .for seeing that an effective test-
ing environment is maintained in the assigned group. 'This means that
every child knows the tasks required, and is given an equal opportunity
to show knowledge of the tasks. . .

- -

. .

Observing Children-

Each monitor is responsible only for a designated group and should
not attempt,to asgsist children in other monitor areas. The Supervising
Tester is responsible for assigning children to Test Monitors.

At

The monitor should walk quietly among the assigned group, and if
possible, wear shoes that do not make loud noises. The monitor should
not stand in one place for any length of time. Extra sharpened pencils
and a copy of the child’'s test booklet should be carried at all timés.
In order to perform these .functions the test monitor must watch each
child's behavior and each:child's test booklet, -

-

T

Commupication Between Test Mtnitor and Child

.

Good communication between Test Monitor and child is important

to a good testing.environment It is well to remember that communica-. . -
tion may be vepbﬁi or non verbal. There must be no shouting and no
threats. The test monitor should ‘be alert and calm &t all times. A
calm controlled and” organized test monitor does much to keep a happy N
and effective testing envirfonment. An occasional smile or a pat on :
the shoulder does much to reassure children. Even though monitors
may. addtess children individually, when possible phrases such as "Let

us make our marks nice and dark" rather than, "Make your marks nice
and dark" should be used. It should be remembered too that sometimes .
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conce¥n may be expressed Qy leaving a child alone. The monitor h .
) should use judgment in.ielping a child, If a child is s8low in turning ’ . o
*% . pages or moving to the next item but is still able to keep up with the.,
‘test admipistrator, he shoufﬁ be left alone. .

A monitgtlshould not spend most of his time with a problem child". ~ -
Sometimes probBlems will stog,if they are ignored.

o Before testing begins, the Test Monitor should talk with the chil-
dren in the assigned group. The monitor must learn the name of each ’ -/—
child and make an effort to address each one individually before testing
begins. The comments should concern something positive. The monitor
may admire the child's art work or desk, ask about a favorite class
~s project etc.
At times, the monitor may have to comment on a child's behaviorg
The monitor should do so only if the child's behavior affects the test-
ing environment--that is, if it keeps other children from the opportunity
of knowing the testing tasks or being able to display their knowledge of
the tasks. . -

> If it is possible the monitor may address a child in his native
_tongue at this time. It should be noted that personal remarks must be
made in a manner that does not give one child more attention than other
children in .the group. ' :

e

\

~ PR N . . i
. During the time that practice items are given, the Test Monitor is
responsible for sSeeing that every child in the.assigned group understands .
how to mark their answers., The Test. Monitorﬁshould look at each booklet
to see that answers are marked and marked cdrrectly. The test should
not begin until the majority of the class kdOWs how to mark their answers.

During the practice items, the Test Monitor may answer questions
of individual children, compliment the group on their work and assist
children in learning to mark their answers. Once testing has begun,
the Test Monitor may talk to the child about his work or behavior but

» only in the areas prescribed in this manual. It is well to remember
that the monitor is not limited to the exact Words here but statements

should reflect the ideas in comments written in this manual.

The Test Monitor tries to see that each child in the group is *
working on the correct item, following the directions as read by the
/Test Administrator. The child should be marking his responses clearly
and marking only one response for each item. The c¢hild cannot be
given any answers or explanations of questions at this time but he may
bé encouraged. Children who ask for help, stop working or who mark
answers at random with no apparent knowledge of directions should be
encouraged to work on the item being read by the Test Administrator.

' ' s S
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Removing a Child. from Testing Area . . .

- If a~cﬁild:must-be removed from the room for any reason, the
monitor should take him. Others should cover the fionitor's group until
the monit®r returns. . /

il

A child should bé removed from a group only if he is ill or
. his behavior 1s so disruptive that he cannot be .contained in thé class,
and is disturbing the test environment for the rest of the class.

‘

- . . ’
Interruption of Testing

1 e
- -

' . ﬁ_ * 3
When an 1nterruption affects the entire class, the rules on
pages 83 and 84 apply When an individual child must stop working or
l8ave the room during a test, “the following rules apply:
.‘ . . .
e If a single ¥4 stops during any test, timed or
untimed, and is able to return to the work while -
the test session is still going on, he may Join
the- class and work on the test section ih progress

when he returns.

vz

e If a child has started a test sitting, and is not
able to return. before the class has finished testing
for the day,yhe may work with ‘the class for the
remaining sittings, but me may not make-up the‘—éf
part of the test he missed.




Communication Between Monitor and Administrator
. . . ~

After the Test Administrator bégins to read the test directions .
aloud to the children, the Test Administrator and monitor should
communicate using a set of signals agreed upon at local trainings :The
Test’ Assistant should communicate to the Test Administrator apy informa= .
tion thdt indicates the\testing enviromment is hot proper or, that the
-children are’ not reaay or able to work . P

\ .

j “Test Assitant.sheuld signil the Supervising Tester at least
in\the

lowing instances'

- .
. - ° . . -

(1) to indicate all, thldren understand a practice item or test “
' . dinactions 'x%; . ~L .
v (2) to indicate allkcﬁildren are ready to begin a test section "
{QL. the:Fest ddministrator is ;peaking too loudly or softly
-(4? the;Test Administrato! is speaking too quiokly or.too slowlysh

-

(5)° wthe children.pneed a bregk
[ .

(6) a chiid must leave the room C ; '

? . ‘%
>~ N L] i -

Test Monitor Note Pad , ’ . ] L. ,
L [ 4 .
.Each test ggnitor should carry a notepad and pencils., Any prob-
* lems encountered during testing should be recorded on the Test Monitor
notepad. In the case of the MAT, the subtest being administered when "~
the problem occurred should be noted. After testing is over Jor the day,

these ‘notes should be discussed with the Tegt Administrator who wilft
record 'them in the Tester's Log.

R) ‘ ——— te
. - e .

&ﬁe‘test monitgglshould keep’ in mind’ that #ge following situations \-
must always be.recorded on the notepad, and in the Tester's Log. \

.15 The child borrows ansvers more than three times, °<5; .

8 0
L)

‘2’ The chi1d~must be directed to correct itém more than three times,
3. The child_narkéd niore than-one responge more than three times. * -
47‘ The ‘chiid reéfused to continue after being encouraged three times, -
- ‘Child gbarted timed.section of the ‘test before the Test Adninr
istrator signaledmtha,group to begid.

-

6. €hild continued working on timed section of the test after the, C o
Test Administrator signaled the group to stop.
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I

T

Moni tor May Do 3 Tines
per Test Section

Goes

Tester's Log

in?

Chnd' s Behavior

Clﬁ.ld is on wrong page,

~° #

)

a

Monitor May Alvu.ys
4

?ind right page for
.child,

-

¢

Child is on wrong: item . 4&

I;}ind right item, ~
.point with cireling
wotion

- Code" 12

) é -
. Chiild marks lightly

\‘_

-

Monitor says,~
"IAS;. make our
marks nice and

dark."

Child speaks 1ittle English
3

Speak to 'child in
native tongue during
practice session.

another ch:l 1d

"let's all do“our
own work” or moves
child fo another
place in the room ¢

-Child marks two responses to a Moni tor s'ays,' Code 11
question - "Choose one of
F * | these." .
€hild asks for help l(onitor says, . . ¢
B A s
N - can.” N \
ehild is copyi,ng answers ;tron JMonitor says, Code 15 )

L

Moni tor. points. to

motion and says,

item with a circular

ey this one."”

Code 16 .,

s
loxﬁtor says,
Let s all work
"quietly " L

Code 14 if it

causes child or
'group to be un-
4ble to vor? ‘r

Child is crying '
. > P

Monitor says
"What' £ wrong?"

Code 14

-

v « ) ,
Child marks #hswers at random

'

&

A

Bncou‘rage child to -

work on correcf item
LY

Child starts tihed sectipn .
of test beforg Test Adminis- -
trator signals group to ‘begin

! /

rd

. ~\. '

‘Bncoyaze chfld\ to
wait

*Code 10

the' booklet J

Child continues working ort timed
sections after the Test Adminis-
trator signals the group to stop
or moves on to other sections. in

Tp1i(*ch1,1d to stop

’
- [}
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Testing Formg ‘ - " e
. Forms' to Be Completed by the Test Administrator )
1'#. ' . . ‘ .
. X Testing Source Roster . ..

~

In Follow Through classes this torm lists a11 the children in
a class, In Non~Follow Through classes the Testing Source Rostéer may
show all the children in the class or only those childfen scheduled for
testing. Children not tested in a Non-Follow Through class need not be
added to the source roster.
%n all cases, all children who are tested must appear on a
Testing Source Roster. Target Children are indicated on this roster by
an asterisk, Every-effort must be made to test these children. This
Source roster should be dhecked with the teacher before testing begins
' to make certain that children scheduled to be tested whose names do"nbt
appear on the Tracking Source Roster are added. This information should .
Y be available from the Classroom Testing Worksheet.

14
. <
. . -

After testing is completed in a-classroom, a check should hé
made on this roster for each child.who received any portion of any test
or. ¥hat~To~Do section, v, "

¥ N -

-
}

. . . * . n
- . «

Classroom Testing Worksheet .
This form is used to, note the test sittings each child re-
’.ceived' . / , ’. . N . . -

[

v M e ,

. . There ‘are tw0 kinds of worksheets, one- tor seoond grade classes
and one. for third grade classes. (See Exhibit 5 and 6: ') In sites where
second and third grade are seheduled for testing,_the Test Administrator

should be, careful to use the' correct torm > . - -
T o Form Heading ‘A ' o0 . '
"o Af The heading of the form'and the names of the children should

have been filled in during local training. If not, it should be completed

before testing of a group or class,begins. ' . ; .
/ . M ’

4

It is especially important tﬁat the test team have lunch T,

- -

and reqgess times on the Worksheet to" ensure that testing.does not’
tere with these activities. :

.
)




- R ..

When a “testing group is comprised of children from more
than one class, the names of the teachers of each class should be shown
in two places on the Classroom Testing Worksheet: - - -

(1) The.space provided for teacher name.

~ .€2) In the space beside the names of the children
- * in their respective classes. (Exhibit 6,) °

Child D4dta
Immedjately before testing, -the sheet should be checked .

against the Testing Source Roster to be certain that all children in the
classes dr testing group scheduled for testing are listed.

Immediately after completing each test sitting, the Super-
vising Tester should fill- out the Classroom Testing Worksheet for that -
sitting o . . - ’

* A check mark (/) should be placed in the shaded
box adjacent to a child's name that indicates
: the sitting or sittings the child completed that, ’

day. ¥
'“tn'If the child is absent an "Ai:Lhould be placed
A oo in shaded box, .

v L}
' e _If a child is absent for an entire.sitting, and
: " that sitting is later made up, ‘a check mark
. should be placed in the white box for that git~-
) ting. If by the end of testing the sitting was
/, ' ndt made ub, then a dash will be entered in the
thte box, T C- e

Tester's Log
~23tet S 08 \

The Tester's Log is a white booklet found in every test carton.’
One Log is used- for each testi group. An entry must be made in the -
Tester's 1eg ‘after each test si%tting, fncluding make-up tests. ‘*

o

g , . ’ ¢ . N
. Completing the Log
r [ * ¥ - .
.' o * The form is completed by the Tédst Administrator with assis-.
tance from sthe test monitors

3

N . - ) ~ 4'”/
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*

" When Log Entries Are Made ' ’

-
*

The cover of the log should be-combleted at local training
or at least before testing of a group begins. The inside pages of the
ng should be completed by the Test Administrator after each day's test
sitting is completed o .

