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FINDING HELP

When the information in this manual and resources from your state Dynamic Learning
Maps® (DLM®) webpage do not lead to solutions, these contacts can provide additional
support (Table 1).

HINT: Printthese pages and keep it handy!

Table 1
Additional Supports for Users
Local Technology State Education Agency The DLM Service Desk
Representative 1-855-277-9751 (toll-free)
or DLM-support@ku.edu
e Installing Kite® e Training requirements Only users with an active
Student Portal app e Assessment questions Educator Portal account
e |Installinga e Assessment scheduling can make inquiries to the
supported browser e Testinvalidation Service Desk about the
to access Educator requirements following issues:
Portal e Student Individualized e Data issues (rosters,
e General computer Education Program (IEP) enrollment, etc.)
support requirements e Unlocking Student
e Internet availability e Testwindow dates, Portal
e Display resolution extensions, requirements,
e [Issues with sound, etc.
headphones, e Testlet resets (may take up to
speakers, etc. 72 hours)

PLEASE REMEMBER, IF YOU CONTACT THE DLM SERVICE DESK:

e Do not send any Personally Identifiable Information (PIl) for a student via email or via
Live Chat in Educator Portal. This is a federal violation of the Family Educational Rights
and Privacy Act (FERPA). Pll includes information such as a student’s name or state
identification number. Each state has unique PIl requirements. Please check with your
assessment coordinator to find out what student information can be legally emailed or
sentvia Live Chat in your state.

e Dosend:

o Your contact information (email address and name)
o Error messages, including the testlet number (if applicable to the problem)
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o Service Desk ticket number when following up on a previously submitted issue

For all concerns for which the Service Desk requires student-specific information, you
must call.

NOTE: All information in an email is taken into consideration when checking for PlI
violations. The electronic signature for the sender of an email may identify the district or
schoolin which a student resides. If you need to communicate with the Service Desk via
email or Live Chat, ensure the information you are providing meets your state's Pll policies.
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AUDIENCE AND PURPOSE

This guide helps facilitators access the Dynamic Learning Maps® (DLM®) Required Test

Administrator Training in Kite® Educator Portal and assists them in preparing for and
delivering the training.

NOTE: The DLM Required Test Administrator Training is different from professional
development that supports curriculum and instruction. For more information about
professional development, visit the DLM professional development site (dlmpd.com).
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OVERVIEW

Training is required each school year for all educators who will administer Dynamic
Learning Maps® (DLM®) alternate assessments. This guide describes how to access the
resources and materials needed to facilitate the training.

New test administrators (those who did not administer the assessment last school year)
must successfully complete four modules. Training for new test administrators is available
in self-directed and facilitated formats. This guide is specific to the facilitated format.

State policy determines whether returning test administrators (those who administered the
assessment last school year) must take the training course for new test administrators
again or the training course for returning test administrators. The course for returning test
administrators is available in a self-directed format only.

The following information outlines the options for completing the training course for new
test administrators.

SELF-DIRECTED OPTION
Each trainee must follow these steps:

1) Sign in to Educator Portal, select the Training tab, then select the New training course
link to launch the course.

2) Selectthe self-directed option for the first module.

3) Navigate through the training module, read all the information, follow all instructions,
and watch the embedded video content.

4) Complete the post-test (quiz) for the module with a score of 80% accuracy or higher.

5) Repeat steps 2-4 for each subsequent module until all the required modules and post-
tests are complete. (The next module is unlocked upon completion of the previous one.
Some states require additional modules.)

6) Selectthe certificate of completion so that the training will register as complete.

FACILITATED OPTION

Afacilitator presents the training modules to an audience, but each trainee must complete
the post-tests (quizzes) individually. To complete the post-tests, each trainee must follow
these steps:

1) Attend a facilitated training.

2) Signin to Educator Portal, select the Training tab, then select the New training course
link to launch the course.

3) Selectthe facilitated option for the first module.
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4) Complete the post-test for the module with a score of 80% accuracy or higher.

5) Repeat steps 3 and 4 for each subsequent module until all the required post-tests are
complete. (The next module is unlocked upon completion of the previous one. Some
states require additional modules.)

