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Iowa Assessments Responsibilities  

Personnel Responsibilities 

Building 
Administration 

• Complete the KITE Module IA Assessment: Bldg Admins & Test Coords 17-18 
• Develop a testing schedule by referencing Creating a Testing Schedule p.12 
• Ensure testing procedures are valid and ethical according to Administration Requirements for Iowa 

Assessments pp. 5-7 and Test Security Guidelines  pp. 8-9 
• Ensure student enrollments are accurate in Infinite Campus 
• Provide support for the building test coordinator  
• Communicate with parents using the Flyer for Parents sample on p.24 

• Upon parental request provide Iowa Assessment Opt Out Form sample on pp. 22-23 

Building Test 
Coordinators 

• Complete the KITE Module IA Assessment: Bldg Admins & Test Coords 17-18 
• Ensure all test administrators are trained before administering the Iowa Assessment 
• Support valid and ethical testing according to Administration Requirements for Iowa Assessment pp. 

5-7 and Test Security Guidelines pp. 8-9 
• Ensure secure storage of testing materials 
• Create process for distributing testing materials and affixing barcode labels to answer folders 

by referring to Process for Distribution of Materials and Barcode Labels p. 16 

• Ensure students are given appropriate accommodations according to Accommodation for Special 
Education Students p. 13 and Accommodation for English Language Learners p. 14-15 

• Supervise staff check out and check in of materials on Materials Check Out Sheet p. 17 
• Order missing labels by April 5 on the electronic form Order Form for Additional Barcode Labels 

at  http://fs8.formsite.com/DMPSchools/form180/index.html 

• Ensure ELL accommodations are documented with the ELL department– link on website 

• Organize and return  appropriate materials to Assessment, Data, and Evaluation Department 
and Central Stores according to Returning Materials Checklist for Test Coordinators p. 26-27 

• Store ‘Directions for Administration’ manuals at school for future use 

Test 
Administrators 
(teachers & 
staff) 

• Complete training on Administering the Iowa Assessment -a KITE module, The Iowa 
Assessment for Teachers and Staff , is available to use if you choose 

• Implement valid and ethical testing procedures in accordance with Administration Requirements 
for the Iowa Assessment pp. 5-7 and Test Security Guidelines pp. 8-9 

• Become familiar with ‘Directions for Administration’ manual before administering test 
• Refer to Teacher Guide to Administering the Iowa Assessment pp. 20-21, and Procedures for Handling 

Testing  Irregularities and Emergencies p. 19 as needed  

Target Audience Module/Presentation  Date 

Building Administration and Test 

Coordinators new to administering 

the Iowa Assessment 

Presentation- Best Practices in 
Administering the Iowa Assessment 

Tuesday, Feb. 27, from 3:30 - 4:30 p.m.  

Dean Operations Center,  

1917 Dean Ave. 

Conference Room 112 East  

Building Administration and Test 

Coordinators that are familiar with  

administering the Iowa Assessment 

Complete the KITE Module-The Iowa 
Assessment for Building Administrators and 
Building Test Coordinators 

Sent via Monday Memo to Building 

Administrators and emailed to Test 

Coordinators  

Test Administrators (teachers & staff) 

Attend training on administering the 
Iowa Assessment OR complete the 
KITE Module-The Iowa Assessment for 
Teachers and Staff 

Complete prior to Administering the Iowa 
Assessment 

Iowa Assessments Training Modules/Presentation 

http://fs8.formsite.com/DMPSchools/form180/index.html
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Important Dates to Remember 

Friday, February 2 Orders for additional Directions for Administration manuals must be received 

by Assessment, Data, and Evaluation Department.  *Form E manuals 

work for Form F  

Friday, February 9 Infinite Campus enrollment information should be accurate for 

production of barcode labels for answer folders. 

Tuesday, February 27 Best Practices in Administering the Iowa Assessment  and Q & A 

session for building administrators and testing specialists new to 

administering the Iowa Assessment. 

Monday March 5 – Friday, March 9 Testing materials delivered to schools by Central Stores.     

*Barcode labels come separately to the Assessment, Data, and 

Evaluation Department @ Fleur. You will be notified when they are 

available for pick up.                                     

Approximately Tuesday, March 20 Barcode labels available for pickup at Assessment, Data, and Evaluation 

Department @ Fleur at the Welcome Center (front desk) 

Friday, March 30 Infinite Campus information should be accurate for determination of 

participation rate. 

Monday, March 26– Friday, March 30 Distribute Flyer for Parents in appropriate languages. 

Monday, April 2-April 8 (elementary & middle) 

Wednesday, April 4—April 10 (high) 

Official determination of enrollment for state and federal participation rates. 

Students enrolled continuously in the district during this time period must 

be tested. 

Monday, April 2– Friday, April 13 Testing period 

Wednesday, April 4 Test Date for High Schools 

By Friday, April 6 Transfer of Materials request submitted to Central Stores to pick up boxes of  
test booklets and Try Out booklets.  

http://fs8.formsite.com/DMPSchools/form81/index.html 

Friday, April 13-Thursday, April 19 Check-in of student answer folders to Assessment, Data, and Evaluation 

Department at the Prospect Building (Formsite link will be emailed 

during the first week of testing)  

Approximately May 23 Estimated date for pick-up of score reports from Iowa Testing Programs 

from the Research & Data Management Department 

Contact Information 

Please call or e-mail Cindy Slinger (242-8127) (cindy.slinger@dmschools.org) or                  
Kim Martorano (242-8505) (kimberly.martorano@dmschools.org) if  you have questions 
pertaining to testing procedures or return of  materials.  Other persons who may be helpful in 
answering questions are: 

   Pablo Ortega   English Language Learners   242-7826 

  Becky Curry   Special Education (Alternate Assessment) 242-7667  

Iowa Assessment resources are available at data.dmschools.org 

http://fs8.formsite.com/DMPSchools/form81/index.html
mailto:cindy.slinger@dmschools.org
mailto:kimberly.martorano@dmschools.org
http://data.dmschools.org/iowa-assessment-administration-information.html
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Administration Dates 

Elementary and Middle School: Monday, April 2 – Friday, April 13 

High School: Wednesday, April 4 

Tested Grades 

3rd -11th  

Training Test Administrators 

Test administrators (teachers & staff) must be trained before administering the Iowa Assessment tests. Training support 
materials are available at data.dmschools.org . 

