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Evaluation Level II: Learning Gain ɀ General Description  
 
Evaluation Level II: Learning Gain is conducted via a multiple-choice test.  

 

A test can have up to 120 questions (items) with each item having a maximum of six 

distracters. A test is defined in the system with a name and a test code. The test code is 

automatically generated by the system and is unique to each test. Every offering of that 

course will also be associated with the same test code. A test cannot be deleted or 

changed if it has already been allocated and used for a training delivery. 

 

Providers are responsible for creating and administering their own tests. Tests can be 

administered in paper or online formats. STARS will allow you to print the answer form 

as well as the test booklet. Tests entered into STARS are unique to each provider. 

Therefore, Provider A cannot see tests for Provider B.  

 

A pre/post-test of trainee knowledge is required for classroom training or virtual 

classroom training over 2 hours in length offered three or more times annually. At 

minimum a post-test of trainee knowledge is required for any classroom or virtual 

classroom training 2 hours or less offered 3 or more times, and for teleconferences with a 

training curriculum.  

 

Generic or trainee-specific answer sheets can be produced. Test option selections are 

made in the Assign Test to Course screen. 

 

If Require Trainee ID is selected, the answer forms will have a unique identifier for each 

trainee that will be used to match the participantôs pre and posttest performance and 

report on learning gain. Results will be produced at the individual and group level. 

 

If Require Random ID is selected, the answer forms will have a random ID number for 

each trainee. Providers should get prior State approval before using this option. Providers 

must also identify a way to administer the pre and post test answer form with matching 

random ID number to the same participant. 

 

If Do Not Require Trainee ID is selected, the trainee is not identified on the answer form 

and results will be produced at the group level only. 

 

After the test is administered, the answer forms need to be scanned by the training 

provider into a PDF file and emailed to btevaluation@bsc-cdhs.org. You should name the 

file with the six-digit number that is located at the bottom center of the answer form. If 

applicable, send all pretest and posttest answer sheets together as one file. 

 

mailto:btevaluation@bsc-cdhs.org
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Once this information is sent to CDHS, it will be scanned into STARS and you will have 

access to the Level II Test Results in the Evaluation Reports section of STARS. Note ï 

allow one day for CDHS to process the answer sheets. 

 

For reasons of compliance with Bureau of Training requirements, answer forms need to 

be emailed for processing within ten days after training is completed. Otherwise, the 

training will be listed as out of compliance in the BT Non-Compliance report. 

 

Providers should refer to the Training and Administrative Activities Project Operations 

Manual online at http://www.ocfs.state.ny.us/ohrd/pom for information regarding BTôs 

Evaluation Level II policy. 

 

 

 

http://www.ocfs.state.ny.us/ohrd/pom
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Evaluation Options in the Schedule Training Screen 

 

The Evaluation options are located in the upper left portion of the ñSchedule Training 

Deliveryéò screen that is part of the Manage Trainings section: 

 

 
 

Participant Reaction 

 

The Participant Reaction Questionnaire is required for the following categories of 

deliverables regardless of the length of activity: classroom training, virtual classroom 

(synchronous) training, teleconferences, seminars, forums, meetings, computer-based 

(asynchronous) training, and technical assistance. 

 

The Participant Reaction field is checked by default when scheduling a new training 

delivery. If the participant reaction is not conducted, for whatever reason, then this field 

should be un-checked to remove the training from the non-compliance report. 

 

Learning Gain 

 

Training providers are expected to measure new knowledge and skills gained by 

participants in training activities they deliver. A pre/post-test of trainee knowledge is 
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required for classroom training or virtual classroom training over 2 hours in length 

offered three or more times annually. At minimum a post-test of trainee knowledge is 

required for any classroom or virtual classroom training 2 hours or less offered 3 or more 

times, and for teleconferences with a training curriculum.  

 

The Learning Gain field is checked automatically when a test is assigned to the course 

(see instructions on page 18). Note: If a test is not assigned to the course or if the training 

is scheduled prior to assigning a test to the course, the box remains unchecked. In the 

latter case, once the test is assigned to the course, it would then need to be manually 

assigned to the training via the Assign Test to Training menu option (see instructions on 

page 21). 

 

Learning Gain Alt.  

