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N O T E SOverview of the STAAR Writing Prompt 
Field Test

As a result of input from committees of Texas educators, the Texas Education Agency 
(TEA) does not include a field-test prompt on the operational versions of writing 
assessments for grade 4 (English and Spanish), grade 7, English I, and English II. Instead, 
a prompt field test is being conducted periodically to collect the necessary student 
performance data on prompts that have been developed for STAAR. The writing prompt 
field test is scheduled for February 11–14, 2019.

Campus coordinators and test administrators will need to follow the instructions for 
preparing for testing, monitoring administrations, and completing the administration 
process in this manual and the 2018–2019 District and Campus Coordinator Resources.

Most students should be able to complete this field test within 90 minutes; however, all 
students are allowed the same time limits as general STAAR Administration. Students are 
allowed to take breaks during the administration of the prompt field test, as described 
below.

Districts may administer the STAAR writing prompt field test any time during the testing 
window (February 11–14, 2019). All field tests must be completed by February 14, so 
materials can be returned by February 15. Districts will not receive writing prompt field test 
results.
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How to Use the 2019 STAAR  
Writing Prompt Field Test  
Test Administrator Manual 

The instructions in this manual explain the responsibilities of test administrators for the 
State of Texas Assessments of Academic Readiness (STAAR®) grade 4 (English and 
Spanish), grade 7, English I, and English II writing prompt field test. You must carefully 
read this manual prior to administering the prompt field test. Test administration policies 
and procedures must be followed as written so that all testing conditions are uniform 
statewide.

The STAAR writing prompt field test will be administered February 11–14, 2019.

Test Administrator Manual Organization
This manual includes specific test administration directions for the writing prompt field test. 
Test administrators are required to have this manual with them during the administration of 
the writing prompt field test.

This manual contains the following:

■■ responsibilities of testing personnel
■■ test security and confidentiality requirements
■■ an overview of the STAAR writing prompt field test
■■ information about training and preparation for test sessions
■■ information about monitoring and completion of test sessions
■■ test administration directions

 

For questions about the STAAR writing prompt field test, 
contact TEA’s Student Assessment Division at 512-463-9536. 
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N O T E SResponsibilities of Testing Personnel

This manual is intended for use prior to, during, and after the STAAR writing prompt field 
test. Testing coordinators must ensure that all personnel involved in the field test receive a 
copy of these administration directions. Testing coordinators and test administrators will 
need to use these directions to carry out their responsibilities for this test administration. 
Campus coordinators should ensure that test administrators have received sufficient 
training to carry out their duties. Campus coordinators must be available to answer 
questions during the administration of the field test.
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Test Security and Confidentiality

All assessment instruments as defined under TEC §39.023, §39.0238, and §39.027 are 
considered secure, and the contents of these tests, including student information used or 
obtained in their administration, are confidential. As specified in the Test Security section of 
the Coordinator Resources, each person participating in the student assessment program 
is required to maintain and preserve the security and confidentiality of all test material and 
student data.

All testing personnel must be trained in STAAR security and confidentiality requirements. Test 
administrators must hold the educator credentials detailed in the Coordinator Resources. 
Test administrators must sign a security oath for the 2019 testing year. Security oaths are 
available in the Security section of the Coordinator Resources.

Texas Education Code

Texas Administration  
Code

District and Campus 
Coordinator Resources

Test Security Oath

http://www.statutes.legis.state.tx.us/?link=ED
http://ritter.tea.state.tx.us/rules/tac/
http://ritter.tea.state.tx.us/rules/tac/
http://txetests.com/dccr/
http://txetests.com/dccr/
http://txetests.com/dccr/
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N O T E SSummary of Responsibilities

Testing Coordinators
■■ Become familiar with test administration directions
■■ Prepare test administrators to carry out their duties
■■ Ensure that test administrators have signed security oaths
■■ Identify students who will participate
■■ Schedule writing prompt field test
■■ Coordinate with test administrators to prepare for prompt field test administration
■■ Be available to answer questions

Test Administrators
■■ Prepare for administration of writing prompt field test and review administration 

materials 
■■ Review and sign security oath
■■ Prepare test environment
■■ Ensure proper testing procedures
■■ Administer writing prompt field test
■■ Complete the administration process

Maintain test security and confidentiality at all times. Report 
any irregularities to your campus coordinator immediately. 

Test Security Oath

http://txetests.com/dccr/
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Prepare for Testing

■❏ Prepare the Testing Environment

■■ No element of the testing room environment should hinder any student’s 
performance.

■■ A “Testing—Do Not Disturb” sign should be posted outside the testing room.
■■ An instructional environment should be maintained during testing window. It is not 

necessary to conceal or remove instructional or reference materials in the testing 
area, classrooms, or hallways unless they could provide assistance or are a direct 
source of answers. Any rooms in which students may be relocated must also be 
prepared.

■❏ Ready Seating Charts for Each Test Administration

■■ Seating charts must include the names of the students testing, the location of each 
student while testing, and the names of all test administrators/monitors involved in 
the session.

■■ Additional seating charts must be completed if students are moved to another room 
during testing.

■■ Seating charts must include the start and stop times for each test session, 
including stop and restart times for students who are permitted a break that stops 
the time clock.

■❏ Receive Test Materials from Campus Coordinator and Prepare 
for Distribution

Test administrators must ensure that the required materials listed below are available on 
the day of testing:

■■ two No. 2 pencils with erasers per student
■■ one test booklet per student
■■ one answer document per student
■■ one answer document for demonstration purposes
■■ additional answer documents to replace unusable ones
■■ dictionaries

Test administrators must be thoroughly familiar with the dictionary policy that has been 
established for STAAR. Refer to the STAAR Dictionary Policy in the STAAR Program and 
Policy Highlights section of the Coordinator Resources for more information.

