
                 

 
 
 
 
 

      

 

Guide to Formative Benchmark 
Assessments 



Overview 
Aiken County Public Schools implemented benchmark assessments during the fall 
of 2016 at all grade levels. Benchmarks assessments are administered at three 
points during the instructional year according to the district assessment calendar. 
It is the expectation that all students participate in benchmark assessments. 

Benchmarks assessments are formative in nature and serve several very important 
purposes. The results of benchmark assessments will be discussed and 
communicated at data debriefing sessions held at all schools at the conclusion 
of each quarterly assessment. The results will help teachers, school and district 
administrators: 

 Communicate Expectations for learning 
 Plan Instruction 
 Monitor and Evaluate Student Learning 
 Predict Future Performance 

The questions that are included on the benchmark assessments include items 
developed by teams of teachers and content interventionists and also include 
externally developed items from vetted and respected test-item banks. All ACPSD 
benchmarks assessments are created based on a Table of Specifications which 
serves as the test “blueprint” to ensure alignment with standards, learning 
objectives for the assessment period, curriculum maps and the appropriate depth 
of knowledge and critical thinking levels appropriate to the objectives or state 
standards being assessed.     

All benchmark exams undergo multiple reviews for face and content validity and 
receive a final independent review to ensure the assessments are: 

 free of grammatical errors,  
 graphs, charts etc. are clear and legible,  
 answer keys are accurate, and that  
 reading passages contain grade level appropriate Lexile levels.  

Adherence to the Table of Specifications increases the validity and quality of the 
benchmark assessments.   

Benchmark Windows: 

The quarterly benchmark windows are established according to the Aiken County 
Assessment Calendar. Benchmark windows are open for two weeks. It is important 
that all benchmarks including any make-ups, are completed within the 
established benchmark windows. The benchmark debriefing process relies on the 
timely completion of benchmark exams and re-opening the testing window 



delays the data analysis stage. We ask that all teachers and schools operate 
within the benchmark windows. In the event of a weather event or other 
unforeseen delays, the benchmark window will likely be extended to ensure a full 
two weeks for administration.  

Benchmark Administration 

Benchmarks are delivered using Mastery Connect. MasteryConnect is a web-
based resource that helps teachers identify and track student mastery of learning 
standards to better inform instructional practice. Teachers create a tracker to 
help monitor student mastery of standards as outlined in the ACPSD curriculum 
maps. Teachers are strongly encouraged to deliver the benchmarks online using 
Mastery Connect but also have the option of a paper based assessment. Students 
may use a bubble sheet to record answers and data can be entered manually 
or scanned using a variety of methods. The system allows us to generate reports 
based on student progress towards standards mastery. A resource guide is 
included at the end of this document to help familiarize teachers with using 
Mastery Connect in their classrooms. To facilitate the effective use of the Mastery 
Connect system across all Aiken County Schools, please see the information 
below based on your school level. 

All School Levels: 

Trackers should be created no later than the second week of school. Any 
extraneous or unused trackers (practice, trial etc.) should be deleted as soon as 
possible. At the end of the school year, please archive all your trackers. All trackers 
should be based on the curriculum maps in Rubicon Atlas 

Elementary: 

Assessments in the first grade only, in math, social studies and science are read to 
students. In all other grade levels, students read the assessments on their own.  

Naming Trackers:  

Calculator Usage: No calculators are permitted on the math assessments in the 
elementary grades. Calculators are not permitted on any elementary level 
benchmark assessment. 

Middle School 

Naming Trackers: When creating trackers for your classes, please name the 
tracker beginning with the subject, followed by the class period. 

Calculator Usage: For middle school grades 6, 7, and 8 mathematics, benchmark 
tests will be divided into two sections: a no-calculator section, followed by a 



calculator section. The use of calculators is allowed only during the calculator 
section of the grades 6–8 mathematics tests.  

High School 

Naming Trackers: When creating trackers for your classes, please name the 
tracker beginning with the subject, followed by the class period. 

Calculator Usage: High school students may use calculators on the mathematics 
or science benchmark assessments. 

Test Security  

The benchmark assessments are secure test items. It is the responsibility of the 
Principal and the Site Test Coordinator (STC) to ensure that access to benchmark 
assessments is closely controlled.  

