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Presentation Notes
Welcome to Session 2 of the AZELLA Placement Test Training. This session will provide you with directions for the administration of the Placement Test and it can be used as a resource for training test administrators. District Test Coordinators may download all of the PowerPoints for this training from ADE’s Assessment Test Coordinator web page at http://www.azed.gov/assessment/testcoordinators listed under the AZELLA DTC tab and then open the Resources section. 



Training Test Administration  
Staff 

Test Administration Overview 

Domain-Specific Preparation 

Presenter
Presentation Notes
The objectives for Session 2 include:Describing who are considered Test Administration Staff and providing an overview of other training tasks for staff.Reviewing an overview of test administration, which includes a list of materials which the school will provide for testing, the specific order of the domain tests and time involved for administration, room preparations, universal test administration conditions, monitoring, unacceptable resources, and procedures for students who must leave during testing and who are disruptive during testing. Reviewing the preparations for each of the domain-specific (Listening, Reading, Writing, and Speaking) tests. 
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Presentation Notes
The AZELLA District Test Coordinator should download and print the AZELLA Placement PearsonAccess User’s Guide from the PearsonAccess AZELLA home page and have a hard copy of all the Stage specific Placement Test Administration Directions for the Stages of tests which will be administered at the schools. Please review all applicable manuals before training the AZELLA Placement Test Administrators and Scorers.



Test Administrators and Proctors 

Trained by the District Test Coordinator in correct test 
administration protocol and security procedures 

Employed by district or charter 

Proficient in English 

Must be one of the following 
 Highly Qualified Teacher 

 Certified Staff 

 Paraprofessional 

 Retired Teacher 

Presenter
Presentation Notes
The AZELLA District Test Coordinator has the responsibility of training Test Administrators and Proctors in the correct test administration protocol and test security procedures. This Session 2 can be used as a resource for training test administrators. District Test Coordinators may download all of the PowerPoints for this training from ADE’s Assessment Test Coordinators web page.Test Administrators and Proctors must be employees of the school, district, or charter and must be proficient in English. Additionally, the Test Administrators must either be a highly qualified teacher, certified staff, highly qualified paraprofessional, or a retired teacher.Volunteers may not administer the test.



Training Test Administrators and Proctors 
The training must include the following: 

 Reviewing the test security procedures 

 Completing the Test Security Agreement form 

 Reviewing the test administration procedures 

 Providing (Administration and Scoring) staff  
with an overview of Understand Scoring  

 Providing (key entry) staff with an overview of 
PearsonAccess 

 Reviewing procedures for bubbling student demographic                                                                
data 

 Reviewing procedures for handling unexpected or unusual  
situations 

Presenter
Presentation Notes
The training of Test Administrators and Proctors must include:• A thorough review of test security procedures including how students should be carefully monitored by the Test Administrator during the testing process. Additional help may be provided by Proctors in monitoring the test administration.• All adults who will see or touch an AZELLA test must sign the Test Security Agreement form. The Test Security Agreement should be reviewed and signed during the training of Test Administrators and Proctors. The District Test Coordinator will keep these signed security forms on location. Do not send these to ADE.• A review of test administration procedures from the Placement Test Administration Directions.• An overview of the training provided through Understand Scoring, formerly known as PearsonPerspective,  for those staff members who will be administering and scoring the Kindergarten Placement Test and any of the Extended Writing responses for Stages II through V. The AZELLA District Test Coordinator will need to provide members with the Understand Scoring keyword to access the training. • An overview of key-entering data in PearsonAccess for those staff members who will be key entering student’s Placement tests. • Procedures for the bubbling of student demographic data which will in turn be key entered into PearsonAccess during student registration.• Procedures for handling unexpected or unusual situations during testing.



Training and Qualification 
 

 

 

 

Kindergarten Placement Test 
 Administration and Scoring 

Stages II–V Writing responses 
 Scoring 

https://azella.scoring.pearsonassessments.com  

Presenter
Presentation Notes
Understand Scoring, formerly known as PearsonPerspective, is an online training platform developed for the Arizona English Language Learner Assessment (AZELLA) for the Kindergarten Placement Test and Stages II through V Writing responses. This site is designed to ensure a clear, concise, and consistent way to 1) administer and score assessment items on the AZELLA Kindergarten Placement Test and 2) score AZELLA Placement Test Stages II through V Extended Writing responses. 

