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Introduction 

 

Purposeful planning and preparation will ensure the Mathematics Benchmark Assessments 

(MBAs) are successfully administered and used to their fullest potential. The intended audience 

for this handbook includes district and school administrators responsible for managing the 

benchmark assessment administration process. Full and effective implementation of essential 

elements allows districts and schools to focus on the meaningful process of analyzing the 

results of the MBA data and using findings to make informed instructional and program 

decisions.  
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Overview 
 

The Mathematics Benchmark Assessments (MBAs) are standards-based interim assessments developed 
for K-8 math, Algebra 1, Geometry, Algebra 2, and Integrated Math 1, 2 and 3. MBAs are administered in 
fall, winter, and spring of each year in order to ensure educators are provided ongoing information 
about the teaching and learning of standards. 

 

Purpose 
MBAs provide a bridge between classroom assessments and end-of-year summative assessments. 
Educators can use the data from standards-based MBAs to: 

 Evaluate student learning of specific state mathematics standards; 

 Analyze patterns of student need to inform changes to the mathematics curriculum and 
instruction; and 

 Synthesize student misconceptions to inform instructional strategies and interventions.  
 

Test Design 
In summer 2009, staff from the Office of Superintendent of Public Instruction (OSPI) initiated the 
development of the MBAs. The collaborative process involved OSPI mathematics specialists, Educational 
Service District (ESD) mathematics specialists, and district teachers and instructional leaders. These 
stakeholders continue to meet each spring to review the tests and make needed revisions.  
 

MBAs are designed around a set of essential standards at each grade level/course; this enables 
educators to collect deep and meaningful information about student learning of state standards. 
Standards assessed on the MBAs address critical prerequisite skills and applications of several grade-
level standards. Assessing a focused set of standards enables the MBAs to provide educators with the 
detailed information necessary to make instructional and program decisions.  
 

To ensure the MBAs are curriculum and instruction sensitive, OSPI collaborates with district instructional 
leaders to choose a test blueprint that closely aligns to the district’s pacing and sequencing of standards. 
While both the order of the standards and the items on each assessment vary, all participating districts 
assess the same set of standards with the same items over the course of the school year. 

 

Data Analysis and Reporting 
OSPI partners with Riverside Publishing in the use of DataDirector™, a web-based student assessment 
and data system, for developing the MBAs and reporting their results. DataDirector™ offers a flexible 
and efficient assessment management system that makes creating, administering, analyzing, and 
reporting all types of assessments easy.  
 

Reports are formatted to enable teachers and building and district leaders to easily analyze MBA data to 
identify student strengths and areas for improvement. Reports are provided at the student, classroom, 
grade/course, school, and district levels. Student performance is displayed by test, standard, and item. 
 

Educators can also access banks of high-quality items aligned to Washington State reading and 
mathematics standards through DataDirector™ and use them to design formative and interim 
assessments, analyze results, and generate reports in both reading and mathematics.  

 
See Appendix A for Overview of the Washington State DataDirector™. 

http://www.riversidepublishing.com/
http://www.riversidepublishing.com/products/DataDirector/
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Contacts 

 

OSPI 

Serene Cook MBA Project Manager/ TACSE* 
serene.cook@k12.wa.us 

(253) 571-3540 

Nikki Brummond Administrative Assistant 
nikki.brummond@k12.wa.us 

(360)725-6380 

Shannon Edwards 
Director, Mathematics Instruction, Assessment, 

and Intervention 
shannon.edwards@k12.wa.us 

Linda Elman, Ph.D. Formative Assessment TACSE* linda.elman@k12.wa.us 

Linda Dugger Mathematics TACSE* linda.dugger@k12.wa.us 

Mary McConnell Mathematics TACSE* mary.mcconnell@k12.wa.us 

David Thielk Mathematics TACSE* david.thielk@k12.wa.us 

Janet Zombro Mathematics TACSE* janet.zombro@k12.wa.us 

*TACSE is the acronym for Technical Assistance Contractors with Specialized Expertise. OSPI contracts 
with these highly qualified educators to provide technical assistance and deliver research-supported, 
standards-based professional development to district and school leadership teams.  
 

 

Riverside Publishing/DataDirector™ 

Kimberly Hansen DataDirector™ Support 
Kimberly.Hansen@hmhpub.com 

(425) 241-8534 

Deborah Thomas-Cox DataDirector™ Support 
Deborah.Thomas-Cox@hmhpub.com 

(915) 309-5024 

DataDirector™ Helpline DataDirector™ Support 
info@achievedata.com 

(877) 411-1629 

mailto:serene.cook@k12.wa.us
mailto:nikki.brummond@k12.wa.us
mailto:shannon.edwards@k12.wa.us
mailto:linda.elman@k12.wa.us
mailto:linda.dugger@k12.wa.us
mailto:mary.mcconnell@k12.wa.us
mailto:david.thielk@k12.wa.us
mailto:janet.zombro@k12.wa.us
mailto:Kimberly.Hansen@hmhpub.com
mailto:Deborah.Thomas-Cox@hmhpub.com
mailto:info@achievedata.com
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Key Preparation Tasks 
 

This section summarizes essential tasks to prepare for implementing MBAs in 2011-12. In addition, a 

MBA Planning Guide is located in Appendix B to ensure Key Preparation Tasks are completed. 

 

Communication  
Districts with a WIIN iGrant: Complete the 2011-12 WIIN iGrant Communication Protocol located in 
Appendix G and return to serene.cook@k12.wa.us no later than August 12, 2011. This document was 
distributed to WIIN district leads during the WIIN collaborative planning process in spring 2011. 
 
All Other Districts: Complete the Benchmark Assessment Communication Protocol located in Appendix 
G and return to serene.cook@k12.wa.us no later than August 12, 2011. 

 

Participation 
Complete the Benchmark Assessment School and Grade Level Participation form 
located in Appendix G and return to serene.cook@k12.wa.us no later than August 12, 2011. This 
document is used to identify the following: 

 Grades levels at which the assessment will be administered in the district, and 

 Participating schools in the district. 

 

Professional Development and DataDirector™ Training 
District or school leaders should schedule and plan for the following: 

 OSPI professional development and DataDirector™ training: See pages 13-15 for descriptions 
and timelines. 

 Staff professional development: All staff members should receive the information provided in 
MBA professional development to ensure they are clear about the purpose and design of the 
assessment, the standards assessed, administration procedures and timeline, and accessing and 
interpreting results. 

 Collaborative time for teachers: It is essential to provide time for teachers to analyze the 
benchmark data and connect the data to classroom practice and instructional planning. 

 Additional OSPI technical assistance: Districts may require support for planning or professional 
development. WIIN, Summit, and MERIT districts may send requests to wiin@k12.wa.us. 

 

District Test Blueprint 
Schedule and complete collaborative blueprinting with an OSPI representative by August 12, 2011. The 
test blueprint identifies the benchmark standards assessed on each of the three benchmark 
assessments. Consideration must be taken to ensure the blueprint aligns to the instructional sequence 
in the district’s pacing/curriculum guide. This requires a one-day meeting with an OSPI representative 
and up to three district mathematics leaders who are knowledgeable about the district’s curriculum 
guides and instructional materials across all grade levels to be tested.  

 

mailto:serene.cook@k12.wa.us
mailto:serene.cook@k12.wa.us
mailto:serene.cook@k12.wa.us
mailto:wiin@k12.wa.us
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Testing Dates 
Districts should consider the following prior to establishing specific testing dates: 

 Benchmark administration dates should fall within the following windows:  
Benchmark 1:  October 17 - November 18,, 2011 

   Benchmark 2:  January 23 - February 24, 2012 
Benchmark 3: April 11 - May 25, 2012  

 Because of differences in the windows for state assessments (Measurements of Academic 
Progress [MSP] and End-of-Course Exams [EOC]), benchmark administration dates may differ for 
various grade bands (K-2, 3-5, 6-8, and high school). 