Responsibility for iog Entries’ . .

o Log entries are the responsibility of the Test Adminis~

trator., Log entries should be based on test monitor notes and test feam
. discu551on after each Hay's sitting, These meetings should be private.
The Test Administrator should ask the monitor's opinions of the testing
environment. Individual ¢hild behaviors that affected the testing en~

" vironment, not abilities, sfiould be discussed. -— s t '

. : - -
’ \
*

Identification Data Reécorded in' the -Log
’ Certa1n facts and identification data must be recorded in
- the Log. Among them are: L . -

- -

A

+ . )

. ! (1) The names of the teachers whose classes comprise
the testing group. This data should appear on
d the cover of the Log. 1If, -for any reéson, the
cross-sectional of a child is not available, the
- teacher name must be substituted. !

. (2) Names of Test Adyinistrator and monitors: This L.
information should appear on thercover of the .
. Log. In addition, the Test Administrator.s name .. ’ IWEEEN
should be recorded for each day. . of

” (3) Dates and times of teést administratiqng,*Tﬁis
data provides an important crgss check for SRI
L - and should be.recorded on each sitting.and make=
; up tests. The timeythat the Test Administrator_ ‘
' began ‘to read to the children from the examiner’'s )
booklet is the starting time. The time af which
the admiﬁis}rator‘asked the class to stop wprk is
- the ending time. L

* " (4) Names of Tests. In the case.of the MAT, subtests
during which described behavior occurred. At third
o . . grade 1eve1 where sections ‘of the MAT and another ’ .
-, “ . test may be. given on the same day. "Each test is
’ recorded in a-separate place. '(See Exhibit 11,) -

. 96 » L. | . *
- _ § | S
- 87



’ (5) 1In the case of .individual child entries, name
) and cross-section ID (ten digit code). The
child's ID number should be copied from the test -,
booklet. If for some reason the child's cross- -
sectional ID is not available, the teachexr' s )
name must be substituted.

‘. - .

Behaviore Recorded and Coded in the Log
. v'\» . s * .
A code number has been 4ssigned by SRI to certain kinds
of behaviorg. _These behaviors are 1isted on 4 and 5 of the Log. Log .
Codes are grouped by category. The categories are Environmental Con- '
dit;pns, Administration,‘Materials and Child. Performance, Tﬁe first code
number in each category, 1, 4, 7, and 9, respectively, should be used to

indicate that there were no behaviors or environmental conditions that

did not follow those defined in the SRI training materials,

This manual and the testing directions describe an accept-~
able-testing environment and behaviors. If the test team judges that" the
testing environment- and behavior were acceptable by these standards, the

"no problems codes should be used. ) ' -

In the Tester's Log, the Test Administrator desecribes be~
havior by checking designated codes and written descriptions,

Relagion of Codes to Written Comment

B .

N\ - Test Administrators must exnlain in ;:;tipg, testing situ-
gtions not described'by the .codes., Therefore, it is possible that a given
code may be checked indicating one problem, anpd the written statements in
an entry box beneath the codes indicate another probIem.

\ ) ’

' Written comments which do not relate to any code and which:

do not indicate a problem in the testing situation, should not be recoYded
(e. g, Mary Jane is a slow reader . Lo,

A11 other codes are problem codes and describe situations
commonly found in the testing environment

.

v




: and codes des¢ribing behavior during a test sitting.
. . .entries and individual child log entrres.

[

Making Lo'g Entries
A Log entry is represented by a set of identifiecation data o
There are group log

.

Group Log -Entries -
%,

GROUP TEST CONDITIONS

in the space provided below code group test conditions for each category. Write in any explanatnon required.

- Be sure to log your time.
(61) {62)

(63) (64) (65)

(66) (67) (68)

(69) (70) (71) (72) (73) (74) 1

CATEGORY Environ.

Child

e T 2| 3

TIME

Admin, M1l
4 5 | ﬂ/]) 8

10

1,

12 13

14

15116 17 | 18

P

G:ts

-Start

9.5

GBI TED. T WhOK G TTEN? O Frasi 2oul, Pack &
tap S0 Pepear Qubssivw. KEAD /G :e.cr/o.u .

. . .

4

End . N

.- . K .

Group Log entries are. made to code the behavior of the test-
ing group as a whole. A code must be checked in each. category (Environmen
Administration, Materials, Child Performance) to descr1be the group testing
envirgnment. This entry should represent the behavior of the majority of
-the children in the test1ng group., If ‘the env1ronment and behavior of any

child in the testing group differs from that of ."Description of Individual ‘

-

Child Problepms."

“
™

.

-

’

AN

Logging fndividual\Chi 1d Problems

- - DESCRIPTION OF IND/IDUAL CHILD PROBLEMS

i

in th’e spaces provnded below enter the name and 1D nu}tber of each child whose. problems were different /
from the group. Code each problem category for each child. Write in any explanation required. b .

- ] (61)(62) (83 (641 (65)  (66) (67) (68) (69) (70) (71) (72) (73) (74)
v . Environ. Admin, Mtis, * __Lhild '
'Vrz 3jalsyefria]o|ie]n 13 {14115 16| 17|18
1D Number _@P G PIPGAS” | arrag TiEs - Ao irod HEPED i/e'.:_:k rﬂoft: 77mes,
- . Dige Codrin &5 7o LoSe Hawe ACE A O
L€ ME_  fms ARk Tp NEER WP NI THE, CE S,
Last Name Fil’st Nam? 25'4»/”‘ ""tﬂod. ’
< ’ ] - oo ':.\
98 ‘ ’ )
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-Environment Condifions--Problem Codes

Code 2: ° Problems with Testing Area-~~This code refers to
~-—Fhe physical environment.of testing. It does
. not‘reier to’ pérsoiis who may affect the environ-

Y _f ‘ment. - : . ]
' Code 3:. Classroom or Child Disrupted Durirng Testing--
. , ' This code refers_to persons- who may affect the
L. : . testing environment, : .. -
I Admiﬁistration-rproblem Codes
. . N ; )
Code 5: Problems in Test Administration--Refers to prob- zf .
) ' . 1ems caused by the children's inability to hear
! or understand the Test Administrator.
. Code 6: Refers to errors in testing procedure madeg by
. . ’ the Test Administrator which reduced the testing
) group’s ability to take the test and demonstrate -
their ’knowledge of the subject matter.
Materials--Problem Code -,
: Code 8: This' code refers to printing errors in teé?ibook—
) ' lets. .
GZQ 4
Y Child Performance--Problem Codes ‘ o - -
. Code 10: A This code should o be used in relation to
timed tests. It refers to situations where child started
the test before the Test Administrator indicated he should

begin and/or finished after the Test Administrator indi-

cated the child should stop. This code should hot be used !
to indicate random markings.® Random markings should not '
be recorded in the Tester's lLog.

) Code 11: This code indicdfes that the child's book;et/?hows
L ) more than three instagces in a given section where
two responses were given for one item.

[y

'
’




ol ' Code 12: This code indicates that a child was. observed tq
’ be working either ahead or behind the .class. it

also applies to cases’wheré the child has lost

' : - his place. If such observationg are noted more

e o .. than three times in any oné test Section, this
* code should be marked in tp? Tester's Log. -
" > Code 13: This code refers only to ch ldren who are. bi-

tingual,

< ’

. Code 14: This code should only be uséed in instances whers
‘the child;s behavior atiected his or the testing
“group's ability to work on the test.

Code-15: This coda,should be used if a child has been ob-
" " served borrowing answers or receiving help from
another child mgre than three times.

Code 16: The test monitoxr is required to encourage children
who refuse to respond or continue three "times dur~
ing each section of each 31tting If, after the
child has been encouraged three times, he stops
working again, this code should be checked.

Code 173, If a child had to leave the room, and consequently
’ 0 missed part of the test or was unable to -perform ‘
) ‘on the test for some physical reason,. this. code
> -should be checked, .

S ‘ ’ ‘Code 18: This box should never be checked unlessﬂa)school

' official -has vouched for the fact that by the
school district’s er¥iteria, the child is described
as a."special education" child. . .

Describing Behavior in the Log,

v

-~

An entry regarding the behavior of the test team and testing
group must be made each day of each tesﬁ sitting. ’
. 4 o
Log entries are made for indﬁyidual cliildren when their en-
vironment and/or behavior in a group testing situation differs from that
"of the group, and when the child is takin? a make-up test. In the case of -
individual entries during group testing,*the chilq’s behavior must differ

in waye that impair the child's ability to take the test and demonstrate
his knowledge' of the subjectAmatter. In both inétances, an entry is made
for the child inh which a code is checked in each category (Environment,
Administratlon Materials, Child Performance) to describe the child’'s, test~
1ng environment ’ . e




On certain days of testing more than one section of the MAT test
is administered. If a child is removed from or leaves the testing situ-
.ation for any reason, even though he may subsequently return to work on
the test, it is important to note in the Log which MAT subtest is
affected, why the. child was not present, and how long the child wads not
present, R ) .

The following is a 1list of test sittings in which more than one
MAT subtest is administered

o 4

Grade Level Test Sittings Tests Administered
2nd 1 Word Knowledge - °
. Word Analysis
2 Reading: Part A
Reading: Part B 4
3 . Spelling

Math Computation

&
Py

3rd i o1 Word Knowledge
¢ . Reading
N - B ' 2 ) Language: Part A

Language: Part B

e’

Record ‘of Tests Not Taken'

kN

The first page of the Log should be used for listing any
children scheduled for testing who did not receive any section of the
Metropol1tan Achievement Test, * This means that the child was never
brought into a room by the test team for the purpose of test administra-
tidn, Only children who have missed all five sittings of the test should
be listed on this record. The reason for the child's failure to take the
tests (absent, transferred out of class, etc,) must also be recorded.

] . , o L.
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“

‘Classroom Instruction (CLS INST) (Follow Through-éhildren only)

This space should be completed fdf Follow Thraugh ctasses only., It s
should be checked to indicate that the child is in a class’ des1gnated as
a Follow Through class. , o

*
[

> y - . .
Lunch, Snacks, Dinner, Medical, Dental (FT and NFT children) ﬂ

-

These spaces should be hsed for-Follow Through and Non-Follow
Through children, The spaces should be checked for Follow Through
children if the service is available _to the child as a part of the
Follow Through program, In the case of Non-Follow Through children,
the spaces should be checked if the service is. available to the ‘child
as a part of a federally funded’.program.

Medical and_dental care refer to any.such service performed by a
medical or dental professional, ° .

-

Othér,'Specify (Follow Through and Noﬂ—Follow Through children)

Any other service funded by the Follow Through program, available
to a Follow Through child should bé recdrded here. In the case of Non-
Follow Through chlldren, any other federally funded service available to
the child should be recorded hére,”

Days Absent

The snumber of days each child has been hbsent from school since *
the beginning of the school year shdﬁld be recorded. If the child
entered the school after the school registration date, the absence
record should include all the time the child was registered in the
present school. If records are available from the old school; earlier
absence data may be added and .the words “whole zear printed above the
data. . - ’

/. :




-

IX ATTENDANCE AND ATTRITION.
- . . * “

) Collecting Attendance and Attrition Data - Lot
2 . N 4 P ‘. /
JAttendﬁnce and attrition data is collectedlby~Supervisfng Testers
and Site Coordinators. The data must be .collected-only on those chil-
dren who were tested by SRI this Spring. . .
The data is colleeted on the Testing Source Roster. (See page 47.) -
This is the same roster that was used to obtain labels for test bookw s .
lets. Some data are collected during the testing period other data is
collected after testing has been completed. ~ .

.
‘e N v .

Data Collected During the Testingt?eriod . .

-

&

The following data ‘should have beenbpollected -on each tested child
during testing' . ) B

®* '

.

(l) Any corrections in pre-printed demographic data (ngme, birth=
. date, sex etc.) exceptf eligibility for services. .
(2) Eligibility for All Services (Elig All) - This data”is pre-
* printed and represents datd collected at an earlier time.
These data were colleéted for Follow Through children only
and is verified after testing has been completed.- L

(3) Date a.child scheduled for testing entered or left the class~- =T
. room., No record need be kept on movement of children not
scheduled for testing or on movements of children scheduléd
for testing after testing is over.,

Data Collected After Testing Is Completed

The following data must be colfected on the children actually
tested by the SRI Test Team. . . T
A : ’ ' . .

