
	 Tasks LEAs/Schools Should Complete in SEPTEMBER-OCTOBERPARCC 2014-2015:   Checklist


	
	
	

	COORDINATION
	Person Responsible
	Date Completed
	NOTES

	Confirm Test Coordinators’ contact information for each LEA and school participating via eRIDE Master Directory by Friday, September 12.  
	
	
	

	Alert PARCC@ride.ri.gov if any LEA or school Test Coordinator has not received PARCC assessment updates via RIDE’s Test Coordinator listservs.  Please note this checklist will be updated periodically as new information comes available.  This version was last updated on: September 12, 2014.

· Listserv emails with critical PARCC information will be sent throughout the school year so it’s important to keep contact information up-to-date.  
· If there are any changes to test coordinator assignment(s) at ANY POINT during the school year, please contact PARCC@ride.ri.gov immediately so that RIDE can update the LEA Test Coordinators listserv or the School Test Coordinators listserv accordingly.
	
	
	

	Ensure key LEA and school administrators read through PARCC manuals and register for the appropriate training workshops.
· Pearson Access Next User Guide: https://support.assessment.pearson.com/display/PAsup/PearsonAccess+Next+Support+Home 
· Test Nav 8 User Guide – Coming Soon!
· PARCC Accessibility Features & Accommodations Manual
· Register your team for a full-day training session via eRIDE starting September 15, 2014 (District Test Coordinator should be the one registering everyone according to their availability/preferences).  All training sessions will cover the same material.  If you have questions, please contact PARCC@ride.ri.gov:
· Community College of Rhode Island (Knight Campus):   October 22,  November 5
· East Bay  Educational Collaborative:   October 21,  November 13
· New England Institute of Technology (East Greenwich Campus):    November 17,  November 18
· Northern Rhode Island  Collaborative:  October 24,  November 7,  November 20
· University of Rhode Island (Kingston Campus):   October 14,   October29  
· Workshop session materials and additional short training webinars will be available at www.ride.ri.gov/PARCC  and  http://ri.pearsonaccessnext.com/  and https://parcc.tms.pearson.com (Fall Block Administration presentations and modules will be posted starting in mid-September)
	
	
	

	Ensure key LEA and school personnel--including special education directors/educators and IEP teams--read the entire PARCC Accessibility Features & Accommodations Manual as well as register for the appropriate trainings.
	
	
	

	Create testing schedule for your school for both test windows (PBA and EOY).  Note:  Each school can now set its own test schedule.
· Refer to the PARCC Assessment Schedule testing windows available at www.ride.ri.gov/Assessment-Schedule 
· Ensure testing schedules are set for each school in accordance with the posted testing windows depending on administration type (regular or block), component (PBA or EOY), and testing mode (Computer-Based or Paper-Based). 
· When planning your school’s schedule, include Total Administration Times for each session (See Test Coordinator Manual for times)
· Schools must provide all students with entire amount of test administration time listed for the Session Time and must schedule accordingly
· Students who require an extended time accommodation must have this documented in their IEP or 504 Plan and a separate location should be designated for these students to ensure they can complete each unit before the end of the school day in which testing is taking place. 
· Ensure test schedule includes days/times for make-up testing (which must be completed no later than the last day of each test window)

	
	
	

	COORDINATION
	Person Responsible
	Date Completed
	NOTES

	 Upload the student data/register students
· Regular Administration:
· Paper-Based  Testing PBA student data upload is due TBA
· Computer-Based  Testing PBA  student data upload is due TBA   
· Window for Paper-Based Testing EOY student data upload  is TBA  
· Window for Computer-Based  Testing EOY student data upload is  TBA 
· Fall Block Administration – applies to both Fall PBA and Fall EOY: 
· Paper-Based  Testing Student Data Upload window is September 8 – October 3, 2014 
· Deadline to Register Students for Materials and Student Labels is October 3, 2014  
· Directions, guidance, file layout, and additional resources available online at http://ri.pearsonaccessnext.com/ and  www.ride.ri.gov/PARCC 
	
	
	

	Create schedule to allow classrooms to test technology for Computer-Based Testing and to let all students use practice items and take practice tests.
· Share link to practice tests with teachers, students, and families:  http://practice.parcc.testnav.com/ 
· Share sample items with  teachers, students, and families (see http://parcconline.org/samples/item-task-prototypes) 
· Instruct teachers who will be administering computer-based PARCC tests to provide students with time to go through the TestNav 8 Tutorial (see “Tutorial” tab online at: http://practice.parcc.testnav.com/ )
· Reserve computer lab as appropriate.
	
