
ADMINISTRATIVE CIRCULAR NO. 88 
 Office of the Deputy Superintendent 

 
 

SAN DIEGO UNIFIED SCHOOL DISTRICT 
 
Date: April 16, 2008 
 
To: All School Principals  
 
Subject: SPRING 2008 DISTRICTWIDE TESTING FOR GRADES 2-11: 
 Standardized Testing and Reporting (STAR) Program California 

Standards Tests (CSTs); California Achievement Test, Sixth Edition 
(CAT/6); California Alternate Performance Assessment (CAPA); 
California State University (CSU) Early Assessment Program (EAP); 
the Standards-based Tests in Spanish (STS); and the Pilot California 
Modified Assessment (CMA) for designated schools only. 

  
Department and/or  
Persons Concerned: Principals, Vice Principals, and Testing Coordinators  
 
Due Date: Various dates beginning May 14 for STAR at Traditional calendar 

schools and June 18 for STAR at Year-Round calendar schools.  See 
“Return of Test Materials” section.  

 
Reference: Site Operations Circular No. 1028, Office of the Deputy 

Superintendent, dated December 4, 2007; Administrative Circular 
No. 17, Office of the Deputy Superintendent, dated September 7, 
2007, Administrative Circular No. 71, Office of the Deputy 
Superintendent, dated February 28, 2008. 

 
Action Requested: Administer the appropriate STAR tests; return all required STAR 

materials, including completed and signed Certification/ 
Apportionment forms and Test Security Affidavits as outlined in 
accordance with STAR program regulations.  

 
Attachments: A1. 2008 California Standards Tests (CSTs) Scope and Sequence 
  Chart  
 A2. 2008 California Achievement Tests, Sixth Edition Survey 
         (CAT/6 Survey) Scope and Sequence Chart  
 A3. 2008 California Alternate Performance Assessment (CAPA) 
  Scope and Sequence Chart  
 A4. 2008 Standards-based Tests in Spanish Scope and Sequence 
         Chart  

A5. 2008 Pilot California Modified Assessment (CMA) Scope and 
Sequence Chart 

B. Parent/Guardian Request to Exempt Student: English-Spanish 
Versions  

C1.  Principal’s Certification Form  
C2.  STAR: CSTs + CAT/6 and CAPA State Apportionment   
        Reporting Form  
C3.  STAR: Standards-based Tests in Spanish (STS) - State  
       Apportionment Form  
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Attachments (cont.) 
  D.  Testing Variations/Accommodations/Modifications  

 E1. Reimbursable Activities Time Log  
 E2. Reimbursable Activities Training Time Log  
 F1. STAR Test Security Agreement  
 F2. STAR Test Security Affidavit  

G. Request for Additional STAR Materials  
H. Matrix for 2008 CST Mathematics Testing 
I. Matrix for 2008 CST Science Testing 
J. Matrix for 2008 CST History-Social Science Testing 

 
Brief Explanation:  
 
General Overview  
 
This circular details the testing procedures for districtwide testing at all schools, as required by the 
Standardized Testing and Reporting (STAR) Program.  The STAR Program consists of the 
California Standards Tests (CSTs); the California Achievement Test, Sixth Edition, Survey 
(CAT/6); the California Alternate Performance Assessment (CAPA); and for designated schools, 
the Pilot California Modified Assessment (CMA). In addition, certain Grade 2-7 Spanish-speaking 
English Learners (ELs) also take the Standards-based Tests in Spanish (STS).  Reference 
Administrative Circular No. 71 for more information on which Spanish-speaking ELs must be 
tested with the STS. The STAR Program includes all students in Grades 2-11 including English 
Learners, Special Education students, and students with 504 plans. 
 
A very few severely cognitively disabled students will participate in STAR using the 
California Alternate Performance Assessment (CAPA) – rather than the CSTs and CAT/6 – if 
it is so specified in the students’ Individualized Education Programs (IEPs).  Only those 
students who have been exempted from testing with the STAR, by a parent or guardian, will not 
participate in the STAR Program (CST, CAT/6, Pilot CMA, and CAPA) testing.  A scorable 
answer document must be submitted, however, for any student not tested per this signed 
parent/guardian request.  
 
