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Introduction 

 

 

 

Topic: Introduction 

 

This training provides you with the information necessary to use CASAS 
appraisals and multiple-choice pre-and post-tests.  

State-Specific Information 

Each state may have specific requirements that agencies must fulfill for 
program, state and federal accountability. Be sure to check with your state 
department of education for more information about policies and procedures 
for CASAS implementation. Your state may require additional training or 
follow-up. 

Navigation Overview 

 Use the Table of Contents to browse the content to select the lesson. 

 You can expand a lesson in the Table of Contents to see all of the 
topics within the lesson. Or click the collapse button to collapse the 
lesson. 

 To navigate through the content, you can click through the content in 
the order that the topics are listed or use the Previous and Continue 
buttons. 

 Test your understanding of the lesson content with the Self-Tests. 

 Within the Needs Assessment and Self-Tests, work through the 
questions by clicking on the numbers along the top of your screen. 

Click Continue or next topic at left. 

 

 

Module Contents 

About This Training 
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About This Training 

 

 

 
 

Topic: About This Training 

 

This course provides an introduction to the CASAS system and is intended for those new to CASAS.  

This training is required for paper-based and web-based (CASAS eTests) testing. 

 

Item Details 

Audience This course is appropriate for those who have little or no experience with CASAS 
or who want a refresher in the basics of the CASAS system. 

Participants who complete this course are authorized to order and administer 
most CASAS multiple-choice assessments. (Check your state policy for additional 
training requirements.) 

Click next item to view more information. 

Prerequisites Participants should have: 

 Basic computer skills 

 Access to a computer at work, home, or an institution 

This training works on Internet Explorer and Firefox browsers. 

Adobe Acrobat Reader is required to view some documents on this site. To 
download a free version, go here: http://get.adobe.com/reader/. 

Click next item to view more information. 

Estimated Time 
and Enrollment 
Duration 

Allow approximately two to three hours to complete this training. You may start 
and stop training at any time. CASAS recommends that you complete the course 
within 30 days. 

You may re-enter the training at any time until the end of the fiscal year. You do 
not need to re-enroll in the course. Simply note this Web address for quick 
access: http://training.casas.org/. 

Click next item to view more information. 

Training 
Objectives 

At the end of this training, you will be able to: 

 Select the appropriate tests 

 Administer and score the tests 

 Interpret and use test results 

 Identify CASAS Competencies in relation to test items 
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 Identify CASAS Content Standards in relation to test items 

 Link curriculum, instruction, and assessment 

 Identify resources for instruction 

Click next item to view more information. 

Completion and 
Certification 

To complete this training, you must do the following: 

1. Complete and Submit Certification Activity 

2. Complete and Submit Test Security Agreement 

3. Generate a Certificate of Completion 

You will be directed to complete these tasks at the end of the training.  

Your state or funding source may have specific policies and procedures for data 
collection and reporting. Please be sure to check with your state department of 
education for more information about policies and procedures for CASAS 
implementation and compliance in your state. Your state may require additional 
training or follow-up. 

Click next item to view more information. 

Training and 
Technical 
Support 

If you have any questions about training content, contact CASAS at: 

 training@casas.org 

For technical assistance, contact the CASAS Technology Support Team at: 

 techsupport@casas.org 

A team member is also available 8:00 am – 5:00 pm (Pacific), M – F, at: 

 1-800-255-1036, option 2 

Click Continue or the next topic at left. 

 
 

 

Lesson Contents 

 

Needs Assessment 
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Topic: Needs Assessment 

 

For each statement, indicate which is true by placing a mark in the column to the right. 

 

 Statement Answer 

1 I am familiar with CASAS technology such as QuickSearch, TOPSpro 
Enterprise and CASAS eTests. 

 

2 I have a working knowledge of CASAS Competencies, Task Areas, and 
Content Standards and regularly integrate them in my lessons. 

 

3 I understand my agency’s registration and placement procedure, and I know 
who to contact at my agency should I have a question. 

 

4 I understand the testing process, why it is required, and how to translate 
CASAS scale scores to student performance ability. 

 

5 I know the difference between appraisals, pretests and post-tests, and what the 
purposes are of each. 

 

6 I share testing results with my students on a regular basis to help them keep 
focused on their goals and monitor their improvement. 

 

7 I regularly use CASAS reports to help me decide what to teach my students.  

8 I use QuickSearch Online to help me find appropriate and targeted materials for 
my students. 

 

9 I regularly use resources available on the CASAS Website.  

 

 

Note: Answers appear on the next page. 



Course: 2014-15 CASAS Implementation Training

8 

 

 Statement Answer

1 I am familiar with CASAS technology such as QuickSearch, TOPSpro Enterprise and 
CASAS eTests. 

 

Correct Answer Feedback: Great! 

2 I have a working knowledge of CASAS Competencies, Task Areas, and Content 
Standards and regularly integrate them in my lessons. 

 

Correct Answer Feedback: Great! 

3 I understand my agency’s registration and placement procedure, and I know who to 
contact at my agency should I have a question. 

 

Correct Answer Feedback: Great! 

4 I understand the testing process, why it is required, and how to translate CASAS scale 
scores to student performance ability. 

 

Correct Answer Feedback: Great! 

5 I know the difference between appraisals, pretests and post-tests, and what the purposes 
are of each. 

 

Correct Answer Feedback: Great! 

6 I share testing results with my students on a regular basis to help them keep focused on 
their goals and monitor their improvement. 

 

Correct Answer Feedback: Great! 

7 I regularly use CASAS reports to help me decide what to teach my students.  

Correct Answer Feedback: Great! 

8 I use QuickSearch Online to help me find appropriate and targeted materials for my 
students. 

 

Correct Answer Feedback: Great! 

9 I regularly use resources available on the CASAS Website.  

Correct Answer Feedback: Great! (Click Continue or next topic at left.) 
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Course Contents 

 

 

 

Topic: Course Contents 

 

CASAS Implementation Training Course Contents 

 
 

 The CASAS System 

 CASAS Testing Options 

 Test Administration 

 Scoring Assessments and Selecting the Next 
Test 

 What Do the Scores Mean? 

 Keeping Track of Your Data 

 Resources to Support Instruction 

 What's Next 

 Training Completion and Certification 

Click Continue or next topic at left. 
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Unit 1: The CASAS System 

 

 

 
 

Topic: Unit 1: The CASAS System 

 

CASAS - Comprehensive Adult Student Assessment Systems — is a non-profit organization dedicated to 
improving youth and adult education assessment and delivery systems. CASAS provides standardized 
assessments and other tools needed to collect and report student information and learning progress. 

 

Item Details 

Why Use 
CASAS 
Tests? 

With the CASAS System, agencies can establish measurable goals, place students 
into appropriate instructional levels, document student progress and outcomes, and 
report program success to students, staff, local boards, and policymakers. 

Agencies and organizations use CASAS tests, because they... 

 Reflect real-life situations such as reading maps, completing job 
applications, or calculating discounts. 

 Focus on employment and life skills for youth and adults functioning at or 
below a high school level. 

 Are supported by training and technical support for administrators and 
instructors. 

 Meet Workforce Investment Act (WIA) requirements. 

 Are approved and validated for use with both native and non-native 
speakers of English by the U.S. Departments of Education and Labor. 

 Relate to Skill Level Descriptors that may be compared with other national 
adult education levels such as the National Reporting System and SCANS 
Competencies. 

Click next item to view more information. 

Your 
Learners 

There are many kinds of organizations and agencies that provide older youth and 
adults with literacy, math, and language development skills necessary to participate 
effectively as productive citizens, workers, and family members. 

Think about the learners and clients that you serve. Who are they? What are their 
goals? 

Meeting the Needs of Many Learners 

Agencies and organizations use CASAS to meet the needs of a variety of learners. 

 Adult Basic Education (ABE) 

 English Literacy Civics and Education (EL Civics) 

 English as a Second Language (ESL) or English Language Learner (ELL) 
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 Family Literacy High School Completion (HSD) 

 General Educational Development (GED) 

 One-Stop Centers 

 Pre- and Post-Employment Training 

 Special Needs 

 Welfare-to-Work programs 

 Workforce Investment Act (WIA) Title I 

 Workforce Investment Act (WIA) Title II 

 Business and industry 

Click next item to view more information. 

Funding Funding Types 

Organizations and agencies may receive funding from a variety of sources, 
including: 

 State-specific funding 

 State apportionment 

 Federal funds 

 Workforce Investment Act (WIA) Title I 

 Workforce Investment Act (WIA) Title II - Including English Literacy (EL) 
Civics 

 Any number of state programs 

 State and/or local government funding 

 Private grants or donations 

 Businesses  

 Private funding 

Different Data Collection Requirements 

Individual funding sources may have their own data collection requirements 
including: 

 State-specific requirements 

 Student demographics 

 Track student progress and goals 

 Pre- and post-test for each student 

Many programs receive federal funding as part of the Workforce Investment Act 
(WIA). WIA requires states to report performance outcomes to monitor local program 
performance. For states to meet these requirements, local programs use 
standardized assessments to collect & report data on student learning gains. This 
process ensures accurate & consistent monitoring of program results among 
agencies & provides the baseline data needed to document improvements in literacy 
skills. CASAS standardized tests meet these requirements & correlate with the 
definitions used in the National Reporting System (NRS). You will learn more about 
WIA and the NRS later in this training. 

Your state or funding source may have specific policies and procedures for data 
collection and reporting. Please be sure to check with your state department of 
education for more information about policies and procedures for CASAS 
implementation and compliance in your state. Your state may require additional 
training or follow-up. 
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Click next item to view more information. 

Key 
Components 

 
CASAS is an integrated systems approach with four key components. You will learn 
more about each of these components throughout this training.  

Curriculum  

 Competencies link curriculum and assessment.  

 Competencies are skills for life and work. Educators use competencies (or 
learning objectives) to plan curriculum and instruction. All CASAS test items 
are correlated to at least one specific CASAS Competency. 

Assessment 

 Standardized CASAS tests assess basic skills in skill areas such as reading, 
math, and listening. 

Instruction 

 Educators use CASAS test results to identify instructional materials. 

Accountability 

 Track student progress and generate reports for learners, teachers, and 
administrators. 

 TOPSpro Enterprise is the CASAS data management software that helps score 
tests and create on-demand reports.  

 Manual report templates are also available. 

Click Continue or next topic at left. 

 
 

 

Lesson Contents 

 

Activity 

Self-Test 
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Topic: Activity 

 

Sort the items into their associated categories by writing the item number in its corresponding option box 
below. 

 

 Category Items 

1 Evaluate their instruction based on learner progress 

2 See and track their own progress 

3 Compare success rates with other areas or states  

4 Evaluate instructors, curriculum, and performance 

5 Provides concrete data for boards and state-holders  

6 Guide instruction based on results  

7 Placed in a class that matches their skill level 

8 Learn test-taking skills  

9 Know what level learners enter the program  

 

Category 1  Category 2  Category 3 

Benefits of Assessment for 
Learners 

 
Benefits of Assessment for 

Instructors 
 

Benefits of Assessment for 
Programs and Funding 

Sources  

     

 

Note: Answers appear on the next page. 
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Category 1  Category 2  Category 3 

Benefits of Assessment for 
Learners 

 
Benefits of Assessment for 

Instructors 
 

Benefits of Assessment for 
Programs and Funding 

Sources  

2, 7, 8 

 

1, 6, 9 

 

3, 4, 5 
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Topic: Self-Test 

 

For each statement, indicate which is true by placing a mark in the column to the right. 