	
	

	TECHNOLOGY PREPARATION for COMPUTER-BASED TESTING
	Person Responsible
	Date Completed
	NOTES

	· Meet with Test Coordinators, Test Administrators, and Technology Directors/Coordinator(s) to discuss Computer-Based Testing and determine number of devices that will be needed 
· Identify which room(s) [e.g., computer lab, library,  classroom(s) using  carts] in the school will be used to administer the computer-based tests
· Set up a communications protocol for all staff who have a role in computer-based testing so they know who to contact during testing
· Identify specific technology support contacts for schools during testing
· Provide Pearson contact information to technology staff (1-888-493-9888, or parcc@support.pearson.com)
· Coordinate roles and responsibilities for prepping staff for online testing
Ensure  Technology Coordinator verifies device and bandwidth considerations as well as school readiness for computer-based testing by:
· Filling in PARCC Capacity Planning Tool to determine number of devices needed
· Using  PARCC System Check Tool for TestNav8 (http://systemcheck.parcc.testnav.com) for TestNav 8 on PARCC website to assess technology readiness for computer-based testing.
· Begin PARCC technology training activities for all stakeholders
· Ensure that test administrators are trained on TestNav 8 including how to start/stop a testing unit, how to monitor online testing, and how to handle “day-of-exam” student registrations
· Ensure headphones are available for each computer during assessment (Note: LEA must purchase headphones or students can use their own)

	
	
	

	STAKEHOLDER COMMUNICATIONS
	Person Responsible
	Date Completed
	NOTES

	Ensure teachers understand the value of Common Core State Standards and PARCC structure as well as assessment design and connection to instruction:
· PARCC FAQs
· PARCC Fact Sheet
· PARCC Glossary
· "PARCC Overview" PowerPoint
· "A New Vision of Assessment" PowerPoint 
· Teacher PARCC Brochure for Students with Disabilities.pdf 
· Teacher PARCC Brochure for English Learners.pdf
	
	
	

	Share instructional resources to assist teachers in the transition to Common Core State Standards and PARCC.
· Transition to the Common Core State Standards (CCSS)and to PARCC:  www.ride.ri.gov/Transition-CCSS
· Common Core State Standards (CCSS) ELA/Literacy:  www.ride.ri.gov/CCSS-ELA , Mathematics:  www.ride.ri.gov/CCSS-math 
· PD modules and resources - ELA/Literacy:  www.ride.ri.gov/CCSSforELA-literacy-educators , Mathematics:  www.ride.ri.gov/CCSSforMath-educators
	
	
	

	Ensure school personnel understand the basics of PARCC and its purpose.
· Share general information about the testing mode for each grade in the school
· Have all educators watch PARCC online modules
· PARCC Assessments Overview  ​
· In Theory: Practical theories behind the PARCC Assessments and related goals.
· In Practice: Information about how a student will be assessed throughout their school career and offers an assessment walkthrough (based on the role selected  — administrator, primary teacher, secondary teacher- English/Language Arts, secondary teacher, Mathematics)
· In Context: Valuable, downloadable resources focused on the PARCC Model Content Frameworks for mathematics and English/Language Arts
· PARCC Accessibility System​
· In Theory: An overview of accessibility features and details about how they are built into the PARCC design.
· In Practice: Information about how teachers use accommodations in the classroom
· In Context: Downloadable the Accessibility Features and Accommodation Manual
· Share resources from www.ride.ri.gov/PARCC  and http://ri.pearsonaccessnext.com/ 
	
	
	

	Communicate with parents/community regarding CCSS and PARCC through back-to-school nights, emails, and other communications.  
· Use CCSS outreach materials for a presentation or video loop – Download the PowerPoint and videos posted at www.ride.ri.gov/RI-CCSS-Initiatives  
· Engage parents and students in the PARCC practice items on school computers to help them gain familiarity with the test.
Parent resources available online:
· PARCC practice tests and sample items available online at:   http://practice.parcc.testnav.com/
· PARCC information, training webinars, and other resources available online at www.ride.ri.gov/PARCC 
· Understanding the Common Core State Standards - for Parents of Elementary Students [PDF]
· Comprender los Estandares principales comunes del estado - para los padres y las familias de los estudiantes de la escuela primaria [PDF]
· Understanding the Common Core State Standards - for Parents of Middle/High School Students [PDF]
· Comprender los Estandares principales comunes del estado - para los padres y las familias de los estudiantes de la escuela intermedia y secundaria [PDF]
· PARCC One-Pager for Parents 
· Expanding Access – A Parent's Guide
	
	
	

	DISTRICT-SPECIFIC ITEMS
	Person Responsible
	Date Completed
	NOTES

	
	
	
	





	Tasks LEAs/Schools Should Complete in NOVEMBER-DECEMBER
	
	
	

	COORDINATION
	Person Responsible
	Date Completed
	NOTES

	LEA Test Coordinators (or other district contact) alert PARCC@ride.ri.gov if there are any changes to LEA or school test coordinator assignment/contacts at ANY POINT during the school year.  
· RIDE will update the LEA Test Coordinators listserv or the School Test Coordinators listserv accordingly. 
· RIDE will send regular emails that contain critical information and announcements about PARCC administration for this year to those listservs.   
	
	
	

	 Schedule training sessions for Test Administrators, Proctors, and Technology Coordinators and begin communicating selected dates.
· Before selecting dates confirm availability of training modules and Test Administrator Manuals. 
· Schedule separate trainings on accessibility features and how to properly administer testing accommodations (e.g., scribe, read aloud, clarify directions in native language) to ensure detailed administration protocols are followed (see Test Coordinator Manual appendices).   
	
