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The Stanford Reading First (SRF) is a norm-referenced test that is used as a performance indicator for students, schools and districts, as compared to national norms. The test focuses on early reading skills and comprehension and was developed from the Stanford 10 Reading and Listening subtests. The questions used in the SRF measure the essential components as identified in the No Child Left Behind Act of 2001. The SRF can be used to identify students in K-3 who are at risk of reading below their grade level and is intended to inform classroom instruction by giving feedback about student performance in reading. 
Each question on the test is directly related to basic curricular objectives in reading – what students should know and be able to do for grade level tested. The Multiple Choice Booklets contain questions which assess word recognition and comprehension.  Students are required to select the correct answer from four or five possible responses.  All students in all elementary schools will be administered this portion of the test.

In addition, there is an Oral Fluency subtest which is administered to students in Reading First schools only.  The Oral Fluency measures speaking vocabulary and oral reading fluency.

All students in grades kindergarten through grade three that are enrolled in district schools will take the test. 

Exemptions:

Requests for exemptions from testing must be submitted through the district Test Coordinator and the Superintendent, in writing, to Mary Ann Snider, Director of Assessment and Accountability at the Rhode Island Department of Education (RIDE).  Keep copies of the exemption requests at the school and the district; please fax a copy of the request to Sandy Rainone, Office of Research, Assessment and Evaluation (RAE) at 278-2842.

Reading First Schools:  Form B, April 27-May 20, 2009
All other Elementary Schools: Form A, May 11-May 20, 2009
See the daily schedule on page 5 to determine which tests will be administered on which day.  Please note there are two schedules; one for Reading First Schools and one for all other Elementary Schools.


Make-up testing can be started immediately after the first testing has begun and can only include what has been tested to date. 

                                                                                                                                                                                                          







           All test administrators must be briefed on all security procedures and must sign the Fidelity of Implementation Form prior to testing.  Everyone involved in the administration of the test must also read and understand the information provided in the Stanford Reading First Directions for Administering Manual. 

Only those who have been sufficiently trained to do so should 

Administer SRF to avoid testing irregularities which could

 lead to the invalidation of test results.
District-level training/support: The district will provide principals with background and administration guidelines.  Test security guidelines and documentation will also be outlined.  Materials to support principals and/or test coordinators in training building staff will be provided.  
Building-level training/support: The principal and/or test coordinator is required to hold a training and answer questions about testing procedures and to ensure that those administering the test have read and understand the administration manual.  

Anyone that has attended a school based training covering testing procedures can administer the test.  These individuals must also have demonstrated that the following have been read to administer the SRF:

· General Directions in the Stanford Reading First Directions

 for Administering Manual and
· Security Information for Test Administrators, which can be 

found on pages 18-19 of this guide.

Please Note:  Do not give a substitute teacher test administration responsibilities.  All test administrators need to be familiar with students,

 the SRF and security procedures.

	
                                         District Timeline



	
	Reading First Schools
	All Other Elementary Schools

	Principal/Coach Workshop 
	March 19, 2009
	March 19, 2009

	Inventory materials received from Pearson (formerly Harcourt) and from the district against the inventory form from Pearson and against the district form located in Box 1 of your materials.
	Conduct inventory upon arrival of materials.
Save the boxes for reshipment.
	Conduct inventory upon arrival of materials.
Save the boxes for reshipment.

	Complete and fax to Office of Research, Assessment and Evaluation:

· Certification of Receipt and Security

· Test Plan

· Test Schedule

· Out-Placed Student Form


	April 21
	May 5

	Authorization to Test form sent to schools when all required documents are completed and approved.
Testing should not begin until schools have received this form.


	Authorization to Test will be sent to schools upon receipt of all required documents.
	Authorization to Test will be sent to schools upon receipt of all required documents.