 Benchmark 3 should be administered before the MSP /EOC window to ensure students have an 
opportunity to learn all grade-level standards before they are assessed on the MSP /EOC.  

 Districts should review the Washington State testing window for 2011-12 and adjust their 
curriculum guides as needed. 

 
Districts must identify MBA testing dates in the Benchmark Assessment Testing Dates (2011-12) form 
located in Appendix G and return to serene.cook@k12.wa.us no later than September 1, 2011. 
 

Uploading Roster Data 
To minimize the impact on school districts, the data for preparing rosters and student answer sheets will 
be uploaded to DataDirector™ directly from the Comprehensive Education Data and Research System 
(CEDARS). It is important for districts to make sure data is accurately uploaded to CEDARS. A successful 
upload to CEDARS is required by August 8, 2011 to meet Benchmark 1 administration timelines. 
 
It is imperative that the below timeline is strictly followed. Please contact Serene Cook at 
Serene.cook@k12.wa.us or (253) 571-3540 if you have questions or experience difficulty meeting the 
timeline. 

August 1-5, 2011  Districts roll over to new school year in their  
          Student Information System (SIS) 

August 8, 2011    Districts upload to CEDARS 
Weekly through school year  Districts upload to CEDARS 

 
To ensure accuracy, district assessment coordinators will need to check their data and make corrections 
to their DataDirector™ files before printing answer sheets.  
 
Class Periods 
Currently, class periods are not uploaded to CEDARS. Therefore, there is no direct way that 
DataDirector™ can aggregate based on classes in which secondary students are enrolled. Three options 
to separate secondary students into individual classes follow: 

 Option One: 
Section numbers are uploaded in CEDARS. In order to help separate secondary students into 
individual classes, districts may use the last digit of the section number to create a “faux” period 
for each secondary class. For example, districts can use this process so that three sections of 
Algebra 1 will display as three separate classes for roster verification, printing answer sheets, 
and data reporting purposes. However, the period assigned to each will not necessarily match 
the actual period that the class is taught during the school day. 
 

http://www.k12.wa.us/assessment/StateTesting/timelines-calendars.aspx
mailto:serene.cook@k12.wa.us
mailto:Serene.cook@k12.wa.us
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 Option Two:  
Districts may choose to complete and submit a spreadsheet that contains course, section 
number, and period fields. This spreadsheet can be obtained by emailing 
serene.cook@k12.wa.us. Note: This process will need to be repeated annually or any time 
periods change in class schedules. 
Consider the following when completing the spreadsheet:  
1. It is important that the ONLY field changed in the attached spreadsheet is the period field. 

The other fields must remain unchanged for the data to merge correctly. 
2. You do not need to add periods to elementary courses; 
3.  You only need to add periods to those courses you would like sorted by period; 
4.  Completing this is NOT required. If our “faux” periods (the last digit of the section number) 

are satisfactory to your district; and 
5. If you have schedule changes occur during the year that are not reflected in the attached 

matrix, a new table will need to be submitted. 
6. Once the periods have been updated, you may need to “unstrand” students once 

your elementary records in DataDirector given elementary teachers will have no period. This 
is a simple process that only takes a few minutes. Your DataDirector Dedicated Associate 
Account Manager can assist with this process. 

 Option Three: 
Districts may upload roster data directly from their district SIS to DataDirector™ for an 
additional fee of $7,500. This can be included in the DataDirector™ contract. 
 

Verifying rosters 
DataDirector™ rosters must be verified to ensure accuracy of benchmark answer sheets and data. 
Rosters will be available for verification prior to printing answer sheets. A successful CEDARS upload is a 
prerequisite to this process. 
 
District Administrators should follow these instructions when verifying rosters: 

 Login to DataDirector™. If given the choice to login at the site or district level, login with the 
higher level of access. 

1. Click the Students Tab.  
2. Find SEARCH OPTIONS in the white box on the left and click Teachers.  
3. Scroll down to the site(s) and lists of teachers underneath the site. 
4. Click the checkbox for the teacher whose roster is to be verified and click GO.  
5. A list of all students correctly imported into DataDirector™ and rostered to that teacher 

will appear.  

 Review the documentation in DataDirector™ Help; it can be accessed at the top right hand 
corner of the site. District administrators, teachers, and staff can also contact the DataDirector™ 
Support line at (877) 993-2633 for assistance. 

 
Roster Errors 
Rosters can be corrected by updating the district Student Information System (SIS) and providing an 
updated CEDARS drop to OSPI. Rosters cannot manually be updated within the DataDirector™ System. 
Thus, maintaining the SIS is imperative. Districts using Option 3 described above can update their own 
rosters through the direct upload process based on the frequency established by the district. 
 

mailto:serene.cook@k12.wa.us
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Districts with rosters displayed correctly in their SIS, but not showing up properly in DataDirector™, 
should contact OSPI’s CEDARS Support at (360) 725-6371, (800) 725-4311, or 
customersuppport@k12.wa.us to address specific concerns.  
 
District CEDARS leads should ensure that files are loading properly. For example, non-matches between 
student schedule files and teacher schedule files in CEDARS uploads may result in some teachers missing 
from a district’s roster.  
 
District leads who are confident their SIS is correct and CEDARS data has uploaded correctly should 
report concerns to Kimberly Hansen [Kimberly.hansen@hmhpub.com, (425) 241-8534] or and Deborah 
Thomas-Cox [Deborah.thomas-cox@hmhpub.com, (919) 309-5024]. 
 
Elementary Teachers 
Elementary teacher certification numbers are required in CEDARS uploads for teachers to appear 
accurately in ™. However, OSPI does not currently require elementary certification numbers in CEDARS 
uploads. Therefore, district leads will need to ensure that teacher certification fields are complete in the 
CEDARS data. 
 
What happens if a teacher doesn’t have a certificate number? 
In DataDirector™, student schedules are matched to individual teachers through the certificate number 
that is in both the teacher file and the student schedule file. DataDirector™ uses the teacher certificate 
number in CEDARS. This may be a valid Washington certificate number, a Z number, or a temporary 
permit number. While all classroom teachers MUST have a certificate number in CEDARS, it is remotely 
possible that a teacher certificate may not exist. In this case, the district can enter “UNK.”  
 
The Z number is reported as the Certification Number (A2) in the S275 Report for Non-Certified Staff. If 
the teacher only holds a temporary teaching permit, enter the valid temporary file number found on the 
EDS website. All teachers who have applied for certification in Washington State receive a temporary file 
number. If the certification number does not exist on the OSPI Certification database, the entire record 
will be rejected. 
 
For records marked “UNK,” the staff identification number used by the district will replace the certificate 
number in the DataDirector™ upload in both the staff file and student schedule file. Once the temporary 
or permanent certificate number is updated in CEDARS, future uploads to DataDirector™ will use that 
number. See the CEDARS 2011-12 Data Manual for more information. 
 
Students Not Rostered 
Any student not rostered in DataDirector™ may still take the test using a generic answer sheet. The 
answer sheet should be held until the next CEDARS upload is complete and the student appears in 
DataDirector™; the answer sheet can then be scanned.  

 

Scanners 
Before the testing process begins, districts must make sure they have hardware necessary to conduct 
the assessment. Districts must: 

 Purchase at least one scanner for every three participating schools (see information provided 
below); and  

mailto:customersuppport@k12.wa.us
mailto:Kimberly.hansen@hmhpub.com
mailto:Deborah.thomas-cox@hmhpub.com
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 Have a district IT representative attend the Scanner Installation Webinar the week of October 
3, 2011. See page 14 for dates and times. 
 

