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K12 FLORIDA LLC POLICIES AND PROCEDURES RELATED TO PARTICIPATION 
IN STATE TESTING 

 
These “K12 Florida LLC Policies and Procedures Related to Participation in State Testing” are  
posted on our disclosure website (http://www.k12.com ) as required in Part 1 of the Application 
for School District Virtual Instruction Program Provider Approval.  
 
CHARTER SCHOOL VIRTUAL INSTRUCTION SERVICES 
 
Paper-Based State Testing 
 
To ensure that virtual students are provided equal opportunity to perform their best on the state 
standardized assessments, virtual schools across the country have successfully utilized a regional 
testing structure for the past ten years. The regional methodology ensures student and test 
material security and has been approved by departments of education in more than 20 states.  
 
Students have the right to be in the best mental state when taking the state standardized tests. 
Being able to sleep in their own home and have minimal travel to and from testing each day 
ensures students are well rested and comfortable prior to testing. Therefore, the school will geo 
map the enrollment population and make the best effort to ensure the majority of the students 
have no more than an hour drive one way for mandatory state testing.  The school will send out a 
parent survey providing state testing information, including information on all possible testing 
locations.  Parents will be given the option to self-select the testing site that best meets their 
needs.  After the survey is closed, staff will determine the final distribution of students and 
assign locations to those that did not complete the survey.  Parents will be notified and provided 
a location map no later than two weeks prior to the first day of state testing.  When necessary and 
appropriate, the school will have established a process for transportation reimbursement for 
families that need financial assistance to ensure transportation to and from state testing sites. 
 
When the parent or legal guardian arrives at the state testing site, they will provide identification 
and sign the student in.  During the sign in process, parents must provide an emergency contact 
number for that day.  After the sign in process is complete, matching security wrist bands are 
secured on the student and responsible adult.  Students are not released from the testing location 
unless the wrist bands match at pick up.  
 
School staff work with parents to obtain parent volunteers for each testing site to ensure there is 
ample assistance during state testing.  Parents from the school serve as monitors outside of the 
testing room, assist with registration, and various other tasks. These parents are required to 
attend training prior to serving in this position and are there to monitor bathroom breaks and or 

http://www.k12.com/participating-schools/florida
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contact emergency phone numbers should a student become ill during testing. At no time are 
parents allowed into the testing classroom. 
 
The virtual charter school’s testing coordinator attends all state and district testing training. This 
person signs state affidavits regarding test security and other required measures. The testing 
coordinator develops test proctor training unique to the state and district regulations. Training 
includes test security in a virtual setting, student safety in a remote testing facility, checking 
in/out secure materials, test administration, test coding and other proctor responsibilities. All 
proctors are trained by the test coordinator and given a quiz to ensure the testing procedures are 
understood. Follow up training is arranged as needed based on the quiz results until all proctors 
demonstrate an understanding of testing procedures and protocols. 
 
According to state timelines, test booklets and other secure testing materials are signed out from 
the testing coordinator to each proctor. Secure materials are packaged and inventoried separately 
from non-secure items (non-secure items may include activities for students to complete after 
finishing a testing section, dictionaries, thesaurus, etc. as permitted by the state’s testing 
guidelines).  All secured items will be transported to state testing sites in a locked box that is 
secured with a number zip tie.  The site coordinator will seal and open the boxes each day upon 
arrival and prior to leaving.  Locking and opening the secure boxes will be witnessed each day.  
The site coordinator and the witness will sign a log that lists the serial number of the zip tie that 
is used to secure the box the night before and then opened the next day.  
 
The proctor reads and signs a test security affidavit. Once signed, the required testing materials 
for her site are inventoried in her presence and signed over from the district test coordinator to 
the proctor.  The materials are re-inventoried at the start and conclusion of each testing session to 
ensure all testing materials are accounted for at all times.  The materials must remain in the direct 
possession of the proctor until returned to the testing coordinator and inventoried. 
 
The regional testing classrooms are established in appropriate public meeting rooms within local 
community buildings in advance of testing. The rooms are set up with tables and chairs in 
classroom-style. The proctors are provided with all of the supplies needed for the location and 
per the test regulations in a pre-made box. Each morning before testing the box of secure test 
booklets and the box of required classroom supplies are brought into the testing room and 
distributed in accordance to the state test administration guidelines. Testing classrooms permit a 
separate space for parents to sign students in/out to ensure test security. Parents and people other 
than the proctor and students who are testing are not permitted within the testing classroom. 
 