Dictionary Policy

https://txassessmentdocs.atlassian.net/wiki/spaces/ODCCM/pages/191563472/STAAR+Dictionary+Policy
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■❏ Inventory All Secure Materials Issued and Initial the Materials 
Control Form

Test booklets will be issued to test administrators and recorded on the Materials Control 
Form using the 10-digit security number printed on the back of each booklet. An example 
is shown below. Ignore the letter “S” before the number.

S123456789   1

■■ Test booklets will be checked out to test administrators the day of the test. Test 
administrators will return all assigned test materials to the campus coordinator after 
the test session. 

■■ Test administrators should disregard the column labeled “Day 2” on the Materials 
Control Form, as testing for each grade or course must be completed the same day 
it was started.

■■ After you have verified that you have received the exact number of test booklets 
issued to you on the Materials Control Form, initial the “Out” box. Your initials signify 
that you have received the test booklets assigned to you, as recorded on the 
Materials Control Form, and that you have signed a security oath.
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Monitor Test Administration

Test administrators are responsible for test security and confidentiality 
in the testing room. Testing personnel are required to report any 
suspected violations of test security and confidentiality to the campus 
or district coordinator. If a situation arises that you do not know how to 
resolve, contact your campus coordinator.

■❏ Ensure Proper Testing Procedures

Test sessions must be conducted under the best possible conditions. Follow the procedures 
listed below to ensure the security and confidentiality of the STAAR assessment program 
and the uniform evaluation of students throughout the state. Administration times for the 
STAAR writing prompt field test are similar to all other assessments for STAAR and STAAR 
Spanish assessments. English I and English II are limited to five hours. Grade 7 STAAR 
Writing, grade 4 STAAR Writing, and grade 4 STAAR Spanish Writing tests are limited to 
four hours.

■■ A trained test administrator must be present in the testing room at all times during 
the administration.

■■ There must be at least one test administrator for every 30 students.
■■ The test administrator may read aloud or sign the writing prompt to any student who 

requests this assistance.
■■ Reading or discussing student compositions is not allowed at any time.
■■ At no time before, during, or after the administration of the assessment are test 

administrators permitted to assist students with their written compositions.
■■ The test administrator must NOT do the following:

•• elaborate on the prompt

•• give students an opening and/or closing sentence

•• give students an outline for organizing their compositions

•• give students ideas about how to develop their compositions

•• translate the prompts into another language (except sign language)

■■ All desks must be cleared of books and other materials that are not required for the 
test.

■■ Districts are required to have procedures in place to prevent the use of cell phones 
and personal electronic devices during test administrations. Students are NOT 
permitted Internet access during testing.
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■■ Test administrators must actively monitor the testing room while students are 

working. Test administrators should confirm that students do not have access to 
nonallowed materials, such as cell phones or other personal electronic devices that 
allow Internet access.

■■ Students must be reminded periodically to record their responses on their answer 
documents. Test administrators may say, “Remember that you must record your 
responses on the answer document.” However, test administrators may not view 
or discuss individual test questions or responses.

■■ It is permissible to encourage students to stay on task.
■■ Only students are allowed to erase their stray marks or darken answer-choice 

circles, and only during the scheduled test session. Test administrators may say, 
“Be sure to erase any stray marks that you might have accidentally made on 
your answer document.”

■■ Reinforcing, reviewing for, and/or distributing testing strategies during an 
assessment is strictly prohibited.

■■ Students must remain seated during testing except when they are receiving or 
returning authorized testing materials.

■■ Students are not allowed to talk to one another while testing is in progress.
■■ A student who arrives after a test session has begun may be tested if sufficient time 

remains in the day to provide the student with the allowed time for testing. Also, the 
student may test only if he or she has not had the opportunity to interact with other 
students who have been administered the same test.

Breaks

■■ Test administrators may allow students to take brief breaks in the testing room 
during a test session.

•• Breaks are not mandatory.

•• During breaks, students must not discuss the content of the test, and test 
booklets must be closed with answer documents inside.

•• If a student leaves the testing room for an extended period of time and returns, 
the campus coordinator must decide whether confidentiality has been breached 
and whether it is appropriate for the student to continue testing.

Schoolwide Emergencies

■■ In the event of a schoolwide emergency that causes a disruption in testing, ensuring 
the safety of students is top priority. Students should leave their tests where they are 
and follow the school’s procedures. Test administrators must closely monitor their 
testing groups to make sure that no one discusses the test. Once the emergency 
has been resolved, students should resume testing when instructed to do so.

Unusable or Defective Test Materials

If a test booklet or answer document becomes unusable at any point during a test session, 
contact your campus coordinator for guidance.



STAAR

N O T E S

2019 STAAR Test Administrator Manual Writing Prompt Field Test10

■❏ Answer Students’ Questions

Test administrators may answer questions about test directions or procedures. Test 
administrators are never allowed to answer any questions related to the content of the test 
itself. If a student asks a question that you are not permitted to answer, you may respond, 
for example, “I can’t answer that for you; just do the best you can.” Unless specifically 
directed to do so by test administration procedures, test administrators and campus 
personnel are NOT allowed to do the following:

■■ translate test questions or passages, including the written composition prompt, into 
another language (except sign language)

■■ rephrase or add information to questions or the prompt
■■ view or discuss test questions with anyone before, during, or after testing
■■ score test questions or discuss with students how they performed

■❏ Collect Test Materials

Some students may finish testing earlier than others. After a student has completed the test, 
collect the test materials. Allow the student to leave the area or provide the student with an 
instructional activity (i.e., guided reading activity) while other students continue testing.

Before a student leaves the room, the test administrator must visually scan the completed 
answer document to be sure the student has recorded answers as instructed. If the student 
has not done so and time remains in the scheduled period, the test administrator must say, 
“You have not recorded your responses on the answer document. Please go back and 
mark your answers on it now.” The testing materials should then be returned so that the 
student may record his or her answers.