Aiken County Public Schools—Assessment Systems 

The responsibility for the integrity of data and assessment systems falls under the 
Office of Accountability and Assessment. This Office is responsible for data quality 
and adhering to established professional protocols to ensure valid and reliable 
testing and overall test security to ensure all students are tested fairly and 
appropriately.  The Aiken County Public School District carefully monitors and 
adheres to all federal and state testing regulations.  

Communication and Dissemination of Security Protocols 

The integrity of Aiken County Public Schools Assessment System is governed by 
Aiken County Board Policy ILB Test/Assessment Administration. The assessment 
security regulations are clearly posted on the website and communicated to all 
administrators and Site Test Coordinators located at each of the District’s schools. 
Test Security policies and protocols are covered at each assessment training 
session. 

Security for Online Benchmark Testing using Mastery Connect 

DTCs, STCs, TAs, and monitors are responsible for ensuring that all test materials 
and student responses for the online tests are handled in accordance with the 
security procedures outlined in this manual. Online tests may not be viewed by 
anyone prior to the test session. Only students being tested are allowed to view 
the test at the time of testing. TAs and monitors must monitor students to ensure 
that they look only at their computer. It is highly recommended that a partition 
and/or folder be placed around each computer screen or a privacy filter placed 
on each screen to eliminate any possibility of students looking at other computer 



screens. Workstations should be separated by enough space to restrict student’s 
ability to view adjacent workstations. 

Training for all Aiken County school-based Test Coordinators, Test Assistants and 
Monitors 

Each School Test Coordinator (STC) is familiar with test security laws, regulations, 
procedures for accommodations, oversight of test administration and the 
reporting procedures for any testing irregularities. 

Test Security--Legal Requirements 

S.C. Code Ann. § 59-1-445 (2004) addresses violations of mandatory test security 
regulations and procedures, penalties, and investigations. The following is an 
excerpt from this section:  

(1) It is unlawful for anyone knowingly and willfully to violate security procedures 
regulations promulgated by the State Board of Education for mandatory tests 
administered by or through the State Board of Education to students or educators, 
or knowingly and willfully to:  

(a) Give examinees access to test questions prior to testing;  

(b) Copy, reproduce, or use in any manner inconsistent with test security 
regulations all or any portion of any secure test booklet;  

(c) Coach examinees during testing or alter or interfere with examinees’ 
responses in any way;  

(d) Make answer keys available to examinees;  

(e) Fail to follow security regulations for distribution and return of secure test 
[materials] as directed, or fail to account for all secure test materials before, 
during, and after testing;  

(f) Participate in, direct, aid, counsel, assist in, encourage, or fail to report 
any of the acts prohibited in this section. Any person violating the provisions of this 
section or regulations issued hereunder is guilty of a misdemeanor and upon 
conviction must be fined not more than one thousand dollars or be imprisoned 
for not more than ninety days, or both. Upon conviction, the State Board of 
Education may suspend or revoke the administrative or teaching credentials, or 
both, of the person convicted.  

(2) The South Carolina Law Enforcement Division shall investigate allegations of 
violations of mandatory test security, either on its own initiative following receipt 
of allegations, or at the request of a school district or the South Carolina 



Department of Education. The South Carolina Law Enforcement Division shall 
furnish to the State Superintendent of Education a report of the findings of any 
investigation conducted pursuant to this section.  

(3) Nothing in this section may be construed to prohibit or interfere with the 
responsibilities of the State Board of Education or the South Carolina Department 
of Education in test development or selection, test-form construction, standard 
setting, test scoring, and reporting, or any other related activities which in the 
judgment of the State Superintendent of Education are necessary and 
appropriate. 

Calculator Usage Policy 

Calculators are not permitted on any elementary level benchmark assessment. 
For middle school grades 6, 7, and 8 mathematics benchmark tests will be divided 
into two sections: a no-calculator section, followed by a calculator section. The 
use of calculators is allowed only during the calculator section of the grades 6–8 
mathematics tests. High school students may use calculators on the mathematics 
or science benchmark assessments. 

