!ﬂ: LLOS ANGELES UNIFIED SCHOOT, DISTRICT
9 REFERENCE GUIDE

TITLE:

NUMBER:

ISSUER:

DATE:

PURPOSE:

MAJOR
CHANGES:

INSTRUCTIONS:

CAHSEE ADMINISTRATION FOR ELEVENTH ROUTING

GRADE STUDENTS, NOVEMBER 2004 Local District Administration
High School Principals

REF-1323.1 Adult School Principals
AP,SCS

Esther Wong, Assistant Superintendent CAHSEE Coordinators

Planning, Assessment and Research

October 15, 2004

The purpose of this Reference Guide is to provide schools with information and

instructions on the administration of the California High School Exit Examination
(CAHSEE) for eligible grade 11 and adult education students in November 2004.

This Reference Guide replaces REF-1323 titled “Administration of the CAHSEE for
Eleventh Grade Students, November 2004,” dated October 11, 2004. The correction is
that eligible grade 11 students at single track schools and year round tracks A and B are

to be tested in November. The following are changes in the CAHSEE administration for
this fall:

o FEligible grade 11 students at single track schools and on year-round tracks A and B
schedule are to be administered the CAHSEE in November 2004.

e  Only eligible grade 11 and adult education students may test in November 2004.
No grade 10 students may test in the fall semester.

e  The answer document has been revised. The fields to be completed are now
numbered.

e  The School and Grade Identification Sheet (SGIS) is color coded to distinguish
grade 11 and adult students from the SGIS for grade 10 census and make-up testing.
Only the grade 11 SGIS will be distributed for use in November.

e  The irregularity report forms have changed. There is now an “Irregularity Report
Form — Students” and an “Irregularity Report Form — Others.”

e The Title 5 California Code of Regulations governing the CAHSEE have been
amended since the 2003-2004 school year. The “Test Security Agreement” and the
“Test Security Affidavit” have been amended to reflect these changes.

The September 2004 administration of the CAHSEE was the first administration of the
2004-2005 school year. That administration was for eligible 3-track C grade 11 students.
Eligible eleventh grade students on A and B tracks, single track grade 11 students, and
adult education students will take the CAHSEE in November 2004. Grade 11 students
will have an additional opportunity to take the CAHSEE in the spring semester. Grade
10 students will take CAHSEE only in the spring semester.

Testing activities are to be conducted only on the test dates designated by the California
Department of Education. This school year and each school year thereafter, schools
must notify parents and guardians annually about the CAHSEE requirement for
graduation.
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A. General Information for Test Administration:

Only grade 11 students and eligible adult students who have not satisfied the
requirement of passing both parts of the CAHSEE may take the CAHSEFE during
the November administration. A grade 11 student is defined as a student who is
grade 11 by earned credits. Students may not need to take both portions of the
examination. If grade 11 students passed the mathematics portion previously, but
not the English-language arts, then they may only take the English-language arts
portion during this administration. If grade 11 students passed the English-language
arts portion previously, but not the mathematics, then they may only take the
mathematics portion during this administration. The answer document includes a
Score Code for students who have previously passed one of the tests.

Every answer document submitted must have the Score Code field completed for
cach test. If a grade 11 student is eligible to take one or both portions of the
CAHSEE and is absent during testing, an answer document should not be
returned with the Score Code marked absent; void the pre-coded answer
document and put with non-scorable materials. If students are scheduled to take
CAPA, do not submit a Grade 11 answer document for them.

B. Program Requirements:

The CAHSEE Testing Program is a statewide testing program and is governed by
the California Education Code and regulations adopted by the State Board of
Education. Some of the program requirements include:

e Having each school designate a CAHSEE coordinator who is responsible for
maintaining the security of all testing materials, training test administrators,
monitoring the test administration, and returning all testing materials according
to state guidelines.

e Administering the test to all eligible grade 11 students during the fall
administrations in September (3-track C students only) and November.

e Administering each CAHSEE test only on the test dates designated by the
California Department of Education.

e Ensuring that all test booklets and answer documents are maintained in locked,
secure storage except when the test is actually being administered.

e Using the Directions for Administration and this reference guide to train test
examiners.

e Overseeing the receipt, inventory, distribution, storage and security of test
materials at the site. If there is a discrepancy or incomplete shipment, the
CAHSEE coordinator is to call the Student Testing Unit immediately. The
district must notify the CAHSEE Service Center of discrepancies within 24
hours of receipt of materials by the school.

e Locating and filing the school's packing list from Box 1 and keeping all boxes
in which materials are received to be used when returning the materials.

e Obtaining a signed “Test Security Agreement” from the principal and test
coordinator. (See Attachment D.)
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e Obtaining a signed “Test Security Affidavit” from each test examiner, proctor
or any person who handles or has access to test documents. (See Attachment
El1-E2))

e Monitoring the test administration of the CAHSEE at selected testing locations
within the school.

e Ensuring test security at all times. The CAHSEE is a secure test and may not
be photocopied or transcribed by anyone for any purpose.

e Packaging all answer sheets to be scored according to instructions in the
District and Test Site Coordinator's Manual and returning them to the school’s
Testing Center.

e Verifying that all the materials are returned.

e Assisting the Student Testing Unit with the resolution of discrepancies related
to missing materials, problems related to scoring, and with coding student data.

