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WELCOMETO THE ARIZONA TECHNICAL SKILLS ASSESSMENTS

The Technical Skills Assessment System is a secure and reliable online testing application owned by the
State of Arizona and housed in the Department of Education. Districts access the ADE website toregister
students, conduct assessments, and access summary reports. Assessments are designed for students intheir final
Carnegie Unit of state-identified programs. All assessmentsare 100 multiple-choice items that align to program
technical standards and range from knowledge and comprehension to application, analysis,and evaluationin
cognitive difficulty. Most of the items are operational itemsthat have historically provento be valid and reliable and
the remaining are field-tested items. Students are scored on only the operational items not the field-tested items.
Those who successfully completethe pass score receive an industry-endorsed congratulatory letter and certificate.

The assessment system was created in 2006 in responseto HB2700 and similar federal legislation that
requires students to pass industry-validated end-of-program assessments leading to an industry-
recognized credential, postsecondary education, and/or employment. The Arizona Career and Technical
Education Quality Skills Commission is the validating authority for the assessment system. These major
business and education representatives meeton a regular basis and work diligently in their role as
advocates for accountability and excellence in Career and Technical Education.

Teachers serve as content experts in the development of the assessment items. Committees comprised
of secondary and postsecondary teachers convene annually to develop, review, and edit assessment
items. The expertise of teachers and theirengagement in making connections between curriculum,
instruction, and assessment have contributed greatly to the advancement of student achievement. In
appreciation of theirtime and expertise, they areawarded a professional development certificate
documenting the hoursthey contribute to the development and improvement of the assessments.

Blueprints for Instruction and Assessment ensure that what's being taught is what’s on the test. Blueprints
forInstruction and Assessment aredeveloped by teachers for allprograms. They illustrate the
relationship among program standards, instructionaltime, and student success on the Technical Skills
Assessments. Specifically, blueprintsidentify clusters of standardsin content domains and recommend
a percentage of instructional time for each domain which also aligns with the degree to which the
content of thestandardsistested.

Recent changes to the assessment system increase test fairness and ensure CTE accountability. Between
July 2016 and August 2017, theassessment systemunderwentmajor changes. Assessments were
redesigned to focusmore on valid and reliable content and less on field-tested content. Therating
system waschangedto 60% forall programs, and theassessment reports werereduced from seven to
threereports focusing on student performance and program outcomes. Blueprints for Instruction and
Assessment for CTE programs were started and willcontinue to be developed. Also, the assessment
delivery application was moved into a new fire security called ADEConnect. These undertakings shifted
theinitialintent of the Technical Skills Assessmentsas practical, reliable, and valid end-of-program
assessmentsto high stakestestingand accountability.

The CTE Technical Skills Assessments User Guide will help Districts, Schools,and Community Colleges
register students, administer theassessments, and access the assessment reports through ADEConnect
availableonthe ADE website. The guide includes the student eligibility policy, the programsthat have
assessments, thetechnical specifications and systemrequirementsto conduct theassessments, how to
conduct theassessments, how to use theassessment reports, and much more.
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OVERVIEW OF ASSESSMENTS
Frequently Asked Questions

1.

Why is the assessment important? The assessment verifies students’ attainmentof technical
knowledge and skills covered by the programtechnical standards and measurement criteria.
Assessment outcomes are used for programimprovement, to meet stateand federal funding
requirements,andasanindicator for A-F School Accountability reporting. (See Appendix A. Stateand
Federal Requirements for Technical Skills Assessment Data.)

What is the format of the assessments? Each assessmentis 100 multiple-choiceitems. Each item
consistsof a stem phrased asa question followed by four options consisting of one correct response
andthreedistractors. Students may beasked a question about a graphicoranimage. Graphicsand
images may also appear asoptions fromwhich to select the correct response.

What is the pass score for the assessments? The pass score for all assessmentsis 60% of 80
operationalitemsthat haveproventobereliableand valid. The remaining 20 items are field-tested
items that donot affect the student’s score. Students who successfully complete the pass score
receive an industry-endorsed Congratulatory Letter and Certificate.

How many times can students take the assessment? Students can only taketheassessment onetime.
Softwarein theassessment system preventsa student who hastakentheassessmenttobe
registered for the same assessment exceptunder very special circumstances to be determined on a
case-by-casebasisby ADE/CTE. A student can however beregistered foran assessment for a
different program. Seetheeligibility policy in this section asto when a student should takethe
assessment.

How is the assessment given? The assessmentis a computer-based test generally givenina
computerlab.On theday of testing, a test proctor willcheck the roster and verify student attendance,
see that students correctly loginto theassessment site, and instruct students through the
Assessment Security Statement.

How long is the assessment? |deally, students should haveat least 2 hourstotakethetest. Itemsare
designed with theexpectation of a 1- to 2-minuteresponsetime for each assessmentitem. If the
computer lab must be evacuated dueto an emergency, students willbeable tolog backin and finish
theassessment. If thereis insufficient timeto complete thetest, time can be added by thetest
proctor or assessment coordinator. The system allows students a totalof 360 minutestotakethe
test.

What are the universal testing conditions and accommodations available to students? Assessment
Coordinators should read the suggestions provided in Appendix B: Universal Test Administration
Conditionsand Accommodations Guide. This directive outlines recommendations for all students
and accommodations specific to Students with Injuries, English Learners (ELs) and Fluent English
Proficient (FEP) Students, and Students with Disabilities.

Student Eligibility Policy for Taking the Assessments

A. In atraditional or block schedule following the state’s designated course sequence, a student should take the

test when completinga 2nd Carnegie Unit* of a 2 Carnegie Unit program or when completing the 3/dCarnegie Unit of
a 3 Carnegie Unit program. The student can only take the test one time.

*A Carnegie Unit is 120 hours of class or contact time with an instructor over the course of a year.

B. If a district has added courses to a program beyond the state’s designated course sequence, it will be the district's
decision as to when the student will take the test;that is, after the 2nd, 3rd, or 4th Carnegie Unit. Caution should be used
in making the decision because the student can only take the test one time.

C. If a student fails a course and retakes the course, the student can retake the test in the next school year
through special arrangements made with ADE/CTE. The last test score counts.

D. If an IEP plan states that the student can take the test more than once, the student can retake the test inthe current
or next school year prior to graduation through special arrangements made with the state’s testing coordinator. The
last score counts.
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CTE Programs with Technical Skills Assessments
Technical Skills Assessments are available for the following programs during the 2020-2021 testing cycles. The
pass score forall programs is 60% with final scores based on the correct responsesto operational items not field-

testeditems.

‘ CIP l PROGRAM ‘ CIP l PROGRAM
52.0300.00 ;| Accounting 15.0000.00 ; Engineering
01.0100.90 | Agribusiness Systemsl 52.1900.20 I Fashion Design and Merchandising
01.0000.00 | AgriScience? 10.0200.90} Film and TV Production’
47.0600.50 | Aircraft Mechanics 52.0800.00 | Finance
49.0100.00 | Air Transportation 43.0200.00 ; Fire Service
01.0100.40 | Animal Systems 10.0200.30 | Graphic Design®
10.0200.60 | Animation 49.0200.00 | Heavy Equipment Operations
15.1300.20 | Architectural Drafting 51.2602.00 | Home Health Aide®
48.0500.20 | Automation and Robotics 52.0900.00| Hospitality Management
47.0600.30 | Automotive Collision Repair 52.1900.30! Interior Design and Merchandising
47.0600.20 | Automotive Technologies 51.0800.30 | Laboratory Assisting
41.0100.00 ! Bioscience 43.0100.00 | Law and Public Safety
52.0200.00 | Business Management 52.1800.20 Marketing3
52.0400.00 | Business Operations 15.1300.40 | Mechanical Drafting
46.0400.40 | Cabinetmaking 51.0800.60 | Medical Assisting Services®
46.0400.30 | Carpentry3 51.1500.00 | Mental and Social Health Technician?
15.1200.20 | Computer Maintenance 10.0200.00 | Music and Audio Production
46.0400.20 | Construction Technologies 15.1200.30 | Network Security>
12.0400.00 | Cosmetology and Related Services? 51.3900.00 | Nursing Services
12.0500.00 | Culinary Arts 51.0800.20 | Pharmacy Support Services
51.0600.00 | Dental Assisting 10.0100.30 | Plant Systems1
47.0600.40 | Diesel Engine Repair 48.0500.30 | Precision Machining
10.0200.40 | Digital Communication 15.1200.40 | Software and App Design2
10.0200.50 | Digital Photography3 51.0800.50 I Sports Medicine and Rehabilitation
10.0200.20 | Digital Printing3 50.0500.20 I Stagecraft
13.1210.00 ! Early Childhood Education 51.3500.00 | Therapeutic Massage
13.1200.00 | Education Professions 51.0808.00 | Veterinary Assisting®
15.1033.00 | Electronic Technologies 48.0508.00 } Welding Technologies
51.0900.30 | Emergency Medical Services

Note: Several programs above are followed by 1, 2, or 3. Use this key for the meaning of this reference.