	
	

	Designate rooms for test administration (e.g., reserve computer labs as needed).
· Check all designated rooms to ensure each will be a suitable testing environment. 
· Ensure all student needs for setting considerations, accommodations, and accessibility features are accounted for when designating rooms
	
	
	

	Designate Test Administrators and Proctors (if needed) for testing sessions.
· Identify Test Administrators and tell them which testing mode (Paper- or Computer-Based) they’re assigned.  
· Identify Proctors (if needed). Note: Proctors are only authorized to monitor testing. Only trained Test Administrators can administer a PARCC test
	
	
	

	Develop Test Security Plan.  A successful Security Plan will:
· Inform individuals authorized to be involved in test administration to review security protocols, prohibited activities, testing irregularities, and security breaches and sign Security Agreement
· Designate central locked storage area for securing test materials
· Document that Technology Coordinators, Test Administrators, and Proctors have received necessary documentation and training for successful, secure administration of the PARCC Assessment
· Establish a documented Chain of Custody Plan that:
· Ensures test materials are accounted for at all times before, during, and after test administration
· Includes procedures for documenting the hand off and return of test materials between School Test Coordinators and Test Administrators 
· Accounts for return of test materials to Pearson (PBT only)
· Includes a process to document shredding or recycling, as appropriate, of test materials that are not returned to Pearson
· Ensure all authorized individuals sign Security Agreement (Appendix A of Test Coordinator Manual)
	
	
	

	Schools determine which students will require accommodations or accessibility features.  
· Convene IEP, 504, or other school-based team as appropriate to document student testing accommodations and accessibility features needed
· Note: All accommodations and accessibility features must be identified in advance during the student data upload/registration process 
· Reference PARCC Accessibility Features & Accommodations Manual at http://parcconline.org/parcc-accessibility-features-and-accommodations-manual
	
	
	

	COORDINATION
	Person Responsible
	Date Completed
	NOTES

	Regular Administration: prepare to upload student data and student registrations.
· Regular Administration:
· Paper-Based  Testing PBA student data upload is due TBA
· Computer-Based  Testing PBA  student data upload is due TBA
· Window for Paper-Based Testing EOY student data upload  is TBA
· Window for Computer-Based  Testing EOY student data upload is TBA
Fall Block Administration: prepare for, administer, and return materials for Fall PBA assessment.
· Fall Block Administration window: 
· PBA:  December 8 – December 19, 2014
· EOY:  January 5 – January 16, 2015
· Fall Block Administration materials ordering and returning: 
· Additional Orders Window for All PBA Materials is November 24 – December 17, 2014
· Additional Orders Window for PBA Ancillary Return Materials Only (i.e., return labels, boxes) is November 24 – December 24, 2014
· The window for returning PBA materials is December 1 – December 26, 2014
· Additional Orders Window for All EOY Materials is December 10, 2014 – January 14, 2015 
· Additional Orders Window for EOY Ancillary Return Materials Only (i.e., return labels, boxes) is December 10, 2014 – January 21, 2015
· The window for returning EOY materials is December 15, 2014 – January 23, 2015
· Directions, guidance, file layout, training modules, and other resources available online at www.ride.ri.gov/PARCC  and http://ri.pearsonaccessnext.com/ 
	
	
	

	Schedule separate trainings for the provision of accessibility features and testing accommodations (e.g., scribe, read aloud, clarify directions in native language) to ensure detailed administration procedures are followed. Refer to Test Coordinator Manual Appendices for protocols.  
Provide a copy of the protocol(s) for the specific accommodation(s) administered by Test Administrator: 
· Test Administration Protocol for the Read-Aloud Accommodation for English Language Arts/Literacy Assessments and Accessibility Feature for Mathematics Assessments
· Protocol for the Use of the Scribe Accommodation 
· Protocol for Text-to-Speech, Human Reader, or Interpreter Accommodation Guidance for English Language Arts/Literacy Assessments
· Audio and Human Reader Guidelines for the ELA/Literacy Assessments
Audio and Human Reader Guidelines for the Mathematics Assessments
	
	
	




	TECHNOLOGY PREPARATION
	Person Responsible
	Date Completed
	NOTES

	· Continue using the PARCC System Check Tool for TestNav8 (http://systemcheck.parcc.testnav.com) to assess technology readiness for online testing.
· Continue determining requirements of proctor caching option and timeline for implementation
Ensure headphones available for each computer during testing. If not, determine alternative methods to acquire (e.g., students bring their own)
· Keep technology/software updated as directed by PARCC, particularly regarding tablets, Chromebooks, and iPad app for TestNav8
· Confirm availability of special equipment, tools, or software needed for specific accommodations
· If using portable devices, develop a plan for setup and charging between tests
· Develop or confirm student login procedures
· Develop a plan for printing Student Authorization Tickets and Seal Codes
· Continue PARCC technology training activities for all stakeholders
· Ensure that all students complete the TestNav8 Tutorial.
· Ensure that test administrators are trained including day of exam student registrations.
· Continue analysis of available funding resources and strategic planning to acquire additional devices needed for learning and assessment
	
	
	

