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FOREWORD

Preparing students to succeed in thé' 2éntury is the main focus of the West Virginia
Department of Hucation. Students are enrolled in rigorous courses embedded Witeriliry
learning skills such as comprehension, problem solving, communicating and forming solutions.
The West Virginia Board of Education supports this commitment to teachthgeRtry skills

as schools prepare students to compete in arckasging world.

Writing is one of the most powerful methods of communication, and providing students with
quality writing instruction is a priority in West Virginia schooBtudents must be ught to
articulate their thoughts and ideas clearly and effectivelgd to measure this ability, the West
Virginia Department of Education began a statewide writing assessment in 1984. Since then, the
West Virginia Writing Assessment has been a positivieience in promoting the teaching of
writing in West Virginia schools.

The traditional paper/pencil assessment was administered from 1984 through 2005 when the
West Virginia Department of Education led the first administration of a compasad writiig
assessment called the Online Writing Assessment. This assessment was expanded to grades 3
through 11 in 2008 when the West Virginia Department of Education conducted an online
writing field test. Online Writing became part of the reading/language atispof WESTEST

2 in 2009, and results from the Online Writing Assessment and WESTEST 2 Reading/Language
Arts were combined to determine studentsd ove
statewide assessment.

This manual, developed by theffice of Assessment, Accountability and Research, West
Virginia Department of Education, is to assist educators in administering the WESTEST 2
Online Writing as part of the West Virginia Measures of Academic ProgressMWR). The

West Virginia Departmén of Education acknowledges and expresses its gratitude to
CTB/McGrawHill for its assistance in the development and administration of this online
assessment.

7B

Dr. Steven L. Paine
State Superintendent of Schools
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Overview of the WESTEST 2 Online Writing

The West VirginiaWESTEST 2 Online Writing is designed to measure the writing ability of
West Virginia students in grades13. This test is to be admitesed to all students in grades 3
11 who are not required to take th&est Virginia Alternate PerformanceTask Assessment
(APTA). Students will conplete theWESTEST2 Online Writing on a secur&Veb sitewhere
theywill use word processing to enter thespenses

Compositions are computscored, using the appropriate grdeleel West Virginia SixPoint
Writing Rubric A score of 1 to 6 is assigned in the analytic traits of Organization, Development,
Sentence Structure, Word Gbe/Grammar Usage and Mecties.

Online Writing is part othe Reading/Language Arts (R/LA) portion WIESTEST 2.Students

do not receive individual score reports tbe Online Writingsession | nst ead, st uden
Writing scores are included thi their overall scores on tHe/LA portion of WESTEST 2 and

will be provided onthe Individual Right Response Repogenerated according to the
requirements of the West Virginia Department of Education.

WESTEST 2 Online Writing requires studetdswrite responseto randomlyassignegassage

and accompanying prongbased on the followingriting genres:narrative and descriptive in

grade 3 andlescriptive, narrative, informative and persuagivgrades 411. These passages and
prompts emphasize Zientury skills, including real arld applications, critical thinking and
problem solving. Students do not have to have specific content or technical knowledge to address
the topic.

As students prepare thesompositiors, they are encouraged tse theprewriting, drafting,
revising andediting aspects of the writing procegsior to submitting theirompositiors for
scorng. Paper and penad provided for those students who ose tohandwritethe prewriting
and drafting stages, but the final essay musubengted electronically.

The testwill not be timed, and every student will be given the time needed to contpkete
assignmentwithin the confines of the testing sessidtowever, it is recommended that an
Examinerend a testvhen a studenstopsworking for more thari0 minutes. At that time, the
Examinermustinstruct the student to submitethomposition The test must be completed in the
same school day in whichid started.

2010 Recommended Windows for Testing
Middle Schools March 1 through March 26
High Schools March 22 through April 9
Elementary Schools March 29 through April 30

Copyright © 2010 by West Virginia Department of Education 1 2010 WESTEST 2 Online Writing



General Test Administration

Testing Conditions for All Students

All students enrolled in grade$ 13, with the exception othose students who meet the criteria
for participation in APTAwill participae in WESTEST 2 Online Writingeven students who
have not beerenrolled in West Virginiafor the full academic school year shall be tested.
Students shall be tested at the grade level in which they are enrolled.

The WESTEST 2 Online Wrihg is a Web-based assessmeatdstudents must have on file an
Acceptable Use of the Internet Fareigned by a parent or legal guardian, as directed by West
Virginia Board of Education Policy 2468afety and Acceptable Use of the Internet by Students
and Educators §1281-3.2.1(refer tohttp://wvde.state.wv.us/policies/p2460.hinHach county
provides its own Acceptable Use of the Internet Form. These forms are availalthe on
following Web site: http://wveis.k12.wv.us/surveys/digital _divide 2007_report22.cfiin a
student desnot have this form on file, he/smeust handwrite the composition and a scribe

will enter the compositionon the Web site.

Standardized Conditions

The WESTEST 2 Online Writingequires standard testing conditiorisach examinermust
adhere to the conditions described in Awninistration Manuabnd theTesting Code of Ethics
(AppendixA, pg. 37). Proper administration of tests plays an integral part in the testing process
and is vital to the accuracy of the test results. Consistency in test admauonsisatrucial To
facilitate student performance during the testing process, certaiitionn for testing must exist.
These include the following

e County test oordinatorgdrincipals/building ¢vel coordinatorséxamines/other county
and school ersonnelmust be trained prior to test administration and must sign the
appropriateéSecure Matrials and Test Procedures Agreem@ippendces BF, pgs. 40-

44) indicating proper training for test administration and test/data security has been
received.

e An examinermust bea currently employed educat@andbr approved employee of the
state, countyor RESA, or areducator of anonpublicschool with a valid West Virginia
teaching licenseor certification granted by the Office of Professional Preparation
Examinersmay include substituteetachers or aides serving asamines for special
needs student® whomthey are instructionally assigne&ubstitute teachsrand aides
must be trained axaminers Aidesmust be preapproved by WVDECTCs must submit
the Requesto Utilize Other Personnel for WESTEST 2 Online Writing Administration
Form (Form 6, p. 33) to Dr. VaughnRhudy, Online Writing Coordinator, no later than
Februaryl5, 2010.

e Student teachers may not serveeasmines.

e Examiners must monitor the students during testing.

e Test administration procedures must be followed in accordance withdiméistration
Manual.