	Test Administration, Make-up Testing and Packaging for Scoring
	April 27-May 20
	May 11-May 20

	Fax Students Not Taking/Completing the 2009 SRF Form to Sandy Rainone at 278-2842
	May 21
	May 21

	FEDEX Pick-up dates for student test booklets to be scored:
Send only test booklets to be scored.  All other materials are to be returned to the district.
	June 8
	June 1

	District pick-up of all unused student test booklets, and administration materials 
	Begins June 1
	Begins May 27


      Reading First Schools
	Week I


	Monday, April 27
	Tuesday, April 28
	Wednesday, April 29
	Thursday, April 30
	Friday, May 1

	K-3
	SRF Oral Reading Fluency
	SRF Oral Reading Fluency
	SRF Oral Reading Fluency
	SRF Oral Reading Fluency
	SRF Oral Reading Fluency

	Week II

	Monday, May 4
	Tuesday, May, 5
	Wednesday, May 6
	Thursday, May 7
	Friday, May 8

	K-3
	SRF Oral Reading Fluency
	SRF Oral Reading Fluency
	SRF Oral Reading Fluency
	SRF Oral Reading Fluency
	Deadline for

SRF Oral Reading Fluency

	Week III

	Monday, May 11
	Tuesday, May, 12
	Wednesday, May 13
	Thursday, May 14
	Friday, May 15

	K-3
	SRF 

Group Subtests
	SRF 

Group Subtests
	SRF Group Subtests

Make-ups
	SRF Group Subtests

Make-ups
	SRF Group Subtests

Make-ups

	Week IV

	Monday, May 18
	Tuesday, May, 19
	Wednesday, May 20
	Thursday, May 21
	Friday, May 22

	K-3
	SRF Group Subtests

Make-ups
	SRF Group Subtests

Make-ups
	Deadline for
SRF 
	
	


Non-Reading First Schools

	Week III

	Monday, May 11
	Tuesday, May, 12
	Wednesday, May 13
	Thursday, May 14
	Friday, May 15

	K-3
	SRF 

Group Subtests
	SRF 

Group Subtests
	SRF Group 

Subtests

Make-ups
	SRF Group Subtests

Make-ups
	SRF Group Subtests

Make-ups

	Week IV

	Monday, May 18
	Tuesday, May, 19
	Wednesday, May 20
	Thursday, May 21
	Friday, May 22

	K-3
	SRF Group Subtests

Make-ups
	SRF Group Subtests

Make-ups
	Deadline for
SRF 
	
	


	                Certification of Receipt and Security of Spring 2009 SRF Assessments

Photocopy if you need additional pages.

I, _______________________________________________, do hereby certify that I have received and secured the following SRF test booklets,  The levels and numbers of booklets are as follows:

Grade Levels

Number of Multiple Choice Test Booklets

Number of Administration Manuals

  Oral Fluency    

  Materials

Kindergarten

SESAT 2

________________

________________

________________

Grade 1

Primary 1

________________

________________

________________

Grade 2

Primary 2

________________

________________

________________

Grade 3

Primary 3

________________

________________

________________

I can affirm that access to SRF testing materials will be limited solely to selected teachers during the designated testing window and that no other members of my staff or parties external to my building may gain access to the SRF materials without my expressed knowledge and/or consent.  I can affirm that with the completion of the annual assessments, all materials will be counted and packaged and that processed materials will be returned Pearson and non-process materials will be returned to the Office of Research, Assessment and Evaluation.  I understand that these security measures are necessary so that the impartiality and integrity of this test instrument is not compromised.


_______________________________________

Principal/Administrator

_______________________________________

School/Building

_______________________________________

Date

Please complete this form and fax to 278-2842 on the date given in the timeline.






Certification of Receipt and Security









School/Test Coordinator________________________________                                SRF 2009 Test Plan       
Every building principal, in consultation with staff, is responsible for developing an individual school plan for the administration of SRF.  This Test Plan should include the following areas:

1. How will students be informed of the test administration and its purpose?

2. How will parents be notified of the upcoming assessment dates and how to help prepare their child for testing?

3. Who will conduct the training session for test administrators?  When will this be done?

4. What is the plan for training administrators who could not attend the original session?

5. In addition to the school test coordinator, who will be involved in the management of the testing process? List names of the individuals and their areas of responsibility.

