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ELPAC Administration Notes

FOR QUESTIONS REGARDING THE ELPAC OR FOR ADDITIONAL ASSISTANCE:
• Test examiners and other school personnel should contact their LEA ELPAC 

coordinator.
• LEA ELPAC coordinators should contact the California Technical Assistance Center 

(CalTAC) by phone at 800-955-2954, or by email at caltac@ets.org. CalTAC is open 
from 7 a.m. to 5 p.m. Monday through Friday.
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Directions for Administration

Introduction to the ELPAC Training Test Directions for Administration

This Speaking Directions for Administration (DFA) document contains information 
needed by test examiners to prepare for and administer the computer-based English 
Language Proficiency Assessments for California (ELPAC). 

Using the DFA
This DFA document should be used to administer the Speaking domain only. For 
Kindergarten through Grade 2, to administer the other domains, download the 
Listening and Reading DFA for each specific grade. The Writing test for Kindergarten 
through Grade 2 is administered in a paper-based format. Please refer to the Writing 
practice test materials available on https://www.elpac.org/resources/practicetests.  

This DFA contains scripts for administration. The following symbols indicate 
instructions for test examiners*:

Guide to Administration 
Scripts in This DFA 

How the Test Examiner Should Proceed

SAY The test examiner reads the material out loud to the student.

The test examiner is required to press the record button on the student’s 
screen before reading the SAY text.
The test examiner is required to point to the text or pictures on the 
student’s screen.

Information for the test examiner

Advance to the next question

Stopping marker

*A test examiner does not need to be present to use the ELPAC Training Test; however,
the term “test examiner” is used in this document to show what a test examiner will
do to administer the test.

https://www.caaspp-elpac.org/resources/preparation/practice-and-training-tests/practice-and-training-resources


2 TRAINING TEST

Directions for Administration (cont.)

Administering a Training Test Session 

The Speaking portion of the ELPAC is administered by the test examiner. Each student 
will be tested individually.

• If you are administering the training test using the same procedures as the 
operational tests, confirm that the student has been assigned the correct test 
settings (designated supports and accommodations) in the Test Operations 
Management System (TOMS).

• If you are administering the training test using a standard supported web browser 
without the use of the Test Administrator Interface or secure browser, apply the 
appropriate test settings (designated supports and accommodations) for the 
student in the Student Testing Interface for the practice and training tests directly.

• Gather the following test materials:

• The correct grade-level Speaking DFA

• Electronic device for the student to access the test

• Scratch paper for note-taking

• Pencils with erasers

• Headsets and splitter for the test examiner and student (if preferred)

Speaking Administration—All Speaking Task Types

Subject Directions
Prompting guidelines See individual questions in this document for prompting guidelines.
When to stop the test Refer to stopping markers in this document.
Note-taking Note-taking is allowed for all Speaking task types. Students may take notes 

on scratch paper or in the notepad section on the electronic device.

Preparing to Administer and Score the Speaking Domain
Before administering the test, the following is recommended:

• Prepare testing devices and materials for students and examiners.

• Check the volume on the student device prior to entering the Student Interface, and 
set the volume to MAX prior to logging in.

• Select a quiet area to administer the test. Eliminate distractions (e.g., extraneous 
noises, windows, clutter, etc.).

It is highly recommended that test examiners spend time preparing to administer 
and score the Speaking domain. The ELPAC includes task types with integrated 
skills, multiple rubrics, reading of complex academic text, and increased interactions 
between students and test examiners. The following are suggestions to help prepare 
for a successful test administration.  
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Directions for Administration (cont.)

• Practice and Modeling: A practice question is included as part of the audio capture 
so the test examiner may provide feedback to let the student know they are 
responding correctly. The practice question in the audio capture is “Describe what 
you are wearing today.” For example, if the student responded to the practice 
question saying, “A shirt and pants,” the test examiner lets the student know the 
response was correct. If the student does not successfully respond, the test examiner 
models a correct response for the student, saying, “You could have said, ‘I am 
wearing blue pants and a white shirt.’”

• Prompting Guidelines: The prompting guidelines vary for each task type. The words  
that the test examiner can say are located on the page that is read to the student. 
Test examiners should be familiar with each task type and the prompting guidelines.  

• Oral Reading of Test Questions: Because of the length and complexity of some 
questions read by the test examiner, it is suggested to practice reading the text 
out loud several times prior to testing a student.  

• Pointing: Some questions require the test examiner to point, as indicated by the 
icon, while reading the text out loud to the student. This should be rehearsed 

prior to the test administration. Do not point to pictures or text unless directed 
to in the Speaking DFA. Test examiners may use the cursor, pencil or pen, or their 
finger to point.

 

• Anchors and Rubrics: The test examiner should take time to read through the 
anchors and scoring rubrics for each test question before testing. Scoring of the 
Speaking domain occurs as the test is being administered.  