■■ Test administrators may not look at or comment on answers to individual test 
questions or point out individually skipped test questions.

■■ Test responses, which include the written composition and multiple-choice 
questions, cannot be scored unless they appear on an answer document. 
Transcription may be needed due to a damaged answer document or due to a 
student having a temporary or permanent disabling condition. If you have to 
perform a transcription, contact your campus coordinator.

■■ Students will not be allowed to record their responses on their answer documents 
after the time limit has expired. In cases where the testing time has ended and a 
test administrator discovers that a student has not recorded his or her responses on 
the answer document, district testing coordinators may grant permission to trained 
district or charter school personnel to view the test booklet to ascertain if the 
student marked answers in the booklet. Refer to the Transcribing section in the 
Coordinator Resources for more information.
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N O T E SComplete Administration Process

After testing, complete the following tasks before you return your materials to the campus 
coordinator.

■❏ Account for All Test Booklets and Answer Documents

■■ Make sure that the name of each student is written on his or her test booklet before 
you collect it.

■■ Verify that no students’ answer documents have been left inside the test booklets.

■❏ Ensure That Answer Document Fields Have Been Completed

■■ Test administrators should ensure that students complete the LAST-NAME,  
FIRST-NAME, DATE OF BIRTH, TEST TAKEN INFO language bubble, FORM # and 
STUDENT-ID fields on their answer documents using a No. 2 pencil.

■❏ Return Test Materials to the Campus Coordinator

■■ Immediately after the test session, the test administrator must return all test 
materials to the campus coordinator. 

■■ Test booklets and answer documents must be separated and counted. Return the 
following materials to your campus coordinator:

•• answer documents to be scanned

•• voided answer documents

•• unused answer documents

•• used and unused test booklets

•• typed or recorded materials and handwritten student responses on scratch 
paper

•• all seating charts with start and stop times recorded

■■ Your campus coordinator will verify that you have returned all test booklets 
assigned to you, as recorded on the Materials Control Form, and will then initial the 
“In” box.

STAAR Materials 
Control Form

https://tea.texas.gov/student.assessment/dccr/
https://tea.texas.gov/student.assessment/dccr/
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N O T E STest Administration Directions for  
STAAR Writing Prompt Field Test

Before reading the administration directions aloud, distribute the following materials to your 
students if they do not already have them:

■■ Two No. 2 pencils with erasers per student
■■ Answer documents (If student identification information has been hand-gridded 

before testing, make sure that each student receives the document with his or her 
name on it. If students are to complete this information, read to them the instructions 
in Appendix A.)

Ensure that dictionaries are provided to students in accordance with the STAAR Dictionary 
Policy.

Students must use a No. 2 pencil to mark their answer documents. They may write in their 
test booklets. Students may use scratch paper if needed.

Certain student identification information must be completed before the test session. You 
may be asked to hand-grid all or part of this information on blank answer documents for 
these students. Contact your campus coordinator for specific directions for hand-gridding 
answer documents.

For English learners (ELs), test administrators are allowed to 
translate, simplify, or repeat oral instructions as long as the 
substance of the directions is not changed.

For students receiving an allowed accommodation, the test 
administrator is permitted to modify the directions when needed.

The following statement is only for students who are receiving the 
accommodation of basic transcribing. The test administrator 
should say, for example, “All of your answers and your 
composition must be recorded [per student’s method of 
response] before the end of the [four-hour/five-hour] time 
period.”

Students may work through the sections in any order that works best for them.

Read aloud WORD FOR WORD the material printed in bold type and preceded by the 
word “SAY.” You may repeat the directions as many times as needed. The material in italics 
is information meant for you and should not be read aloud to students. 

SAY Today you will be participating in a prompt field test for the State of Texas 
Assessments of Academic Readiness, or STAAR. It is important for you to do 
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your best. Now I am going to give each of you a test booklet. When you get 
your booklet, do not open it or write on it yet. If you have any questions while 
I am passing out the test booklets, please let me know. Keep your pencil on 
your desk until I tell you that you may use it. 

Give a test booklet to each student. 

SAY Now look at your answer document. Does everyone see “[GRADE/COURSE]” 
on the left-hand side of your answer document?

Assist any students who do not have the correct answer document.

SAY Look at the front of your test booklet. Does everyone see “[GRADE/COURSE] 
Writing Prompt Study” on the front of your booklet?

Assist any students who do not have the correct test booklet.

Students must write their first and last names on their test booklets and complete 
the TEST BOOKLET # field on their answer documents at this time. Directions for 
completing this information follow. 

SAY  Print your first and last name in the space marked “STUDENT NAME” at the 
top of your test booklet. 

When all students are ready, continue. 

SAY  On the back of each test booklet, there is a printed number. Each booklet has 
a different number. This number has ten digits. Ignore the “S” in front of the 
number. You need to look at only the ten digits of the number after the “S.”

Hold up one of your students’ test booklets and point to the security number on the 
back. 

SAY  Now find the words “TEST BOOKLET #” at the top of your answer document. 

Point to the TEST BOOKLET # field on the answer document given to you for 
demonstration purposes. When all students have located this section, continue. 

SAY  Copy all ten digits printed after the “S” from the back of your test booklet into 
the boxes beside the words “TEST BOOKLET #” on your answer document. 
Be sure to copy this number exactly as it appears. Do not copy the “S” before 
the number. If you have any questions, please raise your hand. 