Testing Procedures
e Students and parents shall be informed of the dates and testing schedule prior to testing.

Copyright © 2010 by West Virginia Department of Education 2 2010 WESTEST 2 Online Writing
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Materials used for testing shall be assembled for quick distribution.

Students shall be tested at the grade level ichviney are enrolled.

Students shall be tested in labs/classrooms with adequate lighting and ventilation.

The atmosphere in the testing room shall be positive.

Students shall be seated to deter interaction evithanother

Distractions such as bells, intems, and telephones must be eliminated during testing

sessions so as not to interrupt testing.

e Studentsand examiners must turoff any cellular phones, pagers or electronic devices
during the testing period.

e A ADO NOT DI STURBO s i gloorofthedestindreomp | aced on
The WESTEST 2 Online Writings not timed. Every student must be given the time he
or she needs to complete the assessmetftin the confines of the testingession
However, it is recommended that amaminer end a teswthena student stopg/orking
for more thanlO minutesAt that time, theexaminermustinstruct the student to submit
thecomposition Please note that the test must be completed within the same school day
in which it was started.

e Students who typically takehger to complete tests may be grouped together so they are
more comfortable taking the time they need to complete theTiesse students should
begin testing earlier in the day to allow ample time to complete the assessment.

e Students are to be providetratch papeand pens orpencilsthat may be used for
prewriting and generating a rough draft.

e Sufficient time for studentsd questions sh

e After submittig compositions, tsidents are not permitted to be on tleenputerduring
the testing sessiorSilent reading may minimize class disturbance if students finish
before others.

e Any specific information pertinent to th&/ESTEST 2 Online Writings not to be
displayed in the area during test administration. Fomgka, any teaching aid that may
give students information or help on any part of the test must be removed or covered
during test administration. These may include, but are not limited to, writing posters,
graphic organizers and transitional expressions.

e Assistance to students shall be limited to problems with site navigation, connectivity or
computer hardware.

e Examiners must colledll rough drafts and scratch pap®rich are considered secure
documents. At the end of testjrigese must be collected bye examiner and delivered
to the principal/tuilding level cordinabr, who will ensure that the documents are
destroyd by shreddinglt is not appropriate to throw rough drafts/scratch paper in trash
contaners in the testing room/laRough drafts andcratch paper must be destroyed as
quickly as possible.

e Copying of rough drafts or final essayss permissible.

e TheWESTEST 2 Online Writing passages and promapgssecurenaterials ananust not
be shared.

e Conditions for nonscorableompositionsnclude the following:

1. Blanktestor refusal to take the test 3. Passage/prompt copied
2. Insufficient amount of writing 4. Incoherentresponse

Copyright © 2010 by West Virginia Department of Education 3 2010 WESTEST 2 Online Writing



Invalidation Procedures

Events that occur during testing that jeopardize the integrity of the test or the aauiutesly

results mayresultin est 1 nval i dat Ondine Wstingtest islinfalidatedshe/shd e nt 0 s
will receivea score of) in each of the analytic writing traits, which walffect the WESTEST 2

R/LA score. If an invalidation is determined to be @&dwh of testingt he st udent 0s
informationwill be reset and a different passage/prowifptbe assigned

The &aminer must report any deviation from the standard testing procedures to the
principal/building level coordinator. If the principalitiling level coordinator determines the
situation requiresnvalidation, the following stepsiustbe taken:
1. The principal/building level coordinator immediatetipcumentsthe incident on the
Invalidation Form (Forn?, pg. 31) and givesthe formto the CTC.
2. The CTCinformsthe Office of Assessment, Accountability and Research and together,
decisions on invalidation ar@nline Writing retesaire made.
3. The CTC then informs the principal/building levaordinator of the decisionVerbal
contact must be follovekby written verification.
4. The principal/building level coordinator keeps a copyhef Invalidation Fornand sends
the original to the CTC at the conclusi on
5. The CTC will send a copy of this form to the Office of Assessment, Adability and
ResearchAttention: Vaughn Rhudy, no later than one week after the last day of the
statebds Online Writing testing window.
6. Students must compl ete any retests before
testing window.

Students with IEPs and Section 504 Plans

All students withan IEPor a Section 504 Plamre toparticipate in the \MSTEST 2 Online
Writing at the grade level in which they are enrolled, except for those students who meet the
criteria for participation ilAPTA. These stuents are to receive all assessment accommodations
as outlined in their IEPs or Section 504 Plamsie to federal requirements, the West Virginia
Department of Education requires confirmation that testing accommodations as documented on
t he sdIEPdae mondred when the student takes the WESTEST 2 Online Wrking.
additional information, seBocumentation Procedure for IEP Accommodations on WESTEST 2
Online Writing(pg. 7).

Accommodations

An accommodation is a change in the administration ofassessment, such as setting,
scheduling, timing, presentation formebmpositionmode or others, including any combination
of these thadoes notchange what is intended to be measurelly the assessment or the
meaning of the resulting scorea accommod#on does not change the construct of the test. The
allowable accommodations for theBSTEST 2 Online Writingare as follows:

Copyright © 2010 by West Virginia Department of Education 4 2010 WESTEST 2 Online Writing



Presentation

Directions passagandpromptmay beread aloud verbatirto the student as per the IEP

or Section 504 Plan

o For ablind/partially-sighted student who does not read ContraBiedlle or Nemeth
Code, directionspassagand prompt will be read aloud verbatim

Braille or other tactile form of prithay beuseavh en t hat 1 s the stude

of accessing writte material

Directions, passage and prompay be presentetirough sign language for the student
A secure electroniBraille note takemmay be usedor directions, passage antbmpt for
studentdés composition.

Directions may beephrased(Security guielines must be followed.)
Screerenlargemay be usedbr visually impaired students

A magnifying screen covemay be usedvhen it is the student

accessing written material.
An electronic translator or siggictionarymay be usedtb present directions, passagad
prompt for the student

Response

A scribe may be usedvhen the student is physlbaunable to respond otherwisRefer
to Directions for Transcribingpg. 11).

