Incident Reporting

Secure Site

All M-STEP, MI-Access, WIDA and Early Literacy and Mathematics (K-2) incident reports will be submitted directly on the
Secure Site using the Incidents Report page.

A few examples of situations requiring an incident report, are:

e Requesting a new test (online or paper/pencil)

e Reporting a student who is resuming testing (paper/pencil only)
e Reporting test irregularities and misadministrations

e Marking a test “DO Not Score” (paper/pencil only)

e Marking a test “Prohibitive Behavior”

e Marking a test “Nonstardard Accommodation”

Users with the following roles in the Secure Site; District and School Administrator, School and District Modify,
Nonpublic School Administrator and Nonpublic School Modify, can create new incident reports for their district or school
based on their Secure Site access. “View only” users can view incident reports submitted for their district or school
based on their access in the Secure Site.

1. Login to the Secure Site at https://baa.state.mi.us/BAASecure/Login.aspx?ReturnUrl=%2fBAASecure
with your MEIS login and password.

2. From the Student Assessments menu at the top, select Incident Reports.

3. If creating a new incident report, you must first do a search in order to bring up the Create Incident
Report button at the bottom right.

4. Select the test cycle that the incident occurred in from the Test Cycle drop down menu.

a. Only the M-STEP, MI-Access, WIDA and Early Literacy and Mathematics (K-2) incidents will be
reported on this screen. Follow the process in the manuals for SAT, PSAT and WorkKeys.

b. At this point you can click the Search button at the bottom right and it will bring up all incident
reports that have been submitted for the school and/or district you have access to, depending
on your level of access. This includes if you have access to multiple districts. This will also bring
up the Create Incident Report button at the bottom right to submit a new incident report.

5. If you wish to refine your search, select the ISD, District, and School from the drop downs.

6. If you are searching for an incident that has already been reported, you can type in the student’s name
in the Student Last Name, Student First Name and/or Student UIC field. When searching it is always
best to do a partial name or just do a search by UIC to bring back better results. This is not required if
you want to bring up a list of incidents that have been reported or the Create Incident Report button.
This is just an extra search function if you have a particular incident regarding a student you are
searching for.

7. After completing the appropriate Search Criteria fields, click the Search button at the bottom right.

8. If there have been incidents already reported, they will display under the Search Results.

a. Toview a report that has already been submitted, click on the View Report link under the first
column to the left.
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e The submitted incident report can only be updated if the status is “Additional
Information Requested” and it can only be updated by the user that submitted the
Incident Report.

e The report can be viewed by any user with add/modify or view access to the school.

9. To create a new incident report, click the Create Incident Report button at the bottom right.

10. On the Incident Report Details screen, the Requestor name, Requestor Phone, Requestor Email will
automatically fill in based on your MEIS login information. If this information is NOT correct, it can be

updated at https://cepi.state.mi.us/MEIS/Login.aspx by logging in with your MEIS login and password
and updating your profile.

11. It is optional to enter an email address in the CC Email field. The email entered will receive a notice of
the incident that has been created and notifications when the status of the incident report has
changed.

12. Select the ISD, District and School where the incident occurred. Depending on your access, these may
already be populated for you.

a. Once these are selected, the Contact Title, Contact Name, contact Phone and contact Email
address will automatically fill in. This information comes from the Educational Entity master
(EEM) at www.michigan.gov/eem. The contact name is:

e The district M-STEP or MI-Access Coordinator (depending on the Test Cycle selected)
listed in the EEM.

e If there is no M-STEP or MI-Access Coordinator listed in the EEM, then it will be the
District Assessment Coordinator.

e If there is no District Assessment coordinator, then it will be the District Lead Admin in
the EEM, usually but not always, the superintendent.

e If coordinator information needs to be entered or changed in the EEM, contact your
district authorized EEM user and ask them to update it. This is usually, but not always,
the district pupil accounting person.

13. Select the grade from the Grade drop down of the student(s) affected by the incident. If there was
more than one grade affected, a separate incident report for each grade will be required.

14. Select the content area affected by the incident from the Content Area drop down. If there was more
than one content area affected, a separate incident report for each content area will be required.

15. Select the testing mode of the content area affected by the incident, whether it is a Paper/Pencil test
or an Online test. The Incident Category drop down will display choices based on the selection of
paper/pencil or online.

