La Promesa Early Learning Center Testing Policy and Procedures

· All students enrolled at La Promesa Early Learning Center (LPECL) must complete each assessment required by the New Mexico Public Education Department. Federal and State Law require all students to participate. 
· Students not capable of completing an assessment due to medical and/or physical conditions must file a waiver. This waiver must be filed through the District Test Coordinator and director of the school to be sent to the NMPED assessment bureau for approval.  
· Student privacy in standardized assessments is the number one priority according to the Family Educational Rights and Privacy Act (FERPA). If student testing information must be transmitted, this should be sent by a secure form.  

· LPELC is expected to complete all assessments online. Computer Based Testing (CBT) is required by NMPED as PED will revoke any paper assessment orders not supported by a waiver. 

· Assessment Roles and chain of command: NMPED Assessment Bureau( Charter Administration( District Test Coordinator( Test Administrators and Proctors. 

· LPELC Administration;

(1) designates District Test Coordinator;
(2) verifies procedures are followed correctly; and
(3) signs Superintendent Verification form filed with NMPED twice per year. 
· District Test Coordinator or DTC means the licensed school instructor, counselor, student success advisor, or administrator in LPELC designated by the charter administration with the overall responsibility for:

(1) handling, storing, and distributing standardized tests;

(2) recording standardized test distribution by booklet or answer sheet number;

(3) collecting and administering standardized tests;

(4) training school personnel in test security matters;
(5) following proper administration procedures; 

(6) create testing schedules and ensure procedures are followed for each assessment;
(7) developing and disseminating handouts;

(8) providing training about assessments to test administrators;

(9) provide administration manuals;

(10) communicate assessment information to school, parents, and community;

(11) ensure all procedures for standardized testing comply with 6.10.7.12 NMAC; and

(12) carry out infrastructure trails and online testing preparations. 

· Test Administrator (TA) must hold a valid NMPED instructor or administrator license and must be trained by DTC for any test administration. 
(1) review the standardized test administrator’s manual so that administration procedures are understood; 
(2) administer the standardized test according to the directions and specifications in the standardized test administrator’s manual; 
(3) only administer the standardized test during the designated test administration window provided by DTC;

(4) return the standardized test, materials, scratch paper to the LPECL DTC after the completion of each assessment and/or testing session;

(5) strictly monitors students during testing; and

(6) reports irregularities to the DTC and school administration.

· Proctors: a designated, trained person who assists the test administrator during the time of testing. 

(1) assist TA but don’t act as Test Administrator;

(2) trained by DTC on test security;

(3) hall monitor/restroom escort; and
(4) no parents in child’s or relative’s room.
· Assessment schedules will be provided by the DTC to staff at LPELC before the testing window of each assessment. Staff can request changes to the testing schedule only with approval of DTC and/or administration. 

(1) test within NMPED-designated window;

(2) test on any school day, Monday to Friday in the mornings, afternoons, or both;

(3) TA’s must follow testing schedule provided by DTC. Schedule is made by grade levels and homeroom teacher and not subjects. Changes to the schedule must be reported to DTC and/or administration;
(4) DTC decides days and times to schedule classes by homeroom teacher and not subject; 
(5) discrepancies with the schedule provided by the school’s DTC must be reported to the DTC who will then report to administration; and
(6) Any type of make-ups (absences or retakes on certain assessments) will only accommodate the students’ lunch and recess times. Times and location for make ups will be up to the DTC’s and administration’s discretion only. 

· Test Security protects the student, the staff, the test and all other stakeholders. Test security is important:

(1) So that student responses are a true representation of what students know and can do;

(2) So that assessment data used for accountability are valid and accurate;

(3) So test items can be used across years to allow for comparability;

(4) So that investments, time, and energy are protected;

(5) So students’ and teacher’s information is private and protected. 
· Any security breach must be immediately reported to DTC. 
· La Promesa Early Learning Center yearly assessments are followed and each one must comply with the rules stated above:

(1) Northwest Evaluation Association (NWEA): Taken three times each school year, beginning, middle, and end of year. NWEA is a computer adaptive assessment utilized to measure individual growth in mathematics (Kinder through 8th grade), reading (Kinder through 8th grade) and language (3rd grade through 8th grade).
(2) Istation: Taken three times each school year, beginning, middle, and end of year. This assessment is also utilized each month to progress monitor each students to track individual development. Istation data for English Reading and Spanish Reading (Lecture) must be reported to NMPED. (Kinder through 3rd grade). 
(3) Wida Access for ELL’s 2.0: English proficiency assessment to measure English skills of language learners. Taken once a year at the beginning of the second school semester. Data is reported to NMPED. (Kinder through 8th grade). 

(4) Wida Screener for ELL’s: Taken once a year within the first two weeks of the school year or first two weeks of enrollment. Placement exam to assess English proficiency levels. (Kinder through 8th grade).

(5) Las Links or approved Spanish language proficiency assessment: Taken once a year in the second semester of the school year. Data is reported to NMPED. (Kinder through 8th grade).

(6) Standard Based Assessment Science (SBA Science); soon to be replaced by the New Mexico Assessment of Science Readiness (NMASR): Taken once a year by two different grade levels. SBA 4th and 7th grades, NMASR 5th and 8th grades. Data is reported to NMPED.

(7) Standard Based Assessment for Mathematics and Reading: Taken once a year towards the end of the school year by 3rd through 8th grades. Data is reported to NMPED.
(8) Writing Assessment: Taken three times each school year, beginning, middle, and end of year. Administered in the classroom to each student and graded by the individual English and Spanish teachers. 

(9) Kinder Observation Tool: Taken once a year at the beginning of the school year with all kinder students. 

· Assessment dates are mandated by NMPED and DTC only. 

· Changes to this policy can only be completed by DTC and approved by administration team and governance council. This policy was revised 4/26/19.
· For information about each assessment DTC must be contacted. 