The recommended scanner is the Fujitsu fi-6130. The cost of each scanner is $799 plus tax and shipping 
(as of June 2011). Districts may use current OSPI  iGrant funds (iGrants Form Package 319 Budget) to 
purchase scanner(s). Note: Districts may not expend more than 10% of the total grant for supplies and 
equipment.  
 
Please contact GreenFlow International at (310) 990-8228 or rayduffy5@me.com to purchase a scanner. 
See Appendix C for further details. 

 
Computer Requirements 

Requirements for the computer attached to the scanner are listed below. Software for scanning and 
uploading data will be provided through DataDirector™. DataDirector™ is compatible with both 
Macintosh computers and PCs. 

 

Recommended Setup Software Requirements 

 Intel Pentium 4 processor 2.8GHz+ (or better) 

 2 G RAM (or higher) 

 500 MB of available Hard Drive space 

 Microsoft Windows XP with all Service Pack 

updates 

 Microsoft Windows Operating Systems 

 Adobe Acrobat Reader 7.0 (or higher) 

 Microsoft.Net Framework with Service Pack 1 

 

mailto:rayduffy5@me.com
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 Riverside Publishing and DataDirector™ Implementation 

 

Overview 
DataDirector™ is an innovative online data and assessment management system that puts a fast, 
powerful, and easy-to-use decision-support system in the hands of educators. It allows users to compare 
multiple sets of data ("all data over time") so that they may identify needed interventions, devise 
enhanced curriculums, and drive the academic achievement of all students—from struggling learners to 
high performers to special student populations. 
 
DataDirector™ provides: 

 Colorful chart and graph reporting of state benchmark and local test data at the student, 
classroom, school, and district levels; 

 Banks of Reading and Mathematics test items aligned to Washington State standards;  

 Test development tools for creating classroom-, school-, and district-level assessments aligned 
to Washington State standards; 

 Both paper-and-pencil and online test administration;  

 Plain-paper scanning to process test results; and 

 Progress monitoring using custom groups and customized reporting. 
 
Districts must contract with Riverside Publishing for each participating school in order to begin MBA 
training and receive school login and passwords for DataDirector™. 
 

Riverside Publishing Contract 
Kimberly Hansen [Kimberly.hansen@hmhpub.com, (425) 241-8534] and Deborah Thomas-Cox 
[Deborah.thomas-cox@hmhpub.com, (919) 309-5024] are the Dedicated Account Managers for OSPI. 
Both are assigned to work with districts in the implementation, training, and ongoing use of the 
DataDirector™ platform. 
 
Districts should contact either Kimberly Hansen or Deborah Thomas-Cox to implement DataDirector™. 
They will answer questions and provide support to generate a contract. The contract timeline includes: 

 
Begin contract process    June 1 - 30, 2011  
Purchase order and contract signed July 1, 2011 Contract date 7/1 /2011 – 6/ 30/2012 
Invoice sent to districts   Within 10 days of receipt of signed contract 
Invoice payment due   Within 30 days all contracts are based on Net 30 

 
Note: Contracts will be based on the student enrollment numbers for the grade levels rostered in the 
DataDirector™ system. Contracts must be finalized prior to training or using the system.  

 

Funding 
Districts with OSPI  iGrants can use this funding to purchase DataDirector™ for qualifying schools. Up to 
15% of the iGrant (WIIN iGrant Only)  can be used to fund DataDirector™ for non-qualifying schools. The 
fee per student is $4.50. This amount is based on grade-level enrollment and not the actual number of 
students taking the assessment.  
 

mailto:Kimberly.hansen@hmhpub.com
mailto:Deborah.thomas-cox@hmhpub.com
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Note: Districts piloting the Reading Benchmark Assessments will be assessed an additional fee of $0.75 
per student; this should be included in the WIIN budget and contracted through Riverside Publishing.  
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Professional Development and Training 

 

In the pilot of the MBAs, positive outcomes were realized in districts and schools where: 

 Teachers actively engaged in understanding the purpose, test design, and standards assessed; 

and 

 Teachers and district leaders analyzed assessment results at the school, grade/course, and 

classroom levels to make instructional improvements. 

 

Based on these findings, OSPI provides professional development and technical assistance to ensure all 

participating districts and schools are supported in implementing and using MBAs.  

 

Descriptions of MBA professional development for Assessment Coordinators and Instructional Leaders 

follow. 

 

MBA Overview 
This professional development provides an overview of the MBA purpose, test design and 

administration procedures. DataDirector, the web-based student assessment system used to develop 

the MBAs and report student results, will also be highlighted. Participants will learn about the primary 

features of DataDirector, including data reporting and how to create additional classroom assessments 

using the standards-aligned item banks. (1 day scheduled after September 23rd and before MBA 1 

administration) 

 

Data Analysis and Instructional Improvement 
After each benchmark administration, participants engage in professional development focused on 

accessing and analyzing assessment data and using student results in an instructional decision-making 

process. Participants use the MBA data to connect student achievement to change in practice. Student 

misconceptions are articulated and a plan is created to address these misconceptions in either the re-

teaching of targeted standards or by making connections to the next set of standards. The use of 

formative assessment as a high quality instructional practice will be highlighted and the DataDirector 

tool will be used to create additional classroom assessments to gather formative information. (1 day 

scheduled after each MBA administration) 

 

It is important that all staff receive the information provided in the professional development to ensure 

all are clear about the purpose and design of the assessments, the standards assessed the timing of the 

tests, administration procedures, and accessing and interpreting results. 
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DataDirector™ Training 
 

To register for the DataDirector Training’s listed below: 
Click Here to Register 

or type the URL https://eds.ospi.k12.wa.us/EventsManager/Info/Default.aspx into your browser 
For technical support contact Jamie Stowers  

Phone: (360) 725-6380  

Email: serene.cook@k12.wa.us 
 

Test Building 
Description: Introduction to DataDirector™, test-building flow, practice in test building, and Benchmark 
1 test building. See Appendix E for training documents. 

 
Date   Week of September 19-23, 2011 
Duration    1 day 
Locations For districts participating in 2010-11 MBAs: 

 September 19: 8:00 a.m. - 4:00 p.m., Yakima School 
District OR 

 September 21: 8:00 a.m. - 4:00 p.m., WIIN Center, 
Tacoma 

 For new districts: 

 September 20: 8:00 a.m. - 4:00 p.m., Soap Lake School 
District OR 

 September 22: 8:00 a.m. - 4:00 p.m., WIIN Center, 
Tacoma 

Audience:    Assessment Coordinators 
Number of representatives  2-3 per district 

 

Printing and Scanning 
Description: Introduction to printing and scanning; intended as a “train the trainer” model. 

 
Date   Week of September 26-30, 2011 
Duration    1/2 day 
Locations For districts participating in 2010-11 MBAs: 

 September 27: 8:00 a.m. - 12:00 p.m., Yakima School 
District OR 

 September 28: 8:00 a.m. - 12:00 p.m., WIIN Center, 
Tacoma 

 For new districts: 

 September 26: 8:00 a.m. - 12:00 p.m., Soap Lake School 
District OR 

 September 29: 8:00 a.m. - 12:00 p.m., WIIN Center, 
Tacoma 

Audience    Assessment Coordinators 
Number of representatives  1-2 per district 

https://eds.ospi.k12.wa.us/EventsManager/Info/Default.aspx
https://eds.ospi.k12.wa.us/EventsManager/Info/Default.aspx
mailto:serene.cook@k12.wa.us
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Scanner Installation WebEx 

Description: Training and demonstration of scanner installation.  
 
Date   Week of October 3-7, 2011 
   October 3: 9:00 a.m. and 4:00 p.m.  
   October 4: 10:30 a.m. and 3:00 p.m. 
   October 5: 8:00 a.m. and 2:00 p.m. 
   October 7: 8:00 a.m. and 3:00 p.m. 
Duration    1 hour, choose 1 session from above 
Location    WebEx  
Audience    IT person with Network Administrator rights 
Number of representatives  1-2 per district 

 

 
Monthly WebEx’s 

Description: Pre-scheduled monthly WebEx’s that highlight relevant DataDirector™ training and 
troubleshooting. 
  