6. Where will testing take place for all students? Include plans for identifying and accommodating all students who will need test accommodations.  Who will be responsible for identifying these students and how will their needs be accommodated? This includes time accommodations. Be specific.
7. How and where will make-up tests be administered?

8. Who will verify the Student Roster before test administration? 

9. Who will be responsible for verifying that all Student Booklets are either pre-coded or have the student name and student ID properly gridded? See page 27 for details. 

10. Where will the materials be stored when not in use?  Be sure to describe a “double lock” process of securing materials.
11. How will test materials be distributed to classrooms?  Who is responsible for bringing them there?

12. Who is responsible for returning materials to the secured location?

13. Who is responsible for verifying that all materials have been returned on a daily basis?

14. Who will be responsible for verifying that all test booklets to be scored have been properly packaged and ready for pickup by FEDEX on the appointed date?

15. Who will be responsible for verifying that all unused materials and test administration manuals have been appropriately packaged and are ready for pickup by district staff on the appointed date?  This date will differ from the FEDEX pick-up date.  Please include contact information.
16. Who should be contacted if an error is found after materials are returned to the Pearson and/or the Office of Research, Assessment and Evaluation?  Please include contact information.

      Complete your test plan and fax to 278-2842.  Reading First schools must email the test plan by 

      April 21.  All other elementary schools must email the test plan by May 5.   














    7
  




 SRF 2009 School Test Schedule     
School: _____________________________ Principal: _____________________________________


Week I:  Reading First only
	Grades
	Monday, April 27
Time              Room
	Tuesday, April 28
Time              Room
	Wednesday, April 2 9
Time              Room
	Thursday, April 30
Time              Room
	Friday, May1
Time              Room

	K
	
	
	
	
	

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	



Week II:  Reading First only
	Grades
	Monday, May 4
Time              Room
	Tuesday, May 5
Time              Room
	Wednesday, May 6
Time              Room
	Thursday, May 7
Time              Room
	Friday, May 8
Time              Room

	K
	
	
	
	
	

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	



Week III:  All Elementary Schools
	Grades
	Monday, May 11
Time              Room
	Tuesday, May 12
Time              Room
	Wednesday, May 13

Time              Room
	Thursday, May 14
Time              Room
	Friday, May 15
Time              Room

	K
	
	
	
	
	

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	



Week IV:  All Elementary Schools
	Grades
	Monday, May 18
Time              Room
	Tuesday, May 19
Time              Room
	Wednesday, May 20

Time              Room
	Thursday, May 21
 Time              Room
	Friday, May 22
Time              Room

	K
	
	
	
	
	

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	


                Complete your test schedule by the date given on the Timeline and fax to 278-2842.
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Stanford Reading First Test Levels, Recommended Subtests, 
               
and Suggested Administration Times

	Test Levels
	SESAT 2

Grade K
	Primary 1

Grade 1
	Primary 2

Grade 2
	Primary 3

Grade 3

	Sounds and Letters
	20 min.
	
	
	

	Word Study Skills
	
	15 min.
	15 min.
	15 min.

	Word Reading
	5 min.
	5 min.
	
	

	Sentence Reading
	13 min.
	10 min.
	
	

	Reading Vocabulary
	
	
	5 min.
	5 min.

	Reading Comprehension
	
	20 min.
	30 min.
	30 min.

	Listening to Words & Stories
	12 min.
	
	
	

	Listening Vocabulary
	
	5 min.
	5 min.
	5 min.

	Speaking Vocabulary
	10 min
	10 min
	10 min
	10 min

	Oral Reading Fluency
	15 min.
	10 min
	10 min
	10 min

	Total Testing Time
	1 hr. 15 
	1 hr. 15
	1 hr. 15
	1 hr. 15
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School: ______________________________
Principal: __________________________

	Student ID
	Student Name
	Test
	Grade
	Out-placement site

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


To ensure that all students on your rosters are tested, this form needs to be filled out for all students that are in an out-placement facility (i.e., Visions, Bridge at CHISPA, Bridge at Urban League, Interim School, etc.) and forwarded to the Office of Research, Assessment and Evaluation.