Every person who will administer the AZELLA Kindergarten Placement Test must first complete the AZELLA Kindergarten Placement Test Administration training and pass the qualification test. Every person who will complete the local scoring of the Writing responses to the AZELLA Placement Tests for any of Stages II through V, must first complete the Scoring training for the applicable Stage(s) and pass the qualification test(s).

In Session 3, the training provided through Understand Scoring will be covered in more detail. 

https://azella.scoring.pearsonassessments.com/
https://azella.scoring.pearsonassessments.com/
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Presentation Notes
Since the AZELLA Placement Test is a standardized test, there are standard rules governing its administration. The Test Administrator must follow all directions and scripts in the Test Administration Directions exactly as written. Additionally, there are 3 different Test Administration Directions manuals: the AZELLA Kindergarten Placement Test, Stage II, and a combined Stages III through V. Be certain to use the appropriate version of your Test Administration Directions manual during testing.



The schools will provide: 
 Sharpened No. 2 pencils with erasers (no mechanical pencils). 

 A pencil sharpener or additional pencils. 

 “Testing – Do Not Disturb” signs. 

 A CD player or a computer with audio capabilities  
(for the Listening domain test). 

 Blank or lined scratch paper (for Writing domain test Stages II – V).  

 A DVD player or computer (for Speaking Demonstration Video DVD). 

 Landline speaker telephone(s) (for Speaking domain test). 

 An erasable marker (for Kindergarten Placement Test). 

Presenter
Presentation Notes
The state provides most of the materials needed to administer the Placement test. These materials were listed in Session 1 of this training.  The materials listed on this slide must be provided by the school.



Preliteracy Level – Kindergarten Placement Test 

The Kindergarten Placement Test is administered one-on-
one by a qualified AZELLA Kindergarten Placement 
Test Administrator. 

Approximately 20 minutes must be allotted to complete 
the test. 
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Presentation Notes
The AZELLA Kindergarten Placement Test is administered by a trained and qualified AZELLA Kindergarten Placement Test Administrator. The Test Administrator will record the student’s scores on the Student Response Sheet while administering the test. The Kindergarten Placement Test is administered in 1 sitting and takes approximately 20 minutes to complete.More information about the AZELLA Kindergarten Placement Test Administration Training is included in Session 3. 



1-Day Test Administration   2-Days Test Administration 
 

Session 1: Listening 
Session 2: Reading 
Session 3: Writing 
Session 4: Speaking 

 

Session 1: Listening 
Session 2: Reading 
Session 3: Writing 
 
 

Session 4: Speaking 
 

• Breaks must be provided between sessions. 
• Students must be allowed to complete the test. 

Day 1 Day 1 

Day 2 

Stages II - V 
The tests for Stages II – V will require a one-day or two-day 
administration and must be administered in the following 
order: 

Presenter
Presentation Notes
The AZELLA Placement Test for Stages II through V must be administered in this order: Listening, Reading, Writing, and Speaking. There are no exceptions. Due to the cognitive demands of ELL proficiency testing, breaks must be provided between testing sessions. It is not appropriate to provide English language instruction immediately before a testing session or during the breaks between testing sessions. ��The Placement Test may be administered in one day or two days. A one day administration is preferred. ��If testing takes place over a two-day period, Day 1 must consist of Sessions 1, 2, and 3 – Listening, Reading, and Writing – and Day 2 must be the Speaking Session. Day 2 should be scheduled as soon after Day 1 as possible. The next day is preferable.  The Speaking test is the only session which may be administered on a separate day and must be administered after the first 3 sessions have been completed.



Session/Domain Estimated Times 
Session 1 
Listening 

Stage II: 30-45 minutes 
Stage III: 35-45 minutes 
Stages IV-V: 40-50 minutes 

Break 
Session 2 
Reading 

Stage II: 30-60 minutes 
Stages III-V: 45-90 minutes 

Significant Break 
Session 3 
Writing 

Stage II: 30-75 minutes 
Stages III-V: 45-90 minutes 

Significant Break 
Session 4 
Speaking 

Stages II: 24-27 minutes 
Stages III-V: 27-30 minutes 

Stages II - V 

Presenter
Presentation Notes
For Stages II though V, the test administration times for each session are shown here as well as in the Test Administration Directions. The times are approximations and are provided for planning purposes only. The time allotment listed in your Test Administration Directions should be adequate for most students, but additional time must be provided as necessary to allow all students to complete the AZELLA Placement Test.



