ELPA21 Winter 2016 Building Plans

To:	ELPA21 School Assessment Coordinators
	High School Success Coordinators 
	All Building Principals
	ELL Building Designees	
From:	Terry Campbell, District Assessment Coordinator
Due:	Tuesday, January 12, 2016 

Please e-mail your building plans using the guidelines below by Tuesday, January 12, 2016 for review and approval prior to the start of ELPA21 testing. 

All proctors and administrators (or designated School Coordinators) must attend one of these training dates:

Wednesday, Jan. 20 at CRC – Port Gardner Room A (3:30-5:30pm)
Friday, Jan. 22 at CRC - Port Gardner Room A (10 am to noon) (as part of the Reading Specialist meeting)

The ELPA21 Assessment Coordinator’s manual will be available late January online at: http://wa.portal.airast.org/resources/?section=3
This website is also another resource for developing your building plan.

ELPA21 Winter 2016 – GRADES K to 12 (Feb 2 – Mar 11)

School				Principal	_______			Ext.		

ELL Building Designee			_______				Ext.		

1.  Student’s testing: Be sure to test all ELL & Native American students on the electronic roster that will be sent by Chris Kummerle mid-January. If you have additional students, or believe there is someone on the list that does not need to be tested you must talk with Chris or Deb. All students on the list need to be assessed. 

2.  Accessibility and Accommodation Manual options: Review the accessibility and accommodation options for ELL-qualified students and indicate any universal and/or designated supports and/or accommodations that are allowed for each student. Use this to convey the new online features available for students during testing. Your plan should consider access for large or small group administration, extended time and other assessment needed.  

3.  Exemptions: List any students applying for Medical Exemption or Refusal.
	SSID
	Student Name
	Grade
	Teacher
	Explanation

	
	
	
	
	

	
	
	
	
	







4. Schedule:	 Consider the OSPI suggested student ratio and test times for each grade level. Allow 15-10 minutes additional time for instructional purposes and proctor set-up.
	Grade/Grade Band 
	Proctor : Student Ratio
	Subtest Times
	Total

	K and 1
	 1 : 5
	20 Minutes
	1 Hour and 20 Minutes

	2-3
	1 : 8
	25 Minutes
	1 Hour and 40 Minutes

	4-5
	1 : 10
	25 Minutes
	1 Hour and 40 Minutes

	6-8
	1 : 15
	30 Minutes
	2 Hours

	9-12
	1 : 15
	30 Minutes
	2 Hours



Important Notes:
The Test Sequence is: Listening, Reading, Writing and then Speaking. Subtests must be taken in this order, but students may proceed at their own pace. Proctors must provide directions between each subtest/segment. Subtests should be completed in the same day the student started the subtest. Once they submit a subtest (i.e. the segment), students may not go back and review their answers in a previous subtest/segment. 

Test Window: February 2 – March 11, 2016
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5.  Universal Tools and Manipulatives:  Consult the Test Administration Manual (TAM), and/or Accessibility & Accommodations Manual.
	Subject
	Tools 
	Person 
Responsible

	Listening
	Scratch paper, marker, pen & pencil
Headsets
	

	Reading
	Scratch paper, marker, pen & pencil
	

	Writing
	Scratch paper, marker, pen & pencil
Number 2 Pencils for K-1 booklets only
	

	Speaking
	Scratch paper, marker, pen & pencil
Headsets with microphone
	



6.  Testing Location: Information Systems & Technology department will check internet connections in the testing locations in your school. List the classrooms, library or portables that your school will be using for ELPA21 testing.
	Location
	Room number(s)

	Classroom Number(s)
	

	Library
	

	Portable(s)
	

	Conference Room(s)
	

	Computer Lab(s)
	

	Other
	


 
[bookmark: _GoBack]7.  Test Administrators (Proctors) Access to WCAP: Assessment & Research department will set-up proctor accounts in WCAP to administer ELPA21 testing. All K-12 teachers have WCAP accounts. Para-educators or specialist may need access. First have them try the “forgot my password” on the WCAP login page. If no access, list their full name and district email address below. Inform new WCAP users that they will receive an email from “MAAC-DoNotReply” with their login information.

	Staff First Name
	Staff Last Name
	District Email Address

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	






8. Secure Test Material Handling Plan.  All K-1 Writing test booklets must be kept in a locked storage area with limited staff access. Consider who will receive, inventory, and return test booklets.  
	Document Storage
	Location:

	
	[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Name
	Name
	Name

	Staff with keys (access)
	
	
	

	Do you need to rekey?
	□ Yes 
	□ No
	

	

	Activity
	Person 
Responsible
	Person 
Assisting
	Person 
Assisting

	Reserve Chromebooks
	
	
	

	Reserve headsets with microphone
	
	
	

	Check headsets for listening and recording
	
	
	

	Receive K-1 Writing booklets on Jan. 22 (ES)
	
	
	

	Verify test material inventory by Jan 26
(E-mail Chris Kummerle for additional materials)
	
	
	

	Ensure fire drills are not scheduled on test dates
	
	
	

	Verify list of students testing
	
	
	

	Add roster sort & return to Chris Kummerle
	
	
	

	Print test tickets for students
	
	
	

	Count and sign out  K-1 Writing test booklets to proctors
	
	
	

	Apply labels to K-1 Writing test booklets
	
	
	

	Record booklet number on K-1 eRoster
	
	
	

	Track absent students and arrange for makeup
	
	
	

	Provide eRoster with any non-tested students
and the reason(W/D, extended absence, etc.)
	
	
	

	Re-count and pack K-1 Writing test booklets 
for return
	
	
	

	Arrange pick-up of  K-1 Writing test booklets 
by UPS (March TBD)
	
	
	



9. Test Communication Plan.  Considering the impact that testing will have on the many people at your building, list ways to communicate to all who are affected.
	Impacted 
Group
	How/what we intend to communicate:
	Person 
Responsible 
	Date(s)

	ELL Students
	
	
	

	ELL Parents
	
	
	

	Teacher/Faculty (excused
 student list with times)
	
	
	

	Office support staff
	
	
	

	Sp ED Staff
	
	
	

	Cafeteria Staff
	
	
	

	Para Pros
	
	
	

	Custodial
	
	
	

	Maintenance
	
	
	

	Tutors/ Refugee Forum
	
	
	

	Community Groups
	
	
	

	Other(s)
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