C. Role of Test-Site Coordinator:

As the school coordinator, your primary responsibilities are to organize, implement,
and supervise the activities necessary to conduct testing in the school. Here is a
partial list of the school coordinator’s responsibilities that take place before, during,
and after testing:

1. Before Testing
e Review the CAHSEE District and Test Site Coordinator’s Manual.

Review the Directions for Administration.

Schedule the testing sessions.

Schedule and conduct training sessions for the test examiners/proctors.
Assist in the selection of appropriate classrooms or other locations where

testing will take place.

e Advise test examiners of any students who require accommodations or
modifications.

e Opversee the security of the test, including:

O

O

communicating security procedures and responsibilities to test
examiners;

collecting all “Test Security Affidavit” forms from the test examiners
and other site personnel who will handle or have access to tests;
receiving and verifying shipments of test materials from the district, and
saving all delivery boxes for returning materials to the district;

securing test materials in a locked storage area with access limited to
authorized personnel; and

distributing test materials to test administrators on test day, using a
check-in and checkout system.

2. During Testing
e Oversee the test administration sessions in the school.

e Respond to questions and issues.
e Serve as liaison between your test examiners and the district.
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3. After Testing
e Maintain test security.

e Document any irregularities using the irregularity forms (Attachments M1
and M2).

e Collect and account for the Directions for Administration and all student
materials immediately following each test administration.

e Inspect answer documents for stray marks and check that students have
completed the demographic sections, questionnaires, and for mathematics,
the list of mathematics classes taken.

e Confirm that answer documents have been completed for each student.

e Complete the CAHSEE “School and Grade Identification Sheet.”

e Assemble all materials into separate packages for scorables, non-scorables,
and Directions for Administration using the delivery boxes from the initial
shipment.

e Return materials according to the information in Attachment A.

e Support any follow-up action necessary by the district coordinator to resolve
discrepancies pertaining to missing test materials.

D. Role of Test Examiner:

As a test examiner, it is your responsibility to:
e Participate in training activities.
o Review the Directions for Administration prior to the testing dates.
e Review and follow all test security procedures including the areas listed on
the “Test Security Affidavit.”
e Review and become familiar with test administration procedures prior to
testing.
o See that all desks or tables are cleared of books and other materials not
needed for the test.
e Remove or cover any materials in the classroom that might help students
answer test questions.
e See that students put away all cells phones, calculators, palm pilots,
Blackberry equipment, and electronic dictionaries.
Receive testing materials and verify the number of test booklets.
Remove any type of scratch paper during the testing.
Follow test administration instructions and administer the examination.
Read all directions that are in bold type and are preceded by the word
“SAY.” Do not read text in italic type. It is information for the test
examiner and is NOT to be read to the students.
e Read the directions exactly as they are written.
e Answer questions regarding directions.
e Monitor students to be sure that they are doing their own work and marking
their responses properly.
e Collect answer documents and test booklets after testing.
e Verify that all materials have been returned and counted before dismissing
students.
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e Report any testing irregularities to the school coordinator.
e Assemble and return all testing materials to the school coordinator.

E. Training Test Administrators and Proctors:

All staff members who will be administering or proctoring the test administration
must participate in a pretest training session. In is important that the test
examiners selected to administer the CAHSEE are fully apprised of the procedures
and guidelines in the Directions for Administration. Because the test examiners
are responsible for the security of the materials during administration, their close
familiarity with security measures is very important.

e All individuals who administer or have access to the CAHSEE testing
materials must sign a “Test Security Affidavit” (See Attachments E1-E2).

o The District and Test Site Coordinator’s Manual refers to a training video;
however, a new training video will not be available until December.

e All test examiners are required to sign out testing materials including test
booklets, answer sheets, and Directions for Administration from the school’s
CAHSEE coordinator at the beginning of testing and sign them in at the
conclusion of testing. See Attachment L for the Inventory Form—School.

e All test examiners are to carefully review the Directions for Administration. It
is essential that all test examiners read the directions to students exactly as
printed in the Directions for Administration.

e The CAHSEE must be administered by certificated staff. Additional proctors
may be certificated or classified. Under no circumstances may a parent or
family member administer or proctor this test.

Note: School Staff at the school site who have not signed a “Test Security
Affidavit” should not be allowed access to CAHSEE test booklets or answer
documents.

F. Tests To Administer and Testing Schedules:

Testing must be conducted on the specific dates determined by the California
Department of Education. All testing must begin at 9:00 a.m., plus or minus one
hour on each test day. Schools starting testing outside of the 8:00 a.m. through
10:00 a.m. window must write to the Student Testing Unit prior to the testing
window with the requested schedule of times for each day. Upon approval from the
Educational Testing Service (ETS), schools will be contacted as to whether the
schedule has been approved.

The schedule for the November administration is listed below:

Reference Guide No. REF 1323.1
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Day/Date Assessment Approximate Approximate
Working Time Administration
1 —Nov. 16 ELA — Session 1 2 hours 2 hours. 30 min.
1 —Nov. 16 ELA — Session 2 1 hour 30 minutes 2 hours
2 —Nov. 17 Math — Session 1 1 hour 30 minutes 2 hours
2 —Nov. 17 Math — Session 2 1 hour 30 minutes 2 hours

English-Language Arts (ELA)

The English-language arts examination must be administered on one day in two
separate sessions. Session 1 and Session 2 of ELA are contained in the same test
booklet, but Session 2 is sealed separately to keep students from working ahead.
There are a total of 79 multiple-choice questions and one essay question matched to
the California ELA academic content standards.