16. Select the most appropriate description from the Incident Category drop down. There is an Other
option, please use it sparingly when there is no other description available. See the chart below for
options.

17. Select the most appropriate description from the Incident Subcategory from the dropdown. There is an
Other option, please use it sparingly when there is no other description available. See the chart below
for options.

18. Enter or use the calendar next to the Date and Appropriate Time Incident Occurred box. The date
needs to be mm/dd/yyyy and time needs to be hh:mm AM/PM.

19. Under the Request Action section, you must select one of the options. The options will be different
based on the selection of the Testing Mode.

20. In the Students involved or Impacted section, Were specific Students involved in or impacted by the
incident? Select Yes or No. If a student’s test was impacted by the incident, whether a new test is
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needed or not, then you need to select Yes. You may be unable to select No based on the Incident
Category and Incident Subcategory selected.
a. If Yesis selected, click on the Select Students button.
b. A list of students pre-identified to test will display. Select the student(s) from the list by placing
a check in the check box in the first column to the left of the student name. You can select more
than one.
c. Use the filters at the top of each column to quickly find the students. For example, in the
student name, type in the last name or partial last name and click the filter icon and select
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d. Once all students have been selected, click on the Add Students to Incident button at the
bottom right of the “Select Students Involved in the Incident” box.

e. The students selected will now display in the Students Involved section of the Incident Report.

21.In the Incident Description text box, provide the details of the incident that is being reported. Make
sure to include, if applicable:

a. List of staff involved by and name and their role in the assessment

b. Description of the indent

c. Whether security of any test item or secure material was potentially compromised

22. Documents can be attached to further explain or support the incident being reported by clicking on the
Select button at the bottom left of the screen. The document must be a .doc, .docx, .xls, .xlsx, .csv, .txt,
.pdf. Submitting additional documents is optional.

23. 0Once you have reviewed and completed the incident report, you can click one of two buttons:

a. The Save button at the bottom right to save the report but not submit to the state.
IMPORTANT: By clicking the Save button, this will allow you to come back to the incident report
and add additional information or make changes before it is reviewed by the state. This will not
submit it to the state.
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b. The Save and Submit button at the bottom right to submit the incident to the state. Once
submitted, the incident report can no longer be updated unless the reviewer changes the status
to Additional Info Requested.

24. Once the Incident Report is submitted to the state, the person submitting the incident, the contact
person listed on the screen and the cc email address (if entered), will receive emails that the incident
has been submitted. These same individuals will receive an email when the status of the incident
changes.

a. If additional information is required by the reviewer, the status will be changed to Additional
Info Needed and an email will be sent to the Requestor, Contact and CC email (if entered).

b. The requestor and only the requestor can add additional information in the Additional
Information Comment text box, attach documents or selecting additional students from the
Select Students Involved in Incident box. No other fields can be changed or updated. Don’t
forget to click the Submit button at the bottom right to submit the additional information.

25. The Incident Report can be printed by using the Print button at the bottom right of the screen.

. Save and Submit

26. To go back and review an incident, or access one that was created but not submitted, use instructions 1 — 8
above.
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Incident Category: Test Not Completed

information on
test completion
and needed
accommodations
or designated
supports.

. . IR
Incident . Response for Response for Paper/Pencil .
Sub-Category ST Online Testers Testers Rg;'tl;:::{
If 5 or fewer questions have Online:
Student been answered, contact the !DFeqwred
Test Submitted | accidentally ends/ | Call Center at 1-877-560- Lh?no;eitem
prior to submits test 8378 Option 2. N/A responses
completion without answering | 1f more than 5 questions have Paper/
all questions. been answered, an Incident Pencil:
Report is required. N/A
Collect test materials and flag
Pause and Exit test (do not last question answered Online:
Student becomes End test) ingi Optional
Student ill and goes home . . Resume testing in a make-up | “P
b . N Resume testing with the session Paper/
ecame ill before finishing a - . . L
test original test ticket in a make- | students are not allowed to Pencil:
' up session. return to previously answered | Required
questions
. Collect test materials and flag
Student was f(:rl:wdo?/r:etdlirom Pause and Exit test last question answered Online:
removed (do not End test) Resume testing in a make-up | Optional
class by parent . . .
from school ; Resume testing with the session Paper/
by parent/ or guardian original test ticket in a make- Pencil:
Y di during the test . Students are not allowed to R - d
guardian administration. up session. return to previously answered equire
questions
Student transfers
or moves from
school with
an incomplete
content area test.
Note: Be prepared Online:
Student Moved to accept a Mark the Answer Document N/A
from School phone c,aII from N/A Do Not Score and return in Paper/
student’s receiving the Special Handling Envelope | Pencil:
school requesting Required




Incident Category: Test Not Completed

no exceptions.

e Exceptions for individual
students will be considered
on a case-by-case basis.
The required Incident
Report must demonstrate
student was provided ample
time to complete the test.