Braille or other tactile form of prinhay be useavhen thatishe st udent 6s typi

of responding to written material. If student responds in Brailéeribe must transcribe

the studentédés composition to the testing
Refer toDirections for Transcribingpg. 11).

Assistive technology (e.gscreen readeiscreen enlargeradjusted screen resolution to
enlarge textinay be usetb respond

An aide mayprovide physical support for a student if this supp® provided routinely
andthe aide ha been trained as araminer.

Timing/ Scheduling

Supervisebreaksmay be provideds longas students are not able to obtain assistance
on the test

Schedules may be flexible throughout the day of teskrngry student must be given the

time he or she needs complete the exa within the confines of the testing session.
However, the assessment must be completed within the same school day in which it is
started.

It is recommended that axaminer end a tesvhen a studenstopsworking for more

than 10 minuteandinstruct the student to submit tr@mposition

Note: For a complete list of acceptable accommodations and their corresponding WVEIS
codes, please sé®rm 8, pg35.

Copyright © 2010 by West Virginia Department of Education 5 2010 WESTEST 2 Online Writing
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Additional Accommodation Request

A request for a studentith an IEP or Section 504 Plda usean assessment accommodation
that does not appear in this document must be direct&xt.tvaughn Rhudy WESTEST 2
Online Writing Coordinator, Office ofAssessmentAccountabilityand Research This request
must be emailed and received no latthanFebruary 15, 2010. The request must come from
either thecounty test coordinator or thecounty special educationdirector. The following
information must be included in the request:

studentds name, school, county and student
specific requesttaccommodation(s);

rationale for request;

verification that student receives the accommodation(s) on a regular basis during
classroom instruction and classroom assessment and is familith the
accommodation(spnd

e impact onWESTEST 2 Online Writingesuls if the student is not permitted to use the
requested accommodation(s).

Upon completion of the review of the request, thenty test coordinator andcounty special
educationdirector will be notified of the determination.

Copyright © 2010 by West Virginia Department of Education 6 2010 WESTEST 2 Online Writing



Documentation Procedure
for IEP Accommodations on WESTEST 2 Online Writing

Two weeks before WESTEST 2 Online Writing administration,dinenty testcoordinator and

special educationdirector will run the progranWVS.326to print a list of students with their
accommodations as entdrato the WVEIS special education testing record. (Please note IEP
testing accommodati ons must be cor)yectly ente

1. TheWVS.326program report is called Print Special Education Student Testing Options
Report.
a. A copy of the accommodatits listing will be used by thexaminer in the
administration of th&®VESTEST 2 Online Writing
b. The copywill be given to the assignekaminer administering the WESTEST 2
Online Writing to the students listed.
c. The principal/building level @ordinator will monitor the tésadministration to
ensure thexaminer is providing agreeupon accommaodations are per the IEP.
2. Before WESTEST 2 Online Writing administratidhge assigne@xaminer will review
each childbés | isted testing accommodati on(
3. Special education law requires the IEP to be implemented; thereforexatméner must
provide accommodations as defined in the IEP. Any intent to change the
accommodation(s) by the school, teacher or student must be addressed through the IEP
procesgrior to the testing window.
4. After WESTEST 2 Online Writing administration, the assigeedminer will mark the
WVS.326 program repods follows:
a. Underline the name of his/her assigned student(s)
b. Circle the accommodation(s) thakre providedto each of thetudent(s).
c. Asterisk the accommodation(s) thatere not provided to each student and
provide an explanation as to why the student did not receive the
accommodation(s) listed on th¥VS.326

NOTE: The only acceptable reasons toolate the IEP are if thetudent

1) refused to accept the accommodation(s) or 2) finished the test before extra time
was provided, specifically TO3 and T04 on the IEP. Assignemminer(s) must

inform the principalwho informs the gecid education @ector of all hcidents of
students not receiving accommodation(s)
require written documentation in the student fildhe Office of Assessment,
Accountabilityand Researctvill invalidate test and/or retest student(s) when the

school staff did not provide the appropriate accommodations.

d. Sign with legible signature and date of test administration at the bottom of the
report.

e. Return the Print Special Education Student Testing Options REaotd the
school principal/building el coordinator.

5. The principal/building level @ordinator will make copies of aiWVS.326reports for the
school and return the originals of thegreed and dated reports to the coundégtt

Copyright © 2010 by West Virginia Department of Education 7 2010 WESTEST 2 Online Writing



coordinator and/or countyscial educationidector no later thaone week following the
testing. Copies of these listings are to be kept for
a. Office of Educational Performance Audits (OEPA) monitoring process and
b. West Virginia Continuous and Focused Monitoring Process.

6. The county special education director must examinghe WVS.326 Testing Options
Report(s)and immediately investigate any incident in which the student was not provided
the assessment accommodation(s) listed on the IEP as paMBe26 report(s). The
action taken by the county must include a report eflthfindings, 2) conclusions, and 3)
corrective actioataken as a result of the investigation. Thantysuperintendent must
be informed of the incidentand results of thecounty special educationdi r ect or 6 s
investigation must be submitted in writimgthin 30 days to the follow person:

Jim Brown, Assistant Director

Office of Assessment, Accountability and Research
1900 Kanawha Blvd., East

Building 6, Room 330

Charleston, WV 25305

7. West Virginia Department of Education is required to provide theGstte pr ocedur e
ensuringhe accommodation(s) on the IEP is/are the one(s) provided on the assessment(s)
for the Federal Programs Consolidated Monitoring Requirements (EDGAR 34 C.F.R.
76.770) and the Peer Review requirements (Standards and AssessmeReWReer
Guidance, 2004)

Notice: In accordance with both special education monitoring and state special education
complaint procedures, district noncompliance with federal statutory requirements results in
corrective actions and technical assistance, ipr@gmiate. Continued uncorrected
noncompliance at the district/school can result in stappsed enforcementhat may
include a variety of sanctions, including the withholding or redirection of federal and/or state
funds.