 

 Statement Answer 

1 Work through questions by clicking numbers along the top of your 
screen. Click the Continue button when you are finished. 

CASAS tests can be used with a variety of different learners including native 
and non-native speakers of English. 

 

 

2 Programs have different reporting requirements depending on their funding 
source. 

 

 

3 CASAS determines the reporting requirements for different kinds of funding. 

 

 

4 All adult learners require the same kinds of services.  

 

 

Note: Answers appear on the next page. 
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 Statement Answer

1 Work through questions by clicking numbers along the top of your screen. Click 
the Continue button when you are finished. 

CASAS tests can be used with a variety of different learners including native and non-
native speakers of English. 

 

 

Correct Answer Feedback: Great! 

2 Programs have different reporting requirements depending on their funding source. 

 
 

Correct Answer Feedback: Great! 

3 CASAS determines the reporting requirements for different kinds of funding. 

 
 

Correct Answer Feedback: Don't worry, you'll learn more later.  

4 All adult learners require the same kinds of services.  

Correct Answer Feedback: Don't worry, you'll learn more later.  
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Unit 2: The Testing Process 

 

 

 
 

Topic: Unit 2: The Testing Process 

 

Testing students with CASAS standardized tests enables programs to be accountable to their funding 
sources by measuring student progress in a way that can be compared with other programs and states 
over time.  

What is a Standardized Test? 

By definition, a standardized test is a test designed to be given under specified, standard conditions. 
Standardization attempts to control external factors so that the assessment is a valid measurement tool 
that produces meaningful results.  

All CASAS appraisals and progress tests are standardized tests. 

CASAS Standardized Tests... 

 Have specific administration procedures 

 Require training to score, administer, and interpret results 

 Are used for accountability purposes 

 Are based on years of research 

 Are not practice or unit tests 

Standardized testing also helps in correct placement for class or level, measures learning from one test to 
the next, and provides information regarding strengths and weaknesses in particular skill areas so that 
they can be addressed. 

Use CASAS tests with an easy four step process. Click below for more information about the 
process. 

 

Item Details 
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Step 1: 
Place 

 
The first step in the assessment process is to Place students into your program using a 
screening instrument or an Appraisal. 

The purpose of the Appraisal is to: 

 determine readiness for a program and instructional level  

 identify the correct CASAS pretest level  

At the time of registration, students should be given an Appraisal to determine their 
reading, math, and/or listening skill level. 

Important Note: The Appraisal is not a pretest, but a tool to determine a learner’s skill 
level at that time and to identify the correct pretest.  

An appraisal is only given once, usually during registration or at the beginning of class. 

In many programs, the registration process for new students may include any one or 
combination of the following Appraisals:  

 For reading and listening: CASAS Appraisal Form 80 

 For math: CASAS Life Skills Math Appraisal Form 30 

 For reading and math: 

 CASAS Employability Competency System (ECS) Appraisal Form 130 or 

 CASAS Workforce Learning Systems Appraisal Form 230 

In CASAS eTests students take a short computer-adaptive locator, and then move 
directly into the appropriate pretest. 

 

The Intake Process 

Some agencies have developed their own placement system. Here is a standard intake 
and placement process that your organization or program may consider adopting: 

1. Screening Process / Initial Interview  

2. Six-question Oral Screening for ESL/ELL students  

3. Writing Screening for ABE and ESL students  

4. In-house registration and educational background forms  

5. Practice items from Form 27, if appropriate  

6. Appraisal, if appropriate  

7. Other program specific information  

8. Pretest  

The Appraisal Test Administration Manual provides more information regarding the 
intake procedure. See the Form 80 Appraisal Administration Manual for screening 
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tools for speaking and writing. 

Agencies may incorporate other components to the initial process, such as interest 
inventories, or career aptitude tests, etc. 

Optional: Learn more about the intake process on the CASAS website and access flow 
charts to see how an adult learner can progress through an adult literacy program. 

Learn more about the intake process 

Click next item to view more information. 

Step 2: 
Diagnose 

 
The second step in the assessment process is to Diagnose a student's learning needs 
by administering an appropriate Pretest.  

The Pretest is given as soon as possible upon entry into a program. CASAS 
recommends pretesting within the first week of class. 

The Pretest 

 denotes the first CASAS test administered to a student after an appraisal. 

 establishes a baseline for diagnostics. 

 measures what a student knows at the beginning of a class (i.e. prior 
knowledge) before instruction begins. 

 results help determine the learning needs of students and help guide 
instruction. 

Click next item to view more information. 
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Step 3: 
Instruct 

 
Instruction is a time for ongoing, informal assessment. 

Instructors use CASAS test results to guide instruction. 

Click next item to view more information. 

Step 4: 
Monitor 

 
The Post-test measures what the student knows after completing a substantial number 
of hours in a class or program. 

It is important to remember that if a reading pretest is administered, the post-test must 
also be a reading test; a listening pretest must be followed by a listening post-test; a 
math pretest must be followed with a math post-test. They are not interchangeable. 
However, you may pre- and post-test in multiple skill areas, such as reading and 
listening. 

These test results help monitor the progress a student is making. 

Typically programs provide approximately 70-100 hours of instruction before post-
testing. However, testing should not occur before at least 40 hours of instruction.*  

 high intensity courses (i.e. a class meets more than 15 hours/week) may post-
test at the end of a semester or other block of instruction, even if the 
instructional time is more than 100 hours 

 low intensity courses with fewer than 70 hours in a semester or other block of 
instruction, may choose to post-test at the end of the instructional period. 
Programs may assess learners who leave the program before the scheduled 
post-test time. However, testing should not occur before at least 40 hours of 
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instruction. 

*Refer to your local or state assessment policy for guidelines on the required hours of 
instruction before post-testing. 

Optional: Review the CASAS pre- and post-testing guidelines for more information. 

You will learn more about test results reports and finding appropriate instructional 
materials later in this training. 

Click Continue or next topic at left. 

 
 

 

Lesson Contents 

 

The Difference Between Appraisals and Progress Tests 

Activity 

Self-Test 
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Topic: The Difference Between Appraisals and Progress Tests 

 

A common question that 
arises is "what is the 
difference between 
appraisals and progress 
tests?" The two tests are 
very different and fulfill a 
unique purpose in the 
testing process. 

Appraisals (Placement 
Tests) 

 Appraisals are 
placement tests that 
are designed to 
capture the abilities 
of a wide range of 
students. 

 Appraisal test items 
are widely 
distributed along the 
CASAS scale.  

 Test items range 
from very easy items 
to difficult items. 

Pre- and Post-Tests 
(Progress Tests) 

 Pre- and post-tests 
usually contain 25 – 
35 items clustered at 
a specific level.  

 Measure student 
progress and 
learning gains by 
comparing pre-and 
post-test scores. 

 The scale shows the 
approximate range 
of items on a B-level 
test. 
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Topic: Activity 

 

Sort the items into their associated categories by writing the item number in its corresponding option box 
below. 

 

 Category Items 

1 Documents learning gains 

2 Given right away, usually within the first week of class 

3 Measures what a student knows after instruction 

4 Results help guide instruction 

5 A test to determine placement or level  

6 Given after instruction 

7 Only given once, usually during registration for class  

8 Not a progress test  

9 Measures what a student knows at the beginning of a class 

 

Category 1  Category 2  Category 3 

Characteristics of an Appraisal  Characteristics of a Pretest  Characteristics of a Post-Test 

     

 

Note: Answers appear on the next page. 
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Category 1  Category 2  Category 3 

Characteristics of an Appraisal  Characteristics of a Pretest  Characteristics of a Post-Test 

5, 7, 8 

 

2, 4, 9 

 

1, 3, 6 
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Topic: Self-Test 

 

For each question, indicate the correct answer by placing a mark in the column to the left. 

 

Question 1 

Work through questions by clicking numbers along the top of your screen. Click the Continue 
button when you are finished. 

The appraisal can be used as a pretest to diagnose learning needs and measure results. 

Select the correct answer. 

 True 

 False 

 

Question 2 

What is a way to determine which class a student should attend? 

Select the correct answer. 

 Check their skill levels with a CASAS appraisal 

 Determine what their interests are and find classes that fit their goals 

 Both of these are correct.  

 

Question 3 

What is the purpose of a CASAS appraisal?  

Select the correct answer. 

 There is no purpose; Appraisals are a waste of time. 

 Appraisals identify initial skill levels and help place learners into appropriate programs, levels, and 
the correct pretest level. 

 The Appraisal is used as a baseline for post-testing.  

 The Appraisal is a form used for both pretesting and post-testing. 
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Question 4 

Why can’t a CASAS appraisal be used as a pre- or post-test (progress test)? 

 

Select the correct answer. 

 Appraisals have a wide range of items at all difficulty levels. 

 Appraisals do not provide enough information to guide instruction. 

 All of these answers are reasons why an Appraisal is not a pre- or post-test (progress test). 

 Appraisals are too short to provide enough information for a baseline diagnostic. 

 

Question 5 

What is the recommended number of hours of instruction between pre- and post-testing? 

Select the correct answer. 

 There is no recommendation. 

 CASAS recommends 70 - 100 hours of instruction, but states may set their own policy on the 
number of hours. 

 At least 12 hours of instruction. 

 CASAS eTests tells you.   

 

Question 6 

Teachers should use pre-test results to guide instruction. 

 

Select the correct answer. 

 True 

 False 

 

Question 7 

What is the difference between a pretest and a post-test? Choose one answer. 
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Select the correct answer. 

 The Post-test is given to all new students, only some people get a pretest. 

 The pretest is given upon entry and the post-test documents gains at the end of the instructional 
period. 

 There is no difference. 

 The Pretest is used at the end of class; the post-test is used at the beginning.    

 

 

Note: Answers appear on the next page. 
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Answer 1 

Work through questions by clicking numbers along the top of your screen. Click the Continue 
button when you are finished. 

The appraisal can be used as a pretest to diagnose learning needs and measure results. 

Select the correct answer. 

 True 

 False 

Correct Answer Feedback: Great! 

 

Answer 2 

What is a way to determine which class a student should attend? 

Select the correct answer. 

 Check their skill levels with a CASAS appraisal 

 Determine what their interests are and find classes 
that fit their goals 

 Both of these are correct.  

Correct Answer Feedback: Great! 

 

Answer 3 

What is the purpose of a CASAS appraisal?  

Select the correct answer. 

 There is no purpose; Appraisals are a waste of 
time. 

 Appraisals identify initial skill levels and help place 
learners into appropriate programs, levels, and the 
correct pretest level. 

 The Appraisal is used as a baseline for post-
testing.  
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 The Appraisal is a form used for both pretesting 
and post-testing. 

Correct Answer Feedback: Great! 

 

Answer 4 

Why can’t a CASAS appraisal be used as a pre- or post-test (progress test)? 

 

Select the correct answer. 

 Appraisals have a wide range of items at all 
difficulty levels. 

 Appraisals do not provide enough information to 
guide instruction. 

 All of these answers are reasons why an Appraisal 
is not a pre- or post-test (progress test). 

 Appraisals are too short to provide enough 
information for a baseline diagnostic. 

Correct Answer Feedback: Great! 

 

Answer 5 

What is the recommended number of hours of instruction between pre- and post-testing? 

Select the correct answer. 

 There is no recommendation. 

 CASAS recommends 70 - 100 hours of instruction, 
but states may set their own policy on the number 
of hours. 

 At least 12 hours of instruction. 

 CASAS eTests tells you.   

Correct Answer Feedback: Great! 

 

Answer 6 
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Teachers should use pre-test results to guide instruction. 

 

Select the correct answer. 

