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Proctoring Performance Series Tests
Best Practices

Understanding Performance Series Tests

Performance Series tests do not use time limits. As a result, the length of time to
administer the test varies based upon the performance of each individual
student. On average, each Performance Series assessment takes approximately
one hour to complete. Remember that the test can be taken over a period of two
weeks, so a student can easily finish a test within the constraints of one to two
class periods.

Inform students that the test is designed for them to get some questions correct
and some incorrect. Students should be encouraged to try their best and to
remember that this test is to help their teacher better help them in the classroom.

Because this test is adaptive, some students will have a very different testing
experience than they’ve ever had:

B Low end of the distribution curve

Historically, lower-performing students generally feel successful after assess-
ing with Performance Series. This is a new type of testing experience for this
group, since they are accustomed to having difficulty on every question. We
have seen students become excited when viewing questions they can answer
confidently, in contrast to their customary experiences with grade level tests.

¥ High end of the distribution curve

At the other end of the curve, we understand that higher performing stu-
dents are accustomed to completing assessments before others in the class
and successfully answering most, if not every, question correctly. This will
not be their experience with Performance Series. They will be challenged
with questions of increasing difficulty—it is imperative that they understand
they are not expected to answer every question correctly.

Even with an explanation, occasionally some higher-performing students
attempt to “beat” the assessment, trying to answer questions on topics they
have not yet encountered instructionally. As a result, students whose instruc-
tional level is significantly higher than their current grade level may experi-
ence longer testing times because these more challenging questions may take
longer to answer.

B Middle of the distribution curve

The students performing in the middle of the curve will have an assessment
experience that is most like a traditional assessment. They will get some
questions right and some questions wrong and may have the shortest testing
time of the group.
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Since Performance Series uses the students’ own responses to determine the difficulty of subsequent
questions, coaching will quickly get the student into a level he or she cannot complete successfully. Allow the
testing software to target the specific instructional level of each student so that the questions adapt to the
particular needs of the test taker.

Using computer-adaptive testing will require students to possess some knowledge of computer use. Students
should be able to do these things already:

Use a mouse to point and left click

Scroll up and down a web page

Enter necessary student information (if required).
If you are not sure that your students have these skills, please assess their skills or teach them prior to
beginning the test. Older students may assist in their own testing process by entering their identification and
name for testing. You should enter this information for younger students.
The following types of interactions will not help the student and should be avoided during the test:

Reminding them of the time

Asking individual students about the test

Helping students with words or problems that are too difficult for them

Talking with other adults who may enter the room

Suggesting test-taking techniques

Reading any part of reading passages to the student

Helping students narrow their answer choices

Providing any help with reading passages or question content or meaning (outside IEP requirements)

Allowing students who have finished the test to stay in the room, wander around, and/or talk with others
that have finished

Hovering over the students as they are tested

Students may need help with tasks that do not directly affect the content of the test. Be aware of these
situations and be prepared to deal with them:

Stopping and starting a test for a bathroom break.

Stopping a test if the proctor notices fatigue, or if the student’s educational plan calls for shortened test
sessions.

Help with logging in, scrolling, pointing, and clicking

Accommodations for individual needs can greatly enhance Performance Series’ accuracy in defining a
student’s instructional level. Any accommodations should be approved by the district testing coordinator and
recorded with the results of the student’s assessment. A number of accommodations inherent to
Performance Series benefit all students as they test:

Spanish Language Instructions

Students who speak Spanish can view test instructions (login and navigation) in Spanish to help guide
them through the test. Students can select to view instructions in Spanish from any login screen that
appears before they start the actual test.

Oral Readers

Students who need to read orally for auditory as well as visual input can do so without affecting test
results. However, oral readers may need to be placed at stations away from other students, have the test
administered individually rather than in a group setting, or be provided a “talk back” system (specially
designed headsets). As with any computer equipment, please test the device to see whether it will work
with the testing computer and browser before beginning the actual assessment

Page 2 Copyright©2006-2009 Scantron Corporation 8/2009
All rights reserved



—
SCANTRON

Magnification
Students who have difficulty reading can increase the page sizes without affecting the delivery or accuracy
of Performance Series. However, this accomodation may require stations placed farther from their peers,
since the text will be visible at a distance. You can increase the page size through Internet Explorer 7 or
Safari:

IE 7: Press Control and + to increase; press Control and - to decrease.

Safari: Enable Zoom, then press OpenApple, Option, and + to increase; press OpenApple,
Option, and - to decrease.

Assistive Devices

Assistive devices that replace the mouse for input may be used if compatible with the hardware and
browser software. Again, you should test such devices thoroughly before beginning the assessment. If the
assistive device is not compatible or if additional assistance is needed, someone else may record a stu-
dent’s answers.

Work at an Individual Rate

Students can work at their own rate. If shorter test sessions are necessary, the proctor may stop and
restart the test at times predetermined by the teacher. This decision should, of course, be made prior to
beginning the test—especially if the proctor is someone other than the students’ teacher.

Point and Click and Fine Motor Skills

Students need only to point to any part of an answer and click for their response to be recorded. This
eliminates the need for students who experience difficulty with fine motor skills to darken a circle com-
pletely, or even to point to a circle to show their response

Keyboard
If a student has difficulty using the mouse, they can use the keyboard to answer questions and scroll up or
down.

For more information, see the Performance Series Users Guide, Data Entry/Proctot’s Version, available on the
Documents tab within Performance Series.