Copyright © 2010 by West Virginia Department of Education 8 2010 WESTEST 2 Online Writing



Students with Limited English Proficiency (LEP)

All Limited English Proficient (LEP) studentsre to participate in the WESTEST Online
Writing at the grade level in which they are enrollextept for those students who meet the
criteria for participation in APTA An LEP student is efined in West Virginia Board of
Education Policy 2340, Measures of Academic Progress and Policy 2417, Programs of Study for
Limited English Proficient Student#An LEP student in the State of West Virginia is classified
according to the federal governnmeiefinition as described in Public Law 2Q70, theNo Child

Left Behind Act of 2001

It is recommended that LEP students be assessed at the same time as their regular education
peers in their enrolled gradéevels All LEP students areto receive all asessment
accommodations as outlined in thEP Assessment Participation Documemtfter examining

t he student 6s background characteristics,
accommodations and document their decisions using LEBE Assessment Paipation
Document(Refer tohttp://wvconnections.k12.wv.us/assessmenthtml

WVDE requires confirmation that testing accommodations in all contents areas, as documented
on t he LEP Asdesmentdarticipation Documerdre followed when the student takes

the WESTEST 2nline Writing Please refer to thé&/est Virginia Guidelines for Participation

in State Assessmeraithttp://wvde.state.wv.us/oaa

Accommodations

An accommodation is a change in the administration of an assessment, such as setting,
scheduling, timing, presentation formebmpositionmode or others, including any combination

of these thatloes not change what is intended to be measd by the assessment or the
meaning of the resulting scoresan accommodation does not change the construct of the test.
The allowable accommodations for MEESTEST 2 Online Writingre as follows:

Presentation
¢ Directions passagand prompimay beread aloud verbatim tthe student as per thé&P
Assessment Participation Document
(Refer tohttp://wvconnections.k12.wv.us/assessment.html
e An electronic translator or bilingual dictionanpay ke usedif needed to present
directions passagand prompt to the student.

Composition
e A scribemay be usedvhen the student is physically unable to respond otherwise. Refer
to Directions for Transcribingpg. 11).

Scheduling

The assessment must be combed within the same school day in whichststarted. Every

student must be given the time he or she needs within the confines of the testing session.
However, it is recommended that @mmminer end a testhen a studergtopsworking for more

than 10minutesandinstruct the student to submit tbemposition

Copyright © 2010 by West Virginia Department of Education 9 2010 WESTEST 2 Online Writing


http://wvconnections.k12.wv.us/assessment.html
http://wvde.state.wv.us/oaa
http://wvconnections.k12.wv.us/assessment.html

Note: For a complete list of acceptable accommodations and their corresponding WVEIS
codes, pleassee Form8, pg35.

Additional Accommodation Request

A request for a student to use an assessraecommodation that does not appear in this
document must be directed Dr. Vaughn RhudyWESTEST 2 Online WritingCoordinator,
Office of AssessmentAccountabilityand ResearchThis request must be emailed and received
no late thanFebruary 15, 2010. The request must come from either ¢bantytestcoordinator

or thecounty Title Il director. The following information must be included in the request:

student ds name, school, county and student
specific requested accommodation(s);

rationale for request;

verification that student receives the accommodation(s) on a regular basis during
classroom instruction and classroom assessment and is familiar with the
accommodation(s); and

e impact onWESTEST 2 Online Writingesults if the studeris not permitted to use the
requested accommodation(s).

Upon completion ofhe review of the request, tlteuntytestcoordinator and Title IIDirector
will be notified of the determination.
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Directions for Transcribing

Scribesmay not alter a studeits wor k . Whemascyr iwbaey i s transcribir
written compositionin a statewide test, theeribe mustcopy the exet words the student wrote.

When thescribe is recording oral or sign@mpositiors in a statewide tedte/shemay givethe
student these options wdmposiionecording the stud

e The student mayerbalize the punctuation/mecharggellingas he/shegives the answer
to thescribe.

e The student mayead the writtertompositionand indicate where the punctuatimould
beafter he/she has given the answer

e The student mayse a combination of the above options.

Scribes will adhere to the following:

e Be atrainedxaminer(see pg2). Scribes alsanust be trained prior to test administration
and must sign aBxamner 6 s/ Scri beds Secure Materials
(AppendixE, pg.43), indicating that proper training has been received

e Sign theWESTEST 2 Online Writing Scribe Verification Foffform 3, pg. 30) at the
conclusion of the transcription.

e Prom de a | ocation where other exami nees ar
compositiors.

e List the names and enrollment grades of the students whose essays were tranBeebed.
form is to be sent to thgrincipalbuilding levelcoordinatorupon comgetion.

e Word process theompositionspecificallyas provided either in writing or orallyy the
student.

¢ Remain silent while the student is dictating, signing or writing dbmposition The
scribe can ask the student to repeat a word or phrase for taraing

e If necessary, proofread student essay with anatitdye before word processing student
composition

If transcribing from Braille, the scribe must demonstrate proficiency wraille. If

transcribing from sign language, tleribe must demonsti& proficiency as an interpreter
andscribe. (Corrections of exclusiveBraille errors will be at the discretion of tiseribe.

Braille errors are those errors that occur specifically to that population due to recording
medium. An example could be thesult of the physical typing onBEraille machine such as
typing an Afo as opposed to the intended AdoOo

If transcribing from a handwritten @&railled composition the €ribe must
e record punctuation, capitalization and spejlas provided by the student;

e not complete a studentédés incomplete essay;
e not discuss the studentébés essay with the s
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Home-Instructed Students (Home-Schooled)

Homeinstructed students are students not enrolled in a publmokah the Local Education
Agency and are instructed by a person or persons providing home instruclibey may be
enrolled in a course(s) in the public school systéfomeinstructedstudents may participate in
WESTEST 2 Online Writing under standamhditions administered in the public schools of the
county in which they reside providéhat the home instructor notifiéise countytestcoordinator

of the intentionto participateat leasttwo months prior to the WESTEST 2 Online Writing
session testingvindow.

Homeinstructed students will be assignéj a location for testing with an approved educator

who has completed the requiredaihing as an examinecisbe and signed theNVVBE
Examiner s/ Scribeds Secure Ma@mendidaH, m.8pandd Te st
2) a test date by thmuntytestcoordinator during the testing window.