It is highly recommended that the CSTs be administered first.  The following tests/subtests are 
required and must be administered to students at the appropriate grade levels.  
 

GRADES 2-6  GRADES 7-11 
 
California Standards Tests (CSTs) 
• English Language Arts 
• Mathematics 
• Science (Grade 5 Only) 

  
California Standards Tests (CSTs) 
• English Language Arts 
• Mathematics 
• History/Social Science (Grades 8 and 11) 
• Content-Specific History/Social Science (Grades 9, 

10, and 11) 
• NCLB CA Science Standards (Grades 8 and 10) 
• Content-Specific Science CST (Grades 9, 10, and 11) 
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GRADES 3 AND 7  GRADES 2-11 
CAT/6 Survey Tests 
• Reading/Language Arts 
• Spelling 
• Mathematics 

 CAPA 
• English Language Arts 
• Mathematics 
• Science (Grades 5, 8, and 10 only) 

GRADES 2-7  GRADES 3-5 
Standards-Based Tests in Spanish (STS) 
• Reading Language Arts 
• Mathematics 

 Pilot California Modified Assessment (CMA) for 
designated schools only 
• English Language Arts and/or 
• Mathematics 

 
All subtests in any STAR grade-level test booklet are mandated at each grade level and must be 
administered. The only exception is for Grade 7 students enrolled in an Algebra course. They 
will take the Algebra CST instead of the grade-level Mathematics CST for Grade 7.  See 
Attachment H.  Any additionally required CSTs in mathematics (Grades 7 through 11), science 
(Grades 9 through 11), and history/social science (Grades 9-11) must also be administered.  
Note: Test materials for Grade 3 come in two booklets:  Book 1 contains the CAT/6, and Book 2 
contains the CSTs. There will be an additional Book for Grade 3 students participating in the 
Pilot CMA.  With the exception of students who are assessed with the CAPA, all tests/subtests 
must be administered to all students.  
 
The California State University (CSU) Early Assessment Program (EAP) is again offered to 
interested Grade 11 students.  Grade 11 students wishing to participate in this program in English 
Language Arts (ELA) must complete an additional 15 items at the end of the Grade 11 ELA CST 
and should have already completed a timed 45-minute essay.  The combination of these 15 
items, the essay, and selected items from Grade 11 ELA CST will provide a score, which the 
CSU will use to determine if a student is exempt from taking the CSU English placement test for 
entering freshman.  To participate in the mathematics portion of the EAP, students must 
complete an additional 15 items at the end of the Algebra II CST or Summative High School 
Mathematics (SHM) CST.  These 15 items, coupled with items from either the Algebra II CST or 
the SHM CST, will provide a score to the CSU system for a full exemption or a conditional 
exemption from the CSU Mathematics Placement Exam.  A conditional exemption requires a 
student to take and pass an approved senior-year mathematics course to qualify for a full 
exemption.  
 
Testing Schedule(s) (including make-ups):  
 

CALENDAR DATES 
Traditional April 23-May 14 
Year-Round May 28-June 18 

 
Testing Levels  
 
Attachments A1 and A2, 2008 Scope and Sequence Charts, provide information about CSTs 
(Grades 2-11) and CAT/6 (Grades 3, 7) tests at each level, including item counts and 
administration time for each subtest.  Attachment A3 provides information about CAPA tests at 
each level, including item counts and administration times for each subtest, and Attachment A4 



Administrative Circular No. 88 
Office of the Deputy Superintendent 
Page 4 
 
provides similar information about the STS for Grades 2-7.  Designated schools administering 
the Pilot CMA can refer to Attachment A5 for the item counts and administration times for the 
CMA. 
 