 

For certain activities, some of the evaluation requirements may not be applicable. 

Alternative evaluation proposals from contractors will be considered. However, the 

Learning Gain Alternative option can only be used when the request is made in writing 

and approved by BT in writing. The alternative evaluation is administered outside of the 

STARS system.  

 

LG Not Done 

 

The LG Not Done option may be used when the Evaluation Level II: Learning Gain is 

not conducted for whatever reason, but was required, as indicated by the check mark next 

to Learning Gain. Checking the LG Not Done box will remove the training from the non-

compliance list. In this situation, a reason for not conducting the evaluation should be 

entered in the LG Notes field in the Manage Trainings screen. Note: The LG Notes field 

may also be used whenever another situation occurs that has an impact on your 

evaluation submittal; e.g. ï difficulty retrieving answer sheets from participants; or other 

unusual factors that might have a negative impact on the test results. 

 

Transfer 

 

The transfer of learning (impact on job performance) check box is available for selection. 

However, it is not currently being measured in STARS. 
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Creating a Test 

 

The Create Test menu option allows you to add test names, questions, and answers.  

 

The Create Test menu option is located in the 

lower right portion of the STARS Provider Main 

Menu in the Evaluation section. 

 

 

  

 

 

 

To begin the process of creating a test: 

 

Click the Create Test option in the Main Menu. The Manage Test screen appears similar 

to the following: 
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Adding a Test 

 

The Add Test option allows you to add the test name to a project. 

 

 

The Add Test option is located in the upper right 

portion of the Manage Test screen that appears when 

the Create Test menu option is selected. 

 

 

 

 

 

 

 

 

To add a new test from the Manage Test screen that appears when the Create Test option 

is selected from the Main Menu: 

 

1. Click the Add Test button. The Add Test screen appears: 

 

 
 

2. Select the project to which the test is assigned by using the corresponding drop-

down. 

 

3. Type the name of the test in the Test Name field. 

 

4. Click the Save button. 

 

5. Click the Done button to return to the Main Menu. 
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Editing a Test 

 

The Edit Test option allows you to edit the project and/or test name.  

 

 

The Edit Test option is located in the upper right 

portion of the Manage Test screen that appears when 

the Create Test menu option is selected. 

 

 

 

 

 

 

 

To edit a test from the Manage Test screen that appears when the Create Test option is 

selected from the Main Menu: 

 

1. Select the test you want to edit by clicking the leftmost column in the row which 

contains the test code, test name and project.  

 

2. Click the Edit Test button. The Edit Test screen appears: 

 

 
 

3. Review the information for accuracy and make corrections as needed.  

 

4. Click the Save button. 

 

5. Click the Done button to return to the Main Menu. 
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Deleting a Test 

 

The Delete Test option allows you to delete a test that has not been administered.  

 

Note: You cannot delete a test that has already been administered. 

 

 

 

The Delete Test option is located in the upper right 

portion of the Manage Test screen that appears when 

the Create Test menu option is selected. 

 

 

 

 

 

 

To delete a test from the Manage Test screen that appears when the Create Test option is 

selected from the Main Menu: 

 

1. Select the test you want to delete by clicking the leftmost column in the row 

which contains the test code, test name, and project.  

 

2. Click the Delete Test button. The Delete Test screen appears: 

 

 
 

3. Click Yes to delete the test and its questions. A message appears which indicates 

the test was deleted: 

 

 
 

4. Click the OK  button. 

 

5. Click the Done button to return to the Main Menu. 
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Copying Questions from Other Tests 

 

The Copy Questions from other Tests option allows you to add questions to a new test 

by copying questions from existing tests.  

 

 
 

The Copy Questions from other Tests option is located in the lower portion of 

the Manage Test screen that appears when the Create Test menu option is 

selected. 

 

To copy questions from existing tests to a new test from the Manage Test screen that 

appears when the Create Test option is selected from the Main Menu: 

 

1. Find the new test you want to copy questions to by scrolling and then select it by 

clicking the leftmost column in the row which contains the test code and test 

name.  

 

2. Click the Copy Questions from other Tests button. As a reminder, this button is 

only visible when you select a new test with no questions. The Copy Questions 

screen appears: 
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3. Select the test you want to copy questions from by using the corresponding drop-

down.  