Each year, homeinstructed studentswill be assigned a9-digit usernameAssessmentiD
Number to use to log in to the testing Web site; this uniqué&ssessment IDusername is
assigned in place of a WVEIS number and also MUST be used for WESTEST 2 to ensure
that t he studentds p €Onliheo Wnitiegn sedion © rcombinede with the
st u d eerformance on the multiple choice section oWESTEST 2 R/LA. County test
coordinators mu s t ¢ o mp $tuwEleneAssessmeent fdentification NumbeiRequest Form
for Nonpublic St udeinstrusted student in ¢hea colnty. hThisni®rm,
available at http://wvde.state.wv.us/oaa/westest index.htmiust be submitted by January
15, 2010.

All homeinstructedstudents participating in the assessments ofMNeMAP shall be required
to follow all testing guidelines and procedures set fortiWest Virginia Measres of Academic
Progress, WVBE Policy 2340, 84.10All home-instructed studentsnust have on file an
Acceptable Use of the Internet FarWiolations of this policy shall result in the loss of testing
privileges. Online Writing is a component of WESTEST 2 Readinglanguage Arts;
therefore, to receive a complete score, students must tabeth the Online Writing and
R/LA sessions

If a public school student chaegyto a homénstructed studenbr a homeinstructed stdent
enrolls in a public schodietween Jauary 29, 2010 andthe start of WESTEST 2he county

test coordinator must notifythe Office of Assessment, Accountability and Researdfest
Virginia Department of Educatiommmediately so that adjustments may be made to ensure the
s t u d eerfarntaise on theOnline Writingcan be combined with h e s tperfdrenante @rs

the multiple choice section 9VESTEST 2 R/LA.

If a student moves fromome school to public school after takitige Online Writingportion,

the county test coondator must recorthe previous Asessmentdentification Numbeon the
AStudent Assessment | D fo NumWES T E Gatadlablye®at For m
http://wvde.state.wv.us/oaa/westest index.html'his form must be submtted by the second

day of WESTEST 2
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Nonpublic Schools (Private/Parochial Schools)

All nonpublic school students may participate in WESTEST 2 Online Writing. Annually, the
nonpublic school administrator(s) must notify tbeuntytestcoordinator ofthes c hool 6 s r e q u
to participateat least two months priorto the WESTEST 2 Online Writing session testing

window. The countytestcoordinator, not the nonpublic school, will receive all testing material

and release the testing materials to the nonpupincipal/assignedbuilding level coordinator

upon completion of the required training and receipt of sigf®@E Principal and/or Building

Level Coordinator Secure Materials and Test Procedures Agreg@ppéndices C and D, pgs.

41-42; required annually).

Each year, nonpublic (private/parochial) school studentswill be assigned a 9digit
usernameAssessmeniD Number to use to log in to the testing Web sitethis unique
Assessment ID username is assigned in place of a WVEIS number and MUST be used for
WESTEST 2 to ensure thatt he st udent 60s p@niline OVritma sectienison t he
combined with the studend performance on the multiple choice section oWESTEST 2

R/LA. County test coordinators must compl ete 1
Number Request Formfor Nonpubl i ¢ St ud-mstrucsed stuemtrin tteac h  h o
county. This form, available at http://wvde.state.wv.us/oaa/westest index.htmimust be

submitted by January 15, 2Q0.

All educators and nonpublic school students participating in WESTEST 2 Online Writing shall
be required to follow all testing guidelines and procedures as set forth in WVBE Policy 2340,
84.11. Violations of this policy shall result in the loss ofitesprivileges. All educators who

have access to secure test materials must be trained annually; the training dates will be
determined by therincipal or building level coordinator at the padipating nonpublic school.

An examiner must be a currently efaped educator of a nonpublic school who holds a valid
West Virginia teaching license or certificatitirough the Office of Professional Preparation
Theexaminer must have been trained and must have onfileadigred mi ner 6 s/ Scr i be
Materials and Test Procedures AgreeméAppendix E, pg. 8) for the purpose of administering

or assisting with the administration of an assessment included in thRIMR/ Online Writing

is a component of WESTEST 2 Readind/anguage Arts; therefore, to receivea complete

score, students must takéoth the Online Writing and R/LA sessions

If a public school student enrolls in a nonpubbtbol or a nonpublic school stient enrolls in a

public school between Jamary 29, 2010, and the start of WESTEST 2, ttmunty teg

coordinator must notify the Office of Assessment, Accountability and Research immediately so

that adjustments may be madeetmm s ur e t hat the studentds perfo
section is combined with t he oisetsectior of WESITESTer f or
2 R/LA.
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Homebound Students

Homebound students are those students enrolled in a public school who, due to injury or for any
other reason as certified by a licensed physician or other licensed health care provider, are
temporarily cofined to a home or hospital for a period that has lasted or will last more than three
consecutive weeks and who meet the eligibility criterisMBE Policy 2310, Assuring Quality
Education: Regulations for Education Prografos home/hospital instruction

All homebound public school students are to be assessed at the schools in whiahethe
enrolled or at alternate testing sites approved byctlumty test coordinator. Online Writing
requires use of a computemdall alternate testing sites must hduéernet access and security
properlyinstalled on the computer. possible a homebound student should attectdo®l on
the days of tdmg; if not possiblethe county testcoordinator will contact Dr. Vaughn Rhudy,
WESTEST 2 Online Writing Coordinatoto determine how to administer the WESTEST 2
Online Writing to that studenthefollowing conditions must be met:

e The examiner must be a currently employed educator and/or approved employee of the
state, county, or RESAr an educator of a nonpublict®ol with a valid West Virginia
teaching license or certification granted by the Office of Professional Preparation.
Examinersmay include substitutdeachers or aides serving asamines for special
needs students when they are instructionally assigdtedent teachers may not serve as
examiners. Theexaminer administering the test must be trained in proper test
administration procedures prior to testing, and must sigh ana mi ner 6 s/ Scr i be
Materials and Test Procedures Agreem@kppendixE, pg. 43). This signed agreement
must be on file at the home school.

e No family member may bein the testing room during the WESTEST 2 Online
Writing administration .

¢ No family member may read any of the test materials.