Continue to use your sample answer document to point out to students where to 
find specific items on their answer document. Monitor students closely while they 
copy the security number. When all students have finished, continue.
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The FORM # must be filled out either by the students before testing begins or by 
the test administrator when testing has been completed. If you choose to have 
students fill in the FORM #, tell students, “Look at the front of your test booklet at 
the bottom. Does everyone see the form number printed on the front of their 
test booklet?” Use a student’s test booklet to show students where to find the form 
number. Point to the FORM # on the answer document given to you for demonstration 
purposes.

SAY  Copy this number below the words ‘FORM #’ on your answer document and fill 
in the correct circles below.

Monitor students closely while they copy the FORM #. 

SAY  Today you will write one composition and answer some multiple-choice 
questions. You can decide for yourself how you want to work through the test. 
You may write the composition first, or you may work on the multiple-choice 
section first. 

At this time I will read the directions for the written composition. After I 
explain the writing task, I will read the directions for the revising and editing 
sections. You may use a dictionary for all portions of the writing test.

Now open your test booklet to the page titled “WRITTEN COMPOSITION.” 
Then turn to the next page to find the writing prompt. Look at the information 
provided in your test booklet and read the prompt to yourself. If you would 
like me to read it to you, please raise your hand. 

You may read aloud or sign the writing prompt to any student who requests this 
assistance. For a student whose IEP/IAP documentation includes this assistance, 
you may read aloud or sign these specific writing prompts without the student 
requesting it. Using the student’s test booklet, you may read aloud or sign to an 
individual student any text (i.e., all text on the prompt page) related to the prompt. 
It is allowable to read the entire prompt or any part of the prompt as many times as 
necessary. You must be aware that you are viewing secure test content and that 
responding to the writing prompt or recording the information you see is strictly 
prohibited. You may not interpret any images that accompany the prompt or make 
suggestions to the student about how to respond. You cannot translate (except into 
sign language), change, add to, or explain the writing prompt.

When all students are ready, continue.

SAY  Are there any questions? 

Answer all questions. When all students are ready, continue. 
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SAY  Now look at the blank pages in your test booklet. 

Pick up one of your student’s test booklets and show students the prewriting 
pages. 

SAY  You may use these blank pages to “think out” and plan your composition. 
You may make notes to help you decide what you want to write. In addition, 
you may write an outline to help you arrange your ideas in an order 
that makes sense, or you may write a rough draft. Remember that the 
more planning you do, the clearer and more complete your composition is 
likely to be. If you write a rough draft on a blank page, remember that you 
must rewrite the composition on the lined page in your answer document.

Now open your answer document to page 3 and find the box with the words 
“WRITTEN COMPOSITION.” You will write your composition here.

Show students the lined page in the answer document. 

SAY  Your composition does not have to completely fill the page; however, it must 
not be longer than one page. Do not write outside the box on the lined page, 
and do not add lines to your written composition page. 

Be sure to write neatly so that others can read your writing. You may 
either print or write in cursive, whichever is easier for you. Remember that 
you must write in English and you must use only a No. 2 pencil to write your 
composition. If you need another pencil before you finish writing, please 
raise your hand. Are there any questions?

Answer all questions. When all students are ready, continue. 

SAY  When you finish writing, read over your work and check for mistakes. If you 
find any mistakes or if you would like to change something, you may do so. 
Be sure to erase any stray marks that you may have made accidentally on 
your answer document.

Are there any questions? 

Answer all questions. When all students are ready, continue. 

(For Grades 4 and 7 only)

SAY  Now open your test booklet to the page titled “REVISING.” Then turn to the 
next page to find the first selection. At this time I will read the directions for 
the revising and editing sections. Follow along as I read aloud the directions 
at the top of the page. 

“Read the selection and choose the best answer to each question. Then fill in 
the answer on your answer document.” 

Notice that in the selection there is a number before each sentence. 
These numbers will help you find the sentence or sentences you will need 
to locate in order to answer the questions that follow. 
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Open your answer document to page 2 and find the section marked “REVISING 
AND EDITING.” This is where you will mark your answers for the revising and 
editing sections. 

Help any students having difficulty locating the correct section of the answer 
document. When all students are ready, continue. 

SAY Are there any questions?

Answer all questions. When all students are ready, continue.

SAY  I cannot help you answer any test questions. I will be able to help you only 
with questions about the directions. Be sure to mark only one answer on your 
answer document for each question. Mark your answers very carefully and 
make your marks dark and neat. If you make a mistake or want to change an 
answer, completely erase your first choice. Then fill in the circle for your new 
choice.

You may not know the answers to all the questions. If you do not know the 
answer to a question, choose the answer you think might be correct. 
Remember that you may write in your test booklet if you would like to make 
notes.

SAY Remember that you may work on the test in any order that you choose. You 
may check your answers and your composition after you have finished. Be 
sure to erase any stray marks that you might have accidentally made on your 
answer document. 

When you have finished looking over your work, close your test booklet and 
raise your hand. I will come to your desk to collect your answer document and 
test booklet. Please sit quietly so that you do not disturb others who are still 
working. Do not talk to one another while others are still working on the test. 
Are there any questions? 

(For English I and English II only)

SAY  Now open your test booklet to the page titled “EDITING.” Then turn to the 
next page to find the first selection. At this time I will read the directions for 
the multiple choice sections. Follow along as I read aloud the directions at 
the top of the page.

“Read the selection and choose the best answer to each question. Then fill 
in the answer on your answer document.”

Notice that in the selection there is a number before each sentence. These 
numbers will help you find the sentence or sentences you will need to locate 
in order to answer the questions that follow.

Open your answer document to page 2 and find the section for multiple choice. 
This is where you will mark your answers for the editing and reading sections.

Help any students having difficulty locating the correct section of the answer 
document. When all students are ready, continue. 
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be quietly moving around the room to make sure you are following the 
directions and working on your own. If there are no more questions, you may 
begin. 