 

4. Select the question you want to copy by clicking the leftmost column in the row 

which contains the question. 

 

5. Click the right arrow button in the middle of the screen to copy the question. You 

will see the question appear in the grid on the right side of the screen.  

 

6. Repeat steps 3-5 until all questions are copied.  

 

7. Click the Save button. You will return to the Manage Test screen. 
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Adding Test Questions 

 

The Add Question option allows you to add questions to a test.  

 

Note: Questions should be added in the order for which they should appear in the test 

booklet. This is very important since the question number cannot be changed once the 

test has been administered. However, if the questions were entered in the wrong order for 

a test that has not yet been administered, the Re-order Questions option can be used to 

re-order the questions. 

 

 
 

The Add Question option is located in the lower portion of the Manage Test 

screen that appears when the Create Test menu option is selected. 

 

To add a new question to a test from the Manage Test screen that appears when the 

Create Test option is selected from the Main Menu: 

 

1. Select the test for which you want to add a question by clicking the leftmost 

column in the row which contains the test code, test name, and project.  

 

2. Click the Add Question button. The Add New Question screen appears with the 

Question Number field auto populated: 
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3. Type the question in the Question field. 

 

4. Specify the number of answers. Five answers are selected by default, but this 

number may be adjusted in one of the following ways: 

 

 To increase the number of answers, click the small up arrow in the No. 

Answers field. Note: The maximum number of answers is six. 

 To decrease the number of answers, click the small down arrow in the No. 

Answers field. Note: The minimum number of answers is two. 

 

5. Type the answers in the answer fields. 

 

6. Select the correct answer by clicking the Answer Key radio button in the row 

which contains the correct answer. 

 

7. Click the Save button.  

 

8. Click the Done button to return to the Main Menu. 
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Editing Test Questions 

 

The Edit Question option allows you to edit questions for a test that has not been 

administered.  

 

Note: You cannot edit questions for a test that has already been administered. 

 

 
 

The Edit Question option is located in the lower portion of the Manage Test 

screen that appears when the Create Test menu option is selected. 

 

To edit a test question from the Manage Test screen that appears when the Create Test 

option is selected from the Main Menu: 

 

1. Select the test for which you want to edit a question by clicking the leftmost 

column in the row which contains the test code, test name, and project.  

 

2. Select the test question you want to edit by clicking the leftmost column in the 

row which contains the question no. and question. 

 

3. Click the Edit Question button. The Edit Question screen appears similar to the 

following: 
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4. Review the test question and answer information for accuracy and make 

corrections as needed: 

 

 To correct the test question, type corrections in the Question field. 

 

 To increase the number of answers, click the small up arrow in the No. 

Answers field. Note: The maximum number of answers is six. 

 

 To decrease the number of answers, click the small down arrow in the No. 

Answers field. Note: The minimum number of answers is two. 

 

 To correct answers, type corrections in the answer fields. 

 

 To correct the answer key, click the Answer Key radio button in the row 

which contains the correct answer. 

 

5. Click the Update button.  

 

6. Click the Done button to return to the Main Menu. 
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Deleting Test Questions 

 

The Delete Question menu option allows you to delete questions for a test that has not 

been administered.  

 

Note: You cannot delete questions for a test that has already been administered. 

 

 
 

The Delete Question option is located in the lower portion of the Manage Test 

screen that appears when the Create Test menu option is selected. 

 

To delete a test question from the Manage Test screen that appears when the Create Test 

option is selected from the Main Menu: 

 

1. Select the test for which you want to delete a question by clicking the leftmost 

column in the row which contains the test code, test name, and project.  

 

2. Select the test question you want to delete by clicking the leftmost column in the 

row which contains the question no. and question. 

 

3. Click the Delete Question button. The Delete screen appears similar to the 

following: 

 

 
 

4. Click the Yes button to confirm that you want to delete the question. 

 

5. Click the Done button to return to the Main Menu. 
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Re-order  Test Questions 

 

The Re-order Questions menu option allows you to re-order questions for a test that has 

not been administered.  

 

Note: You cannot re-order questions for a test that has already been administered. 

 

 
 

The Re-order Questions option is located in the lower portion of the Manage 

Test screen that appears when the Create Test menu option is selected. 