. . IR
Incident . Response for Response for Paper/Pencil .
Sub-Category ST Online Testers Testers Rg;'tl;:::{
Student transfers
or moves from
school with
an incomplete
content area test.
Note: Be prepared Online:
Do Not Score to accept phone Submit incident report with Required
Requested call from receiving | request for test to be marked | N/A Paper/
school requesting Do Not Score. Pencil:
information N/A
on test
completion and
accommodations
or designated
supports.
With proper planning and
scheduling, this should be
avoided:
e Schedule all testing early in
the day to allow students to
complete required testing.
Student does not Schedule must allow for
complete testing St(?judqsnts IWthO require Online:
by the end of the . addrtional time. No Incident
Student does schqol day. Note: E?]Léstee:,gd Exit test (do not e Consider the multiple Report
?:;tct;)mepriztgf Ef)sr;mlgetrgsg be Resume testing with the day testing designated necessary
q Y P Y original test ticket in a make- support - this is allowable Paper/
ay the end of the up session as intentional scheduling aper,
grade level testing ' for some students who use | Pencil:
window. There are additional supports. Required




Incident Category: Test Accommodation/Designated Support Issue

. . IR
Incident . Response for Response for Paper/Pencil .
Scenario . Required/
Sub-Category Online Testers Testers Optional
Test misadministration.
Submit an Incident Report.
Test misadministration. Emergency test with
Designated Student .is Submit an ?ncident Report. appropriate designated _ Online:
Support/ not proylded Nevy test with appropriate support or agc_ommoda’qon Required
Required app'roprlate designated sypport or mayibe gdmlnlstered with
Accommodation designated accom_modatloq may t?g _ notification to anq approval of Pape_r/
not provided support or administered with notification | parents or guardians. PenC|_I:
accommodations. | to and approval of parents or Original d t Required
X ginal answer documen
guardians. must be marked Do Not Score
and returned in the orange
Special Handling Envelope.
Mark the student’s test as
Nonstandard Accommodation
on the Test Codes screen in
eDIRECT. The student’s test is ,
invalidated. Mark the student’s test as
Nonstandard Accommodation
Inform parents or guardians. on the answer document
Nonstandard Submit an Incident Report and return with scorab!e
ACCOmmOdatiOn - Working W|th the OSA, in materlals The student s test )
Nonstandard provided. See some cases students may Is invalidated. Online:
Designated the Nonstandard be able to retest with the Inform the parent or Required
Support/ Accommodations appropriate accommodation guardian. )
Accommodation | section on page - if the student’s parents and | Perform an internal Pape_r/.
provided _ of the Test school agree it is in the best | investigation as needed Pencil:
Administration interest of the student. and keep the resulting Required
Manual Perform an internal documentation on file as _
’ . tigation as needed Nonstandard Accomn'_lodatlons
and keep the resulting may be appealed during the
documentation on file as Aljs;ver Document Verification
Nonstandard Accommodations window.
may be appealed during the
Answer Document Verification
window.
. Mark the answer document
Student is Inform parents or gua.rdlans. with “D.o Not Score” and .
administered the Students must pe assigned to retum in the orange Special Online:
incorrect test the correct test in the Secure | Handling Envelope. Required
Wrong test (for example Site and the appropriate test Student must be given the
administered an M-STEP test must be given. correct test - material orders | Paper/
instead of a MI- Submit an Incident Report should be ordered on the Pencil:
Access test). - the test will be marked Do Secy_re Site using the normal | Required
Not Score. additional material order
process.
Stop the test as soon as the Online:
Student is issued | error is identified. Required
Wrong test wrong test ticket .
ticket used and begins the E?):SEengnt?]eE)t(lets:)he test (do N/A Paper/
test. Pencil:
Submit an Incident Report. N/A