1 —Last time to test—PROGRAM TO BE DISCONTINUED

2 —First time to test—USING NEW PROGRAM STANDARDS
3 —First time to test—USING UPDATED PROGRAM STANDARDS

2020-2021 Schedule for Technical Skills Assessments
FALL 2020 - CANCELLED

October 5 - October 23 - Cancelled

Registration for Fall Assessments - Cancelled

October 26 - November 27 (festing ends at 12:00 p.m.) - Cancelled

Fall 2020 Assessment Testing Period - Cancelled

November 30 - December 4 - Cancelled

Student Congratulatory Letter and Certificates Mailed to Districts -

Cancelled
SPRING 2021
March 1 - March 19 Registration for Spring Assessments
March 22 - April 23 (testing endsat 12:00 p.m.) Spring Assessment Testing Period
April 26 - April 30 Student Congratulatory Letter and Certificates Mailed to Districts
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PREPARINGFORTHE ASSESSMENTS

The Assessment Coordinator (Click for Video: “//ow io Dowrload Available Teachers”)

There are references throughout the User Guide to the Assessment Coordinator. In the district, the Assessment
Coordinator is most likely the Carl D. Perkins Basic Grant signerand/orthe CTE Administrator. Ina CTED, the
Assessment Coordinatoris the CTED Superintendent. Atthe community college, the Assessment Coordinator may
be a faculty member, professional staff, or Perkins CTE Administrator. The Assessment Coordinator has a very
importantjobto ensure the completion of these taskstoensure a successfuloutcomeof the Technical Skills
Assessments:

¢ Registration Management. Permission to view/add/edit/delete studentregistration

e RosterManagement. Permissiontoview/add/edit/deleterosters

¢ ViewingRegistrations. Permission toview registration grid

e Manage Assessment Time. Permissiontoview registrationsand addtime toa student's assessment
¢ Manage Assessment Reports. Permission to view, print, and download reports or to view onlyreports

Getting Access to ADECONNECT and Assigning Roles and Permission Levels

The Technical Skills Assessments are availablein the ADEConnect Portal onthe ADE website. Districts, Schools,
and Community Colleges can use this application to register students, administer the assessments,and accessthe
assessmentreports. The district/school Entity Administratoris responsible forentering CTE staff and assigning
them roles and permissionsinto ADEConnect. Use the Find an Entity Administrator search
https://home.azed.gov/PublicSite/ to identify this personin your district/school to help you getaccess to

ADEConnectandthe CTE Technical Skills Assessments.
lelcewce Portal

New Applications [Show]

& home.azed.gov

ADEConnect

[Show Al
TR IEE [-] Arizona Department of Education - 79275 4=

e aRadanan

‘ » CTE Technical Skills Assessments

ADECONNECT ROLES AND PERMISSION LEVELS FOR TSA ASSESSMENTS
Level | CTE Assessments: Provides access to enter, modify, view, and maintain registration,
CTED/District/School Coordinator | rosters, assessmenttime, and reports at the CTED/District/School
Level Il CTE Assessments: Provides access to view, print, add time toassessments, and
Teachers/Proctors download reports for the School/Teacher.
Level Ill | CTE Assessments: Provides access to view the registration, roster, and reports at thg
CTED/District/School (read only) CTED/District/School.
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A person may be assigned tomore than one level at the discretion of the Entity Administrator. All levels have access
to reports. All teachers must be assigned accessto ADEConnect. If not, students cannot be registered for the
assessments, and teachers cannot accessthe assessment reports. Onceaccess to ADEConnect has beenreceived,
users can goto the ADEConnect Portal at https://home.azed.gov/Portal/ and click on CTE Technical Skills
Assessments. You will see the assessment home dashboard that shows the permission level access assigned to
you. (Note: A Level | dashboardis shown below. Undereachtabis that tab’s dashboard which contains step-by-step
instructions.)

m Certificate Mailing Address Bulk Registration Change Request mm

Secondary and Postsecondary Security and Testing Protocol Agreements

To safeguard the security of the assessments and testing protocols, all persons with access tothe CTE Technical
Skills Assessment System must sign the Security and Testing Protocol Agreement. This document is located onthe
TSADashboard’'s home page as alink underthe Helptab andis also Appendix D and E in this User Guide. Itis the
responsibility of the Secondary/Postsecondary Assessment Administrator/Coordinatorto collect these signed
documents each testing cycle (school year) and keep them on file in the school/district for five (5) years.

Technical Specifications and System Requirements

The Technical Skills Assessments are delivered overthe Internet and viewed ona browser. Itis important to check
the computer's browser forthe approved software requirements. Contact your IT support for instructions on
checking all software requirements.

We encourage you to add the following to your whitelist: ctetechnicalskillsassessments.azed.gov

The following email can be added to each teacher’s safe senderlist: svc-adenotifications@azed.gov

Software Requirements
e Cookies enabledon your browser
e JavaScriptenabledon yourbrowser

Software Recommendations (latest versions)

e Chrome

e Firefox

e Internet Explorer
e Microsoft Edge

Operating Systems
e Windows 7 or greater

Hardware Requirements
e Chromebook

e ChromePad
iPad
Microsoft PC

Chrome Extensions for Universal Test Administration Conditions. The use of Chrome Extensions as a tool for
accessing the text for Universal Test Administration Conditionsis permitted forthe Technical Skills Assessment.
Make sure the testis openedin the Chrome Browser. In case of technical issueson the day of the test, we suggest
the staff whois administrating the test and the student taking the test be familiar with more than one tool (i.e., text-
to-speech, highlighter, color overlay, reverse contrast, text blocker, font changing, screen reading extension). Make
sure the Extensionis added to the appropriate student’'s Gmail account priorto testingand s not introduced for this
testing sessiononly but usedinregularinstructional and testingtimes. The use of a Dictionary feature will not be
permitted forthe testingand must be turned off. Be sure to check with your District's IT Departmenttoensure all
universal accommodation features are functional priorto the testing date. All testing must be completed by noon by
the approved testing window close date.
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Logging into the Technical Skills Assessments

To register students, create rosters,and access reports, coordinators should goto the ADEConnect Portal at
https://home.azed.gov/Portal/ and clickon CTE Technical Skills Assessments. The CTE Technical Skills
Assessments dashboard will display according to your assigned permission level. Annually, when a Level |
permission holder (CTED, District, and School Coordinators) logs into ADEConnect for the first time, he/she will be
askedto update the FedEx address for mailing the TSA certificates. Oncethis request is submitted, the TSA
Dashboard will appear. To take the assessments, studentsmust log on using this link:
https://ctetechnicalskillsassessments.azed.gov/student. The test proctor will help students with the correct site
and assessment.

Technical Support
For questions about gettingaccessto ADEConnect and permissions and role assignments, call 602-542-5452 or
sendanemailto CTEAssessmentHelp@azed.gov.

NAVIGATING THE ASSESSMENT SYSTEM

Introduction

This sectionis about how to use the tabs on the Technical Skills Assessment Dashboard to register students,
correct student data, create and download the student roster needed to conduct the assessments, andtoaccess
resources and links with useful information. The tabs are Home, Certificate Mailing Address, Registration, Bulk
Registration, Change Request, Roster, Reports, and Help. The Reports tabis discussed in the section entitled
"Accessing the Assessment Reports.”

m Certificate Mailing Address Bulk Registration Change Request mm

Registering Students by School of Attendance

Students are registered for the assessments by their School of Attendance—that is the school where the program is
taught and where they take the assessment. If a studentis eligible to take more than one assessment, the student
must be registered separately foreach assessment. Eachregistrationmust be for a different program assessment
and may have a different School of Attendance and/or CTE teacher. Please note that the student’s school of
attendance will be listed on theirassessment certificate.

Student Names on the Technical Skills Assessment Certificate

Our CTE students take pride in receiving the TSA Certificate endorsed by Arizona’s businessand industry leaders.
We owe itto them to have theirnames spelled and formatted correctly on their certificates. Because of changes in
the CTE Technical Skills Assessments System, student registration pulls student namesfrom AzEDS. Student
names onthe certificates come from student registration. Thus, how a student's nameappearsin AZEDS is how it
will appearon the TSA certificate. CTE requests that students' namesbe reviewed and corrected through the
District SIS (Student Information System) which will, in turn, update the source of truth (AzEDS). Once the name
change is made in SIS, the updated names will be available for student registration and the TSA certificates. New
certificates canbe requested using the Change Request tab; however, requesting that certificates be remade will
likely delay students in getting their certificates.

Registering Special Population Students for the Assessments

Special Population students with an IEP will automatically be imported from AzEDS during registration. Your SIS
Data Reporterreports them to AzZEDS which in turn exports to the CTE Technical Skills Assessment Dashboard. See
Appendix C for the Special Population definitions and categories.

How to Use the Certificate Mailing Address (Click for Video)

Students who pass the Technical Skills Assessments receive a Congratulatory Letter and Certificate endorsed by
Arizona's business andindustry leaders. At the end of testing, these documents are sentto the district's FedEx
address for distribution to students.

Annually when logging intothe Technical Skills Assessment as a Level 1 permission holder, you will be asked to
update your FedEx address. Please provide the street address only (no PO Box numbers).

If you have questions, pleasecall 602-542-5452 or send an email to CTEAssessmentHelp@azed.gov.
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How to Use the Registration Tab (Click for Video)

Go to the ADEConnect Portal at https://home.azed gov/Portal/ and click on CTE Technical Skills Assessments and
selectthe Registration tab. For step-by-step guidelines on how to complete the required fields, select Click here for
instructions or review the instructions below. Instructions are specificto manual registration, bulk upload
registration, making bulk changes, adding to the existing roster, creating a Student Unique ID, deleting one or more
students records, and creating a new roster.

