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Administration Training:
Steps to Plan, Administer and Complete 
NYSAA Datafolios for 2014-15

Office of State Assessment

2014-15 New York State 
Alternate Assessment (NYSAA)

2014–15
Administration 
Manual
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NYSAA 
Frameworks, 
Appendix F
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NYSAA
Steps 
Chart
(page 9)
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Datafolio Sample – Esteban
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2014-15
NYSAA 

Datafolio

Esteban

What will training cover?
Steps to Completing a NYSAA Datafolio:

• Confirm students to be assessed

• Confirm the content areas to be assessed

• Plan the assessment

• Conduct the assessment

• Document student performance

• Prepare verifying evidence 

6
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Administration Support
Where do you turn when you have 
questions?

• Alternate Assessment Training Network (AATN) 
Specialists – each BOCES/Big 5 City school 
District assigns
– Facilitate training and collegial review

– Provide technical support

• Regional Lead Trainers (RLTs) – contact 
information available in the NYSAA 
Administration Manual
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Administration Support - Tools
• The Department’s Web site

http://www.p12.nysed.gov/assessment/nysaa/
home.html

• Measured Progress ProFile™

https://profile.measuredprogress.org/NYSAA/

• Collegial Reviews

– Required at least once during the NYSAA 
administration period

– Contact AATN for dates and information
8
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Steps 1, 2, 3

10

Introduction: Steps 1, 2, 3

Step 1 Confirm the students to be assessed; 
prepare to administer the NYSAA; and 
confirm content areas to be assessed.

Step 2 Review Test Blueprints for the content 
areas to be assessed.

Step 3 Review the Extensions or AGLIs, and the 
Assessment Tasks for the first Standard 
being assessed.
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2014-15 NYSAA 
Administration Period

• Administration begins on September 29, 2014

• Administration ends on February 27, 2015

• All datafolios must be completed and turned in 
to building administrators by February 27, 2015

– No further work, edits, additions, changes, etc. can 
be done to a datafolio after February 27th
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Reviewing the Student’s IEP

• NYSAA designated as assessment

• Student’s date of birth falls within 
ranges on 2014-15 NYSAA Age Range 
Chart

• Testing Accommodations

• Goals and Objectives

12
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NYSAA Age Range Chart

13

NYSAA Age Range Chart

14

For questions about the age ranges, contact the 
Department.
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NYSAA Test 
Blueprint –
ELA, Grade 4 
highlighted

15

Standards Assessed in 
Grade 4 ELA:

 Reading Standards for 
Literature (2 sub-
strands)

 Writing Standards

 Speaking and 
Listening Standards

 Language Standards

Standards Assessed by Grade

Grade ELA Mathematics Science
Social 
Studies

3 5 Standards 5 Standards

4 5 Standards 5 Standards 2 Standards

5 5 Standards 5 Standards

6 5 Standards 5 Standards

7 5 Standards 5 Standards

8 5 Standards 5 Standards 2 Standards

High 
School

5 Standards 5 Standards 2 Standards 2 Standards

16
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Frameworks – Example, Grade 4
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Frameworks – Example, Grade 4

18
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Frameworks – Grade 4 Example

19

Extension/AGLI and 
Assessment Task Coding

Frameworks – Grade 4 Example
Transition Skills and CDOS Crosswalk:

20

For 
instructional 
purposes 
ONLY. 
Cannot be 
used as 
Assessment 
Tasks.
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21

Review: Steps 1, 2, 3

Step 1 Confirm the students to be assessed; 
prepare to administer the NYSAA; and 
confirm content areas to be assessed.

Step 2 Review Test Blueprints for the content 
areas to be assessed.

Step 3 Review the Extensions or AGLIs, and the 
Assessment Tasks for the first Standard 
being assessed.

Steps 4, 5, 6
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23

Introduction: Steps 4, 5, 6

Step 4 Determine an Extension or AGLI and 
Assessment Task from the most appropriate 
Level of Complexity for the student, to 
conduct the baseline administration. The 
same Assessment Task is used for both
baseline and final administrations.

Step 5 Plan the verifying evidence that must be 
included for each Standard.

Step 6 Conduct the baseline administration.