Remember to actively monitor during the test. If a student submits his or her test 
materials, you must check that the student’s answers are marked on the answer 
document. If they are not, say to the student, “You have not recorded your 
answers on the answer document. Please go back and mark your answers 
on it now.” The test materials should then be returned so that the student may 
record his or her answers. You may look at answer documents only to see whether 
responses are recorded; you may not examine or comment on individual responses. 

After testing has been completed and you collect each student’s answer 
document, make sure that the student has recorded his or her responses on the 
answer document. Report any blank answer documents to your campus 
coordinator.

Any scratch paper or other materials must be collected. If students have written on 
any of these materials, the materials must be destroyed immediately after testing is 
completed.

Follow directions from your campus coordinator, and refer to the “Complete 
Administration Process” section in this manual.

Return your test materials to the campus coordinator after the test session is over. 
Test booklets and answer documents must be separated and counted before they 
are returned to ensure that all materials are accounted for. The campus coordinator will 
verify that you have returned all test booklets assigned to you, as recorded on the 
Materials Control Form, and will initial the “In” box.

At no time should you erase stray marks or darken answer-choice circles on 
students’ answer documents.

UNAUTHORIZED VIEWING, DISCUSSION, DUPLICATION, OR SCORING 
OF SECURE TEST MATERIALS IS NOT PERMITTED AT ANY TIME.

SAY  You will now write your composition and answer the multiple-choice 
questions. Remember to mark your answers very carefully and make your 
marks dark and neat. You will have up to [four/five] hours to complete this 
test. During the test, you will be provided with reminders of the time left to 
test. Your answers and composition must be recorded on your answer 
document before the time ends. While you are working on the test, I will 

Test administrators are not allowed to answer any questions 
related to the content of the test itself. If a student asks a question 
that you are not permitted to answer, you may say, for example,  
“I can’t answer that for you; just do the best you can.” 

Answer all questions. When all students are ready, continue. 
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STAAR

N O T E STest Administration Directions for 
STAAR Spanish Grade 4 Writing  
Prompt Field Test

Before reading the administration directions aloud, distribute the following materials to your 
students if they do not already have them:

■■ Two No. 2 pencils with erasers per student
■■ Answer documents (If student identification information has been hand-gridded

before testing, make sure that each student receives the document with his or her
name on it. If students are to complete this information, read to them the instructions
in Appendix A.)

Students must use a No. 2 pencil to mark their answer documents. They may write in their 
test booklets. Students may use scratch paper if needed.

Certain student identification information must be completed before the test session. You 
may be asked to hand-grid all or part of this information on blank answer documents for 
these students. Contact your campus coordinator for specific directions for hand-gridding 
answer documents.

The following statement is only for students who are receiving the 
accommodation of basic transcribing. The test administrator 
should say, for example, “Todas sus respuestas y 
composiciones deben quedar registradas en su folleto de 
prueba” .

Students may work through the sections in any order that works best for them. Read aloud 
WORD FOR WORD the material printed in bold type and preceded by the word “SAY.” 
You may repeat the directions as many times as needed. The material in italics is information 
meant for you and should not be read aloud to students. 

SAY Hoy van a participar en una prueba de campo de temas de composición de la 
prueba STAAR de escritura. Es importante que hagan su mejor esfuerzo. 
Enseguida voy a darle a cada uno de ustedes un folleto de prueba. Cuando 
reciban su folleto, no lo abran ni escriban en él todavía. Tampoco le quiten el 
sello a su folleto hasta que yo les diga que pueden hacerlo. Si tienen alguna 
pregunta mientras les doy su folleto de prueba, por favor levanten la mano. 
Dejen su lápiz sobre el escritorio hasta que yo les diga que pueden usarlo.
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Give a test booklet to each student. 

SAY Ahora vean su documento de respuestas. ¿Pueden ver todos donde dice 
“GRADE 4” en la parte izquierda de su documento de respuestas?

Assist any students who do not have the correct answer document.

SAY Vean la portada de su folleto de prueba. ¿Pueden ver todos donde dice 
“GRADE 4 Writing Prompt Study—Spanish Version” al frente de su folleto?

Assist any students who do not have the correct test booklet.

Students must write their first and last names on their test booklets and complete 
the TEST BOOKLET # field on their answer documents at this time. Directions for 
completing this information follow. 

SAY  Escriban su nombre y apellido en el espacio donde dice “STUDENT NAME”, 
en la parte de arriba de su folleto de prueba. 

When all students are ready, continue. 

SAY  En la parte de atrás de su folleto de prueba hay un número. Cada folleto tiene 
un número diferente. Este número tiene diez dígitos. No presten atención a la 
“S” al principio del número. Necesitan fijarse solamente en el número de diez 
dígitos que aparece después de la “S”.

Hold up one of your students’ test booklets and point to the security number on the 
back. 

SAY  Ahora busquen donde dice “TEST BOOKLET #” en la parte de arriba de su 
documento de respuestas. 

Point to the TEST BOOKLET # field on the answer document given to you for 
demonstration purposes. When all students have located this section, continue. 

SAY  Vean el número de diez dígitos que aparece después de la “S” en la parte de 
atrás de su folleto de prueba y escriban todos los dígitos en los cuadros junto 
a las palabras “TEST BOOKLET #” en su documento de respuestas. 
Asegúrense de copiar este número exactamente como aparece. No copien la 
“S” que está al principio del número. Si tienen alguna pregunta, por favor 
levanten la mano.

Continue to use your sample answer document to point out to students where to 
find specific items on their answer document. Monitor students closely while they 
copy the security number. When all students have finished, continue. 
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 The FORM # must be filled out either by the students before testing begins or by the 

test administrator when testing has been completed. If you choose to have students 
fill in the FORM #, tell students, “Vean la parte de abajo de la portada de su 
folleto de prueba. ¿Pueden ver el número que está impreso”? Use a student’s 
test booklet to show students where to find the form number. Point to the FORM # 
on the answer document given to you for demonstration purposes. Tell students, 
“Copien ese número debajo de las palabras ‘Form #’ de su documento de 
respuestas y luego llenen los círculos correspondientes que están abajo”.