A comfortable 
environment 

Quiet and 
distraction-free 

No visual aids 
visible 

Presenter
Presentation Notes
Good lighting, ventilation, and freedom from distracting noises and interruptions are important for student performance.  Any visual aids displayed in the testing room that could assist students while testing must be removed or covered completely.  Arrange student seating so that students cannot easily see another student’s test materials and the Test Administrator(s) and Proctor(s) can observe each student. Student desks and tables should be cleared of backpacks and unnecessary materials prior to the distribution of Test Books and Answer Documents.



 Testing in a small group, one-on-one, or in a separate location. 

 Being seated in a specific location or sitting at special furniture. 

 Having the test administered by a familiar Test Administrator. 

 Using a special pencil or grip. 

 Allowing students to use glasses, magnification, color overlays, and 
special lighting. 

 Allowing students to use hearing aids and amplification devices. 

 Allowing students to wear noise buffers after the scripted  
directions have been read for the Reading and Writing  
sections. 

 Repeating scripted directions upon request. 

 Answering questions about scripted directions. 
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Presentation Notes
Universal test conditions may be offered to students so they are able to perform at their best. These conditions include:

• Testing in a small group, testing one-on-one, testing in a separate location.
• Being seated in a specific location within the testing room or being seated at special furniture.
• Having the test administered by a familiar Test Administrator.
• Using a special pencil or grip.
• Using devices that allow the student to see the test (for example, glasses, contacts, magnification, special lighting, and color overlays).
• Using devices that allow the student to hear the test administrator (for example, hearing aid, amplification apparatus).
• Wearing noise buffers after the scripted directions have been read for the Reading and Writing sections.
• At the student’s request, having the scripted directions repeated and answering questions about the scripted directions or the directions that the students read on their own.

Any of these Universal test conditions may be offered if the Test Administrator feels it would be beneficial and/or if the teacher indicates prior to administering the test that one or more of the conditions would be helpful for the student.



Test Administrators and Proctors should: 

Supervise the room at all times. 

Verify that students are marking their  
answers or writing their responses in the  
proper locations.  

Answer student questions that pertain 
only to the clarification of test 
administration directions. 
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Presentation Notes
During the administration of the AZELLA Placement Test, the Test Administrators and Proctors should be monitoring students and checking to make sure they are marking their answers to multiple-choice questions or writing their responses to writing prompts in the proper locations in their answer document/test books. This should be done with minimal disruption to the testing environment.Test Administrators and Proctors may only respond to students’ questions that directly pertain to the clarification of test administration directions. Once a student finishes a testing session, the Test Administrator will collect the student’s test materials.



All personal electronic devices need to be silenced or                                  
turned off and put away during the entire testing 
session. 
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Presentation Notes
Personal electronic devices, including, but not limited to, computers, cell phones, and portable music players, are prohibited for student use during AZELLA Placement testing. Students who arrive at the testing location with any personal electronic devices must silence them or turn them off and put them away out of reach. Test Administrators who observe students using unacceptable resources are to remove the unacceptable resource as soon as possible. The student must be allowed to continue testing once the unacceptable resource has been removed. The Test Administrator must contact the AZELLA District Test Coordinator regarding possible disciplinary action of the student who used the unacceptable resource.Test Administrators and Proctors must silence or turn off their own personal devices during testing sessions.
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Students should remain in the testing room during the entire scheduled testing session. Whenever possible, students should not be allowed to leave the room during the Listening and Speaking sessions of the AZELLA test administration. However, students may be allowed to go to the restroom during the Reading and Writing testing sessions. Only 1 student at a time may leave the testing area. The Student’s test materials must be collected before he or she leaves the room and then given back to the student upon returning to the room.Students who must leave the school during a testing session should be allowed to finish their test upon a timely return to school. However, they may not make a change to previous responses.
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Presentation Notes
A student who disrupts testing; refuses to participate; gives help to, and/or receives help from others; or otherwise engages in behavior not consistent with acceptable classroom behavior should be allowed to continue testing in a different location so that other students may test undisturbed. The disruptive or misbehaving student should be subject to the disciplinary procedures established by the school. Disciplinary actions should be administered after completion of testing. 




Presenter
Presentation Notes
The AZELLA District Test Coordinator is responsible for the specific preparations for the testing of each domain and for training the School Test Coordinators about these preparations so that they are ready to test the students.