Manually registeringone student (Click for Video)

1.

o g s wN

Enter the Student Unique ID (SAIS D).

Enter student's birthdate.

FirstName, Last Name,and Middle Name fields will populate.

Click dropdown boxes onall other fields.

District Notes is an optional field.

Checkthese things if nothing happens whenyou click Save Changes:
o A skipped field will highlight.

o No selection was made in a dropdown box.

Make corrections and click Save Changes button.

If a teacheremail address is not listed in the dropdown box, contact your entity administrator—the only
person who can enter teachers into the system.

B During bulk registration, the user must use the same email used to grant the ADEConnect access to the

B The Entity Administrator must grant access to each teacher at a school. Every 15 minutes this informationis
pulled from ADEConnect into the CTE Assessment System. This allows the teacher emails to automatically
appear inthe dropdown field during manual registration.

teacher; otherwise, registrations will be marked as partial.
N The user does not have to delete the registration records to change the teacher, but the user can just use
the Bulk Changes functionality to update information for all the records.

% Once ADEConnect access is grantedto a teacher, the bulk registration user must wait 30 minutes for the
teachertodisplayin the dropdown in order to register a student.

Bulk upload using Excel template on Bulk Registration page (Click for Video)

1

2.
3.
4
5

Clickthe Bulk Upload Excel Template.

Pop-up window will appear; click Open.

Delete the line displaying the example.

Enter studentinformation (please use dropdown list when entering student population and program name).
Save template to PCand close file.

Bulk Upload on Registration page (Click for Video)

1.

NowuswnN

Clickthe Bulk Upload Registrationlink.

Select the file to upload; click the Browse button.

File name will display tothe right of the Browse button.
Click the green Upload button.

Pop-up window will appear; click the green Yes button.
Studentnames will display in registration grid.

See BulkRegistrationtabto correctany mistakes.

Delete a single student record on the registration grid (Click forVideo)

1
2.
3.
4
5

Find the student row and click box at beginning of row.

Row will highlightin yellow.

Clickthe Delete Selected link.

Pop-up window will appear; click the red Yes button.

Returnto the Registration tab and student will be deleted from the registration.
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Delete multiple students at one time on the registration grid (Click forVideo)
1. Find each studentandclickthe box at beginning of each student row.
Each student row will highlightin yellow.
Clickthe Delete Selected link.
Pop-up window will appear; click the red Yes button.
Returnto the Registrationtab and students will be deleted from the registration.

u b wN

Deleting all students on the reqistration grid
1. Oncolumnheaderrow, clickinthe box at the beginning of the row.
Entire registration grid will highlightin yellow.
Clickthe Delete Selected link.
Pop-up window will appear; click the red Yes button.
Returnto the Registration tab and students will be deleted from the registration.

u b wWwN

Creating a new roster from the Registration grid (Click forVideo)
Find student(s) row to be added to new roster.

Clickthe box atthe beginning of each student row.
Selectedrows will highlightinyellow.

Clickon Create New Rosterlink.

Create Roster pop-up window will appear.

Enter rostername and click green Save Changes button.
A pop-up window will appear; click the Close button.
Registration grid will show Yes in green in Roster column.
. ClickRostertab and clickrostername.

10. Studentwillnow beincludedinroster.

[EE

©CRNOU P WN

How to Use the Bulk Registration Tab (Click for Video)

Go to the ADEConnect Portal at https:.//home.azed gov/Portal/, click on CTE Technical Skills Assessmentsand
selectthe Bulk Registration tab. For step-by-step guidelines on how to complete the required fields on the Excel
Template, select Click here forinstructions. Instructions are specificto bulk upload using the Excel template and the
registration tab/bulk registrationlink. The functionality in the Bulk Registration tab differs slightly from the
functionality in the Registration tab, but the outcome will be the same.

Registration using the bulk upload Excel template from the Bulk Registrationtab (Click forVideo)
1. Clickthe Bulk Upload Excel Template.

Pop-up window will appear; click Open.

Delete sampleline.

Enter studentinformation (please use dropdown list when entering program name).

District Notes is an optional field.

Save thetemplatetoPCand closefile.

ok wnN

Bulk Upload from the Bulk Registration tab (Click forVideo)
1. Clickthe Browse button.

Pop-up window Open will display.

Select the file to upload and press Open button.

File name will display on right side of the Browse button.

Click green Upload button.

Pop-up window will appear; click green Yes button.

Clickroster name.

Excelfile will now display.

. Click Enable Editing button at top of screen.

0. Verifythat all data are correct.

1. Savefileto PC andclosefile.

B2 O0ONDUTAWN
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Downloading the roster sheet from the Roster tab (Click forVideo)

Clickon the Rostertab.

Find the row with the rostername.

Clickon the Download Roster Sheet link at the end of row.

Click Openin pop-up window.

Excelfile will appearin new pop-up window.

Click Enable Editing at top of thefile.

Ontoolbar, click Page Layout, Orientation, and Landscape.

Delete column A, the Roster Name, since itis not needed.

Complete formatting and Save file to PC on drive of choice.

0. Print 2 copies of the file. The first copyis the class rosterforthe Proctor. The second copy may be usedto
make User ID Cards for students. Simply cut out each row containing a SAIS ID (Student Unique ID),
password, student name,and program assessment and attach to the index card. Students will use this
informationto loginto the assessment.

11. Closefile.

BLo0o~NOURWDNE

How to Use the Change Request Tab (Click for Video)
Go to the ADEConnect Portal at https://home.azed.gov/Portal/ and clickon CTE Technical Skills Assessments and
selectthe Change Request tab.

Request changesto student data in the Registration Grid
1. Clickthe Create New Requestlink.
2. Change Request pop-up screen will appear.

a. Clickdropdown menuforRequest Type, i.e., Delete Assessment, Delete Registration, Reprint Certificate,
and Other. Selecting Delete Assessment will delete only the assessment. Selecting Delete Registration
will delete the registration only.

Enter the SAIS ID (StudentUnique ID).
Clickon Search button.
hange Request screen updates.
Verify grayed-out Request Type and Student Unique ID.
Informationis displayed below the Green bar.
Clickin the box located at beginning of the student row.
In the Justification box, type in reason for request.
Click Submit Request button.
Returnedto the Change Request Management screen.
Clickon View by student name to see the pending change.

Qe @

3.

@ ™o a0 oo

How to Use the Roster Tab (Click for Video)
Go to the ADEConnect Portal at https://home.azed gov/Portal/ and clickon CTE Technical Skills Assessments and
selectthe Roster tab. Students must be listed on the Roster to obtain an assessment password to take the test.
Clickon the Rostertaband follow the instructions below. Each studentin the roster will display with his Student ID
and Password.

1. Clickon Create New Roster link.

2. Create Roster pop-up window will appear.

3. In RosterName field, enteraname.

Entering a single student onto a roster:
1. Find studentrow andclickin small box at beginning of row.
2. Therow will highlightin yellow.

Entering multiple students onto a roster
1. Find each studentandclickin small box at beginning of each student row.
2. Allstudentrows that have been checked will highlightin yellow.
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Entering all students on a roster

1. Onthe columnheaderrow, clickinthe small box at the beginning of the row.
2. Allstudents will highlightinyellow.

These steps are the same forall the above procedures:

To remove student(s) selection, clickin the small box.

Click Save Changes.

Create Roster pop-up window will display.

Click on the buttonthat is applicable.

Roster Management screen will display.

The newly createdroster will be listed.

Clickon the Roster Name.

Roster Management screen with the Roster Namewill display.

Each studentinthe roster will display with his Username and Password.

OO0k wN =

Down/oad/ng the Roster Sheet from the Roster Tab (Click forVideo)

Clickon the Rostertab.

Find the row with the rostername.

Clickon the Download Roster Sheet link at the end of row.
Click Openin pop-up window.

Excelfile will appearin new pop-up window.

Click Enable Editing at top of thefile.

Ontoolbar, click Page Layout, Orientation, and Landscape.
Delete column A, the Roster Name, since itis not needed.
Complete formatting and Save file to PC on drive of choice.

0. Print 2 copies of file. The first copy is the class rosterforthe Proctor. The second copy may be usedtomake
UserID Cards for students. Simply cut out each row containing a SAIS ID (Student Unique ID), password,
studentname, and program assessment and attach tothe index card. Students will use this information to
log intotheassessment.