Materials Delivery  
 
Grades 2-11 test booklets, answer documents, Directions for Administering, California Standards 
Booklets, CAPA examiner’s manuals, Grades 2-4 practice tests and practice test Directions for 
Administering are being shipped to the district by Educational Testing Services (ETS).  They will 
be delivered to schools via truck mail on the schools’ first delivery day after a district-level 
inventory has been completed.  By law, schools may receive STAR testing materials no more 
than 10 days nor less than 5 days before the first day of the testing window.  Note: Practice tests 
for Grades 2-4 may be used consumably.  All other materials listed above, except practice test 
materials, must be returned to the publisher within state mandated time lines.  Any Grade 
5-11 practice tests purchased by the site are to be retained on site for future use.  Because 
schools are liable for the costs to the publisher for excess materials, requests for additional 
materials must reflect actual needs.  The publisher will compare scorable test documents with 
the numbers ordered to determine whether excess materials were ordered.  See Attachment G to 
order additional test materials.  Send your request to Barbara Wade via fax at (619) 725-7070 or 
via e-mail at bwade@sandi.net. The STS test materials will be packaged separately but will be 
shipped at the same time as other STAR test materials.  
 
Who Must be Tested?  
 
The STAR program includes ALL students in Grades 2-11 – including English Learners, 
Special Education students with IEPs, and students with 504 Plans.  All students enrolled 
in Grades 2-11 at your site on your site’s first day of testing must participate in the STAR 
program in one of the following ways:  
 
• Full Participation  

 
The State Board of Education expects every student in Grades 2-11 to participate in STAR 
CSTs in English under normal testing conditions.  Exceptions include:  

1. Exemption by a parent or guardian,  
2. A specific accommodation allowance as called for in a student's IEP or 504 Plan,  
3. Assessment by taking the CAPA, or 
4. Assessment by taking the CMA (only offered at designated schools participating in the 

2007-08 Pilot).   
Students enrolled in charter schools, continuation schools, independent study, hospital 
instruction, home schooling, and/or community day school must be tested by a credentialed 
staff member or be exempted from testing by parent/guardian request as described below.  All 
EL students are mandated to take the STAR CSTs in English regardless of the length of time 
they have been enrolled in a U.S. school.  If an English Learner is enrolled at your school on 
your site’s first day of testing, he/she must take all subtests as described above. There are no 
exceptions.  In addition, Spanish-speaking English Learners in Grades 2-7 who are enrolled in 
a U.S. school less than 12 months or who receive instruction in Spanish must also take the 
Standards-based Tests in Spanish (STS).  To date, there is no alternate performance 
assessment for the STS. 
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• Participation through Accommodation(s) and/or Modifications  

 
 Students with IEPs or 504 Plans:  These students are required to participate in all 

components of STAR.  Each student's IEP or 504 Plan will determine what accommodations 
and/or modifications can be made when taking the test.  Please be reminded that 
accommodations and/or modifications are not allowed specifically for testing purposes; they 
must also be in use in the student's regular daily instructional program.  See Attachment D.   

 
 Students served by the Program for Visually Impaired requiring a large print or Braille 

version will be provided with the appropriate STAR materials.  Materials for these students 
will be provided by the district based on school and grade-level information as provided 
by school site staff.  Students NOT SERVED by the Program for Visually Impaired but 
whose IEP or 504 Plan requires large print test materials will be provided with the large print 
version.  All demographic information and answers marked in a large print booklet or answer 
document must be transcribed to a regular pre-coded or hand-coded booklet or answer 
document.  Failure to transcribe answers to the regular student answer document will result in 
a $350 “late scoring fee” charge from Educational Testing Service (ETS).  
 
Any student whose IEP or 504 Plan allows for the use of an audio-CD may participate in 
the STAR testing program with this accommodation/modification.  If you have any student(s) 
needing this accommodation/modification and have not already ordered an audio-CD, contact 
Denise Ormsbee at (619) 725-7059 immediately to ensure availability.  

 
 Out-of-Level Testing is not an option.  Out-of-level testing is not permitted at any grade 

level.  
 

 English Learners may be tested with any approved EL variations that are used on a regular 
basis for daily classroom participation.  See Attachment D.  