 True 

 False 

Correct Answer Feedback: Great! 

 

Answer 7 

What is the difference between a pretest and a post-test? Choose one answer. 

Select the correct answer. 

 The Post-test is given to all new students, only 
some people get a pretest. 

 The pretest is given upon entry and the post-test 
documents gains at the end of the instructional 
period. 

 There is no difference. 

 The Pretest is used at the end of class; the post-
test is used at the beginning.    

Correct Answer Feedback: Great! 
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Unit 3: CASAS Testing Options 

 

 

 
 

Topic: Unit 3: CASAS Testing Options 

 

CASAS offers different assessment series such as Life and Work, Employability Competency System, 
and Workforce Learning Systems. Each series offers a range of test forms within a specific context. 
Choose the series that best meets the needs of your learners and program or organization. 

Optional: To learn more about the different assessment series, visit www.casas.org/product-
overviews/assessments. 

You have the option of using CASAS eTests or paper-based tests, or you may use them in conjunction 
with one another. 

Test Administration Manuals (for CASAS eTests Online and Paper-Based Testing) 

Each appraisal and pre- and post-test series has a companion Test Administration Manual. 

 Appraisal manuals are three-ringed binders. 

 Pre- and post-test manuals are spiral-bound. 

 Manuals contain administration procedures, answer keys, score conversion charts, sample test 
booklets, administration directions, and other helpful information. 

 Manuals are sold separately. 

 

Item Details 

CASAS 
eTests 

CASAS eTests is a nationally recognized system for computer delivery of standardized 
and adaptive assessments 

 Use anywhere with Internet connection and computer running Windows 

 Synchronized “real-time” data for accurate results 

 Reports available immediately after test administration 

 Streamline assessment and placement 

 Replace Appraisal with short computer-adaptive locator 

 Administer locator + pretest in one sitting 

 Automatically assigns the next test 

 No need for test booklets, CDs/cassettes, answer sheets or #2 pencils 

 Intuitive interface: questions display left of stem 

 Includes practice test items 

 Discourage cheating: no A,B,C,D responses 

 Give individually or to a group 

 Accommodation features: 
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 Screen reader compatible 

 Scalable displays, stems, options 

 Retractable toolbar identifies examinee, test form, remaining items and 
remaining time. 

Using CASAS eTests 

 Includes the most widely used test series 

 Test Administrations apply to any test form 

 Additional training is required – it is free and online. To enroll in these 
courses, go to CASAS Online Registration. 

 Test Site Agreement verifies equipment configuration and testing 
environment (only one person needs complete this; you can include several 
locations on one agreement) 

 Coordinator Certification defines and schedules test sessions (at least one 
per location; can also be a proctor) 

 Proctor Certification initiates, monitors, and closes test sessions (at least 
one per location) 

For More Information 

 Optional: Learn more on the CASAS Web site: CASAS eTests: Computer-Based 
and Computer Adaptive Testing. 

 Optional: Learn more about the steps for Implementing CASAS eTests Online. 

 Optional: View a CASAS eTests Online sampler. 

Click next Item to view more information. 

Paper-
Based 
Tests 

Most paper-based tests are reusable.  

Students write their answers on an answer sheet.  

 Each student will use at least three answer sheets: one for appraisal, one for 
pretesting and one for post-testing.  

 Students may write their answers for multiple tests (i.e. for reading and math) 
on the same answer sheet. 

Using Paper-Based Tests 

Purchase test booklets. (Most paper-and-pencil tests are reusable up to 10 times; 
purchase replacement booklets when needed.) 

 Tests are generally sold in sets of 1, 5, 10, or 25. 

Purchase answer sheets 

Answer Sheet Options 

 Self-Scoring Answer Sheet for Appraisals 

 The answer key for the appraisal is built into this answer sheet. The built-in 
answer key allows immediate and easy hand scoring of the appraisal test. 

 When the test is complete, the teacher tears off the perforated edge to reveal 
the answer key. Carbon paper transfers a student’s answers. 

 TOPSpro scannable Appraisal record 

 This is a scannable answer sheet. One side captures capture reading and 
math appraisal tests. The other side captures reading and listening. 

 TOPSpro scannable test record 

 This is a scannable answer sheet. Use this Test Record with any CASAS 
pre- or post-test. 



Course: 2014-15 CASAS Implementation Training

33 

 General Purpose Answer Sheet 

 For use with any CASAS tests. This option is for those programs that do not 
use TOPSpro to score tests. 

Optional: See Ordering Information for more details about purchasing paper-based 
tests. 

Click Continue or next topic at left. 

 
 

 

Lesson Contents 

 

Self-Test 
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Topic: Self-Test 

 

For each statement, indicate which is true by placing a mark in the column to the right. 

 

 Statement Answer 

1 Work through questions by clicking numbers along the top of your 
screen. Click the Continue button when you are finished. 

CASAS assessments are available as paper-based tests or via the Web with 
CASAS eTests.  

 

2 Most paper CASAS tests are reusable. Learners write their answers on an 
answer sheet. 

 

3 Using CASAS eTests eliminates the need for answer sheets, hard copy answer 
keys, and interpreting score conversion charts. 

 

 

 

 

Note: Answers appear on the next page. 
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 Statement Answer

1 Work through questions by clicking numbers along the top of your screen. Click 
the Continue button when you are finished. 

CASAS assessments are available as paper-based tests or via the Web with CASAS 
eTests.  

 

Correct Answer Feedback: Yes - that is correct! Choose the delivery option that works 
best for your program or organization.  

2 Most paper CASAS tests are reusable. Learners write their answers on an answer sheet.  

Correct Answer Feedback: Great! 

3 Using CASAS eTests eliminates the need for answer sheets, hard copy answer keys, and 
interpreting score conversion charts. 

 

 

Correct Answer Feedback: Great! 
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Unit 4: Test Administration 

 

 

 
 

Topic: Unit 4: Test Administration 

 

Whether you choose CASAS eTests or paper-based testing, standardized test administration is vital. All 
testing must be supervised by a proctor. 

 

Item Details 

Planning for Testing 
Day 

 
CASAS eTests 

 Coordinator/Proctor Certification 

 Computers 

 Unique ID for each examinee 

 Scratch paper for math tests 

 Headsets for listening tests 

 Practice tests 

Paper-Based Tests 

 Test administration manual 

 Test booklets (Number booklets for tracking and security) 

 Answer sheets, #2 pencils, scratch paper for math tests 

 A reliable CD player for listening tests 

 Overhead of answer sheet to explain how to complete the answer sheet 
(optional) 

Notes: 

Dictionaries, calculators, and other mobile devices are not allowed during 
testing. 
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Accommodations: Refer to Guidelines for Providing Accommodations for 
CASAS Assessment for Learners with Disabilities on the CASAS website. 

Click next item to view more information. 

Getting Started For all testing options: 

 Provide a quiet testing environment 

 Space students apart 

 Maximum of 25 students per proctor 

 Explain purpose for testing 

 Ease student anxiety with practice 

 Assist in completing demographics 

 Demonstrate how to apply answers 

For paper-based tests: 

 Pass out test booklets, pencils, answer sheets, and scratch paper for 
math tests 

For CASAS eTests: 

 Start testing session, start-up testing stations 

Giving the Test 

 Review practice items 

 Encourage students to review answers 

 Write start and end times on the board 

 Begin the test 

 Monitor students 

Remember, proctors may not:  

 read questions or answers to the students  

 provide definitions of words 

Click next item to view more information. 

Timing Guidelines 

 
Appraisals are 20 - 25 items and take approximately 20-25 minutes per 
section, depending on test form. See your Test Administration Manual for 
specific timing options for the form you use. 

CASAS eTests Locators are 7 - 9 questions and take 15 minutes. 

Pre- and post-tests for math and reading 

 Allow up to one hour 
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 Students may have a few extra minutes to complete the question they 
are working on. 

 Allow the same amount of time for pre- and for post-tests. For example, 
allow 1 hour for the pre-test and 1 hour for the post-test. 

CASAS tests are not strictly timed. This means you can allow an extra two or 
three minutes for the learner to complete the question they are working on.  

If students are having a great deal of difficulty with test items and obviously 
cannot complete them, they may be dismissed or asked to sit quietly until the 
class has finished.  

Listening Tests 

 Timing is determined by the test CD or by CASAS eTests.  

 Do not stop the CD until instructed to (at the end of each section) 

 CASAS eTests automatically advances. 

Click next item to view more information. 

After the Test CASAS eTests 

 Collect scratch paper 

 Logout students from testing station 

 Dismiss students with test results summary report (optional) 

 Stop testing session (if no further testing needed) 

 Destroy scratch paper 

 Tests automatically recorded in database 

 Use Skill Level Descriptors to interpret results 

 Next test automatically assigned 

Paper-Based Tests 

 Collect test booklets, answer sheets, pencils, and scratch paper 

 Count test booklets, answer sheets, and pencils 

 Dismiss students 

 Check test booklets for stray marks 

 If stray marks cannot be completely erased, destroy the booklet 

 Destroy scratch paper 

 Sharpen pencils for next testing 

 Score tests and convert raw score to scale score 

 Use Skill Level Descriptors to interpret results 

 Use the Suggested Next Test Charts to identify the next appropriate test 

Click next item to view more information. 

Test Security and 
Test Preparation 
Guidelines 

CASAS publishes the test security policy to maintain the integrity of each of its 
assessments and to assist with the implementation of and adherence to test 
security practices. 

Guidelines Excerpts 

 Test materials must be kept in a secure location. 

 CASAS tests may not be copied, scanned, or duplicated. 

 Displays, questions, or answers from any CASAS test may not be used 
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to create materials to help students answer CASAS test items. 

 Proctors must remain in the testing room at all times during the testing 
event. 

 Scratch paper and any assistive material such as electronic devices or 
dictionaries are strictly prohibited during the administration of 
assessment other than math. 

 Only students taking math tests are allowed to have scratch paper during 
administration of the assessment. The scratch paper must be collected 
at the end of test administration and destroyed. 

Refer to CASAS Test Security Policy on the CASAS website for complete 
details. 

At completion of this training, you will be required to agree to the Test Security 
Policy. 

CASAS encourages the use of sample test items, competencies, CASAS 
content standards, QuickSearch Online, and other resources to teach and 
prepare students. You will learn more about these resources later in the 
training.  
Important Note: CASAS tests are copyrighted. It is illegal to use actual test 
items as teaching tools. 

Click Continue or next topic at left. 

 
 

 

Lesson Contents 

 

Activity 

Self-Test 
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Topic: Activity 

 

For each pair of statements, indicate which is true by placing a mark in the column to the right. 

 

 Statement Answer 

1 Testing must be supervised by a proctor at all times.  

 The proctor may leave the room during testing.  

2 Learners may use a calculator or a dictionary.  

 Learners may NOT use calculators or dictionaries.  

3 Proctors may read questions and answers to students, if necessary.  

 Proctors may NOT read test questions or answers to students.  

4 
CASAS tests are not strictly timed. This means you can allow an extra two or three 
minutes for the learner to complete the question they are working on.  

 

 You may allow an unlimited amount of time for learners to finish the test.  

5 Teachers may use the Sample Test Items for classroom practice.  

 Teachers may use actual test items for classroom practice.  

6 Students may have access to testing materials at any time.   

 
Test materials, including answer sheets and test administration manuals, must be 
kept in a secure location. 

 

7 CASAS eTests requires manual scoring.  

 CASAS eTests automatically scores the tests.  

8 Testing may be done in a loud and distracting environment.  

 Testing should be done in a quiet environment.  