A ‘. . » ) ( *

.Availability of Services

’

-

SRI seeks to collect information,on the availgbilit§ of certain
free services to children_who have been tested.

- o 1 - f ‘
L4 .




~ X Enw;m,aPAcKING AND SHIPPING

-

.5\14, ‘
—QX ‘ ; \ . , -

Checking Data Collection M&terials '

SRI Follow Through evaluation data collection will take place in
nearly 80 sites around the JUnited States. SRI Field Operations has
designed procedures and forms to help maintain a consistent manner of
data collection in all data collection sites. It is the responsibility
of each member of the test team to check materials before begimning work
to make sure they are correct and in order and/to review completed work
to make certain it has be one in the manner\described in this manual.

at should be made on testing

. The following listfings descr checks
" matérials, -

.Test Cartons

A1) The Site Coordinator should check the test cartons to
mgke cértain that a sufficient number are available
" for testing. e u
I

(2) The test team must check the contents of each carton to
. see that.eath contains the correct materials in the

-t

correct amounts, . ped

(83) 4n assembling materials for teaﬂing, it is important to
keep test booklets in the test carton. Booklets borrowed
or‘Ibaned should be duly recorded on the Test Carton Pack-

. ing. and Inventory List by the test team, (See Exhibit 4.)

¢ (4) Test Carton serial numbers are recorded by the SC and ST..

, (see Exhibits 14 and 26.) The nﬁme #f the teacher or *

teachers whose children s booklets are in the st ' -
-0 carton should be marked in largeﬂietters on the outside

"of the box., '

.
. .

. -
1 . )

: A -

Test Booklets 'T. o . s
(1) Test Booklets should be checked by the test téam -during .
* local trgining for such things as misprints and missing

' pages. . . | }
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¥

(2) An identification label should be placed on each booklet for
‘ each child, The labels needed are availabge from the Testing
Source Roster.

(3) Test Booklets shou1d be checked by the test monitors after
every test sitting.

4) :TestﬁBooklets for a given testing group should be kept to-
gether during testing and returned to SRI in the same_test
carton, ) - %

(5) During testing, the Sitg\Coordinator.should select booklets
at random, and check to see that they are labeled. ‘

Testing Source Rosters -

rd

(1) The Site Coordinator should make certain that a Testing
Source'Rosterlgas been provided for each class in which
children are scheduled .for testing.

’ (2) The Supervising Tester should’ make certain that all children

scheduled for testing are listed on the appropriate Testing
Source Roster.

LS

(3) Errors in child data on the Testing Source Roster should be
reported to the Site Coordinator by the Supervising Tester

- before correcting them on the roster. .
-

(4) During testing, the Site Coordingtor, should select Testing .
Sourcee@sters at random to see that all asterisked children

have b tested. (See Exhibit 1.)
/7

(5) Supervising Testers should inform the Site Coordinator of any
children added or deleted from the Testing Source Boste%; room

'

Classroom Testing Worksheet -

A1) During testing, the test tea

daily on the Wo ksheet. *

(2) After testing or a class or gfoup has

(3)

)}

5
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L
'

and indicate which children belong with which teacher. . ‘
(See Exhibit 6:) = ' . .

@ - ifte s1;e €oordinator should spot check’ the Worksheets of-
i . .each tean to,see\;hat entries are properly made.

. o
...
.
ce .

N Do e
‘ Testeg‘s logs .. . " L - ' o )
(1) ‘The test team should be sure to complete a Tester's Log - - .
.- for every testing group. '
. s \ .

C(2) 'During testing, t e. team should be certain that .a code has
been marked’ for .each problem category, for each testing
group or individual. child entry. (See page 98.)

(3) The Site Coordinator should select Tester's Logs at.random
and check them against test booklets to see’'if- certain
problems, such as multiple mark;ngs or a child refusing to

’ continue ‘have béen Properly logged. - The Site Gbirdinator
should also‘npte whether, log cod%ng {s being done properly,

- 14

+ '-',~ - :
Atténdance and Attrition Data Collection:

(1) The Site Coordinatpr should make certain fhat ¢lassroonm
instruction is checked.,.

’

(2) ‘The Site Coordinator should make certain that attendance
and attrition data are collected only for children who were
tested. . -

Personnel Quality Control
’ ’ P d - ) v ’
The Site Coordinator is responsible for maintaining a level of quality
performance among all on-site test personnel. The Site Coordinator must
teath correct .procedures and see that .those procedures are followed.

P . ’ - . o
In working'with.ﬁupervising Testers, the Site Coordimator should:

(1Y Observe the Supervising Testers at Regionﬁi,Training to see
that they have learned test procedures, ~ i

. (2) Observe the Supervising Testers at locah@training to see
how they relate to their team members. . . '
\ ‘ _75{195
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’ ) f )

. (3).“0bserve the Supervising Tester the first week of testing
. N\ to see that SRI testing procedure is being followed,

~

(4) Observe the Supervising Tester at least once a week there-
aftef until the end of testing to see _that proper procedures
are used throughout the testing'cycle.

(5) Talk to the Shpervising Tester each day to keep abreast of
- problems- and possible schedule changes. ~ \ :

’

(6) 'Check testing materiais.at random to make certain forms are

] being completed properly and at the right time. !
; .
(7) Stay in touch with the Follow Through Director and principals
. to remain aware of possible problem situations and tp avert

problems, if possible, - —

L . .
» rd * -

In working with Test Agsistants, both the Site Coordinator and Super-

vising Tester should' ’ ‘ N
, “ ‘ ’ ¢

(1)~ Observe the Test Assistants at local training to see if they
have 1earned procedures, ’

. . (2) Observe the Test Assistants duziing test vadministration. s ..

(3) 'Make every effort to keep the lined of communication open
with the Test Assistants. Team problems should be discussed
among team members and the -Site Coordinator'oniy.

!’ ‘ * ", . 3
. Packing and.Shipping SRI ‘Materials '
- , . * hd 9 -‘

All materials distributed by SRI for testing must be shipped to Co

’ ¢ SRI no later than one week after all testing has been compieted. }

. ]
N The packing of the materials is the responsibility of the Supervising
Tester and Site Coordinator,. The shipping of the materials is the responsi-

bility of the Site Coordinator.
»

1 a v

Packing -Test Cartons ' :

/ '
- When the test team has comp1eted the éesting of the classes or
A testing groups whose booklets are in a gingle carton, they should pack
, the carton, but not seal it. The team should check th Test Carton
' Packfhg Instructions shown below and make certain the Sﬁrton is packed
EXACTLY in the order shown., (See Exhibit 32,) DO NOT Return Testing
- _? Source Rosters in Test Cartons.

*
. . .




. » - ) - " N ¢ o +
) . . . ’ ., « " .3
This means that ‘the following items should be packed in the carton, '_ .
1isting from. the bottom of the carton to Jthe top. K ) e
(1)_ Unlabeled,-unused test booklets: .
. (2 Labeled test booklets mot used by the child.
(3 Test booklets used by the child, grouped in the order in
Wwhich the children's names appear on the Testing Source _Roster,
" (4) Tester" s‘Log . . L N - Co '
(5) Classroom TestingIWorkSheet
H -
&6) Test Carton Packing and Inventory List, showing number of
‘booklets unlabeled and unused, labeled and not used, labeled )
and used
(7)Y Test Tean Assignment Sheet, o : -
y , .
When the fite Coordinator receives th test cafton from/the Super-
vi i Tester, the serial number of the test cartons shbuld be checked ’
against those on the Test Record in the Site Coordinator Journal, (See
Exhibit 26.) , . . - : f
. The Site Coordinator should dheck the contents of the carton in those
areas described under quality control. The carton should also be checked
for correct order in packing, The Site Coordinator should make certain .t
that all forms are in the carton, .e'specially in cases where children from
different classes have been grouped for testing, . v i .
© 4 A
" Packing Other Test Materialg e ;&f}}'
" ,é;'
In addition to the test cartons, the Site Coordihator should return -
the following materials to SRI' l * *5
/ ,',’/ .
(1) Site Coordinator Attache Case (includes red binder, manual, )
and extra forms). .
(2) Test, Team Work Kit (includes red bihder, manual, and extra
forms) . -,'
)
(3) Test Assistants Training Binders (blue binders)
(4) Extra st Cartons. -
(5)" Site Coordinator Journal. ‘ . -
o ) N . “ 3 ’ ¢
/ .
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If the original boxes cannot be used, replacement boxes must ‘be provided
by the Site Coordinator.-g . *

Packing'the Site Coordinator Journal

The Site Coordinator. Journal should be mailed to SRI Field Opera-
tions Office, in the envelope provided, no later than ong week after
all testing and rostering is completed on the site, A final check
shiould be made to’ assure that all sections have been completed. The
following items should be returned to the S}te Coordinator Journal:

(1) All shipping receipts
(2) 1975~1976 school year calendar, if available

(3) School district directory - o .

., 2

(4. Local Training Attendadce Record o

(5) Tést Record (white copy) . The' yellow copy should be mailed
P to Ben Samson immediately after testing is completed., =~ -

Shipping Test Materials -

. ~ 7
. ./ ’
SRI test materials should be shipped by truck, The Site Coordi-
naFor will be provided with the name. of the trucking firm to be used.
Each test carton should be insured for $50,; . . .

v

’

”

The number ot test cartons shipped should be recorded in the'Site*
Coordinator Journal .

« .
> [ 4 . \ ’

Y K .
A11 materials except the Site Coordinator Journal ’

w and ST Handbook should be shipped COLLECT to:
FOLLOW THROUGH EVALUATION

X Building 309~B

- Attention: Ben Samson (Extension 3118)

- STANFORD RESEARCH INSTITUTE
q 333 Ravenswood Avenue n
“ - Menlo Park,' CALIFORNIA 94025 “#
) . El
Kl - ‘ }:., ’
* Vel N < {
. © 114 . ' v I '
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All materials may be returned to SRI in their original, shipping boxes.




Vhen the testing materials are picked up by the freight lipe, the'
SC should ask for a shieping number or route and tell the freight com-
. pany to bill SRI The SC should then call the Field Operations Office
and report the date the materials were picked up by the ‘freight line
and confirm the name of the freight Eompany. ‘

N £

- Shipping the Supervising Tester's Handbook e ' -

The Supervising Tester is responsible for returning the Supervising
Tester Handbook, in the envelope provided,to the SRI Field Operations Office,
The Handbook should be mailed no later than one week after the Supervising
Tester has completed all his work on sgite. - - s

-
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T X1 EMPLOYMENT AND PAY FROCEDURES .

Responsibility for Hifing . . ’ ) .

4 A

The SRI Field Supervisor is reSponsible for the hiring, training, and ,
supervision of personnel on sites assigned to him,. The Field Superviqor
" hires the Site Coordinator. He may delegate "the screening and recruiting
of -Supervising Testers to the Site Coordinator.
In screening candidates, Site Coordinators look for good clerical
' skills, the ability to read aloud, work with children,;and.supervise small
groups of adults. They will also inquire about the candidate's education
and SRI experience. The Site qufdinator presents names of qualified
persons to the Field Supervisor who will then select and hire.

v

N

The Hiring Process o 2
The Field Supervisor will review, with the applicant, the quhlifications o
necessary for the job, the training requirements, and the Job desgcription.
4
Information Needed from Applicants

An individual congidered for employment as a member of the temporary
data collection staff mst give the Field Supervisor the following in-

-

. formationg . '
Full name
~Street address ' - , -
'éity, state, and zip code . P ' T .
. Social Security number . . T - .

Telephone number ' .
Degrees earned

SRI Follow Through experience as a SUpervising Tester or )
Site Coordinator : ' .