 
• Participation through the California Alternate Performance Assessment (CAPA)  

 
 The CAPA is an allowable alternate assessment to the CST.  The CAPA is to be 

administered in the same testing window as the STAR CST and CAT/6.  The CAPA 
assessment is available only to students in Grades 2-11 with severe cognitive disabilities 
whose IEP teams have determined that the CAPA is the best format for the STAR 
assessment.  Close coordination between the STAR Site Test Coordinator and the site's 
special education department to coordinate the ordering and administration of CAPA is 
critical.  Only fully trained qualified staff may administer the CAPA.  This training 
should occur early and can be arranged through the ILS/PACE Program Office (Beth 
Pollard, 858-693-5500) in Special Education. 

 
• Participation through the Pilot California Modified Assessment (CMA)  

 
For the 2007-08 school year, our district will be participating in a pilot for the CMA.  Only 
designated schools that are listed below will be participating this year: 
 Lee Elementary 
 Lindbergh/Schweitzer Elementary 
 Paradise Hills Elementary 
 Porter Elementary 
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 Rowan Elementary 
 Webster Elementary 
 Whitman Elementary 
 Zamorano Elementary 
 
The CMA is an allowable alternate assessment to the CST and will be administered during the 
same testing window as the STAR CST and CAT/6 for the schools identified above.  The 
CMA is for students in Grades 3-5 who meet specific criteria, have been identified by the 
student’s IEP team, and are not eligible to take the CAPA.  It is imperative that STAR Site 
Test Coordinators and special education staff at the schools participating in the pilot work 
closely together to coordinate the administration of the CMA. 

 
 
• Exemption by parent or guardian  
 

A parent or legal guardian may exempt a student from all or part of STAR mandated testing.  
The parent or guardian must initiate such a request and no school official shall solicit 
such a written request on behalf of any child.  The parent or guardian must complete 
Attachment B.  Any subtest that is NOT to be administered to a student must be initialed 
and a parent or guardian signature is required.  The original form should be kept on file at 
the site and appropriate teachers notified.  A copy of the completed form should be given to 
the parent or guardian. (Note: Attachment B is to be used only in the event of a parent or 
guardian request.  It is not to be mailed or given to all parents.)  Students exempted from 
STAR testing will have a negative impact on the school's API/AYP participation rate.   If the 
request is received after testing has begun, all tests already administered must be scored.  

 
• All English Learners must be tested with STAR. This includes both the CSTs at Grades 

2-11 and the CAT/6 Survey at Grades 3 and 7.  All English Learners being tested with 
STAR may be afforded any accommodation and/or modification that is part of the student’s 
IEP or 504 Plan and any EL variation as indicated on Attachment D if the 
accommodation(s), modification (s), or variation(s) is/are used on a regular basis for daily 
classroom instruction. In addition to being tested in English, Spanish-speaking ELs who 
have been in a U.S. school less than 12 months (180 cumulative school days) and Spanish-
speaking ELs who are receiving instruction in Spanish per a signed Parental Exception 
Waiver are mandated to take the STS in Grades 2-7 or the Aprenda 3 in Grades 8-11.  

 
A STAR test booklet (Grades 2 and 3), answer document (Grades 4-11) or CAPA answer 
document with all demographic information completed must be submitted as a scorable 
document for each and every student in Grades 2-11 who is enrolled at your site on your 
site's first day of testing.  This includes students exempted from STAR testing by a parent or 
guardian and students absent for the entire testing window.  Principals will be asked to certify 
the number of students exempted and/or absent on the Principal’s Certification/Apportionment 
Form (Attachment C).  
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Characteristics of STAR Test Administration  
 
• No STAR testing of any kind is required at Kindergarten, Grade 1, or Grade 12.  
 
• Students in Grades 2-11 at all schools (except those students whose parent/guardian has 

exempted them from all or part of STAR testing) must be administered all required subtests as 
identified in this circular. An answer document must be submitted with the scorable materials 
for each student with a parent/guardian exemption (hand-grid the bubble “P” in Box A2).    

 
• The use of calculators is prohibited on STAR unless indicated as a modification for a 

Special Education or student with a 504 plan, and the modification is used in regular 
classroom instruction by the student.  

