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PURPOSE:

The purpose of this Reference Guide is to describe the process for electronically
submitting the California Assessment of Student Performance and Progress
(CAASPP) security forms to the District. This document also describes the
procedures for designating a CAASPP coordinator and managing CAASPP
trainings and other CAASPP-related requirements in the Principal’s Portal.

MAJOR
CHANGES:

None.

INSTRUCTIONS:

In spring 2015, schools will be administering CAASPP paper-pencil tests,
computer-based Smarter Balanced tests, and CAPA Alternate Assessment Field
Test. For Smarter Balanced, schools will be granted early access to the Test
Operations Management System (TOMS). Authorized users will be able to
manage test administrators, download school files and designate test settings for
students in preparation for spring 2015 testing.
Before gaining access to secure Smarter Balanced web-based applications, the
principal and CAASPP test site coordinator are required to read, agree to, and sign
a CAASPP Test Security Agreement and a CAASPP Test Security Affidavit.
Initially, the principal and coordinator will electronically certify the security
documents online as described in this document. Signed copies of the security
documents will be submitted to the school’s designated Testing Center in spring
2015. A copy of the signed documents must also be maintained in school files for
24 months from the date signed.
The District is responsible for ensuring that schools comply with CAASPP
requirements for each test the school administers. The District uses the
Principal’s Portal to monitor timely completion of security forms, training, and
other CAASPP-related activities as required by State guidelines and regulations.
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PRINCIPAL’S PORTAL
The principal is responsible for entering required information in the Principal’s
Portal and monitoring the completion of trainings for each CAASPP testing
program as described below.
To access the Principal’s Portal go to https://principalportal.lausd.net/
- Click on the State Testing Program Requirements link.
- In the Testing Menu, scroll down to the CAASPP Certification box.
A. CAASPP Security Documents
The District will grant CAASPP test site coordinators access to TOMS in
early December. Only schools where the principal and CAASPP coordinator
electronically submit the CAASPP security forms by Friday, November 21,
2014 will receive early access to TOMS. Schools that submit security forms
after November 21 will receive access to TOMS accordingly.
Principal Security Documents
Principals will electronically certify the CAASPP test security documents in
the Principal’s Portal. Principals at schools with no access to the Principal’s
Portal are required to fax the signed security documents to the Student Testing
Branch at (213) 241-8461. (See Attachments A and B.)
Steps on how Principals Electronically Certify CAASPP Security Documents
The principal must certify both the CAASPP Security Agreement and the
CAASPP Security Affidavit separately.
CAASPP Security Agreement:
1. In the CAASPP Certification box, select Security Agreement
2. Read and agree to all the statements
3. Click on the check box to certify that you have read and agree to each
statement on the document
4. Click on Submit
5. Click on the Return to Testing Menu link at the bottom of the page
CAASPP Security Affidavit:
6. In the CAASPP Certification box, select Security Affidavit
7. Read and agree to all statements
8. Click on the check box to certify that you have read and agree to each
statement on the document
9. Click on Submit
10. Click on the Return to Testing Menu link
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CAASPP Test Site Coordinator Security Documents
When a CAASPP coordinator is designated in the Principal’s Portal (See
instructions below), the appointee is automatically enrolled in three classes.
One of those classes is the 2014-15 CAASPP Security Forms Training. This
training should be completed by Friday, November 21, 2014 to receive access
as soon as TOMS is available in December.
The CAASPP coordinator is responsible for completing the training and
completing the assessment for the training in the Learning Zone prior to
handling secure CAASPP tests materials or accessing secure Smarter
Balanced web-based applications. The assessment contains all the conditions
listed on the test security forms, therefore successfully completing the
assessment is an acknowledgement of the CAASPP tests security
requirements.
NOTE: The date and time when the coordinator successfully completes the
2014-15 CAASPP Security Forms training assessment in the Learning Zone is
automatically displayed in the Principal’s Portal.
B. Designation of a CAASPP Coordinator and Technology Coordinator
CAASPP regulations require that the principal at every school administering
CAASPP tests designate a CAASPP test site coordinator. The CAASPP
coordinator will oversee the administration of CAASPP paper-pencil tests,
Smarter Balanced tests and the Alternate Assessment Field Test. Principals
who will also serve as CAASPP Coordinators at their schools must designate
themselves as coordinators in the Principal’s Portal and complete all required
CAASPP coordinator trainings. A list of coordinator responsibilities is
included in REF-6394, CAASPP Coordinator Differential for the 2014-15
School Year, dated October 28, 2014.
When the CAASPP coordinator is designated in the Principal’s Portal, the
coordinator is automatically enrolled in three classes in the Learning Zone.
After designating the coordinator in the portal, the principal should confirm
that the CAASPP coordinator received enrollment confirmation emails for
each class. If confirmation emails are not received, the coordinator is
responsible for self-enrolling in each class.
- 2014-15 CAASPP Security Forms Training
- 2014-15 CAASPP Training for Coordinators
- 2014-15 CAASPP Smarter Balanced Coordinator Training
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The District is also requiring principals to designate a technology coordinator
in the Principal’s Portal. The technology coordinator together with the
CAASPP coordinator will be the point-of-contact for technology-related
issues or questions pertaining to Smarter Balanced testing.
Steps on how Principals Designate a CAASPP Test Site Coordinator
and a Technology Coordinator