Alignment to 
Grade-Level 
Content

24

Extension 
or AGLI 

from Grade

Assessment Task 
Aligned to 

Extension or AGLI

Verifying Evidence 
Aligned to 

Assessment Task
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Review the Standard and Essence(s)

25

Starting 
Point For 
Choosing 
an 
Extension 
or AGLI

26

Recommended starting 
point for selecting an 

Extension to be assessed
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Considerations from the IEP
• Present levels of 

performance

• Annual goals and objectives

• When planning the 
assessment, include

– Testing accommodations

– Supports

– Adaptive equipment

– Assistive technology

27

Consider these 
in planning the 
assessment, 
materials, and 
documentation 
of the student’s 
performance

Example –
Selecting 
an 
Extension
(41121)

28
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Assessment Tasks

• Assessment Tasks must be used as 
written

• Teachers cannot

– Modify an assessment task, or

– Create an original assessment task

Use only the Assessment Tasks  
provided in the 2014-15 Frameworks

29

Example –
Selecting an 
Assessment 
Task

30

The same
Assessment 
Task is 
administered 
on both the 
baseline and 
final data 
points.
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• Purpose – demonstrate student’s 
performance of Assessment Task

• Two pieces of verifying evidence (VE) are 
required for each Standard
– Baseline Data Point = 1 piece of VE

– Final Data Point = 1 piece of VE

• Each piece of VE must demonstrate all 
requirements of the task on its own 

• Evidence is not be considered “in total”
31

STEP 5 Planning Verifying Evidence

Same 
task

Assessment Task Contains 
PLURAL

If the Assessment 
Task contains…

Then EACH piece of 
verifying evidence…

plural must demonstrate the plural 
component for that date

“s” in 
parentheses

may demonstrate the singular 
or plural component for that 
date

32
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Example: 
Plural 
Demonstrated 
in VE

Assessment Task: 
Grade 4 ELA, 
AT44221A, “the 
student will provide 
an appropriate 
salutation or 
response for two or 
more social 
situations.”

33

Assessment Task Contains 
AND, OR, AND/OR

If the Assessment 
Task contains…

Then EACH piece of verifying 
evidence…

“and”
must  demonstrate ALL parts of the 
Assessment Task for that date

“or”
may demonstrate one of the two or 
more elements most appropriate for 
the student for that date

“and/or”

may demonstrate all the elements 
from the Assessment Task  or
choose one or more of the more 
appropriate parts of the task for that 
date

34
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Example: AND 
Demonstrated in VE

35

Planning Verifying Evidence –
Questions to Ask

• What is the best way to present the 
Assessment Task being conducted?

• Does the verifying evidence show what the 
Assessment Task outlined as the 
student’s action?

• Is there any information on the evidence 
that conflicts with the vocabulary from 
the Assessment Task?

36
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Example: 
information on 
VE appears to  
conflict with 
the 
Assessment 
Task

37

Grade 4 Science AGLI 
#42211, AT42211A 
“the student will 
distinguish between a 
plant and an animal”

Considerations for Verifying 
Evidence ̶ Planning

• Materials, equipment, support, and staff

• Expected outcome of task

• Documentation of the performance

• The best way for student to demonstrate 
knowledge, skills, and understanding

38
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Notations on Verifying Evidence

• Notations provide clarifying information to 
an outside person
– Not familiar with the student

– Unfamiliar with the activity

• Notations provide information about
– How the task took place,

– How the student responded, and/or

– How the performance was calculated

39

Example: Notation on Verifying 
Evidence

40
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Four Types of Verifying Evidence

• Original student work product

• Sequence of captioned and dated 
photographs

• Digital video or audio clip

• Data Collection Sheet with supporting 
evidence

Refer to the Administration Manual for 
specific guidelines

41

Three Required Elements

Required on all evidence (Data Summary 
Sheet, verifying evidence, supporting 
evidence):

1. Student’s name

2. Date of student performance

3. Level of Accuracy

May be recorded directly on the 
verifying evidence or on a VE label 
affixed to the verifying evidence

42
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Example: VE 
Information 
conflicts with 
Assessed Task

43

Grade 4 Science

AGLI#42221:

Identify the function of a basic 
plant or animal structure.

Assessment Task:

The student will identify the 
function of a plant or animal 
structure. 

Connection VE  to Task = NO

Templates = Administrative Error
• Information that guides or leads the 

student to the correct response may be 
considered a template

• Carefully review

– Directions or other information printed on 
worksheets

– Examples or definitions provided

• Remove any guiding information prior to 
presenting the task to the student

44
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Example: 
Template

45

The verbs are 
underlined, which 
leads the student 
to the correct 
answer.

This is considered 
a template.

Grade 8 ELA, 
Extension 85211

Example: Not 
a Template

46

Labels on pictures do 
not give or lead the 
student to the correct 
answer.

Assessment Task: The 
student will identify the 
purpose of a scientific 
tool, when given the 
tool and a set of 
purposes to select from 
(AT41121B)
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Example: 
Not a 
Template

47

The word bank 
provides a set of 
options for the student 
to choose from. The 
word bank does not 
give or lead the student 
to the correct answer.