.
-




Hiring Forms . ) -, o
On-Site personnel will be paid through Olsten Serviées, a nationwide
temporary work agency. This means that guch pérsopnel are employed by

, Olsten to work for SRI.

- v . . .
B .
¢

After a hiring decision has been made the following forms are sent

to the applicant from SRI: . BN . . .
, ® A letter stating that the applicant has been hired and < .

confirming salary. . ¢
. ' '

e A Contidential Information Sheet.”
* A W-4 withholding tax form. ' :

e A Protection of Confidentiality form. - I .

. .

2

'The apﬁlicant must comblete the Confi&ential Information Sheet, the
W-4 Form, and the Protection of Confidentiality form ang return them to !
SRI. The Confidential Information Sheet and the W~4:Form are then for- |
warded to Olsten Services. This is very important. “No invoices can be ,‘ .- @
processed or paid until these cofpleted forms have been received by Olsten ﬁ
Services. The hiring process is not complete until thése forms, are |
returned s ' < :

’

Salary and Expenses /

N ’

Salaries are paid on an hourly basis, They are determined by*the
wage rates in the region, the applicant's education, and the applicant's 1
SR1 experience as a Supervising Tester or Site Coordinator. .

Salary and reimbursement for expenses is made on the basis of in-~
voices prepared by the Supervising Tester and verified'by the Site Co~ )
ordinator. The Site Coordinator should not sign invoices that cannot be
verified but should discuss the matter with the Field Supervisor. Site ‘
Coordinator invoices are verified by the Field Suﬁérvisor. . N

"Local: Travel Expenses

-

There is no reimbursement for travel between home and school for
normal commuting distances. All distances.of 29 miles or less one way
are considered normal commuting distances, Reimbursement will be made
for automobile travel to school at 12¢ per mile only_if'tpe distanéa
traveled is 30 fiiles or more ome way, . l

120 ‘e




) If travel between schools or offices is required in the performance
" of tasks £6r SRI, reimbursement for this travel will be made at the rate-
‘\of 12¢ per mile, . ..

- - e ot -

N .

»

n . Teléphohe Calls . ‘.

.
] b .

All calls to»SRI must be made station-to-station COLIECT. Phdpe calls '
to persons on SRI business are reimbursable.. For” calls over $1.00, the loca-
tion and name of. the- -person called must .be shown on the invoice,

v

Miscellaneous : ‘ !

’

v

Purchases of services (for example, a‘baby sitter) or materials (for
example, a brief case) for personal convenience are not considered legit-"
imate expenses and reimbursement will not be made for them. Reimbursement
will be made for items such as postage for mail to SRI.

\

Advances X _ . : v

-

- . Pl

/ Advances are payments made to employees before a completed invoice
' 1s received. Advances will be made only for meals, tips, and valet before
a regional training session or national Site Coordinator meeting.

. [ ) ’ - .
! B

. A Word of Caution

&

v

The Site Coordinator must consult the Field Supervisor for
advance written approval of any deviations from these guide-
lines, Personnel who fail to secure such permission may be - ’ .
liable for payment of these expenses, If the Field Supervisor
‘cannot be reached, a COLLECT station-to-station call should be
* | made to the Follow Through Field Operations office at SRI .
415/326-6200 Ext. 3003.

’ L4
. - s

}. .

- The Site Coordinator is responsible for seeing that only allowable
expenses and hours actually worked are recorded on the invoice., Super-
vising Testers must check with the Site Coordinator to be certain that
expenses and hours are allowable'

»e
’




. Salary Payment'brocess

Salaries and reimbursable expenses are péid on the basis of SRI
invoices completed by the Supervising Tester and verified by the Site
.Coordinator. The Site Coordinator's,invQice must be approved by the SRI
Field Supervisor. Entries in the ﬁ/;ly Log (see page 27) describing
daily activities must be cqnsidered as part of the verification processf

. .

Invoice forms are availablé from the Site Coordinator. One invoice
should be filled out for each calendar week. If work is done on‘one day'
in each of two calendar weeks, two invoices must be completed. »
Invoices should be mailed to SRI each week., They will be processed
' at SRI before forwarding ‘to Olsten Temporary Services for pdyment, IT ' .-
TAKES ABOUT THREE WEEKS FROM THE DATE AN INVOICE IS MAILED TO SRI FOR
"-PAYMENT TO BE RECEIVED,

N

Invoices will not/be paid for peréons:

* Whose Confidential Information Sheet and W-4 Form are not -
on file with Olster Services. '

¢ Whose invoices have not been veritied by the Site Coordinator i
" " or Field Supervisor. 4 - !

A11 invoices should be mailed directly to:’
Follow Through Evaluation . - '
. Field Operations, Midl 183 : - - - ,

. STANFORD RESEARCH INSTITUTE -

" 333 Ravenswood Avenue '.
Menlo Park, California 94025 . . )

Inquiries About Pay Procedures

. T

Questions concerning invoices should Be directed to Field Operations

. at the above address or a station-to-station COLLECT call should be placed

to SRI at 415/326~6200, Ext. 3003. Invoices are filed by date. Inquiries
about an invoice should reference the time period covered. )

P
-

Follow Through Evaluation Invoice for Services

) The Follow Through Evaluation Invoice for Services is a four-copy .'
form used to record*activities and explain reimbursable expenses incurred
in the performance of tasks assigned by SRI. One invoice should be

122 '
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completed for each.calendar week in yhich salary or reimbursable eipenses
are incurred. Receipts for any expenses paid by. SRI should always bes
attached to the invoice (e.g., airline tickets).

The fourth copy.(pink) should be retained as a tax record.

’ .
N

Distribution of Copies . .

-

The first three copies of the invoice should be returned to SRI.

o

-~
.

Completing the Invoice

31

The following information must be printed clearly on each invoice .

submitted to SRI.

< L
v ‘

Name--The full name should be printed out. Married women
are asked to use their given names (e.g., Mary Smith, not
Mrs. John Smith), ¢

Street, City, State, Zip-~Current address, including
apartment number and zip cdode should be printed, If
several invoices are sent at one time, the complete ad-
dress, including city and .state, must appear'on each one,

Check If New Address--Pay checks are sent to the address
shown on the Confidential Information heet. If the
address shown on the invoice differs from that on the K
Confidential Information Sheet and checks must be sent

to the new address, this box must be . checked, SRI should
be notified immediatkly of a change of address.

Record Activities for One Calendar-week

Date--Only one day is to be recorded in eachr box. It .

is incorrect to write, ""5/21/74 through 5/25/74 = 16 hours."
The invoice will be returned unless each day ig listed
separately, USE ONE* INVOICE FOR EACH CALENDAR WEEK.

City~-The city or town in which data collection or train-
ing is taking place must be written in the small box
immediately below each date. ‘ .

School or Work Location--The name of the school or
* work location should be printed here.

123




Task Description--Each day's activities must be explained
using the descriptive codes ghown below, USE ONLY THE
. FOLLOWING CODES: . ,
. ‘ T ) S ’ co. v , ‘ Iy
MT (Meétingf Any qeeting attended by the Site Co~-
] . ~ordinator or the Supervising Tester thgt pertains
. to matters related to data collection. All:such
. meetings must be recorded in the.Daily Log. The
Site Coordinator should make the Field Superviser
aware of regularly planned staff meetings and gain
his approval for such meetings. '

TS (Test Supervision) Observation of testing per—
sonnel and the completion of forms (i.e,, Test - }
- Assistant Attendance'Record) involving site persdn-
nel, Random sampling of test team forms by the Site
Coordinator to check the quality of the work is

- +

Editing. . . : : .

ED.(Editing); Review of,éﬁy SRI forms or materials
that have already been compléted for accuracy and
completeness. .o . PR

) ’ RG (Regional Training) This refers only to the
o . - four day session conducted by SRI. The numbeg of o
) ’ ) hours which may be charged to this code are gtipu- .
” i lated during training session. . No other. hours may,
be charged, ) ' .

LT (Local Training) This refers only to the four day
) training session prescribed by SRI, Any other train-
N ‘ . ing time must have the written authorization of the

- Field nggrvisor and shoul@,be‘listed under "Other."

CL (Clerical Support of Testing) Completing the K
Pt following forms at any time except during local ’
7 training.

’

® Classroom Testing Worksheet - .
®* Follow Through Director's Information Sheet

® School Testing Information Sheet

L Scﬁodl District Personnel
® SRI Test Staff ' - |




, ¢ Supervising Tester's Planning Sheet.

+

. ) ., Teacher Information Sheet oo ,;

‘ TR Yedt Carton Packing and ¥nventory Sheet - t
- o ] , . . . r

A " cen ¢ Test Record ‘ _' : Y
-+, ® Test Team Assignment Sheet, -
‘ 2 N . e k ’

Preparation for testing as described on pages 78-79, Discussion and
completion of the Tester's Log after testing is finished. '

.
[0

, ; ?y " TA (Test Administration) The time the. Supervising
’ g . Tester spends in the classroom on a testing day.

-

PS (Packing and Shipping) Those activities related o
. to packing test cartons for shipmeni to SRI /include
* those: described in page 112 of-this manual -

AA (Attendance and Attrition Rostering) Time spent
in correcting or collecting data for Attendance and

Attrition, °

. k Other Any activity not covered by the above codes N
" but authorized by the Field Supervisor. »
. , . .
it should be noted that on a given day, in which the Site Coordinator or
Supervising Tester administers tests, the invoice ry sliould show

time coded for TA (test administration) CL (clérical support of test!ng)
and ED (review of materials to check for accuracy). . , . .

- » s -~

b ) . . P
) ' \ RECORD ACTIVITIES FOR ONE.CALENDAR WEEKX , .l
Sunday - Monday Tuesday Wednesday Thursday Friday Satutday
, oaTe | / 1 |4 LY I

) CITY ¢ ﬁa'znﬁ

SCHOOL OR WORK LOCATION Ah‘;’ LY ] 'r‘ ’
' TASK DESCRIPTION ~ :  * T l", T T T |Is[' , 1
{See Note 1 on reverse) 'a‘c‘ﬂ ! A"‘aw i

NO OF HOURS (no more than IT | L

8 hrs/day, 40 hrs/wk) I I gl Iy ! Iyl 4" I Lt Il

- [ T RN

. Q\ e

' . P .
-
— . <t )
-~ . 1‘.
’ . ; ‘¢
- 125 v
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' . . ~ . . 1:3“;; * : £ B
"No. of Hours--Not more thana fotal of 8 hours per day or T
e - . " - . . ¢ L
more than ég hours per ‘calendar week may be ‘elaimed,~ ¥hen- .
. © more than one task is performed in a day, hours. recorded v * ,
L must be shown by task. The number of hours per day must  -¢ -
’ ) be shown' for each day. Théy cannot ‘be shown-as one’ total L
(4/15/74 through 4/19/74' = 16 hours), T
. ) ) . . . o .. . . . . i 4 \ - .
> ) . b . . i . R ) "{_ ' o
Explanation of Allowable Expenses . : . . s
P v—' :. ..
- ‘(1) Travel . oo e, . oty N .
" (a) Car at 12¢ per mile--Expense for travel UetWeeB schools . .
. . p or offices required.in the performance of tasks ‘for SRY B
e shoutd be shown for each day, - There is no reimbursement
. ) . for travel betfeen home and the work site unless the ,dis- Lo
' tance is 30 miles or more one way. Distances of 29 miles g
" | . or less are not reimbursable expenses, For reimbursement,
expenses must. t. be itemized on Attachment A (see Extibit ~ ). 4
. o o1 (b) Taxi--EXCept for airport connections for regiona1 training ‘ ; :;%,g
T e " ) " and national Site .Coordinator meetings, taxi service may .
o .z, be.used only with the written permission of the Field - , ’ ‘
ot Supervisor, - When taxis are used, the date, locations and o,
. cost (including tip) must be shown in the box marked "Taxi" .-

in the lefthand corner of the form., Where possible, per—
sonnel from,one project are expected to share taxis.

