
 

Work Sample Development: Reading 
Including content from Appendix K of the Test Administration Manual 

Guidelines/Requirements 

Secure Maintenance 

For work samples to be a valid assessment of student knowledge and skills, the work 

samples must be securely maintained, including updating and replacing content. Students 

must not be able to access–or hear about–the work sample content prior to administration. 

Aligned to Content Standards 

Work samples must align with the state content standards for the skill area being assessed. 

For example questions about reading selections, prompts for writing, topics for speaking, 

and problems for mathematics must clearly provide students with opportunities to 

demonstrate proficiency in the content standards being assessed in the work sample.  

Recommendations 

 Multiple reading tasks should be used within a school to prevent students from sharing 

information about reading selections between testing sessions. 

 Students should, ideally, be allowed some choice among reading selections or types of 

reading selections (e.g. topic choice, genre choice, etc.). 

 Prose selections for reading work samples should be approximately 1000 - 2000 words.  

 Poetry and dramatic selections should be appropriate in length and complexity to allow 

for responses that can meet standard on all traits of the scoring guide. 

 All passages used for reading work samples should be at high school level. The 

recommended Lexile® level for informational selections is around 1070 but could be 

between 950 and 1200. Literary selections may be prose, poetry or drama. (Note:  Lexile 

scores for literary selections are less accurate than those for informational text, because 

the scoring system relies on sentence length and word difficulty in establishing a score, 

which does not account for content or concept complexity.) 

 A single reading work sample using two related passages may be used as the entire 

measure for purposes of essential skill certification. This format automatically creates an 

opportunity for students to draw comparisons between passages. This is a common 

experience for many HS students.  If this format is used, the work sample should be 



approximately 2000 to 4000 words with additional prompts/questions and a specific 

focus on comparing/contrasting the passages.  

 Reading work samples may be on-demand or curriculum-embedded. Some on-demand 

tasks should be available for students who are close to graduation and need to 

demonstrate mastery of the Reading Essential Skill. However, teachers may wish to have 

students respond to reading selections in the regular curriculum in a manner that can be 

scored using the Reading Scoring Guide and then keep those work samples for future 

use in certifying essential skill proficiency. (Note:  Responses to curriculum-embedded 

texts should not be permanently returned to students if the school intends to repeat the 

same work sample in subsequent terms or years.) 

 Reading work samples should allow for marginal notes, highlighting, graphic organizers, 

drawing, etc. in addition to written responses to questions.  Scores on each trait take 

into account all student work. 

 Students should respond to approximately 5 to 8 prompts/questions per reading work 

sample. More prompts/questions would be required if two related passages are used for 

a single reading work sample. 

Directions for Using Reading Work Sample Template 
The work sample template is designed to allow you to insert text from an article, story or 

other source in a format that allows for marginal notes and provides spaces to write 

questions/prompts for student responses.   

Steps to create your Reading Work Sample 

1. The text you wish to use must be in MS Word format.  Most of the time, you can cut 

and paste from any internet source into Word.  Sometimes you may need to type the 

text into a new document. 

2. Type the title of the article over the yellow highlighted “Insert Article Title Here” and 

change the yellow highlighting to “no color” with the highlighting tool in your tool bar.  

The title will then appear in the header on each page. 

3. Copy the body of the article from your document.  Sometimes you will get a more 

accurate copy by starting at the bottom of the article and scrolling up to select the 

text you wish to include. 

4. Place your cursor in the box beneath the Yellow Command: Cut and Paste Article Text 

IN Box Below:  Your text will flow from page to page automatically. Delete the yellow 

cut and paste command. 

5. Go to the end of the text section on the template and check to see if the end of your 

article is displayed.  If there is excess space after the end of the article, select the 

text box and use the center square in the text box border to reduce the size of the 

box. 



6. If the end of your article has been cut off and does not show, use the following steps 

to increase the size of the display area.  The following is a very basic and easy way to 

fix the problem: 

a. Select the text box for Prompt 1 and delete it. 

b. Next, select the text box for the article citation, and move it down so that it 

is immediately above the box for Prompt 2.  Even though there are no 

borders, the Insert Article Citation Here is a text box. 

c. Select the text box where your article ends, and use the center square in 

the border to enlarge the text box.  If the deletion of Prompt 1 does not 

allow enough room for all the text, follow the directions above beginning 

with deleting Prompt 2 to create additional space. 

d. Now you will need to renumber the text boxes for the prompts, and, if 

needed, copy and paste the last text box at the end of the prompt section 

to allow for 6 prompts. 

7. Each of the text boxes for prompts may be enlarged or shortened, depending on the 

amount of response you anticipate students will generate.  You can also insert 

graphic features or tables and other scaffolding devices in whichever text box you 

wish. 

8. Once you place the citation for your article/story/other and remove all the yellow 

highlighted directions, you should have a completed document ready to save and 

print. 

 

 