9 There is a maximum of 25 students per proctor.  

 There is no limit on the number of students per proctor.  
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Note: Answers appear on the next page. 
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 Statement Answer 

1 Testing must be supervised by a proctor at all times.  

 The proctor may leave the room during testing.  

2 Learners may use a calculator or a dictionary.  

 Learners may NOT use calculators or dictionaries.  

3 Proctors may read questions and answers to students, if necessary.  

 Proctors may NOT read test questions or answers to students.  

4 
CASAS tests are not strictly timed. This means you can allow an extra two or three 
minutes for the learner to complete the question they are working on.   

 You may allow an unlimited amount of time for learners to finish the test.  

5 Teachers may use the Sample Test Items for classroom practice.  

 Teachers may use actual test items for classroom practice.  

6 Students may have access to testing materials at any time.   

 
Test materials, including answer sheets and test administration manuals, must be 
kept in a secure location.  

7 CASAS eTests requires manual scoring.  

 CASAS eTests automatically scores the tests.  

8 Testing may be done in a loud and distracting environment.  

 Testing should be done in a quiet environment.  

9 There is a maximum of 25 students per proctor.  

 There is no limit on the number of students per proctor.  
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Topic: Self-Test 

 

For each statement, indicate which is true by placing a mark in the column to the right. 

 

 Statement Answer 

1 Work through questions by clicking numbers along the top of your 
screen. Click the Continue button when you are finished. 

Students may use a calculator and a dictionary during testing.  

 

2 Teachers may read test questions to learners who need help.   

3 Test materials should be kept in a secure location.  

 

 

4 CASAS eTests automatically scores the test and converts the raw to scale 
score.  

 

 

5 Students may share answers during testing.   

6 Teachers may choose to allow a few extra minutes for a learner to finish the 
question they are working on.  

 

 

7 It is ok to allow unlimited time for learners to complete the test.  

 

 

8 Proctors should allow the same amount of time for pre- and for post-tests.  

 

 

9 Test Proctors may leave the room during testing.  

 

 

10 Test Proctors should go over the practice items before beginning the test.  

 

 

 

 

Note: Answers appear on the next page. 
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 Statement Answer

1 Work through questions by clicking numbers along the top of your screen. Click 
the Continue button when you are finished. 

Students may use a calculator and a dictionary during testing.  

 

Correct Answer Feedback: No, that answer is incorrect.  

2 Teachers may read test questions to learners who need help.   

Correct Answer Feedback: No, that answer is incorrect.  

3 Test materials should be kept in a secure location.  

 
 

Correct Answer Feedback: Great! 

4 CASAS eTests automatically scores the test and converts the raw to scale score.  

 
 

Correct Answer Feedback: Great! 

5 Students may share answers during testing.   

Correct Answer Feedback: No, that answer is incorrect.  

6 Teachers may choose to allow a few extra minutes for a learner to finish the question they 
are working on.  

 

 

Correct Answer Feedback: Great! 

7 It is ok to allow unlimited time for learners to complete the test.  

 
 

Correct Answer Feedback: No, that answer is incorrect.  

8 Proctors should allow the same amount of time for pre- and for post-tests.  

 
 

Correct Answer Feedback: Great! 

9 Test Proctors may leave the room during testing.  

 
 

Correct Answer Feedback: No, that answer is incorrect.  
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10 Test Proctors should go over the practice items before beginning the test.  

 
 

Correct Answer Feedback: Great! 
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Unit 5 Scoring Assessments and Selecting the 
Next Test 

 

 

 
 

Topic: Unit 5 Scoring Assessments and Selecting the Next Test 

 

As you learned in previous Units, CASAS eTests automatically scores the tests for you. However, it is still 
important to know the basics of scoring the assessments. 

 

Item Details 

Finding the 
Raw Score 

 
Raw scores are the number correct on a test. You will always convert the raw score 
to a scale score using a special chart called the Raw to Scale Score Conversion 
Chart. 

Finding the raw score for a CASAS test is easy, especially if you use CASAS eTests 
or the Self-Scoring Answer Sheet (for Appraisals). These options provide immediate 
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results.  

If you do not use CASAS eTests or the Self-Scoring Answer Sheet, you may scan the 
answer sheet (contact the manufacturer of your scanner for more information) or 
manually score the test using the answer key. 

Using an Answer Key 

The answer key for each test is in the Test Administration Manual. Each CASAS test 
series has its own Test Administration Manual (TAM). Referring to this manual for 
each test series is very important as score charts and answer keys are different for 
each test. 

Here is an example of the steps to follow for scoring the test with an answer key: 

1. Find the correct answer key. There is a separate answer key for each skill area, 
such as reading or math. 

2. Circle or mark the correct answers. 

3. Count the correct answers. 

4. The number correct is the raw score. 

Click next item to view more information. 

Raw to 
Scale Score 
Conversion 

 
Once you have the raw score, you will convert the raw score to the scale score using 
the Score Conversion Chart for the test that was administered. (CASAS eTests does 
this for you.) 

Convert the raw score to the scale score using a chart like this one. Each test 
administration manual contains raw to scale score conversion charts for each test. 

For example: Using the Score Conversion Chart, if Maria Gonzalez has a reading 
raw score is 15, what is the scale score? 

That’s right! She has a scale score of 219. 

A rule of thumb: raw scores are one or two digits, scale scores are always three 
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digits. 

There are different Score Conversion Charts for each test (reading, math, listening, 
etc.), test series and for appraisals. The Test Administration Manuals contain the raw 
to scale score conversion charts for each test. 

Click next item to view more information. 

Scores 
Outside the 
Accurate 
Range 

 
In spite of your best efforts to measure students’ skills, occasionally students will not 
perform on their test as anticipated. Sometimes, students may score lower than 
expected or higher than expected and “top out” of the test. 

For low test scores, the student may have been ill, or skipped a line on the answer 
sheet and marked the rest of the answers on the wrong line, or the wrong Test Form 
number was bubbled in on the student’s answer sheet. 

For higher than expected test scores, a student may have received “help” on the test. 

The technical errors can be easily remedied, but the others cannot. Sometimes you 
have to re-test the student. Other times a student is given a test form that is below his 
or her ability and they “top out” of the test. In any of these cases, the student does 
not have an accurate test score. 

According to this Score Conversion Chart , if a student only scores 1 - 3 answers 
correct on a test (marked with an *); the student should be given a test at a lower 
level. This test was too hard for the student. 

If another student scores 22 - 25 answers correct, the student should be given a test 
at the next higher level. This test was too easy for the student. 

A diamond ♦ score represents a "conservative estimate" of a student's true ability. 
This score may be used if there is no opportunity to re-test the student at a higher 
level. 

For example: a student post-tests at the end of the school year and receives a 
diamond ♦ score. The agency will be able to document the student's learning gain by 
comparing the student's pretest score to this diamond ♦ score. 

Click next item to view more information. 
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Finding the 
Next Test 
Using the 
Next 
Assigned 
Test Chart 

 
The Next Assigned Test (NAT) Charts and the Suggested Next Test (SNT) 
Charts provide information about which test level and form to give next based on the 
previous test score.  

Each test form has its own NAT or SNT chart. 

Find the Next Assigned Test Charts on the CASAS Web site.  

Here is the NAT for the Form 80 reading appraisal. Look at the scale scores in the 
first column and the corresponding Next Test Level in the second column of the 
charts.  

If Josie scored 189 in reading, what level pretest should she take?  

That's right - she should take a Level A reading pretest. 

What form number should she take?  

That's right - she should take Form 81R as her pretest. 

Many programs use the odd numbered tests as pre-tests and the even numbered 
forms at post-tests. While this is not required, it may help make the testing process a 
bit easier by being consistent. 

Remember, CASAS eTests does this for you. 

Click next item to view more information. 
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Selecting 
Post-Tests 

 
 

As you know, the post-test results show the progress the student is making in your 
class and are an excellent way to monitor that progress.  

Post-tests can be given multiple times throughout the year. However, be mindful of 
under- and over-testing.  

 Research shows that students are more likely to show learning gains after 
completing 70-100 hours of class time. 

 Post-testing students more frequently (say, every 20 hours) will not provide 
your agency with better results. 

 Your agency will have a testing policy and/or schedule of post-testing 
based on how long students typically remain in the program, intensity of 
program, and program schedule. 

Students pretest and post-test (and can continue to test) within a test level until the 
student scores high enough to move to the next test level. 

In other words, a student may continue taking tests within Level C, moving from 81R 
→ 82R → 81R.  

Keep in mind, a student should never take the same test in a row; always 
alternate between forms. 

When a student scores high enough, the Next Assigned Test Chart will recommend 
they move to the next test level.  

Review the process: 

1. Use the CASAS appraisal score to determine the pretest level.  

2. Use the pretest score to determine the post-test level. 

3. Use the post-test score to determine subsequent progress test level. 

Remember, if you use CASAS eTests, the computer does all this for you! 

Click Continue or next topic at left. 
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Lesson Contents 

 

Activity: Converting the Raw to Scale Score 

Activity: Finding the Next Test 

Self-Test 
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Topic: Activity: Converting the Raw to Scale Score 

 

 

Now it's your turn to convert the raw score to the scale score. Use the score conversion chart to 
answer the following questions. The answers are provided for you. How did you do? 

 

 

  Practice #1 

If Don had a raw score of 12, what was his scale score? 

 

 

  Answer #1 

212 
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  Practice #2 

Maria had a raw score of 23. What was her scale score? 

 

 

  Answer #2 

242 

 

  Practice #3 

Is Maria's score within the accurate range? What should you do in this instance? 

 

  Answer #3 

Maria's score is considered a "conservative estimate." You can use this score if there is not an 
opportunity to retest at a higher level. 

 

Click Continue or next topic at left. 
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Topic: Activity: Finding the Next Test 

 

 

Now it's time to practice finding the next test level and form. Use the Test Forms by Level Chart for 
Reading to answer the following questions. The answers are provided for you. How did you do?  

 

 

  Practice #1 

Ludmila took a Reading appraisal and scored 226. She can take a level C pretest. Which ECS 
Reading pretest form could she take? 

 

  Answer #1 

Ludmilla could take form 15R or 16R. 

 

  Practice #2 

Juan took a Reading Appraisal and scored 214. He can take a level B or C pretest. Which Life 
and Work Reading pretest forms could he take? 

 

 

  Answer #2 

Juan could take 83R, 84R, 85R, 86R, 185R, 186R - depending on program focus.  

 

  Practice #3 

How would you decide the appropriate form for Juan? 

 

  Answer #3 

Consider factors such as years of schooling in native country, years in the U.S., and employment 
possibilities. Can you think of other factors that could determine which form to use? 
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  Practice #4 

Sam took a Reading Appraisal and scored 193. He can take a level A pretest. Which ECS 
Reading pretest form could he take?  

 

  Answer #4 

Sam could take ECS Forms 11R or 12R as his pretest. 

 

  Practice #5 

Michelle took a Reading Appraisal and scored 233. She can take a level C or D pretest. Which 
ECS Reading pretest form could she take? 

 

  Answer #5 

Michelle could take Form 17R or 18R as her pretest. 

 

 

Click Continue or next topic at left. 
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Topic: Self-Test 

 

For each statement, indicate which is true by placing a mark in the column to the right. 

 

 Statement Answer 

1 Work through questions by clicking numbers along the top of your 
screen. Click the Continue button when you are finished. 

Raw scores must be converted to scale scores.  

