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1. Introduction
Thank you for having agreed to act as your school’s 9th grade students test administrator (hereinafter referred to as test administrator) under the project entitled “IC Literacy Assessment of Students Graduating Basic School”.
Acting as a test administrator, you will play the major part in organizing and carrying out IC literacy assessment of the 9th grade students in your school. The manual describes the sequence of actions that will help you to successfully conduct the computer based assessment.
What You Should Know about the Project
For several years now, the National Training Foundation (NTF) has been creating the IC Literacy Assessment Tool for Students Graduating Basic School with financial and technical support from the World Bank.
What Is IC Literacy 
Information and communications literacy (hereinafter referred to as IC literacy) is ability to handle information effectively, to solve particular practical problems, skillfully using the possibilities of information and communication technologies and observing ethical and legal norms, so as to live and work successfully in today’s information society. 
It should be noted that in the first place IC literacy is determined by universal thinking and problem solving skills (making observations, drawing logical conclusions, analyzing a situation from different viewpoints, understanding the general context and implication of a statement, etc.), not the ability to work with certain software products or use the technical capabilities of a computer. 
Structure of IC Literacy
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IC literacy is based on seven proficiencies:
· Define: ability to state the problem correctly so that it is possible to perform purposeful information search and processing;
· Access: ability to search for information and find it in various sources;
· Manage: ability to classify or organize information;
· Integrate: ability to interpret and restructure information, picking out the main ideas and comparing data from different sources;
· Evaluate: ability to form an opinion about the quality, relevance and usefulness of both information itself and sources of information;
· Create: ability to create new information or adapt existing information according to a certain task;
· Communicate: ability to adapt information to the audience.
Each of these abilities involves cognitive, ethical/social and technical aspects. In this case the emphasis is on cognitive and ethical issues, viewed in the context of technological skills.
Main Features of the IC Literacy Assessment Instrument
· IC literacy is measured in general and in regard to its particular components.
· Test scenarios are based on life situations and reflect students’ actual demands.
· Assessment is conducted in the form of a computer test.
· Collection, processing and scoring of the IC literacy assessment results are automated.
Goal of the IC Literacy Assessment
The goal of the project is to obtain realistic and versatile IC literacy assessment of students graduating basic school by means of tasks based on real-life situations.
The test is aimed at:
· providing objective assessment of the degree to which students graduating basic school are ready to live and work in today’s information society;
· evaluating the extent to which the school ensures the introduction of IC into the learning process;
· becoming an important instrument for discussing and elaborating educational policy in the field of IC literacy development.
General Description of the IC Literacy Assessment 
The test includes:
· 3 training tasks;
· 16 test tasks of different complexity level;
· a social questionnaire for students.
The overall test duration is 2 academic hours.
Each task is aimed at measuring one or several components of IC literacy. 
The test combines serious academic tasks with tasks aimed at evaluating students’ experience in using ICT, their knowledge of modern culture and ability to solve practical problems. So that there is a balance between academic and nonacademic contexts. 
Test tasks imply usage of a wide range of digital technologies, such as the Internet, e-mail, text editors, presentations, spreadsheets, diagrams, databases, multimedia, online communities, etc.
Each task presents a situation, which is as close to the test-taker’s everyday life as possible and sets a problem for him/her to solve.
Test Results
The test identifies the general level of a student’s IC literacy using a 5-point rating scale (Advanced – Above Basic – Basic – Below Basic – Developing). It also measures separate components of IC literacy.  
The presentation of test results to the student combines general description of his/her IC literacy as relating to one of the three levels (Your results are slightly better than most of your peers have! – Your results are average for your peer group– You should focus on improving) with recommendations on which proficiencies should be paid attention to. Below are examples of what the final screen may look like after the test has been completed:
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2. Test Administrator’s Duties
The function of a test administrator is to organize and conduct the students’ IC literacy assessment, including the following tasks:
1. select a date, time, venue and the way the test will be taken (e.g. the assessment is conducted in one or two stages) and have them approved by the school administration (in case the test is going to be set outside the school it is necessary to make arrangements in advance with the principal for transporting students to the location on time under escort of authorized persons);
2. inform the students and teachers of the date, time and location where the test will be taken;