Please complete and fax to 278-2842 by the date indicted on the Timeline on page 5.
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Authorization to Administer Testing

Stanford Reading First 2009
The District requires each school to submit specific information prior to the administration of Stanford Reading First testing. Each of the following required pieces of information are reviewed and approved based upon standardized testing protocol.

_____________________________________________ has submitted the following:

                                   (Name of school)

· Signed copy of the Certification of Receipt and Security form acknowledging receipt of all testing materials
· Test plan

· Test schedule

· Out-Place Student Form
· The school is missing required information and is not authorized to begin testing. Please submit the missing information for approval.
· The school is authorized to begin administration of the Stanford Reading First

on                                                                 










_______________________________










Signature of designated individual










_______________________________












Date
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Procedure For Handling Testing Irregularities
2009 Stanford Reading First


Should an irregularity occur during testing, the school test coordinator should do all of the 


following:

· Report the irregularity to the principal,
· Contact Sandy Rainone with a report of the irregularity, and
· Complete the Testing Irregularities Documentation Form attached and fax to the Office of Research, Assessment and Evaluation before the end of the day.

                                                                                                                                                               12    

Providence Public Schools 
Testing Irregularities Documentation Form 
If you become aware of a testing irregularity at any time during the testing window, immediately contact the Office of Research, Assessment and Evaluation at 456-9128 or 278-2840 to explain the details of the irregularity. Provide written documentation using this form and fax to 278-2842. 

    School      






Test Coordinator Name 

Please list all parties involved (use additional sheets of paper if needed):
 Student Name: ________________________________ 10 Digit Sasid __ __ __ __ __ __ __ __ __ __ 

 Student Name: ________________________________ 10 Digit Sasid __ __ __ __ __ __ __ __ __ __ 

 Student Name: ________________________________ 10 Digit Sasid __ __ __ __ __ __ __ __ __ __ 

________________________________________       __________________________________ 

Test Examiner or Other Personnel:________________________________________________ 

Test Examiner or Other Personnel:________________________________________________ 

  Test Examiner or Other Personnel:________________________________________________ 





Irregularities:  Select all that apply

Security Procedures

· Examinee was give access to test questions prior to testing.

· Test Examiner or other personnel copied or reproduced and distributed secure test materials.

· Test Examiner or other personnel coached examinee(s) during testing.

· Test Examiner or other personnel altered or interfered with examinee’s response 

      in some way.

· Test Examiner or other personnel made responses available to examinee(s).

· Test Examiner or other personnel failed to follow security regulations for distribution and/or return of test materials, before, during, or after testing, resulting in a breach of security.

· Test Examiner or other personnel used or handled the test materials for a purpose other than test administration.

· Examinee cheated.

· Other (please explain)

Test Administration

· Test Examiner or other personnel failed to follow administration directions for the test.

· Examinee’s test booklet or answer document became lost. 

· An interruption occurred during testing that resulted in examinee(s) being forced to leave the classroom.

· Examinee was exposed to teaching aide in the environment (i.e., a bulleting board containing relevant instructional materials during testing).

· Other (please explain)

Test Incident

· Defective pages- pages missing or out of sequence

· Fire Drill-building fire alarm goes off during testing

· Construction-noise outside the building
· Other (please explain)                                                                                                                 13

                                         2009 SRF Security Plan
1.
Materials will be sent from Pearson Assessment Company and from the district.

· School personnel verify the number of test materials sent by Pearson.

· School personnel verify the number of test materials sent by the district.

2.
All materials moved immediately to a secure double locked storage area.

3.
Principal/test coordinator or designee inventory materials and verify against the inventory forms.
· Any discrepancy is immediately reported to Sandy Rainone at 456-9128.

· Principal/test coordinator signs the Certification of Receipt and Security form and faxes to 278-2842 by the end of the day indicated in the Timeline, page 5.
· All materials are maintained in a secure double locked storage area.

4.
Principal/test coordinator checks material inventory against school enrollment and secures additional materials from the Office of Research, Assessment and Evaluation as needed.