(c) Other--SRI. arranges for transportation to and from national’ .
Site Coordinator meetings and regional training sessions -
when these meetings are beyéhd commuting distances, If.a -

, , trainee wishes to drive a personal car to the meeting, SRI >

] - ) will’ reimburse the trainee at a rate of 12¢ per mile for '

'\;- . - distances-of 30 miles or more one way, or the cost of "a

tourist air ticket, whichever, is less,

: ‘ (2) Meals, Tips, Laundry, Valet--Except at regional training and .
y - national site coordinator meetings, these expenses are not re-

imbursable. Meals, tips, laundry and valet will.be reimbursged
at the rate of $12,50 a day to trainees attending sessions ‘

- beyond commuting distance. Regimbursement will be on the. basis -,
of the time SBI has scheduledaarrival at the airport (hut no ‘““tg?
earlier)., On departure day, reimbursement will pe on .the basis
of the .time SRI has.scheduled departure from the airport (but .
no 1ater) '

-
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(3) Telephone-All‘calls to SRI must be made COLLECT. Cal}s made
- to other plages. as a part of the work done for SRI can be
reimbursed The, cost of calls for each day should be shown
Jere, An {témized listing of dates, persons ca11ed their

< Yocatitons and the amount of each call ‘must be recorded in the )
" box marked‘f elephone" in the righfhand corner of the invoice. .

(4) Miscellaneousg-Reimbursable expenses that.do not fit in the .
categories d scribed above must be shown for each day in these

boxes, Any jte in the category must be approved by the Field
Supervisor. |Su items as postagé, extra Scotch- Tape or. , '
. X enveiopes for irning SRI forms should be recorded here.

' These items must| be explained in the Remarks section at the

bottom of .the invoice.

-

R e

. ‘ . Remarks--This section should be used to explain miscellaneous

" .expenses. Any bceipts that are attached to the invoice should * ‘-
) . be noted here. ; T

- . ) \-‘.

. When the’ expenses a 4fhours have been fully recorded, the section at ‘
the top right of’ the inwv ﬁ%e should be completed as follow5‘%5
£ ) 4,
(’vl

For Periodﬂ‘?ecord he dates covered by the invoice, ‘Ehese dates
arg used to identif each invoice. ‘They should only {nclude one

) 'calgndar week., For &ﬁstance, if you work on. Fridey,h ay 9 and >
P Monq§y, May 11 these| days must be entered on two separate L. ~
) invoices since, theyLdo not fall in the sdile calendar week: ¢ ‘
. " yhrs. per rt-The numbér of -hours worked during the. s
,,cﬁlehdar week indic#ted on the invoice and the hourly rate shouIa”
¢ . - be shown here. ' oo .

\ .

Total Salary--To find this’ ffgure, multiply the number of hours

by, the hourly wage. i' . . -
9 .

Expenses--This amouit.should be the tota1 of reimbursable expenses
igown in Columns 1 ? 3, and 4. :

" Total Salary plus ExJenses--To find this figure, add the total
salary for this invoice to the reimbursable: expenses for this .
invoice. .

Less Advance-aThe\am nt of any advance that has been received
~and hag not been subt acted from a previous invoice shou1d be
entered here, .

Tota1~—To find this £ gure,. subtract the "Advance"” amount from
the Total‘Salary plu Expenses’ for this invoice.

S bmitted by=~-All invoices must be' signed and dated by, the person :

who is to be paid.
i
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EXHIBIT 3 ‘

FOLLOW THROUGH -

TEST CARTON PACKING AND INVENTORY LIST EVALUATION ' Ia

v

SUPERVISING TESTER ATHY Jen PROJECT CODE NO. 7 7 9 i ;::TA?:JOM
 TEACHER Mw GRADE_qi_.'_ seHooL __AD: ﬂ MmS

Check the contents of this Test Carton agamst the packmg list'below. If there are not endugh test
booklets for the entire .class or testing group see your S‘ te Coordinator.

v

-

Test Booklets . -~ -

Grade 2
Grade 3

- MAT Primary II
- MAT Elementary
IAR ’

Coopersmith s e
X Raven’s Matrices :

-~

Testing F.ormg.a - , .o : . ) i '
‘ ‘6 Classroom Testing Worksheets o . . ’ » . N
L] - 5 / - .
-~ Shipping Materials ' ’ h i T

2. ,» Sealing Tape

. L ] .
' v Return Labels \) ’

1 .

BETURN THIS-SHEET WITH THE TEST CARTON IN WHICH YOU FOUND IT'

137
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Aruitoxt provided by Eic:

EXHIBIT 4.

TEST BOOKLET INVENTORY

X
>
:"}L‘

v

BOOKLETS
PRIMER (ETC.}

NO.
RECEIVED

NO. LOANED/
TEST CARTON S/

- ,

NO. BORROWED/
TEST CARTON S/N

NO.

LABELED AND

NOT USED

NO

USED

. exTRAS

No: RETURAED
< "N THIS,
TEST CARTON

Eleneifiry| 30 |3/3376 / as.f! 3 27
,, .

.
.4

138 7

RETURN THIS SHEET WITH THE TEST CARTON IN.WHICH YOU FOUND IT
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RN\ FOLLOW THROUGH

TESTERS LOG oo 1.

EVALUATION
THIRD GRADE 817727 SPRING 1976
. -
TEACHER _ NOLVECK HeLEN A. " 'scHooL A DAMS
{LAST) " _(FIRST) - {MIODLE INITIAL) .
: state_ CALLF.
v (LAST) (FIRST) _ (MIDDLE INITIAL} .
(LAST) " {FIRST) ~ (MIDDLE INITiALl-  CLASS MEETS:
SITE NAME : a
GﬁADE: . Test Carton Serial No. 3 <Q.
(Please check) Other . )
A . N
Site Coordinator’'s Name REe TT\,l RAI NEg R
Supervising Tester's Name K H'TH\,[ J.EN ki NS

Monitor Number 1 Name)__F RANGLS COLLINS . g
Monitor Number 2 {Name) MART 0&\" Kl— eI N
Monitor Number 3 (Name) RO SE 'TAY LOR

This log is for the group of children shown on the Classroom Testing Worksheet and must always be used with the .
same group of children. The log is to be completed by the Test Administrator, The Supervising Tester is responsible -
Tor s seeing thatvthls log is properly completed. ) ’

s . - .
. 0

t Lo T w - CHECKLIST ~~ ¢
’ . AFTER EACH TESTING SESSION AFTER TESTING OF CLASS COMPLETED A
@ Test conditions marked by Test Administrator — @ Tests taken checked agai;st log and Classroori )
starting and ending time entered Testing Worksheet

Classro0nT: esting Worksheet completely filled
in — absentees noted by ~'dash”

B Make up test coded in back of log for each
. f
child — test administrator and time noted . B Record of tests not taken filled m

B Proper code checked for each problem category

. ) B Test mformatlon transferred to testmg roster
B’ Test history marked on Classroqm Testing
Worksheet @ Test carton packing and inventory sheet

completed
—
B/Materials checked by Supervising Tester

-t
o
LY

. TO BE RETURNED IN TEST CARTON
. , R

- U149 .

‘ 419 | .




) EXHIBIT 8
’ . RECORD OF TESTS NOT TAKEN™™

List the names of children who did NOT complete ANY section of the MAT. Write the reason why
no section was administered. Do ncit list the child if any §ection of the MAT was started,

-

<

NAME : REASON

' TAN KOSKT , ELAINE ABSENT FROM SCHOOL 3 WEEKS

Wlo|INN|O|n|EIW]N

—
(=]
»

-
-

-~
N
.

Y
W
*
.

-
n
.

-~
[+4}
<«

s
v

-t
]

-~
~
’
-
.

-t
-4

s
-
w0

8

N
-

X

N
w

-
E

N
o
Y

v

3

N
~

N
]
[y

8

8

W
-

(4]
N
)

’

8

8

[ ]
o
»

-




i ;h ‘ EXHIBIT 8 - ‘ "
5 - " o .
. ! xé:?/ h 5 “ .
-‘,_ § " COMPLETING THE TESTER'S LOG ..
| | ) .(g_/ o e

Pad

~

“~
. . \ - ) - 7* .
The numbers in boxes D ar'é code numbers that refer to problems' encountered during testing. These problems are grouped
" under the following categories: (A) Environmental Conditions, {B) .Test Administration, {C) Materials, (D} Child Performance,
and (E) Test(s) not finished. Check the appropriate code for each category.. If there were no problems for that category
mark the appropriate shaded, box (ie., for Environmental Conditions, for Test Administration, for Materials
and E] for Child Performdnce). 'Be sure that each category of problems is considered for each test admiistration.and’
for each child. Where explanations are required write in the space provided. You may check as many hoxes as are

appropriate.// However if the “no problems” box-is. checked t_hén the other codes in that section must not be chacked. ‘

i 1

. v . - RPN
AR » ’ . . .
‘ T C T ‘LOG CODES .
A. ~ ENVIRONMENTAL CONDITIONS o -, : "L
) ' N (t Al » ’ - . ’ i
"No problems with testing conditions, no disruptions
@ "Problems with testing area o ] L "y
ie: — qxfges'sive interference from noise. - . . . . - N
~ not é,nough space <L ) ) o .
- bobrrlhighting conditions . C [ '
. -~ gene ?chiscomfort : ‘o
. T o ¢
E] . Classroom or jbh“d disrupted during testing (e§plain if severe disruption) * .
ie: - fire drill ey o ) ’
— non-fest associated person present causing disruption
. — child! disruption affecting other children | -
- K M 4 N -
. — outside noise . . ) : -
B. ADMINISTRATION - ' -

E No problems v‘lvith administering tests

: ‘ )
N E’] Prpblergs in test administration

i.e.. = tester'had to repeat instructions frequently * < ﬁ%
~— tester had to repeat items frequentfy. ¢ - : )

Test administrator made procedural errors (explain in detail)- =

C. MATERIALS - . e {

.l ‘ A
. No,problems associated with tey materials
. . ~ P

Problems'vzjth tést matgrials

1]
i,e.. - bookiet incorrect — pages blank, out of .order, or missi}i;
— examiner’s booklet or testing materials difficult’ to handle i

- ’

+

k | ) . ' '31(V»§£€.,143' . \ ’ '-‘ ‘ L4

¢ N . “ . * ' ) ~4. . {
Q a 121: h
J MC . .o . g ’V’! Co , ’ .

%




- .
/ - ) . : . ? .

' Q D. CHILD PERFORMANCE- ! . . IR :

- «

No’ problems with child'§ behavior, langua;e, or ability to understand dire/ctions
Child started éhea‘d or finished late on timeg ;ection of‘ te;i (explain) .
Child marked multiple- answers more than three t?r;les per test section — (explain)
Child Iostlplace‘ or inove& ‘dhead of test admir;istragor more than three times

_per test selction — (explain) - J . .

*Child hqd difficulty sp(_eaking or undérstanding English . ‘ D) .

" Child or children inattentive, restless or difficult to control .

TEE BEEE

.
A|

i.e.: .— child or"“gf?:p took a long time to settle down ) : / .
) '~ child bored and did not respond fully )

child'too tited to give full attention to test
. -~

. . — child cryin ™ : ,
? . @ o~ Y g -

Child borrowed answers or réceived help from another chlld (explam if fore than three times) . " :

I

. - "

T ’ Child woyld not respond or refused to continue,(explain) : : Py

Q L
Chiild missed or had dpffuculty with part of test because of chlld's physucal condmon
(expair and state which itefs of test missed)

~
\

-

- i.e.. — child was or bemme ill during testing . .

’ child had dlstractmg injury : - Ve : .
child was without eyeglasses, hearing. ald etc. o . .o
= child was color blind .

child had to g6 to 'the bathroom .. -

5—\
I

e
(L 2
N4, 4

-

n Speclal education chuld {uie this code only if school authormes state thls as fact). .