There are 2 ways to access the Listening audio: 

1. Using the Listening CD. 

2. Downloading the Listening audio file. 
 PearsonAccess > Support > Downloads > Right-click Listening audio file 
 Available  to download July 6 – Sep. 16, 2016 

The Listening CDs and the audio files  
are secure test materials and should be treated as such. 

Download audio files in PearsonAccess 
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Presentation Notes
When preparing to administer the Listening Session, make sure there is a working CD player or computer with adequate volume and sound quality. Use the stage-specific Placement Test Listening CDs you have on hand or download the audio from PearsonAccess. 

To administer the Listening test, make sure each student has a Test Book (Stages II through V) and an Answer Document (Stages III, IV, and V) with his or her demographic data already completed and 2 graphite-based (No. 2) pencils with erasers.

Follow the “Directions for Administering LISTENING” in the appropriate Test Administration Directions manual. 

Replaying the CD or the downloaded audio file is prohibited unless there was a disruption that kept the student from hearing the CD or the audio file. 
If students need more time, press the pause button and allow the students as much time as they need to answer the questions. 

Be sure to give the students a short break after completing the Listening session.

To save the audio file on the desktop of a computer or laptop, follow these directions:

1. Login to PearsonAccess and select the Support hyperlink located at the top of your screen between Administrative Management and Logout.

2. Click on the Downloads link located on the left side under Resource Categories. 

3. Right-click on the Listening audio file and save it to the desktop. A suggestion is to create a desktop folder titled AZELLA and save the file in this folder so that it is easier to find the audio file each time it is needed.

4. Follow these same directions for each audio file download.

5. To play an audio file, double-click on the link that was saved in the desktop folder.

You may download the audio through PearsonAccess only from July 6 through September 16, 2016. After September 16, 2016, the audio files will no longer be available for download.

As with the other testing materials, the downloaded Listening audio files are secure test materials and must be treated as such. All downloaded Listening audio files must be removed from all devices (desktops, hard drives, and the computer’s Download files and Recycle Bin) after May 19, 2017.



There are no specific preparations for the 
Reading Session. 
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Presentation Notes
Follow the script in the Test Administration Directions to begin administering the Reading Session. Once the Reading Session is complete, give the students a significant break prior to administering the Writing Session. All Test Books and Answer Documents should be returned to the Test Administrators during the significant break.When preparing to administer the Writing Session for Stages II through V, there needs to be a supply of extra, sharpened #2 pencils with erasers. Also, scratch paper should be available for students to use while drafting their responses to the extended writing prompts. Follow the script in the Test Administration Directions to begin administering the Writing Session. Ensure that students’ final responses to extended writing prompts are recorded in their Test Books for Stage II, and in the Answer Documents for Stages III through V. 

Once the Writing Session is complete, give the students a significant break prior to administering the Speaking Session. All Test Books and Answer Documents should be returned to the Test Administrator during the significant break. 

Collect all of the scratch paper from the students and securely destroy these scratch papers at the school or district after the completion of the test administration.



The Speaking demonstration  
video can be accessed by: 
 Using the DVD.  

 Downloading from PearsonAccess.  

The video may be shown: 
 Before or after any of the 3 previous sub-tests.                                                                          

 To large or small groups of students or                                                                         
one-on-one with a student. 

 Multiple times. 
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There is a short Speaking Demonstration Video that must be shown to the students prior to the administration of the Speaking Session of the AZELLA Placement test. Use the Speaking Test Demo DVD you have on hand or download the video from PearsonAccess.The demonstration video may be shown before or after any of the 3 previous sub-tests, may be shown to different sizes of groups of students, and may be shown more than 1 time. Test Administrators should check the video and viewing set-up prior to playing it for their students. To save the video file on the desktop of a computer or laptop, follow these directions:

1. On the AZELLA PearsonAccess landing page and to the right side of the screen, under the Related Links section, there are 2 different Speaking Demonstration Video files. One demonstration video is specific for Stage II, while the other video is specifically for Stages III through V.

2. Right-click on one of them and then select the Save Link As.

3. Save it to the desktop so that it is always on that machine. A suggestion is to save the videos in a desktop folder titled AZELLA so that it is easier to find a demonstration video each time it is needed.