 

To re-order test questions from the Manage Test screen that appears when the Create 

Test option is selected from the Main Menu: 

 

1. Select the test for which you want to re-order questions by clicking the leftmost 

column in the row which contains the test code, test name, and project.  

 

2. Click the Re-order Questions button. 

 

3. Select the question you want to re-order by clicking the leftmost column in the 

row which contains the question no. and question. 

 

4. Use the small up/down arrow controls to adjust the question number. 

 

 To increase the question number, click the small up arrow. 

 To decrease the question number, click the small down arrow. 

 

5. Repeat the last steps until the remaining questions are re-ordered. 

 

6. Click the Save button to return to the Manage Test screen. 

 

7. Click the Done button to return to the Main Menu. 
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Assigning a Test to a Course 
 

The Assign Test To Course menu option allows you to assign a test to a course. Any 

training created for the course will use the same test. Normally, this is a one-time step. If 

you need to change a test for a course in the middle of a contract year, then you need to 

use the Assign Test to Training option (see page 22). 

 

 

 

The Assign Test To Course menu option is 

located in the lower right portion of the STARS 

Provider Main Menu in the Evaluation section. 

 

 

 

 

To assign a test to a course: 

 

1. Click the Assign Test To Course option in the Main Menu. The Assign Test to 

Courses screen appears similar to the following: 

 

 
 

2. Using the corresponding drop-downs, select the Contract Year and Project of 

the course for which you want to assign a test. 

 

3. Click the Apply  button. 
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4. Using the Assign Pretest/Assign Posttest drop-downs, select the test in the row 

which contains the course name to which the test should be assigned. Note: The 

drop-downs will only show tests for the selected project. 

 

5. Require Trainee ID is selected by default in the right-most column. If the test 

should not be tied to the trainee, select Do Not Require ID from the Require 

Trainee ID drop-down. To have a random ID generated for a pre and post test, 

select Require Random ID from the Require Trainee ID drop-down. Providers 

should get prior State approval before using this option. 

 

 
 

Note: When a test is assigned to a course, any training created for the course will use the 

same test. The Learning Gain option will auto select in the ñSchedule Training 

Deliveryéò screen that is accessed via the Manage Trainings section. Assigning a test to 

a course also enables you to print the answer form and test booklet. 

    

 To view the test questions, click the View Test Questions button, which is 

located in the lower right portion of the Assign Test to Courses screen. The 

Training Evaluation Test Booklet report preview appears similar to the following: 
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6. Use the navigational arrows in the report toolbar to navigate the pages of the 

report. When you are finished viewing the report, click the X in the upper right 

corner. This returns you to the Assign Test to Courses screen. 

 

7. Click the Done button to return to the Main Menu. 
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Assigning a Test to a Training  
 

The Assign Test To Training menu option allows you to assign a test to a specific 

training. This is not a required step. This option provides flexibility in case Assign a Test 

to Course does not meet a providerôs test scheduling needs. For example, a provider may 

need to change tests in the middle of the contract year. Or you may wish to have separate 

tests under the umbrella of a single course. 

 

 

The Assign Test To Training  menu option is 

located in the lower right portion of the STARS 

Provider Main Menu in the Evaluation section. 

 

 

 

 

 

To assign a test to training: 

 

1. Click the Assign Test To Training  option in the Main Menu. The Assign Test to 

Trainings screen appears similar to the following: 
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2. Using the corresponding drop-downs, select the Contract Year, Project, and 

date range of the trainings for which you want to assign a test. 

 

3. Click the Apply  button. 

 

4. Using the Assign Pretest/Assign Posttest drop-downs, select the test in the row 

which contains the training name to which the test should be assigned. Note: The 

drop-downs will only show tests for the selected project. 

 

5. Require Trainee ID is selected by default in the right-most column. If the test 

should not be tied to the trainee, select Do Not Require ID from the Require 

Trainee ID drop-down. To have a random ID generated for a pre and post test, 

select Require Random ID from the Require Trainee ID drop-down. Providers 

should get prior State approval before using this option. 

  

 
 

Note: The Learning Gain option will auto select in the ñSchedule Training Deliveryéò 

screen that is accessed via the Manage Trainings section. Assigning a test to a training 

also enables you to print the answer form and test booklet. 