School- or student-owned calculators may be used. The use of a basic four-
function calculator for grades 6 and 7, and a basic or scientific calculator for 
grade 8, is recommended; however, test-takers may use any four-function, 
scientific, or graphing calculator during the calculator section of the grades 6–8 
mathematics benchmark tests unless it has any of the prohibited features 
described below. 

 calculators with built-in computer algebra systems (CAS), including: 
 Texas Instruments: all model numbers that begin with TI-89 or TI-92 andthe 

TI-Nspire CAS [Note: The TI-Nspire (non-CAS) is permitted.] 
 Hewlett-Packard: HP 48GII and all model numbers that begin with HP 

40G,HP 49G, or HP 50G 
 Casio: Algebra fx 2.0, ClassPad 300 and ClassPad 330, and all model 

numbers that begin with CFX-9970G 
 handheld, tablet, or laptop computers (unless being used for online 

testing),including PDAs 
 calculators with wireless capability, such as Bluetooth or an infrared data 

port 
 electronic writing pads or pen-input devices 
 calculators built into cell phones or any other electronic communication 

devices 
 calculators with a typewriter keypad (letter keys in QWERTY format) 
 calculators that “talk” or otherwise make noise, such as the AudioCalc 



To help maintain test security, the memory of every school- or student-owned 
calculator used during testing must be cleared by a school test coordinator (STC) 
or test administrator (TA) before and after testing to clear all applications and 
programs. Students should not be allowed to share calculators during testing. 

Students who wish to use their own calculators during the test must be told in 
advance of the test day to back up all data and programs that they wish to save. 
The memory of every calculator used in testing must be cleared before testing, 
an action that causes all data and programs stored in the calculator to be 
erased. If a student is unwilling to have his or her calculator’s memory cleared, 
the student may not use that calculator during the test. Some calculators have 
special features such as Test Guard and Press-to-Test which disable applications 
and programs during test administration. A TA may activate such features on 
these calculators instead of clearing the memory. Information is available from 
the manufacturers. 

Note: Calculator use is not permitted at the elementary grade levels or during the 
no-calculator section of the grades 6–8 mathematics tests. 

Accommodations for Students with Disabilities 

Accommodations on benchmark assessments for students with disabilities should 
follow the students Individualized Education Program (IEP) or 504 Plan. The School 
Test Coordinator (STC) should work closely with special education coordinators 
and teachers within the schools to ensure that all accommodations are provided 
for students with disabilities in accordance with each student’s Individualized 
Education Program (IEP) or 504 Plan.  

The State Board of Education Regulations 2 S.C. Code Ann. Regs. 43-100 (2015) 
state that not providing accommodations (to include customized test forms) as 
specified for students with IEPs or 504 Plans or providing more accommodations 
than specified are considered breaches of professional ethics that may 
jeopardize the validity of the inferences made on the basis of test data. As such, 
these actions are viewed as security violations that could result in criminal 
prosecution and/or disciplinary action to an educator’s professional certificate. 
In the event of a test security violation involving testing accommodations for 
students with disabilities, the DTC must report the test security violation in 
accordance with the procedures outlined in the previous section. In addition, the 
school/district must convene the IEP/504 Plan team to review the test security 
violation. During the meeting of the IEP/504 Plan team, the team may consider 
only the testing accommodations as written in the IEP/504 Plan and may not 
change the accommodations specified in the plans.  
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Mastery Connect Quick Tips—Getting 
Ready for Benchmark Assessments! 



We’ve created this “Quick Tips” user guide to help prepare for Aiken County’s FIRST ever, 
Benchmark Assessment implementation. We’re excited about the opportunities that 
benchmark testing will provide--primarily, the ability to see where we are, and what re-teaching 
is necessary to ensure student mastery at critical intervals during the academic year.  At the 
conclusion of the Benchmark Administration periods, the Curriculum Interventionists (CI’s) will 
conduct data debriefing meetings to help focus instruction and improve student learning. 

Here is some of the information you’ll need to know to be sure you are prepared for the 
benchmark administration: 

Setting Up Your Tracker page 2 
Viewing Your Tracker page 3 
Administering the Benchmark Assessment page 4 
What to do if the Benchmark Assessment area isn’t showing in your tracker. page 4 
Digital (online) Administration of Benchmarks page 5 
Paper Administration of the Benchmarks page 11 
Bubble Sheet Tips page 11 
Using GradeCam (Please use Mozilla/Firefox as a web browser) page 12 
Installing the GradeCam Plug-In page 13 

Thank you for all you do each day to advance teaching and learning. If you have any questions 
about the upcoming benchmarks, please contact your Curriculum Interventionist or a member 
of your school’s leadership team. 
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MasteryConnect User’s Guide 

Setting up a Tracker 

1. Make sure your “profile” has the correct grade levels/content areas selected.
a. From home page select Edit Profile link under your picture on the left hand side of

screen.
b. Check all boxes that apply for your grade level and content areas.