11. Closethefile.

=00 NOTREWN

How to Use the Help Tab

Go to the ADEConnect Portal at https://home.azed gov/Portal/ and click on CTE Technical Skills Assessments and
selectthe Help tab foraccess tothe CTE Technical Skills Assessments User Guideand links to the following
documents:

2020-2021 CTE Programs with Technical Skills Assessment

2020-2021 Schedule for Technical Skills Assessments

CTE Technical Skills Assessments User Guide

How Assessment Items Are Developed

How to Access and Utilize the TSA Dashboard (PowerPoint for test administrators/coordinators)
How to Access a TSA Report

How to Create Rosters

How to Log into the Technical Skills Assessments (student test site)

How to Manually Register One Student

How to Prepare and Motivate Students to Take the Assessments (PowerPoint for teachers)
How to Take the Assessments (PowerPoint for proctors, teachers, and students)

How to Use the Bulk Registration Tab

How to Use the Certificate Mailing Address Tab

How to Use the Change Request Tab

Proctor Instructions for Monitoring the Assessments

Student Eligibility Policy for Taking the Technical Skills Assessments

Universal Test Administration Conditions and Accommodations Guide

The Home tab contains links specificto Secondary and Postsecondary Security and Testing Protocol Agreements
and Studenttest site link.
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CONDUCTING THE ASSESSMENTS

Tasks to Get Started
The assessment Proctor monitors students on the day of testing. This personis certified staffidentified by the
Assessment Coordinator. Teachers may NOT proctor their own students, but they can proctor other teachers’
students. If a large number of students are testing at one time, it may be necessary to have a second person
assistingthe proctorand observing students. Prior to the testing day, the Assessment Coordinator should provide
the Proctor with the following:

1. Conducting the Assessments section of the User Guide, which includes the Proctor Instructions for

Conducting the Assessments”,
2. Proctor Packet; and
3. Howto Take the Assessments (PowerPoint)*

“These preparation tools are available as links found onthe Help tab on the Technical Skills Assessment Dashboard.
In addition, the Assessment Coordinator or his/her designee should prepare the Proctor Packet (folder or envelope)
with the following content:

¢ Instructions about the computer|ab location and setup, includingemergency contact

e Time scheduled forthe assessments

e The studentrosterfor each assessmentand cards or strips of paper with each student’s Student ID,
Password, and program assessment

Sign-in/sign-out sheet for students who will be testing

Information about IEP accommodations for special population students

Paperand pencils for students to use for calculations; students can also usethe computer calculator
Contact information regarding the student rosters and problems specific to a mismatch between the
student's name and the assessment, how to handle emergencies,and adjusting time to take the assessment

Teachers and Proctors Ensure Assessment Security. CTE assessments are securedocuments. This meansthat
teachers should not discussthe content of the tests with otherteachers or students. Priortotesting, itis advisable
for Teachers and Proctors toreview the How to Take the Assessments PowerPoint presentationwith students.
During testing, the Proctor should monitor students to ensure that they are not searching the Internet for answers.
Also, students are not allowedto use the Print Screen key to save the assessmenttothe PC.

Teachersand Proctors should sign the Secondary/Postsecondary Security and Testing Protocol Agreement. These
agreements are signed each year and kept on file by the district or community college designated testing
administrator for up-to-5 years. See Appendix D and E for a copy of these documents.

Attendance during Assessment. The Proctor should check the roster and verify student attendance. Students not
present should be reported to the Assessment Coordinator following the assessment. If a student missesthe
assessment atthe time scheduled, the student will need to be re-registered to take the assessment some time
during the testing period. If a student cannot complete the assessment due toillness, emergencies, fire drills, etc.,
the Proctor should click the Pause Test Button and log off the browser. Evenif the testis not paused, the system
will automatically pausewithin 15 minutes. The student canlog on later using the original password and the system
will startthe assessment where it stopped.

Requirements for Retaking Assessments. The request to allow a student to retest due to a problem will be made by
the Assessment Coordinator who must contact the state testing coordinator. The retest must be inthe same
testing period. Here are some examples of why a student should retest:
1. Studentassessed underanother student’s Student Unigue ID (SAIS ID).
Studenttook the incorrect test.
Special Needs Student was tested without following the proper IEP instructions.
Studentwenthome sick orwas called away and ended with incomplete assessment.
Student experienced school or ADE system problems.

(CAREE SN

Students Taking Multiple Assessments. The CTE assessmentis nota timed assessment. For scheduling purposes, it
is estimated that students should be allocated two (2) hours to take the assessment. Students completing multiple
CTE programs may take multiple assessmentsin the same testing cycle but not onthe same day. Students will be
givenan ID and password unique to each assessment.
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Multiple Programs Assessed during the Same Session. Students may be grouped according to the number of
students testing and the availability of the computerlab. For example, Culinary Arts students may be scheduled to
take the assessmentinthe samecomputerlab during the same time as the Welding Technologies students.

Accommoadations for Special Population Students. Each Coordinator must follow the IEP plan for students with
special needs to ensure that identified accommodations are met. Any special instructions/accommodations for
assessment should be inthe Proctor Packet. See Appendix C for more information.

Enlarging Test lterns on the Screen. Students may enlarge the testitems or screenimagesas follows:
1. MAC users hold downthe Commandkey and thenthe +key
2. PCusers hold down the Control key and thenthe + key

Math Problems. Some assessment items require math computations. Students must have accessto paperand
pencil duringthe assessment. If students need a calculator, they should use the calculator on their computer, not
theirown calculator northe calculators on their cell phones/smart watches.

Scheauling Time for the Computer Lab. The assessment period begins when the first question displaysand ends
when the student submits the assessment. When scheduling the lab, itis recommended that extra time be added to
coverdirections forhow to take the assessment, logging into the assessment, technical issues, and viewing the
assessmentresults.

Wrong Assessment. If the student opens his/herassessmentand it's the wrong one, he/she must wait for the
Assessment Coordinator to change his/her registration informationtoreflect the correct assessment. After the
student’s registration information is corrected, he/she can log on again and take the assessment usingthe same
log on information received previously. If, however, the student answers severalassessment questions before
realizingthatit's the wrong assessment, he/she must closethe browserand wait for the Assessment Coordinator
to reregisterhim/her. The Assessment Coordinator will needto do a Change Request to Delete the student
assessment. Oncethis is completed, the student must be registered to obtain a new password. Reregistering the
studentwill alsorequire the Assessment Coordinator to add the studenttoa new roster. This will generate a new
passwordthe student will use tologinto the correct assessment.

Adjusting Tirme for Assessments. When students answer questions, the system savesthe results. Theremay be an
emergency requiring all studentsto evacuate the lab. If possible, before leaving the lab, students should click the
Pause button. If the students returnto the assessment with timeremaining, they will be able tolog backin to finish
the assessment. If they return to the assessment with no time orinsufficient time remaining, the Assessment
Coordinator or Proctor canadd more time. Follow these instructionsifa student or a group of students need
additional time to complete the assessment:
1. From the Roster Dashboard, clickonthe Roster Name.
2. Single Student: At the farright of the row withthe student’s information, clickon Add Time. It will display the
Add Time to Individual Student screen.
3. Group of Students: Atthe top of the screen, click onthe Add Time to All Students link. It will display the Add
Time to Entire Roster screen.
4. Keyinthe numberof minutes to be added (ex: 120 = 2 hours; the system allows studentsa maximum 360
minutes to take the assessment).
5. Clickon the Add Time button.
6. Refreshyourbrowserpage to show updatedtime left.

Students Can Review Their Assessment Results. After students completethe assessment, they will be able toreview
theirtestresults and see theiroverall score. They can print the results and/or send the results toanemail address.
Theywillnot be able to access results afterthe browseris closed.
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Proctor Instructions for Conducting the Assessments

The Proctor should review the contents of the Proctor Packet and carefully read the instructions below priorto the
day of testing. The text below inbold type should be read/repeated to the students to ensure their understanding of
the assessment. Inaddition to these instructions, proctors should have access tothe How to Take the
Assessments PowerPoint presentation that shows a sample question, how to answer and mark questions, and how
to review skipped and marked for review questions prior to submitting the assessment. These slides should be
reviewed with students priortotesting by their teacher, as well as the day of testing, toensure their confidence in
takingthe assessment.

Review the
contentsinthe

Proctor Packet.

e Room location, time scheduled forthe assessments, and the computer setup.

e Emergency contact forthe computer software, questions about the student roster(s), and
adjustingthe assessmenttime.

¢ Information about Special Population IEP accommodations.

e StudentRoster(s)and cards/slips of paper containing Student IDs, Passwords, and Program
Assessments. Students may be taking the same assessment, or they may be taking different
assessments. All assessmentitemsare randomized so that the same questions do not appear
on the computerscreensatthe sametime.

¢ Sign-in/sign-out sheet for students.

e Pencils and scratch paperfor students to use for calculation during the assessment.

Computer calculators may also be used. Pencils and paper should be collected after testing.

e Accesstothe Howto Take the Assessments PowerPoint or a paper copy of a sample assessment
item andthe Summary Screen to distribute to students about how to mark the items, submitthe
test, and getthe assessmentresults.

¢ Students’accesstothe assessments: https://ctetechnicalskillsassessments.azed.gov/student

As students
enterthelab
and prepare

o Tell students where to place their personal belongings including cell phones, smart watches, flash
drives, and otherelectronic devicesand have them sign-in.
o Distribute a Student ID and Password to each student forone assessment only. If a studentis

to take the taking more than one assessment, he will receive a different Password whenthat assessmentis
assessments... given.

Have students take their places at the computers.

Write the assessment URL on the board: https://ctetechnicalskillsassessments.azed.gov/student.
Once students ¢ Welcometothe CTE Technical Skills Assessments. Today you will be taking an online assessment
are settled the to seewhat you have leamed in your CTE program. If you pass the assessment, you will receive a
Proctor says... congratulatory letter and certificate endorsed by Arizona’s business and industryrepresentatives.

¢ Let'stake a few minutes to review the mechanics of the assessment items. (Show PowerPoint slides

or handout a papercopy of the slides. Goover these instructions with students and give them time

to askquestions.)
Example .
Question... Question 11 0of 100

What are the three colors of the American flag?
o Red, white, and green

o Red, white, andblue

o Yellow, white,and black

o Yellow, white,and purple

s No Answer(Skip This Question)

Mark for review.
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To answer the assessment questions, you have three options that may be used.
1. No Answer (Skip this Question) — this is the defaultanswer.
2. Clickboth — Answer and Mark for review to bookmark a question.
3. Clickthe Correct Answer.