6) Selectthe certificate of completion so that the training will register as complete.
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TOPICS FOR DYNAMIC LEARNING MAPS® (DLM®) REQUIRED TEST
ADMINISTRATOR TRAINING MODULES

The training for new test administrators takes about 2.5 hours to complete. This timeframe
includes the time needed to complete each module, its optional check for understanding
activity, and the module post-tests, but not any additional modules a state may require.
The topics are the same for the self-directed and facilitated options. The modules must be
completed in the order listed below. The time estimates are provided to help facilitators
plan for breaks and prepare a training agenda for their audiences.

MODULE 1: OVERVIEW OF THE DLM ASSESSMENT SYSTEM

Approximate time to complete: 30 minutes

Module topics: 1) Test design and accessibility; 2) Test security

MODULE 2: TESTLETS AND TEST ADMINISTRATION
Approximate time to complete: 45 minutes

Module topics: 1) Testlet types and item types; 2) Testlet demonstrations

NOTE: Module 2 is the longest module because of the testlet demonstrations and an
emphasis on accessing Testlet Information Pages (TIPs) for each testlet before attempting
test administration with a student.

MODULE 3: THE ASSESSMENT MODEL (YEAR-END OR INSTRUCTIONALLY
EMBEDDED)

Approximate time to complete: 25 minutes

Module topics: 1) Assessment window tasks; 2) Scoring

MODULE 4: BECOMING FAMILIAR WITH DLM RESOURCES
Approximate time to complete: 15 minutes

Module topics: 1) The DLM website; 2) Instructional resources
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ACCESSING THE FACILITATORS COURSE VIA EDUCATOR PORTAL

1) Signin to Educator Portal.

ite

Reminder: Do not give out, loan, or share your password with
anyone. Allowing others access to your Educator Portal account
may cause unauthorized access to private information. Access
to educational records is governed by federal and state law.

SIGN IN TO EDUCATOR PORTAL

USERNAME:

PASSWORD:

Forgot Password?

2) Selectthe Training tab in the main menu.

A SETTINGS ~ MANAGE TESTS~ REPORTS~ TRAINING HELP

Welcome to Educator Portal

Educator Portal is where educators manage all aspects of assessment adm
keeps you informed with the latest system news, including upcoming mainte
3) Selectthe link to the Facilitators course in the Course Name column. (The state’s

name and the year will appear in the course title but are not shown in the following
example.)

Training Course: Select to Launch Course

Course Name : Completed

Facilitators no
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NOTE: Many facilitators will also find links to the New and Returning courses in the Course
Name list. However, facilitators must use the Facilitators course to first complete the
training, if the state requires, and then access the facilitator materials.

Pop-up blockers must be disabled for the course to launch.
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INSTRUCTIONS FOR FACILITATORS WHO DO NOT HAVE AN
EDUCATOR PORTAL ACCOUNT

Each state decides whether to allow the facilitated training option for new test
administrators. Each state also identifies who can serve as facilitators for the training.
Facilitators usually have Educator Portal accounts because they serve as district or
building staff who are otherwise involved with supporting the implementation of the
Dynamic Learning Maps® (DLM®) alternate assessment. Any facilitator who does not have
access to Educator Portal must access the training via the Training Courses portal.

1) Onthe Training courses landing page, select the DLM Training Portal option.

Training
. _
lte b DYNAMIC®
LEARNING MAPS

2) Thefirsttime you sign in to the training portal, enter your full email address as your
username (all lowercase), then for your password, enter your email address up to but

notincluding the @ symbol. Once signed in, you will be prompted to change your
password.

DYNAMIC®

LEARNING MAPS

Username j.jones@ilms.edu

Password j.jones

Lost password?

Cookies must be enabled in your browser @
Powered by Moodle Workplace
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NOTE: If unable to sign in to the Training Courses portal, contact your local assessment
coordinator to ensure your information was submitted for your enrollment in the Training
Courses portal as a facilitator. Verify the email address used for your enrollment.
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FACILITATORS COURSE CONTENTS

FACILITATOR RESOURCES AND MATERIALS

Many states require facilitators to first complete the training for new test administrators
before granting access to the facilitator materials. In such cases, the Facilitators course
will initially mirror the self-directed training course for new test administrators, requiring
the facilitator to go through each module and pass each post-test (quiz) within the
Facilitators course.

After the facilitator has completed all the post-tests and selected the certificate of
completion, the Facilitators course will reveal access to the materials needed to facilitate
the training to an audience and the post-test items for the facilitator’s reference. The
following information explains the contents of the Facilitators course.

