Oregon Assessment of Knowledge and Skills (OAKS) Test Administration
TEACHER READINESS CHECKLIST 2011-2012
Have you?
A month or more before testing:

(  Received the Test Administration Manual?  It is on the web at: www.ode.state.or.us/go/tam 
(  Read the Manual, focusing on your role as a Test Administrator (TA) and on test security issues?  
You are required to read and understand:  
· Test administration roles and responsibilities (pp. 3-5)
· Your regional assessment support ESD partners (pp. 5-6)

· Student confidentiality issues (p. 7)

· Testing requirements (pp. 8-9)

· How to secure all aspects of the testing environment (pp. 9-11)

· How to keep items secure (pp. 11-13)

· What testing improprieties and irregularities are, their consequences, and how to report them (pp. 13-19)
· The Test Administration Assurance of Test Security form (p. 20)
· Identified the tests that you will administer and when? (pp. 27-34 for assessment options; Appendix A for test schedule) 
(  Attended a 2011-12 Test Administrator and Security training?  (Contact your School Test Coordinator for more information)
(  Signed an Assurance of Test Security form? Submitted the signed form to your School Test Coordinator? (p. 20)
· Determined which tests students need to take? (pp. 27-29)
· Read the appendices of the Test Admin Manual for each test that you will administer? (Appendixes B-I)
· Reviewed the accommodations guidelines and tables? (pp. 25-26 for guidelines and website listed on p. 25 for tables)
(  Planned a secure testing environment for all students? (p. 9)
Just before testing:
(
Determined the number of students to be tested?  Identified other Test Administrators to assist you?  For example, some districts suggest:  Elementary (6-8 students per TA), Middle School (8-10 students per TA), High School (10-12 students per TA).
(  Checked IEP and 504 plans?  (pp. 39-40)
(  Determined the testing environment for individual students (what accommodations are necessary)? 
(pp. 24-26)
(  Reviewed test security procedures? (pp. 8-23)
(  Reviewed allowable resources (the only posters/visible information is on allowable resources list)?
 
(pages below)
(  Administered appropriate sample test?  This is an opportunity to practice your skills administering the test while the students practice the skills they need to take the test.  Anticipate the testing environment. 
	
	Reading
	Math
	Science
	Social Sci.
	Writing
	ELPA

	General Admin. Instructions
	B-1 – B-2
	Appendix G
	H-1 – H-2

	Accommodations
	http://www.ode.state.or.us/search/page/?=487 

	Allowable Resources
	C-1 – C-2 
	D-1 – D-4
	E-1 – E-3
	F-1 – F-3
	Appendix G
	H-3

	Student Directions 
	
	

	    Online
	B-4 – B-12
	Appendix G
	H-6 – H-12

	    Paper/Pencil Writing
	
	Appendix G
	

	    Braille Assessments
	B-8 – B-9
	

	    Extended Assessments
	http://www.ode.state.or.us/search/page/?id=2691 
	

	Sample Tests:
	

	Online Practice & Training Site
	http://www.oaks.k12.or.us/training.html 

	Sample Paper/Pencil Tests
	http://www.ode.state.or.us/search/page/?id=1222
	


During testing:
(  Administer the test:  Posted sign on the door (Testing In Progress/Do Not Disturb), Read the student directions, Avoided interaction with students or secure test items during testing, Monitored security
After testing:
(  Closed out of the OAKS Online testing session
(  Ensured that the Secure Browser is closed on all of the students’ computers and your computer
(  Collected, inventoried, and securely shredded scratch paper and printed reading passages or test items, if any
(  Collected, inventoried, and securely stored all paper test materials (for Paper/Pencil Writing, Braille, and Extended Assessments)

(  Analyzed the procedures used and planned for improvements
