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December 7, 2005
MEMORANDUM

TO: 

System Test Coordinators

FROM: 
Sharron Hunt, Ph. D.



Director of Testing
SUBJECT: 
Update for the January 17-20, 2006 Administration of the 

Grade 5 Writing Assessment and Middle Grades Writing Assessment (MGWA)

To assist you in the 2006 administration of the Grade 5 Writing Assessment and the Middle Grades Writing Assessment (MGWA), reminders for the assessments are enumerated below.

REMINDERS
Barcode Labels:
· ALL systems will receive barcode labels to pre-identify demographic information on the student Answer Documents.  Directions are carefully detailed in the System and School Test Coordinator Manuals and in the Examiner’s Manual.  Please note that NO changes are to be made directly to the labels.  Examiners should verify the visible information on the label.  If the information is incorrect, Examiners should notify the School Test Coordinator, providing the correct student information. The School Test Coordinator should then inform the System Test Coordinator of the needed changes/corrections to the student information.  The System Test Coordinator should subsequently contact the person responsible for updating the Student Information System, requesting that changes be made as soon as possible to the student file.
· Please do not destroy or discard any labels.  School Test Coordinators should retain unused labels with school test documentation records.  Labels may be destroyed once results are received.
· For students who do not have a barcode label, use only student FTE numbers in the Student Identification box.
· The watermark in the space for the barcode label is intended to assist in the placement of the barcode labels.  Please make certain that the label is placed with the student’s name on the left side of the space, covering the watermark.  Student labels should not be placed at the top of the answer document.
Procedures:
· Inventory all test materials upon receipt.  The amount of materials shipped was based on the information supplied via Pearson Education Management’s Schoolhouse Web site.  If you did not receive materials, or need additional materials, you should place an order via the Schoolhouse Web site at www.schoolhouse.ncs.com as soon as possible.  Should you have questions regarding this process, contact Ms. Marlyin Robert at 1-800-627-7990 X 6783.
· Training must be provided for School Test Coordinators, Examiners, and Proctors prior to test administration.  A sign-in sheet should document that participants attended the training.  This form should be retained in the School Test Coordinator’s school test documentation file.

· Please note the instructions in the manuals regarding the State Required Code (SRC).  Even though this information is embedded in the barcode label, complete this section for ALL students who have a SRC.  This will provide backup information to assist us in the identification of students whose SRC status may have changed after the identification labels were printed.
· Psychoeducational centers should not use the 6xxx series state school codes.  Students should be coded with the state school code of their home school where their FTE is collected.
· Examiners should assure that students write their final drafts on the lined pages of the Answer Document during the time allotted for the testing sessions.  
· Materials will arrive in systems by January 6, 2006.
· Georgia Center for Assessment (GCA) should receive Grade 5 Writing Assessment and Middle Grades Writing Assessment documents no later than January 30, 2006.
Accommodations:
· The prompts must not be read to, or interpreted for, students in grades 5 and 8.  Exception:  the prompt may be read to students who have that requirement listed in their Individualized Education Plan (IEP), Individual Accommodation Plan (IAP), or Limited English Proficient Test Participation Committee (LEP/TPC) Plan.  All accommodations should be consistent with the student’s regular instructional program.

· System Test Coordinators may enlarge the prompt and the lined pages of the Answer Documents for visually impaired students.  These materials should be returned to the System Test Coordinator with all other test materials.
· Co-Writer and Writing Frames are not standard accommodations.  Write Out Loud is a standard accommodation if all edit functions such as spell and grammar check have been disabled. 
· Word processors are not allowed unless it is a part of the student’s IEP, IAP, or 504 Plan and are a part of the regular instructional program accommodations.  Edit functions must be disabled for a standard administration.  If a word processor is used, place the printed copy of the student’s final draft inside the answer document and write the student’s FTE number in the right hand corner of the printed final draft.

Grade 5 Writing Assessments Only:
· Dictionaries are allowed only during the revising portion of the writing assessment.  Students should use no other reference materials at any other time during the assessment.

· The assessment may be administered in one or two days.

· Pencil or blue/black ink pen may be used on the final draft.

· If regular education students need extra time, the examiner may give up to five additional minutes per session.

· Results will be shipped to school systems by May 8, 2006.

Middle Grades Writing Assessment Only:

· Students should not use dictionaries or any other reference materials at any time during the assessment.

· A blue or black pen must be used on the final draft.

· If regular education students need extra time, the examiner may give up to ten additional minutes.

· The School Test Coordinator should return the MGWA Test Security Form signed by each Examiner/Proctor to the System Test Coordinator, who will keep the forms on file for reference.

· Results will be shipped to school systems by April 28, 2006.

If any additional information is required, please contact Dr. Jeff Barker at the Testing Division of the DOE by phone at (404) 657-4122 or via e-mail to jbarker@doe.k12.ga.us.
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cc: 
System Superintendents


Mrs. Kathy Cox, State School Superintendent

Dr. Ida Love, Deputy Superintendent


RESA Directors

Psychoeducational Program Directors


Ms. Lynn Roberts