Incident Category: Test Accommodation/Designated Support Issue

. . IR
Incident . Response for Response for Paper/Pencil .
Sub-Category SEn Online Testers Testers Rg;'tl;:::{
If it is identified on the day of
If it is identified within the the administration or within
testing window for the grade, thi_make—zp W”C'I‘dowdfo'_' the Online:
Part missed Student is not administer the test. iﬁe]fecsttan grade, administer | Required
or not administered one | If it is past the testing If it is not identified on the | Paper/
administered part of a test. window for the grade, submit | test day or within the make- Pencil:
an Incident Repo.rt'. The test up window for the subject Required
may not be administered. and grade, submit an Incident
Report.
If the wrong answer
document is the correct
grade and test, but has the
wrong barcode label, then .
Online:
a new correct barcode label N/A
should be printed and affixed. Paper/
An Incident Report is not Pe! .
Student uses required Pencil:
Wrong answer wrong answer 9 ’ . Required
N/A If the answer document is the
document used | document when wrong grade and/or content (except
testing. 99 ! when
then mark the wrong answer replacin
document(s) used with Do b P 9
. arcode
Not Score and return in the
. . labels)
orange Special Handling
Envelope.
Submit an Incident Report.
Test is
administered
outside of
sc_heduled testing Test misadministration. .
window, or a . Online:
Test not aper/pencil test Mark student’s answer N/A
administered IF; gdmipnistered in | N/A document “Do Not Score” and Paper/
on scheduled a dav that is not return in the orange Special PeEciI'
day/time assi yned for the Handling Envelope. Re uir.ed
g Submit an Incident Report. q
content/part or
not administered
during scheduled
make-up dates.
Online:
S’\ti:aetzlministration Required
Other . Varies Varies Paper/
not previously Pencil:
listed. Required
Building
emergency occurs - Online:
during the test Address the building ':gqirfssnihe_bsggﬁg test Required
Building and requires emergency - pause tests as mate?ials gs appropriate/ Paper/
Emergency student(s) to appropriate/possible. ossible pprop Pencil:
leave the room Submit an Incident Report. P ) Required

or otherwise
interrupts testing.

Submit an Incident Report.




Incident Category: Test Accommodation/Designated Support Issue

. . IR
Incident . Response for Response for Paper/Pencil .
_ Scenario - Required/
Sub-Category Online Testers Testers Optional
Mark the student’s test .
as Prohibited Behavior on | GAIL RN S
the Test Codes Screen in on the answer document. The
eDIRECT. The student’s test is . L )
) ) student’s test is invalidated. .
invalidated. Inform parents or guardians Online:
Taking photos of Inform parents or guardians. Performpinternal in?/esti atio.n Required
Electronics/ test items, use Perform internal investigation as needed and kee resgultin Paper/
Social Media of social media as needed and keep resulting documentation on Ele as 9 | Pencil:
during testing. documentation on file as i . Required
Prohibited Behaviors may Prohibited Behaviors may
be appealed during the R(ramsav\l/jgfaDlgcc:lu?#é:]chtehr?fication
Answer Document Verification .
window. wmdo_w. .
Submit an Incident Report. Submit an Incident Report.
Students engaged in .
disruptive or egregious g_tuden_ts engaged n
. isruptive or egregious
behavior must be removed .
from the testing room. behavior mus_t be removed
. . Where feasible, students from the te:stmg room.
Disruptive should be redirected and Where feasible, students
behaviors : - should be redirected and
. - allowed to continue testing. : -
impacting Students engaged in allowed to continue testing.
testing session/ rohibited bghgvior need Students engaged in
completion, got be removed from the prohibited behavior need
cheating, use . not be removed from the .
testing room unless they are . Online:
of calculator affecting other students testing room unless they are Required
(mathematics) 9 , ) affecting other students. q
Mark the student’s test Paper/
Other or dictionary/ as Prohibited Behavior on Mark the student’s test as Pegcil'
thesaurus (ELA) the Test Codes Screen in Student Prohibited Behavior Re uir.ed
during non- , .| on the answer document. The q
: . eDIRECT. The student’s test is . L .
permitted section invalidated student’s test is invalidated.
of the test. Inform arénts or quardians Inform parents or guardians.
NOTE: The use Performpinternal in?/esti atio;‘l Perform internal investigation
of non-permitted as needed and kee resgultin as needed and keep resulting
tools results in documentation on 1Ei’le as 9 | documentation on file as
test invalidation. Prohibited Behaviors may Prohibited Behaviors may
be appealed during the be appealed during the
L Answer Document Verification
Answer Document Verification -
window. wmdo_w. .
Submit an Incident Report. Submit an Incident Report.
Student(s) Contact local tech support. Online:
has repeated Tech support can contact Re uiréd
Repeated disconnections DRC Customer Support if N/A Paqer/
disconnections during testing they need additional help to PeEciI'
session. resolve the matter. N/A )
Submit an Incident Report.
. Contact local tech support. S
Eggrrz CLZiZ?Om Tech support can contact gg“gﬁéd
disconﬁections DRC Customer Support if Paqer/
during testin they need additional help to Pegcil'
9 9 resolve the matter. )
session. N/A