 
• Pre-coded answer documents will be provided for students enrolled at sites as of February 13 

for Traditional calendar schools and March 17 for Year-Round calendar schools.  This means 
a barcode label will be preprinted on Grade 2 and Grade 3 test booklets and on Grade 4-11 
answer documents.  This includes answer documents for students to be assessed with the 
CAPA.  In addition, a follow-up file will be submitted to ETS approximately 5 days before 
the first day of testing for each track to receive bar-coded labels for students enrolling after 
the February 8 and March 17 deadlines.  Pre-coded STS answer documents will not be 
provided for any Spanish-speaking English Learner students in Grades 2-7 identified as being 
less than 12 months in a U.S. school or enrolled in a Bi-literacy program per signed 
parent/guardian exception waiver.  

 
Students are not to print or enter any demographic identification information on answer 
documents except as described below.  A teacher or other adult is responsible for 
completing any required fields on pre-coded documents or blank answer documents.  
These required fields are outlined in the “Annotated for SDUSD Site Coordinator’s 
Manual” and other training materials received at the April 8, April 10, April 15 STAR 
Nuts and Bolts workshops for Traditional calendar schools, and the May 10 and May 13 
STAR Nuts and Bolts workshops for Year-Round calendar schools.  

 
If preprinted information on the barcode label for a student is incorrect, that answer document 
is to be marked "VOID-New Document Coded" and returned with the site’s nonscorable 
materials.  A new (blank) answer document must be completed for that student with all 
demographic information gridded onto the document just as if the student were new and 
no bar-coded document was provided.  

 
Special Attention Topics  
It is imperative that schools follow these testing procedures in order to avoid severe implications, 
including invalidated testing and/or accountability data (i.e., AYP, API).  
 
• Each grade level has multiple versions of the test, except for the CAPA.  Schools will receive 

only one (1) version at Grades 2 and 3.  However, sites with Grades 4-11 will receive multiple 
versions of each grade level test and it is imperative that the student or test examiner 
indicates on the answer document the version of the test being used.  It is critical that each 
student receive the same test (version) for the entire testing window.  All schools in our 
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district will use Version 7 of the CAPA.  Schools will again be directed to “double rate” at 
least 10 percent of the students taking the CAPA at their site.  It is absolutely critical that the 
CAPA examiner indicate on each CAPA answer document(s), the appropriate level 
administered (Level I or the grade-determined level) as indicated by the student’s IEP.  

 
• With the exception of CAPA, there is a different test for each grade with each grade level 

having a different color front cover.  Answer documents are color-coded to match the test 
booklet color.  Be certain that students receive the appropriate test booklet and/or answer 
document for their grade level. No out-of-level testing is permitted.  

 
• It is imperative that any student eligible to be tested with CAPA per the student’s IEP be 

tested with the appropriate level of the CAPA as identified in the IEP and that the examiner 
indicates on the student’s answer document the level of CAPA administered.  Failure to 
indicate the level of CAPA administered may result in the student’s work not being scored.  

 
• It is imperative that students in Grades 7-11 correctly indicate which mathematics CST was 

taken and to indicate the version of the mathematics CST.  See Attachment H. 
 

• Students in Grades 5, 8, and 10 are mandated to take the NCLB science test found in the 
grade-level booklet.  Students in Grades 9-11 who are currently enrolled in a CST level 
science course, or who completed such a course at the end of the first semester or in summer 
school of 2007, are to be administered a science CST.  This means many Grade 10 students 
will take two CSTs in science – a content-specific science CST and the NCLB science CST.  
It is imperative that students in Grades 9-11 correctly indicate which science CST was taken 
and to indicate the version of the science CST.  See Attachment I. 

 
• Students in Grades 8 and 11 take the history/social science CST found in the grade-level 

booklet.  Students in Grades 9-11 who are currently enrolled in a world history course, or who 
completed such a course at the end of the first semester or in summer school of 2007, are to be 
administered the world history CST.  This means some Grade 11 students will take two 
history/social science CSTs – the world history CST (content-specific) and the U.S. history 
CST (grade-specific).  See Attachment J. 