 Monitor students closely while they copy the FORM #.

SAY  Hoy van a escribir una composición y a contestar algunas preguntas de 
opción múltiple. Ustedes pueden decidir cómo quieren trabajar la prueba el 
día de hoy. Pueden escribir la composición primero o pueden trabajar en la 
parte de preguntas de opción múltiple primero. 

 En este momento voy a leer las instrucciones para la composición escrita. 
Una vez que haya explicado lo que tienen que hacer para la composición 
escrita, voy a leer las instrucciones para la partes de revisión y de corrección. 
Puede usar un diccionario para todas las partes de la prueba de escritura. 

 Ahora abran su folleto de prueba en la página título “COMPOSICIÓN ESCRITA”. 
Luego, den vuelta a la página para ver el tema de la composición. Vean la 
información que viene en su folleto de prueba y lean el tema de la composición 
en silencio. Si necesitan que yo se los lea, por favor levanten la mano.

 You may read aloud or sign the writing prompt to any student who requests this 
assistance. For a student whose IEP/IAP documentation includes this assistance, 
you may read aloud or sign these specific writing prompts without the student 
requesting it. Using the student’s test booklet, you may read aloud or sign to an 
individual student any text (i.e., all text on the prompt page) related to the prompt. 
It is allowable to read the entire prompt or any part of the prompt as many times as 
necessary. You must be aware that you are viewing secure test content and that 
responding to the writing prompt or recording the information you see is strictly 
prohibited. You may not interpret any images that accompany the prompt or make 
suggestions to the student about how to respond. You cannot translate (except into 
sign language), change, add to, or explain the writing prompt. 

 When all students are ready, continue. 

SAY  ¿Tienen alguna pregunta? 

 Answer all questions. When all students are ready, continue. 

SAY  Ahora vean las páginas en blanco que están en su folleto de prueba. 

 Pick up one of your student’s test booklets and show students the prewriting 
pages. 
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SAY  Pueden usar estas páginas en blanco para planear su composición. También 
pueden usarlas para tomar notas que los ayuden a decidir lo que quieren 
escribir. Además, pueden hacer un bosquejo que los ayude a organizar sus 
ideas para que tengan sentido o pueden escribir un borrador de su 
composición. Recuerden que mientras más planeen lo que quieren decir, más 
clara y completa será su composición. Si escriben un borrador en las páginas 
en blanco, recuerden que tienen que copiar la composición en la página con 
renglones del documento de respuestas.

 Ahora abran su documento de respuestas en la página 3 y busquen el cuadro 
donde dice “COMPOSICIÓN ESCRITA”. Aquí es donde van a escribir su 
composición.

 Show students the lined page in the answer document. 

SAY  Su composición no tiene que llenar toda la página, pero tampoco debe pasar 
de una página. No escriban afuera del cuadro en la página con renglones ni 
agreguen renglones a la página de su composición escrita. 

 Asegúrense de escribir claramente para que otras personas puedan leer lo 
que escribieron. Pueden usar letra de molde o cursiva, la que sea más fácil 
para ustedes. Recuerden que deben escribir en español y deben usar un lápiz 
No. 2 para escribir su composición. Si necesitan otro lápiz para terminar de 
escribir, por favor levanten la mano. ¿Tienen alguna pregunta?

 Answer all questions. When all students are ready, continue. 

SAY  Cuando terminen de escribir, lean su trabajo para ver si tiene errores. Si 
quieren corregir algún error o si quieren cambiar algo, pueden hacerlo. 
Asegúrense de borrar cualquier marca o rayón que hayan hecho sin querer en 
su documento de respuestas.

 ¿Tienen alguna pregunta?

 Answer all questions. When all students are ready, continue. 

SAY  Ahora abran su folleto de prueba en la página con el título de “REVISIÓN”. 
Después vayan a la página donde se encuentra la primera lectura. En este 
momento voy a leer las instrucciones para las secciones de revisión y 
corrección. Sigan en silencio las instrucciones que están en la parte de arriba 
de la página mientras yo se las leo en voz alta. 

 “Lee esta lectura y escoge la mejor respuesta para cada pregunta. Después 
marca la respuesta en tu documento de respuestas”. 

 Observen que en la lectura hay un número antes de cada oración. Estos 
números los ayudarán a encontrar la oración o las oraciones que necesitarán 
localizar para poder contestar las preguntas que siguen.



2019 STAAR Test Administrator Manual Writing Prompt Field Test 25

STAAR

N O T E S
 Abran su documento de respuestas en la página 2 y busquen donde dice 

“REVISIÓN Y CORRECCIÓN”. Aquí es donde van a marcar sus respuestas a 
las preguntas de opción múltiple de las secciones de revisión y de corrección.

 Help any students having difficulty locating the correct section of the answer 
document. When all students are ready, continue. 

SAY ¿Tienen alguna pregunta?

 Answer all questions. When all students are ready, continue.

SAY  No podré ayudarlos a contestar ninguna de las preguntas de la prueba. 
Solamente podré ayudarlos con preguntas que tengan acerca de las 
instrucciones. Asegúrense de llenar solamente un círculo por cada pregunta 
en su documento de respuestas. Marquen sus respuestas con mucho cuidado 
y llenen los círculos de manera que queden oscuros y completamente llenos. 
Si se equivocan o quieren cambiar una respuesta, borren completamente la 
respuesta que quieran cambiar. Luego llenen el círculo de su nueva respuesta.