Submit an Incident Report.




Incident Category: Test Accommodation/Designated Support Issue

. . IR
Incident . Response for Response for Paper/Pencil .
_ Scenario - Required/
Sub-Category Online Testers Testers Optional
Contact local tech support. Online:
INSIGHT INSIGHT stops Tech support can contact Re uiréd
freezing, working and the DRC Customer Support if N/A Paqer/
crashing, or not | student(s) cannot | they need additional help to Pegcil'
advancing continue testing. resolve the matter. N/A )
Submit an Incident Report.
Contact local tech support. .
Online:
. Tech support can contact .
TSM Connection . Optional
DRC Customer Support if
TSM error Error — Could Not L N/A Paper/
! they need additional help to S
Register TSM Pencil:
resolve the matter. N/A
Submit an Incident Report.
An item on
the test is not Instruct the student to
functioning as answer as best they are able. Online:
Item expected. For Submit an Incident Report Required
functionalit example, the with the test and question N/A Paper/
Y student believes number, and computer used Pencil:
the correct for testing (Windows PC, Mac, N/A
answer cannot be | iPad, Chromebook).
selected.
If the problem is with just one S
Online:
computer, please move the Required
student to another computer qu
) IFitis
Power outage and resume testing. If the necessary
Internet ! problem will be resolved in to move to
connection sufficient time to complete emergenc
Hardware . testing (restore power or gency
- interrupted ; : N/A paper
failure through local internet connection), please forms:
errorgstolen continue testing another otherv’vise
com ’uters time or day. If online testing optional
P ) becomes impossible, please Pg er/
file an incident report and Pegcil'
request emergency paper '
- N/A
testing forms.
Use this category Online:
if your technical Please contact your local IT .
| £ i furth Optional
Other problem does not _sta , Or, urther support N/A Paper/
conform to the is required, contact DRC S
- ) Pencil:
listed technical Customer Support. N/A
issues.
Student must transcribe all
responses exactly as recorded
Students write in from the original answer
the wrong section document to a fresh answer
of an assessment; document in a one-on-one .
Answer . Online:
wrong answer proctored section.
document . ) ) N/A
L document used; Print and affix a bar code
transcription . - N/A Paper/
. a writing utensil label to the new answer .
required/ . Pencil:
other than a document and return with the .
suggested Required

number 2 pencil
is used on an
answer document.

scorable materials

Original answer document
must be marked Do Not Score
and returned in the orange
Special Handling Envelope.




Incident Category: Test Accommodation/Designated Support Issue

. . IR
Incident . Response for Response for Paper/Pencil .
Scenario . Required/
Sub-Category Online Testers Testers Optional
Student must transcribe all
responses exactly as recorded
Answer Document from the original answer
becomes damaged document in a one-on-one
in such a way proctored session. Online:
that will impact Print and affix a bar code )
Damaged, . . N/A
defective. or scanning - ripped, N/A label to the new answer Paper/
| ! torn, etc; is document and return with the .
ost - . Pencil:
defective upon scorable materials. Optional
arrival, or is Original answer document
lost during test must be marked Do Not
administration. Score and be returned in
the Orange Special Handling
Envelope.
Use this category Online:
only if an incident Optional
Other occurs that does Varies Varies Paper/
not fit into the Pencil:
listed categories. Optional




Spring 2017 WIDA ACCESS for ELLs 2.0 and Alternate ACCESS for ELLs

Incident Reporting (IR) Guide

If any testing irregularities occur before, during, or after testing, the Building or District WIDA Coordinator must report them to the Office of
Standards & Assessment as soon as possible. This table identifies the incident categories and sub-categories that are used in the Secure Site
Incident Reporting tool and sample scenarios for each category or sub-category.