Students Who Must be Tested 

All students who are enrolled in our district continuously: 

 (April  2 - April 8 for elementary and middle school)  

 (April 4 – April 10 for high school)  

       Exceptions: 

  Students on Alternate Assessment  

  Students tested in another Iowa school district earlier this year 

Students actively enrolled in Infinite Campus, if not tested, will be counted against the participation requirements for grades 3
-8 and 11 in state and federal accountability measures. Students whose parents have filled out the Opt Out Form will be 
counted against participation rates. 

All makeups must be completed before the answer folders are returned to the Assessment, Data, and Evaluation Department  
@ Prospect. 

 

Special Education Students Requirements  

Please refer to: Accommodations for Special Education Students p. 13. For questions about alternate assessment, please contact 
Becky Curry at 242-7667. 

English Language Learner Requirements 

Please refer to: Accommodations for English Language Learners pp. 14-15. For questions about ELLs, please contact Pablo 
Ortega at 242-7826. 

Accommodations May Only Be Offered When: 

• The IEP or a 504 plan states that one or more accommodations is allowed and delineates the accommodation(s) 
to be given 

• The student is in an ELL program or meets the criteria as defined in the Accommodations for English Language 
Learners p. 14. 

• The student has a temporary injury or impairment that might require special conditions.  Example:  a student with 
a broken arm needs assistance in filling in an answer sheet. 

The reading test (including the passage, questions, and answers) can NOT be read to any student. 

 

Please note these are not considered accommodations: 

 administering the test in a small group 

 providing a distraction-free setting  

  having the test administered by a person familiar to the students (other than the regular teacher)    

Administration Requirements for the Iowa  Assessment 

 

http://data.dmschools.org/iowa-assessment-administration-information.html
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Administration Requirements for Iowa Assessment              

Instructions 

The instructions may be read to students as allowed by the Directions for Administration manuals. No further clarifications 
should be offered and both test items and response choices should not be read for students when no accommodation is 
required. 

Tests That Must be Administered 

 

Elementary (grades 3-5):  

 Reading 

 Mathematics 

 Social Studies 

 Science 

 Computation  

 Try  Out 

 

Secondary (grades 6-11):  

 Reading 

 Mathematics 

 Science 

 Computation 

 Try Out  

Other tests, including the Student Interest Inventory, are optional. The district will not get any results from the 
inventory. See Test Descriptions p. 11 charts for information about all required tests.  

Calculator Use 

Calculators may be used on the Mathematics and Science tests, but NOT on the Computation test.  

The decision on calculator use is a building decision that should be based on calculator use during instruction. 
Introducing calculators on the test day when they have not been used regularly in instruction might hinder a student on 
the test, rather than help.  Graphing/Scientific calculators may be used. All calculators used MUST NOT have “Blue 
Tooth” or “Wi-Fi” capability as this presents a test security issue.  Calculators MUST NOT have Computer Algebra 
System (CAS) functionality because this allows calculators to solve equations algebraically, simplify expressions, and 
perform algebraic manipulations.  Some examples of computers that have CAS functionality are: TI-89 or TI-92, TI-
Nspire CAS, HP Prime, HP 48GII, etc. 

 

Test Material Delivery  

These testing items will be ordered by the  Assessment,  Data, and Evaluation Department and delivered by Central Stores 
from Monday, March 5 through Friday, March 9: 

 Test booklets, Directions for Administration manuals, answer folders, Identification Sheets 

The materials will arrive via Central Stores truck, likely to the receiving area at your building. Please notify office managers 
and custodians that the materials will be arriving so they can be securely stored. Note: If you wish to pick up materials at 
Central Stores you will need to contact them to make these arrangements. 

All boxes should be checked immediately to make sure there is a sufficient number of each item to administer the test.   
If you do not have enough test booklets or answer folders, contact Cindy Slinger at 242-8127 or Kim Martorano at 242
-8505 immediately.  
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Administration Requirements for Iowa Assessment             

            

 

 

Barcode Label Pick Up 

Barcode labels will be shipped later to the Assessment, Data, and Evaluation Department at Fleur where they will be 
separated for each school. The estimated date for pick up is March 20. You will be notified as soon as they are ready 
to pick up. The labels are the peel-off variety and will arrive organized alphabetically by grade, not by teacher. 

Answer Folder Requirements 

All answer folders must have a barcode label to be scored. If a student does not have a barcode label, please write 
the student’s name, grade, and student number (6 digit student number in Infinite Campus) in the box where the 
label will be affixed on the answer folder and order a barcode label.  Use the form- Order form for Additional 
Barcode labels – to order missing or new labels at this link : 

 

http://fs8.formsite.com/DMPSchools/form180/index.html 

 

Your building’s student enrollment as of February 12  will be used to create the file containing student information 
used to order barcode labels so you will probably not have all the barcode labels that you will need. Students who are 
new to your building on or after that date will need to have labels ordered in another barcode label order. Please 
submit all barcode label orders by April 5th in order to have the labels here when the answer sheets are checked in 
by the Assessment, Data, and Evaluation Department. The labels are NOT generated here but at Iowa Testing 
Programs, so time must be allowed for processing and shipping.     

http://fs8.formsite.com/DMPSchools/form180/index.html
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To have a common understanding of what assessment practices are appropriate, the following  guidelines have been established by Des Moines 

Public Schools. The Iowa Assessment tests are used by the state to show compliance with federal requirements as well as to meet the reporting 

requirements of the state's annual performance report. The reliability and validity of state assessments depend upon the ability to administer 

them in a standardized, secure manner in accordance with accepted professional and ethical standards and assessment procedures.  

 

1. Who is responsible for Test Security? 

 
Everyone who works with the assessments, communicates test results to others, and/or receives testing  information is responsible for 
test security. Security is a top priority when you store, distribute, package, and ship testing materials. Unauthorized 
access to testing materials could invalidate scores and jeopardize the usefulness of the entire testing program. 

