COE 2014-15
To:
COE School Assessment Coordinator (SAC)

Asst. Principal, Head of Department

Success Coordinator

High School Building Principal
From:


Due:
Thursday, October 8 
Please e-mail your building plans to _____________ using the guidelines below by Thursday, October 8 for review and approval.
COE 2015-2016 – GRADES 11 & 12  
School 



Principal 





Ext.



COE – SAC 
______




 


_______Ext.



Testing Associate ________________________________________________________________ Ext.__________
1.  Schedule:
Identify the students eligible to submit a COE in an excel file. Indicate if the student is submitting Format 1 or 2 and in which content area, and the other options each student is pursuing. Reminder: Students who do not complete Format 1 will need to complete a new COE in Format 2.
January 27 – Format 1 – Grade 12:

· COE Reading

AP, SAT, ACT ELA ACT Plus Writing
· COE Writing

AP, SAT, ACT Plus Writing
· COE Math (2008)

AP, SAT, ACT
June 1 – Format 2 – Grade 11 or 12
· COE Reading (CCSS)
AP, SAT, ACT ELA ACT Plus Writing
· COE Writing (CCSS)
AP, SAT, ACT plus writing
· COE Math (CCSS)
AP, SAT, ACT
· COE Science 

AP, ACT science
Format 1
List here or send an excel file for each content area of all students enrolled in a COE class and the anticipated submission date. Options such as, ACT, SAT, EOC or HSPE
	Student Name
	Student ID
	Content area
	Winter submission
	Spring submission
	Options the student will attempt

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Format 2

List here or send an excel file for each content area of all students enrolled in a COE class and the anticipated submission date.

	Student Name
	Student ID
	Content area
	Winter submission
	Spring submission
	Options the student will attempt

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


2.  Basic Level:
Identify the students eligible for Basic Level scoring.
	Student Name
	Student ID
	Content area
	Winter submission
	Spring submission
	Options the student will attempt

	
	
	
	
	
	

	
	
	
	
	
	


3.  List (or send the sign in roster) the date(s) for the SAC, Success Coordinator, and teachers/proctor trainings. The SAC and assistant principal who is the head of the department, as well as each teacher/proctor must be trained. Training can be by SAC at the school for those not able to attend.
	Name
	Title
	Content area
	Trained on - Date
	Location

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Name
	Title
	Content area
	Request a Training on
	Location

	
	
	
	
	


4.  An on-demand task is one that a student completes independently in a single, continuous session while supervised by a trained proctor, teacher or other education professional. Please include the plan to schedule a block of time to take on-demand tests and make arrangements for extending into the next period or more. A student should not be allowed to leave and then return to complete the task later in the day or on another day for Format 1. Arrange for back-up if extended time is needed. 
NEW: Format 2 – ELA requires one on-demand and may take place over 2 days. Math is within 1 day.
	Name
	Content area
	Date
	Teacher 
	Room

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


5.  COE Security Responsibilities. All COE student work must be secured with limited-staff and student access.  

	Document Storage
	Location:

	
	Person 

Responsible
	Person 

Assisting
	Contact Person

	Ensure teachers have secure documentation procedures in the classroom
	
	
	

	Obtain EDS access for appropriate staff
	
	
	List district EDS contact

	

	COE Handling
	Person 

Responsible
	Person 

Assisting
	Person 

Assisting

	COE R/W Review Timeline
	
	
	

	COE Math Review Timeline
	
	
	

	COE Science Review Timeline
	
	
	

	Principal approves COE online by Jan 26
	
	
	

	Email list of actual COEs submitted to DAC
	
	
	

	Review On Demand work ASAP, if the work is unexpectedly not saved it is easier for ESD to recall
	
	
	

	Send student signed plagiarism forms to DAC for all content areas
	
	
	

	Deliver original math COEs to DAC by noon 
C&A will make Math copies & ship by 5pm
	
	
	January 26, 2015

	Review Score File
	
	
	March 


6.  COE Communication Plan.  Consider the impact that the collection of evidence may have on people at your building, list ways you may plan to communicate, if applicable. 
	Impacted 

Group
	How/what we intend to communicate:
	Person 

Responsible 
	Date(s)

	Students
	
	
	

	Parents
	
	
	

	Teacher/Faculty 
	Additional tutoring opportunities
	
	

	Principal 
	Must approve online
	
	

	Special Ed staff
	
	
	

	Para Pros
	
	
	

	Other(s)
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