• Scoring Practice: Each task type includes training and calibration quizzes in the 
Moodle Training Site to assist test examiners in listening and scoring student 
responses. It is highly recommended that test examiners use this resource.

Prompting and Scoring Guidelines for the Speaking Domain 
• Prompting—Appropriate Wait Time: The amount of time it takes for students to 

respond to a test question varies greatly. Test examiners should allow students 
enough time to compose their thoughts and prepare a response in English.

• Prompting—Student Answers Question Before Test Examiner Asks: Some 
students anticipate the next question and start to respond before the test 
examiner asks the question. The test examiner should not interrupt the student to 
ask the question. If the student response does not address the question, the test 
examiner should ask the question.

• Prompting—Repeating the Question: When a student asks or does not respond, 
you may repeat the question once.

• Prompting—Encouraging Students: Throughout the test, if a student is reluctant 
or asks for assistance that is not allowed, test examiners should give general 
encouragement by saying words such as, “It’s OK, do your best,” or “You are 
doing a good job,” etc.
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Directions for Administration (cont.)

• Scoring—Self-Correction: Since students respond to test questions fairly quickly, 
they sometimes change what they say in the middle of a word or sentence. 
Students who self-correct are not to be penalized; however, if a response is so 
halting or choppy that meaning is impeded, it may affect the score.

Audio Capture 
For the training test, audio capture is available for practice of the Speaking domain. 
If your computer does not have a microphone or the settings do not allow audio 
capture, you may administer the test without recording the student’s responses.

During the operational administration of the Speaking domain, the following 
guidelines apply to the audio capture tool. The test examiner should score what the 
student says, not what is recorded. If the following occur, the test examiner may 
continue to the next question and does not need to rerecord:

• Test examiner forgets to record a response.

• Test examiner records response on the wrong question.

• Test examiner sees a red triangle in the review box when ending the test session.

Use of headsets with a microphone for voice capture is not recommended to enable 
interaction between the student and test examiner. Headsets are recommended for 
grades 3–12 Summarize an Academic Presentation streaming audio.

If the student is wearing a headset for Summarize an Academic Presentation, the test 
examiner must also wear a headset to be able to hear the presentation and point 
appropriately to pictures and text on the student’s screen. Two headsets may require a 
splitter. 

Once the test examiner has navigated to the next test question, the audio will not be 
able to be replayed. The test examiner does not need to replay the student response 
to confirm the audio capture.

When to Stop the Test
There are stopping markers in the Speaking domain as indicated by the . If there 
have been no responses or no correct responses to the stopping marker, the test 
examiner may stop administering the Speaking domain, by clicking [Pause]. 
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Additional Directions 

How to Print the DFA (optional) or View the DFA Online
Printing Instructions:
If possible, choose the following settings when printing the DFA:

• Select two-sided printing (with binding on the long edge).

• Staple on the vertical edge, left-hand side of the printed document.

• Turn the document horizontally when viewing the test questions.

Instructions for Viewing Online:
• Open the PDF file in Adobe Acrobat.

• When you get to the test questions, rotate the view by going to: View (on the 
main menu) > Rotate View > and select Clockwise.

Recommended Seating Arrangement
The following shows two options for seating arrangements for the test examiner and 
the student.

Test 
Examiner Student

Test 
Examiner 

Student

Test 
Examiner 

StudentTest 
Examiner Student
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Directions for Administration (cont.)

Logon and Audio/Sound Check Instructions 

How to Start a Test Session as a Guest

 SAY Today you will be taking the Speaking section of the ELPAC. First, I am 
going to sign you in.

  1) Navigate to the ELPAC website (https://www.elpac.org).
  2) Select the [Practice & Training Tests] button.
  3) Select the [Student Interface Practice and Training Tests] link to launch the 

Student Sign In screen on the student’s testing device.
  4) Select the [Sign In] button to log onto the test as a guest.

  5) Select the appropriate grade from the drop-down menu.

  6) On the test selection screen, select the appropriate ELPAC training test. ELPAC training 
tests are located at the bottom of the list and are color-coded dark grey.

SAMPLE

https://www.elpac.org
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  7) You will see a Choose Settings screen.  
 

  8) Choose test settings as needed, then select the [Select] button. 

 SAY Before we begin, we need to check to see if the computer will record your 
voice. In this test, I’m going to ask you some questions and record your 
answers.

  Point to the microphone.
 

  If your computer allows audio capture, please follow these steps, otherwise select 
[Skip Recording Check].

 SAY Before giving your answers, I’m going to press the microphone to record 
your answer here. When it is time to record your answer, I will press the 
microphone and you will see a white circle. Let’s practice.

SAY Describe what you are wearing today.
  Pause for student’s response. Acknowledge the student’s correct response, or model 

a correct response, such as “You could have said, ‘I am wearing blue pants and a white 
shirt.’”