Clickingthe SAVE ANSWER button willadvance the test to the next question.

Messageto

the Proctor...

Tointerrupt a test the student SHOULD use the Pause Test button. AResume Test button will
display. Click this button to resume testing. The test will resumeat the last question when paused.

If the Pause Test buttonis not used and the student exits the browser, the system will automatically
pause within 15 minutes and the student canlog on later using the original password and the system
will startthe assessment where it stopped.

If the students returntothe assessment with timeremaining, they will be able tolog backin to finish
the assessment. Ifthey return to the assessment with notime or insufficient time remaining, the
Assessment Coordinator or Proctor can add more time.

¢ You will have plenty of time to answer all the questions. After the last question has been
answered, the Summary Screen will display. This will give youthe opportunity to answer all
Skipped or Marked for Review questions.

Example Summary9
2zsr'srsnsgnent 1-skippedfl
ry.. 1-marked-for-reviewq]
L I have completed my assessment and want to submit it for final grading.
In this example, you had one skipped question and one marked for review question.
Clickthe Review Assessment button.
Example of If your answeris (Skipped) in red click the Review buttonto display the question. You can change or
assessment keep your answer then click the Save Answer button. Repeat for each (Skipped) or Yes inred under
summary... the Review column.

t Review-Assessment9]

- You-have-0-question(s)-that-you-did-not-answered.-
= You-have-0-question(s)-that-you-did-not-answered.q]

g o]

1 o} jol
Question P Answer N Review"]
o K =t o
Question-1 -  mop - No -
o o} o} o]

Questions you did not answer should both be zero. Click on the Return to Summary button.
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Example of
assessment
summary

Summary

0 skipped.
0 marked for review.

i?} | have completed my assessment and want to submit it for final grading.

| |

Clickin the box and click the Submit Assessment buttonto end the testas shown.

Proctor says
to students...

When the bowser
is closed, students
can no longer
access their
results for printing
or sending by

¢ Whenyou finish your assessment and submit it, you will be able to see your score and know
immediately if you passed the assessment.

e Please DONOT CLOSE THE BROWSER.

¢ You may send your test results to your school email address and/or your personal email address.
Your CTE teacher will automatically get the test results. CTE teachers: Please add the following
email address to your safe sender list: svc-adenctifications@azed.gov

e (Saythese wordsonly if printers are available.) If you would like to print a copy of yourresults, please
raise your hand and I'll assist you in doing this.

email. ¢ Whenthe assessment is over, | will collect all paper, pencils, and Student IDs and Passwords.
¢ Remember, do not close the browser without my help or urtil | tell youto.
 Are there any questions?

Messagetothe | PAUSE for student to ask questions.

proctor

Proctor says
to students...

¢ You will now access the online assessment at the Arizona Department of Education by using this
website address: https://ctetechnicalskillsassessments.azed.gov/student. Please type in the web
address to access the test now. (Verify that all students have opened the assessmentwebsite.)

¢ Read the Student Security Agreement screen which states the rules for proceeding with taking the
assessment. You must click the “I Agree” buttonto move on.

Student Agreement

I will NOT

- Copy this assessment.

- Use additional information or materials.

- Talk during the assessment or use electronic equipment.

- Share content with others after the assessment.

Statement of Understanding

- | can use the computer calculator and/or pencil/paper provided for computations.

- If | fail to comply vith the assessment requirements, | face consequences, including the invalidation of my assessment results and/or district discipline.
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Proctor says
to students...

¢ To log into the test, enter your Student ID, Password, Birthdate, and Last Name and click the
green login button

Login for the Test

Please enter belov information to login. After login, you will have an option to start the test.

Student ID:"
Password:"
Birth Date:”

Last Name:"

[

Proctor says
to students...

Student Name and Test Confirmation [

Are you sure you want to continue as:
Sanchez, Ariana Rosa for the Assessment Test:

SURGICAL TECHNICIAN?
o

o Please verify this is your name and the right assessment. If it is not, raise your hand. Ifthereis a
problem with the student match, i.e., notthe correct name ornot the correct assessment, the
student will not be able to take the assessment at this time.

¢ If thisis theright name and the right assessment, you may begin your test by clicking the Yes
button.

Message
to the
Proctor

Monitor the computer lab during the assessment period. As students completetheirassessments, it is
critical to remind them that they must keep theirbrowser open or they will no longer be able toaccess
theirresults for printing or sending by email.

After students are finished with theirassessments, assist themwith printing their results. If printers
are not available, assist them with sending the resultsto an email address, each to be enteredone ata

time.

At the end of the assessment session, check eachmonitor to ensure that all browser windows
have been closed.

Before students leave the computer lab, verify that all paper, pencils, and Student ID/Password
cards have been returned and destroyed.

Report absent students to the Assessment Coordinator/Teacher.

CTE Technical Contact: Assessment Helpline at 602-542-5452
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ASSESSMENT REPORTS

Description of Reports
The Technical Skills Assessments system provides the testing results for students and programs at the end
of eachtestingcycle. All roles and permission levels forthe CTE Technical Skills Assessments canaccess
thesereports. Below is a description of the assessment reports including how they could be used. This is
followed by how to access the reports, how to build the reports, and examples of each report.

1. Statewide Performance Results. Thisreportis organized by Statewide results, Non-CTED results, All CTEDs
results, or for a Single CTED selection. Sorted by highest to lowest assessment scores, it shows the number of
students tested, the average score, and the percentage of students who passed. Student counts under 10 are
suppressed (). Administratorsandteachers can view each school’s performancerelative to other districts
and schools that offered the same program. Available formats: webpage with easy conversion to PDF and
Excel.

2. Student and Program Assessment Results. Thisreport is organized by a single student or a single program.
The Student Report showsthe percentage of correct responses for each standard and the overall
assessment scorebased onthe student's total percentage of correct responses. The Program Report shows
the percentage of correctresponses foreach standard based on the responses of all students.
Administrators and teachers can review the resultsto make curricular changes inthe scope and sequence
and to identify program strengths to facilitate best practices among campuses. Available formats: webpage
with easy conversion to PDF and Excel.

3. Total Program Results. This multiple program report is organized by CTED, district, school,and teacher. It
shows the Student Unigue ID, program assessment, testing date, student score, school of attendance,
gender, grade level, andteacheremail. Administrators and teachers canreview the number of students tested
and pass scores by program. Available formats: web page with easy conversion to PDF andExcel.

Note: The user should convert the report to either PDF or Excel and download for the best visual version of the
reports.

How to Access a TSA Report (Click for Video)
Step 1: Navigate to http:.//www.azed.gov/cte/

o OO e DRI DL VL Dok o L TR g arm GRAMTY - PROGESME & 4 0aRld
Career and Technical Education
Welcome to AZ CTE! [ ——

=
Vasion: Derelop Arizona‘s commpetitive workforre Heeongh the poroes of Caseer aad Techuical Edweation.

Mlssiin: Curerr uns f Technizal Fdueution seill engage Arizon luemmers in redenand experiomees ki tn - =
. bk

i o Arocna Degatrent of
[

prrpnsaful i seonmmiza Hy viable Ganie Flacnian CT6 Dot Portaiwli b oy

Step 2: Clickon ADECONNECT to accessthe ADEConnect Webpage.

3 cal Bucn.
5 s A Corsar s Tacheical - (F] ADE Cartfication i ADE A

& aog - + & PARENTS A STUDENTS - =) S0HOOLS B TEADHERS - il ADE CALENOAR & COMMONL GON @ ADBCOMMECT

S
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Step 3: If you are not already logged-in, you will be prompted to sign-in with your organizational account.

ATIZOnNa
Deparmsent of Educarhan

Sag inwith yisun ag asisalional accduend

If you do not know your organizational account credentials, you will want to contact your Entity Administrator. There
is a link to find your Entity Administratorinthe upper right-hand corner of the ADEConnect Webpage.

Ry’ ¢ ENY Adminisirator |3
ADEConnect

Step 4: Clickon CTE Technical Skills Assessments.

Welcome Robert

Find Entity Administrator
Self Service Portal

ADEConnect

The CTE Technical Skills Assessments Dashboard willdisplay based on the permission level assigned to you
[ctrl+click hereto see permission levels (Page 6)].

@ CTE Avietaments Spie

« C 0§ rips/oletetnalsiilsas e ments azed gov)

Dl g ADECaeehTeh () ADECewionen fi ADE Q) MG [ Thews

@ee—-—  CTE Technical Skills Assessments Yocion Rert Wade Lo 0

Welcome to the CTE Technical Skills Assessments Dashboard

If you were involved in the Spring 2019 assessment process, please let us know
heow will thar assessmant system s working by taking the online assessment surviy.
Click here for Technical Skills Assessments Survey Spring 2019
Thank youl

Fall 2019 Testing Schedule

October 7 - Doteher 2% Registration for Fall Assesoments

Oxtober 28 « Heernber 19 nesieg e o G00sm) Fall Assessment Testing Period

Decembser 2 - Decernber & Student congratulatory letter and certificates mailed to districts

ring 2020 Testing Schedule

March 2 - March 20 Reghstration for Spring Assessments

March 23 - April 24 sty e ot 02m Speing Assessment Testing Period

April 27 - May 1 Student congratulatory better and certificates madled to districts

Click heve far Mavigation T
Click here for (effective i X
Click here for Secondary and ncary Security a its. REGUIRED!