 

 

2   

3 Use the raw score to determine the next test level. 

 

 

4 Raw scores are converted to scale scores using a Raw to Scale Score 
Conversion Chart. 

 

5 The Raw to Scale Score Conversion Charts are available in the Test 
Administration Manual. 

 

 

6 CASAS eTests automatically converts the raw to scale score and determines 
the next test level.  

 

 

7 A learner can take the same test form twice in a row.  

8 There are different test forms at different levels. This allows a learner to take a 
test that is not too easy or too difficult. 

 

9 You should use the pretest scale score to determine the post-test level. 

 

 

 

 

Note: Answers appear on the next page. 
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 Statement Answer

1 Work through questions by clicking numbers along the top of your screen. Click 
the Continue button when you are finished. 

Raw scores must be converted to scale scores.  

 

 

Correct Answer Feedback: Great! 

2   

Correct Answer Feedback: Great! 

3 Use the raw score to determine the next test level. 

 
 

Correct Answer Feedback: Sorry, that is incorrect.  

4 Raw scores are converted to scale scores using a Raw to Scale Score Conversion Chart.  

Correct Answer Feedback: Great! 

5 The Raw to Scale Score Conversion Charts are available in the Test Administration 
Manual. 

 

 

Correct Answer Feedback: Great! 

6 CASAS eTests automatically converts the raw to scale score and determines the next test 
level.  

 

 

Correct Answer Feedback: Great! 

7 A learner can take the same test form twice in a row.  

Correct Answer Feedback: Sorry, that is incorrect.  

8 There are different test forms at different levels. This allows a learner to take a test that is 
not too easy or too difficult. 

 

Correct Answer Feedback: Great! 

9 You should use the pretest scale score to determine the post-test level. 

 
 

Correct Answer Feedback: Great! 
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Unit 6: What Do The Scores Mean? 

 

 

 
 

Topic: Unit 6: What Do The Scores Mean? 

 

Results from CASAS tests relate to a numerical scale showing level of proficiency. The scale score has 
the same meaning across all test forms.  

Use the appraisal scale score to: 

 Determine program eligibility 

 Place or transition learners into a training or educational program 

 Determine a pretest level 

Use the pretest scale score to: 

 determine skill levels at the beginning of instruction 

 determine post-test level 

Use the post-tests scale score to: 

 Compare with the pretest score to document progress 

 Determine class placement for next semester or year 

 Determine the next test level 

 

Item Details 

Skill 
Level 
Descripto
rs 

CASAS scale scores correspond to descriptors of performance in terms of employment 
and adult life skills.  

These Skill Level Descriptors describe in positive terms what a person is able to do or 
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learn within a range of the scale scores. See the image for an example. 

For example, what type of job could someone with a scale score of 215 be able to do? 

 Can handle jobs and job training that involve following basic oral and simple 
written instructions and diagrams if they can be clarified orally. 

What are some examples of entry-level jobs appropriate for someone at this Intermediate 
Basic Skills level?  

 Customer service, restaurant kitchen worker, housekeeping, maintenance 
worker, others? 

Keep in mind that the descriptors only apply to the type of test given. For example, if a 
student took a reading test, only the reading descriptors at that determined level are 
applicable to that student. Note: Do not assume that the listening, speaking, math, or 
writing skills are at the same level. You will find the Skill Level Descriptors in your Test 
Administration Manual and on the CASAS Web site.  

Optional: Take a look at the skill level descriptors and correlations for the following 
populations and skills on our Web site: 

 ABE Level Descriptors 

 ESL Level Descriptors 

 Intellectual Disabilities Skill Level Descriptors 

 Writing Descriptors 

 Speaking Level Descriptors 

Click the next item for more information. 

The 
Scale in 
Relation 
to 
Learners 

 
At what level is the learner?  

Is the Learner making progress?  

Test results help teachers and learners by revealing which skills and competencies the 
student is proficient in and which skills the learner still has to master to advance on the 
CASAS Scale.  

Optional: Hear how agencies and programs are using test results with learners by viewing 
 "Voices from the Field" videos on the CASAS YouTube Channel: 
http://www.youtube.com/user/CASASassessment 

Click the next item for more information. 
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The 
Scale in 
Relation 
to Test 
Items 

 
Here are examples of test items (or questions) at three different Levels along the CASAS 
scale. Each test question has a display (a picture or a cue) which the student reads, then a 
question with four multiple choice answers to select from.  

This image shows how the same competency (Competency 2.1.7: Take or interpret 
telephone messages) may be assessed at different levels along the CASAS scale. 

The item test display becomes more difficult and the test questions/distractors become 
increasingly more difficult. 

A Level: The student reads a simple note, and selects the answer A, B, C, or D to a 
simple question: "Who is coming?" This question is at a reading level of 185 on the 
CASAS scale.  

B Level: The student reads the message and selects the answer to "When does the caller 
want to meet?" This type of question is at a reading level of 205 on the CASAS scale.  

C Level: The question may require some critical thinking. "What should be done with this 
message" is a question that is at a reading level of 221 on the CASAS scale. 

Click the next item for more information. 

The 
Scale in 
Relation 
to Grade 
Levels 

Some programs, especially WIA Title I programs serving youth and some workforce 
development programs, may be required to report CASAS scale scores as grade level 
equivalents. Agencies should use grade level information only for administrative purposes 
when state or federal regulations call for a grade level. CASAS does not recommend 
sharing grade level equivalents with students.  

  
Optional: Download the References for Grade Levels for WIA Title I programs from the 
CASAS Web site for reference.  

  
Click Continue or next topic at left. 

 
 

 

Lesson Contents 

 

CASAS and the National Reporting System (NRS) 

Self-Test 
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Topic: CASAS and the National Reporting System (NRS) 

 

If your organization or program receives federal WIA funding, you may be required to report scores as 
Educational Functioning Levels, or EFLs to the National Reporting System (NRS). Usually, local 
programs report scores to their state and the state reports to the federal level. 

The CASAS Assessment Policy Guidelines help agencies create local (and state) assessment policies 
that meet federal requirements. Your state or funding source may have specific policies and procedures 
for data collection and reporting. Please be sure to check with your lead teacher or state department of 
education for more information about policies and procedures for CASAS implementation and compliance 
in your state. Your state may require additional training or follow-up. 

The Workforce Investment Act (WIA) — 

requires states that receive federal dollars to report performance outcomes to monitor local program 
performance. For states to meet these requirements, local programs use standardized assessments to 
collect & report data on student learning gains. This process ensures accurate & consistent monitoring of 
program results among agencies & provides the baseline data needed to document improvements in 
literacy skills. CASAS standardized tests meet these accountability requirements & correlate with the 
definitions used in the National Reporting System (NRS). 

Optional: Learn more about the NRS at www.nrsweb.org. 

Optional: Learn how CASAS helps meet the NRS requirements on the CASAS Web site. 

Does your program receive WIA funding? Are you required to report NRS EFLs? Ask a lead teacher or 
your administrator if you are not sure. 

 

Item Details  

History 

 
The National Reporting System for Adult Education (NRS) is an outcome-based 
reporting system for the State-administered, federally funded adult education program. 
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The NRS began in the late 1990s, in response to the trend towards greater 
accountability, for both adult education and other types of programs. With a system 
designed to demonstrate program effectiveness and improve student outcomes, the 
NRS provides a means of regular evaluation for adult education nationwide—for states, 
programs, teachers, and students. 

In August 1998, the voluntary nature of the NRS changed when the Adult Education and 
Family Literacy Act within the Workforce Investment Act (WIA – P.L. 105-220) became 
law. Mandatory statewide implementation of NRS began in 1999, and in 2000, states 
began submitting their student and program outcomes to the NRS. For more information 
about the history of the NRS, click here. 

The NRS ensures accountability to federally funded adult education programs. The 
NRS: 

 is an outcome-based reporting system 

 allows for routine evaluation 

 allows states to evaluate local program performance according a set of core 
measures as one condition of local funding 

 outcome measures are broad enough to accommodate all programs’ goals and 
objectives while being sufficiently standardized to support a uniform national data 
base 

NRS measures include two categories – 1) core measures and 2) secondary measures. 

There are three types of core outcome measures: 

 Outcome measures. Provide the overall representation of national performance. 
Include central measures such as education gains, obtaining employment, and 
earning GED. 

 Descriptive measures. Illustrate who attends adult education programs and for 
what reasons, such as student demographics or status. 

 Participation measures. Document context and amount of instruction students 
receive, such as hours of instruction, or enrollment in special programs. 

Core measures are performance standards required by the NRS and are directly tied to 
incentive grants. Secondary measures, are optional and are not tied to grant awards. 
They address issues related to employment, education, family, and community. In 2011, 
the NRS identified four follow-up cohorts for core performance reporting that will 
redefine how states collect and report core outcomes. For a more detailed look at NRS 
measures, click here. 

Required 
NRS 
Outcome 
Measures  

Educational gain: Learner completes or advances one or more educational functioning 
levels from starting level measured on entry into the program. 

Entered Employment: Learner obtains a job before the end of the first quarter after the 
program exit quarter. 

Retained Employment: Learner remains employed in the third quarter after exit quarter. 
Applicable population: Learners who, at time of entry were not employed and had a 
main or secondary goal of obtaining employment, and who entered employment by the 
first quarter after exit quarter; or learner is employed at entry and has a primary or 
secondary goal of improved or retained employment. 

Receipt of a Secondary School Diploma or GED: Learner obtains certification of 
attaining passing scores on the General Education Development (GED) tests, or who 
obtains a diploma, or state recognized equivalent, documenting satisfactory completion 
of secondary studies (high school or adult high school diploma). 

Placement in postsecondary education or training: Learner enrolls in a postsecondary 
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educational or occupational skills training program that does not duplicate other services 
or training received, regardless of whether the prior services or training were completed. 

Items 2 through 5 are also called Follow-up Measures. Programs must report on the four 
follow-up measures only for those students who specify one of them as a main or 
secondary goal. 

Click the next item for more information. 

Data 
Collection 
Process  

The NRS data collection process requires many people in a program to work together 
as a team to collect accurate and timely information. To collect quality data that 
accurately reflects a program’s progress, multiple opportunities—checkpoints—ensure 
that errors in data or missing information can be reviewed, corrected, and re-entered 
into the data system. 

The NRS assigns specific responsibilities for collecting these data measures at the 
Local, State, and Federal level. At the local level, agencies collect information from 
students at three different times—1) intake, 2) update, and 3) follow-up. Each local 
program must submit this data to the State, which is required to develop a statewide 
adult education database. Many states that use CASAS use the CASAS TOPSpro data 
management system to meet this requirement. At the end of the program year, states 
then must submit aggregated data to the NRS, which maintains a national database. 

This graphic excerpt from Page 64 of the NRS Implementation Guidelines shows the 
data collection process across levels. 

Please be sure to check with your state department of education for more information 
about policies and procedures for CASAS implementation and NRS compliance in your 
state. Your state may require additional training or follow-up. 

Click Continue or the next topic at left. 
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Topic: Self-Test 

 

For each question, indicate the correct answer by placing a mark in the column to the left. 

 

Question 1 

Work through questions by clicking numbers along the top of your screen. Click the Continue 
button when you are finished. 

Which statement is false? The CASAS scale… 

 

Select the correct answer. 

 Is different depending on the test series  

 Is how CASAS results are reported.  

 Is the same across test series.  

 Correlates to skill level descriptors for each skill area.  

 

Question 2 

What are the CASAS Skill Level Descriptors? 

Select the correct answer. 

 Test levels  

 A way to interpret scale scores and find out what someone can be expected to do at each CASAS 
level.  

 A Federal requirement  

 A way to find the suggested next test 

 

Question 3 

True or False: CASAS determines what you need to report to your funding sources and when.  