 Date   Monthly, throughout the 2011-12 school year 
 Duration    1-2 hours 
 Location    WebEx  
 Audience    Varies 
 Number of representatives  Varies 
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Testing 
 
Each district should develop a MBA Administration Plan. See Sample MBA Administration Plan in 
Appendix D. 
 

Test Building 
Districts are required to build each MBA according to the district-identified blueprint. Districts will build 
MBA 1 during Test-Building Training. The training is scheduled for the week of September 19-23, 2011. 
See Appendix E for Test-Building Directions. 
 
District administrators and assessment coordinators and school principals must sign the Security 
Affidavit located in Appendix G and return it to serene.cook@k12.wa.us by September 1, 2011. 
Participants are expected to adhere to the test-building protocol and agree they will not: 

 Change the performance bands; 

 Edit the standards linked to the test; or 

 Edit OSPI’s MBA items. 
 

Test Security 
Each district assessment coordinator and school principal must complete the Security Affidavit located 
in Appendix G and return to serene.cook@k12.wa.us by September 1, 2011. 
 
MBA test booklets and answer sheets are considered secure testing materials. It is important that 
assessment items are kept secure so this resource can continue to serve its purpose in a reliable and 
valid way. The intent of the security requirements is to preserve the integrity of the benchmark 
assessments. Similar to any other type of assessment, results are invalid and not reliable if staff utilizes 
testing materials to prepare students for the assessment. Specific details follow. 

 At NO TIME should tests or test items be used for instructional purposes. 

 All teachers should be trained in administration procedures for the assessments.  

 Procedures and protocols should be in place to minimize the amount of time teachers have test 
materials before and after testing.  

 Only individuals designated by district leadership may photocopy or reproduce any test form or 
items. 

 Following testing, all secure testing materials must be returned to the district assessment 
coordinator for secure recycling. This may mean shredding or placing materials in a secure 
recycle bin. Teachers must not keep any copies of MBAs. 

 

Accommodations 
Students should receive accommodations for the MBAs according to their individual plan (IEP, ELL, or 
504), just as they would for any other classroom assessment.  
 
English language learners (ELLs) should receive the same accommodations for the benchmark 
assessments as they receive for other classroom assessments. This might mean reading test items aloud 
verbatim in English or another language.  
 
 

mailto:serene.cook@k12.wa.us
mailto:serene.cook@k12.wa.us
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Braille and Large Print test forms will be provided for students. Please complete the Braille Request and 
Large Print Request located in Appendix G. Requests must be submitted to serene.cook@k12.wa.us 
according to the following timeline: 

Benchmark  1   By September 1, 2011 
Benchmark  2   By December 1, 2011 
Benchmark  3   By February 1, 2012 

 

Testing Directions 
DataDirector™ provides specific and detailed testing instructions for teachers and students for each 
grade level. These should be read carefully and distributed to classroom teachers. These directions are 
located in Appendix F. 
 

Test Materials and Tools 
Prior to testing, teachers and students must have the following materials: 

1. Pencils for each student 
2. Teacher directions for each teacher 
3. An answer sheet for each student 
4. A test booklet for each student, except for Kindergarten students 
5. Rulers and protractors available for all students 
6. Manipulatives normally used during instruction available for all students, including pattern 

blocks, base ten blocks, geoboards, tiles, cubes, and other manipulatives that do not directly 
provide an answer to students 

7. Kindergarten: Counters and a timer or stopwatch 
8. Grade 2: Rulers for students taking assessments that include Mathematics Standard 2.3.C 
9. Grades 7 and 8 and High School: Calculator for each student 

a. Students should be familiar with using the calculator provided. 
b. NO calculators may be used by students prior to grade 7, unless called for in the student’s 

IEP or 504 plan.  
10. High School: Graph paper 

 

Printing 
Training in printing test forms and answers sheets will be provided the week of September 26-30, 2011. 
Printing Directions are located in Appendix E. 
 
The following can be accessed in DataDirector™ and should be printed and distributed to the classroom 
teacher prior to MBA administration: 

 Test booklets 

 Answer sheets (CANNOT be photocopied; must be printed) 

 Teacher directions 

 Student directions 

 Formula sheets (as applicable) 
 
If printing assistance is needed, please contact: 
Kimberly Hansen DataDirector™ Support  Kimberly.Hansen@hmhpub.com, (425) 241-8534 
Deborah Thomas Cox DataDirector™ Support  Deborah.Thomas-Cox@hmhpub.com,(915) 309-5024 
DataDirector™ Helpline DataDirector™ Support  info@achievedata.com, (877) 411-1629 

mailto:serene.cook@k12.wa.us
mailto:Kimberly.Hansen@hmhpub.com/
mailto:Deborah.Thomas-Cox@hmhpub.com/
mailto:info@achievedata.com/
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Distributing and Collecting Tests 
District and school protocols should limit the amount of time test booklets and answer sheets are in 
classrooms. All administrators, teachers, and other staff in each school should be aware of the protocol 
for distributing and collecting all testing materials.  
 
Following testing, student answer sheets and test booklets are collected according to district/school 
protocol. These materials must be returned to the designated school and/or district assessment leaders 
for secure recycling. This may include shredding or placing materials in a secure recycle bin. 
 

Test Administration 
All tests must be administered according to the Teacher Directions (Appendix F). It is important that all 
students take the assessments under the same conditions. Beyond reading words or phrases in grades 1 
and 2, teachers may not coach or assist students in any way during administration. Accommodations 
should be provided for students according to their individual plan (IEP, ELL, or 504), just as they would 
for any other classroom assessment.  
 

Extended Time and Absent Students  
MBAs are not timed assessments. They are designed to be administered in a 50-60 minute class period. 
If the district-identified blueprint has more than four standards, test administration may take longer. 
Similar to other classroom assessments, students who do not finish the assessment during regular class 
time may receive more time during the day, after school, or the following day. Absent students may 
make up the test at any time during the district testing window.  
 

Scanning 
Answer sheet training will be provided the week of September 26-30, 2011. Scanning Directions are 
located in Appendix E. 
 
Answer sheets for all students are scanned using DataDirector™ and the plain paper scanner available in 
the district. Districts will need to design a plan for scanning answer sheets and uploading the scanned 
data to DataDirector™. They will need to determine: 

 Who will conduct the scanning; and  

 Where the scanning will take place. Scanners may be in a central location in the district or 
assigned to regional buildings. 
 

It takes approximately one minute to scan a “clean” classroom set of answer sheets. Folds, creases, and 
stray marks on answer sheets may lead to scanning errors and slow the process. Teachers should 
instruct students to not fold, crease, or draw/write on their answer sheets and to check answer sheets 
before they are collected. 
 
According to Washington State retention requirements, answer sheets should be maintained for 90 
days. One copy of each test can be kept on file in the district in case of parent requests to view the tests. 
All other test materials should be securely recycled. 
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Accessing Results 
Once assessments are uploaded, the results are available to teachers and administrators through 
DataDirector™. Access will be provided to staff through a secure login. Training on the use of 
DataDirector™ to access reports will be provided by a Technical Assistance Contractor with Specialized 
Expertise in Mathematics (Math TACSE). Please call (360) 725-6380 or email  wiin@k12.wa.us to 
schedule this professional development. Directions for Accessing Results are located in Appendix E. 
 

Performance Bands 
 

OSPI set proficiency bands and cut scores for reporting student performance on the MBAs. 

For items assessing kindergarten standards K.1.A and K.1.B the cut points were based on national norms 

for rote counting and number identification. 