Mathematics

The mathematics examination consists of 92 multiple-choice questions matched to
the California mathematics academic content standards. The mathematics exam
must be administered on one day in two separate sessions. Sessions 1 and 2 of
mathematics are contained in the same test booklet, but Session 2 is sealed
separately to keep students from working ahead.

G. Testing and Administration Time:

Testing activities are to be conducted only on the test dates designated by the
California Department of Education. The CAHSEE is an untimed test. Students
should be allowed to take the time they need to finish it. However, untimed does
not mean unlimited time. For planning purposes, “Approximate Working Times”
are indicated in the table in Section F above. In the table "Approximate Total
Administration Time" refers to time when students are working on the test
questions, plus additional time for distributing and collecting test materials, and
time for students to complete the demographic information and questionnaire
required on the answer document.

While the CAHSEE is designed to be an untimed test, some reasonable limits need to
be placed on the testing sessions to minimize disruption to school schedules. The
exact length of each testing session may vary from the administration times listed in
the table in Section F.

Although the expectation is that most students will finish within the approximate
testing times, some students may not complete the test within the suggested testing
time. Every effort should be made to provide these few students with sufficient
time to complete the examination. If necessary, the students who need more time
may be moved to another location to complete their examination. Test security and
trained staff must accompany the movement of tests and students. All testing for a
session must be finished on the designated test date and may not extend beyond
that day. In rare cases, a student may have a disability that requires him/her to take

Reference Guide No. REF 1323.1
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longer than the designated testing day to complete a testing session. In such
instances, you must contact the Student Testing Unit in advance to make necessary
arrangements for processing that student’s test.

If a student does not mark an answer or write any more text for an extended period
of time after all other students are through, the test examiner should ask the student
if he or she is finished. If the student wishes to keep working, the test examiner
should allow the student to do so. If after several more minutes the student still
does not make any marks on the answer document, the test examiner may terminate
the session.

In addition to the time needed for testing, distributing, and collecting materials, you
will need to provide a break for students between Sessions 1 and 2 on each day.
During this time, if the rest break will be a short one, students should remain in
the testing room unless they need to use the restroom. If students leave the room
during the break, they should exit the room through doorways that are monitored by
the test examiner or a proctor. For short breaks, students will be told to leave their
answer documents and test booklets closed on their desks. Students should be
monitored at all times, including breaks. In cases of extended breaks, such as
lunch, the test examiner MUST collect and account for all test materials before
dismissing students for the break, put materials into a secure storage area, and
redistribute them before the next test session.

H. Materials Needed:

Each test examiner should be familiar with all testing procedures including the
school's testing schedule, how to use the Directions for Administration, and the
materials needed. If a school orders a special test version for a student with an IEP
or a Section 504 Plan (e.g., Braille, Large Print, or audio version), the school will
receive the CAHSEFE Directions for Administration—Special Test Versions,
September and November 2004. 1f additional testing materials are needed, use
Attachment Q. Each test examiner will need the following:

A “Test Security Affidavit”

Directions for Administration, one per test examiner

Test booklets for the appropriate session

No. 2 pencils with erasers. Students may not use pens, colored pencils,
crayons, or markers.

Braille, Large Print test booklets, or audio CD and accompanying manuals for
special test versions, if required by students

Answer documents (only one answer document for each student)

A copy of this reference guide

"Testing, Do Not Disturb" signs for doors

Stop watch, digital clock or watch, or clock or watch with a second hand

Reference Guide No. REF 1323.1
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Note: Scratch paper is not permitted at any time during testing. The use of
calculators, math manipulatives, or charts is prohibited during the
administration of the mathematics sections. Dictionaries,
thesauruses, spell-checkers or other supportive materials are
prohibited during the administration of the English-language arts
sections. These modifications are prohibited, unless it is a
modification specified in the student’s IEP or Section 504 Plan.

I.  Preparing Answer Documents:

For schools with SIS, answer documents have been preprinted with barcodes that
include student identification information. Answer documents for any students who
are no longer enrolled at the school must be marked “VOID” and returned with the
non-scorable materials at the completion of the testing period. Mark “VOID” on
any pre-coded answer documents not used. Blank answer documents are provided
for schools that did not identify the students to be tested. See Section 3 below on
completing answer documents without pre-coded labels.

IT IS ESSENTIAL THAT TEACHERS VERIFY PUPIL NAMES ON PRE-
CODED ANSWER DOCUMENTS AND THAT STUDENTS RECEIVE THE
CORRECT ANSWER DOCUMENTS. HAND-CODED INFORMATION WILL
NOT OVERRIDE THE PRE-IDENTIFICATION DATA. ANY HAND-CODED
INFORMATION OTHER THAN THE SECTIONS LISTED BELOW WILL BE
DISREGARDED.