All testing sites will meet ADA requirements; have easy access to restrooms, unblocked and 
clearly labeled exits and age appropriate accommodations.  The site administrator will have a 
comprehensive testing binder that will include but not limited to: 

 List of all students testing, grade levels and room assignments 
 Required documentation to support all testing accommodations that are provided at 

that testing site 
 Fire and safety information for that location 
 Sign in and out forms for testing materials  
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Computer-Based State Testing 
 
From the first year of operation in 2013, for all of the Florida computer-based state-mandated 
tests (CBT), the virtual charter school will make arrangements with the district to have its 
students tested as provided for and required by Section 1002.45(6)(b), Florida Statutes (F.S.).  
The arrangements for tests to be administered by the district and/or the virtual charter school will 
be mutually agreed upon by the district and the virtual charter school during the negotiation of 
the charter contract.  We understand that state policies as well as administration processes 
regarding the computer-based state-mandated tests may change over time.  We have based our 
proposed process of test preparation, administration, and reporting on the most recent 
information available to us in the Spring 2012 Computer-Based Test Administration Manual and 
the Spring 2012 Reading, Math, and Science Test Administration Manual, understanding that 
Florida’s computer-based testing program is under development and that (as stated in the CBT 
manual on page v) “information in the manual can change significantly from one test 
administration to the next.” 
 
Prior to taking a computer-based test (CBT), a student taking the CBT for the first time will be 
required to take an online practice test (Electronic Practice Assessment Tools (ePAT)) available 
for the CBTs she/he will take to become familiar with the testing tools and platform. Students 
who will test using accommodated computer-based forms (large print, color contrast, zoom, 
screen reader, assistive devices) must practice using the TestHear accommodated ePAT(s) for 
the specific accommodated form or form combination that they will use during testing. The 
ePAT will be made available for students to download and practice on their own with the related 
script read synchronously by the virtual charter school’s School Assessment Coordinator, a  
virtual charter school teacher, or the student’s learning coach depending on their availability.   
  
For the purposes of describing our plan for conducting computer-based state testing beginning in 
2013,  it is our assumption, based on the protocols in place at the present time, that the virtual 
charter school School Assessment Coordinator will work with the District Assessment 
Coordinator who is currently responsible for making arrangements to test virtual charter school 
students. The District Assessment Coordinator, with input from the virtual charter School 
Assessment Coordinator, will become familiar with the participation requirements of the virtual 
charter school students, including allowable accommodations (e.g., large print, color contrast, 
zoom, screen reader, assistive devices, etc.).  The District Assessment Coordinator will contact 
the appropriate district School Assessment Coordinator(s) to make arrangements for the virtual 
charter school students to be tested in their schools’ computer lab facilities which have 
“certification of CBT readiness” to administer all of the state-mandated tests conducted during 
each test administration period.  The District Assessment Coordinator will assign each virtual 
charter school student to the applicable test sessions at the designated brick and mortar school 
testing location. Once the virtual charter school students have been assigned to their test sessions, 
the district School Assessment Coordinator(s) will be able to monitor and manage the student’s 
tests in the appropriate sessions without being able to access or modify the student’s profile or 
data.  The District Assessment Coordinator will be responsible for recording any 
accommodations used once testing is complete, or invalidating a test as necessary. 
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At this time, we assume that the district will provide access to the district computer lab facilities, 
and that the virtual charter school will be responsible for administering and proctoring the tests, 
including providing trained, certified educators to do that. However, if during charter contract 
negotiations it is determined that the district may not be able to provide facilities for the required 
computer based testing, the process outlined above for paper based testing will be modified to 
meet the requirements of computerized testing. The virtual charter School Assessment 
Coordinator, Technology Coordinator, and Test Administrators will be responsible for reading 
and becoming familiar with all information in the manuals applicable to each test administration.   
 
The following lists of responsibilities for the virtual charter School Assessment Coordinator, 
Technology Coordinator, and Test Administrator are based on the current procedures as outlined 
in the Spring 2012 Computer-Based Test Administration Manual: 
 

SCHOOL ASSESSMENT COORDINATOR CHECKLIST 
 

Before Testing  

❏ Carefully read the test administration manual, as well as any local directions you have been 
given. Resolve any questions you might have with your district assessment coordinator.  

❏ Read the Test Administration Policies and Procedures and Appendix B, then sign the 
FCAT/FCAT 2.0 CBT Administration and Security Agreement.  

❏ Ensure that only certified educators serve as test administrators. Non-certified school personnel 
may serve as proctors.  

❏ Train your test administrators and proctors and ensure that they, as well as all school 
administrators, sign an FCAT/FCAT 2.0 CBT Administration and Security Agreement.  