Standard K.1.A 

Proficiency Band Label 
Rubric 

Score 
Fall Score 

Winter 

Score 

Spring 

Score 

Met Standard 3 ≥51 ≥71 ≥80 

Below Standard 2 20-50 39-70 55-79 

Well Below Standard 1 0-19 0-38 0-54 

 

Standard K.1.B 

Proficiency Band Label 
Rubric 

Score 

Fall 

Score 

Winter 

Score 

Spring 

Score 

Met Standard 3 NA ≥49 ≥56 

Below Standard 2 NA 36-48 47-55 

Well Below Standard 1 NA 0-35 0-46 

 

The remainder of the kindergarten assessment will be reported using the following proficiency 

bands and cut points. 

 

mailto:wiin@k12.wa.us


20 

 

 
 

 

 

 

 

 

The following proficiency bands and cut points are used for grades 1-8 and high school. 

 

Grades 1-8 & HS 

Proficiency Band Label % Correct 

Met standard 71-100% 

Below standard 43%-70% 

Well below standard <43% 

 
 

 

Kindergarten Remainder of Test 

Proficiency Band Label % Correct 

Met standard 71-100% 

Below standard 43%-70% 

Well below standard <43% 
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Appendix A 
 

Overview of the Washington State DataDirector™  
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Appendix B 

 
2011-12 Benchmark Assessment Planning Guide 

Please note all action items are listed with due dates, but districts/schools are encouraged to start 

completing action steps in advance. 

     

Action Step Explanation Date Due 

Establish and sign contract with 
RPC 

See Page 11 
And Appendix C 

July 1, 2011 

Role up Student Information 

System (SIS) to 2011-12 school 
year 

This is required to participate in MBA 1, please 

contact OSPI if your district does not have the 
capacity to complete within the specified timeframe. 

See Page 7 

August 1-5, 

2011 

Complete Successful CEDARS 
upload             

This is required to participate in MBA 1, please 
contact OSPI if your district does not have the 

capacity to complete within the specified timeframe. 

See Page 7 

August 8, 
2011 

Schedule and Complete Math 

Blueprinting with an OSPI 

representative 

To schedule contact Jamie Stowers at 

(360) 725-6380 or wiin@k12.wa.us 

August 12, 

2011 

Communication Protocol to OSPI 

*Complete WIIN Communication 
Protocol if applicable, if not 

complete Benchmark Assessment 
protocol 

See Appendix G 

 

August 12, 

2011 

Complete the Benchmark 

Assessment School and Grade 
Level Participation 

 

See Appendix G August 12, 

2011 

Establish and communicate 
Benchmark Testing Dates  

See Appendix G 
 

September 1, 
2011 

Register for district representative 

to attend DataDirector September 
training 

See Page 14-15  and  

Click Here to Register 
or type the URL 

https://eds.ospi.k12.wa.us/EventsManager/Info/De
fault.aspx into your browser 

For technical support call  
Phone: (360) 725-6380 

Email: serene.cook@k12.wa.us 

September 1, 

2011 

mailto:wiin@k12.wa.us
https://eds.ospi.k12.wa.us/EventsManager/Info/Default.aspx
https://eds.ospi.k12.wa.us/EventsManager/Info/Default.aspx
https://eds.ospi.k12.wa.us/EventsManager/Info/Default.aspx
mailto:serene.cook@k12.wa.us
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Schedule and Complete MBA 

Overview with an OSPI 
representative (training should 

take place after September 23rd 

and prior to MBA 1 
administration) 

To schedule call  

(360) 725-6380 or wiin@k12.wa.us 

September 1, 

2011 

Have Assessment Coordinator and 
Building Principal sign Security 

Affidavit 

See Appendix G September 1, 
2011 

Complete Special Request (large 

print and Braille) for MBA 1 

See Appendix G September 1, 

2011 

Schedule and Complete MBA Data 
Analysis and Instructional 

Implementation with an OSPI 
representative following each 

MBA 

To schedule call  
(360) 725-6380 or wiin@k12.wa.us 

September 
15, 2011 

Purchase  and receive Scanner for 

DataDirector 

See Page 9 and Appendix C October1, 

2011 

Complete Special Request (large 

print and Braille) for MBA 2 

See Appendix G December 1, 

2011 

Complete Special Request (large 

print and Braille) for MBA 3 

See Appendix G February 1, 

2012 

 

 

mailto:wiin@k12.wa.us
mailto:wiin@k12.wa.us
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Appendix C 
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Appendix D 
 

SAMPLE MBA ADMINISTRATION PLAN 
 

Instructions for Assessment Coordinator 
1. Print all scan sheets, and put each teacher’s set and tests in a manila folder with the school name, 

teacher name, period (if applicable), and grade level printed on the front. 
2. Include two generic scan sheets (i.e., without student’s names) in the folder. These are for new 

students not yet registered in DataDirector™ (referred to as DD). 
**Scanning: Please READ the cover page on all answer sheets to ensure proper printing procedure 
for page scaling and size of paper selection. Each test answer sheet is unique. 

3. The front of the folder should also have clear instructions** as to what teachers are to do.  
 

Instructions for Teachers 
1. Distribute the appropriate bubble sheet to each student.  

2. If students are absent, wait until they return to class to give them their bubble sheet and exam.  

3. DO NOT return blank bubble sheets to the scanning administrator. A blank bubble sheet will give 
that child a zero as his or her score.  

4. If a child is no longer in your class, dispose of the answer sheet in the shredding bin.  

5. Blank scan sheet are included for any child that is new to your class and not yet in DD. RETAIN the 
completed scan sheet until you see the child’s name in DD; then bubble in their ID number. All 
bubbles must be filled in before you return the sheets for scanning.  

6. Do not return the manila folder until all students have taken the test. Go over each bubble to make 
sure it is clear and dark. If necessary, go over bubbles with a black sharpie. 

7. Add the dates of the testing window and the date by which the tests and answer sheets need to be 
returned. 

 

Returning Scan Sheets 
1. Make sure each child’s marks are clear and there are no stray marks around the T marks (i.e., marks 

found around the perimeter of the page that are shaped like a T).  

2. Place all scan sheets facing the same direction into the envelope. Upside down or backward sheets 
cannot be scanned.  

3. Do not put sticky notes or comments for the scanning administrator on the bubble sheets. If you 
need to write a note, put it on top of the manila folder.  

4. Do not paperclip answer sheets.  

5. Return all scan sheets and tests in the same manila folder in which they were given to you.  

6. Results will be available __________________. Please login to DD to see your students’ results. 
 

Viewing Results 
District assessment coordinators will need to turn the permission on for the tests after they are 
administered, so teachers may view the results. Instructions follow: 

1. Go to Exams. 
2. Check the box next to the assessment(s) that you want to be viewable by teachers. 
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3. Scroll to the drop down box at the bottom of the page, and select Share. 
4. On the next page, apply Global Permission. 

 
Please contact Deborah Thomas-Cox [(915) 309-5024, Deborah.thomas-cox@hmhpub.com] or Kimberly 
Hansen [(425) 241-8534, Kimberly.hansen@hmhpub.com] if you have questions or need assistance. 

mailto:Deborah.thomas-cox@hmhpub.com
mailto:241-8534/Kimberly.hansen@hmhpub.com
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Appendix E 
 

DataDirector™ Help Documents 
 

Appendix E includes the following documents: 

1. DataDirector Getting Started 

2. DataDirector Quick Sheet for Managing Users 

3. DataScanner Getting Started 

4. Create an Exam Using Item Bank 

5. How to Print Answer Sheets 

6. How to Scan Answer Documents using DataScanner 

7. Using Exam Reports to Analyze and Disaggregate Data 
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Appendix F 

 

MBA Teacher and Student Directions 
 

Appendix F includes the MBA Teacher and Student Directions for the following: 

1. Kindergarten 

2. 1st grade 

3. 2nd grade 

4. 3rd - 6th grade 

5. 7th – 8th grade 

6. High school 

7. 6th – 8th Formula sheets 

8. High School Formula sheets 
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          Mathematics Benchmark Assessments  

Kindergarten Teacher Directions  

The purpose of the Mathematics Benchmark Assessments is to provide a bridge between classroom 

formative assessments and the end-of-year summative assessments, and provide information to: 

• Evaluate student learning of specific state mathematics standards. 