You will find detailed information on how to access and use the Secure Site Incident Reporting tool here
(http://www.michigan.gov/documents/mde/Incident Reporting 520328 7.pdf.

Incident Sub-
Category
Test Submitted prior
to completion

Student becameill

Student was removed
from school by
parent/guardian

Incident Category: Test Not Completed

Scenario

Student accidentally ends/submits test
without answering all questions.

Student becomes ill and goes home before
finishing a test.

Student is removed from class by parent or
guardian during the test administration.

Response for Online Testers

Contact the Call center at 1-877-
560-8378, Option 5.

If more than 5 questions have
been answered, an Incident
Report is Required.

Pause and Exit test (do not End
test).

Resume testing with the original
test ticket on a later date within
the testing window.

Pause and Exit test (do not End
test).

Resume testing with the original
test ticket on a later date within
the testing window.

Response for Paper/Pencil Testers

N/A

Collect test materials and flag last
question answered.

Resume testing on a later date within
the testing window.

Students are not allowed to return to
previously answered questions.
Collect test materials and flag last
question answered.

Resume testing on a later date within
the testing window.

Students are not allowed to return to
previously answered questions.

IR
Required/
Optional

Required if
more than 5
item
responses

N/A

N/A


http://www.michigan.gov/documents/mde/Incident_Reporting_520328_7.pdf
http://www.michigan.gov/documents/mde/Incident_Reporting_520328_7.pdf

Student Moved from
School

Do Not Score
Requested

Incident Sub-
Category
Designated
Support/Required
Accommodation not
provided

Nonstandard
Designated
Support/Accommoda
tion provided

Student transfers or moves from school with
an incomplete content area test.

Please refer to the WIDA AMS User Guide
for transfer directions.

Student transfers or moves from school with
an incomplete content area test.

Please refer to the WIDA AMS User Guide
for transfer directions.

Please refer to the WIDA AMS
User Guide for transfer
directions.

Please refer to the WIDA AMS
User Guide for transfer
directions.

Please refer to the WIDA AMS User
Guide for transfer directions.

Please refer to the WIDA AMS User
Guide for transfer directions.

Incident Category: Test Accommodation/Designated Support Issue

Scenario

Student is not provided appropriate
accommodations.

Nonstandard Accommodation provided. See
the WIDA Accessibility and Accommodations

Supplement for information on allowable
supports.

Response for Online Testers

Test misadministration.

New test with appropriate
accommodation may be
administered with notification
to and approval of parents or
guardians.

Mark the student’s test as Do
Not Score in WIDA AMS. The
student’s test is invalidated.

Inform the parent or guardian.
Perform an internal
investigation as needed and
keep the resulting
documentation on file as
Nonstandard Accommodations
may be appealed during the
Answer Document Verification
window.

Response for Paper/Pencil Testers

Test misadministration.

Student may re-test with appropriate
accommodation may be administered
with notification to and approval of
parents or guardians.

Original answer document must be
identified with the Do Not Score label
and returned per WIDA’s return
instructions.

Mark the student’s test with the INV
code on the answer document and
return with scorable materials. The
student’s test is invalidated.

Inform the parent or guardian

Perform an internal investigation as
needed and keep the resulting
documentation on file as Nonstandard
Accommodations may be appealed
during the Answer Document
Verification window.

N/A

N/A

IR
Required/
Optional

Required for
both Online
and
Paper/Pencil

Required for
both Online
and
Paper/Pencil
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https://www.wida.us/assessment/access%202.0/documents/AccessibilityandAccommodationsSupplement.pdf

Incident Sub-
Category
Wrong test
administered

Wrong test ticket
used

Wrong answer doc
used

Incident Category: Misadministration

Scenario

Student is administered the incorrect test
(for example, an incorrect paper/pencil Tier
was provided, the WIDA ACCESS for ELLs
was given instead of the WIDA Alternate
ACCESS for ELLs, etc.).

Student is issued wrong test ticket and
begins the test.

Student uses wrong answer document when
testing.

Response for Online Testers

Inform parents or guardians.

Students must be assigned to
the correct test in the Secure
Site and the appropriate test

must be given.

Submit an Incident Report.