Hint: Only select grade levels 
and content that you are 
teaching this year. 

2. Create tracker from district curriculum maps.
a. Click on Tracker in top green tool bar.
b. Click on Curriculum Maps in grey tool bar.
c. Click on Shared with Me on left side of screen.
d. Find the Curriculum Map that you need.

Tip: You should have all content area maps for 
each grade you selected in your profile.  Select 
only courses you are teaching. 

Tip: You will need one tracker for each course 
and/or class period you teach. (If you are a 
teacher that teaches 3rd Grade GT ELA in the 
morning, and 3rd Grade ELA general ed in the afternoon, you will need one for each.  If you teach 2 blocks of 3rd 
Grade gen ed, then you will need to make 2 trackers from the same curriculum map that has been shared with 
you. If you teach 5 blocks of Physical Science, then you will need to make 5 trackers from the same Physical 
science curriculum map.  You will set up these trackers one at a time.) 

Tip: GT specific curriculum maps are available for 3-5th grade ELA and Math and 6-8th grade Science.  If you teach a 
GT course you should create your tracker from the GT specific curriculum map. 

e. Select the curriculum map for the course you are teaching
f. Click on the grey Create Tracker From Map link to the right of the course title.

Note: If there is no grey Create Tracker from Map link check the year of the map.  It is probably an old map and you 
should not use it. 
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3. Name and set up your tracker
a. Give Course Description (e.g., 6th Period Science; 3rd

Grade ELA)
b. Select Folder color (teacher choice for organization

purposes)
c. Add students: Click Import from SIS on drop down bar.
d. Import from SIS: use drop down box to select the

appropriate class period/group of students

Tip: The number of students in each section number 
appears in the title of each section and the number of 
students in each section appears in parenthesis.  This 
should help you identify the correct section to select. 

e. Click on the orange Create Tracker link.

4. Repeat steps 2 & 3 for each course/class period you teach.

Viewing your Trackers 

1. Click on TRACKERS in the green bar.
2. Click on TRACKERS in the gray bar.
3. Click on the appropriate tracker that you have already

created.
4. When you open the tracker, it should look similar to

the picture.
a. Notice the Standards at the top. Yellow standards

represent Q1 standards.
b. Notice the gray scroll bar at the bottom.  You can

scroll across the entire year and see red for Q2,
blue for Q3, and green for Q4.
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Administering Benchmark Assessments 

Find the benchmark assessment on your tracker 

1. When the benchmark window is open you should receive an email notifying you that a benchmark assessment has
been made available to you.

2. The appropriate “benchmark” should automatically appear at the end of the Q1 yellow standards on each tracker.

Tip: Inside your tracker click on the small box with colors and only select the quarter you need.  This shortens your 
tracker and makes it easier to scroll across to find the benchmark test. 

If the Benchmark Assessment does not appear in your Tracker 

1. If the benchmark does not appear at the end of the yellow Q1 standards use the scroll down bar to make sure the
benchmark did not appear in another location on the tracker.  If you find it, you can drag and drop the benchmark at
the end of the yellow Q1 standards by clicking and holding down on the Cross in the right corner of the standard and
dragging the standard to the left.  An orange arrow will appear where the test can be dropped between each
standard.

2. If the benchmark does not appear anywhere on your tracker,
a. Click on the orange hamburger in the top left side of tracker.
b. Click on Sync With CMap

3. If benchmark still does not appear on your tracker contact the Content
Interventionist responsible for that Curriculum Map/Benchmark.
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Digital Administration of Benchmarks (students use computers to complete the test) 

1. Use the bottom scroll bar to scroll all
the way to the end of the yellow
columns and find your gray column
(test).

2. Click the word assess.

3. The Assessment should open as shown to the
right.

4. AGAIN, click the word assess.  (There are several
places where you can find the word ASSESS, click
any of them.  You only need to click one.)

5. The following popup window should appear.

You have several options for administering from this point. 

Option 1:  

1. Have students go to
http://student.masteryconnect.com

2. Give them the test ID that is shown.
3. They will enter their student ID after they enter the test

ID.  The student ID can be found beside their names in
your tracker.