• Identify patterns of student need to inform changes to the mathematics curriculum and 

instruction through collaborative dialogue.  

•  Identify specific student misconceptions or errors as they relate to the content in the specific 

standards being assessed. 

 
The kindergarten math benchmark assessment consists of performance tasks and multiple choice 

questions. The assessment is administered to each student individually. To prepare please review the 

assessment prior to test day and ensure you will have all needed materials available.  

Materials: 

 Stop watch/timer  

 Colored counters 

 Test booklet 

 Answer sheet for each student 

 Pencil to mark answer sheets 

 
To administer the assessment: 

1. Determine the number of students that will need to be assessed each day according to your 

school/district testing schedule. The assessment will take approximately 10 minutes per 

student, depending on the number of questions. 

2. Assemble and organize all testing materials.  

3. Follow the directions in the test booklet and read instructions to the student in the “Say” 

portions for each section. 

4. Record student responses according to the directions on the answer sheet for each student. Fill 

in each bubble completely and do not leave any stray marks on the answer sheets. 

5. During testing provide accommodations for students according to their individual plans (IEPs, 

ELL, or 504) as you would for any other classroom assessment.   

6. You may re-read questions as needed, but do not assist students in answering questions or 

provide definitions for mathematical terms. 

7. Track students that have been tested to ensure all students are tested according to your 

school/district testing schedule. 
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8. Upon completion of administration collect all testing materials and follow your district/school 

protocol for returning them to your school assessment coordinator. 
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Mathematics Benchmark Assessments 

Grade 1 Teacher Directions  

The purpose of the Mathematics Benchmark Assessments is to provide a bridge between classroom 

formative assessments and the end-of-year summative assessments, and provide information to: 

• Evaluate student learning of specific state mathematics standards. 

• Identify patterns of student need to inform changes to the mathematics curriculum and 

instruction through collaborative dialogue.  

•  Identify specific student misconceptions or errors as they relate to the content in the specific 

standards being assessed. 

 
Before administering the assessment, follow your district’s protocol for how students will record their 

answers. The four options follow: 

1. Students may record their responses on a preprinted answer sheet following explicit instruction 

from the teacher on how to respond using an answer sheet.  

2. Students may circle their responses in their test booklets. The teacher or another staff member 

may transfer student responses to a preprinted answer sheet. 

3. Students may circle their responses in their test booklets. The teacher or another staff member 

may directly enter student responses into DataDirector. 

4. Students may circle their responses in their test booklets. The next day students can be 

instructed how to transfer their responses onto a preprinted answer sheet. 

 
To administer the assessment: 

1. Organize your class into small groups or whole groups for test administration as determined 

by your school/grade level team. 

2. Place manipulatives in the classroom where students can have access to them while testing. 

All students may have access to manipulatives normally used during instruction including 

pattern blocks, base ten blocks, geoboards, tiles, cubes and rulers. Nothing can be provided 

that provides the answer directly to students. 

3. Distribute student directions, test booklets, answer sheets (if needed) and pencils to each 

student. Have students print their names on the front of their test booklet. 

 

 

 

 

 

 

 



71 

 

 

4. Read the Grade 1 Student Directions to students: 

 

 

 

 

 

 

 

 

 

 

5. Read each question to students. Instruct students to follow along in their test booklets as 

you read each item and to circle the correct response in their test booklet or to bubble the 

letter for the correct response on their answer sheet. Provide student time to answer each 

question before reading the next question.  

6. During testing provide accommodations for students according to their individual plans 

(IEPs, ELL, or 504) as you would for any other classroom assessment.   

7. You may re-read questions as needed, but do not assist students in answering questions or 

provide definitions for mathematical terms. 

8. Upon completion of administration collect all testing materials and follow your 

district/school protocol for returning them to your school assessment coordinator. 

 

Note: The Mathematics Benchmark Assessments are not timed. The assessments may be given over 

two class periods or if a student does not finish the MBA in the designated class period he/she can 

complete the test at another time in the school day within the district’s testing window. 

 

 

 

Grade 1 Student Directions 

Today you will take a benchmark assessment for mathematics.  

1. Your teacher will read each question aloud.  

2. As your teacher reads each question follow along in your test booklet. 

3. Think about the answer for each question and circle the answer in your test booklet 

or mark your answer on the answer sheet. 

4. Wait for your teacher to tell you it is time for the next question. 

5. If you do not know the answer to a question, go on to the next question.   

6. You may ask your teacher to repeat a question. 

7. You may use the manipulatives that your teacher set out in the classroom. 

8. When you come to the end of the test, you may go back and check your work. 
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Mathematics Benchmark Assessments  

Grade 2 Teacher Directions  

The purpose of the Mathematics Benchmark Assessments is to provide a bridge between classroom 

formative assessments and the end-of-year summative assessments, and provide information to: 

• Evaluate student learning of specific state mathematics standards. 

• Identify patterns of student need to inform changes to the mathematics curriculum and 

instruction through collaborative dialogue.  

•  Identify specific student misconceptions or errors as they relate to the content in the specific 

standards being assessed. 

 

Before administering the assessment, follow your district’s protocol for how students will record their 

answers. The four options follow: 

1. Students may record their responses on a preprinted answer sheet following explicit 

instruction from the teacher on how to respond using an answer sheet.  

2. Students may circle their responses in their test booklets. The teacher or another 

staff member may transfer student responses to a preprinted answer sheet. 

3. Students may circle their responses in their test booklets. The teacher or another 

staff member may directly enter student responses into DataDirector. 

4. Students may circle their responses in their test booklets. The next day students can 

be instructed how to transfer their responses onto a preprinted answer sheet. 

 

To administer the assessment: 

1. Organize your class as a whole group for test administration. 

2. Place manipulatives in the classroom where students can have access to them while testing. All 

students may have access to manipulatives normally used during instruction including pattern 

blocks, base ten blocks, geoboards, tiles, cubes, and rulers. Nothing can be provided that provides 

the answer directly. No calculators may be used. 

3. Distribute student directions, test booklets, answer sheets (if needed) and pencils to each student. 

Have students print their names on the front of their test booklet. 
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4. Read the Grade 2 Student Directions to students: 

 

 

 

 

 

 

 

 

5. During testing provide accommodations for students according to their individual plan (IEPs, ELL, or 

504) as you would for any other classroom assessment.   

6. You may read questions or parts of questions to students as needed, but do not assist students in 

answering questions or provide definitions for mathematical terms.  

7. Upon completion of administration collect all testing materials and follow your district/school 

protocol for returning them to your school assessment coordinator. 

 

Note: The Mathematics Benchmark Assessments are not timed. The assessments may be given over 

two class periods or if a student does not finish the assessment in the designated class period he/she 

can complete the test at another time in the school day within the district’s testing window. 

 

Grade 2 Student Directions 

Today you will take a benchmark assessment for mathematics.  

1. Read each question carefully.  

2. Think about the answer for each question and circle the answer in your test 

booklet or mark your answer on the answer sheet. 

3. If you do not know the answer to a question, go on to the next question.   

4. Raise your hand if you cannot read a question. Your teacher will help you read 

the question or read the question to you. 