	STAKEHOLDER COMMUNICATIONS
	Person Responsible
	Date Completed
	NOTES

	During parent teacher conferences and other events, distribute materials on the transition to PARCC and the benefits for students and parents.
· PARCC practice tests and sample items available online at:   http://practice.parcc.testnav.com/
· PARCC information, training webinars, and other resources available online at www.ride.ri.gov/PARCC
· Understanding the Common Core State Standards - for Parents of Elementary Students
· Comprender los Estandares principales comunes del estado - para los padres y las familias de los estudiantes de la escuela primaria 
· Understanding the Common Core State Standards - for Parents of Middle/High School Students 
· Comprender los Estandares principales comunes del estado - para los padres y las familias de los estudiantes de la escuela intermedia y secundaria
· PARCC One-Pager for Parents

	
	
	

	Notify students and families about the PARCC testing schedule, LEA and school preparations.
Send general letter to all families notifying them of the PARCC test and the testing schedule.
Communicate availability of sample items to teachers, students, parents  (www.parcconline.org/samples/item-task-prototypes) 
Share information on Accessibility Features and Accommodations with families
· Parent PARCC Accessibility Brochure 
· Parent PARCC Brochure for Students with Disabilities
· Parent PARCC Brochure for English Learners
· Español Parent Brochure for English Learner
	
	
	

	DISTRICT-SPECIFIC ITEMS
	Person Responsible
	Date Completed
	NOTES

	· .
	
	
	



	Tasks LEAs/Schools Should Complete in JANUARY-FEBRUARY
	
	
	

	COORDINATION
	Person Responsible
	Date Completed
	NOTES

	LEA Test Coordinators (or other district contact) alert PARCC@ride.ri.gov if there are any changes to LEA or school test coordinator assignment/contacts at ANY POINT during the school year.  
· RIDE will update the LEA Test Coordinators listserv and/or the School Test Coordinators listserv accordingly.  
· RIDE will send regular emails that contain critical information and announcements about PARCC administration to those listservs.   
	
	
	

	Ensure LEA and school Test Coordinators review the Test Coordinator Manual for Paper-Based Testing and/or Computer-Based Testing as well as register for the appropriate trainings.
· Test Coordinator Manual for Paper-Based Testing 
· Test Coordinator Manual for Computer-Based Testing
· LEA Test Coordinators register teams for half-day training session (according to your region) via eRIDE.  All training sessions will be the same. 
If you have questions, please contact PARCC@ride.ri.gov:
· Northern Rhode Island:  TBA
· West Bay:  TBA
· East Bay:  TBA
· Southern Rhode Island:  TBA
· Workshop session materials and additional short training webinars available at www.ride.ri.gov/PARCC  and http://pearsonaccessnext.com/

	
	
	

	Hold Test Administrator, Proctor, and Technology Coordinator training session(s).
· Train at least one person to act as possible alternate Test Coordinator in the event that you are unavailable on a scheduled testing day.
· Make copies and distribute designated checklists available in Test Coordinator Manual Appendices and encourage staff to use specified checklist.
· The training should cover the accessibility features and introduce the new accommodations that will be available in the PARCC assessment.  
· An additional training should be conducted for those providing accommodations or accessibility features requiring specific protocols (e.g., scribe, read aloud, clarify directions in native language).
Note:  Training modules and slide presentations will be available online at: http://PARCC.Pearson.com/Training and http://pearsonaccessnext.com/
	
	
	

	Ensure test administrators and proctors read through the entire Test Administrator Manual for Paper-Based Testing and/or Computer-Based Testing as well as register for the appropriate trainings at the school level.
· Test Administrator Manual for Paper-Based Testing – Coming Soon!
· Test Administrator Manual for Computer-Based Testing – Coming Soon! 
RIDE workshop session materials and short training webinars available at www.ride.ri.gov/PARCC  and http://pearsonaccessnext.com/
	
	
	

	Ensure Test Coordinators, Test Administrators, and Technology Coordinators receive their respective checklist from Test Coordinator Manual Appendices.
	
	
	

	Create plan for scheduling and administering student testing accommodations during assessments at your school.
· Who will administer the assessment?
· Is “small group” administration required?
· Is an alternate/separate location required?
· Is any specialized equipment or technology required? 
 Students who require the “extended time” accommodation should take the test in a separate setting to minimize disruptions, especially if classrooms (or computer lab) are scheduled for successive testing sessions.
	
	
	

	 Regular Administration: upload student data and student registrations. 
· Regular Administration:
· Paper-Based  Testing PBA student data upload is due TBA
· Computer-Based  Testing PBA  student data upload is due TBA
· Window for Paper-Based Testing EOY student data upload  is TBA
· Window for Computer-Based  Testing EOY student data upload is TBA
Fall Block Administration: administer and return materials for Fall PBA assessment.
· Fall Block Administration – Fall EOY only: 
· EOY window:  January 5 – January 16, 2015
· Additional Orders Window for All EOY Materials is December 10, 2014 – January 14, 2015 
· Additional Orders Window for EOY Ancillary Return Materials Only (i.e., return labels, boxes) is December 10, 2014 – January 21, 2015
· The window for returning EOY materials is December 15, 2014 – January 23, 2015
Spring Block Administration: prepare to upload student data and student registrations.
· Spring Block Administration:
· The window for the Paper-Based  Testing student data upload is TBA
· The window for the Computer-Based  Testing student data upload is TBA

  Directions, guidance, file layout, and additional resources available online at www.ride.ri.gov/PARCC  and http://pearsonaccessnext.com/
	