• A single individual (a building test coordinator) should be appointed to oversee the security of testing materials 
during      receipt and distribution at each building. 

• Test administrators are responsible for the security of testing materials from the time of receipt until they return 
all materials to the building test coordinator. 

• When testing is completed, ensure security of the testing materials so that test booklets and answer folders are 

not lost, damaged, or tampered with prior to scoring.  

 

The building administrator is ultimately responsible for test security.  Every building administrator has signed the Test Administration 

Assurance  p. 10. 

 

2.       Maintaining Secure Testing Materials and Procedures 
 

Test materials should be kept in a locked storage area when not in use. Test administrators must strictly follow the written test 

administration procedures included in the Directions for Administration manual, which is provided to buildings as part of the 

Iowa  Assessment materials. These directions should be previewed prior to testing to plan for the test, organize the classroom, 

prepare students to take the test, and to follow time requirements of testing sessions.  
 

3. Test Security Violations  

 

Test security violations can be committed by educators, students, or others. Some examples of test security violations by 

educators include, but are not limited to:  

 Leaving students and/or materials unsupervised during testing  

 Allowing students to transport test booklets or answer folders from one room to another  

 Photocopying, paraphrasing or taking notes about test items, or keeping a personal copy of the test to prepare students for 

testing  

 Rephrasing the test questions or offering "hints" that indicate an answer or to help eliminate answer choices  

 Editing (changing) student answers after completion of the test by erasing any wrong answers and writing in  the correct 

ones  

 Extending testing time beyond regulations for students other than IEP, ELL, or 504 plan students with extended time 

accommodations  

 Providing test accommodations for students which are not included in the student's IEP, ELL or 504 plan accommodations  

 Allowing students to go back to current or previous sections in the test booklet to check their work or to change answers 

after allowed testing time has expired  

 

 

Test Security Guidelines    
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Some examples of test security violations by students include, but are not limited to:  

*   Securing a marked test booklet, answer folder, or "crib sheet" from a teacher or another student  

*   Copying answers from another student during testing  

*   Use of electronic devices, other than approved calculators, to obtain answers  

*   Sharing specific test information with other students in the same grade who are scheduled to take the same test at a later 

time  

*    Taking a photo of any part of the test booklet or answer 

folder 

 

4. Preparing Students to Take a Test  

 

Instruction should never be targeted at specific test content. Targeting instruction would distort the meaning of the test results, 

narrow the curriculum, lose relevant contexts for learning, and compromise the validity of using test results for diagnosing needs and 

planning instruction. Although test scores may seem to improve if instructional materials that closely resemble the test are used 

before testing, they may not reflect real or lasting educational gains or achievement. Student learning should cover the entire scope 

and sequence of the curriculum. Teaching students the entire subject domain is ethical, teaching to test items is not.  
 

5. Consequences for Compromising Test Security  

 

Administrators, certified and non-certified staff, and students must adhere to ethical procedures in testing. Violation of these 

procedures can be investigated and appropriate sanctions may be taken by the school board and/or the Iowa Board of Educational 

Examiners (BOEE).  

 

According to Iowa Code of  Professional Conduct and Ethics Chapter 25, it is deemed unprofessional and unethical for any licensee 

to violate Standard III- misrepresentation, falsification of information [25.3(3)] of the standards of professional conduct and ethics. This 

includes "Falsifying or deliberately misrepresenting or omitting material information regarding the evaluation of students or 

personnel, including improper administration of any standardized tests, including, but not limited to, changing test answers, providing 

test answers, copying or teaching identified test items, or using inappropriate accommodations or modifications for such tests." (Iowa 

Board of Educational Examiners. Code of Professional Conduct and Ethics.  http://www.boee.iowa.gov/doc/ethHndot.pdf) . 

 

School or district staff members must immediately report all incidents of unethical behavior or other test irregularities by students 

or staff to their building principal and building test coordinator. Building principals and test coordinators will report all incidents to 

the Assessment,  Data, and Evaluation Department. The department will cooperate with the Iowa Department of Education and 

Iowa Board of Educational Examiners in a thorough fact-finding investigation of the alleged irregularity and determine if test resulted 

are invalidated. A staff member found to have committed testing irregularities shall be subject to discipline in accordance with Iowa 

Code and Board policy.  

Test Security Guidelines    
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This document has already been signed by building administrators and sent to 

the Iowa Department of Education. 

Test Administration Assurance   
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  Elementary and Middle School Assessments 

  High School Assessments 

Time 
(min.) 

Test Description 

Number of Items 

Grade 9 
Level 15 

Grade 10 
Level 16 

Grade 11  
Level 17/18 

40 Reading • Includes both informational and literary texts 
• Most questions focus on inferring, analyzing, evaluating, and generalizing 
information in passages 

40 40 40 

40 Mathematics • Questions emphasize student ability to solve quantitative problems 
• Questions are drawn from the areas of number sense and operations, 
algebraic patterns and connections, data analysis/ probability/statistics, 
geometry, and measurement 

40 40 40 

40 Science • Questions emphasize the interpretation and evaluation of information in the 
sciences, recognition of the basic principles of scientific inquiry and 
measurement, and analysis of experimental procedures 
• Questions relate to the areas of history, geography, economics, civics and 
government 

48 48 48 

20 Computation • Questions emphasize addition, subtraction, multiplication, and division using 
whole numbers, fractions, or decimals, manipulation of variables, and 
evaluation of expressions with exponents or square roots 

30 30 30 

20 Try-Out Items (these are non-scored items in development by Iowa Testing Programs).  Completing these items reduces the cost of 

administering Iowa Assessment for our district . 

2 hrs. 40 min. Total for High School (grades 9-11)       

Time 
(min.) 