Click heve for student test site hnips: //ctetech
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Step 5: Clickthe Reports tab il New Reports to access a variety of TSAreports.

CTE Technical Skills Assessments

Welcome to the CTE Technical Skills BEELIETEEE

‘ New Reports

If you were involved in the Spring 2019 assessment process, please let us know

Step 6: Clicktheappropriatelink forthe type of report you would liketo run

CTE - CTE Technical Skills Assessments Welcome Robart Waller! Lo Of.

Home Reports Help

Fall 2016 & Above Reports

Statewide Performance Results

This report is organized by Statewide results, Non-CTED results, All CTEDs results, or for a Single CTED selection.
Sorted by highest to lowest assessment scores, it shows the number of students tested, the average score, and the
percentage of students who passed. In this report, student counts under 10 are suppressed (*). Administrators and
teachers can view each school’s performance relative to other districts and schools that offered the same program.
Available formats: web page with easy conversion to PDF and Excel.

Student/Program Assessment Results —

This report is organized by a single student or a single program. The Student Report shows the percentage of correct
responses for each standard and the overall assessment score based on the student’s total percentage of correct
responses, The Program Report shows the percentage of correct responses for each standard based on the responses
of all students. Administrators and teachers can review the results to make curricular changes in the scope and
sequence and to identify program strengths to facilitate best practices among campuses. Available formats: web
page with easy conversion to PDF and Excel.

Total Program Resuits _

This multiple program report is organized by CTED, district, school, and teacher. It shows the Student Unique ID,
program assessment, testing date, student score, school of attendance, gender; special population classification,
grade level, and teacher email. Administrators and teachers can review the number of students tested and pass

scores by program. Available formats: web page with easy conversion to PDF and Excel.

tions about the a ssments, L= > B i y 00l 2 g send an email to

A description of eachreportis provided.

Note: The Help tab
provides access to TSA User Guide/Step-by-

Step Tutorials

resources, links, step-by-
step tutorials, and videos. Step Tutorials

Contact Us

Links/Step-by-
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Step 7: Enterthe appropriate Assessment Information, Level, and Demographic Filterinformation requested to
generate your desiredreport.

Caic CTE Technical Skills Assessments .

Report Selection

Fall 2016 & Above Reports

" Hame: | Sl Prcaran st Bt

Thid rapart b erpanioed By B Single MUSEAT oF & BAGH [FOIAaMm. Tha SOt ase Showi he panentige of
ract reapansen for asch sEandsrd snd Hhe cvarall ssstemant score bansd on B phudent's fote

[EOCENIBYE OF DONTROL TSpOATES

Standard baied on the reipecien of il ifodents. Adsinalratocs bed taedhen

curmicular changes in B scope 3nd ssquence and fo identify program srength

AT CREUREE Svailibhe Terwas! Wil B Witk §idy EOAvETERIn 10 PO

Axsessment Information

Timalranse;  5pring T01%

Assevsnmend:  ACCOUNTING (32,00

Lewel
CTEDSMon-CTED; AL

School Distrierf
Collaga:

Skl L

Toscher:

Demographic Filters
Student ibnlgus 10;
enider:

Spacil Population; AL

Grade Laval!

1

The‘repo rt-can-be-downloaded- - - Assessment Report for ACCOUNTING -(52.0300.00)
to-Excel-or-downloaded-as-a-PDF-

file.q

Note: See Appendix F for a sample Report Menu with Filters, the Report Toolbar, and Sample Assessment Reports.

State-Generated Reports
In addition to the reports described above, ADE/CTE generates two statewide reports:

1. Participation Summary—total student count and passing totals by program
2. Highest Performing Schools—highest performing school foreach program by districtand CTED

These reports are sentto CTE Administrators and CTED Superintendents at the end of each testing cycle for
distributionto their staffs and constituencies.
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APPENDICES

Appendix A. Stateand Federal Legislative Requirements for CTE Technical Skills Assessment Data
Appendix B. Universal Test Administration Conditions and Accommodations Guide

Appendix C. Special Population Definitions

Appendix D. Secondary Security and Testing Protocol Agreement

Appendix E. Postsecondary Security and Testing Protocol Agreement

Appendix F. Sample Assessment Menu with Filters, Report Toolbar,and Assessment Reports
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Appendix A. State and Federal Requirements for Technical Skills Assessment Data

PERKINS (PERFORMANCE MEASURES) REPORTING REQUIREMENT

Carl D. Perkins Career and Technical Education Act of 2006 Public Law 109-270 (Sec.113(b)(2)] establishes
comparable student definitions and measurements for CTE programs based on the expectations that student
performance will improve each year. The Arizona State Board of Education approved a state accountability system
that measures CTE program performanceusing a series of performance measures. Relating tothe 251 Technical
Skill Attainment Performance Measure, students who completed the state-designated sequence of instruction are
requiredto take and pass the Technical Skills Assessment. ADE pulls CTE Assessment data from the assessment
system and the student demographicinformation from AzEDS for reporting purposes.

Note: The SAIS ID (Unigue Student ID) and the CTE program for the Technical Skills Assessment System need to
match what is in the CTE Data Portal for the student. If these two pieces of information do not match, then the
assessment data for the student will not be recorded in the Data Portal and this would result in a lower 2S1
measurement and eventually necessitate the district to create an improvement plan to keep their CTE funding for a
program.

CTED REQUIREMENT

Arizona Education Law ARS § 15-391(3)(d)(e) requires Careerand Technical Education District programs lead
students toward certification accepted by industry as a demonstration of competency inthatindustry. It also
requires students totake the Technical Skills Assessmentsthat demonstratea level of skills, knowledge, and
competenciesnecessary to be successful in the designated vocation orindustry and a passing score of at least
60%.

A-F STATE ACCOUNTABILITY REQUIREMENT

Arizona provides accountability ratings annually toits public-school districts, charters,and schools based on a wide
range of information about the performance of students in schools and districts. On April 24, 2017, the Arizona
State Board of Education adopted the A-F Reporting Arizona 2016-2017 K-8 A-A Accountability Planthatincludes an
indicatorin the College and Career Readiness Category that allows a school 1.25 points for every student who
completes a CTE sequence and passes the Arizona Technical Skills Assessments.
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Appendix B. Universal Test Administration Conditions and Accommodations Guide

Universal Test Administration Conditions

Testadministrationmanuals and guidelines address the need for all students to have a comparable opportunity to
demonstrate achievement by providing them with a testing environment thatis comfortable and free of distractions.
Following are suggested Universal Testing Conditions, Tools,and Accommodationsthat administrators and teachers can
use to meetstudent needs:

e Testina smallgroup, testone-on-one, ortestina separate location such as a study carrel.
e Sitin a specified location within the testing room and/or at special furniture.

e Havethetestadministeredby afamiliartestadministrator. Teacherscannot proctortheirown students, but they can
proctor otherteachers’students.

e Useread-aloud/text-to-speechsoftware and otheraccessibility testing tools, i.e., magnification,and special lighting;
zoom in/out, enlarge font, change font, screen readers, hearing aids, amplification, signing the scripted directions, use
of different color choices, reverse contrast, color overlays, text blockers, and highlighting text.

Chrome Extensions for Universal Test Administration Conditions is a permitted tool foraccessing the Technical Skills
Assessment. Priortotesting, the district's IT Department should ensurethat the applicationis installed and that all
features are functional. The Extensions application should be added to the student's Gmail account and the test should
be openedin the Chrome Browser. To preventissues onthe day of testing, the staffadministrating the testandthe
student taking the test should be familiar with the application’s features (i.e., text-to-speech, highlighter, color overlay,
reverse contrast, text blocker, font changing, screen reading extension).

e Consideralinereadertool for students who struggle withreading. This will help the student focus on the question
and/or answer choice one atatime.

e Wearnoise buffers (headphones/earbuds only for blocking out noise) when taking the test.

e Repeatscripteddirections,if needed, and answer all questionsregarding the directions. Students may benefit by
having directions they can read on theirown.

¢ Astudentmaybe allowedtoreadthe test quietly to himself/herselfif other students are not being disrupted, or the
studentmay sitina differentlocation.

e A studentmaytake the test over multiple sessions and/or multiple days due to test fatigue, illness, school
emergency, or having a parent or guardian remove them from school foran excused absence.

v' Tointerruptthe test, the student should usethe “Pause Test"button.

v" A Resume Test button will display. Click this button to resume testing. The test will resumeat the last question
when paused.

v' If the Pause Test buttonis not used and the student exits the browser, the system will automatically pause within
15 minutes and the student canlog on later using the original password and the system will start the
assessment whereit stopped.

e Extendedtime: Ideally, students should have 2 hours to take the test. ltems are designed with the expectation of a 1-
to 2-minute responsetime foreachitem. If there is insufficient time to complete the test, up to 180 extra minutes can
be added by the test proctoror assessment coordinator.

e Scratchpapercan be usedbut mustbe securely shredded at the end of testing.

e Testsettings and automatic features of the test [Pause Test, Resume Test, Mark for Review, Save Answer,No
Answer (Skip This Question)] should be previewed before testingbegins. Seevisual slides on the testing features in
the How to Take the Assessments PowerPoint found underthe Help Tab and under Links onthe TSA Dashboard.