    

 To view the test questions, click the View Test Questions button, which is 

located in the lower right portion of the Assign Test to Courses screen. The 

Training Evaluation Test Booklet report preview appears similar to the following: 
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6. Use the navigational arrows in the report toolbar to navigate the pages of the 

report. When you are finished viewing the report, click the X in the upper right 

corner. This returns you to the Assign Test to Courses screen. 

 

7. Click the Done button to return to the Main Menu. 
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Evaluation Level II: Learning  Gain Reports 
 

The Evaluation menu option contains the Evaluation Level II: Learning Gain reports. 

 

 

 

The Evaluation menu option is located on the 

right side of the STARS Provider Main Menu in 

the Reports section. 

 

 

 

 

 

 

To access the Evaluation Level II: Learning Gain reports: 

 

Click the Evaluation option in the Main Menu. The Evaluation Reports screen appears. 

The Evaluation Level II: Learning Gain reports are displayed in the right column: 
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Test Questions & Answer Key Report 

 

The Test Questions & Answer Key report generates the evaluation test booklet and 

answer key for a selected test. 

 

 
 

The Test Questions & Answer Key report option is located in the right column 

of the Evaluation Reports screen that appears when the Evaluation menu 

option is selected. 

 

To run the Test Questions & Answer Key report from the Evaluation Reports screen 

that appears when the Evaluation option is selected from the Main Menu: 

 

1. Click the Test Questions & Answer Key radio button. The report design screen 

appears: 

 

 



CENTER FOR DEVELOPMENT OF HUMAN SERVICES 
Electronic Processing of Evaluation Level II: Learning Gain 

27 

 

STARS Technical Support 1-800-413-3210 

 

2. Select the project to which the test is assigned by using the corresponding drop-

down. 

 

3. Select the Test Code/Test Name for which you want to view the answer key. 

 

4. Click the View Report button located in the lower right portion of the screen. The 

report preview screen appears similar to the following: 

 

 
 

 The navigational arrow buttons in the report toolbar can be used to navigate the 

report pages. The leftmost arrow takes you to the first page. The rightmost arrow 

takes you to the last page. The inside arrows take you to the previous and next 

pages. 

 

 Use the Zoom drop-down to change the magnification of the report for viewing. 

 

To print the report:  

 

a. Click the Print  button in the report toolbar. A Print dialog box appears 

similar to the following:  
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b. If necessary, specify the printer, page range, and number of copies. Then 

click the OK button to send the report to your printer. 

 

To export the report:   

 

a. Click the Export button (leftmost button) in the report toolbar). The 

Export Report dialog box appears similar to the following:  
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b. Using the Save In drop-down, browse to the location for which you want 

to save the export file. Note: You should not save export files to the default 

folder - STARS Provider. 

 

c. Type the file name into the File name field. 

 

d. Select the file format, for example, Adobe Acrobat (*.pdf) by using the 

Save as type drop-down.  

 

e. Click the Save button. The Export Report screen appears confirming the 

export completed. 

 

 
 

f. Click the OK  button. 

 

5. Close the report preview screen by clicking the X in the upper right corner. This 

returns you to the Evaluation Reports screen. 

 

6. Click the Done button to return to the Main Menu. 
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Non-Compliance Report 

 

Test answer sheets need to be emailed for processing within ten business days after the 

training end date, or for multi part training, within ten business days after the training end 

date of the last part. The Non-Compliance report lists trainings with overdue test answer 

sheets. 

 

 
 

The Non-Compliance report option is located in the right column of the 

Evaluation Reports screen that appears when the Evaluation menu option is 

selected. 

 

To run the Non-Compliance report from the Evaluation Reports screen that appears 

when the Evaluation option is selected from the Main Menu: 

 

1. Click the Non-Compliance radio button. The report design screen appears: 
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2. Click the View Report button located in the lower right portion of the screen. The 

report preview screen appears similar to the following: 

 

 
 

 The navigational arrow buttons in the report toolbar can be used to navigate 

the report pages. The leftmost arrow takes you to the first page. The rightmost 

arrow takes you to the last page. The inside arrows take you to the previous 

and next pages. 

 

 Use the Zoom drop-down to change the magnification of the report for 

viewing. 

 




























































