- . . [

e s ) i.e.. — blind
- — deaf
— mentally retarded

’ B
- A ’
~
.

We o
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EXHIBIT 11 AT

X . METROPOLITAN ACHIEVEMENT TEST" - . .’ .
‘ o DAY 1) - . - .
. - .7 . . \
Kary Jenwutse - ‘ 4//2.2 /75

N DATE

TEST ADMINISTRATOR-

‘GROUP TEST CONDITIONS e

In the space prov:ded below code group test conditions for each category Write in anyJexplanation required.
Be.sure to 109 your time.

#

(61). (62)° (63 (B4)  (65) -  (66) (67) (68) (69) (70) (71) (72) (73) (74)
CATEGORY Environ. " Admin. Mtls. Child ~
~TIME W [ [s [ W5 |# 10J11|12l13[14l15]16[17i/18

q9 ;/3’ FOINTED TO WRONG ZTENT Our Fress Rocw PHAGE S,

Start C HAD To TOEPEAT Dués 70N FEADInG SECTion 3
o ;J 0 N , .
End ‘. \

| '

DESCRIPTION OF INDIVIDUAL CHILD PROBLEMS

In the spaces providéd beloﬁ' enter the name and I0 number of each child whose problems were different
. " from the group. Code gach problem category for each child. Write in any explanation required.

: ' {61) (62) (63} (64) (65) (66) (67) (68) {69) (70) (71; (72) (73) (74)

. s Environ. Admin. Mtis. ~  Child .
. {ed 23} 4|s |[w]w]s 9]10]11[413]14[15]16[17[18
D, Number_mm AFFER TEST Mow 1T0R Hecpea WER THRIE Fimids,
L . DIA”‘ Coﬂf/””‘b 70 ‘0“ NER PccE MO AT ’
£ £ ”’Vﬁm TO AEEP P blr” THE CCASS, -
Last Name First Name REAII§ SECT/ON,

w2[3fals{elwslolofr1v]i2]13]1a[asT16] 17]18
ID Number ﬂ????ﬁ-t/ Plauc. CopsTANTLY RORROWED ARSI ERS £ tom
CHmtiEs SGoumiEy,

graccans, Paus (25T TN -
(12| s]als|e]7{sfetrofri]|i2|13]1a]15]16]17]18
1D Number 2 . . -
L:;t Name ~  First Name .| o ’ ’ ’
. il sfa]s|efr]sfs]ie]u]u]s]uis]ie]17]ie
<D Nf.umber ’ . ‘
Last Nan';e First Name o :" . _
fl2|sfs]s[sfr]sfglo]n]i2]n]u]isTie]17]s
"ID Number S ‘ : N
' ]
Last Na}ne Firs; Name )
' 5 145 A : ]
. , * . ’
. . 123 . | -
‘;3* AT !e, t. - ] .




B ! ; ’m?mrr- 12 o

T P20 MAKE UP TESTS
3. ; {LIST EACH CHILD)
DESCRIPT!ON OF MAKE- UP TEST CONDITIONS
i0 the spaces provided below emqr the names and ID numbers of all children who received make-up tests. Code each
category for each child. Wme/n any explanauons ‘réquired. Be sure to log t:me end test section given.
ST OR {(61)(62) (63) (64} (65) {66) (67} (68) {689) {70} (71) (72) (73) (74}
. TIME [SUBTEST -
tveN | Environ. Admin. Mtls. : Child
S 4425425’ RGEABGADLGE ?rtoln 12{13]14 |15]16[17]18
.- ION sta" R
' BAEZ " Bievke RrAOR% , : \

’ FRAN CIS go%u:‘ ’95_29 &?M o,
- Teet AdmInftrator nd > P £
: /7™ - |efe a4 5] 6|7 s relat]r2]13]14f15]16]17] 18]

995591922 LR e T .
_Ggeem, %Mf;y : S .
. ;ﬁ Nnmo ‘I;}t Nasmas i 100 ‘”.n.”‘
'r dministrator End /-

Y7 qg £ f¢ 0 . g_s :z(.é'taz
Becwes, u%’ﬂ y wart et

First Name ,(‘ “f

Jtﬂvud AL _f,z“

v Test Adminlistrator End A .
/s/ /25 ' ﬂzls[(’ﬁ[sl 8 |8 [10]1+]12[13]14[1s]16[17] 18]
_G9559990sy | Ll Ebm. ' .

- 1D Nu Start
&eg)ﬁ N D27 et fig
Eidid First Nama .
. THEIe Fayion : Lﬁ‘%ﬁ‘

Test Administrator End ' - B .
g/:}//zgr N esem 2|3|¥]s|6|¥]8]¥]r]r[iz]13[14]15]16[17]18]
4;?¢n’o};&" — St:art{sm,g SR |
_GlAAN, B ETH Sovriug|

/JV/I.( ' 6{;[;’[:1;5,[‘6[f[-s[s’ﬁo]n[12]13{14[1:]'16[17{18,]

L. First N a
2 rst Nama ! .]ﬁ‘ 2
Test Administrator End

/s /75" oA2|3fjafs |6 | sfefofi]i2]ia]14]15]18]17] 18]
G765 6Fvet | £aelpin - ~
2 1D Némzz ” ?tart " ﬂ”’ . ’ . s
. LmN;m; E flf;Nlmc -%,Qd._“,.;gp‘ ‘ . \ /7
’ 5% /75~ [Tz 3 [#] &6 [#]=s [ ¥[10]11]12]13]1a[15]16]17] 18]

7549955507 | -L2lasn

. Start » .
Losrow, 4worew mar . ' .

SEeaiicis Cotlbis £ gmet

<o’ Test Administrator End 3 T Zz ‘ <
S5/ 75 " 23] W] s |6 7] 8% [10]11]12[13]1a]1s]16]17] 18]
7 LM :
. 9999954540 | L0/ | - :

“ID Numb Start ATt
Lo BlEATH, PrchnEe ”

L : First Neme (d'f 07 L iute | I '
&IC 4 ASS
Test Administrator,

-

KS.
W

146




Tt e T ey D g - > e
oo 8 . o . . : . . . ’
A N . C K ’ . o ) ) . .
R . . [ - \ . . .
A L R ‘ N . .
L P < -
4 . cr . : . L] N
o e : 4 .
Lo R . . /. * «
(S . » . B - .
N ' { .
o, . N
" -
. ‘ . . .
R v ’ .
. . t .
VN \ - . . . .
A ST . R - . .
R e . P - . , i
. : L., -” . N v B )
[ T ' . . . .
. co .- . N . .
W . . .
B ' . .
:,Z.. L ., LG .
B . . . " - B
SN . . . .
- - . . . . . N
. ¢ N oy . . . ;
' . ¢ . . - - B
o . . . . . .
cet ﬁ N e . > ' "
S . . . . . ) . .

¢
ISING TESTER FORMS

SUPERV

« . - - N
. " . . . R '
. . \ 1 N .
- . * ~
- . . . . .
. . L - P
“« v
. . ~ . )
) - » . . ! *
N . . N
3 . . - .
. v ’ . ,r
’ ~ P N
. , . . . . .o A
' ) % ' -
* + N - N
N ~ . N . .
. . - .
. - N . -
Vo v ‘ ' - N .
‘ A . . . . . . . N
T . .
. . .
> ' .
<, o 3 A v
» FRNI » e . . ) .
Lol .~ w . +
. > s - -
.- ' - N . >
N . s . . . . - N )
! FELEN * . - . ' A
o ! . A .ot , . . PR ~ L R .
P s . T . IS © . N ' . L ' . d :
. i . s ks . [ N , [N . .
AT .. AR . M LandN . e - * N
. . . » v « o n - -y v - - v R
. o . ' . . L . R . . . oot - . b
. ¥ e Yoo PN - e . FI N . R N R . . v > B 1N
. L e e < IR s o R N I T I I O T TN S N A IR e, “ v N




EXHIBIT 13

o  SRI. TESTING .STAFF
©NAME . : TITLE ADDRESS | PHONE
i - = = - - 2
BerTy Razver Sits Coordinator 19 MORALES * STReeT |4 64-6672]
2. KATHY TEMRINS _ Supervising Testar Y04 SHeERmAN CouRy [33/-067)
'3 LAURA PALmMER Sipevisce Terr 1210 wnToN WAY *2/ |46¢-132
4 TERRY SmzTh Sperviioa Tt - 1124 Mor ST ST [469-226b
‘.5_ <o Supervising Tester .
6. —/ Supervising. Tester —
7. - Wm Toster -
8. Supervising Tester
9. . i Supervising Tester -
10. . ) Supervising Tester /
) .
SCHOOI..S TO BE TESTED — PERSONNEL
NAME OF SCHOOL | FT |NFT TITLE | scrooL Aboress PHONE

(Principal, Secty., etc}

ADAMS - [ | IR Tames BPtwoN-pMwoO ADAms ST [349-040/

ADAM S , v MRS, MURRAY -V P tos AbAmMS ST 364-090/ x|20
ADAMS v | |mzss Saen Coses-Sat] /oo ApAms ST [369-oye
| L. ELEMEPTRRY v 1. Bep BIneT-plin| S5 MiL.King ST 5329780
. ELEMANTARY |- v |MR. TouMSON-UP, | S .t KING ST - 97804110
L. ELEMENTARY v | MR.Tom SpuzTh-vukse S§ 1ol kNG ST |s22-1780% 210

e, .

149 ' .
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EXHIBIT 14 - . ow

ST FIELD RECORD ' - Page: / ol

NUMBER OF CLASSES TESTED

- .*  Follow Through . ’ Non Follow Through

c_Je_—] 1t {2nd ] 3rd le__fec__| 1t | 200 | 3rd

v \ ' L . >
CLAS_§ROOMS TO BE TESTED

. ‘ Schodl ‘ - (lninals:;.;dl‘.:l Nan;o) ' +| Grade FT NFTTSE?-;QE{"“ C_gflgr:::n- * Tsn.s:'ga&tgn
"ADAMS | H. NoLvecK vl (ay |23 3792 |
ADAMS | M, O LeARs al-| las|aa (3797 |
ADAMS | H. MarTINEZ [ 3¢l |27 2b.1 3863
A DAMS ¢, Hom - 3 © a5 | 4% | 3890
3 .

W. ElemenTARY] L. MARSH 47| 47 | 3817

: SUPERVISING TESTER HANDBOOK
150
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EXHIBIT 15

- & Fouow.mnoueu AN
, J EVALUATION =~ -

' T \" T smiNG 1975
' SUPERVISING TESTER PLANNING SNEET
A ) . i
1. Teacher HELEN Nowg:c& __ School.__APAMS '
Luneh 12700 - 12.:50 " Recess 1000 ~/0:15 Am; 1:yS -2:p6PMm
Special Comiments, Room 9y ) - )

CHODREY Go To RATHROOM AFTER RECESS. . \
7 _WATER FRuNTAIN OUTSIDE FRONT DOOR. OF CLASS. e\
' C ARD OF - ]

2. Teacher_INARY O’LEhK? Schoo! ﬁDAms
lunch Ll:ots = 1) SO Recess §:457 = 9:30 Am ; \is ~4:30 P
Special Comments LoTLL K CHILDREN To . m RIG F
7 N ’ \
Y Soax -
) — Lt . , .
_ 3, Tedther_ALICIR MARTIINEZ School F\bﬁms \

Lunch _2:0p- 12.50 4 Recess
Special Comments Roem § -

Fzeed TRIP PLasneDd Y2y¢

]
4. Teacher SARL " Hom- - '.S‘chool ADAMS \
Lunch _11:00 = |):S & : Recess _ 15 - 9:36 nm, I-‘ls-l-'3\Q,Pm , *
Special Comments _ : ’ ' \T
: . . I\
5. Teacheroh YA MARSH > Schoo) WEST _ElEmentARY
Lunch _l2:00-i2:¢4 Recess IXIS = 106.30 AmMm

Special Comments .:.N_B_D_ALG:&LM _
‘ _&&IEIL_Emmm_amLDs_M&Lo W

-

8. Teacher : i - Schoof “ : v
Lunch - : Recess
Special Comments _ - -

D'OES NOT HAVE TO BE RETURNED TO SRI L SUPERVISING TESTER HANDBOOK
Z . 151
E . .
18
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R L e EXHIBIT 16
a T TEST TEAM ASSIGNMENT SHEET

EVALUAT(ON
' “.-"’ wng 1975 -

Site FA‘YETTE s Caue . ‘ S

Administrative Personne!