Assessment Task: The 
student will identify a 
basic animal structure 
(AT42212B)

Photographic, Digital Video, and/or 
Audio Evidence

• Minimum sequence of three photographs, 
not including prerequisite or post-activity 
steps

• Caption summarizing the series is 
acceptable (at least one)

• All photographs must be taken on the 
same date

• Clip is 90 seconds or less (excluding 
markers)

• Recorded markers at the beginning and 
end of clip with three required elements

48

In addition to the three required elements:
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Data Collection Sheets

49

Requirements:
• At least three dates of student 

performance (+, -, and date)
• Initials of person collecting the 

data for each date 
• Staff key complete

Supporting Evidence for Data 
Collection Sheet

50

• Must meet requirements for evidence

• Must include three required elements

• May include an original student work 
product, photographs, digital video or 
audio clip, or an Observer Verification 
Form

• Supporting evidence is submitted only 
with Data Collection Sheet
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Observer 
Verification 
Form

51

• Teacher completes top 
section

• Observer records his or 
her
– Title

– Name

– Signature and

– Date task was observed

NOTE: Date observed 
must be the same date 
that the task was 
conducted

Determining Student 
Performance

• Student Performance Data = Level of 
Accuracy demonstrating the Assessment 
Task

• Considerations
– Set up materials in advance

– Plan supports, adaptations, testing 
accommodations

– Plan best way to document student performance

• Conduct tasks at school or school-sponsored 
event only

52
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• Purpose of the baseline is to confirm 
– appropriate Level of Complexity selected

– student has not already mastered selected 
skill

• Level of Accuracy on baseline cannot 
exceed 74% (threshold)

• After baseline is complete, begin 
instruction and reevaluation process

53

STEP 6
Conduct Baseline 
Administration

Recommended
Timeline By mid-November

Determining Level of Accuracy
Accuracy is a key measure of student performance 
for the NYSAA. The teacher determines the Level of 
Accuracy by comparing the student’s number of 
correct responses with the total number of expected 
responses.

54

Level of Accuracy Example:

Total items, questions, or 
problems presented to student

5 questions

Number of correct responses 3 correct

Calculation 3 correct/5 questions = .6

Percentage .6 x 100% = 60%
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Example: Rounding Accuracy

55

Example: Rounding Level of Accuracy

Total items, questions, or 
problems presented to student

6 addition problems

Number of correct responses 4 correct responses

Calculation 4/6 = .66667

Percentage .66667 x 100% = 66.667%

Rounded up 67% accurate

Rounding up is acceptable for 
a calculation of .5 or above.

Examples: 
Calculating 

Level of 
Accuracy

56

Level of Accuracy 
calculation:
• 4 questions
• Student answered 

one question 
correctly

1/4 = 25% accurate
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Example: 
Calculating 

Level of 
Accuracy

57

Level of Accuracy 
calculation:
• 12 items to choose 

from
• Student made 7 

correct choices
7/12 = 58% accurate

Example: 
Incorrect 
Calculation 
for Level of 
Accuracy

58

Correct Calculation 
based on 9 items:
Student chose 1 correct 
response and did not 
choose 3 of incorrect 
responses = 4 correct 
9 possible responses
4/9 = 44%
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Was the 
student 

prompted?

59

• Refocus,
• Redirect,
• Gain attention, or
• Remind 

60

Review: Steps 4, 5, 6

Step 4 Determine an Extension or AGLI and 
Assessment Task from the most appropriate 
Level of Complexity for the student, to 
conduct the baseline administration. The 
same Assessment Task is used for both
baseline and final administrations.

Step 5 Plan the verifying evidence that must be 
included for each Standard; performance
documentation.

Step 6 Conduct the baseline administration.
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Steps 7, 8, 9

62

Introduction: Steps 7, 8, 9

Step 7 Based on the results of the baseline 
administration, determine whether an 
adjustment should be made regarding the 
Level of Complexity assessed (move up, 
move down, stay). If any change is made in 
the task being assessed, conduct a new 
baseline and discard the previous 
administration.

Step 8 Provide instruction and evaluate progress.

Step 9 Conduct the final administration no later 
than February 27, 2015.
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• Purpose: confirm appropriate Level of 
Complexity being assessed

• Level of Accuracy 74% or lower = provide 
instruction and assess student on current 
Assessment Task

63

STEP 7 Threshold Limit on Baseline

Threshold Limit on Baseline

64

• Level of Accuracy 75% or 
higher = must 
– move to a higher 

complexity Assessment 
Task; 

– choose a different 
Assessment Task within 
same complexity; or 

– increase rigor of 
Assessment Task
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Increasing the Rigor of a Task

• Increase the number of items, questions, 
or problems presented to the student

• Include harder items

• Expand performance expectations

• Be sure not to change the intent of the 
Assessment Task being assessed

65

Baseline Administration Notes

• Verifying evidence, that demonstrates 
student performance on baseline, is 
required.

• Follow all requirements for verifying 
evidence.

NOTE: If the Level of Accuracy documented 
for the baseline administration is 75% or 
higher, it is considered an administrative 
error.