Option 2: 

1. Push the test out to students through their
MasteryConnect account.

2. Students will log in to MasteryConnect using their user
name and password.

3. The option to take the test will appear when they log in.

Tip: Students will have access to take the test from the time you select “push” until you select “remove” on this same 
screen.  Be careful that students are not taking the assessment outside of your classroom. 

4. Students’ scores will be automatically uploaded to your tracker with both option 1 and option 2.
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Locate Your Benchmark! 

Benchmarks will appear as a dark gray color on your tracker. 

NOTE: Benchmarks will appear at the end of the last Standard Used OR at the end of your 
tracker if all standards are used. 

Locate your benchmark and click the pulldown menu on the top right corner, then click Assess. 
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Access Online Test ID 

From the Assess page, Click the Assess tap at the top of any standard. 

A pop-up box will provide the Test ID 

NOTE: Students will need this Test ID and their Student ID (number beside their names in 
the tracker) to test Online. 
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Access Online Test 

Use Mozilla Firefox or Google Chrome for best compatibility   

Go to http://student.masteryconnect.com 

Students will enter the Test ID and click the next button. 

Students will enter their Student ID and click the next button to begin Testing. 
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http://www.masteryconnect.com/bubblesheet
http://student.masteryconnect.com


Students will see the assessment and bubble sheet in the format shown. 

Students will 
use the scroll 
bar to navigate 
bubble sheet 
answers. 
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Once students have completed the assessment, click Finish to submit assessment. 

Students must confirm 
they are ready to 

submit the assessment 
for grading by clicking 

the submit button. 

Results will appear on 
screen as shown below 
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Paper Administration of Benchmarks (students use bubble sheets) 

1. Use the bottom scroll bar to scroll all the
way to the end of the yellow columns
and find your gray column (test).

2. Click the word assess.

3. This window should appear.
4. Click on the orange box with 3 lines.
5. Click Print Bubble Sheet.
6. A popup screen like the one below should

appear

You have several options from this point 

Option 1: If you are printing bubble sheets to use 
just once for a specific benchmark. 

1. Make sure all options are checked . 
2. Click Print Bubble Sheets

Option 2: If you are printing bubble sheets to reuse. 

1. Determine which options you want to check
depending on how you will reuse your bubble
sheets.

2. You will at least want to uncheck Assessment
Name.

3. Click Print Bubble Sheets.

Bubble Sheet Tips: 

• Bubble sheets can be laminated and reused randomly for any assessment by any student if you uncheck all
options (page protectors can be used in place of lamination, but not as effectively).

• When using laminated bubble sheets permanent markers seems to be more effective than Vis-A-Vis markers.
Fingernail polish remover can be used to clean permanent marker from laminated bubble sheets.

• Bubble sheets printed with pre-filled student IDs can also be laminated and reused by specified students in
multiple classes or in a specific teacher’s classroom.
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Entering Student Scores Using GradeCam 

1. If your GradeCam says, enable, please do so.
2. If you have to download the camera plugin, please do so. (See

directions on the next page). You should be able to do this with your
teacher log in password.  If your camera says ready, you are READY!

3. If a student left something blank, if there are extra marks, or if it is
unreadable, you may get a window like this.  Simply answer the
questions and then click Save or Do Not Record and try again.

4. Your scores will appear beside the student’s name.  You will also see the mastery level of each standard.
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Note: You must use Mozilla/Firefox as your browser. The following instructions are based on accessing 
MasteryConnect with Mozilla/Firefox as the browser. 

1. Select “Download GradeCame Plug-in Installer in the dialogue box that appears after you select
“Assess” from the District Benchmark or your teacher-made assessment.

2. Select “Save File” in the box that pops up.

Downloading and Installing GradeCam
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3. Access the saved file from your downloads folder in Mozilla and select the gcplugin file. The download
folder should appear as an arrow that points downward. If you do not see the download folder icon,
hold down the control key (Ctrl) and press J to open the folder.

4. Allow the installation plugin to run.
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5. Wait for the GradeCam plugin installed message to appear and then select the arrow in the upper
right corner of the dialogue box to close it.

6. Select “Enable Camera.” Make sure you webcam is plugged in before you do this. Once you enable
the camera, you should see whatever your camera is pointed at in the box.
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