While some of the items listed as Universal Test Administration Conditions might be included inan IEP or ILLP asan
accommodation, forachievement testing purposes, these are not considered testing accommodations and are available to
any student who needsthem.
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Accommodations for Students with Injuries. A student with an injury, such as abroken hand or arm, may use, as
appropriate, any of the universal test administrationconditions mentioned above. There are no specifictools to support
these accommodations. If the injured student requires an accommodation not mentioned, sendanemail to
CTEAssessmentHelp@azed.gov or call 602-542-5452.

Accommodations for English Leamers (ELs) and Fluent English Proficient (FEP) Students. Foran English Learnerora
Fluent English Proficient Year 1 or Year 2 student, accommodations are intended to allow the student the opportunity to
demonstrate content knowledge even though the student may not be functioning at grade level in English. Students who
are not proficientin English, as determined by the Arizona English Language Learner Assessment (AZELLA), may use,as
appropriate, any of the Universal Test Administration Conditions and any of the EL accommodations mentioned above.
(Thisincludes English Learner (EL) students withdrawn from English language services at parent request.) Reclassified
Fluent English Proficient (FEP) students are monitored for 2 school years. These FEP Year 1 and FEP Year 2 students
may use, as appropriate, any of the Universal Test Administration Conditions and any of the following EL
accommodations. If directions are read aloud, simplified, ortranslated as an accommodation, administrationmust take
placeina setting that does not disturb other students (such as in a one- on-one or very small group setting)..

« Simplified Directions: The Test Administrator may provide verbal directions in simplified English forthe scripted
directions from the Technical Skills Assessment User Guide. Thismust take placein a setting that does not disturb
other students. Notest content or directions embedded within the test may be simplified."

e Translate Directions: Exact oral translation, in the student’s native language, of the scripted directions from the
Technical Skills Assessment User Guide are permitted. Not permitted are translations that paraphrase, simplify, or
clarify directions; written translations; and translation of the test content.

e Translation Dictionary providesa word-for-word published, paper translation dictionary. Students with a visual
impairment may usean electronic word-for-word Translation dictionary with other features turned off.

Accommodations for Students with Disabilities. Students with disabilities may use, as appropriate, any of the Universal
Test Administration Conditions and testing tool mentioned above and any accommodation designated in their IEP about
retesting:

e If anlEP stipulates that a student can take the test more than once, the student can retake the testin the current or
next school year prior to graduation. Special arrangements will be made with the state’s testing coordinator. Also, if
accommodations are not met according tothe IEP as listed above in the Universal Test Administration Conditions
and Accommodations, the studentis eligible to retake the test. This accommodationshould not be introduced for the
sole purpose of testing but used during regularinstructional times. The last score counts.

If a student with a disability requires an accommodation not listed, call 602-542-5452 or send an email to
CTEAssessmentHelp@azed.gov.
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Appendix C. Special Population Definitions

Special Population students with an IEP will automatically be imported from AzEDS during registration. Your SIS
Data Reporterreports them to AzEDS which in turn exports to the CTE Technical Skills Assessment Dashboard.

Individuals with Disabilities (Handicapped) (HA) — A student with any disability as defined in Section 3 of the
Americans with Disabilities Act of 1990 (42 U.S.C. 12102). Thatis,
« aphysical ormentalimpairment that substantially limits one or more of the majorlife activities of that
individual .or
« arecordof suchanimpairment orbeingregarded as having such animpairment. Includes students
evaluated under IDEA and determined to need special education and related servicesand any individual
considered disabled under Section 504 of the Rehabilitation Act of 1973
http://www?2.ed.gov/policy/rights/reg/ocr/edlite- 34cfr104.html.

Limited English Proficiency (LE) — A student with Limited EnglishProficiency who requires assistance to succeed in
a CTE program: a secondary school student,an adult, oran out-of-school youth who has limited ability in speaking,
writing, or understanding the English language and—
« whose native language is not English or
« wholivesina family or community environmentin which alanguage otherthan Englishis the dominant
language.

Economically Disadvantaged (EC) — A studentin a family or anindividual, including foster children, that the Local
Education Agency identifies as low income (based on uniform methods describedin the State Plan) and who
requires financial assistanceto succeedin Career and Technical Education. Thefollowing are examples of eligibility
definitions.

« Annualincome ator below the official poverty line

« Eligibility for free and reduced school lunch

« Eligibility for Aid to Families with Dependent Children or other public assistance programs

« Eligibility for participationin programs assisted under Title | of the WIA

Single Parent (SP) — A student who requires assistance to succeedina CTE program and who
e hascustodyand
e responsibility forthe support and care of one or more dependent children underthe age of eighteeninthe
sameresidence.

Note: For eligibility purposes, a person who provides child support, but no custodial care, is not considered a single
parent. Single pregnant women are eligible for services.
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Appendix D. Secondary Security and Testing Protocol Agreement: Arizona Department of Education,
Career and Technical Education, Technical Skills Assessment System
1. Thetesting administrator is defined as any of the following secondary school staff:

District Assessment Coordinator
Local CTE Director

Testing Administrator
Counseling Staff

e TestingProctor — professional, certified staff, or
teachers

e District Central Office CTE Curriculum Specialist

e CTE Department Chair

e Building Administrator (Principal or Assistant Principal)

2. Testing administrators will take all necessary precautionsto safeguardthe CTE Technical Skills Assessment
information by limiting accessto only those with a legitimate educational interest.

3. Testing administrators will keep related materials, including student passwords, under lock and key thereby limiting
access tothoseresponsible fortheir security.

4. Testing administrators will follow all assessment protocols in the CTE Technical Skills Assessment User Guide such
as the guidelines set forth in the Proctor Instructions for Conducting the Assessments section.

5. Testing administrators will notexaminethe CTE assessments to determinethe content beyond the requirementsto
administerthe assessment. Atnotime willan administrator discussthe assessmentitemsor disclosetesting
informationrelatedtothe CTE Technical Skills Assessments.

6. Teachers mayNOT proctortheirown students, but they may proctor other teachers’ students provided they adhere
to all procedures and policies as stated in this Assessment Security and Protocol Agreement.

7. Students arenot allowedto use electronic devicesincluding cell phones, smart watches, and flash drives. Students
will not use the Print Screen key and save assessment materialsto PC or any other device, and they will not search
the web for information during testing. In no case should students remove assessment material from the room
where testing takes place except under supervision of professional staff.

8. Allpersons havingaccess tothe CTE Technical Skills System should sign the Security and Testing Protocol
Agreement. This agreement should be managed by the district's designated CTE “Administrator” foreach testing
cycle (school year) and kept on file in the school/district for up-to-5 years. The district superintendent should sign
this agreement and enforce disciplinary policy and procedures for the violation of the CTE Assessment Security and
Testing Protocol.

By signingmy name to this CTE Technical Skills Assessment System Security and Testing Protocol Agreement, |
assure the Arizona Department of Education, Career and Technical Educationthat the CTE Technical Skills
Assessment Systemwill be secureand | agree to the testing protocols.

SIGNEDBY:

PRINTED NAME:

TITLE:

DATE:

ADDRESS:

CITY:

DISTRICT SUPERINTENDENT/CHARTEROPERATOR;
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Appendix E. Postsecondary Security and Testing Protocol Agreement:

Arizona Department of Education, Career and Technical Education Technical Skills Assessment System
1. Atestingadministratoris defined as any of the following postsecondary staff:

Testing Proctor — Faculty or Professional staff
Curriculum Specialist

CTE Department Chair/ Director
Occupational Dean

Entity Assessment Coordinator
Perkins CTE Administrator
Testing Administrator
Counseling Staff

2. Testing administrators will take all necessary precautionsto safeguard the CTE Technical Skills Assessment
information by limitingaccesstoonly those with a legitimate educational interest.

3. Testing administrators will keep related materials, including student passwords, under lock and key therefore
limitingaccesstothose responsible fortheirsecurity.

4. Testing administrators will follow all assessment protocols as noted in the CTE Technical Skills Assessment User
Guide such as the guidelines set forth in the Proctor Instructions for Conducting the Assessments section.

5. Testing administrators will not examinethe CTE assessments to determinethe content beyond the requirements
to administerthe assessment. At notime willanadministratordiscussany assessmentitemsordisclose any
testinginformationrelatedtothe CTE Technical Skills Assessments.

6. FacultymayNOT proctor theirown students, but they may proctor other faculty's students provided they adhere to
all procedures and policies as statedin this Assessment Security and Protocol Agreement.

7. Students are not allowed to use electronic devicesincluding cell phones, smart watches, and flash drives. Students
will not use Print Screen key and save assessment materials to PC or any other device, and they will not search the
web for information during testing. In no case should students remove assessment material from the room where
testing takes place except under supervision of professional staff.

8. Allpersons havingaccess tothe CTE Technical Skills System should sign the Security and Testing Protocol
Agreement. This agreement should be managed by the college’s designated testing administrator foreach testing
cycle (school year) and kept on file for up-to-5years. The Occupational Dean/Perkins CTE Administrator should
signthis agreement and enforce disciplinary policy and procedures for the violation of the CTE Assessment
Securityand Testing Protocol.

By signingmy name tothis CTE Technical Skills Assessment System Security and Testing Protocol Agreement, lassure
the Arizona Department of Education, Careerand Technical Education that the CTE Technical Skills Assessment System
will be secure and | agree to the testing protocols.