Directions for Administration (cont.)
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 SAY Now let’s see if it recorded your voice.
  Playback

 SAY Did you hear yourself? 
  Pause for student’s response. 
 SAY OK, let’s get started.
  Select [I heard my recording]. Select the [Continue] button. 
  View Test Settings or Help Guide as needed. Select [Begin Test Now].
  When Question 1 Speaking Test comes up, ask the student,
 

 SAY Do you have any questions?
  Answer the student’s questions.
 SAY Remember to answer all of the questions in English. If you want me to 

repeat a question, you can ask me to. OK, let’s get started.
  NEXT
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How to Start a Training Test Session Using the Same Procedures  
as the Operational Tests

 SAY Today you will be taking the Speaking section of the ELPAC. First, I am 
going to sign you in.

TEST ADMINISTRATOR INTERFACE 

  1) Launch a supported web browser on your device and access the ELPAC website 
(https://www.elpac.org).

  2) Select the [Practice & Training Tests] button.
  3) Select the [Test Administrator and Test Examiner Practice and Training 

Site] to log on to the Test Administrator Interface for the training test.
  4) Log on to the Test Administrator Interface using your TOMS username (your 

email address) and password.
  5) Select the training test(s) you want to administer from the test selection window.
  6) Select the [Start Practice Session] button.
  7) Upon selecting the [Start Practice Session] button, a Session ID will appear on 

the top right corner of the Test Administrator Interface.

Directions for Administration (cont.)

https://www.elpac.org
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 STUDENT INTERFACE 
8) Launch the secure browser on the student’s testing device or select the [Student
Interface Practice and Training Tests] link from the Practice and Training Tests
tab on elpac.org.
9) Toggle the blue Guest User and Guest Session buttons to [OFF], and log the
student on.

• In the First Name field, enter the student’s first name as it appears in the California
Longitudinal Pupil Achievement Data System.

• In the SSID field, enter the student’s 10-digit Statewide Student Identifier.
• In the Session ID field, enter the Session ID generated from the Test

Administrator Interface.

10) Verify the student information is correct on the Is This You? screen. Select [Yes] 
to continue. (Select [No] if the student information is not correct. Notify your ELPAC 
coordinator if it is not.)

Directions for Administration (cont.)

http://elpac.org
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 STUDENT INTERFACE (cont.) 
  11) On the test selection screen, select the appropriate ELPAC training test. ELPAC 

training tests are located at the bottom of the list and are color-coded dark grey. 
SAMPLE

TEST ADMINISTRATOR INTERFACE 
12) Go back to your test examiner device and in the Test Administrator Interface, 
approve the student to test.
13) Verify you have selected the correct test and test settings for the student by selecting 
the [Approvals] button.

 STUDENT INTERFACE 
  14) Go back to the student testing device and administer the assessment using the script 

that starts in the next section of this DFA.
  15) You will see this screen. Choose test settings as needed, then select the [Select] 

button. 

Directions for Administration (cont.)

  

  

 SAY Before we begin, we need to check to see if the computer will record your 
voice. In this test, I’m going to ask you some questions and record your 
answers.
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Directions for Administration (cont.)

 STUDENT INTERFACE (cont.)
  Point to the microphone.
 

  If your computer allows audio capture, please follow these steps, otherwise select 
[Skip Recording Check].

 SAY Before giving your answers, I’m going to press the microphone to record 
your answer here. When it is time to record your answer, I will press the 
microphone and you will see a white circle. Let’s practice.

SAY Describe what you are wearing today.
  Pause for student’s response. Acknowledge the student’s correct response, or model 

a correct response, such as “You could have said, ‘I am wearing blue pants and a white 
shirt.’”

 SAY Now let’s see if it recorded your voice.
  Playback

 SAY Did you hear yourself? 
  Pause for student’s response. 
 SAY OK, let’s get started.
  Select [I heard my recording]. Select the [Continue] button. 

View Test Settings or Help Guide as needed. Select [Begin Test Now].
When Question 1 Speaking Test comes up, ask the student,

  
  
 

 SAY Do you have any questions?
  Answer the student’s questions.
 SAY Remember to answer all of the questions in English. If you want me to 

repeat a question, you can ask me to. OK, let’s get started.
  NEXT
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SPEAKING Training Test—Grades 11–12
Talk About a Scene
 2 0 1  3 0 1 4 0 1
 5 0 1 2 6 0 1 2 7 0 1 2

Speech Functions
 8 0 1 2

Support an Opinion
 9 0 1 2 3

Present and Discuss Information
 10 0 1 2 3 11 0 1 2 3

Summarize an Academic Presentation
 12 0 1 2 3 4

Name:

Grade:

Statewide	Student	Identifier:

Date Entered in DEI: 
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