	
	

	Begin set-up test administration so that test administrators are familiar with PearsonAccess and testing procedures/requirements.
Set up secure IDs using PearsonAccess Guide
Ensure a printer is available to print Student Authorization Tickets and Seal Code lists for computer-based testing
Conduct all Test Administrator, Proctor, and Technology Coordinator training sessions and ensure all necessary individuals complete available online training webinars 
Ensure all staff sign and return Security Agreement
For computer-based testing: create test sessions in PearsonAccess (or confirm student assignment if test sessions already created)
For paper-based testing: create test sessions in PearsonAccess for scheduling purpose
	
	
	



	TECHNOLOGY PREPARATION
	Person Responsible
	Date Completed
	NOTES

	· Continue using PARCC System Check Tool for TestNav8 on PARCC website to assess technology readiness for computer-based testing
· Finalize requirements of proctor caching option and timeline for implementation
· Ensure headphones are available for each computer during assessment
· Confirm availability of special equipment, tools, or software needed for specific accommodations
· Continue PARCC technology training activities for all stakeholders
· Ensure that all students testing online complete the TestNav8 Tutorial
· Ensure that test administrators are trained including day of exam student registrations
· Continue analysis of available funding resources and strategic planning to acquire additional devices needed for learning and assessment
	
	
	

	STAKEHOLDER COMMUNICATIONS
	Person Responsible
	Date Completed
	NOTES

	Communicate availability of sample items to key stakeholders (e.g., teachers, students, parents)
If helpful: Plan a “test the tech” open house where parents and students can use the practice items on school computers (will help parents feel more comfortable with the test and help to test school bandwidth
	
	
	

	DISTRICT-SPECIFIC ITEMS
	Person Responsible
	Date Completed
	NOTES

	· .
· 
	
	
	





	Tasks LEAs/Schools Should Complete in MARCH-APRIL
	
	
	

	COORDINATION
	Person Responsible
	Date Completed
	NOTES

	LEA Test Coordinators (or other district contact) alert PARCC@ride.ri.gov if there are any changes to LEA or school test coordinator assignment/contacts at ANY POINT during the school year.  
· RIDE will update the LEA Test Coordinators listserv and/or the School Test Coordinators listserv accordingly.   
· RIDE will send regular emails that contain critical information and announcements about PARCC administration to those listservs.   
	
	
	

	Regular Administration: prepare, administer, and return materials for PBA. 
· Regular Administration:
· Paper-Based  Testing PBA window is March 23 – April 3, 2015 (Note: Paper/pencil test administration windows are only two weeks long.)
· Computer-Based  Testing PBA  window is March 16 – April 10, 2015
· Regular Administration PBA materials ordering and returning: 
· Additional Orders Window for All PBA Materials is TBA
· Additional Orders Window for PBA Ancillary Return Materials Only (i.e., return labels, boxes) is TBA
· The window for returning PBA materials is TBA
Spring Block Administration: maintain/update student data upload, student registrations, and materials orders; prepare for and administer PBA.
· Spring Block Administration:
· The window for the Paper-Based  Testing student data upload is TBA
· The window for the Computer-Based  Testing student data upload is TBA
· Spring Block Administration window – PAPER-BASED TESTING: 
· PBA:  April 27 – May 8, 2015
· EOY:  May 11 – May 22, 2015
· Spring Block Administration window – COMPUTER-BASED TESTING: 
· PBA:  April 13 – May 8, 2015
· EOY:  May 4 – May 22, 2015
· Spring Block Administration materials ordering and returning: 
· Additional Orders Window for All PBA Materials is TBA
· Additional Orders Window for PBA Ancillary Return Materials Only (i.e., return labels, boxes) is TBA
· The window for returning PBA materials is TBA
· Additional Orders Window for All EOY Materials is TBA 
· Additional Orders Window for EOY Ancillary Return Materials Only (i.e., return labels, boxes) is TBA
· The window for returning EOY materials is TBA
 Directions, guidance, file layout, and additional resources available online at www.ride.ri.gov/PARCC  and http://ri.pearsonaccessnext.com/ 
	
	
	




	COORDINATION
	Person Responsible
	Date Completed
	NOTES

	BEFORE TESTING:
Make sure all PearsonAccess secure IDs have been created with appropriate permissions 
Print out and then secure all Student Authorization Tickets and Seal Code lists until day of testing (CBT only)
Remind all Test Administrators, Proctors, and Technology Coordinators to complete available online training webinars and review resources
Ensure all staff have signed and returned Security Agreement
Arrange testing rooms to comply with test environment guidelines
· Ensure all testing rooms comply with guidelines on prohibited aids and materials
· Verify testing rooms are configured so students are separated by a reasonable distance to discourage cheating
Gather necessary testing materials (e.g., scratch paper, No. 2 pencils)
For paper-based testing (PBT), receive, document, and store materials:
· Remove the Packing List and School Security Checklist from Box 1.
· Remove the resealable package labeled “Test Coordinator Kit”
· Ensure “Test Coordinator Kit” includes everything listed in Test Coordinator Manual
· Count materials received to verify that there is an adequate number for the Test Administrators and students in the school. 
· Be sure that any missing or damaged Test Booklets are replaced with an equal quantity and fill out missing/damaged materials form.
· Keep all test materials in a locked storage area until distributing them to the Test Administrators 
· Test materials must be distributed only on test administration day and must be returned to secure storage immediately after testing.
· Remind Test Administrators that all test materials are secure and must be returned immediately after testing.
For computer-based testing (CBT):
· Count Test Coordinator and Test Administration Manuals received and, if needed, order more online via PearsonAccess.
· Ensure necessary software is up-to-date and installed on every computer used for testing
· Confirm all computers meet requirements needed to administer tests
· Confirm headphones are available for ELA/Literacy test.  Note: may also be needed for text-to-speech accommodation on Math test.
· Confirm secure location and organization by testing location of printed Student Authorization Ticket
· Confirm that proctor caching activities are complete
· Double-check to ensure computer-based test sessions have been created online
· Confirm secure location of printed Seal Codes 

