
Appendix B 
 
Student Questionnaire on Accommodations 
 
Use this questionnaire to collect information about needed accommodations from the student’s perspective. The questions can 
be completed independently or as part of an interview process. Whatever method is used, however, be certain that the student 
understands the concept of an “accommodation,” providing examples as necessary. Also, provide a list of possible 
accommodations to give the student a good understanding of the range of accommodations that may be available. 
 

1.  Think about all the classes you are taking now. Which is your best class? 

_______________________________________ 
 

2.  Explain what you do well in this class.  

_______________________________________  
 
The things you said you can do well are your strengths. For example, you may have mentioned reading, 
writing, listening, working in groups, working alone, drawing, or doing your homework as some things you 
can do well. If you said you really like the subject, have a good memory, and work hard in class, these are 
also examples of your strengths.  

 
3.  Now ask yourself, “What class is hardest?” 

_______________________________________ 
 
4.  What’s the hardest part of this class for you?  
 

__________________________________________________________________  
 
The things you said were hardest are areas you need to work on during the school year. For example, you 
might have listed paying attention in class, reading the book, taking tests, listening, staying in the seat, 
remembering new information, doing homework, or doing work in groups. These are all things for which an 
accommodation may be helpful for you. 
 

5.  In the list that follows, write down all of the classes you are taking now. Then look at a list of 
accommodations. Next to each class, write down what accommodation(s) you think might be 
helpful for you. 
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Class List 

Classes Accommodations 
 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This questionnaire was adapted from A Student’s Guide to the IEP by the National Dissemination Center for Children 
with Disabilities (http://nichcy.org/pubs/stuguide/st1book.htm).  Retrieved July 28, 2005. 
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Appendix C 
 
Assessment Accommodations Plan 
 

Student Information 
Name:  
_______________________________________ 
Date of Assessment: ______________________ 
Name of Assessment: _____________________ 
 

 Case Information 
Special Education/ELL/504 Teacher(s):  
____________________________________ 

School Year: _________________________ 
Building/School: ______________________ 
General Education Teacher(s): 
____________________________________ 
 

Assessment accommodations that student needs for this assessment and date arranged: 
Accommodations Date Arranged: 
1. __________________________________________________________ ____________ 
2. __________________________________________________________ ____________  
3. __________________________________________________________ ____________ 
4. __________________________________________________________ ____________ 
Comments: 
______________________________________________________________________________  
 
Person responsible for arranging accommodations and due date: 
Person Responsible Due Date: 
1. __________________________________________________________ _____________ 
2. __________________________________________________________ _____________ 
3. __________________________________________________________ _____________  
4. __________________________________________________________ _____________ 
Comments: 
______________________________________________________________________________  
 

Room assignment for assessment:   _________________________________________________ 

Planners for this process (signatures):    _____________________________________________  
 

Scheiber, B., & Talpers, J. (1985). Campus Access for Learning Disabled Students: A Comprehensive Guide.  Pittsburgh: 
Association for Children and Adults with Learning Disabilities. 
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Appendix D 
 
 
Assessment Accommodations Student – Teacher Agreement 

 
Here is an example of a form a student could carry on test day. This type of format puts the student in 
charge (building self-advocacy skills) and sets the expectation that, with these accommodations, 
students can show what they know on the test. Some accommodations (e.g., special test editions) need 
to be arranged long before test day, but should still be included on this list to make certain the student 
receives the correct test booklet. A similar form could be carried to class to remind teachers about daily 
accommodations. Different schools, teachers, and students might format these statements differently. 
Note that it is the responsibility of the student to list the necessary accommodations and to present this 
list to the test administrator or teacher. This experience is particularly important for students with 
disabilities who intend to pursue a post-secondary education. 

 
I, _______________________________________________________________________, 

(Student's name) 
 
need the following accommodations to take part in this assessment:  

  
  
  
  
  
  

If I need more information about these accommodations, I can talk to:  
 
________________________________________________________________________ 

(Name of teacher, parent, principal, and/or related service provider) 

 
Thank you for helping me to do my best on this test! 
 
___________________________________    __________________ 
 (Student signature)                                                                                                  (Date) 

 44



Appendix E 
 
 
Logistics Planning Checklist 
  
Directions: This Logistics Planning Checklist can be used in the planning and implementation of 
assessment accommodations for an individual student. Use the checklist by indicating Y (Yes), N (No), or 
NA (Not Applicable). 

Accommodations Throughout the Academic Year Y N NA 

1. Accommodations are documented on student’s ELL, IEP, or 504 plans.    

2. Student uses accommodations regularly and evaluates use.    

3. A master accommodations plan/database listing assessment accommodation needs for all 
students tested is updated regularly. 
 

   

Preparation for Test Day    

4. Special test editions are ordered for individual students based on information contained in 
master accommodations plan (e.g., Braille, large print).     