SIGNEDBY:

PRINTED NAME:

TITLE:

DATE:

ADDRESS:

CITY:
OCCUPATIONALDEAN:
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Appendix F. Sample Assessment Menu with Filters, Report Toolbar, and Assessment Reports (Click for

Video)

REPORT MENU WITHFILTERS. Allfilters are the same foreach report. Make your selection from each dropdown

box. (See the next page for the report menu.)

- Report Selection

Report Name: Statewide Performance Results

This report is organized by Statewide results, Non-CTED results, All CTEDs
selection. Sorted by highest to lowest assessment scores, it shows the nu
average score, and the percentage of students who passed. In this report
suppressed (*). Administrators and teachers can view each school’s perfo
and schools that offered the same program. Available formats: web page
Excel.

Report Selection

Report Name: | Total Program Results

This multiple progr I
ID, program asses: gstayida Performance Results
special population
number of student
PDF and Excel.

Student and Program Assessment Results

Total Program Results

- Assessment Information

Onceareportisselefted fromthe Report Menu
the report filters scr¢en will display.

Any reportcanbeselected fromthe ReportFilter
screen using the Report Name drop-down box.

Timeframe: SPRING 2018
Assessment: | ACCOUNTING AND RELATED SERVICES-(52.0300.0)
- Level

CTED/Non-CTED: | Statewide

School District/
College:

School:

- Demographic Filters

Student Unique ID:

Gender: ALL
Special Population: | ALL
Grade Level: ALL

Generate Report
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REPORT TOOLBAR. All reports have the same toolbar with six options that can be used.

Show Report Parameters

Download to Excel Download to PDF

44t otz b bl H-

1. Clickon the Show Report Parameters linkand it will display all report filters selected.
2. Locatedonthe upper left cormner are the navigational tools.

3. Locatedonthe upper leftcomer are the same options available foreach report.

a " First Page

b. ! Previous Page

*2 Current page number and total page number (page 1 of 2)
d. ’ Next Page
e. " Last Page
=8

4, . Export Drop-down Menu

ﬂ (G

a | FExel ]  ClickExcel formator PDF formatto convertyour report.
F poF  [f

5. GreenDownloadto Excel button will convert report to an Excel format.
6. Blue DownloadtoPDF button will convertreportto a PDF format.
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STATEWIDE PERFORMANCE RESULTS

Level Selection can be usedto generate student data several ways:

1. Studentcountsunder 10 aresuppressed and replaced with an asterisk ()
Level selection can be pulled by four different selections:
a. Statewide

b. Non-CTED
c. AlICTED
d. Single CTED

3. Sample below is based on Statewide selection

Statewide Performance Results

Student counts under 10 are suppressed ()
Sorted by highest o lowest assessment scone.

ACCOUNTING - (52.0300.00)

Spring 201%
CTED Humber of Students Tested| Averape Assessment Score Percent of Students
EVIT East Vallay Insttute of Tachnology 18 7 85
West-MEC Westem Marnicopa Education Center 13 70 78
GIFT Gila Inglilute Tor Technalogy 20 [E] T
PCITED Pima County Joint Technology Education Dastnct - [F] K]
CTD Cachise Technaolagy District 17 62 7
Assessment Pass Score MIA 60 NA
Statewide Ave NIA 3 NiA
D
DISTRICT Humber of Students Tested| Averape Assessment Score Percent of Students
Duncan Unified Distnict " a1 100
Dadr Vallgy Unifigd Digtrig - a0 100
Tempe Linion High Schaal District RE] T 95
Thatcher Unified District 14 (1] Flll
Pioria Unified Schaol District . 87 50
Glandale Union High Scho Distnct 12 (1] 5
Santa Cruz Valley Uinified Disinct " [E] B3
Bangon Unified School Dislrict 17 [F] Fil
Fima Unified District : [F] 33
& t Pass Score HIA [1] NA
Statewide Ave HIA 33 NA
SCHOOL Humber of Students Tested| Average Assessment Score Percent of Students
Duncan High Schaol : a1
Sandra Day 'Connor High School " [T1] 100
Mountain Poinle High School 14 [E] 03
Corona del Sol High Schoel : 72 100
Thatcher High Schaool 14 [1:] i1
Paoria High School " 67 ]
Washinglen High School 12 [1] 75
Rig Rico High Schood " L] B3
Eenzon High School 17 62 71
Pima High Schaal : [1] EE]

Options for this
report include:

eStatewide
eNon-CTED

o All CTEDs
eSingle CTED

Total student
count of 10 or less

is shown by an
asterisk (*).
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STUDENT/PROGRAM ASSESSMENT RESULTS

1. Twotypesofreportscanbe generated.
a. Single student report (automatically senttoteacher attheend of the student’s test)
b. Totalprogram(allstudents) report

2. Thereportbelow is a single student.
a. DemographicFilters must havethe Student UniqueID entered.

Student Assessment Results

SAIS: 99999767

Attending ALHAMBRA HIGH SCHOOL - Date of Test 4/11/2017
ACCOUNTING AND RELATED SERVICES

Your Pass Percentage is : 78%

Percent of

Operational L=

Program Standards Correct
Items on
Responses
Assessment
1.0 | DEMONSTRATE THE STEPS OF THE ACCOUNTING CYCLE 15 50
2.0 | GENERATE PROCEDURES FOR CASH CONTROL 5 5
3.0 | DETERMINE PROCEDURES FOR ACCOUNTS RECEIVABLE AND ACCOUNTS PAYABLE 12 90
4.0 | DETERMINE PAYROLL 8 85
5.0 | EVALUATE ASSETS, LIABILITIES, AND EQUITY 13 90
DEMONSTRATE AN UNDERSTANDING OF BASIC BUSINESS, ECONOMIC, AND FINANCIAL MANAGEMENT
6.0 16 84
PRACTICES
7.0 | APPRAISE COMPONENTS OF BUSINESS OPERATIONS g 71
8.0 | ASSESS THE FINANCIAL PERFORMANCE OF A BUSINESS 11 66
9.0 | USE ACCOUNTING TECHNOLOGY IN MANAGING FINANCIAL INFORMATION 3 100
10.0 | EXAMINE ETHICAL STANDARDS IN ACCOUNTING 5 100

Percent of Total
Responses Correct

ASSESSMENT SCORE

78

3. DemographicFilters must havethe Student UniqueD field blank.
a. Reportdisplaysa single programby all students.

Program Assessment Results

Assessment Report for BUSINESS MANAGEMENT -(52.0200.00)

Program Standards Percent of Percent of
Operational Items Correct

on Assessment Responses
1.0 |DEMONSTRATE PERSOMAL FINANCE PRACTICES 2 a5
2.0 |DEMONSTRATE BUSINESS AND FINANCIAL MANAGEMENT PRACTICES NEEDED FOR AN ENTERPRISE ] 67
3.0 |DEMONSTRATE MARKETING CONCEPTS 11 71
4.0 |DEMONSTRATE GEMERAL MANAGEMENT PRACTICES 17 o8
5.0 |DEMONSTRATE HUMAN RESOURCE MAMAGEMENT FUNCTIONS 21 70
6.0 |PERFORM PROJECT MANAGEMENT FUNCTIONS i0 63
7.0 |USE ACCOUNTING INFORMATION AND FINANCIAL ANALYSES TO MAKE BUSINESS DECISIONS 17 72
8.0 |USE COMPUTERIZED INFORMATION SYSTEMS AND TECHNOLOGY 11 70

This report shows the percentage of correct responses for each standard
based on the responses of all students.
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TOTAL PROGRAM RESULTS

Generate student data by programand assessment score.
Reportis sorted by programand highest to lowest assessment score.

Total Program Results

Total Program Results [CTED, District, and School) Students In
Mosessment | Assesument Schaol OF Attendance e Speci Grade Level | Program Status
Date Score
209 CULINARY ARTS 12050000  04/09/2019 58 Canyon del Ora Migh Schoal ¢ Mo special 1z Final rmeitrengiamphi.com
pogulation
351 CULINARY ARTS 12050000  O409/2019 ] Canyon del Org High Schoal M Ne special 10 Firal reneitren@aenphi.com
populstion
2w CULINARY ARTS 12050000  04/10/2019 ] Desert View High Schoal ' Econcenically 12 Final jozeph|@suedl2 org
Diachvantaged
Incividizals
9: 87 CULINARY ARTS 12050000  O4/18/2019 £ Maricopa High School ’ Economically H Final ErahonSmusd20.0g
Cisachvanzaged
Incividials
3 29 CULINARY ASTS 13050000  04/11/2019 @ Valley Vists High Schood M Mo special 12 Final [T
populstion
ELAN T CULINARY ARTS 12050000  04/11/2019 7 Benson Hgh Schaol F Econcenically 0 Final agoss@bensorsd k12 Az us
Disachvantaged
Indwiduals
2 14 CUILINARY ARTS 12.0500.00 o4/11/2019 7 Benson Mgh School F Mo special 10 Final agoss@bensorsd k12 sz us
pogulation
EP CULINARY ARTS 12050000  04/11/2019 97 Bensen Hgh Schaol F Econcenically 0 Final agossPbensoesd k12 2z us
Dizschvantaged
Inchuiduals
85 34 CULINARY ARTS 12050000 4092019 7 Canyan del Ora High School F Ecanceically 1 Final renaitreer@aenphi, com
Dischantaged
Inciuiduals
2678 CULINARY ARTS 12050000  O4/08/2019 a7 Chardler High Schocl ¢ Mo special 12 Final maock stephanie@cusde. com
pegulation
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This report is sorted by program and from highest to lowest scores.
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