6.   Principal/test coordinator conducts training for all test administrators.

7.
Principal/test coordinator organizes materials in class sets for distribution to test administrators. Materials issued to each administrator are recorded on the Test Booklet Tracking Sheet.

8.
Materials are issued to test administrators on the first morning of testing.

· Test Administrator verifies the number of Student Test Booklets and signs the Test Booklet Tracking Sheet acknowledging receipt.

9.   Test administrators place materials in a secure double locked area until the actual time for use.

10.
Test administrators properly follow all procedures for test administration.  

11.
When all testing (including make-ups) has been completed, principal/test coordinator should:

· physically count Student Test Booklets and Directions for Administering Booklets received from Test Administrators to verify the count listed on the Test Booklet Tracking Sheet.

· checks Test Booklets to verify that they are either pre-coded or have the student name and student ID properly gridded.

12.  FEDEX will pick up all test booklets to be scored by the end of the day indicated on the Timeline, 


page 5.

13. The district will pick up all unused test booklets and test administration materials as indicated on the Timeline, page 5.
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Dos and Don’ts for the School and Principal/School Test Coordinator

Do

Before testing:

·  become familiar with the General Directions for Administering found in the SRF Directions for Administering Manual.
· become familiar with the Guidelines for Preparing Test Administrators.
· meet with and prepare test administrators to administer the tests according to the directions in the SRF Directions for Administering Manual.  
· ensure that Test Administrators read the Security Information for Test Administrators, which can be found on pages 18-20 of this guide.  Ensure that no one will administer a test without having been trained in proper test procedure.  Information about your training must be listed in your Test Plan and faxed to Sandy Rainone at 278-2842. 
· serve as the school’s contact person.

· oversee the inventory, distribution, collection, and return of all test materials.  For your use, a copy of the Test Booklet Tracking Sheet can be found on page 26 of this guide. 

· coordinate all test-related activities. Develop a Test Schedule for your school, including the schedule for students that need accommodations. When developing your Test Schedule
Schedules refer to the SRF Directions for Administering Manual for suggested test times or page 8 of this document. Complete and fax the Test Schedule to 278-2842 by the date indicated on the Timeline, page 5.      
· adhere to the district’s test schedule and the school’s test schedule. Due to the fact that not all schools have the same schedule, there is flexibility in the time of day assessments are given. 

· ensure the security of all test materials and compliance with test administration procedures.

· ensure that, for every student without a pre-coded label, the student name and all other information is gridded in on cover of the test booklet. See page 27 for details.
· identify who should take the tests: 

· All students in grades K-3.  Special education students should be tested at their registered grade.

· Exemptions:  See details on page 2.

 

· fill out the Out-Placed Student forms, as needed, and fax to 278-2842 the date indicated on the Timeline, page 5.
· inventory shipments of test materials against the inventory form included with your 
test materials to determine that there are sufficient materials for each test administrator. 

· If you do not have enough test materials contact Sandy Rainone at 456-9128. 

· Store all test materials in a secure (double locked) area until needed for testing. 

· Fax the Certification of Receipt and Security to 278-2842 by the date indicated 
on the Timeline, page 5.
                                                                                                                                                          15
· distribute materials to test administrators and ensure that an accurate accounting of all

      materials consigned to each test administrator is maintained. 

· assign Student Test Booklets to each test administrator and have the test administrator sign the Test Booklet Tracking Sheet at the beginning of testing.  

· all Student Test Booklets must be accounted for; follow the Procedures for Handling Testing Irregularities if any booklets are missing at any point during or after testing. 

· test materials must be stored in a secured double locked area and only accessible to the test administrator and principal/test coordinator.

During testing:
· ensure that testing procedures are followed. 

· be available to answer any questions or concerns.

· notify the principal and Sandy Rainone of any testing irregularities or emergency

                   situations (i.e., power failure, bomb scare, etc.). The Procedure for Handling Testing

                   Irregularities form must be filled out and faxed to 278-2842.

After testing:

· collect and inventory all test materials after testing is completed to ensure that all

     materials have been returned. All Student Test Booklets must be accounted for. 