5. You may use the manipulatives that your teacher set out in the classroom.  

6. When you come to the end of the test, you may go back and check your work. 
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Mathematics Benchmark Assessments 

Grades 3-6 Teacher Directions  

The purpose of the Mathematics Benchmark Assessments is to provide a bridge between classroom 

formative assessments and the end-of-year summative assessments, and provide information to: 

• Evaluate student learning of specific state mathematics standards. 

• Identify patterns of student need to inform changes to the mathematics curriculum and 

instruction through collaborative dialogue.  

•  Identify specific student misconceptions or errors as they relate to the content in the specific 

standards being assessed. 

 

To administer the assessment: 

1. Organize your class as a whole group for test administration. 

2. Place manipulatives in the classroom where students can have access to them while testing. 

All students may have access to manipulatives normally used during instruction including 

pattern blocks, base ten blocks, geoboards, tiles and cubes. Nothing can be provided that 

provides the answer directly to students.  

3. Provide students access to protractors and rulers. No calculators may be used. 

4. Distribute student directions, test booklets, answer sheets and pencils to each student. 

5. For grade 6 administration, distribute the Mathematics Formula Sheet for Grades 6-8 to 

each student. 

6. Read the Grades 3-6 Student Directions to students: 

 

 

 

 

 

 

 

Grades 3-6 Student Directions 

Today you will take a benchmark assessment for mathematics.  

1. Read each question carefully.  

2. Think about the answer for each question and mark your answer on the answer 

sheet.  

3. Fill in each bubble on the answer sheet completely. Do not make any other 

marks on the answer sheet. 

4. If you do not know the answer to a question, go on to the next question.   

5. You may use the manipulatives that your teacher set out in the classroom. 

6. You may use protractors and rulers. You may not use calculators.  

7. Raise your hand if you have a question. 

8. When you come to the end of the test, you may go back and check your work. 
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7. During testing provide accommodations for students according to their individual plan (IEPs, 

ELL, or 504) as you would for any other classroom assessment.   

8. You may answer student questions as needed, but do not assist students in answering 

questions on the assessment or provide definitions for mathematical terms. 

9. Upon completion of administration collect all testing materials and follow your 

district/school protocol for returning them to your school assessment coordinator. 

10. Check answer sheets to ensure that students filled in each bubble completely and have not 

left any stray marks on the answer sheet. Bubbles that are not filled in correctly and stray 

marks will produce errors in the student data.   

 

 

Note: The Mathematics Benchmark Assessments are not timed. If a student does not finish the 

assessment in the designated class period he/she can complete the test at another time in the school 

day or another day within the district’s testing window. 
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Mathematics Benchmark Assessments 

Grades 7-8 Teacher Directions  

The purpose of the Mathematics Benchmark Assessments is to provide a bridge between classroom 

formative assessments and the end-of-year summative assessments, and provide information to: 

• Evaluate student learning of specific state mathematics standards. 

• Identify patterns of student need to inform changes to the mathematics curriculum and 

instruction through collaborative dialogue.  

•  Identify specific student misconceptions or errors as they relate to the content in the specific 

standards being assessed. 

 

To administer the assessment: 

1. Organize your class as a whole group for test administration. 

2. Place manipulatives in the classroom where students can have access to them while testing. All 

students may have access to manipulatives normally used during instruction. Nothing can be 

provided that provides the answer directly to students.  

3. Provide students access to protractors and rulers. 

4. Ensure each student has a calculator to use. 

5. Distribute student directions, test booklets, answer sheets and pencils to each student.   

6. Distribute the Mathematics Formula Sheet for Grades 6-8 to each student. 

7. Read the Grades 7-8 Directions to students: 

 

 

 

 

 

 

 

 

 

 

Grades 7-8 Student Directions 

Today you will take a benchmark assessment for mathematics.  

1. Read each question carefully.  

2. Think about the answer for each question and mark your answer on the answer 

sheet. 

3. Fill in each bubble on the answer sheet completely. Do not make any other 

marks on the answer sheet. 

4. If you do not know the answer to a question, go on to the next question.   

5. You may use any manipulatives that your teacher set out in the 

classroom. 

6. You may use protractors, rulers and calculators. 

7. Raise your hand if you have a question. 

8. When you come to the end of the test, you may go back and check your work. 
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8. During testing provide accommodations for students according to their individual plans (IEPs, ELL, or 

504) as you would for any other classroom assessment.   

9. You may answer student questions as needed, but do not assist students in answering questions on 

the assessment or provide definitions for mathematical terms. 

10. Upon completion of administration collect all testing materials and follow your district/school 

protocol for returning them to your school assessment coordinator. 

11. Check answer sheets to ensure that students filled in each bubble completely and have not left any 

stray marks on the answer sheet. Bubbles that are not filled in correctly and stray marks will 

produce errors in the student data.   

 

Note: The Mathematics Benchmark Assessments are not timed. If a student does not finish the 

assessment in the designated class period he/she can complete the test at another time in the school 

day or another day within the district’s testing window. 
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Mathematics Benchmark Assessments 

 

High School Teacher Directions  

The purpose of the Mathematics Benchmark Assessments is to provide a bridge between classroom 

formative assessments and the end-of-year summative assessments, and provide information to: 

• Evaluate student learning of specific state mathematics standards. 

• Identify patterns of student need to inform changes to the mathematics curriculum and 

instruction through collaborative dialogue.  

•  Identify specific student misconceptions or errors as they relate to the content in the specific 

standards being assessed. 

 
To administer the assessment: 

1. Organize your class as a whole group for test administration. 

2. Place manipulatives in the classroom where students can have access to them while testing. All 

students may have access to manipulatives normally used during instruction. Nothing can be 

provided that provides the answer directly to students.  

3. Provide students access to protractors, graph paper, and rulers. 

4. Ensure each student has a calculator to use. 

5. Distribute student directions, test booklets, answer sheets and pencils to each student.   

6. Distribute the Mathematics Formula Sheet for High School to each student. 

7. Read the High School Student Directions to students: 

 

 

 

 

 

 

 

 

 

 

High School Student Directions 

Today you will take a benchmark assessment for mathematics.  

1. Read each question carefully.  

2. Think about the answer for each question and mark your answer on the answer 

sheet. 

3. Fill in each bubble on the answer sheet completely. Do not make any other 

marks on the answer sheet. 

4. If you do not know the answer to a question, go on to the next question.   

5. You may use any manipulatives that your teacher set out in the 

classroom. 

6. You may use protractors, rulers, graph paper and calculators. 

7. Raise your hand if you have a question. 

9. When you come to the end of the test, you may go back and check your work. 



79 

 

8. During testing provide accommodations for students according to their individual plans (IEPs, ELL, or 

504) as you would for any other classroom assessment.   

9. You may answer student questions as needed, but do not assist students in answering questions on 

the assessment or provide definitions for mathematical terms. 

10. Upon completion of administration collect all testing materials and follow your district/school 

protocol for returning them to your school assessment coordinator. 

11. Check answer sheets to ensure that students filled in each bubble completely and have not left any 

stray marks on the answer sheet. Bubbles that are not filled in correctly and stray marks will 

produce errors in the student data.   

 

Note: The Mathematics Benchmark Assessments are not timed. If a student does not finish the 

assessment in the designated class period he/she can complete the test at another time in the school 

day or another day within the district’s testing window. 
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Appendix G 
 

Benchmark Documents to be Completed and Returned to OSPI 
 

Appendix G includes the following documents: 

1. WIIN Grant Communication Protocol 

2. Benchmark Assessment Communication Protocol 

3. Benchmark Assessment Schools and Grade Level Participation 

4. Benchmark Testing Dates 2011-12 

5. District Assessment Coordinator Security Affidavit 

6. Building Principal Security Affidavit  

7. Braille Request Form 

8. Large Print Request Form 
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WIIN Grant Communication Protocol 

District:  

The District Lead will serve as the primary contact for information, planning, and problem-solving around WIIN Grant program 
elements.  