All test security procedures and scheduiust be followed.

e Online Writing is a component of WESTEST 2 Reading/Language Arts; therefore,
to receive a complete score, students must take both the Online Writing and R/LA
sessions.

Alternative Schools

Students in public alternative education peogs are tested at the school sitéhere they
receive instruction. All test security procedumesd schedules must be followed exactly as
prescribed in theNESTEST 2 Online Writing Administration Manu@inline Writing is a
component of WESTEST 2 Readind/anguage Arts; therefore, to receivea completescore,
students must takeboth the Online Writing and R/LA sessions
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Responsibilities for County Test Coordinator

e attend the annual county test coordinator training for WESTEST 2 Online Writing
provided byWVDE

e inform principalbuilding levelcoordinator of the testade and purpose of the test

e train principalbuilding level coordinatoron the administration of the 2010 WESTEST 2
Online Writing

e document verification of training, se&erification of Trainingfor Principals, Building
Level Coordinators, County/School, RESA Personnel (Examiners/Scribes/Other School
Personnel)AppendixG, pg.45

e establisha plan for the delery of securenaterials

e prepare and deliver school packets that include Administratidanuals and secure
materials

e contactthe Office of Assessmenmiccountabilityand Researcto
0 addstudents to the testing site

ochangst udent s6 grade | evels fddA proper matc
0 obtainpassages/prongpfor students needirsgribes
orequesst udentsé6 | ogin information to be rese

¢ inform the Office of Assessmenfccountabilityand Researcbf testing irregularities
participat e in WVDE investigaions of testing irregularities

e provide complete nonpublic school rostefprivate/parochial and homastructed
students) by established state deadline

Responsibilities for County Technology Coordinator

e ensure public school WVEIS information is ufp-date prior to scheduled data pulls
ensure that all compitersto be used foadministering WESTEST 2 Online Writireye
in good working order

e install or update security on all computers that will be used in testing

e ensure that students have on file atceptable Use of the Internet Fosigned by a
parent or legal guardian as dited by West Virginia Board of Education Policy 2460
Safety and Acceptable Use of theetnet by Students and Educators 844-3.2.1(refer
to http://wvde.state.w.ugpolicies/p2460.html Each ounty provides its owrcceptable
Use of the Internet Form These forms are available dhe following Website:
http://wveis.k12.wv.us/surveys/digital _divide 2007_report22.dfma student does not
havethis form on file,he/shemust hand write the composition and ascribe will enter
the composition on the Web site.
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Responsibilities for Principal/Building Level Coordinator

e attend annual principal/building level training fWESTEST 2 Online Writing provided
by the county test coordinator

e train examiners on the administration oet2ALO WESTEST 2 Online Writing

e documentverification of training, se¥erification of Training for Principals, Building
Level Coordinators, Countgchool, RESA Personnel (Examiners/Scribes/Other School
Personnel AppendixG, pg.45

e senda copy of the Verification of Training to the county test coordinator before secure

materials can be received

inform students and parents of the tededand the prpose of the test

arrangefor the assessment on the days schedwetiecountytestcoordinator

ensure that each student is familiar with the gealgrocedure for @ine Writing

ensure that all compters are in good working order

enaire that security éatures have bearpdated on all compute that will be used in

testing

establisha plan for the deliery and returrof securanaterials

e establisha plan for shredding scratplaper and student rough drafts

e prepare a roster for eaclexaminer listing theexa mi ner 6 s name, the dat
grade level, the school name, the county name, student names schedulsthfpatel
student WVEIS numbers

e provide to examiners a list(WVS.326 program reportpf all students who require
accommodations to ensurbat all proper accommodations are given during the test
according to the studentsdé | EPs and 504 Pl

e distribute 2010 WESTEST 2 Online Writingdministration Manuad, rosters,secure
materials pencils or pens and scratch paper

e arrange for scribes for stuehts requiring that accommodation

e contactthe countytestcoordinatorto
0 add students to the testing site

ochange studentsd grade | evels for proper
orequest studentsd | ogin information to be
¢ inform county testcoordinate of any testing irregularites i ncl udi ng st uder

difficulty logging onto the testing site

To ensure that all students are able to do their best work throughotBS&EST 2 Online

Writing process, certain conditions aexjuired. These conditions are required so that the most
accurate information about the studentsodé ski
enhanced hy

assessingtudents in groups of approximat&@ or less

assessingtudents in a lab/classroomtsng with agquate lighting and ventilation

making necessary arngements for proper seating

eliminating distractions such as ringing bells, intercom announcements or telephones
ringing during theassessment
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Responsibilities for Examiner

Students neetb be motivated to do wello obtain the most accurate results possible. It is
imperative thatan examiner address the assessment in a positive fashibhe ex a mi ner 0 s
attitude and the attitudes of other staff members contribute significantly to teppens and
subsequent performances of the students on the assessméne eddminer conveys to the
students that the assessment is important, their efforts will reflect this attitude. However, the
assessment should not be given such importancettitngs experience high levels of anxiety.

It is essential that students understand the purpose for, and implications WIESEEST 2

Online Writingbefore they begin writing.

Prior to the assessment session:
e attend annual examiner training for WESTESX Online Writing provided by the

principal/building level coordinator

sign security agreement and verification of training

inform students of the date andngeal process of the assessment

becone familiar with directions for thecual assessment admimégtion

demonstrate the online assessment by using the PowerPoint msgsm:

AAdmMi ni st d0WHESHEST h@nlineWrihgd ( The Power Poi nt [

theWeb siteof the Office of AssessmenAccountabilityand Research

e checkclass rostey

e inform the principalbuilding level coordinator of the names of students who are not
listed on the class roster

e checkthelist (WVS.326 program reportf students who are to receive accommodations
according to their IEPs and/or 504 Plans

e remowe or coverany witing posters, graphic organizetsansitional expressions, eton
display in the classroom/testing area

e turn off personal cell phoneand other electronic devices

At the beginning of the assessment session

e create an effective atmosphere for assesshiethe classyom/lab

e haveall materials asembled for quick distribution

e contactthe principalbuilding levelcoordinator if a student experiences difficulbgging
on the testing site
review the instructions in th&VESTEST 2 Online Writing Administi@ati Manual