Every eligible grade 11 student tested must have either an answer document with
his/her name on the pre-coded document or a blank answer document must be hand
coded. Students must use the same answer document for both days of testing.

Important: A pre-coded answer document cannot be used by a student other
than the one whose name is printed in the pre-coded area.

1. Testing Special Education Students with IEPs and Section 504 Plans:

Students who are receiving special education services through the Resource
Specialist Program or Special Day Classes must be tested with whatever
accommodations and/or modifications that are specified in their IEPs. These
accommodations/modifications should match what the student is receiving in
daily instruction. These changes are made in order to provide a student with
equal access to learning and equal opportunity to demonstrate what he or she
knows. Accommodations must not alter the content of the test or provide
inappropriate assistance to the student within the context of the test. A
modification refers to any variation in the assessment environment or process

Reference Guide No. REF 1323.1
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that fundamentally alters what the test measures or affects the comparability of
scores.

Any accommodation or modification used by a student must be coded in Box
26, “Accommodations” or Box 27, “Modifications,” on the student’s answer
document. If a modification is used, the scores for the student will be
invalidated. If a student takes the CAHSEE using modifications and receives
the equivalent of a passing score on the English-language arts and/or math
portions of the CAHSEE test, the school must then submit a waiver request on
behalf of the student for successful passage of the CAHSEE. If the waiver is
granted, the student will be eligible to receive a high school diploma if all other
state and local graduation requirements are met. A list of CAHSEE
accommodations and modifications are listed on pages 5-7 of the CAHSEE
District and Test Site Coordinator’s Manual.

Important: It should be noted that a discrepancy appears on page 5 of the
District and Test Site Coordinator’s Manual. Use of a colored overlay, mask or
other means to maintain place is a testing variation that may be used by any
student who regularly uses it in the classroom. See Attachment R.

See Attachments I11-16 for the CAHSEE Scribe and Manually Coded English
and American Sign Language Guidelines.

In the rare case where a student might require a Large Print test with larger than
a 20 point font, call the Student Testing Unit for directions.

There is a special manual for the test examiner to follow when administering the
Large-Print test, Braille test or when using the Audio CD. Refer to the
Directions for Administration—Special Test Versions. This manual is used in
conjunction with the District and Test Site Coordinator’s Manual.

2. Completing Answer Documents With Pre-1D:

Schools will receive answer documents with barcodes and student information
printed on them. The directions read by the test administrator instruct the
students to verify that their name is printed on the answer document's pre-coded
areca. Test examiners must check and re-verify that students received
documents with their names on the pre-coded answer documents. The
following sections must be entered and/or bubbled on all pre-ID answer
documents:

e Student Name, Grade, School, and District (Box 1):
Student Name — Print name.
Signature — Each student must sign and date the signature box.
Grade — Print grade 11.
School — Print school name.
District — Print LAUSD.

Reference Guide No. REF 1323.1
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Score Code (Box 3):

Every answer document must have the Score Code field hand coded for
every student. The Score Code is to be gridded for each section of the
CAHSEE (ELA and math). You may bubble an “R” for students who
previously passed one section of the CAHSEE prior to testing.

Code Meaning Notes
R Satisfied Grid if student has taken this portion of the test
Requirement and satisfied the requirement to successfully
pass the CAHSEE (scale score of 350 or
higher).
S Score Grid if this portion of the test is to be scored.
A Absent Grid if the student took one test but was absent

for the other. Do not submit an answer
document for a grade 11 student who was

absent for both tests.
E Medical Do not use for grade 11 students.
Emergency Only to be used for grade 10 students in the
census administration in the second semester
I Invalidated Grid if the student is found to have cheated or

assisted others in cheating, or to have
compromised the security of the high school
exist examination. This will invalidate the score
for this portion of the CAHSEE.

Z ETS Use Only | Do not use this code.

Reference Guide No. REF 1323.1
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Special Test Versions (Box 23):
If a student was tested with a special version of the test, darken the
appropriate circle.

Accommodations (Box 26):

Students must be allowed all accommodations specified in an IEP or
Section 504 Plan. Accommodations are listed on pages 5-6 of the
CAHSEFE District and Test Site Coordinator’s Manual. The test examiner
must grid the accommodations used during the testing, but only if the
student used them.

Modifications (Box 27):

Students must be allowed all modifications specified in an IEP or Section
504 Plan. Modifications are listed on pages 6-7 of the CAHSEE District
and Test Site Coordinator’s Manual. The test examiner must grid the
modifications used during the testing, but only if the student used them.

Accommodations for English Learners — Districts are required to
provide identified English Learners with additional testing variations if
they are regularly used in the classroom or for assessment. A list of these
variations may be found on page 7 of the CAHSEE District and Test Site

Page 10 of 21 October 15, 2004
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Coordinator’s Manual. These variations, if used by EL students, are not
coded on the student answer document. (See Attachment H.)

3. Completing Answer Documents Without Pre-ID:

Students who do not have an answer document with a barcode will need to have

all the student demographic information fields on the blank answer documents
gridded. Demographic information may be completed before or after testing,

except Box 26, “Accommodations” and Box 27, “Modifications.” These boxes
must be completed after testing. (See Attachment F1 — F3, Sample Answer

Document.) Schools may use the Program NT 29 to select, sort and print student

demographic information.