“Follow Th;o‘ughn pirector:_ HARRY SA"L?SOLL .’ Phone: 6261318 |
' Site >Coord‘inator: 'BETT'Y RAzneR _ o Phone: 9691 -bb 22
"SRI Field Superviso: _JAMES ANDERSON  * ' Phone: .3_2.6_6_29.0_&3
P - e B ) Team‘yMembe.rs -
<N Title ‘ ‘_ . Name ; Address : Phone
157 | kaTyy TENKINS Y09 SHERMAN. CovrT 381067
" TA |FrAntrs Corsng | 110 NoryH IS StreeT  |382-102
TA | MARTORY Klezn 1b_venTugA RoAp Yyg3- 212
TA | ROSE TAYLOR 29 SovrH 9™ Streer 32/-36%2
i School dnd Clas’s'room Asignméms \
. . "‘x‘}‘?‘#"" -
School FT [NFT Principal Phone Teacher Grade| Test Dates
ADAMS |  |DR.Tames BRow [269-0y 0/ | Ms. NOLVEC K I %22~ %5¢
APAMS v i -~} Ims.oteARy  |i %2 - %
ADAM 3 v | ¥ ms. maRTINEZ |3 |#20-53 |
ADAmMS |y | |DR. TAMES BROWN [36%- 090/ MR, Hom 3 29 ~% |
| |- o

WEST ELEMEVTARY VMRS, Bea BaneT 522-‘?780 $. MARSH

NI KA
: T \ . Schedule
owe| Wz | Yoy | Yoy |Yos | Yoo | Yoy | Yoo |7 %2 | |7, |92 |50 |79 |0
Séhool ‘ 1 1 WEST wesT
v - 00 Rm 4‘* 1 %,.Dnms;w”mr : ' ) FLmEé.

. Remarksmw_&m\_ﬁﬁgﬂ \MDR.MIDG
DIRECTIONS TO ﬁmms SDDJ'PLD»\'KWIE bl ™ Jo#ng Auenoc LeFET
Block. Scuodl LeFT CopnER. 160 ADAMS S
’ ‘ . :
DIRECTIONS T WEST ELEMERNTARY -BROADWAY To LOEST BLuD. RIGHT
o:o LOEST BLuD To M.L.gxtPb ST. AEFT 6w ML kTVE 2 BLOCKS, §S M.L.KIVG T

TO BE COM'LETEO 8Y SUPERVISING TESTER
Whyte Copy. SUPERVISING TESTER  Yellow Copy. TEST ASSISTANT , Pink Copy. TEST ASSISTANT Goldenrod Copy TEST ASSISTANT
s O

152
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_ EXHIBIT 17

SCHOOL TESTING INFORMATION SHEET

Y

7. FOLLOW THROUGH
‘EVALUATION -
e Speing 1976

. -
PRINCIPAL _DR . T AMES Bkown scHooL __ADAMS
SECRETARY INISS SA &ﬂ COGGS ~ -, :
PROJECTED TESTING paTES: _APRIL 22 T0 _APRIL 26 :
‘ /_\dminis‘traiive Personnel ° ~ i
Follow Through Director _{N E.. HARRY SAmPSHn Phoné b26.~13(3 .
; : - ' Qs -
SRI Field Supervisor_MR. TAMES" ‘AKPDERSDJU Phone 00

Site Coorc;inator Mes. BerTy KHI NER.

Phone YO - 66 22,

Test Team Personne!

- Title ] Name Address o, Phone .
Mo | KATHY TENKINS - 409 SHeRmAR coveT ' 38/-067)
e Asia| FRANCTS Coreen$ |10 worm /1 sTREET 382-/102
[Test Assistant MARTORY KLEIN 11b VENTUR R RM\D ¥82-212.4
Test "Assistant ROSE TH VLR - 87 .S'OD'[_'I'{ QIT_‘] STREET 32184 %2
Testing Teacher Tests to be Given
N%a = Yl Ms. NoLvECK PRIMARY T M.A.T. '
Yoz~ Y| mS. 0'LEARY PRIMARY I M.AT.
29 - | ms. maRTINE 2 EmenTALY mAT, TAR ,RAVENS, € oorerSmyTH
(s~ | mR. Hom \ELEMENTHRY AT, IHR, RHVENS ,CooPersmiTh

-~

—

TO BE COMPLETED BY SUPERVISING TESTER AND GIVEN TO THE PRINCIPAL NAMED ABOVE

<
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1305




ot

 pesi_MNS . NOLVECK

© BXHIBIT 18 - KB evacuation:
" SPRING 1975

TEACHER JNFORMATIQN S-HEE'_T

i (ADﬂ:\'\'LS Schoo!
é;)om g Grade_~ l o V.

As a part of the national evaluation of Follow Throtigh, we will be testing pupils from your class. This evaluation was
authorlzed by the Federal Office of Education and is being conducted by Stanford Research Institute,

The purpose of this study is to evaluate the effectiveness of various planned programs of early childhood education.:
" The evaloation makes no judgements about particutar children, teachers or schools.

We plan to test on the followmg days: *

i = — . Day'T Day 2 " Dy 3 .Day 4 Day 5
Day of Week MONDAY [ TUESDAY  |WEDNESDAY [TRULSDAY |[FRIDAY
Date . Y422 Y/23 | "4/2¢ y/os % /2e
Time " | Qo0t0/080 | 900 10 245| 9,00 10 935 | 90010 9:35 | 900 G5
Test Location Room 4¢ |Reom 9¢ | Roem yy| Room ¢z Room ‘/j‘

{Ve will administer the following tests:

MAT PRImARY 1L

- S S fouowmnousu;

@We will test the whole class. S - ‘
El We will not test the whaole class. Only the followmg children wnll be tested: i
Child’s Neme . A- ” . | Child’s Name I

"1 , 1| : .
2 1z} ' . .
A 13
47 = ’ 14
5 15

* 6 16
7 17
8 . 18
9 119°) . '
10[ . o . . 2 ]

We have tried to ptan a schedule that disrupts your class as httle as posslble Thank you for allowmg us to work with

your class., , ,

K*T“ ‘1) jﬁ»“-"-“& Supervisin‘g Tester _EKA&C-T.S coLexns Test Assistant

409s OURY Address Mﬂ&:’bﬂ,q KLeTn) Test Assistant
3%/ - Olcjl" Phone Number RoSE TAY LOR Test Assistant
White Copy: Tonch;r Ysllow Copy: Supervising H’ugu
154
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Vi mmmITe - - GBBtaivamon

- ' S * " - SPRING 1976 - -

TEST. ASSISTANT ATTENDANCE RECORD

. FOLLOW THAOUGH!

(KévE E -Prcs‘,ent‘( ’ b

g

F
<

Y
NS

{"Rmocis coLLins
. MARTORY KLEEN .
ROSE TAYLoR.

Lo
L s

Iy
a&"
NS
*
oS
we
[

N R

.’ .“:'\Oli
)
«Y
S8
0
N
X

2

SRR
<~ T
\
A
=
AN
AN

SUPERVISING TESTER HANDBOOK
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BouBIT 20 - . LT ono RSN
) " -ATTENDANCE AND ATTRITION ROSTERS —~ - R
- TEAC;iER‘ : : A | ‘Tose NoT |
SCHOOL FULL NAME . GRADE | FT | NFT | AM | PM pAY | " TESTED TL(;'?EED
| __ApAMS- | HeteN Noweek |- 2 |v H &
- f * h ' = <
{ A0PMS -~ |Mary Oleary | & |v]. e
/ Aoams Arnowd LINpBERG| & | V1 L L~
ADAMS oLwvia TrLiaNo | & | v v —
, ADP{MS ALIca Martinez | 3 | v o B 2
ADAMS | CarL Hem 3 |vl b
W. ELemenTary | Lynn Marsn | 3 v | v
R
l 3
i 4
COMMENTS ON PROBLEMS ENCOUNTERED IN COLLECTING DATA ON THESE CLASSES: ‘ o f ) -
, i .
i ‘ ,
( ' ’ ﬂfﬁ?ﬁ . \\ ‘
. K » \ —- /)
BN
-~ SUI:E!;VI§IN6 TESTER HANDBOOK
56

-

133




- EXHIBIT 21
DAILY LOG

DATE

COMMENTS

Y/22

BEGAN TESTING TODAY. TEST mon1ToRs. STTLL

HMVING DIFFICLLTY toATCHING CHILDREN ArD

TRKIN & NOTES, LoE Dzscusseb THIS AFTeR TESITIAG

SESSJ:DA)

b
v

TESTI_N&- WENT VERYy SmopT/jL% TEST MASSzSTAHNTS

WORKING weee. BETTY RAIpER cAtiep 75 SAY

SHE “loIte OBSERVE ThmoRROW), .

BETTY OBSe#LED THE TERM TODAY. SHE SALD

|THAT ovr. ceassgoom RAPPORT toflS veky GOAD

SHE DIdp Frpb AL E&KQLALT&E_LQ&J&H__\_

Q E cotLgEcreD

\ )

Y ]es

MARTORY KLEIN mAY LEMve THE Team. SHE

HAS BEEN OFFES}%ME_EBZ&LL_
DFFICE' MRS bLvECK. ASKED LI TD TEST )

EHRL.IE’E TOMOBRAMD BECAUVSE © E A SPeCInL

ASSEM LY.

meeTING (,,;z]:ﬁ‘ FTD AvD BETTY To mare -

PereLzmzvary” PLADS FoR. mre»DAmCE AND

i ﬁ-rrk::‘rmm Ros.TEn_mOCs-

)

157
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EXHIBIT 22

’ *  SCHOOL DISTRICT PERSONNEL -
NAME TITLE ADDRESS PHONE .
TORG-E TORRES | suedomnson of sood | 2/ RTZQuE2.A ST, |g8-5240
2.DR. EL1TAH DRVES Directorof Twting |2 14 RIQUEZA ST. |R3/-S240439
3MRHARRY SAMPSHE) | Follow Throuh Dincr | -3/ Gp 12b-13IS
| 4mRs.tupe ENRIGDES |  rAccwmes |33 Souty I DR, | 969342
| 5. Mes. Rerry Karner SteCoordimtr 119 MoRALES ST |qbY-bb22|
| 6mes. SALLY Wxtkowsky|Sec. 1o SUPT. | 244 RravezA ST [§3/-52%0) ¢/
2.0, %oC BARCIANG M&n@&__hgs?_m ST 73/-825/
8. S 7 __Prospams! ‘ -
[ 9% Ms MARY OLSEN |DIR &F Persownel]| 214 R:Iaulsan ST [88/-52404 3/
10. . . . ’

- »

?