3. find an IT technical administrator and instruct him/her how to prepare and administer the test (if you are going to act as an IT-specialist yourself, please refer to Paragraphs 3.4, 4.1, 4.2, 5, 6 of this manual);
4. get classrooms and  computers ready for the test;
5. make a list of students who are going to take the test;
6. manage the test procedure;
7. instruct the test-takers;
8. answer questions on the test procedure;
9. make decisions in case a contingency arises when conducting the test;
10. collect assessment program working data (folders named “UserLogs” and “LoggerLogs”, created while running the test, from the directory in which the assessment application has been started) when the procedure is over, and send them to the NTF assessment coordination group via e-mail; 
11. draw up the reports on test administration (see Appendixes 1, 2) and send them to the assessment coordination group.
Test administrators should constantly interact with the assessment coordination group via e-mail ict@ntf.ru.
3. Preparations for the Test Administration
3.1. Selecting a Date, Time and Location for the Test and Having Them Approved by the School Administration
So that the assessment does not coincide with other school activities and does not interfere with the learning process, please make arrangements in advance with the principal and the class teachers, fixing the date, time and place.
It is not recommended to conduct the assessment on the first or last day of the school week or the day before a holiday and after classes or outside school hours.
It is strongly recommended that the assessment is conducted in the first half of the school day. 
Since the whole procedure (the test itself plus answering the questionnaire) lasts 2 hours, it is necessary to fix the exact time and venue in advance. If the assessment is going to take place in several stages, the use of the (computer) classroom should be scheduled.
For the sake of better organization it is desirable to conduct the test in one or two computer classrooms. It is not recommended for the assessment to be taken in several rooms, which are located on different floors. 
Having agreed with the school administration on the exact date and time for the test, please convey this information to the NTF assessment coordination group.
On the day of the test there should be an announcement on the classroom door, telling the time/time interval in which the assessment is to occur.
3.2. Informing Students and Teachers of the Date, Time and Location for the Test
Teacher(s) and students should be informed of the date, time and location for the test in advance.
Moreover, it is necessary to tell the students that:
· they should enter the room where the assessment will be taken, at least 5 minutes before the test starts;
· they should return to their classes in case the test is in the middle of the day, or they may leave after the test if it is conducted at the end of the school day;
· they do not need to bring any materials with them to take the test; if necessary a student may use pen and paper.
3.3. Getting the Rooms Ready for the Test
Two or three days before the assessment the IT-specialist or the test administrator (in case he/she performs the functions of an IT-specialist) should make sure that 1) the (computer) classroom where the test will be taken has enough computers; 2) the computers are intact and meet the hardware and software requirements (see Paragraph 3.4). In case there are any defects or problems, they should all be solved before the assessment starts.
3.4. Minimum Hardware and Software Requirements
For successful assessment implementation the computers on which the test-takers are to work on, should meet the following technical requirements.
Software requirements for the client machines:
1. Windows XP/Vista/7/8;
2. Installed .NET Framework 4.0. (see the installation guide in Appendix 3).
3.4.1. Hardware requirements for the client machines
1. 32-bit (x86) or 64-bit (x64) processor with a clock speed of 2 gigahertz (GHz) or higher.
2. 2 gigabytes (GB) of random access memory (RAM).
3. 50 megabytes (MB) of free space on a hard drive.
4. DirectX 9 graphics device with WDDM driver version 1.0 or higher, and video memory of 32 MB or higher.
5. Screen resolution of 1024 x 768 or higher.
6. A mouse with two buttons (left and right), with a scroll wheel.
7. A keyboard.
8. Stable connection to the Internet.
3.4.3. Work on configuring client machines
1. ICT Literacy test application must be added to the exceptions of antivirus software, firewalls and other software that can interfere the work of other programs (such as automatic keyboard layout switchers and etc.).
2. Screensavers must be turned off. Hibernation / sleep on inactivity must be disabled.
3. Screen scaling must be set to 96 pixels per inch (standard scale).
4. English should be set up as an input language by default, as a default Display Language, Format and Location. These settings are necessary for the questionnaire to work correct.
3.4.4. Additional requirements:
ICT Literacy test application must be run as administrator.
3.5. Making a List of Test-Takers
To register in the assessment system you should make a list of your school’s students who are going to take the test, in advance and send it to the NTF assessment coordination group via e-mail not later than a week before the appointed test date.
When making the list, use the template named “Test-Takers Registration”, which will be attached to this manual. The model document contains a Microsoft Excel (*.xls or *.xlsx) table for you to fill in.
The information on test-takers, shown in the table columns, is as follows:
· country;
· region;
· municipal district;
· community;
· name and number of the school;
· class label;
· first name and last name.
Example:
	No.
	Country
	Region
	Municipal district
	Community
	School
	Grade
	Full Name

