
	
Computer-Based	Test	Scheduling	Guidance	

Purpose	
The	purpose	of	this	document	is	to	support	districts	and	schools	in	providing	a	smooth	administration	of	
computer-based	tests	while	also	maintaining	test	security.	
	
Scheduling	Requirements	for	Computer-Based	Testing	
Computer-based	testing	allows	districts	some	flexibility	in	scheduling.	However,	to	reduce	incidences	of	
testing	irregularities,	districts	must	adhere	to	the	following	scheduling	and	administration	practices:	 

• Testing	students	in	the	same	grade	level	across	the	district	at	or	very	close	to	the	same	time	 
• Completing	makeup	testing	for	students	immediately	upon	their	return	 
• Limiting	student	interaction	during	breaks	between	test	sessions	 
• Isolating	students	who	have	not	completed	testing	for	the	day	(e.g.,	students	with	extended	

time	accommodation)	 
• Preventing	interaction	between	groups	of	students	taking	the	same	tests	at	different	times	

within	a	testing	day	 
• Requiring	the	completion	of	a	session	once	it	is	opened	(i.e.,	limiting	the	reopening	of	test	

sessions)	 
• Taking	the	sessions	within	a	content	area	in	the	correct	order	(e.g.,	ELA	Session	1	taken	before	

ELA	Session	2)	 

We	also	recommend: 

• limiting	sessions	to	no	more	than	three	in	one	day	for	a	student;	and	 
• administering	no	more	than	one	session	that	includes	an	extended-response	task	or	writing	

prompt	(i.e.,	grades	3-8	Social	Studies	Session	2,	ELA	Session	1,	and	ELA	Session	2)	in	a	day	to	an	
individual	student.	 

Best	Practices	for	Technology	
Technology	issues	are	not	only	distracting	in	the	testing	environment	but	can	also	pose	a	test	security	
risk.	The	following	actions	should	be	taken	before	and	during	the	testing	window	to	ensure	a	smooth	
administration.	

	
Before	the	testing	window:	

• Compare	devices	and	browsers	to	those	listed	as	meeting	device	requirements		
• Prepare	a	schedule	using	the	number	of	students	testing,	test	sessions,	and	available	compatible	

technology	including	preparing	for	makeup	testing	and	small	groups	(examples	below)	
• Use	the	capacity	estimator	to	determine	impact	on	the	network	due	to	the	number	of	students	

based	on	the	schedule	
• Ensure	all	testing	rooms	have	appropriate	equipment	(e.g.,	power	strips,	headphones,	

keyboards)	
• Install	and	configure	INSIGHT	and	the	practice	tests	Testing	Site	Manager	(TSM)	
• Utilize	the	load	simulator	to	assess	practice	test	INSIGHT	and	TSM	configurations	
• Prepare	students	for	computer-based	tests	using	the	Online	Tools	Training	here	and	in	INSIGHT	

and	practice	tests	
• Layout	a	district-	and	school-level	plan	for	technology	issues	that	may	arise	during	

administration	(e.g.,	point	of	contact	for	test	administrators,	school-level	support,	district-level	
support)	
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• Communicate	the	technology	support	plan	to	test	administrators,	coordinators,	and	other	
school-	and	district-level	staff	

• Install	the	operational	TSM	and	configure	INSIGHT	for	the	operational	assessment	
• Use	the	load	simulator	to	assess	operational	INSIGHT	and	TSM	configurations	

	
During	the	testing	window:	

• Test	each	device	at	the	beginning	and	end	of	each	testing	day	to	ensure	each	is	working	as	
expected	

• Follow	the	technology	support	plan	and	continue	to	evaluate	the	plan	for	effectiveness	
• Utilize	the	established	testing	schedules	and	the	ping	trends	tool	to	monitor	bandwidth	during	

administration	
Sample	Schedules	
When	scheduling	for	computer-based	tests,	schedule	a	single	session	at	a	time	rather	than	the	entire	
assessment,	and	use	the	scheduling	requirements	from	above.	The	examples	below	include	schools	with	
a	variety	of	computer	to	student	ratios	utilizing	various	strategies	for	scheduling.		
	
Example	1:	
Pelican	Middle	School	

• 500	students	in	grades	3-12	
• 300	students	using	computer-based	testing	for	either	EOC	or	LEAP	
• Ratio	of	total	students	to	devices:	1:7	
• Ratio	of	testing	students	to	devices:	1:5	
• 40	testing	devices	available	in	two	labs	
• 20	additional	testing	devices	available	in	mobile	labs	
	

Pelican	Middle	School	begins	testing	on	April	3.	Because	the	school	has	enough	devices	and	network	
capacity	to	test	one	grade	level	at	a	time,	they	have	chosen	to	test	each	grade	level	with	one	session	
each	day	beginning	with	grades	5-7	and	moving	to	grade	8	and	EOC.	They	will	be	makeup	testing	as	
devices	are	available	during	the	scheduled	days	but	also	as	noted	below.	The	school	will	be	on	spring	
break	from	April	14	through	April	23.	During	the	week	of	May	1,	all	grades	3-8	students	will	take	the	
paper	science	test	on	Friday.	