The Test Coordinator must distribute test materials to and from Test Administrators each test administration day. Test materials must not be stored in classrooms prior to or following the day of administration. Test materials that will be distributed by Test Coordinators to each Test Administrator the day of  testing include: 
· Test Booklets and Answer Documents (PBT only)
· Vendor-supplied Rulers, Protractors, and vendor-supplied Mathematics Reference Sheets (PBT only)
· Student Authorization Tickets (CBT only) 
· Numeric Seal Codes (CBT only) 
· Headphones (CBT only)
· Scratch Paper (CBT and PBT)
· No. 2 pencils (PBT)
· Timing device (if needed) to keep track of time during testing 
· “Testing—Do Not Disturb” signs to post on testing room door
	
	
	

	COORDINATION
	Person Responsible
	Date Completed
	NOTES

	DURING TESTING:
· Administer PBA according to set schedule within the designated testing windows according to mode of administration
· Report breaches in test security and testing irregularities to RIDE
· Monitor  test activity
· Ensure that Test Administrators are actively monitoring students during testing
· Investigate and document all testing irregularities and security breaches and report incidents to LEA and/or RIDE
· Schedule and supervise make-up testing
· Students not tested on the regular administration date due to illness or other excused absence should be tested on a make-up day
· Ensure all make-up testing is completed before the end of the testing window
	
	
	

	AFTER TESTING:
Collect Materials from Test Administrators:
· All used and unused Test Booklets and/or Answer Documents (PBT only)
· Vendor-supplied rulers and protractors (PBT only )
· Student Authorization Tickets (CBT only)
· Numeric, Printed Seal codes (CBT only)
· Student rosters containing TestNav usernames and passwords (CBT only)
· Used and unused scratch paper
· Test Administration Manuals (keep these for use during the EOY)
· Vendor-supplied Mathematics Reference Sheets (PBT only) 
Organize Test Materials into Separate Stacks:
· First, organize materials by “Used” and “Unused” Test Booklets and/or Answer Documents (PBT).
· Next, organize Test Booklets and/or Answer Documents by “Scorable” and “Nonscorable” (PBT).
Ensure all student ID labels have been applied to all paper tests (PBT)
· Only the School Test Coordinator or designee may affix labels.
· Students are not permitted to assist in preparing secure materials before testing or in organizing or returning materials after testing.
· All secure materials must be returned to locked storage until they are returned to Pearson.
· Before applying each label, check to make sure that:
· the name printed on the Student ID label matches the name handwritten in Box A (top left corner of page).
· the student was enrolled and that the student tested.
· If you have a label for a student who did not test, then it must be shredded because it contains student information.
Prepare Materials for Packing:
· Complete a School ID Form for each grade level and subject .
· Materials for each grade level and subject must then be banded separately using paper bands.
· Place materials in shipping boxes. Use the boxes in which test materials were delivered for return shipping.
Contact UPS to Schedule Pickup:
· Call UPS at 800-823-7459 to schedule pickups. 
· Pickups must be scheduled at least 24 hours in advance but not later than five school days after testing window ends. 
· Once pickup is confirmed, you will get a confirmation number from UPS that can be referenced if questions or changes arise.

	











This info will change once TCM is finalized
	
	

	AFTER TESTING (continued):
Securely destroy materials:
· Scratch paper written on by students during testing (CBT and PBT)
· Mathematics Reference Sheets written on by students during testing (primarily PBT but some CBT students may use a paper-based math reference sheet if they prefer it over the online version of the reference sheet)
· Printed Student Authorization Tickets (CBT)
· Printed Seal Codes (CBT) 
Recycle materials:
· Test Administration Manuals (CBT and PBT)
Reuse materials in the classroom:
· Vendor-supplied rulers and protractors (PBT) 
· Blank or unused scratch paper and Mathematics Reference Sheets (CBT and PBT)
	
	
	