	1
	Russia
	Moscow 

oblast
	Noginsky

District
	Noginsk
	Secondary General Education

School No. 528
	9 
	Alexander  Ivanovich Ivanov

	2
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	

	n…
	
	
	
	
	
	
	


The list of test-takers, completed in due time and in accordance with the requirements, should be mailed to the NTF.
The day before the test will be taken you will receive a document containing credentials (a username and a password) for each student.
4. The Test Administration
4.1. Starting the Assessment Software on Each Computer
The day before the test, the NTF assessment coordination group will send you an archive, containing the program, via e-mail.
On the appointed day, not later than 2 hours before the test, the IT-specialist should install test software by starting setup.exe file on all the computers to be used for the assessment. After copying the program each computer will have a desktop shortcut object, named “Shell2.exe”. The students will have to click it to start the test. 
It is recommended to use group policy settings so that test-takers do not accidentally delete the shortcut. 
Please note that the computer lab attendant or the IT-specialist, taking part in organizing the test-taking process, should stay in the classroom during the assessment, ensuring that the test-taking process is uninterrupted, and helping the students in case they face any technical problems while performing the tasks.
4.2. Seating Students in the Classroom
Test-takers are seated arbitrarily at the computers. While taking the test, students are not allowed to talk to each other, so work places should be at a sufficient distance from one another. 
When getting the room ready for the test, make sure there is a space around each computer, for in case a question or a technical problem arises, the student should raise his/her hand and apply to the test administrator for help. 
4.3. Logging Students into the Test Application
To register test-takers, use the NTF list containing login credentials (username and password) for each student.
It is necessary to print out the list and prepare an individual card with login information (full name, username, password) for each test taker.
Before the beginning of the assessment the test administrator and the technician should hand out cards with personal data, username and password to the test-takers and supervise credentials entry, assisting the students if necessary.
It is important to enter the login and password exactly as presented on the paper as they are case sensitive. Make sure that the keyboard is set to the correct login and password language characters and “Space” key hasn’t been hit. 
Hit “Enter” key after you enter login and password. 
Below is the screenshot of the username and password input box.
[image: image7.png]Authentication

Please identify yourself by entering your login and password.
Login:

Password:

=





4.4. Instructing Students
After the test-takers have been seated and logged in, you should introduce yourself and instruct them. In your introductory speech (see Appendix 4) you should explain to them what, how and why they are going to do in the next 2 hours, stress certain points in the Directions, appearing on the screen (see the screenshot below), and describe in details how to behave during the test.  
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Moreover, test administrator should mention that there is no need to take any notes after students have read the full scenario since on the left-hand side of all the following screens there will be short version of the full scenario, containing the main points of the task. 
After the administrator’s introductory speech, test-takers are given time to read attentively the directions that are shown on the screen. If the students do not have any questions at this stage, the administrator suggests that they start taking the tasks.
Proper test organization and student instruction is a key to effective management of the whole process. The degree to which an administrator’s work is efficient, largely depends on his/her ability to explain to students what they are supposed to do during the test. Friendly contact with the students should be combined with an individual approach to each of them.
4.5. Taking the Test
The test starts with the greeting: “Welcome to the IC literacy assessment system!”
After clicking the “Next” button, a student sees a screen with general directions on test-taking, containing information on how to do the tasks and how to act if questions arise (look at the screenshot above).
The student reads the directions carefully and proceeds to the three trial tasks, which aim at making students familiar with the test and give them the opportunity to practice a little and to get accustomed to the test’s interface. 
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It is desirable that test-takers ask questions on the test content during the instruction stage and when doing trial tasks only. While running the test itself the administrator is allowed to answer technical questions exclusively. 
After completing the trial tasks the student moves on to the test, and the countdown starts. The time left before the end of the test will be shown in the upper left-hand corner of the screen.
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Your Geography teacher was impressed by the report you made recently. He asked you to create
web page for the Internet School Encyclopedia, based on the materials from your report.

The web page should have picture and heading, both relevant to the text from your report.

In addition to it, he asked you to create hyperlinks for all the geographical names, which will lead
to the certain Encyclopedia articles.

Click NEXT to continue.




