
TITLE:
District Assessment Coordinator (DAC)   
FLSA:
Exempt

JOB GOAL:
To coordinate and facilitate the implementation of the state-required Assessment and Accountability Programs.

REPORTS TO:
Superintendent
EVALUATED BY:
Superintendent  
QUALIFICATIONS:


· Minimum of a Master Degree and EPSB Certification in at least one of the following areas:  Principal, Instructional Supervision or Superintendent 

· At least five (5) years experience in administering and interpreting state-wide assessments 

PERFORMANCE RESPONSIBILIITES:

Communication

Serve as the primary contact between the local school district and the state Assessment and Accountability Programs.

Attend Kentucky Department of Education sponsored assessment and accountability meetings.  Share all pertinent communication from KDE concerning assessment and accountability issues as appropriate with  each school principal and/or building coordinator.
Conduct local district professional development activities.

Communicate definitions, assessment timelines, procedures for compiling data and other information as necessary to appropriate   district staff.

Assist teachers, principals, counselors and parents with questions, problems and concerns regarding the assessment process.

Work with district public relations officer or serve as district contact to release assessment information to local news media. Hold informational meetings with all school principals to review and assist in the analysis of assessment data when school and district reports are released 

Implementation

Facilitate the implementation of all assessment and accountability activities throughout the district.

 Assist in securing materials needed for assessments (calculators, large print tests, etc.).

Trouble-shoot assessment and accountability implementation problems.

Receive, distribute, and return assessment materials. When distributing assessment materials to schools, record the number of tests and student response booklets delivered to each school and have the school principal or building coordinator sign off on what is received.  Likewise, when materials are returned to the district office count the number of tests and student response booklets returned. DACs should sign if numbers agree.
Work with Director of Special Education to make sure that all special education staff have attended training sessions about the Administration Code and Special Education Accommodations.

Work with Director of Special Education to obtain information on IDEA eligible students that has current disability and IEP data in order to ensure that test booklets have been completed on each IDEA student correctly.
Monitoring and Certifying Data

Register enrollments of end of primary and grades 4, 5, 6, 7, 8, 9, 10, 11, and 12.

Monitor and certify data collection and use in academic and nonacademic indicators included in the accountability index.

Generate, update and report data to the Kentucky Department of Education, CTB/McGraw-Hill, Data Recognition Corporation, and WestEd as required for the accountability index.

Monitor the administration and security of national referenced assessment materials.

 

Portfolio Process

Receive and distribute writing and alternate portfolio materials.

 Assist in identification of cluster leaders and alternate portfolio support leaders.

 Assist cluster leaders and alternate portfolio support leaders in scheduling portfolio training and scoring sessions.

 Ensure that teachers are trained to score accountability writing and alternate portfolios.

Collect portfolio score forms and rosters and report to Data Recognition Corporation.

 

Staff Development

Assist teachers in integrating instruction and assessment 

Distribute training schedules.

Train each school principal and/or building coordinator on the Administration Code for Appropriate Assessment Practices prior to the development of portfolios. Impress upon these staff members the importance of training all school staff and volunteers who may be involved with testing on the Administration Code.  Ensure that each individual involved with testing at the local school level has a copy of the Administration Code document, has had the opportunity to read the document and has signed the signature page

Maintain all training documentation.
Work with the Professional Development Coordinator to provide staff development for principals, counselors,  teachers and parents concerning assessment processes.

Work with the Professional Development Coordinator to provide staff development for principals, counselors,  teachers and parents on understanding, interpreting and using assessment results.

Other relevant duties assigned by the Superintendent
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