Test Description 

Number of Items 

Grade 3 
Level 9 

Grade 4 
Level 10 

Grade 5  
Level 11 

Grade 6  
Level 12 

Grade 7  
Level 13 

Grade  8  
Level 14 

30 + 
30 

Reading • Administered in two parts 
• Includes both literary and informational 

passages 
• Questions focus on identifying, interpreting, 

analyzing, and extending information in 
passages 

41 42 43 44 45 46 

30 + 
30 

Mathematics • Administered in two parts 
• Questions are drawn from the areas of 
number sense and operations, algebraic 
patterns and connections, data analysis/ 
probability/statistics, geometry, and 
measurement 

50 55 60 65 70 75 

35 Science • Questions emphasize the methods and 
processes used in scientific inquiry, as well as 
knowledge in the areas of life science, earth 
and space science, and physical science 

30 34 37 39 41 43 

35 Social Studies 
ONLY 
Grades           
3-5 

• Questions emphasize the interpretation of 
socials studies-related materials, as well as 
knowledge in the areas of history, geography, 
economics, civics and government 

30 34 37    

20 Computation • Questions emphasize addition, subtraction, 
multiplication, or division using whole 
numbers, fractions, or decimals 

• In level 14, some questions emphasize 
algebraic manipulation 

25 27 29 30 31 32 

20 Try-Out Items (these are non-scored items in development by Iowa Testing Programs). Completing these items reduces the cost of 
administering Iowa Assessment for our district .   

3 hrs. 50 min. Total  for Elementary School (grades 3-5)    

3 hrs. 15 min.  Total for Middle School  (grades 6-8)    

Test Descriptions     
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Testing sessions may encompass one or more separately timed tests. If you plan to administer more than one test in a 
given testing session, please allow a few minutes of rest between the tests.  To determine the time needed to complete 
each test, reference the Test Descriptions chart p. 11 and the Directions for Administration manual. All materials must be 
distributed by the test administrator before each testing session begins and collected at the end of each session. Add 10 
minutes to the test administration times for each session to distribute/collect testing materials. Factors that influence the 
test schedule:     

 Accommodations  

Work directly with teachers to obtain a list of students that require accommodations and students that would benefit 
from Special Testing Practices.   

Place students in testing groups with the same required accommodations and Special Testing Practices.  Be sure to notify 
all Test Administrators of the testing accommodations required for the students they are testing. 

Special Testing Practices that can be provided for ANY student are: 

*administering the test in a small group 

*providing a distraction-free setting  

*having the test administered by a person familiar to the students (other than the regular teacher)  

 

Test Administrators and Proctors                                                                                                                                        

 -one test administrator for each room being used for testing during a given testing session                          
 -additional test administrators to work with students who cannot be tested in a large group setting because they                    
  need accommodations or Special Testing Practices                                                                                                              
 -proctors can assist a test administrator  

 

Testing Rooms 

Determine the number of students to be tested and the testing rooms available. A common way to begin planning room 
assignments is to identify classrooms or homerooms and the teachers and students in each. When selecting rooms, keep 
in mind the following guidelines:                                                                                             

            -Classrooms are preferable to larger venues, such as gymnasiums.                                                                     
  -Testing rooms MUST have the following characteristics:                                                                           
         *good lighting                                                                                                                                                          
          *enough space to prevent overcrowding-students should not be able to look at another   
           student’s answers                                                                                                                                              
          *cover or remove visual aids that would give students an unfair advantage such as word walls                     
            with definitions, order of  operations charts, etc.  Multiplication tables should be covered during 
            the Computation test only.                                                                                                                     
          *adequate writing surfaces for students-room to manage both an open test booklet and an  
             answer folder     
                                                                                                                             

Try Out Items 

Allow an extra 20 minutes to administer an assessment with Try Out Items.  These assessments may include both 
multiple choice and short answer items.  The district is saving a considerable amount of money by agreeing to 
administer these additional assessments. 

Creating Testing Schedule    
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Participation in Iowa Assessment 

Students who receive special education services MUST be included in either the Iowa Assessment or the alternate 
assessment. Out of level testing is viewed as an accommodation and should be done only if specified in the IEP. All 
students who take an out of level test are automatically considered as both non-participants and non-proficient. It is 
recommended that IEP teams review the current testing recommendations and determine if they are still appropriate. If 
a student is tested out-of-level, even if it is recommended on the student’s IEP, it will lower the school’s participation 
rate. Special education students completing all of the required alternate assessment testlets are counted as participants.  
 

Testing with Accommodations 

Accommodations may be offered only to Special Education students when the IEP or a 504 plan states that one or 
more accommodations is allowed. 
 
 

Students can be included in participating in Iowa Assessment three ways:  

 

 

Participation Options Which students May Use This Option Additional Information 

 1. Student takes the on-

grade level test with 

NO accommodations 

All students not included in option 2 or 

3 

This option is for all students who do not have a 504 

plan, and for all special education students who do 

not have accommodations stated on their IEPs.  

2. Student takes the on-

grade level test with 

accommodations 

  

Special education students who have 

accommodations listed on their IEPs 

Student’s with 504 plans who have 

accommodations listed in their 504 

plans 

The purpose of accommodations is to “level the 

playing field” by neutralizing, as much as possible, the 

effect of a student’s disability on test performance. 

Accommodations used must be written in the 

student’s IEP or 504 plan.  

3. Student complete all of  

the state’s required 

alternate assessment 

testlets 

Special education students, who are 

participating in a modified education 

curriculum and for whom alternate 

assessment is specified in the student’s 

IEP. 

The alternate assessment is designed for the student 

who is unable, even with accommodations, to 

demonstrate knowledge and skills on district-wide 

assessments used for the majority of students.   

Accommodations for Special Education Students 
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Participation in Iowa Assessments  

All ELL students must take the Iowa Assessments. 

A NEW ELL (English Language Learner) is a student who has been in the United States for less than 12 months (from the 

Iowa Assessment first testing day) AND was not born in the United States. (US DE, September 2006). All NEW ELLs 

must be assessed in both reading and math.  

The English Language Proficiency for the 21st Century (ELPA21) scores may count in place of a score from the Reading 

Part 1 and Part 2 of the Iowa Assessment for reading participation for NEW ELLs. All domains of the ELPA21 must be 

completed by the NEW ELL if the ELPA21 scores will be used in place of the reading Iowa Assessment score. The NEW 

ELL will then not need to take the Reading parts of the Iowa Assessment. 