Using only a No. 2 pencil, each student is to enter the following information on
the front page (Page 1) of the answer document:

Reference Guide No. REF 1323.1
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Student Name, Grade, School, and District (Box 1):
Student Name — Print name.

Signature — Each student must sign and date the signature box.
Grade — Print grade 11.

School — Print school name.

District — Print LAUSD.

Student Name (Box 2):

Last Name — Print and bubble corresponding bubbles. For boxes that are
blank, fill in the empty circle.

First Name — Print and bubble corresponding bubbles. For boxes that are
blank, fill in the empty circle.

MI — Print and bubble corresponding bubble.

Score Code (Box 3):

Every answer document must have the Score Code field hand coded for
every student. The Score Code is to be gridded for each section of the
CAHSEE (ELA and Math). You may bubble an “R” for students who
previously passed one section of the CAHSEE prior to testing. (See the

Score Code chart in section 2 above: “Completing Answer Documents With

Pre-ID.”

Gender (Box 4):
Bubble female or male.

Date of Birth (Box 5):
Print and bubble the month, day, and year.

Primary Ethnicity (Box 6):
Bubble ONLY one primary ethnicity.
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Other Ethnicities (Box 7):
For other ethnicities, mark all that apply or leave blank.

Parent/Guardian Education Level (Box 8):
Bubble the education level of the most educated parent. “Declined to state
or unknown” is an option.

Student ID Number (Box 9):

The student ID number consists of the following:

o In Columns 1-6 enter and bubble the student’s birth date. (Use
preceding Os when needed.)

o In Column 7 enter gender. Bubble 1 for “male” and bubble 0 for
“female.”

o In Columns 8-10 enter the 3-digit District serial number. (Schools
without SIS will leave the last 3 columns blank.)

CSIS ID Number (Box 10):
Leave blank.

Using only a No. 2 pencil, school personnel should complete for each student the
following information on pages 2 and 12 of the answer document. Under no
circumstances should students grid the fields under the heading “Information on
this page must be completed only by school or district staff who have signed the
Test Security form.”

Reference Guide No. REF 1323.1
Planning, Assessment and Research

County/District of Residence (Box 11):
Leave blank.

Special Education Services (Box 12):

For every student, grid at least one circle in this section:

o Grid “no” if this student is NOT a Special Education student or does
NOT have a Section 504 Plan.

o Grid the 3-digit Primary Disability code from the IEP if this student
receives special education services. (See Attachment G for codes.)

Participation Purposes for AYP (Box 13):

Leave blank. This box is only used for the grade 10 census. Schools do not
need to turn in blank answer documents for grade 11 students who do
not take any portion of the CAHSEE.

Mobility (Box 14):
Bubble the grade from which the student has been continuously enrolled in

this school.

CBEDS Enrollment (Box 15):
Indicate whether the student was counted as part of the school’s and

Page 12 of 21 October 15, 2004
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district’s enrollment in the last CBEDS data collection (the Annual School
Program Survey) and has been continuously enrolled since that date.

ASAM Schools Only (Alternative Schools Accountability Model)

[Box 16]:

This box must be bubbled by continuation, AEWC, Opportunity Schools and
City of Angels and other options schools when applicable. Grid if student
has been enrolled in school less than 90 school days prior to testing.

NSLP (National School Lunch Program) [Box 17]:

Grid “N” if the student is not eligible for the National School Lunch
Program. Grid “Y” if the student is eligible for the National School Lunch
Program.

Primary Language (Box 18):

Bubble the language that is used by adults to communicate in the student’s
home. Grid the appropriate 2-digit code using the codes listed in
Attachment G.

ETS Use Only (Box 19):
Leave blank.

English Proficiency (Box 20):

Grid the student’s language fluency at the time of testing:
o English Only

o Initially Fluent English Proficient

o English Learner

o Redesignated Fluent English Proficient

EL (Box 21):
If the student is an English Learner, enter the year first enrolled in school in
the United States.

RFEP (Box 22):
If the student is RFEP, enter the school year in which redesignated.

Special Test Versions (Box 23):
If the student was tested with a special version of the test, darken the
appropriate circle.

For Local Use (Box 24):

o In Columns 1-4, bubble the four-digit school location code.

o In Column 5, if the student is an English learner, bubble the student’s
ESL level. If the student is in Preparation for Redesignation (PRP),
bubble 5.
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e Program Participation (Box 25):
Bubble all specially funded programs in which the student participated
during this school year.

e Accommodations (Box 26):
Students must be allowed all accommodations specified in an IEP or Section
504 Plan. Accommodations are listed on pages 5-6 of the CAHSEE District
and Test Site Coordinator’s Manual. The test examiner must grid the
accommodations used during the testing, but only if the student used them.

e  Modifications (Box 27):
Students must be allowed all modifications specified in an IEP or Section
504 Plan. Modifications are listed on pages 6-7 of the CAHSEFE District and
Test Site Coordinator’s Manual. The test examiner must grid the
modifications used during the testing, but only if the student used them.

Test Security:

The principal and the school coordinator are required to sign the “Test Security
Agreement” (found in the CAHSEFE Test Site Coordinator’s Manual, page 48).
Before being given access to test materials, all test administrators, proctors, or
anyone else who will have access to CAHSEE test booklets and answer documents
must sign the “Test Security Affidavit” (see pages 49-50.) [See Attachments D and
E1-E2.]