 
• Although some levels of tests, along with the Directions for Administering (DFA), are written 

so they can be administered in a multigraded classroom (e.g., same number of items, same 
time intervals for the respective subtests), this is not recommended unless extreme caution is 
exercised.  There is one DFA for Grades 9-11.  The concern is the possibility of a wrong-level 
test booklet being administered.  

 
• All answer documents are shipped to the publisher and are not returned to the district.  As a 

result, once answer documents leave the district, there is no way to ascertain if a student or 
class was administered the wrong level of test and no way to rescore answer documents and/or 
recalculate results.  

 
• Sites are responsible for the proper processing of all answer documents.  Teachers should 

carefully follow the “Completing Forms and Preparing Materials for Scoring – District 
Instructions for Classroom Teachers” materials provided by their Test Site Coordinator.  Test 
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Site Coordinators are responsible for the final processing of STAR materials at their site for 
return to the Annex 10 Processing Center at the Eugene Brucker Education Center.  This 
includes the review of scorable materials to certify that all required demographic information 
has been entered, the correct packaging of both scorable and nonscorable materials, and the 
delivery of all materials to the Annex 10 Processing Center on or before the required 
return date and time.  

 
• All pre-coded or hand-coded answer documents, of any kind, returned in the non-scorable box 

must be marked as “VOID” and the reason for being marked as VOID.  Examples would be 
“VOID-Moved” or “VOID-Transcribed.”  

 
• Sites must be sure to transcribe any answer document that has come into contact with any 

bodily fluids including blood, vomit, etc.  Failure to transcribe such documents will result in a 
$350 “late scoring fee” from ETS for each document.  

 
• Sites must be sure to transcribe any large-print or Braille test to the student’s regular pre-

coded answer document.  Failure to transcribe such documents will result in a $350 “late 
scoring fee” from ETS for each document.  

 
• The EAP Essay should already have been administered and all EAP Essay materials 

returned to the Annex 10 Processing Center on or before March 28, 2008.  If your site did 
not meet this deadline for the EAP essay then it is likely that your Grade 11 students will not 
qualify for the CSU entrance test waiver for English even if they answer the additional 15 
items in the ELA CST at Grade 11.  

 
Test Procedures  
 
The importance of the proper administration of the STAR cannot be emphasized strongly 
enough.  It is the responsibility of the STAR Test Site Coordinator to train all 
teachers/examiners/proctors in correct security, administration, processing, and packing 
procedures.  It is the responsibility of each STAR Test Site Coordinator to receive the training 
and the materials provided at one of the STAR “Nuts and Bolts” Test Administration workshops.  
Security procedures must be strictly followed and no one may have access to, or receive 
secure test materials, unless they have previously signed and submitted a “STAR 2008 Test 
Security Affidavit.”  See Attachment F1 and F2.  
 
Return of Test Materials  
 
Test materials must be delivered to the Annex 10 Processing Center located at the Eugene 
Brucker Education Center no later than 4:30 p.m. on the dates indicated below.  (Note:  
Regardless of the date STAR materials are returned, all STAR testing [including make-ups] 
must be completed by the final day of the testing window listed on page 1.)  
 
 Calendar School Date (Day)  
 Traditional N - Z May 14  (Wednesday) 
 Traditional A - F May 15  (Thursday) 
 Traditional G - M May 16  (Friday) 
 Year-Round A - J June 18  (Wednesday) 
 Year-Round K - Z June 19  (Thursday) 
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Test materials are not to be returned by audio-visual delivery or by school mail.  Materials 
may not be delivered to Annex 10 before 8 a.m.  Because our office has arranged for custodial 
help between the hours of 8:00 a.m. and 4:30 p.m., schools returning materials outside of this 
window should bring help to carry materials into Annex 10, as we do not have the staff to 
provide that service.  Scorable and nonscorable materials must be packed separately but 
returned at the same time.  Cartons should be lightly sealed and all required labels should be 
affixed in the appropriate area on the appropriate flap.  Do not complete the “Box of” section 
on the carton flap.  This area is for the district coordinator only.  Do complete the school 
section on the preprinted orange label (for cartons with scorable materials) and green 
label (for cartons with nonscorable materials).  PLEASE NUMBER SCORABLE BOXES 
AND NON-SCORABLE BOXES SEPARATELY.  For schools wishing to return their test 
materials early, all test materials should be brought to the Annex 10 Processing Center between 
the hours of 8 a.m. and 4:30 p.m.  Please, contact Denise Ormsbee at (619) 725-7059 to 
coordinate early delivery.  