New ELLs  must take the following tests to comply with the DE Policy. 

 

 

ELLs eligible for ELL Accommodations 
 

A student who has been assessed with an English language proficiency test and meets the criteria as an ELL, a transition 
students, and an ELL whose family has refused ELL services for their child should be given accommodations. Spring 2017 
ELPA21 scores will be used to determine appropriate accommodation for ELLs. 
 

The Direct Linguistic Support Accommodations, in the chart on the following page, should be provided based on 
a student’s ELP Level. ELL accommodations provided during testing must be documented for the ELL 
Department. The link to the document is available on the Assessment, Data, and Evaluation Department website.    
***Reminder: An ELL who also has either an Individual Educational Plan (IEP) or a 504 Plan may receive 
additional accommodations as identified in that plan. They are also eligible for ELL accommodations that may 
not be included in the IEP or 504 Plan.   
 

Recommended Testing Practices for ELL that DO NOT require any documentation: 

*Testing ELL separately from non-ELL 

*Flexible order of test administration 

*Small group administration 

*Person familiar to the student administers the test 

Accommodations that are NOT allowed: 
 Translating the test, reading the reading sections to the student (including the questions and answers 

from which to choose), providing the student with a dictionary that gives definitions for words. 

 IA Assessment Reading IA Assessment Math IA Assessment Science IA Assessment Social Studies IA Assessment Computation 

Grades 3-4 ELPA21 X   X 

Grade 5 ELPA21 X X  X 

Grade 6-7 ELPA21 X   X 

Grade 8 ELPA21 X X  X 

Grade 9-10 ELPA21 X   X 

Grade 11 ELPA21 X X  X 

Accommodations for ELL Students    
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Checking Testing Material Quantities and 

Preparing Materials for Distribution to Test 

Administrators (Teachers & Staff)  

                                                                                                                                 

1. Make sure boxes are in a secure location after delivery 
from Central Stores. 

2. Open box #1 and locate the shipment packing list. 

3. Unpack the boxes and check the contents of the shipment 
against the packing list ASAP. 

4. Confirm that you have sufficient quantities and report 
discrepancies in items ordered or quantities received to 
the Data & Research Management Department 
immediately. 

5. Save and store the shipping boxes in a secure location. Reuse the boxes to return 
test booklets and answer folders when testing has been completed. 

6. Refer to the testing schedule: 
 
*Organize testing materials for each classroom or testing room, based on the   
  testing schedule and number of students.                                                                                                                                                              
*For each testing room, count out the correct number of test booklets and  
  answer folders corresponding to the level being tested.       
*Properly affix barcode labels to answer folders or if test administrators are to  
  affix the barcode labels, identify and separate the barcodes that belong to  
  each test administrator. 

 
If labels are affixed before testing, this allows for a crosscheck of labels and students 
and verification that adequate quantities of answer folders have been received. 
The labels are difficult or impossible to remove once attached. See illustration for 
placement of barcode labels. Be sure the labels are affixed to the correct Iowa Assessment Level. See 
illustration for Iowa Assessment . 
 
7. One week before testing provide the following testing materials to all test administrators: 
 

*Directions for Administration manual     
*Procedures for Handling Testing Irregularities and Emergencies document 
*Teacher Guide to Iowa Assessment document   *Test Security Guidelines 
*Scratch Paper      *Two No. 2 Pencils with Erasers (per student)                
*Timing Device      * Information on Testing Accommodations/
                       Special Testing Practices to be followed 

     
Documents are available on the website:  http://data.dmschools.org/ 
 
8. Send a message to test administrators to inform them of the procedures for picking up their testing materials. 
 
9. Review the testing materials with test administrators during handoff. Confirm that each test administrator receives the 
correct types and quantities of materials for his or her classroom or testing room. 
 
10. Provide a copy of the Materials Check Out Sheet p. 17 for test administrators to sign, indicating receipt of their testing 
materials and their agreement to maintain the security of testing materials in their possession. Remind test administrators 
about school policies and procedures regarding test security. Do not release materials without a signature. 

Grade 
Level 

IA 
Assessments 
Level 

3 9 

4 10 

5 11 

6 12 

7 13 

8 14 

9 15 

10 16 

11 17/18 

Process for Distribution of Materials and 

Barcode Labels      

http://data.dmschools.org/iowa-assessment-administration-information.html
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Iowa Assessment Materials Check-Out Sheet  
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Iowa Assessment FAQ 

Q: What are the procedures for students attending the Prep Academy? 

A: Testing materials will be delivered to Central Campus (and the students will be tested there.) The answer folders will 
then be delivered back to the Assessment, Data, and Evaluation Department with identification sheets for each middle 
school. The answers will be part of your school total, but the scores will also have a class/group summary of their own 
for Prep Academy when score summaries are returned. 

Q: We have new students from another state. Do they need to be tested? 

A: Yes, unless they were tested earlier this year in a school district in Iowa.  

Q: In the accommodations, providing extended time is one of the supports.  Does this have any specific guidelines, such 
as up to time and a half, or are they allowed unlimited extended time? 

A: The recommendation is time and a half but it really depends on the student. If a student has completed all he/she 
can and is ready to stop, then he/she does not need any further time after that. The extended time should only be given 
during the regular school day - no after school testing. It is recommended that the extended time be completed on the 
day of testing- the student should not return to the test a second day.  

Q: May students bring their own calculators for use during the Math parts of the test or can they use the calculators they 
might have on their smart phones or iPods? 

A: Students may not use their smart phones or IPod calculators. Graphing calculators or scientific calculators can be 
used. Any calculators that have Wi-Fi or Blue Tooth capability may not be used as these pose a threat to test 
security.  Calculators MUST NOT have Computer Algebra System (CAS)functionality.  CAS functionality allows 
calculators to solve equations algebraically, simplifies expressions, and performs algebraic manipulations.  Some 
examples of computers that have CAS functionality are: TI-89 or TI-92, TI-Nspire CAS, HP Prime, HP 48GII, etc. 