4. Follow these same directions for each demonstration video download.

5. To play a video file, double-click on the link that was saved in the desktop folder.




Preparation for the Speaking Test 
 The DVD player or computer and                                                             

a speaker telephone should be                                                                   
located in a quiet room. 

 Test the DVD player or computer. 

 Have the demonstration video ready to play. 

 Check telephone connection and the volume of the speaker. 
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Presentation Notes
When preparing for the Speaking Session, be certain that there is a computer or DVD player for the Speaking Demonstration Video and a landline speaker telephone located in a quiet room. Be sure to check speaker volume, and verify that the phone can make a toll-free long distance call. Multiple telephones, each in its own quiet space, may be used for the Speaking Session.  At the beginning of each day of the Speaking test administration, check the telephone’s connection and its speaker to ensure they are working properly. Adjust the volume as needed.



Administering the Speaking Test 
 The Speaking test must be the last sub-test administered. 

 All students will participate in an individual practice session to 
become comfortable with how the test is administered. 

 A unique Speaking Lithocode is required for the Speaking Session. 
The test will only begin after the Lithocode is entered correctly. 

 

 During the test, avoid background noise or speech. 

 After the completion of the Speaking Test,                                                                
do NOT hang up the phone until the                                                                            
message has been heard to do so. 
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Presentation Notes
The Speaking test is the last sub-test administered. Before beginning the Speaking test administration on the telephone, the Test Administrator should be very familiar with the specific instructions for administration. Specifics regarding the Speaking domain are included in the “Directions for Administering SPEAKING” section of the Test Administration Directions.All students will participate in an individual Speaking Practice Session immediately before taking the Speaking Session to get them familiar with how the test will be administered. The directions and script for the Speaking Practice Session are in the Test Administration Directions. The sample items for this practice session are included in the Student Test Book. During this practice session, allow students enough time practicing to be comfortable with the speaking testing procedures. Encourage students to speak in a loud, clear voice, and explain to them that you cannot answer their questions once the speaking test on the telephone starts. The Speaking Lithocode, a unique serial number for the student which is connected to his or her test, is created when the student is registered in PearsonAccess. This Lithocode is required for the Speaking Session. For a Stage II Placement test, the Lithocode should be recorded by the Test Administrator on the inside of the back cover of the AZELLA Combined Student and Speaking Test Book. For Stages III through V Placement tests, the Lithocode should be recorded by the Test Administrator inside the back cover of the AZELLA Answer Document. Where to find the Lithocode in PearsonAccess is covered in more detail in Session 3. The Test Administrator will dial the toll-free number found in the Test Administration Directions and follow the directions for Lithocode entry. The test will begin once the Lithocode has been entered correctly twice.Once the Speaking test has begun, the Test Administrator may not speak. Background noise or speech must be avoided.In order to have a complete test, do NOT hang up the phone until the message is heard, “Now the Speaking test is over. Please ask your teacher to hang up the phone.” If the phone is hung up before the message is heard, the test will not be scored. To prevent possible problems with disconnecting the call, the Speaking test has a feature that will automatically hang up once the final message has been delivered.



Presenter
Presentation Notes
Here are some tips for a successful Speaking test:Students should not touch or move the phone while the test is in session.Students should not make noise, such as tapping on the desk, kicking the desk, or rubbing their clothes.Students should not move around while taking the test.Students should speak in a clear, audible voice.Test Administrators should not speak or whisper during the Speaking test.Test Administrators should use hand gestures during the Speaking test if they need to communicate with the student. 



Session 2 is completed. 
 
Close this presentation and complete 
the Session 2 Reviewed verification 
form from the web page and submit it. 
 

The PowerPoint for this session is 
available to download from  
http://www.azed.gov/assessment
/testcoordinators/  
AZELLA DTC > Resources   
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Presentation Notes
Session 2 has now been completed. Please, close this presentation and return to the class web page and complete the Session 2 Reviewed verification form by clicking on the actual image that says, Session 2 Reviewed. The submit button is at the bottom of the form. In doing so, this will send a notice to ADE that you have completed this Session. Then you may continue with Session 3.The PowerPoint version of this session is available for you to download and use with your Test Administrators from ADE’s Assessment Test Coordinator’s webpage at http://www.azed.gov/assessment/testcoordinators under the AZELLA DTC tab and then open the Resources section.  

http://www.azed.gov/assessment/testcoordinators/
http://www.azed.gov/assessment/testcoordinators/
http://www.azed.gov/assessment/testcoordinators/
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