 Es posible que no sepan todas las respuestas de la prueba. Si no saben 
alguna respuesta, escojan la respuesta que piensen que podría ser la 
correcta. Recuerden que pueden escribir en su folleto de prueba si quieren 
tomar notas. 

 Recuerden que ustedes deciden qué parte de la prueba quieren hacer primero. 
Pueden revisar sus respuestas y su composición una vez que hayan 
terminado. Asegúrense de borrar cualquier marca o rayón que hayan hecho 
sin querer en su documento de respuestas. 

SAY  Cuando hayan terminado de revisar su trabajo, cierren su folleto de prueba y 
levanten la mano. Yo pasaré a sus lugares para recoger su documento de 
respuestas y su folleto de prueba. Por favor permanezcan sentados y en 
silencio para que no distraigan a sus compañeros que todavía estén 
trabajando en la prueba. ¿Tienen alguna pregunta? 

Test administrators are not allowed to answer any questions 
related to the content of the test itself. If a student asks a question 
that you are not permitted to answer, you may say, for example, 
“No te puedo ayudar con esa pregunta; sólo contéstala lo 
mejor que puedas”.

 Answer all questions. When all students are ready, continue. 

SAY  Ahora van a escribir ahora su composición y a contestar las preguntas de 
opción múltiple. Recuerden que deben marcar sus respuestas con mucho 
cuidado para que queden oscuras y se vean claramente. Tendrá hasta cuatro 
horas para completar esta prueba. Durante la prueba, se le proporcionarán 
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recordatorios del tiempo restante para la prueba. Sus respuestas y 
composición deben registrarse en su documento de respuestas antes de que 
finalice el período de cuatro horas. Mientras estén tomando la prueba, voy a 
pasar por sus lugares en silencio para asegurarme de que están siguiendo las 
instrucciones y trabajando en forma independiente. Si no tienen más 
preguntas, pueden comenzar.

 Remember to actively monitor during the test. If a student submits his or her test 
materials, you must check that the student’s answers are marked on the answer 
document. If they are not, say to the student, “No pusiste tus respuestas en el 
documento de respuestas. Por favor márcalas en el documento de respuestas 
ahora mismo”. The test materials should then be returned so that the student may 
record his or her answers. You may look at answer documents only to see whether 
responses are recorded; you may not examine or comment on individual responses.

 After testing has been completed and you collect each student’s answer document, 
make sure that the student has recorded his or her responses on the answer 
document. Report any blank answer documents to your campus coordinator.

 Any scratch paper or other materials must be collected. If students have written on 
any of these materials, the materials must be destroyed immediately after testing is 
completed.

 Follow directions from your campus coordinator, and refer to the “Complete 
Administration Process” section in this manual.

 Return your test materials to the campus coordinator after the test session is over. 
Test booklets and answer documents must be separated and counted before they 
are returned to ensure that all materials are accounted for. The campus coordinator 
will verify that you have returned all test booklets assigned to you, as recorded on 
the Materials Control Form, and will initial the “In” box.

 At no time should you erase stray marks or darken answer-choice circles on 
students’ answer documents.

UNAUTHORIZED VIEWING, DISCUSSION, DUPLICATION, OR 
SCORING OF SECURE TEST MATERIALS IS NOT PERMITTED 
AT ANY TIME.
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Appendix A

Completing Student Identification 
Information

Appendix A
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Completing Student Identification 
Information
If you have students in your testing group for whom no answer document has been 
prepared, students should grid the student identification information on a blank answer 
document before testing begins, following the directions below.

Read aloud the material that is printed in bold type and preceded by the word “SAY.” The 
material in italics is information meant for you and should not be read aloud to students.

SAY Today you will be taking the State of Texas Assessments of Academic 
Readiness–STAAR Writing Pilot test. Before you take the test, you are going 
to fill out the front of the answer document that you will use. It is important 
that you pay attention and follow directions. Use only a No. 2 pencil to mark 
your answer document. If you do not have a No. 2 pencil, please raise your 
hand. 

 Give two pencils to each student who needs them. 

SAY Find the words “LAST-NAME” at the top of your answer document. Print your 
last name in the row of boxes in this section, starting with the first box on the 
left. Print only one letter in a box. If you have any questions, please raise your 
hand. 

 Check that students are printing their last names in the appropriate section, one 
letter to a box. When all students are ready, continue. 

SAY Find the section labeled “FIRST-NAME.” Print your first name in the row of 
boxes in this section. Print only one letter in a box. If there are not enough 
boxes for all the letters in your first name, print as many letters as you can. 
When you are finished, find the column labeled “M I” to the right of the section 
where you printed your first name. In this box, print the first letter of your 
middle name. If you do not have a middle name, do not print anything in this 
box. 

 Check that students are printing their first names and middle initials in the 
appropriate section, one letter to a box. When all students are ready, continue. 

SAY Below the boxes where you printed your name are columns of circles with 
letters in them. In the first column find the circle with the first letter of your last 
name. Fill in that circle. Make sure that the mark you make is dark and neat. Be 
sure to fill in the circle completely. If you make a mistake, completely erase the 
mark you made and fill in the correct circle. Now do the same thing for the rest 
of the letters in your last name. If there are not enough boxes for all the letters 
in your last name, print as many letters as you can.
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 Check to see that students are gridding the letters correctly. If a student is having 
difficulty, it may be necessary to help him or her fill in the first few columns. Every 
attempt should be made to keep students from feeling frustrated by the task and to 
ensure that the information is accurate. When all students are ready, continue.

The answer documents do not have a place to grid hyphens or 
apostrophes. If a student’s name has a hyphen or apostrophe, the 
student should fill in the empty circle in that position.

 

SAY Some of you may not have used all the boxes to print your last name. Directly 
under each of these boxes is a circle without a letter in it. For each empty box 
following your last name, fill in the empty circle below it. 

 When all students are ready, continue. 

