Important Points when Planning an Assessment

1. Start by asking what you plan to assess (standards, topics, outcomes, objectives).
2. Then determine the most effective type of assessment to use.
3. Align your summative assessment with the formative assessments you have used while teaching.
4. If you use an alternate assessment (project, performance, product) ensure that it is the most effective way to assess the desired standards.
5. Develop and share the criteria that will be used to score student work.
6. If you use a test, determine how long it should take. Allow for additional time and plan to occupy students who finish early.
7. Decide whether you can use a textbook test (items) or make one yourself.
8. Select test items that meet each objective and reflect several cognitive levels (Bloom’s taxonomy).

Seven General Rules for Writing Clear & Simple Items

1. Avoid ambiguous and confusing wording and sentence structure.

2. Use appropriate vocabulary.

3. Keep questions short and to the point.

4. Write items that have only one correct answer. (exception - essay questions)
5. Give information about the nature of the desired answer. (this applies to essay questions)
6. Do not provide clues to the correct answer.

7. Don’t overcomplicate test items.

Specific Rules for Writing Types of Test Items
Multiple Choice Items:

1. Put each test item on a different line.

2. Place the student task in the item stem.

3. Put repeated terms in the item stem.

4. Construct at least three alternative choices.

5. Put options in alphabetic order.

6. Avoid grammatical clues to the answer.

7. Be sure that items match students’ reading level.

8. Do  not include unneeded words

9. If ‘no’ is used, underline it.

10. Reread the item to identify spelling and other errors.

11. The item stem should clearly state the question to be answered.

True-False Items:

1. Makes items clearly true or false.

2. Be sure that the item is important in the assessment.

3. Avoid specific determiners (all, every, none, never).

4. Make the true and false items about the same length.

5. Do not use items in a repetitive pattern.

6. Do not use textbook sentences.

Short-Answer Items

1. Make sure the item relates to the assessment being taught.

2. Provide a clear focus for the intended answer.

3. Make it possible to answer using short responses.

4. Put space for the answer at the end of the item.

5. Avoid giving grammatical clues.

Matching Answer Items

1. Be sure the exercise relates to the assessment

2. Compare homogeneous topics.

3. Make sure the directions are clear.

4. Put the longer options in the left-hand column.

5. Put options in alphabetic order.
6. Number one set of items; mark the other set with letters.

7. Do not use more than 10 responses.

8. Provide different numbers of items in each set.

9. State instructions clearly (if some items need not be used, or if items can be used more than once).

Essay Items

1. Use several short essays rather than one long one.

2. Be sure the reading level is appropriate.

3. Be sure to relate the essay to course objectives.

4. Base the essay on a fresh example if an example is used to focus responses.

5. Provide a clear focus of the desired outcome of the essay.

6. Do not use essay topics that require a great deal of memory.

7. Aid students by focusing them with terms that let them know what their work will be assessed on (state and defend, apply the principle to, state and justify three reasons why).
8. Provide clear instructions as to length of the essay and the time it should take to complete it.

9. Provide clear scoring criteria (spelling, grammar, opening & closing paragraphs)
Assembling and Preparing Your Test

1. Indicate the purpose/topic of the test at the top of the first page.
2. Number the test items.
3. Organize items by type; start with selected response items (True/False, Multiple Choice, Matching) followed by restricted constructed response items (fill in the blanks, sentence completion), then interpretive exercises, and finally essay questions).
4. Divide the test into sections by item type and provide clear instructions at the beginning of each section.
5. Allow sufficient space for written responses.
6. Provide item values so student can adjust effort/time accordingly.
7. Do not split up multiple choice or matching questions across two pages.
8. Provide enough items on each topic to ensure reliability.
9. Proofread and actually write the test before you copy it for class (this provides for an answer copy).