The school coordinator is responsible for inventory control and for using the “Test
Site Security Tracking Form” (received with test materials) and the “Inventory
Form — School” to track and monitor test materials. The “Inventory Form — School”
must be used to track and monitor the distribution and collection of test materials to
and from test examiners each day. See Attachments K and L.

IMPORTANT: The Board of Education of the City of Los Angeles (LAUSD)
prohibits the use of cellular phones, pagers or electronic signaling devices by
students on campus during normal school hours. Any such device shall remain
“off” and stored in a locker, backpack, purse, pocket or other place where it is not
visible during school hours, and, if such a device is observed by staff during the
test administration, it shall be confiscated until redeemed by a parent or
guardian. This security rule applies to the entire CAHSEE test administration and
the devices mentioned above are not allowed.

According to Title 5 California Code of Regulations (Section 1203), the identity of
the students taking the CAHSEE must be verified either through the use of photo
identification, recognition by the test administrator, or some equivalent means.

The California Code of regulations for the CAHSEE, Article 4 Section 1220 states:
“(a) Any pupil or adult student found to have cheated or assisted others in cheating,
or to have compromised the security of the high school exit examination shall have

Reference Guide No. REF 1323.1
Planning, Assessment and Research Page 14 of 21 October 15, 2004



a
LT

!ﬂ“; LOS ANGELES UNIFIED SCHOOL DISTRICT
|14 REFERENCE GUIDE

oy | | e
5 ar gau®

his or her test marked as “invalid” and the pupil or adult student shall not receive a
score from the test administration. If a student is caught cheating, the school must
confirm and verify that cheating actually occurred and complete an “Irregularity
Report Form—Students” (see Attachment M1). The school and/or district must
make the final determination of whether a student cheated on one or both portions
of the CAHSEE. Neither the CDE nor ETS will review the local decision. Ifit is
determined that cheating occurred then the student’s answer document must be
coded as “I.” This will invalidate the score for this portion of the CAHSEE. The
student’s score report will state “Score Invalidated.”

Test security is extremely important. All test questions are absolutely secure and
may not be photocopied or transcribed by anyone for any purpose. The school
coordinator is responsible for training all test examiners in proper test administration
procedures and for informing them of the “do’s and don’ts” regarding test
preparation.

Each test booklet must be protected from loss, theft, or reproduction in any
medium. Test booklets are shrink-wrapped in sets and encoded with unique
identification numbers. The beginning and ending sequence numbers are visible
through the shrink-wrap to allow you to take inventory of the booklets without
opening the shrink-wrap. Do not remove the shrink-wrap until it is absolutely
necessary to do so in preparation for the test administration.

When testing is completed, you must account for and return all used and unused
test booklets, answer documents, and audio CDs. The school coordinator must
report any breach of security, loss of materials, failure to account for materials, or
any other deviation from acceptable security procedures to the Student Testing Unit,
at (213) 241-4104. “Irregularity Report Form—Others” (see Attachment M2) will
need to be submitted to the school’s Testing Center.

Note: The subcontractor for the ETS Test Security Office is Global Compliance
Services. They, or ETS, will conduct site visits at selected testing sites to
monitor test activities prior to, during, and after the administration.
Auditors will possess a letter of introduction, an ID card, and a valid
driver’s license. If an auditor arrives at your school site, immediately call
the Student Testing Unit, at (213) 241-4104 to confirm the identity of an
auditor and have the person sign a security affidavit. Any sites with
missing test booklets will be subject to further investigation.

K. Testing Environments and Student Accommodations:

Teachers and other test administrators are responsible for seeing that testing rooms
are prepared before students arrive. The following should be done each day that
tests are being administered:
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e Plan seating by leaving an empty desk or place between students whenever
possible.

e Ensure that there is adequate lighting in the room by having lights on and blinds
adjusted to minimize glare.

e Adjust whatever temperature controls are used for the room—heaters, air
conditioners, opening windows, etc.

e C(Clear all desks and tables. Cover or remove any charts or bulletin boards that
may provide assistance with the test. These would include but not be limited to
math charts, spelling or vocabulary word lists, spelling or grammar rule charts,
writers’ check lists, and maps.

e Have all testing materials ready for distribution: test booklets, answer folders,
sharpened No. 2 pencils and erasers.

e Have a quiet activity such as a puzzle sheet, work sheet, assignment or writing
task ready to distribute with the testing materials. The activities used must not
include any information that would assist students with the test.

e Post "Testing-Do Not Disturb" signs on all doors.

Generally, students should be tested in their regular classroom by adults with whom
they are familiar. It is recommended that there be one adult for each 25 students
being tested. If the group exceeds 25, an additional test examiner or proctor may be
provided. In some cases it may be helpful to remove highly disruptive students and
have them tested in a separate location.

L. Test Administration:

Schools will receive English-language arts test booklets, mathematics test booklets,
Test Site Coordinator Package, Pre-ID Answer Documents in alpha order, and blank
answer documents. Students must use only one answer document.