¢ make sure each student has pencil or pen and attle@e pieces of scratch paper
copy and distribut e to students the orRgage handost ASteps forCompleting the
WESTEST2 Online Writingd (Form 1, pg. 28), the Writing Checklis{Form 2, pg. 29),
and the appropriate gradevel West Virginia Writing Rubri¢available on the TEACH
21 Web site,http://wvde.state.wv.us/teach21/writingrubrjcs/

During assessment session:
e check to makesure student who is taking the assessment is the student whose name
appears on the computer screen
e checkt o make sure student has received a pas
grade level
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e checkWVS.326 program repotb make sure all students whequire accommodations
receive the appropriate accommodations according to their IEPs and/or 504 Plans
e ensure every students given the time he or she needs within the confines of the testing
session.The assessment is not timétbwever, it is recommeded that amxaminer end
a testwhen a student stopgorking for more than 10 minutes. At that time, @&xaminer
shouldinstruct the student to submit tkemposition Please note that the test must be
completed within the same school day in whichaswtarted.
monitor the assessment for irregularities
record on the WESTEST 20nline Writing Irregularity Form(Form 4, pg. 31) any
irregularities that may affect a studentos
e assist students who have problems with site naviggticonnectivity or computer
hardware. Under no circumstances shouldehea mi ner change a studet
becausat is a violation of theTesting Code of Ethic®ppendix A, pgs. 3-39). Also,
DO NOT copy or print passages/prompts and/or studerttngronto a portable storage
devicebecausehis would be a violation of proper test administration practices outlined
in the Administration Manuaand WVBE Policy 2340.

After the assessment session:

e complete and sign WVS.326 program report for any studentested with
accommodations

e collect all scratch paper and rough drafts. These are to be delivered to the
principalbuilding level coordinator who willbe responsible for making sure the items
have been shreddedRough drafts are considered secure dasum It is na appropriate
to throw rough drafts in trash containers in the testing room/lEtesedrafts must be
destroyed asoonas possible.

e report on theWESTEST 2 Onlin&Vriting Testlrregularity Form (Form 4, pg. 31) any
irregularities that mainvalidate results for a student or group ofdgnts

e submit theirregularityform to theprincipalbuilding levelcoordinator.The original copy
of this form should be kept at the local schaoid a copy should be submitted to the
countytestcoordinator

e return to the principal/building level coordinatoa copy of all rosters and test
irregularitiesformsf or t he school 6s record.

The following irregularities on the part of tipeincipal/building level coordinator,examiner or
another student will resuh an investigation:

e assisting a student with the content of the test
typing/ word processing a studentodés composi
e giving students advice or calling student s
capitalization or spelling
e copying passages/prgmt s/ student sé compositions
e cheating
(seeTesting Code of Ethic&\ppendixA, pgs. 37-39)
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Frequently Asked Questions and Troubleshooting
Q. What if a student cannot log into the secure Online Writing testing Web site?

A. First, check to make sure thaudent has entered his or her correct WVEIS number as the
username. Second, make suredkeminer has entered the correct Password of the Day. If these
steps do not solve the problem, notify yquincipalbuilding level coordinator and follow the
WESTEST2 Online Writing Contact Informatiofpg. ii).

Q. What i1 f a student inadvertently |l ogs i n us

A. Do not allow the student to continue. Exit the program using CeftteDelete. DO NOT hit

the Submit Button as this will submit a blank essay ferdtudent whose name appears on the
computer screen. Once you have exited the program, start over and have the student log in again
using his or her correct WVEIS number as the username. Be sure the Password of the Day is
correct.Make sure the name of thestudent on the screen matches the student who is testing.

Q. What i f alewlisincbreent orotlse log vesiftation screen?

A. Do not allow the student to continue. Exit the program using CeftteDelete. DO NOT hit

the Submit Buttonas this will submit a blank essay for the student. Notify your
principalbuilding levelcoor di nat or to check the studentods ¢
student receive the correct grddeel passage and prompt for proper matching with the R/LA

scores from the same gratbvel WESTEST 2.

Q.What shoul d I do i f a studentds computer eniq
inadvertently locks his or her keyboard?

A. Il n Windows, Asticky keyso ar e heShitkelfoval by d
times in sequence or by holding down a modifier key (e.g., ALT, CTRL, etc.) for longer than
five seconds. When Asticky keyso are activat e

Shift, Ctrl, Windows or Alt keys are pressed. Todisdgbet i cky keys, press bot
same time. During Online Writing, a few students are locking their keyboards by hitting
something accidentally or a combination of keys. As a result, the overwrite mode, the highlight
mode, or the typing of strge things may occur. To correct these situations, try pushing both

Shift keys at once or push the Shift key five times.

Q. Wh a t I & computer tiosed eomrted@ivitypcks up after the student has started
typing his or her compositionand/or encouters some other kind of technological glitch that
prevents the students from continuing to type on that computer

A. Restart the computer and have the student log in again. If that does not solve the problem,
shut down the computeWITHOUT SUBMITTING WHAT THE STUDENT HAS

WRITTEN and have the student log in on a different computer. The program automatically
saves the studentédés composition after a certa
student may have lost some of his or her composiigpending on when the last autosave

occurred. Having students write a rough draft on paper before typing the final version may help
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students who might encounter this problem. A student may copy what he or she has written on
the screen onto the scratch pagpe that it can be fiyped on another computer or after logging

back in, but under no circumstances should ekeminer or anyone else attempt to save the
composition to a portable storage device or to print the composition. The scratch paper must be
collected and destroyed in the same manner as student roughldrgfisiportant to note that

when moving a student to a different computer, the student should NOT remain logged

onto the original computer where he or she began workingl'his could cause wiias left on

the studentds original screen to override hi
problem occurs with a computer and the student has to move to a different computer, the
examiner should complete an irregularity form and attach aofistames of students whose
performance may have been affected by the technical difficultyeXdmainer also should notify

the principalbuilding level coordinator, who should notify theounty test coordinator. The

county test coordinator should contact rD Vaughn Rhudy, WESTEST 2 Online Writing
Coordinator, to verify that the studentds ess

Q. What if, because of illness or some other reasarstudent is unable to complete the testing
on the same day after already seeing ttesgage and prompt and beginning the test?