Stop the test as soon as error is
identified

Pause and Exit the test (do not
End the test)

Submit an Incident Report

N/A

Response for Paper/Pencil Testers

Mark the answer document with a “Do
Not Score” label and return per WIDA’s
return instructions.

Inform parents or guardians.
Student must be given the correct test

— material orders can be placed
through WIDA AMS.

N/A

Mark the answer document(s) with a
“Do Not Score” label and return per
WIDA'’s material return instructions.

Submit an Incident Report.

IR
Required/
Optional

Required for
both Online
and
Paper/Pencil

Online:
Incident

Report
Required

Online: May
be required
if utilizing
paper
Writing
response
booklets

Paper/Penci:
Incident
Report
Required



Other

Incident Sub-
Category
Building Emergency

Incident Sub-
Category
Electronics/Social
Media

Other misadministration not previously
listed.

Varies

Varies

Incident Category: Building Emergency

Scenario

Building emergency occurs during the test
and requires student to leave the room or

otherwise interrupts testing.

Response for Online Testers

Address the building emergency.

Submit an Incident Report.

Response for Paper/Pencil Testers

Address the building emergency —
secure test materials as
appropriate/possible.

Submit an Incident Report.

Incident Category: Prohibited Behavior

Scenario

Taking photos of test items, use of social
media during testing.

Response for Online Testers

Mark the student’s test as Do
Not Score in WIDA AMS. The
student’s test is invalidated.

Inform parents or guardians.

Perform internal investigation as
needed and keep resulting
documentation on file as
Prohibited Behaviors may be

Response for Paper/Pencil Testers

Mark the student’s test as INV on the
answer document. The student’s test is
invalidated.

Inform parents or guardians.

Perform internal investigation as
needed and keep resulting
documentation on file as Prohibited
Behaviors may be appealed during the

Required for
both Online
and
Paper/Pencil

IR
Required/
Optional

Required for
both Online
and
Paper/Pencil

IR
Required/
Optional

Required for
both Online
and
Paper/Pencil



Other

Disruptive behaviors impacting testing
session/completion; cheating

NOTE: The use of non-permitted tools
results in test invalidation. The best way to
avoid this is to make these tools available
only during the permitted sections of the
test.

appealed during the Answer
Document Verification window.

Submit an Incident Report.
Disruptive students must be
removed from the testing room.

Students caught cheating must
stop testing immediately.

Mark the student’s test as Do
Not Score in WIDA AMS. The
student’s test is invalidated.

Inform parents or guardians.

Perform internal investigation as
needed and keep resulting
documentation on file as
Prohibited Behaviors may be
appealed during the Answer
Document Verification window.

Submit an Incident Report.

Answer Document Verification
window.

Submit an Incident Report.
Disruptive students must be removed

from the testing room. Required for

both Online
Students caught cheating must stop and
testing immediately. Paper/Pencil

Mark the student’s test as INV on the
answer document. The student’s test is
invalidated.

Inform parents or guardians.

Perform internal investigation as
needed and keep resulting
documentation on file as Prohibited
Behaviors may be appealed during the
Answer Document Verification
window.

Submit an Incident Report.



Incident Sub-

Category
Repeated
disconnections

INSIGHT freezing,
crashing, or not
advancing

TSM error

Item functionality

Hardware failure

Incident Category: Technical Problems with Online Testing

Scenario

Student(s) has repeated disconnections
during testing session.

INSIGHT stops working and the student(s)
cannot continue testing.

TSM Connection Error — Could Not Register
TSM.

An item on the test is not functioning as
expected. For example, the student believes
the correct answer cannot be selected.

Power outage, Internet connection
interrupted through local error, stolen
computers.

Response for Online Testers Response for Paper/Pencil Testers

Contact local tech support. N/A

Tech support can contact DRC
Customer Support if they need
additional help to resolve the
matter.

Submit an Incident Report.
Contact local tech support.
N/A
Tech support can contact DRC
Customer Support if they need
additional help to resolve the
matter.

Submit an Incident Report.
Contact local tech support. N/A

Tech support can contact DRC
Customer Support if they need
additional help to resolve the
matter.

Submit an Incident Report.
Instruct the student to answer N/A
as best they are able.

Submit an Incident Report with

the test domain, question

number, and computer used for

testing (Windows PC, Mac, iPad,

Chromebook).