At the beginning of the testing period, teachers should instruct students to:

e Verify they were given the answer document that contains their name.

e Use the white space in their test booklet or the pages in the answer document
marked “This is for scratch work. It will NOT be scored” for notes and
figuring. Students are NOT permitted to use additional scratch paper for any
portion of the examination.

e Make no marks on their tests until told to do so.

e Attempt all questions and mark only one answer for each question.

e Narrow the answer choices and guess on questions for which they are unsure of
the answer.

e Remember that in the English-language arts writing examination, only answers
written in the lined space provided on the answer document will be scored. If a
student has an IEP that allows the student to type or write on paper other
than the answer document, school staff must transfer the answers to the
CAHSEE answer document.

e  Go back and check their answers in the section currently being tested if they
finish early.
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Close their test booklets after checking their answers, set them aside, and go on
to the activity provided without getting out of their seats or disturbing others.
Sign their name and date on the answer document. Teachers should verify that
they did this.

Specific Directions for Administering English-Language Arts — Session 1

Read the directions exactly as they are written. See that each student has a No.
2 pencil and eraser. Pens must not be used. Students are NOT permitted to use
scratch paper during the examination.

Version Number

On the front cover of the test booklet, find the word “VERSION ” printed in
black letters followed by a two-digit number. Turn the answer document to
page 3, and find the box labeled “Version Number. ” Students print the version
number, one number per blank. Under each box, fill in the corresponding
circle.

Test Book Serial Number

On the back cover of the test booklet, find the barcode with the eight-digit
number printed over it. Print the number, one number per blank, in the box
labeled “Test Book Serial Number” on page 3 of the answer document. Under
each box, fill in the corresponding circle.

Directions to Students

In this session, students will read several passages, answer 21 multiple-choice
questions and write one essay. Students will fill in the answers to the multiple-
choice items on page 3. Students will write the essay on pages 3, 4, and 5 of
their answer document under the heading “Writing Task. ”

Specific Directions for Administering English-Language Arts — Session 2

Directions to Students

In Session 2, students will read several passages and answer multiple-choice
questions 22-79. Students will fill in the answers to the multiple-choice items
on page 6 of the answer document. MAKE SURE STUDENTS
UNDERSTAND THAT THEY ARE TO ANSWER ALL OF THE

QUESTIONS.
Questionnaire

When students have finished this session, they are to proceed to the
questionnaire in the back of the test booklet. Students will fill in their answers
on page 6 of their answer document in the box titled “Questionnaire.”

Specific Directions for Administering Mathematics — Session 1

Read the directions exactly as they are written. See that each student has a
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No. 2 pencil and eraser. Pens must not be used. Students are NOT permitted to
use scratch paper during the examination. Students may use the white space in
their booklets or the pages marked “This is for scratch work.”

Version Number

On the front cover of the test booklet, find the word “VERSION " in black
letters followed by a two-digit number. Turn the answer document to page 9
and find the box labeled “Version Number. ” Students print the version number
found on the test booklet in the box on the answer document, one number per
blank. Under each box, fill in the corresponding circle.

Test Book Serial Number

On the back cover of the test booklet, find the barcode with the eight-digit
number printed over it. Print the number, one number per blank, in the box
labeled “Test Book Serial Number” on page 9 of the answer document. Under
each box, fill in the corresponding circle.

Mathematics Classes Taken

Grid the most recent grade in which the student has taken or is currently taking
each of the math classes listed. Be sure to grid only one grade per class. If the
student has not taken the class, or is not currently enrolled, leave that row blank.

Mathematics Course Descriptions
Complete course descriptions can be found on page 33 in the CAHSEE
Directions for Administration, September and November 2004.

Directions to Students
In Session 1, fill in the answers to the 46 multiple-choice items on page 9 of the
answer document in the box labeled “Mathematics-Session 1.”

4. Specific Directions for Administering Mathematics — Session 2

Directions to Students

In Session 2, students will answer multiple-choice questions 47-92. Students
will fill in the answers to the multiple-choice items on page 10 of the box
labeled ‘“Mathematics-Session 2. ”

Questionnaire

When students have finished this session, they are to proceed to the
questionnaire in the back of the test booklet. Students will fill in their answers
on page 10 of their answer document in the box titled “Questionnaire.”

M. Students With IEPs and Section 504 Plans:

Students with IEPs or Section 504 Plans that specify individual or small group
testing must be tested accordingly. Generally, a small group will be no more than
four or five students. Students with IEPs or Section 504 Plans that specify they are
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to be given additional time on tests must be tested in a setting where they will have
the time they require to complete the test. At the completion of testing each day the
test examiner is to code on each student’s answer document the testing
accommodations and/or modifications used.

N. Procedures For Large-Print and Braille Booklets and Audio CD-ROMS:

Large-Print and Braille test booklets and audio CD-ROMS are secure and must be
accounted for at all times. Students who use the Large-Print or Braille booklets may
have their answers recorded on a regular answer document by a test examiner,
proctor, or school staff person who may act as a scribe and record the student’s
answers during the test, if specified in their [EP and/or 504 Plan. If a student taking
the Large-Print version writes his or her answers in the Large-Print test booklet, the
student’s answers must be transcribed to a regular answer document after the test.
There will be special directions for the test administrator to use for Large-Print,
Braille, and audio CD. Refer to the Directions for Administration — Special Testing
Versions and Attachments 11-16.