A. Notify the principalbuilding level coordinator, who will notify thecounty test coordinator.

The CTC then will notify Dr. Vaughn Rhudy, WESTEST 2 Online Writing Coordinator. The
student 0s t e ded, hizorlhér usereame wilvbe Iresed, @nd the student will be
assigned a new passage and prompt to complete another day even if the student has completed a
rough draft on paper. The student must be retested within the testing window. Under no
circumstanes should a teacher complete the composition or finish typing the composition for a
student.

Q. What ift h e s cdmpubel |&bs are used for Virtual Schbolasses?

A. Under no circumstances should the administration of WESTEST 2 Online Writingtdisrup
displace students enrolled in Virtual Schools classes. Every effort must be made to limit
di sruption to a school s normal daily academi

Q. What ifa student does not have an Acceptable Use of the Internet Permission Barfile
at the school?

A. WESTEST 2 Online Writing is a Wellased assessment, and students must have on file an
Acceptable Use of the Internet Fosigned by a parent or legal guardian. If a student does not
have this form on file, a scribe will log ontohe secure Web site using
and allow the student to read the passage and prompt. The student then will use scratch paper
provided by the examiner/scribe to handwrite the composition, and the scribe will enter the
composition on the \&b site. A student manead his/her typed compositidefore the scribe
submits the essay. If the scribe types the essay and the student is unable to review the typed
composition before itls submitted, it is recommended that another examiner verify thatthnat

scribe has typed is what the student has written on his/her handwritten copy.
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Directions for Administering the 2010 WESTEST 2 Online Writing

The following script is meant to accompany the prepared PowerPoint presenthicncan be

delivered tostudents in a classroom environment prior to the testing session. The PowerPoint
AAdmi ni steer 2040 t WESTEST 2 Cam | ben excces$¥d i d&ti ng o
http://wvde.state.wv.us/oaahder FileCabinet.

THE FOLLOWING DIRECTIONS ACCOMPANY THE POWERPOINT

These are the directions ftaking the2010 West Virginia WESTEST 2 Onlin&Vriting. A
passage and promptill be assigned to yowhen you log onto the testing/eb site Your
assignedpassage and promptill require one of the following types of writing: descriptive,
narrative, informative or persuasiv@hird grade students will be assigned only descriptive
narrativepassages argtompts.)The promptwill be one that you can write about without having
to remember facts or other information. All of tpassages and promptave been developed so
that you can use your own ideas, words and imagination ingmuposition Once you have
been given your assigngssage and promptou have the option to use tpeovided scratch
paper for prewriting or for eating a rough draft. Type yofinal copy inthe space provided
After reviewing or revisingnotify your examiner that you are ready sobmit your final copy.
Please do your best work.

Your paper willbe scored in the criteria areas of Organization, Development, Sentence Structure,
Word ChoicéGrammar Usagand Mechanics. A paper thathtank, insufficiently developed,
incoherent, or reflects a copying of tha@ssage/promptill not be scored.

This is an untimed assessment, and you will be given the time you need to compose and submit
your composition However, if you stop working for more thaf minutes, you will be asked to
submit yourcomposition You are expected to be wng or typing at thtimes. Anexaminer

may help you only if your computer malfunctions.

The password has been entered for y6éau will log in by typing in your 9digit Student
Assessment Identification Number. This is y9MYEIS number(If you are a homachooled or
private/parochialschooled student, you will use thaligit Student Assessment Identification
Number assigned to you by the West Virginia Department of Edugaiease raise your hand

if you do not know your Student Assessment ID NumBerce you have eared your Student
Assessment | D Number , (NOTEiForlcourtiesavgosenWdVEIS pumisessn t i n
begin with a zero, the leading zero must be included in the username.)

Student Login

Username: |

Password: |

= Exit il Login
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The next screen wilisk you to verify that you are the studeiose name appears on the screen
and that your grade level is corre@llease make sure this information is correct before
proceeding.

(NOTE: Examiners should check each screen to make sure the student whose name appears
on the computer is the student talg theassessment and that the grade level is corject

If the information is correct, you may proceed. If you H@T the student whose name appears
on the screen and/or your grade levéNEORRECT, please STOP and notify tegaminer.

Confirm Your Information

Thank you for logging in to take the
WESTEST 2 Online Writing Test.

You have logged in as:
Smith, John

2

and you are in:
Grade 10

If the above information is correct, click "Continue™
to begin. If any information is not correct, please
raise your hand and get the examiner's attention.

| Log In Again | | Continue = |

The next s@en will providea passage and accompanying prompt. Take your time and read the
passage and prompt carefully. Theeseen will be the main menu for writiggur composition.

Wit Jonathon Smith e Ve e
CTTONS: e the pasmage and prompl and type a compositon i the bos bl

Passage:

It is recommended that you use the scratch paper you have been giveewfating. You may

wish to brainstorm, create an outline or apply other prewriting skills that you have found to be
successful in past writing assignments. Yalso mayhandwrite a rough draft of your
compositionprior to typing your finatopy.

Remenber to address theassage andrompt you have been assigned. For the most part, how

well you express yourself will determine the score you receive. An insufficient amount of
writing will not be scored.
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From this screen, you also have the option of opetie Writing Checklistby clicking on the

CHECKLIST tab.

Writing . Jonathon Smith

TR

I

WRITING CHECKLIST

ORGANIZATION
focus is dear.

- My
+ My purpose is clearly stated in a topic sentence.
« My ideas are summarized in a conclusion.

DEVELOPMENT

+ My main idea is supported with details and examples.
« My ideas are logically presented.

SENTENCE STRUCTURE
+ My sentences are comect.
«+ My sentences vary in length and complexity.

WORD CHOICE and USAGE

= My word choice is vivid.
+ My noun, pronouns, verbs, adjectives and adverbs are used correctly.

MECHANICS

* My punctuation is corect.
« My capitalization is correct.
« My words are spelled correctly.

£

You also camacass the West Virgini&Vriting Rubric from the main scredwy clicking on the
RUBRICtab. Thisrubricwill be used in the scoring of yoaomposition

Return to the maiscreen by clickindENTER ESSAY
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