Schedule the Computer Lab for the testing dates and times

Allow at least 1 hour of testing time for each subject area (students may be in the lab longer than this)
Allow at least 10 minutes between test sessions to allow for change of classes.

We recommend avoiding scheduling tests back-to-back.
Secure required Student IDs for each Test Session.

Verify with the Site Location Controller that all Student Names and IDs, including any new students,
have been entered into Performance Series.

Enter any new students that are not currently set up in Performance Series (see the Performance Series User’s
Guide for details)

Prepare the computers for testing
Turn screen savers off & clear the cache on each computer

Clean the mouse and display/monitor on each computer
Prevent unnecessary security interruptions:
Open the Internet browser on each testing machine.
Go to Tools and select Internet Options.
Go to the Security tab and click Custom Level.
Scroll down to Miscellaneous and locate Display Mixed Content.
Under Display Mixed Content select Enable.
Click OK to save.
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Turn off all popup blockers and content filters on each machine, or set them to always allow www.edper-
formance.com through.

Ask teachers for assistance in preparing students for the online tests
Verify that students know their IDs (and passwords, if assigned) and can use a mouse, including scrolling,
Ask teachers to have students bring books to read if the test is completed early.

(Optional) Make sure the appropriate “Taking a Performance Series Test” handout is available at each
testing computer.

(If necessary) Set up any necessary accommodations for students being tested (such as starting grade level
for each subject area, having someone available to read the screen, any Microsoft Accessibility features,
etc.). See the Performance Series User’s Guide Administrator’s, Teachet’s, or Data Entry/Proctot’s Version for
details.

Consider verifying that each computer to be used for testing has logged on to Performance Series at least
once. If it has, that computer has stored the Site ID, and will not prompt the student to enter it. If it
hasn’t, you may want to enter the Site ID for students, especially for students in grades 2 through 5.

When you administer or proctor a test, perform the following actions:

Instruct students to open an Internet browser Open the browser
OR OR
Come in before the test and open a browser on all Come in and sit in front of a testing computer.

testing computers.

Instruct students to point the browser to Navigate to the provided site.
http:/ /www.edperformance.com
OR
Come in before the test and point the browser to this Come in and sit in front of a testing computer.
site on all testing computers. Change test instructions to Spanish, if
preferred.

Re

ad the test instructions out loud to the students (see  Listen while the proctor reads test instructions

the appropriate grade level script for details). out loud.

Instruct students to select the appropriate subject area.  Click the appropriate subject area. Change test

instructions to Spanish, if preferred.

Provide students with the Site ID (if necessary) and Type the Site ID and Student ID in the
each student’s Student ID. If your site uses student and/ appropriate areas. (If required) Type the stu-
or site passwords, instruct the students to enter them. dent password and/or the site password in

the appropriate areas.

Change test instructions to Spanish, if
preferred.

Click Next.

Observe and monitor student behavior during testing. ~ Take the test.
Document irregular student behaviors to aid in

interpreting or spoiling scores.
Keep track of any student who does not finish the test
or is absent.
Page 4 Copyright©2006-2009 Scantron Corporation 8/2009

All rights reserved




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails true
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness false
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
    /Garamond
    /Garamond-Bold
    /Garamond-Italic
    /Interstate-BlackCompressed
    /Interstate-BlackCondItalic
    /Interstate-BoldCompressed
    /Interstate-BoldCondItalic
    /Interstate-LightCompressed
    /Interstate-LightCondItalic
    /Interstate-RegularCompressed
    /Interstate-RegularCondItalic
    /LCD2Bold
    /LCD2Light
    /LCD2Normal
    /LCD2Ultra
    /LCDBold
    /LCDLight
    /LCDNormal
    /LCDUltra
    /SymbolMT
    /Wingdings-Regular
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages false
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages false
  /ColorImageDownsampleType /None
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages false
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages false
  /GrayImageDownsampleType /None
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages false
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages false
  /MonoImageDownsampleType /None
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile (None)
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<
    /ENU ([Based on '[High Quality Print]'] Use these settings to create Adobe PDF documents for quality printing on desktop printers and proofers.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /BleedOffset [
        0
        0
        0
        0
      ]
      /ConvertColors /NoConversion
      /DestinationProfileName ()
      /DestinationProfileSelector /NA
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure true
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles true
      /MarksOffset 6
      /MarksWeight 0.250000
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /NA
      /PageMarksFile /RomanDefault
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /LeaveUntagged
      /UseDocumentBleed false
    >>
    <<
      /AllowImageBreaks true
      /AllowTableBreaks true
      /ExpandPage false
      /HonorBaseURL true
      /HonorRolloverEffect false
      /IgnoreHTMLPageBreaks false
      /IncludeHeaderFooter false
      /MarginOffset [
        0
        0
        0
        0
      ]
      /MetadataAuthor ()
      /MetadataKeywords ()
      /MetadataSubject ()
      /MetadataTitle ()
      /MetricPageSize [
        0
        0
      ]
      /MetricUnit /inch
      /MobileCompatible 0
      /Namespace [
        (Adobe)
        (GoLive)
        (8.0)
      ]
      /OpenZoomToHTMLFontSize false
      /PageOrientation /Portrait
      /RemoveBackground false
      /ShrinkContent true
      /TreatColorsAs /MainMonitorColors
      /UseEmbeddedProfiles false
      /UseHTMLTitleAsMetadata true
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [300 300]
  /PageSize [612.000 792.000]
>> setpagedevice