Q: Are the labels connected to our school? Or could we send a label to a student’s new school if they transferred to 
another school in the district? 

A: Yes - labels are connected to your school. If the student has transferred before March 30th a new label will be need 
to be ordered by the new school for this student. You should send a student’s answer folder if it has been marked in, to 
the new school. 

Q: Do we need to order a new label if a student changes homeroom/teacher? 

A: As long as the answer folder is placed under the correct Grade/Class Identification sheet when the answer folders are 
returned, ordering a new label is NOT necessary. 

Q: So do we do anything with the labels of a student who dropped, moved, or was absent  or can we throw them away? 

A: Don’t  throw labels away. Write on unused labels that the students moved or dropped and return them to the 
building testing coordinator. The reason a student was not tested will have to be coded into Infinite Campus by the 
Assessment, Data, and Evaluation Department. They will then be delivered to the Research & Data Management 
Department with the answer folders. 

Q: So do we have to provide accommodations for the Try Out Items if the IEP, 504, or ELP levels dictate? 

A: Yes,  provide accommodations required for the students for the Try Out Items.  If this is a logistical hardship,  don’t 
require those students to complete the Try Out Items. 

Q: A student started a test but did not complete the test.  May the student finish the test the next day? 

A: No, students are not allowed to go back to a test because the student would have been able to look up answers to 
previous questions and “fix” any questions that were missed. 
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Emergencies and irregularities are often unique occurrences; however, the following list of general principles should 
apply to most circumstances: 

• The welfare of the students should always be of primary concern. Any action taken should put the health and safety 
of students first. 

• The security of the testing materials must be maintained. If the testing room must be evacuated, lock the door if 
possible. If testing is interrupted, ask students to place their answer folders and scratch paper inside their test 
booklets. 

• Note the time of the interruption. This will help determine the amount of time to give students to complete a test 
when testing resumes. 

• Document the details of the irregularity. These details will help to determine what actions may need to be taken so 
that useful scores can still be obtained. 

 

 

Error or emergency 

  

Action to Take 

Student marked responses in the wrong section 
of the answer folder 

  

Help the student find the proper place to mark responses. Once the 
test has been completed, transfer the student’s incorrectly placed 
answers to the proper place on the answer folder. 

A student’s behavior  or noise disrupts testing for 
the group. 

Stop testing, note the time, remove the source of the disturbance, 
and resume testing when the group has calmed down.  Note the 
time spent testing on a sticky note on the “disruptive” student’s 
answer folder, when the student resumes testing he/she is allowed 
the amount of time that was left before the disruption. 

A student is clearly ill. Have the student stop testing, note the time spent testing on a 
sticky note on the student’s answer folder, when the child is well 
enough, allow the student to resume testing with the amount of 
time that was left before the student became ill. 

A student marks answers with a pen. At the end of the testing session, transfer the student’s answers to a 
new answer folder using a No. 2 pencil. Keep the “old” answer 
folder for documentation of original answers. Order a new barcode 
label for the “new” answer folder. 

Answers marked in an answer folder bear the 
barcode label of another student 

Do not attempt to remove the incorrect label. Reorder barcode 
label. Place the correct barcode label over incorrect label and 
submit for scoring. 

The barcode label was affixed to the incorrect 
level answer folder prior to test administration. 

Transfer the student’s answers to a new answer folder using a No. 2 
pencil. Keep the “old” answer folder for documentation of original 
answers. Reorder barcode label and affix to correct level answer 
folder. 

Procedures for Handling Testing Irregularities 

and Emergencies 
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Before the test: Preparing yourself and your classroom 

• Read the Directions for Administration manual to familiarize yourself with the administration procedures and 
the exact wording you will use. 

• Check on availability of materials needed: 

 Scratch paper 

 Two sharpened No. 2 pencils per student 

 Timing device 

• Answer folders must have a barcode label. If you don’t have one 
for a student, then give the building test coordinator the following 
information ASAP: 

 Student Name 

 Student Number (6 digit number) 

 Grade Level 

• Make the necessary physical arrangements in the room: 

 Cover or remove visual aids that would give students an unfair  
       advantage such as word walls with definitions and order of operations      
       charts. Multiplication tables should be covered during the Computation  
       test only. 

 Make adjustments needed for lighting, hearing, ventilation, and control of visual or noise distractions. 

• Arrange the room so students will be separated from each other as much as the room allows. If students are 
testing at tables less than 5 feet long, seat students at opposite ends of the table and not side by side as          
illustrated below:  

 
 
 
 

 

• Make or obtain a sign that reads, “Testing-Please do not disturb” Post this sign during testing. 
 

Before the test: Preparing your students 

• Talk with students about the procedures you will be using and the importance of doing their best. 

• Model a relaxed and positive attitude towards testing for students. 

• Set student expectations and post them in the room 

 Do your best 

 Read the directions carefully 

 If you have a question, raise your hand 

 If you finish early, you may review your answers 

 Once you are done with a test, put the answer sheet inside the 
test booklet and sit quietly  

 Respect your classmates: do not distract others who are testing 

• Provide student with simple test taking strategies 

 Read the whole question carefully and try to decide what the answer is before reading any of the      
options 

 Read all of the answer options, then choose the one that most closely matches your answer 

 When unsure, eliminate answers that are clearly incorrect 

 Try reading the question stem with each answer option 

 Chose the answer that appears to be the most true and put an ‘X’ through it’s bubble   

 At the end of the test, come back to the ‘X’s 

 Review your test to make sure that you answered all questions and did not make simple mistakes 

Write this information in the space where 

the barcode label will be affixed on the    

answer folder. 

You may allow students to read after 

they are finished testing.  However, 

this may be an incentive for some    

students to rush through the test.  Do 

what’s best for your group of students. 

When in doubt, cover or 

remove the visual aid. 

Teacher Guide to Administering the Iowa Assessment                 
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Teacher Guide to Administering the Iowa Assessment                 

During testing: Best practices 

• Circulate the room 

 Observe students working to confirm they appear to be carefully considering questions before marking 
on the answer folder. 

 Check that students are working independently and are spaced appropriately so they are unable to view 
another student’s answer folder. 