· Inspect each Student Test Booklet to ensure that the student name and ID have been properly gridded, as appropriate.
· Verify the return of each item issued to the school. 

· Contact Sandy Rainone at 456-9128 to report any missing items.

· package Student Test Booklets, organized as directed by Pearson for pick up by FEDEX.
· fill out the Student Not Taking/Completing the Spring 2009 SRF Assessments and fax to Sandy Rainone at 278-2842.
· package for pick-up by the district for return to the warehouse:

· unused Student Test Booklets (include unused pre-coded Student Test Booklets) and
· all administration materials.
Do not

· allow anyone to administer a test without having been trained in proper test procedure.

· allow for a test administrator to have content-related instructional materials displayed in the testing room.

· Charts, diagrams and posters should not be visible.

· Reference materials should not be used.

· allow anyone to copy tests or make notes about the content or use test materials to prepare

students in any way for the test.

· allow anyone to see the tests before they are administered.
                                                                                                                                                                          16

Guidelines for Preparing Test Administrators

Test administrators should be aware that their primary roles are to encourage students to take the task seriously and do their best on the tests, to give clear directions to students, and to monitor students throughout test administration to see that directions are followed.

During the meeting with test administrators,

· assign each administrator a specific group of students for testing, including students who need  accommodations,

· notify the test administrators of the testing schedule and how it will be implemented for your school,

· inform the test administrators about your school’s plan for implementing test security procedures, including test environment and approved testing materials,

· explain your school’s plan for inventorying, distributing, collecting, and storing secure test materials,

· notify test administrators of your school’s procedures for makeup sessions, 

· inform test administrators that student information does not need to be gridded on pre-coded Student Test Booklets.  All student information is all contained in the barcode.

· answer questions regarding test administration and security procedures. As necessary, contact Sandy Rainone at 456-9128.
At the meeting, have available

· student information for students that do not have pre-coded Student Test Booklets.
                                                                                                                                                            17
Security Information for Test Administrators

Spring 2009 SRF Assessment
The Test Administrator responsibilities and activities are in bold type.  Information in regular type offers additional explanation that is specific to the responsibility or activity.

Before Testing: 

· Read the Stanford Reading First Directions for Administering Manual in its entirety. 

To ensure accurate and reliable assessment results, read the procedures outlined in the Directions for Administering Manual in the grade appropriate manual before administering the test.  
· Meet with the principal/test coordinator to review the test schedule, arrange for students who require accommodations and review procedures in the Test Plan. 
Meet with the principal/test coordinator to review administration protocol. Administer the tests according to the test schedule specified in the school’s Test Plan.

· Inventory test materials received from the test coordinator. 

Be certain that all materials (including the SRF Directions for Administering Manual) issued to you are carefully counted by you as each day.  Sign the Test Booklet Tracking Sheet each time indicating that you have received all materials. If any discrepancies are noted, notify the principal/test coordinator immediately.
· Obtain Student IDs for students who do not have a pre-coded Student Test Booklet.   

      Be sure to grid in all student information. See page 27.
· Ensure that for students not taking a test section they are identified on the Students Not Taking/ Completing the Spring 2009 SRF Assessments. 

· Take down or cover any content-related materials (i.e. charts, maps, word walls, etc.).

During Testing: 

· Maintain test security. 

Do not allow anyone to see the tests before they are administered. Keep all testing materials stored in a secure double-locked location while in your possession.  Contact the principal/test coordinator if any questions arise about tests or test security and you are not completely sure of the answer.

· Post a “Testing–Please Do Not Disturb” sign on your classroom door.
Ensure that no content-related instructional materials are displayed in the testing room. Charts, diagrams and posters should not be visible. Reference materials should not be used.                                                                                                                                                                             
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· Be sure that all students have comfortable and adequate workspaces. 
· Ensure accommodations are provided to students as appropriate. See your school’s  

      Test Plan for arrangements for students that need accommodations.

· Administer the tests in the correct order and at the time specified in the school’s Test Plan.

· Be sure that students clearly understand directions before you begin testing.
To avoid disruption, be sure that students clearly understand directions before you begin testing.
· Be available to answer questions as necessary. 