District Lead Name/Title:  

Email: Office Phone:                                                     Cell:  
 

District Lead’s Administrative Assistant: 

Email: Telephone: 
 

Superintendent: 

Email: Office Phone:                                                     Cell:  
 

Superintendent’s Administrative Assistant: 

Email: Telephone: 
 

Correspondence to the District Lead around planning/problem-solving will be copied to the ESD. Indicate here any additional 
individuals to be included all OSPI communication emails: 

Name/Title: 

Email: Telephone: 

Name/Title: 

Email: Telephone: 
 

There are several tasks associated with the preparation, administration, and professional development for the Benchmark 
Assessments. Please provide the following: 

District Test Coordinator for Math Benchmark Assessments 

Name/Title: 

Email: Telephone: 
 

Math Content Lead for the Math Benchmark Assessments 

Name/Title: 

Email: Telephone: 
 

Student Information Systems Coordinator 

Name/Title: 

Email: Telephone: 
 

Indicate here any additional individuals to be included on all Math Benchmark communication emails: 

Name/Title: 

Email: Telephone: 
 

District Test Coordinator for Reading Benchmark Assessments 

Name/Title: 

Email: Telephone: 
 

Reading Content Lead for the Reading Benchmark Assessments  
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Please scan completed forms to serene.cook@k12.wa.us, or fax a copy of each completed form to 

(360) 753-1953, attention Benchmark Assessments. 

 
 
 
 
 
 
 
 
 

Name/Title: 

Email: Telephone: 
 

Indicate here any additional individuals to be included on all Reading Benchmark communication emails: 

Name/Title: 

Email: Telephone: 
 

Please indicate below the lead for each of your schools. The School Lead will serve as the primary contact for information, 
planning, and problem-solving around WIIN Grant program elements. 
 

School 1: 

Name/Title: 

Email: Telephone: 

Lead’s Assistant (if applicable):  

Email: Telephone: 
 

School 2: 

Name/Title: 

Email: Telephone: 

Lead’s Assistant (if applicable):  

Email: Telephone: 
 

School 3:  

Name/Title: 

Email: Telephone: 

Lead’s Assistant (if applicable):  

Email: Telephone: 

mailto:serene.cook@k12.wa.us
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Benchmark Assessment Communication Protocol 

District:  

The District Lead will serve as the primary contact for information, planning, and problem-solving around Benchmark Assessment 
program elements.  

District Lead Name/Title:  

Email: Office Phone:                                                     Cell:  
 

District Lead’s Administrative Assistant: 

Email: Telephone: 
 

Superintendent: 

Email: Office Phone:                                                     Cell:  
 

Superintendent’s Administrative Assistant: 

Email: Telephone: 
 

Correspondence to the District Lead around planning/problem-solving will be copied to the ESD. Indicate here any additional 
individuals to be included all OSPI communication emails: 

Name/Title: 

Email: Telephone: 

Name/Title: 

Email: Telephone: 
 

There are several tasks associated with the preparation, administration, and professional development for the Benchmark 
Assessments. Please provide the following: 

District Test Coordinator for Math Benchmark Assessments 

Name/Title: 

Email: Telephone: 
 

Math Content Lead for the Math Benchmark Assessments 

Name/Title: 

Email: Telephone: 
 

Student Information Systems Coordinator 

Name/Title: 

Email: Telephone: 
 

Indicate here any additional individuals to be included on all Math Benchmark communication emails: 

Name/Title: 

Email: Telephone: 
 

District Test Coordinator for Reading Benchmark Assessments (if applicable) 

Name/Title: 

Email: Telephone: 
 

Reading Content Lead for the Reading Benchmark Assessments (if applicable) 
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Please scan completed forms to serene.cook@k12.wa.us, or fax a copy of each completed form to 

(360) 753-1953, attention Benchmark Assessments. 

 

Name/Title: 

Email: Telephone: 
 

Indicate here any additional individuals to be included on all Reading Benchmark communication emails: (if applicable) 

Name/Title: 

Email: Telephone: 

mailto:serene.cook@k12.wa.us
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Benchmark Assessment  

School and Grade Level Participation 
 

 

 
 

District Name:      

District Contact:     

Contact telephone:     

Contact email:      

 

 

School Grade Level Administration 

Example: Grant Elementary K-5 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 

Please scan completed forms to serene.cook@k12.wa.us, or fax a copy of each completed form to 

(360) 753-1953, attention Benchmark Assessments. 

. 

 

mailto:serene.cook@k12.wa.us
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Benchmark Assessment  

Testing Dates 

2011-12 
 

 

District testing dates must fall within the below windows: 

 

Benchmark 1:  October 17 - November 18,, 2011 

Benchmark 2:  January 23 - February 24, 2012 
Benchmark 3:  April 11 - May 25, 2012 
(Grades 3-8 and high school must administer MBA 3 prior to giving the MSP/HSPE/EOC.) 

 

District Testing Dates for Math Benchmark Assessment (MBA): 

 

Elementary:     

Middle School:     

High School:     

 

Please scan completed forms to serene.cook@k12.wa.us, or fax a copy of each completed form to 

(360) 753-1953, attention Benchmark Assessments. 

 

 

 

 

 

 

mailto:serene.cook@k12.wa.us
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District Assessment Coordinator  
Security Affidavit 

 

The Mathematics Benchmark Assessments are secure tests. As District Assessment Coordinator, I assure 

that: 

1.  All staff administering the assessment will be trained to do so. 

2. Protocols will be followed to minimize the amount of time materials are in classrooms before 

and after testing. 

3. No unauthorized copies of test materials will be made. 

4. All secure testing materials will be returned to the building assessment coordinator and 

submitted for secure recycling according to district/school protocol. 

5. Districts administrators will adhere to the following testing building protocol and will not: 

a. Change the performance bands; 

b. Edit the standards linked to the test; or 

c. Edit OSPI’s MBA items. 

 

 

School:   ____________________________________________ 

District:  ____________________________________________ 

Print Name:  ____________________________________________, Assessment Coordinator 

Signature:  ____________________________________________, Assessment Coordinator 

Date:   ____________________________________________ 

 

Please scan completed forms to serene.cook@k12.wa.us, or fax a copy of each completed form to 

(360) 753-1953, attention Benchmark Assessments. 

mailto:serene.cook@k12.wa.us
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Building Principal Security Affidavit 

 

The Mathematics Benchmark Assessments are secure tests. As building administrator, I assure that: 

1.  All staff administering the assessment will be trained to do so. 

2. Protocols will be followed to minimize the amount of time materials are in classrooms before 

and after testing. 

3. No unauthorized copies of test materials will be made. 

4. All secure testing materials will be returned to the building assessment coordinator and 

submitted for secure recycling according to district/school protocol. 

 

School:  _____________________________________________ 

District:  _____________________________________________ 

Print Name: _____________________________________________, Principal 

Signature:  _____________________________________________, Principal 

Date:   _____________________________________________ 

 

Please scan completed forms to serene.cook@k12.wa.us, or fax a copy of each completed form to 

(360) 753-1953, attention Benchmark Assessments. 

mailto:serene.cook@k12.wa.us
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Braille Request Form 
 

District: _____________________________________ 

 

SSID Student Name School 
Test Grade/ 

Course 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

 
Please scan completed forms to serene.cook@k12.wa.us, or fax a copy of each completed form to 

(360) 753-1953, attention Benchmark Assessments. 

mailto:serene.cook@k12.wa.us
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Large Print Request Form 
 

District: _____________________________________ 

 

SSID Student Name School 
Test Grade/ 

Course 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

 

Please scan completed forms to serene.cook@k12.wa.us, or fax a copy of each completed form to 

(360) 753-1953, attention Benchmark Assessments. 

 

mailto:serene.cook@k12.wa.us