• Note and report any incident that could adversely affect test results to your building test coordinator. 
 

During testing: What’s allowed  

• Redirecting a student to the correct line on their answer folder if they are off. 

 If a student is off a line on their answer folder and there is not enough time in the testing period for the 
student to correct the answers, save the student answer folder and transfer the answers to a clean answer 
folder yourself.  Keep the original answer folder for documentation of original answers.  (You need to 
ask your building test coordinator to order a new barcode label.) 

• Displaying time visually.  This includes: 

 Projecting a timer on the wall 

 Writing/displaying a 10, 5, 2, etc. minute warning on the board 

• Quietly redirecting a student to work on the testing items if they are not on task. 

• Scratch paper is allowed for all tests. 

• If a student makes stray marks and you are concerned about the readability of the answer folder for scoring, 
transfer the answers to a clean answer folder yourself.  Keep the original answer folder for documentation of 
original answers.  (You need to ask your building test coordinator to order a new barcode label.) 

 

During testing: What’s not allowed 

• All electronic devices MUST be turned off and put away when test   
booklets and answer folders are in students’ possession.  For test       
security purposes, these devises can NOT be used while students have 
access to testing materials.  This includes breaks between tests. 

• Reading the reading tests including passages, questions, or answer choices to 
students.  Reading other tests to students is only allowed if indicated on their IEP or 504 plan or as an ELL    
accommodation. 

• Letting students mark on their answer folder outside of the timed testing period. 

• Any actions that provide students an unfair advantage. 
 

After testing: Preparing Materials 

• Verify that all required tests have been completed by each 

student. If any tests were missed, contact your Building 

Test Coordinator to schedule a make-up session. 

• Ensure all answer folder have a barcode label. If  an answer 

folder is missing a label, contact your Building Test Coordinator to have a label ordered. Flag the answer folder with a 

sticky note and place the answer folder on top of the other answer folders when you return them to the Building Test 

Coordinator. 

• Scan each answer folder for proper marking-marks in pencil, stray marks are erased, marks are dark and within the circle, 

changed answers are erased completely. 

• Destroy all scratch paper used during testing. 

Required Tests: 

Reading, Mathematics, Computation, Science, Try 

Out Items, and Social Studies (grades 3-5 ONLY) 

Verbally stating a time warning 

disrupts students’ thought pro-

cesses and is not recommended 

Suggestion: collect phones before   

testing and return them after test     

materials are picked up by test             

administrator 
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Parent/Guardian Iowa Assessments Opt-Out Form 

Federal and state laws require Iowa school districts to administer the Iowa Assessments to all students in grades 3 through 

8, 10, and 11.  However, school districts may not require individual students to take the Iowa Assessments. 

Student Name: ______________________________________________ School Year: 2017-18 

As the parent or legal guardian of this student, I am exercising my “opt-out” rights to direct that the school district shall 
not administer the Iowa Assessments to my student.  
 
The following points about opting-out of the Iowa Assessments have been explained to me by school staff, and I             

understand that by opting out of the Iowa Assessments: 

_____ I will not be provided information about the academic performance of my student on a common metric                  

compared to other students across the state and nation. 

_____ I will not be provided information about the academic performance of my student on a common scale from year 

to year, showing academic growth. 

_____ Opting-out of the Iowa Assessments may provide a barrier to special program access (such as gifted and talented 

programming) as these programs rely on standardized testing as a part of the identification process. 

_____ Opting-out of the Iowa Assessments does NOT prevent the Iowa Department of Education from collecting data 

on my student.  The Iowa Department of Education collects student data upon enrollment in an Iowa public 

school. 

 

____________________________________________  _______________________  
(parent/guardian signature)     (date) 
 

 

 

Student ID: ___________________  School: __________________ 

Directions:  

Scan the first page of this document and email it to the Research & Data Management Department (cindy.slinger@dmschools.org).  
Flag student as test opt-out in Infinite Campus.   
Opt-out form must be re-filed each school year. 

 

 

Internal use only: 

Parent/Guardian Iowa Assessments Opt-Out Form 

mailto:cindy.slinger@dmschools.org
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Clarifying Information about the Iowa Assessments 
 

Using the Iowa Assessments to compare student performance with other students: Students are provided their 
performance relative to other students across the nation in their results from the Iowa Assessments.  The national       
percentile rank tells the percent of students in a group with a lower score on the test than your student. This score shows 
your student’s rank in that group. Percentile ranks range from 1 to 99. A National Percentile Rank (NPR) indicates your 
student’s rank with other students in the nation. 
A National Grade Equivalent (NGE) score is also provided.  A grade equivalent is a score that describes your student’s 
achievement on a grade level scale. The NGE is a decimal number that describes academic performance in terms of grade 
level and month. For example, if your student (as a 3rd grade student) receives a NGE of 4.2 on the third grade reading 
test, this means your student scored as well as the average fourth grade student in the second month of the school year if 
given the same third grade reading test. 
 
Using the Iowa Assessments to measure student growth from year to year: The Iowa Assessments allow growth to 
be measured by using vertically scaled (or articulated) scores, called standard scores.  These scores plot out all students, 
regardless of grade level, on a continuum of student achievement.  Standard scores describe a student’s location on an 
achievement continuum. Using National Standard Scores (NSS), we can understand the progress students make from year 
to year. The average NSS for the Iowa Assessments is provided below. For example, if your sixth grade student receives a 
standard score of 227 on the Iowa Assessments reading test in the spring, this means your student is performing like the 
typical sixth grade student in reading. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Access to special programs: Opting-out of the Iowa Assessments may provide a barrier to special program access (such 
as gifted and talented programming) as these programs rely on standardized testing as a part of the identification process.  
Gifted and talented identification relies on multiple data points, including standardized test scores. 
 
State access to student data: Opting-out of the Iowa Assessments does NOT prevent the Iowa Department of             
Education from collecting data on a student.  The Iowa Department of Education collects student data upon enrollment 
in an Iowa public school.  Upon enrollment, student data is entered into the school’s data system and is electronically            
submitted to the Iowa Department of Education.  This submission of data is a requirement of all publicly funded school 
districts. 