 

Select the correct answer. 
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 True 

 False 

 

Question 4 

CASAS offers assessments that are approved by the Office of Vocational and Adult Education (OVAE) 
to meet the National Reporting System (NRS) requirements.  

 

Select the correct answer. 

 True 

 False 

 

Question 5 

States and programs have different requirements for assessment and reporting. You should always 
check with your administrator or state department of education for policies in your state.  

 

Select the correct answer. 

 True 

 False 

 

 

Note: Answers appear on the next page. 
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Answer 1 

Work through questions by clicking numbers along the top of your screen. Click the Continue 
button when you are finished. 

Which statement is false? The CASAS scale… 

 

Select the correct answer. 

 Is different depending on the test series  

 Is how CASAS results are reported.  

 Is the same across test series.  

 Correlates to skill level descriptors for each skill 
area.  

Correct Answer Feedback: Great! 

 

Answer 2 

What are the CASAS Skill Level Descriptors? 

Select the correct answer. 

 Test levels  

 A way to interpret scale scores and find out what 
someone can be expected to do at each CASAS 
level.  

 A Federal requirement  

 A way to find the suggested next test 

Correct Answer Feedback: Great! 

 

Answer 3 

True or False: CASAS determines what you need to report to your funding sources and when.  

 

Select the correct answer. 
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 True 

 False 

Correct Answer Feedback: Great! 

 

Answer 4 

CASAS offers assessments that are approved by the Office of Vocational and Adult Education (OVAE) 
to meet the National Reporting System (NRS) requirements.  

 

Select the correct answer. 

 True 

 False 

Correct Answer Feedback: Great! 

 

Answer 5 

States and programs have different requirements for assessment and reporting. You should always 
check with your administrator or state department of education for policies in your state.  

 

Select the correct answer. 

 True 

 False 

Correct Answer Feedback: Great! 
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Unit 7: Keeping Track of Your Data 

 

 

 
 

Topic: Unit 7: Keeping Track of Your Data 

 

You might be wondering how you will be able to keep your test data organized.  

Data helps track student progress and generate reports for learners, teachers, and administrators. 
Reports help instructors target appropriate instruction based on what skills students have and need to 
have for progress and level completion. 

 

Item Details 

TOPSpro 
Enterprise 

 
Use TOPSpro Enterprise (available as local installation or via the Internet) for 
data management and analysis to: 

 Scan and score answer sheets (or import from CASAS eTests) 

 Generate reports for students, teachers, and administrators 

 Quickly access actionable reports with drill-down capability 

 Readily define, identify and monitor hot spots using customized 
dashboard indicators 

 Accurately target instruction 

In some states, TOPSpro Enterprise is also used as the state accountability 
system to compile data to meet both state and federal funding requirements.  

Check with your lead teacher or administrator for information about the data 
collecting and tracking process at your program or organization.  

Optional: Review sample TOPSpro Enterprise reports on the CASAS website. 

For more information: For more information about TOPSpro Enterprise and 
to order, contact Carol Farrell at cfarrell@casas.org. 

Click next item for more information.  

Tracking Data 
Manually 

If your organization or program does not use TOPSpro Enterprise, you can use 
the report templates included in the CASAS Test Administration Manual. 
These templates provide a way to creating student and class profiles based on 
test results.  

Each Test Administration Manual contains templates for tracking student and 
class performance on each test form. You may make copies of these 
templates as necessary. 
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You will see sample reports later in this Unit.  

You may also consider creating a detailed spreadsheet or other tracking 
process to maintain test data. 

Some teachers report that manually tracking test data can be cumbersome. 
This is true especially if you have a large number of learners for which you 
must score tests and track results. CASAS highly recommends the use of 
TOPSpro Enterprise to help ease the burden of data collection and processing. 

Click next item for more information.  

Collecting 
Demographics with 
the Entry Record 

CASAS offers a form that you can use to collect demographic information 
about your learners. Entry Records include fields to collect demographics, 
such as student gender and date of birth. 

Entry Records also include program-related information, such as instructional 
program and level, date of entry into a class, and monitor the student's reasons 
for enrollment.  

Many agencies complete Entry Records through registration. However, if you 
are responsible for filling out the Entry Record with your students, remember 
that gathering all the information is important. This information will help 
determine whether the students’ needs are being met by your agency. Your 
funding sources may require your program to collect this kind information. 

Check with your lead teacher, program administrator, or state department of 
education for data collection requirements specific to your program or 
organization. 

Documenting 
Outcomes with the 
Update Record 

CASAS also offers a form you can use to document completed student 
outcomes. An Update Record provides important information about a student, 
including: 

 status in the program 

 progress, learner results 

 instructional level at update 

 reason for changing or exiting the program or class 

Your program may have a system of completing Update Records online 
through your attendance system, or you may complete these forms by hand. 

Check with your lead teacher, program administrator, or state department of 
education for data collection requirements specific to your program or 
organization. 

Click Continue or next topic at left. 

 
 

 

Lesson Contents 

 

TOPSpro Enterprise Reports 

Manual Reports 

Self-Test 
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Topic: TOPSpro Enterprise Reports 

 

As you learned, TOPSpro Enterprise (TE) is the CASAS data management software application that 
tracks student progress, including learner assessment scores and learner performance on target 
competencies. Teachers and administrators find the classroom reports TE generates are very helpful in 
planning their instructional approaches. 

Optional: Review more sample TOPSpro Enterprise reports on the CASAS website. 

For more information: For more information about TOPSpro Enterprise and to order, contact Carol 
Farrell at cfarrell@casas.org. 

 

Item Details  

Individu
al Skills 
Profile 
for ESL 
/ ELL 
learners 
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(For ESL programs) presents competencies assessed in reading and listening. 

Click the next item for more information. 

Individu
al Skills 
Profile 
for GED 
Learner
s 

 
(For GED programs) presents competencies assessed in various modalities and indicates 
likelihood of passing different GED subsections. 

Click the next item for more information. 
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Student 
Perform
ance  

Shows test results of an individual student on a given test form by displaying the 
competency number and statement for each test item and indicating whether the student 
correctly answered the item. 

This example show a reading test. Notice the Competency and task area listed for each 
item. 

Click the next item for more information. 
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Class 
Perform
ance 

This report displays the competency number per test item and student item responses 
sorted by percentage correct. The report is available per form or per class. (Scroll to the 
right to see the entire image) 

Click the next item for more information. 
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Class 
Profile 

 
This report displays the competency number per test item and student item responses. The 
report is available per form or per class. 

Click Continue or the next topic at left. 

 
Click Continue or next topic at left. 
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Topic: Manual Reports 

 

Even if your organization or program does not use TOPSpro Enterprise, it’s still possible for you to create 
student and class reports to help identify priority competencies to address during instruction. See your 
Test Administration Manual for templates of these reports. You have permission to copy the report 
templates from the Test Administration Manual. 

 

Item Details  

Student 
Performanc
e by 
Competenc
y  

This excerpt from the manual report shows an overview of test content and records 
individual test scores. 

Click the next item for more information. 
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Class 
Profile by 
Competenc
y  

 
This excerpt from the manual report identifies strengths and weaknesses of an entire 
class on a particular test form. Notice the similarities between this manual report and 
the TOPSpro Enterprise Class Profile report. 

Click Continue or the next topic at left. 
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Topic: Self-Test 

 

For each question, indicate the correct answer by placing a mark in the column to the left. 

 

Question 1 

Work through questions by clicking numbers along the top of your screen. Click the Continue 
button when you are finished. 

What is an Entry Record? 

 

Select the correct answer. 

 A form to keep track of changes in instructional levels and goals 

 It is a scoring template 

 A form to collect demographic data about the student 

 A form where learners answer test questions 

 

Question 2 

What is an Update Record? 

 

Select the correct answer. 

 A form that provides suggested next test information 

 A Change of Address form 

 A form to document completed student outcomes 

 A form where students answer test questions 

 

Question 3 

What is TOPSpro Enterprise? 

 

Select the correct answer. 
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 All of the statements below are true about TOPSpro Enterprise  

 A way to generate easy-to-read reports about student and class performance. 

 A way to help programs and states meet accountability requirements. 

 A scoring and data management software 

 

Question 4 

True or False: All programs or organizations have the same data collection requirements. 

Select the correct answer. 

 True 

 False 

 

Question 5 

True or False: CASAS offers student and class templates for programs that need to manually track test 
results. The templates can be found in the Test Administration Manual. 

 

Select the correct answer. 

 True 

 False 

 

 

Note: Answers appear on the next page. 
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Answer 1 

Work through questions by clicking numbers along the top of your screen. Click the Continue 
button when you are finished. 

What is an Entry Record? 

 

Select the correct answer. 

 A form to keep track of changes in instructional 
levels and goals 

 It is a scoring template 

 A form to collect demographic data about the 
student 

 A form where learners answer test questions 

Correct Answer Feedback: Great! 

 

Answer 2 

What is an Update Record? 

 

Select the correct answer. 

 A form that provides suggested next test 
information 

 A Change of Address form 

 A form to document completed student outcomes 

 A form where students answer test questions 

Correct Answer Feedback: Great! 

 

Answer 3 

What is TOPSpro Enterprise? 
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Select the correct answer. 

 All of the statements below are true about 
TOPSpro Enterprise  

 A way to generate easy-to-read reports about 
student and class performance. 

 A way to help programs and states meet 
accountability requirements. 

 A scoring and data management software 

Correct Answer Feedback: Great! 

 

Answer 4 

True or False: All programs or organizations have the same data collection requirements. 

Select the correct answer. 

 True 

 False 

Correct Answer Feedback: Great! 

 

Answer 5 

True or False: CASAS offers student and class templates for programs that need to manually track test 
results. The templates can be found in the Test Administration Manual. 

 

Select the correct answer. 

 True 

 False 

Correct Answer Feedback: Great! 
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Unit 8: Resources to Support Instruction 

 

 

 
 

Topic: Unit 8: Resources to Support Instruction 

 

So far, you have learned how to administer and score CASAS assessments and you have learned what 
those scores mean. Now, you will learn how to use those results to inform instruction. 

CASAS does not offer a fixed curriculum; however, there are many resources available to support 
curriculum design. 

 

Item Details 

Sample Test 
Items 

CASAS offers free sample test items. Use these sample test items to: 

 familiarize decision-makers, instructors, and students with CASAS items 

 give students practice in taking a CASAS test 

 make future testing go more smoothly 

 help reduce student test-taking anxiety 

These items are samples to familiarize students and instructors with CASAS test 
formats. Since they are not actual tests, they are not predictors of student 
performance, and are not valid for level placement, assessment, or for reporting 
standardized scores. 

Download the Sample Test Items from the CASAS website at any time. Optional: view 
the sample test items now. 

 Reading 

 Math 

 Listening  

 Government and History for Citizenship 

 CASAS eTests Online Sampler 

 CASAS eTests Sampler 

 Pre-Employment / Work Maturity Checklists 

 Worksite Performance Rating 

Click next item to view more information. 

CASAS 
Competencies
: What Are 
They? 

Earlier in this training, you learned briefly about CASAS Competencies.  

Competencies link curriculum and assessment.  

Competencies are skills for life and work. Educators use competencies (or learning 
objectives) to plan curriculum and instruction. All CASAS test items are correlated to 
at least one specific CASAS Competency. 
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Competencies are measurable learning objectives in a functional life skills context. 

Examples:  

 Interpret medicine labels 

 Check sales receipts 

 Identify appropriate behavior, attire, attitudes and social interaction, and other 
factors that affect job retention and advancement 

 Interpret information about traffic tickets 

CASAS Competencies serve as both a reference for program instructional content 
and as a link to CASAS assessment by providing a numbering system that links 
reports and curriculum. 