If the problem is with just one N/A
computer, please move the

student to another computer

IR
Required/
Optional

Optional

Optional

Optional

Optional

Online:
Required IF



Other

Incident Sub-
Category
Answer document
transcription
required/suggested

Damaged, defective,
or lost

and resume testing. If the
problem will be resolved in
sufficient time to complete
testing (restore power or
internet connection), please
continue testing another time or
day. If online testing becomes
impossible, please file an
Incident Report.

Please contact your local IT
staff, or, if further support is
required, contact DRC Customer
Support.

Use this category if your technical problem
does not conform to the listed technical
issues.

Incident Category: Materials

Scenario Response for Online Testers

Students write in the wrong section of an
assessment; wrong answer document used;
a writing utensil other than a number 2
pencil is used on an answer document.

N/A

Answer Document becomes damaged in
such a way that will impact scanning —
ripped, torn, etc.: is defective upon arrival,
or is lost during test administration.

N/A

N/A

Response for Paper/Pencil Testers

Student must transcribe all responses
exactly as recorded from the original
answer document to a fresh answer
document in a one-on-one proctored
section.

Bubble in all required information on
the new answer document and return
with the scorable materials.

Original answer document must be
marked with a Do Not Score label and
returned per WIDA’s material return
instructions.

Please call 1-877-560-8378, Option 5
for instructions on materials handling

itis
necessary to
move to
paper
forms;
otherwise
optional

Optional

IR
Required/
Optional

Paper/Pencil:
Incident
Report
Required

Paper/Pencil:
Incident
Report
Required



Incident Category: Other

IR
Incident Sub- Scenario Response for Online Testers  Response for Paper/Pencil Testers Required/
Category Optional
Other Use this category only if an incident occurs Varies Varies Optional
that does not fit into the listed categories.
Incident Category: Student not administered W-APT before testing
IR
Incident Sub- Scenario Response for Online Testers Response for Paper/Pencil Testers Required/
Category Optional
Student not Federal and state requirements The student should be administered the The student should be administered the Incident
administered W-APT dictate that students must be W-APT. Then a determination for eligibility = W-APT. Then a determination for Report
before testing screened first to determine should be made using MI’s Entrance & Exit = eligibility should be made using Ml’s Required

eligibility for English Learner (EL)

services. The summative WIDA

assessment is an assessment ONLY
for those students who have been

identified as EL.

Protocol. W-APT scores must be entered
into the Secure Site regardless of whether
or not the student will be identified as EL
or not. If the student is found to be
eligible for services, the student must be
identified as receiving EL services in MSDS
by early May with an 'as of date' on or
before March 24, 2017 for the summative
WIDA ACCESS for ELLs 2.0 test scores to be
valid. If the student is NOT found to be
eligible, no additional action is required on
the part of the district however districts
should ensure that these students are
NOT identified in MSDS as receiving EL
services.

Entrance & Exit Protocol. W-APT scores
must be entered into the Secure Site
regardless of whether or not the
student will be identified as EL or not. If
the student is found to be eligible for
services, the student must be identified
as receiving EL services in MSDS by early
May with an 'as of date' on or before
March 24, 2017 for the summative
WIDA ACCESS for ELLs 2.0 test scores to
be valid. If the student is NOT found to
be eligible, no additional action is
required on the part of the district
however districts should ensure that
these students are NOT identified in
MSDS as receiving EL services.



Incident Sub-
Category
Mixed testing modes

Incident Category: Mixed Testing modes

Scenario

Student completes one or more domains but
district attempts to complete testing on
paper/pencil or online inappropriately
(example: Listening and Reading completed
online, but paper/pencil Speaking and
Writing given)

Response for Online Testers Response for Paper/Pencil Testers

Students may only test cross-
mode (online and paper/pencil)
in the following scenarios:
Students in grades 1-3 who are
testing online have a default
mode of testing in the Writing
mode via paper/pencil, Students
in grades 4-12 who are testing
online may take the Writing
domain via paper/pencil only if
they are a recently arrived
student (12 months or less in
U.S. schools) or if an IEP/504
plan necessitates specific
accommodations requiring the
paper/pencil option. Districts
may be directed to complete
testing online and place a do not
score label on the used
paper/pencil materials.

Students who begin testing on
paper/pencil cannot switch to the
online testing mode. If this occurs, one
of the assessments (online or
paper/pencil) will be invalidated.

IR
Required/
Optional
Incident
Report
Required
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