Grade Average NSS 
(Spring) 

3 185 

4 200 

5 214 

6 227 

7 239 

8 250 

9 260 

10 268 

11 275 
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Iowa Assessments Parent Information 

Dear  Parents/Guardians: 

Between April  2 and April 13, your student 

will be taking the Iowa Assessments®.  

Measuring your student’s academic 

achievement with the Iowa Assessments 

provides information to help your student 

succeed. The Iowa Assessments make this 

possible by providing detailed information 

about your student in content areas 

including reading, mathematics, and 

science.  

The Iowa Assessments measure student 

growth and progress from year to year. In 

addition, they provide information about 

your student's academic performance 

relative to the school, the district, and the nation. 

Information gained from the Iowa Assessments help teachers identify a 

student’s strengths and identify areas that may need additional 

emphasis. The assessment data enables sound decision making and 

provides a focus for teachers to review and improve their instruction.  

The results of the assessment will help prepare your student for the 

next step on their educational path.  

Think. Learn. Grow. 

Benefits of the Iowa 

Assessments 

• Assesses content 

mastery in reading, 

mathematics, and 

science 

• Measures growth from 

year to year on a 

common scale 

• Measures performance 

compared to other 

students across the 

district and nation 

Flyer for Parents 
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 All testing accommodations provided for an ELL student MUST be recorded on the                

appropriate document.  The link to the document is available at  

http://data.dmschools.org.   Check each accommodation that was provided.   
  

ELL Testing Accommodations Codes 

Code Description 

MD Reference Materials: Provision of English/Native Language Word-to-Word Dictionary 

DR 
Test Directions: Read Aloud and /or repeat written test directions in English or the stu-
dent' native language and/or clarify/simplify test directions in English only  

PR 
Test Items: Read loud parts of test or complete test verbatim in English (except for Read-
ing subtests) 

TE Time: Provide extended time (not on a separate day or after school) 

http://data.dmschools.org/iowa-assessment-administration-information.html
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                             Returning Materials Checklist for Building Test                              

Coordinators 
 

Please Note: Please follow the directions below to return testing materials and disregard the Instructions 

for Returning Materials sent by Iowa Testing Programs (yellow packet). 

 

 Choose a time slot to return your answer folders, Identification sheets, unused barcode labels, and 

unused boxes to the Assessment, Data, & Evaluation Department at 1915 Prospect on the Formsite 

link that will be emailed to you the first week of testing. 

 

Returning Test Booklets, Try Out Materials, & Unused Answer Folder to Central Stores 

 DO NOT return any marked or labeled answer folders to Central Stores.  These must be returned  

 to the Assessment, Data, and Evaluation Department. 

 

 Submit an electronic Transfer of materials request by April 6th at this link: 

 http://fs8.formsite.com/DMPSchools/form81/index.html 

 Central Stores will pick up your test booklets and Try Out materials on your regularly scheduled 

 delivery day of the week from Monday, April 16 through Friday, April 20. 

 

 Account for all testing materials received at the start of the testing process. 

 

 Sort all of the test booklets, Try Out Unit test booklets, and Try Out Directions into stacks: 

 Ready to be reused 

 Consumed (written in) & unrepairable 

 

 Box up the test booklets and Try Out materials: 

 Count them into stacks of 10 

 Crisscross the stack of 10 (bindings on the left for the first stack of 10 and binding on the right 

for the next stack of 10 and so on) 

 Pack them into boxes 

 Test booklets that were consumed or damaged need to be labeled “USED” and placed on top 

of the last box (Try Out test booklets that were consumed or damaged should also be labeled 

“USED”) 

 

 Place unused answer folders under the USED test booklets. 

 

Returning Answer Folders, Identification Sheets, Unused Barcode Labels, & unused boxes to the         

Assessment, Data, and Evaluation Department @ Prospect 

  

 Ensure all answer folders are ready to be machine scored (responses transcribed for student who had 

this accommodation, no stray marks, bubbles filled in with pencil). 

http://fs8.formsite.com/DMPSchools/form81/index.html
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   Returning Materials Checklist for Building Testing Coordinators 

Continued 
  

 Sort all of the answer folders into stacks with the barcode label facing up: 

 Ready for machine scoring 

      including those that are the result of answers transferred from an “unscorable” answer folder 

 Retain for documentation 

      originals (such as Large-Print Edition) OR “unscorable” (such as torn, bubbled in pen, etc.)       

      answer folders whose results have been transferred to another answer folder to allow for         

      machine scoring 

 

 Verify for each grade/class stack of answer folders: 

 Completed Grade/Class Identification Sheet (blue sheet) has been placed on top of the stack 

with the correct count of answer folders bubbled in under Answer Document Count.  This 

count should “match” your enrollment count to ensure all answer folders have been included. 

Be sure FORM F is bubbled in! 

 All answer folder have a barcode label affixed. Answer folder missing a barcode label must be 

flagged with a sticky note and placed directly on top of the answer folders and under the  

Identification sheet for ease in affixing labels later. (if a label has the wrong teacher or      

homeroom name on the label, it won’t matter as long as the answer folder is under the correct 

teacher Identification Sheet. 

 

 Merge the answer folder stacks into one stack with the LOWEST GRADE LEVEL ON TOP and the 

HIGHEST GRADE LEVEL ON THE BOTTOM. 

 

 Complete a Building Identification Sheet (purple sheet) by following the directions on the back of the 

sheet.  Do not fill in a Building Code.  Place this sheet on top of all the answer folders.  

 

 Sort all unused barcode labels into stacks and write on the label the reason it wasn’t used.  This infor-

mation will be coded into Infinite Campus by the Assessment, Data, and Evaluation Department. 

 

 Return any unused Iowa Assessment boxes packing and returning answer folders to Iowa Testing 

Programs. 

 

 Check –in your building’s answer folders, Identification Sheets,  unused barcode labels and boxes 

with the Assessment, Data, and Evaluation Department during your chosen time. 

 

 Store the Directions for Administration Manuals for possible use next year 

 