After the full scenario has been read carefully and “Next” button has been clicked, the student moves on to solve the task.
On the left hand side general instructions needed to complete the task are shown.
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Having completed the tasks, the student sees his/her results. 
Then the student proceeds to answering the social questionnaire. It should be noted that the test ends automatically as soon as the time is up, so the test-taker moves on to the questionnaire even if he/she has not managed to do all the tasks.
While running the test, you should make sure that all the students work independently without consulting each other or using their mobile phones and other communication devices, that they are not assisted by their teachers. In case a test-taker has a technical question or faces some difficulty, he/she should raise his/her hand and apply to the administrator.
The technician should stay in the classroom where the assessment takes place, until it is over and the last student has completed the test.
4.6. Exiting from the Test Application
Emergency shutdown should be performed using Windows Task Manager, which is opened by pressing Ctrl + Alt + Del or Ctrl + Shift + Escape simultaneously.
5. Identifying and Eliminating Technical Problems When Conducting           the IC Test
Problems which may arise during the assessment are as follows.
5.1. Technical errors while running the test
In this case there will appear a message on the screen, saying: “An error has occurred! Please contact the administrator”. The administrator should register the error and then click the “Continue” button. Enter password 1570 to unlock it. The program will move on to the next task automatically. 
5.2. Identifying a program error that does not allow the student to proceed to the next task
In case a student complains he/she cannot move on to the next task, the administrator should make sure this is not due to disregard of the task specification. If the administrator is certain that the student’s correct actions do not result in transition to the next item, it is necessary to apply to the IT-specialist for terminating the program and then starting it again.   
To exit the program, the technician should use Windows Task Manager.
After the restart of the program the test-taker will continue his/her work from the next item.
The test administrator is to inform the NTF of the problem by describing it in the “Additional Factors Hindering the Assessment Process” column of the technical report and sending it to the NFT via e-mail ict@ntf.ru.
5.3. Internet connection breakdown while running the test and assessment program shutdown with subsequent reconnection
After successful reconnection, the IT-specialist should restart the program and enter the student’s username and password. The test will continue from the point where the error occurred.
5.4. Internet connection breakdown while running the test and assessment program shutdown making reconnection impossible
If there is no possibility of reconnection or if there are restart/recovery problems, caused by errors, as well as in case the test has not been completed, the IT-specialist is to copy the files which have been formed during the assessment (i.e. the “UserLogs” and “LoggerLogs” folders from the directory where the application has been launched) and send them to the NTF via e-mail. 
6. Test Completions and Data Collection
When the test is completed, the administrator or the IT-specialist should collect the program output (i.e. the “UserLogs” and “LoggerLogs” folders created during the assessment in the directory where the application has been launched) and send it to the NTF via e-mail.
The test administrator draws up a report on the assessment implementation (see Appendix 2), describing the problems he/she or the students experienced and the way the test-takers behaved during the assessment (whether they looked interested, tired, bored, etc.) and giving practical recommendations on organizing the test.
The IT-specialist draws up a technical report on the assessment implementation (see Appendix 1).
The reports are also sent to the NTF.
Appendix 1
Technical Report on Assessment Implementation
Location and time for the test
Name of the organization where the assessment takes place:
Full address:
Date of the test:
Number of test-takers:
Starting and ending time:
Did all the computers, used by the students during the test, meet the software requirements?
	Requirement
	Was the requirement observed? (Yes/No)

If not, please state the reason

	Windows XP/Vista/7/8 has been installed
	

	Installed .NET Framework 4.0.
	


Did all the computers, used by the students during the test, meet the hardware requirements?
	Technical requirement
	Was the requirement observed? (Yes/No)

If not, please state the reason

	32-bit (x86) or 64-bit (x64) processor with a clock speed of 2 gigahertz (GHz) or higher.
	

	2 gigabytes (GB) of random access memory (RAM).
	

	50 megabytes (MB) of free space on a hard drive.
	

	DirectX 9 graphics device with WDDM driver version 1.0 or higher, and video memory of 32 MB or higher.
	

	Screen resolution of 1024 x 768 or higher.
	

	A mouse with two buttons (left and right), with a scroll wheel.
	

	A keyboard.
	

	Stable connection to the Internet.
	