5. Test administrators/proctors receive a list of accommodation needs for students they will 
supervise (list comes from master accommodations plan/database).    

6. Adult supervision is arranged and test administrators receive training for each student receiving 
accommodations in small group or individual settings, including extended time (with substitutes 
available). 

   

7. Trained readers, scribes, and sign language interpreters are arranged for individual students 
(with substitutes available).    

8. Special equipment is arranged and checked for correct operation (e.g., calculator, tape recorder, 
word processor).    

Accommodations on the Day of the Test    

9. All eligible students receive accommodations as determined by their ELL, IEP, or 504 plan.    

10. Provision of accommodations is recorded by test administrator.    

11. Substitute providers of accommodations are available as needed (e.g., interpreters, readers, 
scribes).    

12. Plans are made to replace defective equipment.    
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Security and Ethics
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Test Security Guidelines and Instruction
U-pass CRT Achievement Test Program

Ethical – Not Considered Teaching to the Test

• General instructions on standards and objectives (e.g., the Core Curriculum) that were
not determined by looking at any set of published test objectives.

• Regular classroom instruction dealing directly with the content of the test (e.g. teaching
the Core Curriculum, familiarizing students with a variety of terminology, including that
they are likely to encounter on the test), but employing classroom assessments that
represent a variety of formats.

• Instruction covering test-taking skills relating to a variety of test formats incorporated
throughout the year into regular instruction.

• Increasing motivation for improved performance through appeals to students, parents,
and teachers about the importance of taking testing seriously.

• Checking answer sheets to make sure that each has been properly completed (only to the
extent that the test developer recommends it or all units that are being compared engage
in the same practice).

Unethical – Considered Teaching to the Test

• Instruction limited to objectives that specifically match those on the test to be taken (e.g.
excluding parts of the Core Curriculum that are not covered by the CRT’s).

• Instruction based on objectives that specifically  match those on the test to be taken
following the same format (e.g. using the same content, scenarios, activities) as the test
questions.

• Special Instruction and practice based directly on a current or previous form of the test.
• Using questions from current or previous forms of the test, or any practice questions that

are parallel to those on the test, as practice tests before students actually take the test.
• Using exclusively commercially prepared score-boosting materials, or other activities

aimed specifically at boosting scores. Note: Although companies claim their test
preparation materials represent Utah CRT’s, be aware that the State of Utah does not
release test items to such companies.  

• Dismissing low-achieving students on test day to boost scores artificially.

Testing Ethics

Under no circumstances should actual questions from these tests be taught  or reviewed
with students before, during, or after test administration. Copying the test is not permitted. 
Such practices violate test security and are professionally unethical.  According to state law,
evidence of these illegal activities can result in the loss of an individual teaching license. 



FAIRNESS & EQUITY IN STATEWIDE TESTING
The Need and Importance of Test Security and

Uniform Test Procedures

Student learning . . . It’s the whole point of education.  And the purpose of testing is to provide some
evidence of what students have learned.  But when materials are used inappropriately to help raise test
scores, it deprives students of a portion of their education and deceives them and others about their
true mastery of a subject.

So what does it take to have a sound and valid testing program?

1. Fairness and equity in testing
2. Clear and consistent testing security procedures
3. Ethical test preparation

In this document, we will discuss these three issues with a series of questions and answers.

FAIRNESS AND EQUITY IN TESTING

Fairness and equity in is the first requirement for having a sound and valid testing program.

So what does fairness in testing mean?

Simply put, it means all students have a fair and equal chance to demonstrate the knowledge
and skills they’ve acquired during the year.  The foundation for instruction is the State Core
Curriculum that teachers are required to follow.  This is followed up by a uniform statewide
administration of criterion reference tests specifically designed to measure the State Core
Curriculum.

How do we create a fair testing environment statewide?

First, everyone needs to do their part and follow all test procedures.  Teachers are expected to
follow the test administration verbatim.  Second, new forms of the test are used each year in
more and more of our core assessments.  That’s because national experts and testing
organizations recommend changing test forms frequently, especially those that are widely
reported and highly visible.  Having new test forms each year helps promote test security
statewide.

What is equity in testing?

Students across the state need the same opportunity to demonstrate what they have learned. 
All Utah students should participate to the fullest extent possible in each of our State
assessments.



What about test accommodations?

To meet the special needs of some students, testing accommodations and modifications may
be allowed for students with disabilities who have an Individualized Education Plan (IEP) and
those students who have a §504 Education Plan.  Students who are officially identified as
English Language Learners (ELL) or Limited English Proficient (LEP) may also be eligible for
testing accommodations.  Testing accommodations must be justified and documented
according to State and Federal guidelines.  These decisions cannot be made at the time of
testing and documented later.  

For specific information on State guidelines for any of the State assessments, please refer to
Guidelines for Participation of Students with Special Needs in U-PASS.  This official document
can be found on our web site at http://www.usoe.k12.ut.us/sars.

Can I excuse a student from an assessment?

