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TITLE: TESTING COORDINATOR DIFFERENTIAL 
FOR 2005-2006 
 

NUMBER: MEM-1852 
 

ISSUER: Esther Wong, Assistant Superintendent 
Planning, Assessment and Research 
 

DATE: July 5, 2005 

ROUTING 
 Local District Administration 
     Principals 
     Assistant Principals, SCS 
     Testing Coordinators 

 

 
PURPOSE: The purpose of this Memorandum is to provide a brief description of the major 

responsibilities of a STAR Testing Coordinator and the funding source available for the 
payment of the Testing Coordinator differential for the 2005-2006 school year. 
 

MAJOR 
CHANGES: 

None 
 
 

INSTRUCTIONS: I. BACKGROUND 
 

In September 2002, a focus group of teachers, test coordinators, principals, local 
district administrators, AALA, and UTLA representatives was formed to discuss 
recommendations to improve the test processing procedures. Due to the increasing 
number of mandated tests and work required to coordinate the various testing 
programs, the focus group recommended a differential for Testing Coordinators. A 
Testing Coordinator differential for schools has been provided since spring 2003. 
 
We are pleased to announce that a Testing Coordinator differential will be provided for 
the fall 2005 semester and the spring 2006 semester.   
 
Elementary, middle, senior high, span and special education schools may select a 
certificated employee to serve as a Testing Coordinator to receive a differential.  
Primary centers, Options schools (continuation/opportunity, community day schools, 
AEWC), community adult schools and independent charter schools are not included. 

 
II. STAR TESTING COORDINATOR RESPONSIBILITIES 

 
Listed below are the primary responsibilities of the Testing Coordinator.  The detailed 
responsibilities will be described in each reference guide and the Coordinator’s Manual 
for each testing program as appropriate. 
 
The Testing Coordinator is responsible to the principal and to the District to ensure the 
proper administration of the testing program at the school site.  The Testing 
Coordinator’s responsibilities include pre-testing, during testing, and post-testing tasks. 

 
A. Before Test Administration 

 
1. Attend district-mandated testing orientation meetings.    
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2. Read all district memoranda, reference guides and testing manuals for each 
grade tested and become familiar with the documents and procedures involved 
in the testing program. 

3. Determine the number and types of test materials required for your school.  
Ensure the appropriate materials are ordered and available for testing. 

4. Identify where within your school tests will be administered (e.g., where no 
instructional charts/materials related to the content being tested are visible to 
the students, etc.) 

5. Select the teachers, examiners and proctors to administer the tests. 
6. Provide training for all staff that administer or proctor any test. 
7. Receive and inventory test material. 
8. Collect and complete security documents for testing coordinator, each teacher, 

administrator, proctor and school personnel involved in the testing program 
and return to the district. 

9. Ensure the security of all testing materials. 
10. Schedule and arrange for the test administration within the school. 
11. Inform parents of the testing schedule. 
12. Work with teachers to identify students requiring special accommodations and 

modifications.  Provide special facilities when needed. 
13. Determine how to supervise students who are not being tested with some tests. 
14. Distribute proper materials to the teachers on the day(s) they will be testing. 
15. Direct teachers/examiners to hand-code demographic fields per the district’s 

memoranda and reference guides. 
 

B. During Test Administration 
 

1. Ensure that all eligible students are tested. 
2. Be available to facilitate and supervise. 
3. Maintain the security of all test booklets and answer documents in your 

possession and do not allow any unauthorized person to have access to the test 
materials. 

4. Ensure that all security affidavits have been collected from all test 
administrators before they distribute the materials to classrooms on the first 
day of testing. 

5. Keep an inventory of booklets distributed to you from the district and those 
that you distribute to the teachers/examiners. 

6. Monitor the test administration at the testing site. 
7. Respond to questions teachers/examiners may have regarding the test 

administration. 
8. Notify Student Testing Unit if a testing irregularity occurs. 

 
C. After Test Administration 

 
1. Follow the instructions for the packaging and return of testing materials in the 

district’s memoranda and reference guides. 
2. Collect test materials from teachers/test administrators at the end of each day. 
3. Provide make-up testing for students who have missed one or more subtests.   
4. Separate scorable materials from non-scorable materials. 
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5. Inspect answer documents (scorable materials) so that they can be successfully 
scanned.   

6. Complete required forms (e.g., demographic data, GIS, SGID or header sheets, 
master file sheets, etc.) 

7. Ensure that information is accurate and all documentation is prepared before 
delivery to the school’s designated Testing Center. 

8. Organize answer documents for packing, using the guidelines provided in the 
district’s reference guides. 

9. Return all scorable and non-scorable materials as instructed in the district’s 
reference guides. 

10. Package and deliver testing materials on or before the deadline to the school’s 
designated Testing Center. 

 
III. LAUSD / UTLA BARGAINING AGREEMENT 

 
Pursuant to the agreement between the Los Angeles Unified School District and the 
United Teachers of Los Angeles, Article XIV 24.0 c3, a coordinating differential may 
be assigned each semester by the principal to an employee for school coordinating 
service.  Further, Appendix E 10.2 states that:  “…An employee may not concurrently 
receive more than one such salary differential except that, per school year, one 
differential paid on a semester basis may overlap a differential for coaching a 
fall/spring sport.  This restriction shall apply to the Mentor Teacher differential.”  The 
Testing Coordinator differential rate is $589 per semester. 

 
IV. PAYMENT OF DIFFERENTIAL 
 

The fund and program code to be used for payment of the differential for the Testing 
Coordinator is:  Fund 001 and the Program Code:  1192 – Testing Coordinator 
Differential.  Each school will be allocated funding for one testing coordinator 
differential per semester. 

 
 
 
 

RELATED 
RESOURCES: 

None 
 
 

ASSISTANCE: For assistance or further information please contact the local district fiscal specialist, or  
The Student Testing Unit, at (213) 241-4104. 
 

 