1. From the CAASPP Certification section click on the Coordinator/ Designee
link
2. In the CAASPP section, click on the Staff Icon
3. Type the coordinator’s first and last name
4. Click on the Search box
5. Verify the employee number and click on the Select link next to the staff
member’s name.
6. Click Done to confirm your selection
7. Go to the Technology Coordinator/Designee section, and repeat steps 3-6 to
designate a technology coordinator
8. Confirm that the CAASPP coordinator and the technology coordinator names
display in the appropriate sections.
9. Scroll to the bottom of page and click on the Submit button
10. Click on the Return to Testing Menu link

C. Principal and Coordinator Training for Administering CAASPP tests
Principals and coordinators are required to participate in training before any
CAASPP tests are administered at the school. After participating in training,
participants are required to complete an online assessment. A passing score of
100% is required. At the end of the online assessment print the Certificate of
Completion. This certificate should be kept on file at the school for 24
months. A copy of the certificate will be submitted to the school’s testing
center with scorable materials for accountability purposes.
Principals Trainings
The District will automatically enroll principals in the two CAASPP trainings
in the Learning Zone. These two trainings must be completed before any
CAASPP tests are administered at the school:
- 2014-15 CAASPP Training for Principals
- 2014-15 Smarter Balanced Principal Training
Due to possible assignment changes and/or other reasons, principals will need
to self-enroll in these two trainings in the Learning Zone if they are not
automatically enrolled by the District.

REF-6413
Office of Data and Accountability

Page 4 of 9

November 10, 2014

LOS ANGELES UNIFIED SCHOOL DISTRICT
REFERENCE GUIDE
CAASPP Test Site Coordinator Trainings
When the CAASPP coordinator is designated in the Principal’s Portal, the
appointee is automatically enrolled in three separate trainings in the Learning
Zone:
- 2014-15 CAASPP Security Forms Training
- 2014-15 CAASPP Training for Coordinators
- 2014-15 Smarter Balanced Coordinator Training
The CAASPP coordinator should complete the 2014-15 CAASPP Security
Forms Training by Friday, November 21, 2014. The other two trainings will
be available in early spring 2015 and they must be completed before any
CAASPP tests are administered at the school.
How to Access the Training
1. Log into the Learning Zone using your LAUSD single sign-on
2. If you are already enrolled in the class, go to #5
3. If you need to self-enroll in the class
a. Click on Class Offerings
b. In the Programs drop-down menu select Student Testing Unit
c. Click on Search
d. Select the class
e. Click on Enroll Now
4. After enrolling in the class, click on the Home tab, then select the My
Classes tab
5. Click on the globe next to the class title to start the training.
How to Take Assessment
1.
2.
3.

Log into the Learning Zone using your LAUSD single sign-on
Click on My Assessment tab
Select the assessment for the CAASPP training you have completed

How to Print Certificate
1.
2.
3.

Log into the Learning Zone using your LAUSD single sign-on
Click on My History tab
Select the certificate for the CAASPP training for which you completed
the assessment
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D. Staff CAASPP training
All test administrators (Examiners), proctors, and school administrative staff
who will be involved in the administration of CAASPP paper-pencil and/or
computer-based Smarter Balanced tests are required to participate in training
conducted by the CAASPP test site coordinator. After participating in
training and before handling any test materials, being assigned a password to
access Smarter Balanced web-based applications, or administering tests, staff
members are required to read, agree to, and sign a CAASPP Test Security
Affidavit. The CAASPP coordinator is to keep a copy of the signed Test
Security Affidavits on file for at least 24 months from the date signed. The
coordinator will submit the original documents to the school’s designated
Testing Center after all CAASPP testing is completed in late spring 2015.
District and State resources for training examiners and proctors will be
available in early spring 2015. The principal is responsible for entering in the
Principal’s Portal the date when examiners and proctors are trained. The
deadline to train staff to administer Smarter Balanced tests is Wednesday,
March 4, 2015. The deadline to train staff to administer CAASPP paperpencil tests is Thursday, April 9, 2015.
Steps on how Principals Enter the Examiner and Proctor Training Date

After examiners and proctors have been trained:
1. In the CAASPP Certification section, click on the Training Date for
CAASPP Test Examiners link
2. Use the calendar to select the Training Date for CAASPP Test Examiners or
Training Date for Smarter Balanced Test.
3. After selecting the date, scroll to the bottom of the page and click on Submit

RELATED
RESOURCES:

•
•
•
•

ASSISTANCE:

REF-6394 – CAASPP Coordinator Differential for the 2014-15 School Year,
dated October 28, 2014.
REF-6299.1 – 2014-15 State, District, and National Mandated Testing
Calendars, dated November 4, 2014.
Student Testing Branch Website http://achieve.lausd.net/testing
CAASPP Website http://CAASPP.org/

For assistance please contact the Student Testing Branch at 213-241-4104.
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ATTACHMENT A
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ATTACHMENT B 1
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ATTACHMENT B 2
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