-

e .\
r

- [}

SCHOOLS TO BE TESTED — PERSONNEL

$bl-314

“y-PRIN

NAME OF.SCHOOL | FT |NFT (Pﬂncipa{';’;iyn e %SCHOOL ADDRESS  PHONE
CENTRAL v | |Mp Géo hausr-Pon | 25 TomwS Ave  [232]/000
CEPTRAL B2 mg_gg__zggm 2S5 JOHNS Ave 2821060
CENTRAL v] Sen- ec‘r 2s JoHWS Ave  |=232-100h
ADAMS [ m © ADAMS ST [3é9-090/| -
ADAMS ¥ ma.s.mmy_um zag ADAMS ST  |3ed-044 K20

AmS v _ImisS sSe¢t 100 APAMS St |369-040/
ARY V' |mes.BeA BveT-PRI® | S5 m.LknG ST |22 -9788]
MERTARY v M:onp;p»s-u?m §S m.L.kInNe ST |s22-9780 )10
WA ¥ menTedy ¥ [MR.TOM Smrmh-MRSE | S§ m.Lkxns ST. lsz2-9730k 10
Z&‘E‘mem}@/ < |ns.on PTssa-PRIS| 00 ALAMEDA  |vel-312/]
[ B enrary v | me. Toho LTKTFll 800 ALAMEDA
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-

-

FIELD STAFF DIRECTORY

162

137

.  EXHIBIT 23
‘ '. TITLE NAME SOCIAL SECURITY ADDRESS PHDNE
“Teer© | JERRY SMITH  |53-02-9547 | 124 Nowrs ST ST, |46y-2266
4 Test Assistant .SHDDRHHCKSO» 522, ./3..;'8'5/ Y12, SoUTH 6ﬂ ST, |b26-422]) ’
TestAssistant | PATRECLH GOMEL |SD3-14=127¢ {214 NORTH (/?l ST. .l226~116/
| 'Test_Assistant' SUSAN HODDS S57) =00~ ’(/99 lZf{ EWING ST, 921’906/
o Sene | KATHY TENRINS |5Y6-66-9777| 409 SHERmAN CT |381 667
. ] : b ;
Test Assistant FRANCIS COLLIAS [SYY-35-780] 116 NORTH IH ST 382-l162
~ Test Assistant MARJORY KLET N [576-8Y-123¢{1b VENTURA RORD » l4§2-212}
Test Assistant. R oG g TAY LoR Sy2-22-4408| 89 SouTH QTH o1 |32/ 5692
Meer | ANVURA PALMER. |S22-0/- 1122|210 WILTeN WAY %2 |Y6y-132
Test Assistant | TyprTH RILEY 55549-6375" | 425 PARK. DRIVE 3%6-1S14
Test Assistant | ANN COLE 545-93 "1037: L2l Seuvrw qm ST |9b%- 43 8&
Test Assistant . e
*| Test Assistant
Supervisi.ng
Tester
hTési Assistant \
Test Assistant - ‘ . T ‘
Test Assist?t \
Superyising
Tester
Test Assistant - S
// Test Assistant -«
"J . Test Assistant
: o [}

[ ' SITE COORDINATOR JOURNAL *
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ST o0 N e L DAYTHREE . - - e Tt o e Tl e

: LOCAD TRAINING ATTENDANCE RECORD . - . . . RO “—oxré‘_‘tj’m,
- A L T - . i .owt s - - . _ B
N ;.:»:*f, FIRST L "”AP‘E LN st A'& T JFRST ':AME' LAST -
Rk 19 ‘
- Rl N 201 . .
"' - R e . -
‘ 3, Al .
. 1 -
4/ 122 4 A ‘' N
; ' T .
ot 5 < . J
6 M 24 A
7 ) 25 :
8 26 ‘
- 2 ’
A
‘ 9 , 27
. 0| = | 28 . .
1 : . 29
12 - 30 ’
13 31|
: 114 - ‘ 2|, : . N
. L
, ‘15 . ’ . 3.3
. ?
. . ) T . T e !
}' 18 L. ' : 3 . T2 . . .o ¥
17 : . : 35 s
18 ‘ 36 . . E
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CEKEIBIT 26 | . - L o o e

Sxte.& ETTE, C’-A © TEST RECORD I ARSI

- ) NUMBEROFTESTINGGROUPS IR " ACTIVITY DATES s
" Follow W Thiouh  Non-Follow Through Trl::r: Testig | Testing |"Mateciats ::. of
R | 3rd . 2nd ' 3rd Doty | Bewn. |Completsd | Shipped Shipped
‘ S | - L . E %(,-— W«Q-'z 57/0‘ 5/)7 /3
CLASSROOMS TESTED i
: - Teacher ot | Test Carton]  Supervising | - N
School - LastName, tnitiais ¢ | Orade [FTINFTE o0 oiled | Serist No. Tostar. : ‘
— for Testing . ‘ ”
CENTRAL |2, ANDERSoN vl |23 (3906 SmITH
ICentraL  |A., MaANoLo 2 ¥ 13d5 3790 SmxrTH
| CenTRAL R. Camepere - |8 [ | 2( 13845 SmrrH
- CentrAL | T, BARNETT 3 11 | 22]3909|SmrT4
' _Apams H. NorveeK |2 |+« | 24 |3792|Ten
Apams M, O'leney~ |2 vt I35 |3797\7enkng .
Aoams A Marranez | B v |27 |3368Tnnrn
Apams 1C. Hom 3 1 1286 N
W, ELementaryl L. MarsH A Y] 47 |3%17|Jenkans|
S. ELlemenraryl T, Rurz A | | 31 [387L]Pacmer ]
12 ELementaryl L. Oracea 3 | ] 3313864 |Parmer,
[S:ELementary,| L. SHUTZ 3 | Il 291336¢|Pacmer
B
. -
White Copy: Site Coordinators Journal Yellow Copy: SRI Menlo Park Data Processung Pink: SC Co;;'
f"’“"’y~ Mail Yellow Copy to SR1 as soon as Testing is Finished . SITE cgonomATon JOURNAL
' ~ . 165 '

140




EXHIBIT 27
DAILY: LOG .

DATE

COMMENTS ~

VISITED wITH ET. DIRECTOR , CHECKED oM TRAINING

Y/ts

SITE 'FACILITIES. MET wrTH STS FOR LAST MINUTE

CHECK ON TRAINING SESSIoN«AGENDA AMD

UNPACKING AND ARRAN GING OF LO6CAL TRAINING

-

MATERTALS. FTim aﬁix_uabi ToPAY

g /16

| LocAtL TRAINING BESAN ToDAY. ONE TEST ASSISTANT

DI> nsT COME. SESSION WENT WELL, MANY 6-68D

QUESTIONS FROM TEST ASSESTAMTS

3

TEST ASSISTMANTS HAD PROBLEMS LENRNING THE

Y 17

TEST TERAM SIG'NHLSv WE STARTED LHBE'LI’NG-#

Booxa.a?sm'rre» 73&:1\:1 N&: F3im To LA. TODAY

v/1y

ALL TEST TEAMS VISITED ScHooLs. - BooKLETS

AND WORKSHEETS FOR CLASSES To Be TESTED

MonNDAY. COMPLETED.

166

S o4

LY 141
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, - ‘ SR L "For.l.ow wnoueu‘iil:-'f_:. :
" s g E T "EVALUATION - :
ks T -EXHIBIT 28 S * ‘Spring 197,5
.. FOLLOW THROUGH DIRECTOR’S lNFORMATlON SHEET
sme _FAYETTE, C'ALI'F PROJECTED, TESTING DATES ¥z ., Strd
Director of Field Staff G-’-Dk.m SAV’QGE MarsumLL Phone.&-‘{) 326-6200 K <//S’é"
~ SRI Field Supervisor- -THMES ANDERSON + Phone. G[ISJ 3‘26;62'00 X 3003
‘ Site Coordinator- B ETTY RﬁI NE_K _ Phane: Ye ¢—66 —22.

, LOCAL TRAINING |

- pots: APRIL 1b =19 | ouon C.ORK CODNTY Sciool DISTRICT »
Time: Q:DO ~400 Address 2-“{ _ RIQUE Z.A STKEET- Roon'\ No.. M_

-

. . {
TEST TEAM PERSONNEL ' ' o
TITLE ' NAME . . ADD§E§S ' PHONE
“Yee® |TERRY SMITH - |12y Nogty ST §T. Y64-22 66
TestAssnstam SANDRﬂ THCKSOIO g2, SOU'TH b'.t_‘l ST 626-([&2/
T At | PATRICIA GOMEZ' | 214 NogTH ¢% ST. 226-116f
Test Assstant | SUSAN HoODDS i21] EwzNe ST 42.-206/ | . |
,J “ TITLE  NAME . - ADDRESS, -  PHONE ) '
M | KATHY TENKTNS | 409 SHERmAN CovrT |, |38/-067/
Tt Asstant | FRAN LS CoLLzNg | /110 NorTH /ST ST 382-//02
Test Assistant MATORY KLEIN- - 16 VENTYRA ROAD 4¥2-212)
Test Assistant RDSE TI?VLO& 3? SouTH qﬁ ST 32/-8692
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TO BE COMPLETED BY SITE COORDINATOR
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SRI FIELD OPERATIONS INVOICE
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" ExhiBit 30

STANFORD RESEARCH INSTITUTE
MIDDLEFIELO FACILITY, RM. 183

,MENLOLPARK CALIFORNIA 94025

- ¥

FOLLOW THBOUGH EVALUATION

INVOICE FOR SERVICES

- e

PLEASE-PRINT © |

 fe .mlpulzz,lw Apuld&,ﬁlf
) date

‘ J‘"- ke mmeunt

Sunday ‘Monday Tuesday Wednesdey Thuu;!av frldav Saturday
OATE ! ¢ (} [/ [
Ty )
SCHOOL OR WORK LOCATION S %’ Adas ?’ .’ s
TASK oescmmon T l'..e' i " Tt "l ',‘1_ 24K
{See Note 1 on reverse] 1| . 0
NO. OF HOURS.{no more than i " Ial lalelal ] TalFol i E
8 hrs/day, 40 hrs/wk) . .
St 2 7 AT R

1. TRAVEL
2. Car at 12¢ per mile ,
llist on seperate form) & . &
b. Taxi (itemize betow) b.
¢ Other: Air/railfintertity bus
fare, attach recsipts c.

2. MEALS, TIPS, LAUNORY,
- VALET (maximum $12.50/day)

RECOBD'ACTIVITIES FOR ONE CALENDAR WEEK

_&ihm_a mpwhr .

_Total élary . | SM

Expenses
{explaned beiow)

_ .73
.42

Tota) Salary plus
Expenses

Less Advance

TOTAL

SUBMITTEO -8Y:

EXPLAIN EXPENSES

date

48

¥3. TELEPHONE 3.
_(see Note 2°on reverse)
4. MISCELLANEOUS 4
{Explain in remarks TOTAL
section) :
TAX} -
Oate” . From ~ To Amount
> -
! 4 .
REMARKS:

TELEPHONE

Oate

Person called ~ Location

¢

A i Tox: provided by ERIC
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Gresn Copy-SR! Project o"_lco

White Copy-Fiald Operations
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Pink Copy-Your Copy (Rcfain fdr Tax Purgoses)
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:-"-' .:j,1~: . ~ :_A - e e o Attachment A

. ‘; ’ ",:: B H V L ) - . - - B -
W MILEAGE EXPENSE.
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N e e EXmIBIT 32

FOLLOW THROUGH

.~ u's, - e
’ ‘ " EVALUATION
] Y. . ) R S %e - Spring 1975
i ) )

-

TEST CARTON-PACKING INSTRUCTIONS o

" .. ‘ .
/ “/
. . .

@ « «4————— Tape and shipping labels on top of cardboard flat
o .

«¢—— Cardboard flat on top of all contents of carton

4—— Test Team Assignment Sheet

»
«—— Test Carton Packing and Inventory List
«t——— Classroom Testing Worksheet(s)
—— Tester’s Logs .
R Used or completed test booklets by type of
- = booklet, i.e., fRIMARY 1, etc. Arrange the
booklets in" the order they appear on the roster
k! «¢—— Cardboatd flat
4 <€—— Labeled and not used booklets
7
g \
«¢——— Extra booklets and materials
¢
1
Y . N
i© ) P
"
-

Leave carton unsealed for final
checking by Site Coordinator

“ERIC - .
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