O. Completing School and Grade Identification Sheets (SGIS):

Each test site will receive pre-coded “School and Grade Identification Sheets” in the
Test Site Coordinator Packet. Test site coordinators should check the “School and
Grade Identification Sheets” to verify that the pre-coded information is correct. The
SGIS forms are color coded and only Grade 11 SGIS forms will be delivered in
September and November. Complete and/or verify the following:

1. School Identification Information:
Verify the district and school name, county, district, and the school’s 7-digit
state code is pre-coded and correct.

2. Used Answer Documents:
Grade — Bubble the grade for the answer documents under the SGIS sheet by
darkening only one circle in the column under GRADE.

Number of Used Answer Documents — Write the number of answer documents
being returned and fill in the corresponding circles.

Date of Exam — Fill in the appropriate circles for the date of the exam.

The answer documents must be returned to the testing centers according to the
schedule in Attachment A. All non—scorable materials must be returned along with
the unused and voided answer documents as indicated in Section R. Follow the
return procedures outlined in the District and Test Site Coordinator's Manual. See
Attachments N, O and P.
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P. Returning Scorable Answer Documents (Used):

After testing, it will be the school coordinator’s responsibility to collect, pack, and
return test materials to the school’s Testing Center. All SCORABLE and NON
SCORABLE materials must be returned to the Testing Center by the close of the
school day on the school day following the administration of the exam. Used
answer documents left in test booklets or placed with non-scorable materials
will not be retrieved and the student will not receive a score report. If answer
documents are submitted after the due date they will not be scored.

Complete one “School and Grade Identification Sheet- Grade 11 and Adult
Education ” and place it on top of the first stack of used (scorable) answer
documents. Use the paper bands provided with your testing materials to secure the
answer documents in stacks of 100. Also include copies of any “Irregularity Report
Form—Others” that you may have had and have reported to the Student Testing
Unit.

Pack the materials in the boxes you saved from the delivery shipment. Place the
scorable answer documents (used) in the box(es). If scorable answer documents
will not fit into one box, include a sheet of paper with the full district name, test site
name and the school’s 7-digit CDS code on top of the answer documents in each
box. Seal the boxes securely with packing tape. Locate the BLUE return shipping
labels included in your shipment marked “SCORABLE.” Place one blue return-
shipping label in the lower right-hand corner on top of each box being returned. See
page 45 of the District and Test Site Coordinator’s Manual for a packaging diagram
for scorable materials.

Q. Forms To Be Submitted With Scorable Answer Documents:

Submit an envelope with the following forms to the school’s testing center along
with the school’s boxes of answer documents to be scored:
e Attachment B —“Returned Testing Materials Verification” (2 copies)
Attachment C — “Certification of Proper Administration”
e Copy of the “School and Grade Identification Sheet” (Original is on the top of
each grade or group of scorable answer documents)
e Copy of “Test Site Security Tracking Form” (Place original in box # 1 of non-
scorables and 1 copy for testing center). See Attachment K.
e Copy of Irregularity Report(s) (Attachment M1-M2) only if any irregularities
occurred at the school.
e "Inventory Form — School”— Attachment L (Original for school copy and 1 copy
for Testing Center).
Attachments D — “Test Security Agreements”
e Attachment E1-E2 —Test Security Affidavits”
A list of all staff members who handled tests with the Security Affidavits
attached. See Attachment E1-E2.
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R. Returning All Non-Scorable Materials:

Follow the directions in the District and Test Site Coordinator's Manual for
packaging all non-scorable materials (See page 46). Complete the “Test Site
Security Tracking Form” and return with the shipment. Organize and pack non-
scorable materials as illustrated in the diagram on page 46 of the District and Test
Site Coordinator’s Manual. Package the materials in their original cartons. Seal the
boxes securely with sealing tape. Complete and affix a PINK (Non-Scorable)
shipping label in the lower right-hand corner on the top of each carton. All schools
will deliver all non-scorables to the appropriate testing center based on the dates in
Attachment A.

Return all Directions for Administration and Directions for Administration — Special
Versions in separate boxes. Place the label from Attachment N on each box.

If scorable answer documents are packaged with the non-scorable and/or the
Directions for Administration they will not be scored.

RELATED Additional information may be found at the CAHSEE website at
RESOURCES: http://www.cde.ca.gov/ta/tg/hs/.

ASSISTANCE: For assistance or further information, please contact the Student Testing Unit, at
(213) 241-4104.
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October 15, 2004 ATTACHMENT A

CRITICAL DATES FOR CAHSEE TESTING — November 2004

Delivery of CAHSEE November 9 - 13
Testing Materials Notify your plant manager.
Take Inventory Within one (1) working day of receipt, inventory the materials and call the Student

Testing Unit at (213) 241-4104 if the quantities received do not match the packing
list. Keep the packing list and the cartons in which the materials arrived.

Prepare Answer If necessary, code answer sheets before testing begins
Documents

Single Track - Grade 11 November 16 - 17
Testing Dates 3-Tracks A, B - Grade 11

Adult Schools — Grade 11

Due Dates for Scorable and
Non-scorable Materials Single Track November 18
(Return to Testing Centers | 3-Tracks A, B
by 3 p.m.)
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