Only students who have an emergency medical condition or who are experiencing extreme
psychological distress may be excused.  However, many of these students may be able to take
the test later.

What about alternate assessment?

Utah’s Alternate Assessment (UAA) is designed for students with Significant cognitive
disabilities who are unable to participate in testing even when accommodations or modifications
are provided.  To participate in UAA, the student must meet specific eligibility requirements and
the IEP team must justify and document participation decisions in the student’s IEP.

 
For specific information, please refer to your school’s copy of Guidelines for Participation of
Students with Special Needs in U-PASS.  This official State guideline is also on our web site at
http://www.usoe.k12.ut.us/sars.

CLEAR AND CONSISTENT TESTING SECURITY PROCEDURES

Having Clear and consistent testing security procedures is the second requirement for having a sound
and valid testing program.

So what has the State done about test security?

Everyone must be involved to ensure a secure test environment.  At the State level we rely
heavily on the hard work of 60+ Utah districts and charter schools to assure that they and
their schools handle and store testing materials in a secure manner.

These are the basics of test security at the school level.

! Count all tests and manuals as they arrive at the local school site.



! Keep all copies of the tests in a secure, locked area.  Monitor the location of the
tests when they aren’t being used directly by students.

! Principals must not keep personal copies of the tests or allow teachers to check
out copies of the tests.  Never allow teachers to make copies of any test in any
form.

! Old forms of the core assessment or writing assessment materials must never
be used in a test preparation activity.

That’s what schools should be doing.  Now here’s what should be taking place in the classroom.

! Count all tests and manuals when you receive them from the principal to
establish the number of items you’re responsible for.  Periodically count the
number of tests in your possession.  All tests received from the State Office of
Education have been numbered to aid in accounting for these materials.  No
copes of any part of the tests or directions for test administration may be
duplicated in any form.  When testing is completed, return all copes of the test
to your principal.  The teacher and principal should agree on the number of test
booklets returned to the office.

! Core tests should be carefully monitored and accounted for at all times.  When
not in use, they should be stored in a secure area.

! Qualified staff must administer the tests.  Students must not be allowed to
supervise other students taking the test during regular administration or make-
up sessions.

! Tests must be administered strictly within the procedures and guidelines
specified in the test administration manual.  It is a violation to deviate from this
manual.

! Allowable accommodations for eligible students must be administered as
outlined according to State and Federal guidelines.

What happens if someone violates test security?

Depending on the seriousness of the violation the individual may receive a letter of reprimand, be
suspended, or lose their teaching license.  Violations occur most often because individuals are
unaware of our test procedures or unaware of what constitutes unethical test preparation.

How should a test be proctored?

At a minimum, these four guidelines should be followed when proctoring any assessment:

1. Follow the test administration manual.  DO NOT change any words or phrases.
2. Remove all information from the classroom, like maps and diagrams, which may

give students an unfair advantage.
3. Never leave your class unattended during testing.
4. Walk around the classroom periodically during the assessment.  This practice

keeps students honest.



What type of interaction should occur between teacher or proctor and students during testing?

Aside from reading test directions, and going over sample questions, interaction between
teacher and students should be limited.  Teachers should only assist students in clarifying
directions and how to mark their answer sheet.  There should be no rephrasing of questions or
leading students to the answers.  This is considered a serious violation.  The only possible
exception is if this is an accommodation allowed for the student in State and Federal guidelines.

ETHICAL TEST PREPARATION

The third requirement for having a sound and valid testing program is ethical test preparation.  To have
a fair test for the student, you don’t want the format of the test to get in the way of students
demonstrating their skills and knowledge.

So what are appropriate test preparation activities?

Preparation for taking tests should be continuous throughout the year.  The best preparation
comes when classroom instruction is well planned, comprehensive and focused on the State
Core Curriculum.  This way the majority of time students spend in school is spent on learning.

To support good instruction and implementation fo the Core Curriculum, the Utah State Office
of Education, Evaluation and Assessment Division in collaboration with Utah teachers have
developed test item pools.  To access the item pool, visit our web site at
http://www.usoe.k12.ut.us/UTIPS1/default.htm.

What influences the quality of instruction?

Research suggests that several factors do.

! For instance, students have more opportunities to learn when teachers decrease
classroom interruptions.  This requires teachers to monitor the use of time in
their classrooms and plan for increased learning time.

! Research also shows that the more we expect of students, the more they’ll
accomplish.  Regardless of ability level, all students benefit from higher
expectations for performance.

! Finally, performance will also improve as teachers plan and implement instruction
to meet specific student needs.  Variety and creativity in instruction and
assessment methods will broaden the student’s ability to learn and increase
their general knowledge.

Remember, our common goal in education is student learning.  The purpose of testing is to provide
some tangible evidence of that learning.  We hope the information in this document has clarified some
questions you may have on the topics of test security, testing procedures and ethical and unethical
test preparation activities.