FACILITATOR RESOURCES
Figure 1 shows the location of the following resources in the course.

¢ Facilitator Guide to DLM Required Test Administrator Training (this document)

e Guide to DLM Required Test Administrator Training (provides test administrators
guidance on accessing their training course in Educator Portal and completing the post-
tests)

e Instructions for Facilitating DLM Required Test Administrator Training Modules 1-4
(provides detailed instructions and considerations for presenting the training course for
new test administrators to an audience)

e DLM Training Notes Graphic Organizer (note-taking template that trainees can use for
all modules)

e Module 1-4 Quizzes (Excel file for facilitators to reference regarding the module post-
tests)

NOTE: Do not disregard the Instructions for Facilitating DLM Required Test Administrator
Training Modules 1-4, which provides essential guidance and options to support the
accurate and consistent delivery of the training. While the Facilitator Guide to DLM
Required Test Administrator Training (this document) outlines how to access the facilitator
course, the Instructions for Facilitating DLM Required Test Administrator Training Modules
1-4 detail the processes and best practices for effectively delivering the training to an
audience.
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Figure 1
Facilitator Resources

v Facilitator Resources

E Facihtator Guide to DLM Required Test Administrator Training

Guide to DLM Required Test Administrator Training
Instructions for Facilitating DLM Required Test Administrator Training Modules 1-4

DLM Training Notes Graphic Organizer

Module 1-4 Quizzes

RESOURCES FOR EACH MODULE

The following resources are available to facilitators for each module. Figure 2 shows these
available resources with Module 1 used as an example.

o Interactive, self-directed module presentation (the version of the training test
administrators using the self-directed version of the training complete)

o Video of the module presentation (closed-captioned, if needed)

e Video transcript

e PowerPoint presentation
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Figure 2
Facilitator Resources for Modules (Example: Module 1)

v Facilitator Resources Module 1: Overview of the DLM Assessment System
E nteractive Self-Directed Module 1 Y
s

Video - Module 1

B

Video Transcript - Module 1

PowerPoint Presentation - Module 1

The rest of the modules and their resources will appear after Module 1.

EQUIPMENT NEEDS

The Instructions for Facilitating DLM Required Test Administrator Training Modules 1-4
outline the options for presenting the modules to an audience. Regardless of which option
is chosen, the facilitator must have computer, projector, screen, and audio system access
to present the modules to the audience. Participants must each have a computer with
internet access if they are to complete their quizzes as part of the facilitated training.
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OTHER CONSIDERATIONS FOR FACILITATORS

All Educator Portal users assigned the Teacher role are enrolled in Dynamic Learning
Maps® (DLM®) Required Test Administrator Training. Access to Kite® Educator Portal
requires completion of the test security agreement, which appears upon the first sign in
after account activation and annually thereafter. To avoid delays during facilitated
sessions, facilitators should confirm participants can access the Training tab in
advance.

Facilitators are responsible for reviewing all training modules and the Instructions for
Facilitating DLM Required Test Administrator Training prior to leading a session.
Facilitators should identify key points to emphasize and anticipate participant
questions.

Facilitators must ensure the training environment is properly prepared, equipmentis
functional, and sufficient printed materials are available for all participants.
Microphone use for large groups and rooms is recommended.

Facilitators should be prepared to assist trainees with accessing the post-tests for the
modules.

Within the New course for test administrators, trainees will find two options: Self-
Directed and Facilitated. Facilitators should instruct trainees to select the Facilitated
option for each module.

E Module 1 - Self-Directed

Il Module 1 - Facilitated

Within the Facilitated option for Module 1, trainees will be asked to type the location
and date of the facilitated training session they attended before proceeding onto the
post-test questions. They will not be prompted to do so for the rest of the modules.
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e Facilitators are only responsible for presenting the four standard modules of the
training course for new test administrators. If a state requires any additional modules
within the training course, participants must complete those modules and their quizzes
on their own.

e Facilitators should point out to trainees that after they successfully complete all
module post-tests, they must return to the main page of their training course, select the
Congratulations! heading, and select DLM Test Administrator Certificate for their
training to register as complete

v Congratulations!

Congratulations! You have completed all training requirements for Dynamic Learning Maps Test Administrators. Click
on the certificate link below to download a certificate of completion that you can print or save for your records.

DLM Test Administrator Certificate +Done: View
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