66
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• Once the Assessment Task is confirmed

• Recommend instruction and evaluation 
conducted 3-4 times during administration 
before final data point is collected

• Purpose: increase proficiency on 
assessed skill, reduce support if 
appropriate

67

STEP 8 Provide Instruction and 
Evaluate Progress

• Recommend at least 15 school days of 
instruction and evaluation following the baseline 
but is not required

• Prior to conducting the final administration, plan 
for materials, documentation, support, assistive 
equipment and testing accommodations

• Document Level of Accuracy (%) and whether 
prompting was provided (Yes/No)

68

STEP 9 Conduct Final Administration

Timeline No later than February 27, 2015
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69

Review: Steps 7, 8, 9

Step 7 Based on the results of the baseline 
administration, determine whether an 
adjustment should be made regarding the 
Level of Complexity assessed (move up, 
move down, stay). If any change is made in 
the task being assessed, conduct a new 
baseline and discard the previous 
administration.

Step 8 Provide instruction and evaluate progress.

Step 9 Conduct the final administration no later 
than February 27, 2015.

Steps 10 and 11
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71

Introduction: Steps 10 and 11

Step 10 Complete verifying evidence 
documentation.

Step 11 Complete the Data Summary Sheets.

Verifying Evidence 
Documentation

• Two pieces of verifying evidence are 
required for each Assessment Task
– One for the baseline administration
– One for the final administration 

• Total number of pieces of verifying 
evidence for a content area
– ELA and mathematics = 10 pieces each 

content area
– Science and social studies = 4 pieces each 

content area
72
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Verifying Evidence Documentation

73
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Student 
Demographics

Standard 
(reference purposes)

Extension or 
AGLI (check one)

Assessment Task 
(record one from 
Frameworks)

Performance 
Data
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Documenting 
Student 
Performance

75

76

Review: Steps 10 and 11

Step 10 Complete verifying evidence 
documentation.

Step 11 Complete the Data Summary Sheets.
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Steps 12–16

78

Introduction: Steps 12 through 16

Step 12 Complete Steps 3-11 for all 
Standards within this content area.

Step 13 Complete the assessment for each 
content area to be assessed.

Step 14 Assemble the datafolio.

Step 15 Submit the datafolio to the building 
administrator.

Step 16 Complete the online teacher survey.
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NYSAA Datafolios

• Place assessment documents in a secure
– 3-ring binder, 1” maximum

– Fastened folder

• Pockets are needed to hold scoring 
documents

79

Completing NYSAA Forms
• NYSAA datafolio documentation can be

– Completed online using Measured 
Progress ProFile™

https://profile.measuredprogress.org/NYSAA/

– Completed by hand, using forms in 2014-
15 NYSAA Administration Manual 
(September 2014)

• Review all documents carefully before 
submitting them in the datafolio.

80
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Place documents in order:

• Student Page (1 and 2)

• Table of Contents

• Contents

o ELA

o Mathematics

o Science 

o Social Studies

Social Studies (2 DSSs 
and 2 pcs VE for each DSS)

Science (2 DSSs and 2 
pcs VE for each DSS)

Mathematics (5 DSSs 
and 2 pcs VE for each DSS)

How to Order Documents in the 
NYSAA Datafolio

81

ELA (5 DSSs and 2 
pieces VE for each DSS)

Table of Contents

Student Page (pages 
1 & 2)

82

Data 
Summary 
Sheets
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How to Order Documents in the 
NYSAA Datafolio

83

Verifying Evidence for 
Final Administration

Verifying Evidence for 
Baseline Administration

Data Summary Sheet,
Extension 1

For each Standard 

• Place verifying 
evidence directly 
behind the 
corresponding Data 
Summary Sheet

• Place supporting 
evidence directly 
behind the Data 
Collection Sheet 
that it supports

Collegial Review
• Teachers are required to participate in Collegial Reviews 

of NYSAA student datafolios during the administration 
period. 

• At least one Collegial Review must be conducted on 
each datafolio; additional reviews are suggested.

• Record the month in which the last Collegial Review was 
conducted on the bottom of page 1 of the Student Page.

84
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2014-15 NYSAA 
KEY DATES

• Administration begins on September 29, 2014

• NYSAA training will take place beginning in 
September

• Baseline administration should take place in 
October or November

• Final administration can take place no later than 
February 27, 2015

• Administration ends on February 27, 2015

• Measured Progress ProFile™ taken offline 
February 27, 2015

• Scoring will take place March 16 – May 1, 2015
85

Online Teacher Survey

• All teachers administering the NYSAA are 
asked to complete an online survey
– Provide feedback on the process

– Make suggestions for future materials and 
training

• Survey available February 27, 2015 
through May 2015

https://www.surveymonkey.com/s/1415N
YSAATeacherSurvey
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