	
	 Monday	 Tuesday	 Wednesday	 Thursday	 Friday	

Week	of	

April	3	

5th	ELA	Session	1	

6th	ELA	Session	1	

7th	ELA	Session	1		

5th	ELA	Session	2	

6th	ELA	Session	2	

7th	ELA	Session	2	

5th	ELA	Session	3	

6th	ELA	Session	3	

7th	ELA	Session	3	

5th	Math	Session	1	

6th	Math	Session	1	

7th	Math	Session	1	

5th	Math	Session	2	

6th	Math	Session	2	

7th	Math	Session	2	

Week	of	

April	10	

5th	Math	Session	3	

6th	Math	Session	3	

7th	Math	Session	3	

5th	SS	Session	1	

6th	SS	Session	1	

7th	SS	Session	1	

5th	SS	Session	2	

6th	SS	Session	2	

7th	SS	Session	2	

5th	SS	Session	3	

6th	SS	Session	3	

7th	SS	Session	3	

Good	Friday	

Week	of	

April	24	

	

8th	ELA	Session	1	

Grades	3-7	

Makeup	

8th	ELA	Session	2	

Grades	3-7	

Makeup	

8th	ELA	Session	3	

Grades	3-7	

Makeup	

8th	Math	Session	1	

Grades	3-7	

Makeup	

8th	Math	Session	2	

Grades	3-7	

Makeup	
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Week	of	

May	1	

8th	Math	Session	3	

EOC	Bio	Session	1	

	EOC	US	Session	1	

8th	SS	Session	1	

EOC	Bio	Session	2	

EOC	US	Session	2	

8th	SS	Session	2	

EOC	Bio	Session	3	

EOC	US	Session	3	

8th	SS	Session	3	

EOC	E2	Session	1	

	EOC	E3	Session	1	

Science	3rd-8th	

EOC	E2	Session	2	

EOC	E3	Session	2	

Week	of	

May	8	

EOC	E2	Session	3	

	EOC	E3	Session	3	

Grade	8	Makeup	

EOC	Alg	Session	1	

EOC	Geo	Session	1	

Grade	8	Makeup	

EOC	Alg	Session	2	

EOC	Geo	Session	2	

Grade	8	Makeup	

EOC	Alg	Session	3	

EOC	Geo	Session	3	

Grade	8	Makeup	

EOC	Makeup	

Week	of	

May	15	

EOC	Makeup	 EOC	Makeup	 EOC	Makeup	 EOC	Makeup	 EOC	Makeup	

	
Example:	Lakeside	Middle	School	

• 600	students	in	grades	3-8	
• 400	students	using	computer-based	testing	for	LEAP	
• Ratio	of	total	students	to	devices:	1:6	
• Ratio	of	testing	students	to	devices:	1:4	
• 40	testing	devices	available	in	two	labs	
• 60	additional	testing	devices	available	in	mobile	labs	
	

Pelican	Middle	School	begins	testing	on	April	3.	Because	the	school	has	enough	devices	and	network	
capacity	to	test	one	grade	level	at	a	time,	they	have	chosen	to	test	each	grade	level	with	one	session	
each	day.	They	will	be	makeup	testing	as	devices	are	available	during	the	scheduled	days.	The	school	will	
be	on	spring	break	from	April	14	through	April	23.	During	the	week	of	May	1,	all	grades	3-8	students	will	
take	the	paper	science	test	on	Friday.	

	
	 Monday	 Tuesday	 Wednesday	 Thursday	 Friday	

Week	of	

April	3	

5th	ELA	Session	1	

6th	ELA	Session	1	

5th	ELA	Session	2	

6th	ELA	Session	2	

5th	ELA	Session	3	

6th	ELA	Session	3	

5th	Math	Session	1	

6th	Math	Session	1	

5th	Math	Session	2	

6th	Math	Session	2	

Week	of	

April	10	

5th	Math	Session	3	

6th	Math	Session	3	

5th	SS	Session	1	

6th	SS	Session	1	

5th	SS	Session	2	

6th	SS	Session	2	

5th	SS	Session	3	

6th	SS	Session	3	

Good	Friday	

Week	of	

April	24	

7th	ELA	Session	1	

8th	ELA	Session	1	

7th	ELA	Session	2	

8th	ELA	Session	2	

7th	ELA	Session	3	

8th	ELA	Session	3	

7th	Math	Session	1	

8th	Math	Session	1	

7th	Math	Session	2	

8th	Math	Session	2	

Week	of	

May	1	

7th	Math	Session	3	

8th	Math	Session	3	

7th	SS	Session	1	

8th	SS	Session	3	

7th	SS	Session	2	

8th	SS	Session	2	

7th	SS	Session	3	

8th	SS	Session	3	

Grades	3-8	Science	
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Ongoing	Support	
The	Assessment	team	offers	continuous	support	to	districts,	schools,	and	teachers	seeking	information	or	
assistance	about	assessment	administration	and	accountability.		
	
	Assessment@	

• All	 stakeholders	 are	 encouraged	 to	 email	 assessment	 and	 accountability	 questions	 and/or	
concerns	to	assessment@la.gov.	

Assessment	Hotline		
• For	immediate	assistance	regarding	assessment	and	accountability,	district-level	staff	may	call	the	

Assessment	Hotline	at	1-844-268-7320.	
DRC	Customer	Service	

• DRC	provides	customer	support	to	district	test	coordinators	each	day	from	8:30	a.m.	to	4:30	p.m.	
at	1-888-718-4836	or	by	email	at	LAHelpDesk@datarecognitioncorp.com.	

	