· Monitor students’ handling of test materials. 

Walk around the room to make sure that students are marking their answers appropriately. Also, do not allow any student to return to a previous section of the test.

· Administer make-up testing for students who miss all or part of the test. 

Account for all students in terms of testing requirements.  See your school’s Test Plan for administering make-up testing protocol.

· Notify your test coordinator of any testing irregularity immediately. 

Be sure to inform the principal/test coordinator of problems that may occur during testing.

After Testing: 

· Collect a Student Test Booklet from all students after each session of testing. Ensure that nothing has been taped, stapled or paper clipped to Student Test Booklets.
· Verify that Student Test Booklets have not been marked up and are in good condition. 

Be sure that you have collected a Student Test Booklet from every student.  Check to see that it is in good condition.  

· Confirm that no paper has been taped, pasted, stapled, or otherwise attached to the Student Test Booklets. 

Remove all scratch paper from the Student Test Booklets. 

· Attach an explanatory note to each Student Test Booklet that needs special handling and place this material on the top of your stack of test materials. 

If a booklet has been torn, damaged or written in, please bring this to the attention of the test coordinator so that it will be packaged properly.  Attach an explanatory note to it and place in front of all other grade level Student Test Booklets for return to your test coordinator.
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· Verify that Student Test Booklets have been properly gridded and do not have stray marks. 

Check that all answers have been gridded in with a #2 pencil.  If there are stray marks in an area that can be gridded, it may be picked up as an incorrect response. For students that do not have a pre-coded Student Test Booklet, be sure the student name and student ID are gridded in on the cover of the Student Test Booklet.  See page 27.
· Assemble the Student Test Booklets and all other test materials and return all of the materials to your test coordinator. 

Return all materials as close as possible to the end of testing each day.  Be sure the principal/test coordinator signs the Test Booklet Tracking Sheet each day indicating that you have returned all materials indicated.

· Return all test materials to your test coordinator. 

· Inform the principal/test coordinator of any problems that may occur during testing.
Do not
· administer a test without having been trained in proper test procedure. 

· have content-related instructional materials displayed in the testing room. 

· Charts, diagrams and posters should not be visible. 

· Reference materials should not be used.  

· grid in pre-coded Student Test Booklets.

· copy tests, allow anyone to copy tests or make notes about the content or use test materials 
                  to prepare students in any way for the test.

· allow anyone to see the tests before they are administered.
· allow students to intentionally damage any test materials.

· give students the answer or clues to the answer to a test question.
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Directions for Packaging of Materials to be Collected by the District

Packaging of unused Student Test Booklets is by grade level in the following order:
1. Unused Student Test Booklets (include unused Pre-coded Student Answer Booklets)
2. Damaged Student Test Booklets
3. Direction for Administration Manuals 

4. Oral Fluency materials, as appropriate


[image: image1]

Students Not Taking/Completing the SRF 2009 Assessment

School: ______________________________
Principal: __________________________

Please remember that requests for exemption must be made for Alternate Assessment students also.

	Student ID
	Student Name
	Test
	Grade
	Reason for not taking/completing test

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




Test Booklet Tracking Sheet– 2009 SRF Assessment
Due to the fact that all test materials must be accounted for at all times, for the duration of test administration this form is to be signed by the Test Administrator and the Test Coordinator any time a transfer of test materials occurs.  The Test Administrator must sign out the materials listed on this sheet and the Test Coordinator (or designee) must sign the materials back in at the conclusion of each day’s testing.  

	Test Administrator
	Grade 

Level
	Date
	Student 

Booklets 
	Admin.

Manuals 
	Oral Fluency Materials
	Return Date
	Student 

Booklets
	Admin.

Manuals
	Oral Fluency Materials
	Test Coordinator

	John Doe
	3
	5/12
	22
	1
	NA
	5/13
	22
	1
	NA
	Jane Doe

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


This sheet can be duplicated.