	TECHNOLOGY PREPARATION
	Person Responsible
	Date Completed
	NOTES

	Complete this list prior to any assessment window for computer-based testing to confirm that technology will be ready for the assessment.
· Keep device inventory up-to-date
· Continue using PARCC System Check Tool for TestNav8 on PARCC website to assess technology readiness for computer-based testing
· Finalize requirements of proctor caching option and timeline for implementation
· Ensure headphones are available for each computer during online (CBT) assessments
· Confirm availability of special equipment, tools, or software needed for specific accommodations
· Continue PARCC technology training activities for all stakeholders
· Ensure that all students testing online complete the TestNav8 Tutorial
· Ensure that test administrators are trained for online testing
· Continue analysis of available funding resources and strategic planning to acquire additional devices needed for learning and assessment
If needed: Brainstorm and apply for funding resources to acquire additional devices for subsequent year’s PARCC administrations
	
	
	

	STAKEHOLDER COMMUNICATIONS
	Person Responsible
	Date Completed
	NOTES

	Communicate availability of sample items and practice tests to teachers, students, parents: www.parcconline.org/samples/item-task-prototypes and http://practice.parcc.testnav.com/ 
PARCC information, training webinars, and other resources available online at www.ride.ri.gov/PARCC and http://ri.pearsonaccessnext.com 
If helpful: Plan a “test the tech” open house where parents and students can take the practice tests on school computers (will help parents feel more comfortable with the test and help to test school bandwidth
In early March, remind key stakeholders (e.g., teachers, students, parents) about the upcoming assessment and offer to answer questions 
Send general letter to all families reminding them of the assessment and the testing schedule. 
Communicate availability of Practice Test to all stakeholders (e.g., teachers, students, parents)

	
	
	

	DISTRICT-SPECIFIC ITEMS
	Person Responsible
	Date Completed
	NOTES

	· .
	
	
	



	Tasks LEAs/Schools Should Complete in MAY
	
	
	

	OPERATIONAL ADMINISTRATION
	Person Responsible
	Date Completed
	NOTES

	LEA Test Coordinators (or other district contact) alert PARCC@ride.ri.gov if there are any changes to LEA or school test coordinator assignment/contacts at ANY POINT during the school year.  
· RIDE will update the LEA Test Coordinators listserv and/or the School Test Coordinators listserv accordingly.   
· RIDE will send regular emails that contain critical information and announcements about PARCC administration to those listservs.   
	
	
	

	Regular Administration: administer End-of-Year assessment. 
· Regular Administration:
· Paper-Based  Testing EOY window is March 23 – April 3, 2015 (Note: Paper/pencil test administration windows are only two weeks long.)
· Computer-Based  Testing EOY  window is March 16 – April 10, 2015
· Regular Administration EOY materials ordering and returning: 
· Additional Orders Window for All EOY Materials is TBA
· Additional Orders Window for EOY Ancillary Return Materials Only (i.e., return labels, boxes) is TBA
· The window for returning EOY materials is TBA
Spring Block Administration: finish administering and return materials for PBA; prepare for, administer, and return materials for EOY.
· Spring Block Administration window – PAPER-BASED TESTING: 
· PBA:  April 27 – May 8, 2015
· EOY:  May 11 – May 22, 2015
· Spring Block Administration window – COMPUTER-BASED TESTING: 
· PBA:  April 13 – May 8, 2015
· EOY:  May 4 – May 22, 2015
· Spring Block Administration materials ordering and returning: 
· Additional Orders Window for All PBA Materials is TBA
· Additional Orders Window for PBA Ancillary Return Materials Only (i.e., return labels, boxes) is TBA
· The window for returning PBA materials is TBA
· Additional Orders Window for All EOY Materials is TBA 
· Additional Orders Window for EOY Ancillary Return Materials Only (i.e., return labels, boxes) is TBA
· The window for returning EOY materials is TBA

	
	
	




	COORDINATION
	Person Responsible
	Date Completed
	NOTES

	BEFORE TESTING:
Make sure all PearsonAccess secure IDs have been created with appropriate permissions 
Print out and then secure all Student Authorization Tickets and Seal Code lists until day of testing 
Remind all Test Administrators, Proctors, and Technology Coordinators to complete available online training webinars and review resources
Ensure all staff have signed and returned Security Agreement
Arrange testing rooms to comply with test environment guidelines
· Ensure all testing rooms comply with list of prohibited aids and materials
· Verify testing rooms are configured so students are separated by a reasonable distance to discourage cheating
Gather necessary testing materials (e.g., scratch paper, No. 2 pencils)
For paper-based testing, receive, document, and store materials:
· Remove the Packing List and School Security Checklist from Box 1.
· Remove the resealable package labeled “Test Coordinator Kit”
· Ensure “Test Coordinator Kit” includes everything listed in Test Coordinator Manual 
· Count materials received to verify that there is an adequate number for the Test Administrators and students in the school. 
· Be sure that any missing or damaged Test Booklets are replaced with an equal quantity 
· Keep all test materials in a locked storage area until distributing them to the Test Administrators 
· Test materials must be distributed only on test administration day and must be returned to secure storage immediately after testing.
· Remind Test Administrators that all test materials are secure and must be returned immediately after testing.
For computer-based testing:
· Count Test Coordinator and Test Administration Manuals received and order more online via PearsonAccess if needed.
· Ensure necessary software is up-to-date and installed on every computer used for testing
· Confirm all computers meet requirements needed to administer tests
· Confirm headphones are available for ELA/Literacy test (may also be used for text-to-speech accommodation on Math test)
· Confirm secure location and organization by testing location of printed Student Authorization Tickets
· Confirm that proctor caching activities are complete
· Double-check to ensure computer-based test sessions have been created online 
· Confirm secure location of printed Seal Codes
The Test Coordinator must distribute test materials to and from Test Administrators each test administration day. Test materials must not be stored in classrooms prior to or following the day of administration. Test materials that will be distributed by Test Coordinators to each Test Administrator just prior to testing include: 
· Test Booklets and Answer Documents (PBT) – do NOT apply student labels to test booklets or answer documents until AFTER testing
· Vendor-supplied Rulers and Protractors (PBT)
· Vendor-supplied Mathematics Reference Sheets (PBT)
· Student Authorization Tickets (CBT) 
· Numeric Seal Codes (CBT) 
· Headphones (CBT)
· Scratch Paper (CBT and PBT)
· No. 2 pencils (PBT)
· Timing device (if needed) to keep track of time during testing (CBT and PBT) 
· “Testing—Do Not Disturb” signs to post on testing room door (CBT and PBT)
	