 
When preparing scorable documents for return, separate and package answer 
booklets/documents according to the instructions/diagram in the Site Test Coordinator’s 
Manual.  
 
When preparing non-scorable documents for return, be certain that any and all pre-coded 
answer documents are marked as “VOID” and the reason for being marked “VOID.”  
 
The following materials (and only these materials) should be retained on site:  
• Rulers that are provided for testing (new rulers will be provided for next year’s testing so 

current rulers may be discarded, used by teachers in their classrooms, or given to students). 
• Science reference sheets (new reference sheets will be provided for next year’s testing, and 

current reference sheets may be discarded, used by teachers in their classrooms, or given to 
students).  

 
Mandated Cost Activities Time Log  
 
It is essential that all staff members, permanent or hourly, complete the Reimbursable Activities 
Time Log – STAR (Attachments E1 and E2), if they had some association with the STAR.  
Completing the time log enables your site to receive 50 percent of the district’s paid 
reimbursement claim that is attributable to your site’s reimbursable activity for each state-
mandated activity.  In addition, your site will receive 100 percent of the time spent completing 
each time log or timesheet.  Please identify the time spent completing the form on the bottom of 
each timesheet or log.  
 
If you would like further information on the Mandate Reimbursement Incentive Program, please 
visit our web page at http://www.sandi.net/depts/mandated_cost/index.html or contact the 
Mandated Cost Unit at (619) 725-7568. 
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Certification of Security and State Required Information on Number of Students Tested 
and Exempted:  
• The principal and/or test site coordinator must complete and sign (all three pages) of the 

attached Certification/Apportionment Form (Attachments C1, C2, and C3) and return them 
in the special red envelope (which will be provided by the Assessment Services at the 
“Nuts and Bolts” training sessions) along with signed, original copies of the “STAR 2008 
Test Security Affidavits” (one for each person who had access to secure test materials at any 
time).  

 

Note:  The two apportionment pages must have exact counts for each grade level tested. 
Enrollment on the first day means your student enrollment at each grade level on your 
site’s first day of STAR testing.  Your site's first day of testing must be indicated on the 
lower right of the certification/apportionment form.  The number of students exempted 
from testing by a parent or guardian and the number of students absent for the entire 
testing window must also be entered on the apportionment form for each grade level.  In 
addition, you will be asked to indicate the number of students for whom you are 
submitting a scorable answer document who enrolled after your site’s first day of testing.  

 
• The Test Site Coordinator must also sign the Certification/Apportionment Forms.   
 
• The Test Site Coordinator is responsible for completing the required documents described 

above and delivering them inside the special red envelope to the Assessment Services 
Processing Center in Annex 10. This must be done at the same time as the site's STAR test 
materials are delivered.  The red envelope with these documents should not be packed in 
cartons with other test materials.  It is to be handed to an Assessment Services staff 
member when signing for the delivery of site testing materials.  Sites should make a copy 
of all documents for their files.  
 

As you know, these tests are used to assess individual student achievement and program progress 
for each grade, school, and the district.  Teachers should encourage students to perform as well 
as possible on these assessments.   
 
If you have any questions regarding information in this circular, call Denise Ormsbee at (619) 
725-7059, dormsbee@sandi.net, or Erin Gordon, at (619) 725-5687, egordon@sandi.net, or Jan 
Garbosky at (619) 725-7058, jgarbosky@sandi.net.  
 
 
 Erin Gordon 
 Director 
 Assessment Services 
 
APPROVED: 

 
Geno Flores 
Deputy Superintendent 
 
Attachments (18) 
Distribution:  Lists B, D, E, and F 