The Competencies can be used to measure English and Life Skills proficiency across 
a broad range of levels so programs can teach and measure competency attainment 
from beginning literacy through high school completion. 

Agencies are encouraged to determine how well their curriculum aligns with the 
CASAS Competencies so that agencies can identify strengths and weaknesses in 
their curriculum. 

Optional: Visit the CASAS website for more information and to download a copy of 
the master list of CASAS Competencies. 

Click next item to view more information. 

Competency 
Content Areas 

 
There are nine Competency Content Areas. The list is not a power list. The 
numbering system does not mean that 0 – Basic Communication – is easier than 
other content areas. It is just a method of organizing the competencies. 

This is the master list of Competency Areas. There is not a test that addresses all of 
these areas. Also, you would not be expected to teach every single competency area! 

Click next item to view more information. 
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Competency 
Coding 

Every competency is identified by a three-digit number. The first digit refers to the 
content area.  

The second digit corresponds to a competency area.   
The three-digit competency statement describes a measurable action. 

Optional: The Big Picture - view the Test Competency Content Matrix to see the 
Competencies addressed on each test form.  
Click next item to view more information. 

CASAS 
Content 
Standards 

 
Content Standards are the underlying basic skills of the CASAS Competencies.  

Look at this image. Notice the CASAS competency in the center and the basic skills 
content standards in the surrounding circles. 
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 Content Standards are clear statements of skills that students need to have at 
specific levels. 

 Content standards identify the underlying basic skills associated with CASAS 
Competencies. 

 Content standards support instructional planning. For example, you must teach 
reading numbers before you could teach reading clock times. 

 CASAS Content Standards are available for reading, listening, math, speaking 
and Writing. 

 CASAS Reading Content Standards have been aligned with the Common Core 
State Standards.  

Optional: Read more about CASAS Content Standards and the alignment to the 
Common Core State Standards. 

Optional: Read more about aligning CASAS Competencies and assessments to 
basic skills content standards 

Optional: Sign up for the CASAS Beyond Implementation Training to learn more 
about using CASAS Content Standards. 

Your state may have its own Content Standards – check with your lead teacher or 
state department of education for information about content standards in your state. 

Click next item to view more information. 

Task Areas 

 
Task Areas, or Item Types, are the written or graphic prompts in CASAS tests. Test 
items are presented in a variety of task areas or, in other words, display formats. 

Task Areas are vital to student instruction, as students must not only be able to read a 
sentence, but must also be able to understand vocabulary in the context of 
advertisements, newspaper articles, utility bills, or recipes, etc. 

For example: a student may comprehend the language on a test item but not 
understand the item display, such as a bar chart, graph, or pie chart. 

Each test item on a CASAS test is coded by task area. Task Areas are listed in Test 
Administration Manuals and on TOPSpro Reports. (Task Area shows as the fourth 
digit on the reports. You saw an example of this in the Keeping Track of Your Data 
unit of this training.) 

Reading and Math Task Areas 

1. Forms or fill-in-the-blank 

2. Charts, maps, consumer billings, matrices, graphs, or tables 

3. Stories, articles, paragraphs, sentences, directions, or pictures 

4. Signs, price tags, ads, or product labels 

5. Measurement scales and diagrams 

Listening Item Types 
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1. Picture prompt 

2. Comprehension question 

3. Predict next line of dialogue 

4. Identify true statement based on prompt 

Look at this sample test item. What reading task area is addressed in this test item? 

Did you say task area #2 Charts, maps, consumer billings, matrices, graphs, or 
tables? You're correct! 

Click Continue or next topic at left. 

 
 

 

Lesson Contents 

 

Activity: Using CASAS Competencies 

Sharing Results with Learners and Identifying Instructional Materials 

Self-Test 
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Topic: Activity: Using CASAS Competencies 

 

For each question, indicate the correct answer by placing a mark in the column to the left. 

 

Question 1 

Read the scenario for each question. Choose the correct competency that applies to the 
scenario. (This activity was created by Suzanne Gilchrist-McCurdy, CASAS Certified Trainer in 
Minnesota.) 

Maria just had a baby. In the hospital, she received some information about how to make her home safe 
for her new baby, such as covering outlets, tying up mini-blind cords, installing baby gates, etc. Maria 
read the information and talked to her husband about taking these and other "baby proofing" steps. 
What competency is this? 

 

Select the correct answer. 

 3.4.2 Identify safety measures that can prevent accidents and injuries  

 1.9.6 Interpret information related to automobile maintenance 

 2.3.2 Identify the months of the year and the days of the week 

 

Question 2 

Your boss asked you to write a memo about the new procedure for switching schedules. You've never 
written a memo before. Gulp! What competency is required to write the memo? 

 

Select the correct answer. 

 2.8.4 Interpret policies and procedures of educational institutions regarding attendance, grades, 
conduct, student rights, etc. 

 5.1.7 Identify how to contact public officials about issues and concerns    

 4.6.2 Interpret and write work-related correspondence, including notes, memos, letters, and e-mail  

 

Question 3 

Mr. Kim sent a package to his mother in Seattle. She never received the package. Mr. Kim needs to go 
to the post office and find out what happened. What competency will he need to use? 
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Select the correct answer. 

 5.3.6 Interpret information or identify requirements for establishing residency and/or obtaining 
citizenship 

 7.6.3 Distinguish fact from opinion, fiction from non-fiction, and point of view in media messages 
and presentations 

 2.4.5 Interpret procedures for tracking shipments 

 

Question 4 

Hannah saw an ad in the newspaper for a clearance sale on vacuum cleaners. She wants to figure out 
how much she will save. The ad said, "20% off the already discounted price of $148.57!" What 
competency is this? 

 

Select the correct answer. 

 4.8.4 Demonstrate initiative and resourcefulness in meeting the needs and solving the problems of 
customers 

 5.3.8 Identify procedures for reporting a crime 

 1.2.3 Compute discounts  

 

Question 5 

Mohamed has a new wrist watch. While standing in line at the supermarket, someone asks him the 
time. What competency is required here? 

Select the correct answer. 

 2.3.1 Interpret clock time 

 3.1.2 Identify information necessary to make or keep medical and dental appointments  

 2.8.4 Interpret policies and procedures of educational institutions regarding attendance, grades, 
conduct, student rights, etc.   

 

Question 6 

A spouse may retire, grown children may move home, the house may have termites, a family member 
changed jobs, and taxes have gone up. You are under stress! What competency is required here? 
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Select the correct answer. 

 2.6.4 Interpret and order from restaurant and fast food menus, and compute costs 

 7.5.4 Identify sources of stress, and resources for stress reduction   

 7.6.3 Distinguish fact from opinion, fiction from non-fiction, and point of view in media messages 
and presentations  

 

 

Note: Answers appear on the next page. 
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Answer 1 

Read the scenario for each question. Choose the correct competency that applies to the 
scenario. (This activity was created by Suzanne Gilchrist-McCurdy, CASAS Certified Trainer in 
Minnesota.) 

Maria just had a baby. In the hospital, she received some information about how to make her home safe 
for her new baby, such as covering outlets, tying up mini-blind cords, installing baby gates, etc. Maria 
read the information and talked to her husband about taking these and other "baby proofing" steps. 
What competency is this? 

 

Select the correct answer. 

 3.4.2 Identify safety measures that can prevent 
accidents and injuries  

 1.9.6 Interpret information related to automobile 
maintenance 

 2.3.2 Identify the months of the year and the days 
of the week 

Correct Answer Feedback: Great! 

 

Answer 2 

Your boss asked you to write a memo about the new procedure for switching schedules. You've never 
written a memo before. Gulp! What competency is required to write the memo? 

 

Select the correct answer. 

 2.8.4 Interpret policies and procedures of 
educational institutions regarding attendance, 
grades, conduct, student rights, etc. 

 5.1.7 Identify how to contact public officials about 
issues and concerns    

 4.6.2 Interpret and write work-related 
correspondence, including notes, memos, letters, 
and e-mail  

Correct Answer Feedback: Great! 

 

Answer 3 
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Mr. Kim sent a package to his mother in Seattle. She never received the package. Mr. Kim needs to go 
to the post office and find out what happened. What competency will he need to use? 

Select the correct answer. 

 5.3.6 Interpret information or identify requirements 
for establishing residency and/or obtaining 
citizenship 

 7.6.3 Distinguish fact from opinion, fiction from 
non-fiction, and point of view in media messages 
and presentations 

 2.4.5 Interpret procedures for tracking shipments 

Correct Answer Feedback: Great! 

 

Answer 4 

Hannah saw an ad in the newspaper for a clearance sale on vacuum cleaners. She wants to figure out 
how much she will save. The ad said, "20% off the already discounted price of $148.57!" What 
competency is this? 

 

Select the correct answer. 

 4.8.4 Demonstrate initiative and resourcefulness in 
meeting the needs and solving the problems of 
customers 

 5.3.8 Identify procedures for reporting a crime 

 1.2.3 Compute discounts  

Correct Answer Feedback: Great! 

 

Answer 5 

Mohamed has a new wrist watch. While standing in line at the supermarket, someone asks him the time. 
What competency is required here? 

Select the correct answer. 

 2.3.1 Interpret clock time 

 3.1.2 Identify information necessary to make or 
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keep medical and dental appointments  

 2.8.4 Interpret policies and procedures of 
educational institutions regarding attendance, 
grades, conduct, student rights, etc.   

Correct Answer Feedback: Great! 

 

Answer 6 

A spouse may retire, grown children may move home, the house may have termites, a family member 
changed jobs, and taxes have gone up. You are under stress! What competency is required here? 

 

Select the correct answer. 

 2.6.4 Interpret and order from restaurant and fast 
food menus, and compute costs 

 7.5.4 Identify sources of stress, and resources for 
stress reduction   

 7.6.3 Distinguish fact from opinion, fiction from 
non-fiction, and point of view in media messages 
and presentations  

Correct Answer Feedback: Great! 
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Topic: Sharing Results with Learners and Identifying Instructional Materials 

 

Sharing results with learners is important. (This does not mean you should tell learners the answers to the 
test questions - that would be a violation of the Test Security Policy.) Using the test reports, 
Competencies and Content Standards, and Skill Level Descriptors will help you give learners positive and 
useful information about their progress. 

 

Item Details 

Sharing 
Results 
with 
Learners 

 
Encourage students to track their progress by helping them create charts or graphs, or 
by keeping a list of test dates and scores. 

Use the Skill Level Descriptors with student’s to show their current scale score and to set 
goals for progress. 

When looking at your class test results, be aware that there are underlying skills that 
relate to more than that specific competency. Determine the task type (form, narrative, 
map, etc.) and think of other ways that the skills can be practiced in the competency 
area you are currently working on. 

Note: Remind students that if they receive a negative gain (their score drops from the 
pretest score), not to be discouraged. It could be due to a variety of things, including an 
improper (or inflated) pretest score, personal distractions on the testing day, etc. 
Reassure the students that they will have another opportunity to post-test and to show 
gains at that time. 

Click next item for more information. 

Additional 
Measures 
of 
Performanc
e 

While CASAS testing provides useful information about students’ skills and progress, 
you should monitor student progress through a variety of means. 