❏ Ensure that test administrators sign a Test Administrator Prohibited Activities Agreement.  
❏ Receive test materials from the District Assessment Coordinator. Inventory the materials within 

24 hours of receipt and report missing materials or request additional materials immediately.  
❏ For Mathematics tests only, ensure an adequate supply of reference sheets is available for all 

students.  
❏ Communicate the process for collecting required administration information to your test 

administrators.  
❏ Distribute test group codes and seal codes (if administering FCAT 2.0 Reading tests on TestNav) 

to test administrators.  
❏ Assign proctors, as needed.  
❏ Ensure that appropriate test settings are available for all test sessions.  
❏ If any students who require special accommodations are testing, discuss with test administrators 

how accommodations will be provided.  
❏ Verify student information and create test sessions.  
❏ Distribute Session Rosters and Student Authorization Tickets on the day of test administration.  
❏ Complete any Computer-Based Assessments Certification district readiness activities as directed 

by the FDOE.  
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During Testing  

❏ Ensure the test sessions have been started in PearsonAccess.  
❏ Provide test administrators with additional materials, as necessary.  
❏ Monitor each testing room to ensure that test administration and test security policies and 

procedures are followed, seating charts and Security Logs are being properly completed, and 
required administration information is being collected.  

❏ Be available during testing to answer questions from test administrators.  
❏ In PearsonAccess, monitor session status and resume students’ tests, if necessary.  
❏ Arrange for and supervise make-up administrations.  
 

After Testing  

❏ Verify that all distributed secure materials have been returned. Report any missing materials to 
the district assessment coordinator and conduct the necessary investigation.  

❏ Make copies of all collected required administration information, seating charts, and Security 
Logs and file the copies.  

❏ In PearsonAccess, stop test sessions and invalidate student tests, if necessary.  
❏ In PearsonAccess, record accommodations actually used by students.  
❏ Organize materials and return them to the district assessment coordinator.  
❏ Complete the Spring 2012 CBT School Assessment Coordinator Comment Form at 

www.FLAssessments.com/SpringRMS, and encourage test administrators to complete their 
forms.  
 

TEST ADMINISTRATOR CHECKLIST 
 

Before Testing  

❏ Carefully read the test administration manual, as well as any local directions you have been 
given. Resolve any questions you might have with your school assessment coordinator.  

❏ Read the Test Administration Policies and Procedures and Appendix B, then sign the 
FCAT/FCAT 2.0 CBT Administration and Security Agreement.  

❏ Read and sign the Test Administrator Prohibited Activities Agreement.  
❏ Establish an appropriate setting for test administration and remove or cover any unauthorized 

aids in the testing room.  
❏ Prepare necessary forms to collect required administration information during testing.  
❏ Prepare a Security Log to be used in your testing room.  
❏ Make copies of the Do Not Disturb sign, the Electronic Devices sign, and the Session signs for 

FCAT 2.0 Reading tests to post prior to testing.  
❏ Prepare a seating chart to be used in your testing room. Ensure that you record room 

name/number, student names, their location in the room during testing, date, time, subject tested, 
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your name, names of proctors (if applicable), and the test group code. You will need a separate 
seating chart for Session 2 of the FCAT 2.0 Reading tests.  

❏ Receive your test group codes and seal codes (if administering FCAT 2.0 Reading tests on 
TestNav) from your school assessment coordinator.  

❏ Assemble all materials needed for test administration.  
❏ Ensure that your students understand the electronic devices policy prior to the first day of testing.  
❏ If you are administering tests to students who require special accommodations, become familiar 

with the accommodations specified in their IEPs, Section 504 plans, or ELL plans. Discuss with 
your school assessment coordinator how accommodations will be provided.  

❏ Ensure that you are familiar with how to open TestNav or TestHear to the login screen for each 
student computer prior to testing.  
 
During Testing  

❏ Maintain your seating chart and record of required administration information.  
❏ Ensure that proctors and anyone who enters your room for the purpose of monitoring the test 

sign the Security Log for your testing room.  
❏ Administer the test according to the directions in the appropriate administration script and read 

the SAY boxes verbatim to students.  
 
After Testing  

❏ Verify that you have collected all required administration information, including 
accommodations actually used by each student. Make a copy for your files. Report any missing 
materials to your school assessment coordinator.  

❏ Verify that your seating chart and Security Log have been completed correctly; make copies for 
your files.  

❏ Organize materials and return them to your school assessment coordinator.  
❏ Complete the Spring 2012 CBT Test Administrator Comment Form at 

www.FLAssessments.com/SpringRMS.  
 
 
 
 

TECHNOLOGY COORDINATOR CHECKLIST 
(Tasks to be Coordinated by district School and the virtual charter school Technology 

Coordinator) 
  

Before Testing  

❏ Carefully read this test administration manual, as well as any local directions you have been 
given. Resolve any questions you might have with your district assessment coordinator.  
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❏ Read the Test Administration Policies and Procedures and Appendix B, then sign the 
FCAT/FCAT 2.0 CBT Administration and Security Agreement.  

❏ Ensure all workstations meet the minimum requirements at 
www.FLAssessments.com/MinimumSpecs, including screen resolutions set to 1024 x 768.  