SAY Now fill in the circles for your first name and middle initial the same way you 
did for your last name. If you do not have a middle initial, fill in the empty 
circle in the “M I” column. 

 Monitor students as they grid their first names and middle initials. When all students 
are ready, continue. 

SAY Now find the section labeled “DATE-OF-BIRTH.” In the space labeled 
“MONTH,” fill in the circle next to the month in which you were born.

 Print the day of your birth and the last two digits of the year in which you were 
born in the boxes labeled “DAY” and “YEAR.” If you were born before the 
tenth day of the month, you will need to put a zero in front of the day of your 
birth. Now fill in the circles below the numbers you have printed. If you have 
any questions, please raise your hand. When you finish, put your pencil 
down. 

SAY Now find the section labeled “STUDENT-ID (As Used for PEIMS)”. Print your 
Student ID in the boxes and fill in the circles below the numbers you have 
printed. If you have any questions, please raise your hand. When you finish, 
put your pencil down.

 Monitor students to ensure that they are filling in this information correctly. Then 
refer to the test administration directions, which begin on page 13.
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Completing Student Identification 
Information (STAAR Spanish)

If you have students in your testing group for whom no answer document has been 
prepared, students should grid the student identification information on a blank answer 
document before testing begins, following the directions below.

Read aloud the material that is printed in bold type and preceded by the word “SAY.” The 
material in italics is information meant for you and should not be read aloud to students.

SAY Hoy van a tomar la prueba de campo de escritura de STAAR, la cual es parte 
del programa de evaluación estatal de Texas. Antes de tomar la prueba van a 
llenar la parte de enfrente del documento de respuestas que van a usar. Es 
muy importante que pongan atención y sigan las instrucciones que les voy a 
dar. Usen solamente un lápiz del número 2 para llenar los círculos en su 
documento de respuestas. Si no tienen un lápiz del número 2, por favor 
levanten la mano.

 Give two pencils to each student who needs them. 

SAY Busquen las palabras “LAST NAME” en la parte de arriba de su documento de 
respuestas. Escriban su apellido en los cuadros que aparecen en esta sección 
comenzando con el primer cuadro a la izquierda. Escriban solamente una 
letra en cada cuadro. Si no hay suficientes cuadros para todas las letras de su 
apellido, escriban sólo las letras que puedan. Si tienen alguna pregunta, por 
favor levanten la mano. 

 Check that students are printing their last names in the appropriate section, one 
letter to a box. When all students are ready, continue. 

SAY Busquen la parte donde dice “FIRST NAME”. Escriban su nombre en los 
cuadros de esta sección. Escriban solamente una letra en cada cuadro. Si no 
hay suficientes cuadros para todas las letras de su nombre, escriban sólo las 
letras que puedan. Cuando acaben, busquen la columna donde dice “M I” que 
está a la derecha de la sección donde escribieron su nombre. En este cuadro, 
escriban la primera letra de su segundo nombre. Si no tienen un segundo 
nombre, no escriban nada en este cuadro.

 Check that students are printing their first names and middle initials in the 
appropriate section, one letter to a box. When all students are ready, continue. 
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SAY Debajo de los cuadros donde escribieron su nombre, hay unas columnas de 
círculos con letras adentro. En la primera columna, busquen el círculo que 
tenga la primera letra de su apellido. Llenen ese círculo. Asegúrense de que el 
círculo quede oscuro y totalmente lleno. Si se equivocan, borren 
completamente la marca que hicieron y luego llenen el círculo correcto. Ahora 
hagan lo mismo con el resto de las letras de su apellido. Si no hay suficientes 
cuadros para todas las letras de su apellido escriban sólo las letras que 
puedan.

 Check to see that students are gridding the letters correctly. If a student is having 
difficulty, it may be necessary to help him or her fill in the first few columns. Every 
attempt should be made to keep students from feeling frustrated by the task and to 
ensure that the information is accurate. When all students are ready, continue.

The answer documents do not have a place to grid hyphens or 
apostrophes. If a student’s name has a hyphen or apostrophe, the 
student should fill in the empty circle in that position.

 

SAY Es posible que algunos de ustedes no hayan usado todos los cuadros para 
escribir su apellido. Justamente abajo de cada uno de estos cuadros, hay un 
círculo sin letras adentro. Por cada cuadro que haya quedado vacío a la 
derecha de su apellido, llenen los círculos sin letras debajo de ellos.

 When all students are ready, continue. 

SAY Ahora llenen los círculos con las letras de su nombre y la inicial de su 
segundo nombre como lo hicieron con su apellido. Si no tienen un segundo 
nombre, llenen el círculo sin letras en la columna donde dice “M I”.

 Monitor students as they grid their first names and middle initials. When all students 
are ready, continue. 

SAY Ahora encuentren la sección “DATE OF BIRTH”. En el espacio donde dice 
“MONTH”, llenen el círculo junto al mes en el que nacieron.

 Escriban el día en que nacieron y los últimos dos números del año en que 
nacieron en los cuadros “DAY” y “YEAR”. Si nacieron antes del día diez del 
mes, necesitan escribir un cero antes del día de su nacimiento. Ahora llenen 
los círculos con los números que escribieron en los cuadros. Si tienen alguna 
pregunta, por favor levanten la mano. Cuando terminen, pongan el lápiz sobre 
su escritorio.
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SAY Ahora encuentren la sección titulada “STUDENT-ID (Como se usa en PEIMS)”. 
Escriban su número de identificación (ID) en las casillas y rellenen los 
círculos correspondientes abajo de los números que escribieron. Si tienen 
alguna pregunta, por favor levanten la mano. Cuando terminen, dejen su lápiz 
sobre el escritorio.

 Monitor students to ensure that they are filling in this information correctly. Then 
refer to the test administration directions, which begin on page 13.