Were other criteria observed while conducting the assessment?
	Criterion
	Was the criterion observed? (Yes/No)

If not, please state the reason

	The assessment program was successfully started on all the computers
	

	On all the computers the program operated smoothly, without lags and connection breakdown
	

	The computers neither went into sleep mode nor restarted spontaneously 
	


	Third-party software did not interfere the assessment process
	

	The screen scaling was 96 dots per inch
	


	When the computers were in an idle state, screensavers did not appear
	

	Additional factors interfering the assessment process
	



IT-specialist in charge of assessment maintenance:
Date:
Test administrator:
Date:
Appendix 2
Report on Assessment Implementation
When drawing up the report please tick off the proper answer or write a comment in the specially allotted space.
Location and time for the test
Name of the organization where the assessment takes place:
Full address:
Date of the test:
Number of test-takers:
Starting and ending time:
1) Did any exceptional circumstances or unforeseen events (e.g. power failure or any other contingency) occur during the assessment? 
[   ] No
[   ] Yes (Please describe the problem)
2) Did the students face any difficulty during the assessment? What kind of problems did they experience? (E.g. Were the tasks too complicated or unclear? Were the test-takers short of time or tired?) 
[   ] No
[   ] Yes (Please describe the problem)
3) Did the Test Administrator Manual help you when organizing and conducting the assessment in your school?
[   ] No
[   ] Yes 
Does the Test Administrator Manual cover all the assessment organization points? 
[   ] Yes
[   ] No (Please name the points that are not covered)
5) Would you like to make any particular remarks on the structure, contents and narrative style of the Test Administrator Manual?
[   ] No
[   ] Yes (Please share your observations)
Test administrator:
Date:
Appendix 3
Microsoft .NET Framework 4.0 Library Installation
To download the .NET Framework 4.0 Library installation package, please use this link:  http://www.microsoft.com/ru-ru/download/details.aspx?id=17718. 
The actions to perform for installing the library are as follows:
· enter the page;
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· click the “Download” button;
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· launch the file you have downloaded, click the “Execute” button on the installation window;
· accept the license agreement by ticking off the appropriate check box;
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· control the installation process, which may take several minutes;
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· click the “Finish” button.
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After the installation please restart the computer before you begin working with the Microsoft .NET Framework 4.0 application.
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Please note that it is not necessary to accept the proposal for downloading additional resources. 
Appendix 4
Test Administrator’s Introductory Speech and Instructions for Students
Good morning/afternoon!
My name is…
You have been invited here to take a test.
The assessment in which you are going to participate will show the level of your information and communications literacy as compared with that of your peers.
Information and communications literacy is a person’s ability to handle information, using digital and IC technologies.
The results of this test will be summarized and used to improve the educational process in … schools. (Name your country.)
You will be asked to complete 16 tasks differing in complexity and to answer a questionnaire. Both the test and the questionnaire are in the electronic form, so you will have to work at the computers.
It is important for you to stay calm and concentrate. Please don’t stand up and don’t talk during the assessment.
You will be given 2 hours for completing the test tasks, after which you will move on to the questionnaire. Please treat it seriously and don’t be afraid to give honest answers. The questionnaire results are strictly confidential and will be used in a summarized form only.
Each task presents a particular situation in which you have to do something on the computer. Every test task is preceded by the description of this situation, appearing on your screen. Don’t forget to read it attentively. Never skip it.
In case you forget something, in the left part of the screen there will always be instructions telling what and how to do.
The test tasks will not require any special knowledge or competence of school subjects.
You may use paper and pen.
If you have any questions while working on the tasks, please raise your hand and I’ll come up to you.
Once you have finished the test you will see a screen showing your results (that is, the level of your information and communication literacy), as well as recommendations on what skills you should improve.
The more responsible your approach to the assessment is, the better the results may be.
Please don’t start working until I give a signal!
Do you have any questions?
Now click the “Next” button and read the instructions attentively.
Have you read everything? Is everything clear? Do you have any questions?
I would like to draw your attention to two important points in the instruction.
1. After you have completed a task, you cannot return back to it! So before clicking the “Next” button to move on to the following task, make sure you have finished with the current one.
2. If you have any questions, don’t ask your classmates! Ask me!
In the upper left-hand corner of the screen you will see the time left till the end of the test. As soon as the time is up, you will move on to the questionnaire.
In some tasks, you will see a question mark icon in the upper right-hand corner of the screen. It’s a Help button, by clicking it you will receive technical advice on how to perform this or that computer operation (copy/paste a text, drag an object to a different location, scroll a page, select a dropdown list item).
To begin with, you will be given three trial tasks, helping you understand what the test is like and how the program works. As soon as you complete them, the countdown starts.
So please go ahead! Click “Next” and start the test.
Thank you for your work! (after the test)
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