❏ Confirm TestNav 6.9 software has been installed (file share or local install) on all computers to 
be used for testing.  

❏ Install TestHear on all computers to be used for testing students requiring accommodated CBT 
forms.  

❏ Ensure all student workstations have successfully loaded the Infrastructure Trial.  
❏ Meet with the school assessment coordinator to discuss the administration of the computer-based 

test and to walk through the test administration procedures.  
❏ Discuss and implement plans for handling possible technical interruptions during testing.  
❏ Run the TestNav System Check to determine the amount of bandwidth needed for testing.  
❏ Evaluate the testing locations in the school to ensure availability of sufficient electrical outlets 

and network jacks.  
❏ Ensure you are aware of the applications that must be disabled prior to testing. Any screen 

savers, automated virus scan software, remote access applications, and the Macintosh control 
strip should be disabled during the period of computer-based testing.  

❏ Confirm that the computers used for test administration (i.e., PearsonAccess) have the 
appropriate required version of a standard Internet browser based on the operating system in use 
on the computer and the pop-up blocker is disabled.  

❏ Ensure the school has a high-speed connection to the Internet AND the connection is not over-
allocated.  

❏ If a firewall is used, confirm the appropriate destination/port/protocol combinations are allowed 
through the firewall.  

❏ Ensure that any proxy servers have been checked to ensure that the appropriate URLs are not 
blocked.  

❏ Confirm that Internet content filters are configured to allow the specific IP addresses required for 
administering computer-based testing.  

❏ Ensure Proctor Caching computers have been set up properly.  
❏ Ensure a printer is available for printing the Student Authorization Tickets, seal codes, and 

Session Rosters (color is not required).  
❏ Analyze the network to determine whether network bottlenecks exist.  
❏ Confirm that student computers and the Proctor Caching computer have not been updated with 

any additional software and will not be updated before testing begins.  
❏ Confirm that test content has been cached for all scheduled test sessions. Test content is available 

one week prior to the test administration window.  
❏ Verify that the performance of your Internet connection is consistent with expected levels of 

performance for computer-based testing.  
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❏ Alert your Internet Service Provider to your computer-based testing window, and also confirm 
that no scheduled maintenance or outages are planned during that entire window.  

❏ Verify, as needed, that no high bandwidth network activity other than computer-based testing 
will be occurring during the computer-based testing window.  

❏ If utilizing wireless network connections for computer-based testing, ensure that all computers 
can effectively communicate with their access point from the testing location.  

❏ If utilizing wireless network connections for computer-based testing, ensure that all security 
measures have been properly enabled.  

❏ Ensure that laptops are connected to AC power. If batteries must be used, ensure that they are 
fully charged and have the capacity to last for the entire test session.  

❏ Ensure that each computer station is equipped with a keyboard and mouse (or other pointing 
device).  

❏ Disable instant messaging and email notification.  
❏ Disable screen savers, power savers, and remote desktop.  
❏ Disable or delay anti-virus, auto-scan and/or auto-update, system restore utilities, Windows 

Security Firewall, web content filtering, or other software that may impact CPU speed or 
scan/block information transferred between the workstation and the servers.  

❏ Alert your school to the dates and times for computer-based testing and require students and 
teachers not testing to refrain from using any streaming media or other high-bandwidth 
applications while students are testing.  

❏ Ensure student workstations and the user profiles and logins being used for testing allow full 
permissions (read-/write-/modify-) to the TestNav/Temp, TestNav/Logs, and 
gh/TestHearPearson/Data directories.  

❏ Ensure that the primary and secondary save locations are set for student response files and that 
students have read-/write-access to these locations.  

❏ Ensure that test administrators are familiar with how to access TestNav and TestHear software 
from student workstations and how to access the student comment forms (if shortcuts are 
provided). The student comment form is available at: 
www.FLAssessments.com/SpringCBTStudentCommentForm.  

❏ On each day of testing, confirm that the Proctor Caching computer and Proctor Caching software 
are turned on and remain running.  
 
During Testing  

❏ Ensure Proctor Caching software is running on all Proctor Caching computers.  
❏ Monitor each testing room to ensure that there are no technical issues.  
❏ Be available during testing to answer questions from test administrators.  

 
After Testing  

❏ Purge test content from the Proctor Caching computer(s).  
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❏ Complete the Spring 2012 CBT Technology Coordinator Comment Form at 
www.FLAssessments.com/SpringRMS 
 
DISTRICT VIRTUAL INSTRUCTION PROGRAMS 
 
As a vendor to districts for their virtual instruction programs, K12 Florida LLC receives unique 
state assessment program testing instructions from each district.  We communicate the testing 
information to our students and their parents and follow up with them to remind them of the 
requirement that the students have to participate in the testing and the responsibility the parents 
have to make sure that students attend the testing.  
 

http://www.flassessments.com/SpringRMS

