RISAP Test Coordinator Checklist

A Quick Guide for Getting Ready for the Rl State Assessments

This checklist is designed to help all test coordinators with the beginning tasks of getting
ready for the state assessments. It does not contain all tasks for all state assessments.
Checklists for each state assessment are contained within each test’s test coordinator
manual. Some of these manuals are available now and others will be available after the
new year. Visit www.ride.ri.gov/assessment-manuals to see which manuals are available.

1 Make sure you are receiving the assessment listserv memos and bi-weekly notices.

NOTE: District test coordinators should make sure their school test coordinators are
receiving the listserv memos and bi-weekly notices.

[1 Login to the RIDE Portal to review the following information for your district and each
school within your district in the Master Directory.

o Isthere someone in a school test coordinator role for each school in the district?
o Isthe physical address accurate for each school in your district?
[1 Contact your district data manager with any updates to the Master Directory.

LI Download the RISAP Test Coordinator Handbook and read it. This document contains
the state assessment policies and procedures that you need to know. You may need to
review your district/school policies to ensure alignment to state policies such as
collection of cell phones during testing.

[l Download the RISAP Test Schedule and begin to make your testing schedule.

(] Download the RISAP Training Calendar and identify the test coordinator training events
you need to attend. Register for those training events using the links in the document.

L1 Notify all test administrators of the training requirements for the tests they must
administer. These are provided in the back of the RISAP Training Calendar document.
Some test administrator training is self-paced and available now.

L1 Begin to review your enrollment data to make sure that all students are enrolled in the
correct grade level and school.

NOTE: This is especially important for students attending outplacement schools.
Students attending outplacement schools (either within or outside of RI) are expected
to participate in the state assessments for their grade level. Their scores and
participation are included in district accountability calculations.

Use the LEA Memo to Outplacement Schools (www.ride.ri.gov/tc) to communicate

state assessment requirements to outplacement schools.
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