	
	

	COORDINATION
	Person Responsible
	Date Completed
	NOTES

	DURING TESTING:
· Administer EOY according to set schedule within the designated testing windows according to mode of administration
· Report breaches in test security and testing irregularities to RIDE
· Monitor  test activity
· Ensure that Test Administrators are actively monitoring students during testing
· Investigate and document all testing irregularities and security breaches and report incidents to LEA and/or RIDE
· Schedule and supervise make-up testing:  Students not tested on the regular administration date should be tested on a make-up day
Ensure all make-up testing is completed before the end of the testing window
	
	
	

	AFTER TESTING:
Collect Materials from Test Administrators:
· All used and unused Test Booklets and/or Answer Documents (PBT)
· Vendor-supplied rulers and protractors (PBT)
· Student Authorization Tickets (CBT)
· Numeric, Printed Seal codes (CBT)
· Student rosters containing TestNav usernames and passwords (CBT)
· Used and unused scratch paper (CBT and PBT)
· Test Administration Manuals (CBT and PBT)
· Vendor-supplied Mathematics Reference Sheets (PBT) 
Organize Test Materials into Separate Stacks:
· First, organize materials by “Used” and “Unused” Test Booklets and/or Answer Documents.
· Next, organize Test Booklets and/or Answer Documents by “Scorable” and “Nonscorable”.
Apply ID labels to all paper tests AFTER testing is complete
· Only the School Test Coordinator or designee may affix labels.
· Students are not permitted to assist in preparing secure materials before testing or in organizing or returning materials after testing.
· All secure materials must be returned to locked storage until they are returned to Pearson.
· Before applying each label, check to make sure that:
· the name printed on the Student ID label matches the name handwritten in Box A (top left corner of page).
· the student was enrolled and that the student tested.
· If you have a label for a student who did not test, then it must be shredded because it contains student information.
Prepare Materials for Packing:
· Complete a School ID Form for each grade level and subject .
· Materials for each grade level and subject must then be banded separately using paper bands.
· Place materials in shipping boxes. Use the boxes in which test materials were delivered for return shipping.
Contact UPS to Schedule Pickup:
· Call UPS at 800-823-7459 to schedule pickups. 
· Pickups must be scheduled at least 24 hours in advance but not later than one week after testing window ends. 
· Once pickup is confirmed, you will get a confirmation number from UPS that can be referenced if questions or changes arise.
	


This info will change once TCM is finalized
	
	

	AFTER TESTING (continued):
Securely destroy materials:
· Scratch paper written on by students during testing (CBT and PBT)
· Mathematics Reference Sheets written on by students during testing (primarily PBT but some CBT students may use a paper-based math reference sheet if they prefer it over the online version of the reference sheet)
· Printed Student Authorization Tickets (CBT)
· Printed Seal Codes (CBT) 
Recycle materials:
· Test Administration Manuals (CBT and PBT)
Reuse materials in the classroom:
· Vendor-supplied rulers and protractors (PBT) 
· Blank or unused scratch paper and Mathematics Reference Sheets (CBT and PBT)
	
	
	NOTES

	DISTRICT-SPECIFIC ITEMS
	Person Responsible
	Date Completed
	NOTES

	· .
	
	
	





	Tasks LEAs/Schools Should Complete in JUNE
	
	
	

	COORDINATION/ADMINISTRATION
	Person Responsible
	Date Completed
	NOTES

	Test Coordinators and Test Administrators meet and compare notes for administration process and procedures (e.g., what worked, what didn’t)
Complete feedback surveys
Look ahead to next year and planning resource/time/training
	
	
	

	TECHNOLOGY PREPARATION
	Person Responsible
	Date Completed
	NOTES

	Review technology procedures from PBA and/or EOY and discuss outstanding issues with District Test Coordinator
	
	
	

	STAKEHOLDER COMMUNICATIONS
	Person Responsible
	Date Completed
	NOTES

	Communicate availability of sample practice test to key stakeholders (e.g., teachers, students, parents)
Inform key stakeholders (e.g., teachers, students, parents) of the timeline and process for assessment results to be released
	
	
	

	DISTRICT-SPECIFIC ITEMS
	Person Responsible
	Date Completed
	NOTES

	· 
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