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Checklists
Complete the following checklists to ensure that you have taken all necessary steps in
preparing to administer the CAPA.

TEST EXAMINER AND OBSERVER CHECKLIST

I have met the examiner requirements described on page 12.

I have read, I understand, and I have signed a CAPA Security
Affidavit and have given it to my test site coordinator.

I have identified students’ adaptations per task as needed.

I have checked my students’ individualized education programs (IEP) and
confirmed students’ eligibility and CAPA levels.

I have completed the 2010 CAPA Administration Schedule (page 7).

I have read and I understand Testing Cautions (page 8).

I have read and I understand what to do Before the Test (page 24).

I have read and I understand what to do the Day of the Test (page 27).

I have read and I understand Administering the Test (page 28).

I have read and I understand what to do After the Test (page 30).

I have read and I understand Scoring the CAPA (page 16).

I have identified each student whose results will be double-rated, and I
have made arrangements for an observer to be present during
administration of the students’ CAPA exams.
I have asked my test site coordinator any questions I had about
information in this manual.
I will sign the answer document when I finish administering the students’
CAPA exams.

I have prepared translations of cues/directions as needed.

I understand which testing variations are allowed for English learners and
will ensure that those variations are provided to those students.
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ANSWER DOCUMENT CHECKLIST

I will receive Pre-ID answer documents and know where to find
students’ names on them.

• Staff will hand-mark any needed demographic data per the
Standardized Testing and Reporting (STAR) test site coordinator’s
instruction. (See Appendix D.)

• I will hand-mark the CAPA level and the version number on each
student’s answer document.

I will affix Pre-ID labels to my students’ answer documents.

• Staff will hand-mark any needed demographic data per the STAR
test site coordinator’s instruction. (See Appendix D.)

• I will hand-mark the CAPA level and the version number on each
student’s answer document.

I will receive blank answer documents. Before testing begins,

• Staff will hand-mark answer documents. (See Appendix D.)

• I will hand-mark the CAPA level and the version number on each
student’s answer document.
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CAPA Administration Schedule
The 2010 CAPA will be administered within the district’s STAR testing window. The
21-day window is comprised of 10 days before and 10 days after the day on which
85 percent of the instructional year is completed for each school, program, and track. You
may complete the following table using the dates provided by your test site coordinator.

It should take about 45 minutes to administer each of the CAPA content areas to most
students. However, administration time may vary significantly among students. CAPA
tasks are to be administered to one student at a time. If an examiner has several
students to assess, he or she should administer one content area to all students before
moving on to the next content area. This will allow the examiner the opportunity to set up
the testing materials for a particular content area and will minimize the effect of student
fatigue.

Each CAPA content area should, whenever possible, be administered in a continuous
session. Due to fatigue or a short attention span, some students may require that a
content area assessment be administered over a two- or three-day period.

2010 CAPA Testing Schedule

Date and Time Student Name Test to Administer
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Testing Cautions
Test Security

Each person who has access to CAPA test materials must sign a CAPA Security Affidavit
before receiving any student test materials. If you have not signed a CAPA Security
Affidavit, contact your STAR test site coordinator immediately.

As part of the STAR Program, the CAPA requires rigorous test security to ensure the
validity and reliability of the assessment. The CAPA Examiner’s Manual is considered
secure material because the CAPA tasks are included. Failure to follow these
instructions may result in a testing irregularity.

When not in use, the CAPA Examiner’s Manual must be stored in a locked cabinet.

Only persons who have signed a CAPA Security Affidavit may have access to this
manual and its contents. Upon completion of testing, the CAPA Examiner’s Manual and
student answer documents must be returned to the school’s STAR test site coordinator
for return to the district STAR coordinator.

The section of the manual that contains tasks may not be duplicated. Unauthorized
copying or reuse of any questions within the CAPA Examiner’s Manual is illegal.

Do

• Keep the CAPA Examiner’s Manual and answer documents secure at all times when
not in use.

• Limit access to the tests and test materials to preparation and actual testing sessions.

• Account for all test materials after each testing session.

• Administer the tests in accordance with the directions for test administration in this
manual.

• At the completion of testing, keep stimulus cards for instruction.

Do Not

• Review any test questions with students before testing.

• Disclose, or allow to be disclosed, the contents of the tests to anyone through verbal,
written, or any other means of communication.

• Copy any part of the tests or test materials (excluding stimulus cards).
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Testing Problems

Testing administration errors and irregularities must be reported to your STAR test site
coordinator after the testing day. Other problems to be reported include students
becoming ill and students becoming otherwise unable to complete a test.

Test administration errors include, but are not limited to:

• Failure to administer the tests according to the directions in this manual.

• Using a Pre-ID answer document for a student other than the one for whom it was
pre-identified.

• Administering the CAPA inappropriately or to students who may not meet the
participation requirements.

• Administering the CAPA tasks without review of this manual and appropriate setup
(i.e., setting up stimulus cards, manipulatives, etc.).

Testing irregularities that may affect your school’s API and/or AYP include, but are not
limited to:

• Failure to maintain test security (see the Test Security section on the previous page).

• Leaving informational materials on the walls in the testing room.

• After reviewing the CAPA tasks, providing instruction related to the tasks prior to
testing.

• Administering the test in any manner that gives students a cue to the correct answer.
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Test Materials
Received from the Test Site Coordinator

CAPA Examiner’s Manual

One per examiner.

One per observer (to be obtained from overage).

Stimulus Cards — Some of the CAPA tasks require stimulus cards.

The CAPA stimulus cards are in order by level; each set contains the cards
necessary to administer a given level.

Stimulus cards are labeled with an identification number.

Stimulus cards are printed on 8½� × 11� cardstock.

Sometimes an 8½� × 11� page contains more than one card (with a maximum of
eight per page) that must be cut apart before testing; in such cases, the scissors
and dotted lines indicate where the cards should be cut apart. Not all cards require
cutting.

Multiple cards on a sheet will be individually labeled. In addition, if the task requires
a set of five cards, they may be printed on more than one sheet. They are labeled,
for example, 143a, 143b, 143c, etc.

A single stimulus card or set of stimulus cards may be used for a number of
tasks at different CAPA levels. For example, tasks in Levels II, III, and IV might all
utilize stimulus card #E007.

The task preparation references the appropriate stimulus card(s) — for example,
Place on surface stimulus card #E143a.

Answer documents

One per student per examiner (may be Pre-ID or blank).

One per student per observer (blank, to be obtained from overage).

School Provides

Manipulatives

The CAPA tasks were written using materials common to classrooms. Materials not
available in a special education classroom may be available in other classrooms.

Materials or manipulatives must be obtained prior to testing.

A list of materials and manipulatives required for each CAPA level appears in
Appendix E of this manual and is posted on the Internet at
http://www.startest.org/capa.html.

No. 2 pencils with erasers
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