Student Information Required for the SRF Student Answer Booklet

	Box 1
	General Student Information:  Name, Teacher, School *, School District, Gender, Grade, Date of Birth, Test Date (May 2009)

	Box 2
	Last Name/First Name

	Box 3
	Date of Birth

	Box 4
	Student’s Gender

	Box 5
	Race/Ethnicity

	
	AI/AN (American Indian or Alaskan Native)

A  (Asian)

B/AA
(Black or African American)

H/L  (Hispanic or Latino)

NH/PI
(Native Hawaiian or Pacific Islander)

W  (White)

O  (Other)

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Box 6
	Grade



	Box 7
	Student Number:  SASID=State Assigned Student Identification

(Not local school district)

	Box 8
	Other Information

Fields A & B:  First Accommodation Code

Fields C & D:  Second Accommodation Code

Fields E & F:  Third Accommodation Code

Fields G & H:  Fourth Accommodation Code

Fields  I & J:    Fifth Accommodation Code

	Box 9
	Special Services

A = Title 1

B =  (Migrant Education)

C =  IEP

D = 504 Plan

E = Blank

	Box 10
	Special Conditions   LEAVE BLANK – NO INFORMATION WILL BE COLLECTED FROM THESE FIELDS

	Box 11:
	English Proficiency Status 

E Proficient =  LEAVE BLANK
E Learner  =  CODE THIS BOX FOR STUDENTS RECEIVING ELL SERVICES and MONITORING,  INCLUDING BILINGUAL


	Box 12
	EC Status

A = Eligible for Free or Reduced Lunch

B = Not eligible for Free or Reduced Lunch


* School name must be main building designation; no separate designation for Annexes is permitted.

 Table of Assessment Accommodations and Codes TC "Appendix B: Table of Assessment Accommodations and Codes" \f C \l "1"  

	Code
	Accommodation
	Stanford Reading First

	
	SETTING
	

	11
	Alternate location: individual, small group, one-to-one with support
	Y

	12
	Environmental: lighting, adaptive furnishings 
	Y

	13
	Environnemental: minimal distractions, noise buffers, special acoustics
	Y

	14
	Preferential seating
	Y

	
	PRESENTATION
	

	21
	Audio tape
	NO

	22
	Braille 
	N/A

	23
	Large print
	N/A

	24
	Reading all or part of test questions or reading passages to students (Do not code if you read directions only)
	NO

	25
	Reading all or part of test questions or reading passages to students in another language (Do not code if you read directions only)
	NO

	26
	Directions: signed, repeated, simplified, clarified
	Y

	27
	Audio: amplification devices, hearing aids
	Y

	28
	Visual aids: magnification devices, templates to reduce visible print; key words or phrases in directions highlighted
	Y

	
	SCHEDULING
	

	31
	Specific time of day/days
	Y

	32
	Subtests in different order
	Y


	
	TIMING
	

	41
	Extended time (beyond recommended testing time)
	Y

	42 
	Flexible schedule-extended test sessions over several days
	Y

	43
	Frequent breaks during testing
	Y

	
	RESPONSE
	

	50**
	Use of brailler, word processor, computer, typewriter
	N/A

	51*
	Oral response into tape recorder transcribed into written English
	N/A

	52*
	Use of scribe (transcription of student’s writing)
	N/A

	53*
	Signed response – written verbatim by test administrator
	Y

	54**
	Communication device
	Y

	55
	Pencil grips, large diameter pencil
	Y

	56
	Paper secured to work area with tape/magnets, special paper
	Y

	57
	Resources: dictionaries, thesaurus, word banks, glossaries, spell checkers, etc.
	NO

	58
	Oral or written response in language other than English
	NO


Y
Yes, this accommodation may be used for this assessment.

NO
Use of this accommodation for this assessment means the score will be considered invalid and will result in a “No  


Score.”

N/A 
Not Applicable


* Must include specific reference to grammar, spelling, and punctuation

** Except for those that self-correct

The Assessment Reference Guide has been developed by the Office of Research, Assessment and Evaluation to assist in the administration and security of the Stanford Reading First assessment.  It provides information on security and administration requirements.  Specific directions for the administration are included.
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