Keeping a student portfolio (e.g., CASAS scores, tests, quizzes, writing samples, 
handouts, etc.) can provide a comprehensive picture documenting student progress. 
Items to keep in the portfolio might include: 

 A list or graph of CASAS test results  

 Instructor generated tests & quizzes 

 Samples of student work 

 Needs assessments 

 Alternative (performance-based) assessments 

Portfolios can be created and updated by your students during class. Have students 
update their portfolios at the end of each week or unit identifying goals they have met or 
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skills they have attained. You can also use a copy of your textbook’s table of contents to 
have students track what they have learned. 

Click next item for more information. 

Identifying 
Instructiona
l Materials 

QuickSearch Online is an easy-to-use database of 2,300+ instructional material titles 
coded to skill levels, CASAS Competencies, and skill areas. It provides an essential link 
between assessment and instruction in the CASAS system. 

Complimentary, unlimited access is available on the CASAS website. 

Watch this video on the CASAS website to see what QuickSearch Online can help you! 

Click Continue or next topic at left. 
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Topic: Self-Test 

 

For each question, indicate the correct answer by placing a mark in the column to the left. 

 

Question 1 

Work through questions by clicking numbers along the top of your screen. Click the Continue 
button when you are finished. 

Think about Competency 2.2.4 Interpret transportation schedules, fares, and payment procedures 
Which of these is an underlying basic skill, or Content Standard, for this Competency? Choose one 
answer. 

Select the correct answer. 

 All of the answers are correct 

 Interpret abbreviations in specialized contexts 

 Read clock times 

 Identify letters of the alphabet 

 

Question 2 

Which is an example of a measurable Competency? Choose one answer.  

Select the correct answer. 

 Complete a job application 

 Read library materials 

 Understand life concepts 

 Learn about presidents 

 

Question 3 

True or False: Teachers should help learners track progress by discussing with them their scale scores 
and how they relate to the Skill Level Descriptors.  

 

Select the correct answer. 
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 True 

 False 

 

Question 4 

The CASAS Sample Test Items… 

 

Select the correct answer. 

 May be used to predict test performance. 

 May be used to introduce test takers to the format and layout of CASAS tests.   

 Cost a lot.  

 Are only available for very low levels. 

 

Question 5 

Sharing results with learners is important. How can teachers share test results with learners? Choose 
one answer.  

Select the correct answer. 

 Give learners a copy of the test to study from 

 Go over reports to track progress and set goals with learners 

 Let students with negative gains know that they will not have another chance to prove themselves 

 Correct the test together as a class 

 

Question 6 

There are many ways to prepare test takers. Which of these statements is false about test preparation? 

 

Select the correct answer. 

 Teachers may copy test items for practice. 

 Teachers can use the free sample test items available from the CASAS Web site for practice. 
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 Teachers can use Competencies, task areas, and content standards to prepare test takers. 

 Teachers can use the free QuickSearch Online database to find instructional materials for their 
learners.   

 

Question 7 

QuickSearch Online is a free resource that links commercially available instructional materials with 
CASAS competencies, content standards, and levels.  

 

Select the correct answer. 

 True 

 False 

 

Question 8 

True or False: Instructors should use test results to focus instruction.  

Select the correct answer. 

 True 

 False 

 

 

Note: Answers appear on the next page. 
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Answer 1 

Work through questions by clicking numbers along the top of your screen. Click the Continue 
button when you are finished. 

Think about Competency 2.2.4 Interpret transportation schedules, fares, and payment procedures 
Which of these is an underlying basic skill, or Content Standard, for this Competency? Choose one 
answer. 

Select the correct answer. 

 All of the answers are correct 

 Interpret abbreviations in specialized contexts 

 Read clock times 

 Identify letters of the alphabet 

Correct Answer Feedback: Great! 

 

Answer 2 

Which is an example of a measurable Competency? Choose one answer.  

Select the correct answer. 

 Complete a job application 

 Read library materials 

 Understand life concepts 

 Learn about presidents 

Correct Answer Feedback: Great! 

 

Answer 3 

True or False: Teachers should help learners track progress by discussing with them their scale scores 
and how they relate to the Skill Level Descriptors.  

 

Select the correct answer. 
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 True 

 False 

Correct Answer Feedback: Great! 

 

Answer 4 

The CASAS Sample Test Items… 

 

Select the correct answer. 

 May be used to predict test performance. 

 May be used to introduce test takers to the format 
and layout of CASAS tests.   

 Cost a lot.  

 Are only available for very low levels. 

Correct Answer Feedback: Great! 

 

Answer 5 

Sharing results with learners is important. How can teachers share test results with learners? Choose 
one answer.  

Select the correct answer. 

 Give learners a copy of the test to study from 

 Go over reports to track progress and set goals 
with learners 

 Let students with negative gains know that they 
will not have another chance to prove themselves 

 Correct the test together as a class 

Correct Answer Feedback: Great! 

 

Answer 6 
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There are many ways to prepare test takers. Which of these statements is false about test preparation? 

 

Select the correct answer. 

 Teachers may copy test items for practice. 

 Teachers can use the free sample test items 
available from the CASAS Web site for practice. 

 Teachers can use Competencies, task areas, and 
content standards to prepare test takers. 

 Teachers can use the free QuickSearch Online 
database to find instructional materials for their 
learners.   

Correct Answer Feedback: Yes - that is false. 
Instructors may not use actual items for practice or 
instruction.  

 

Answer 7 

QuickSearch Online is a free resource that links commercially available instructional materials with 
CASAS competencies, content standards, and levels.  

 

Select the correct answer. 

 True 

 False 

Correct Answer Feedback: Great! 

 

Answer 8 

True or False: Instructors should use test results to focus instruction.  

Select the correct answer. 

 True 

 False 

Correct Answer Feedback: Great! 
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Unit 9: What's Next 

 

 

 
 

Topic: Unit 9: What's Next 

 

Now that you have learned about the CASAS system, how to administer and score CASAS multiple-
choice tests, and how to interpret and use the results, you are ready to begin implementing CASAS in 
your program or organization. 

 

Item Details 

Checklist for 
Getting 
Started 

 
1. Determine if your program will use paper-based tests or CASAS eTests Online. 

2. Identify intake and placement strategies for your agency. 

3. Choose which assessment series your program will use. See Unit 3 for more 
information about the different test options. (Or check with your lead teacher or 
program administrator to determine which assessments have been selected for 
use at your site.) 

4. Complete additional training, if necessary. 

5. Recommended: use the CASAS Assessment Policy Guidelines to develop an 
Assessment Policy for your program. Note: Be sure to check with your program 
administrator or state department of education for information about existing 
Assessment Policies governing your program.) 

6. Determine testing logistics. (Who will give the tests, when, and where? When 
and how will teachers get results? Etc.) 

7. Order CASAS assessments. 

8. Begin using CASAS assessments. 

Click the next Item for more information. 

Additional 
Training 

If you are planning on using CASAS eTests (computer-based and computer-adaptive 
tests), someone in your organization will need to register for and complete the 
following: 

 CASAS eTests Online Coordinator Certification 

 CASAS eTests Online Proctor Certification 

 CASAS eTests Online Site Agreement 
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Other Training Topics 

 Appraisal Training for Accurate Placement (Online) 

 Beyond Implementation Training (Online) 

 Citizenship Interview Test Certification for Test Administration (Online) 

 Other workshops and webinars on a variety of topics (as scheduled)  

Go to CASAS Online Registration for more information about these and other 
workshops, webinars, and trainings. Enroll today! 

Click Continue or next topic at left. 

 
 

 

Lesson Contents 

 

Selecting your Assessment Series 
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Topic: Selecting your Assessment Series 

 

At completion of this training: 

You qualify to administer CASAS appraisals and multiple-choice pre- and post-tests at your agency. You 
qualify to order and implement the following: 

 CASAS eTests 

 Appraisals 

 Life and Work Listening 

 Life and Work Reading 

 Life Skills Math 

 Reading for Citizenship Test 

 Secondary Level Assessment (SLA) 

 Employability Competency System (ECS) Reading 

 Employability Competency System (ECS) Math 

 Workforce Learning Systems (WLS) Reading 

 Workforce Learning Systems (WLS) Math 

Find out more about these assessments on the CASAS Web site: https://www.casas.org/product-
overviews/assessments.  

Review Ordering Information to place your order. 

Choosing which assessment series to use in your program depends on a number of factors. Check with 
your lead teacher or administrator to find out which assessments have been selected for use at your 
agency. 

 

Item Details  

What 
assessments 
are required 
by your state 
or funding 
source? 

If your program receives WIA Title I, Title II, or EL Civics funding you will be required 
to use assessments that are approved by the Office of Vocational and Adult 
Education (OVAE) and reported to the National Reporting System (NRS).  

CASAS assessments are approved for this use. See the Federal Register on the 
NRS Web site for details and more information: 
http://www.nrsweb.org/docs/pubs/FederalRegisterNoticeNRSTestsSept2011.pdf.  

Be sure to check with your lead teacher, program administrator, or state department 
of education for information on assessments that have been approved for use by 
your program.  

If your organization is not governed by state or federal requirements, you have a 
wider choice of assessments to select from. 

Click next item for more information. 

What type of 
learner do 
you serve 
(ESL/ELL, 
ABE, GED-
prep)? 

Identifying the type of learner you will serve will help you narrow down your 
assessment choices.  

Click next item for more information. 
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What skill 
areas will you 
assess? 

Choosing which skill areas you will assess depends on the goals of your learners 
and your program. For example, if your goal is to teach reading skills only, then it 
might not make sense to assess in math and listening as well. See below for some 
common scenarios (See Unit 3 for more information). 

 For pre- and post-testing in reading, most ESL programs use the Life and 
Work Series. Programs use the Employability Competency Series (ECS) to 
test reading if the students are focusing on job skills.  

 For pre- and post-testing in listening, programs should use the Life and Work 
Series listening tests.  

 For pre- and post-testing in math, most ABE programs use the Employability 
Competency Series (ECS).  

 For pre- and post-testing in core high school subjects, ASE programs may 
choose the Secondary Level Assessment series for their high school level 
students. 

Click Continue or next topic at left. 

 
Check with your lead teacher or administrator to find out which assessments have been selected for use 
at your agency. 

Optional: Contact CASAS at 1-800-255-1036 or casas@casas.org for help in identifying the assessment 
series to use with your learners. 

Click Continue or next topic at left. 
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Unit 10: Training Completion and Certification 

 

 

 
 

Topic: Unit 10: Training Completion and Certification 

 

Certification verifies that you have a solid understanding of how to accurately score 
CASAS multiple-choice tests, interpret the results, and use resources to guide 
instruction. 

After you pass Certification, you will be directed to the: 

 Test Security Agreement 

 Certificate of Completion 

You must submit the Test Security Agreement and generate your Certificate to 
successfully complete the course.  

Follow feedback directions within Certification to complete these tasks. 

Once you successfully complete Certification, you are certified to administer and score 
CASAS multiple-choice tests. 

Click Continue or the next topic at left. 

 

 

Lesson Contents 

 

Begin Certification 
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Topic: Begin Certification 

 

You may review any training topic now before moving on to 
certification. Feel free to also reference this course while 
completing your Certification.  

You are linked to certification materials and resources 
throughout the certification activity. Each material or resource 
will open in a new window. Please keep these windows open 
and minimize/maximize when needed. 

Steps for Certification 

Step 1: Score 100% on the Certification Activity. You are 
allowed an unlimited number of attempts. 

Step 2: After you score 100% on the Certification Activity, you 
will automatically be directed to complete theTest Security 
Agreement. Look in the Feedback field for this link. 

Step 3: After you submit your Test Security Agreement, you will 
be prompted to generate your Certificate of Completion. 

After you've completed these steps, you have completed the 
course! 

Click on this link to Begin Certification. 

 

 


