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Presenter
Presentation Notes
Welcome to the Spring 2018 M-STEP Test Administration Training Chapter 1: Preparing for M-STEP Test Administration.

I am Phoebe Gohs, the M-STEP Test Administration and Reporting Consultant in the Office of Educational Assessment and Accountability at the Michigan Department of Education.



Objectives

 Resources for Assessment Coordinators
 Systems used for M-STEP Test Administration
 Spring 2018 M-STEP Testing Schedule
 Preparing for Spring Assessments
 Administrative tasks in the systems used for M-STEP Administration

 Preparing for the 2018 M-STEP Test Administration
 Preparing Students
 Preparing Staff

 Tips from the Field
 Training Resources

Presenter
Presentation Notes
This is the first of three chapters in out Test Administration training series. In this presentation, I will discuss the activities that need to be done before the Test Administration. Chapter 2 outlines activities done during the test administration, and Chapter 3 will address activities done after the test administration.

You can see the objectives for this chapter of the Test Administration training series. First, we will review the resources available for Assessment Coordinators throughout the test administration. Then, we will discuss the systems that are used before, during, and after the test administration. 

The Spring 2018 M-STEP testing schedule is included as a resource and review of testing dates for both online and paper/pencil testing.

Next, I will go into more detail discussing the administrative tasks that are done in the systems that are used in preparing for the M-STEP administration.

Then we’ll review training resources that are available to you, and we will end with some helpful tips from the field that we have heard or have been shared with us.

Then we will review some helpful tips from the field that we have been shared with us and we will end with a look at some training resources that are available to you.






FOR M-STEP TEST ADMINISTRATION

www.michigan. gov/mstep

Resources

Presenter
Presentation Notes
We will begin with resources that are available for Assessment Coordinators.

All of the resources that I will show you and many more are available on the M-STEP webpage at www.michigan.gov/mstep.



New Assessment Coordinator Primer

www.michigan.gov/mstep

Presenter
Presentation Notes
The New Administrator and Assessment Coordinator Primer is a new resource that is intended to guide new Administrators and Assessment Coordinators to resources that are available as they begin their new roles. 

What I would like to point out here is the Initial To-Do List. This list provides step-by-step instructions for new Assessment Coordinators, to gain access to the necessary statewide systems used in statewide testing and to important training documents related to these systems.

Also included in this guide are assessment-specific sections for the M-STEP, MI-Access, Michigan Merit Exam or MME, and the Early Literacy and Mathematics Benchmarks that provide assessment specific overviews of each assessment program. 



Other Resources

www.michigan.gov/mstep

Presenter
Presentation Notes
Other important resources for you to review as you prepare for the Spring 2018 Test Administration are the Guide to State Assessments and the Assessment Integrity Guide.

The Guide to State Assessments includes detailed information about state assessments, including test session timing estimates and test windows.

The Assessment Integrity Guide provides information on the prevention and detection of testing irregularities and guidance for follow-up and resolution of any identified testing irregularity, in order to ensure all procedures before, during, and after the test administration lead to student results that accurately reflect a valid and reliable measure of each student’s unique and true educational knowledge, skills, and abilities. 

A new training based on the Assessment Integrity Guide is now available – you can access it by going to the M-STEP webpage under the Professional Development section click the Assessment Security Modules registration link.



More Resources
M-STEP Test 
Administration Manual 
includes information 
about:

• Test Administration 
Policies: Scratch Paper, 
Calculators, Supports 
& Accommodations, 
Incident Reporting, 
Test Security

• Responsibilities and 
Checklist of Tasks for 
each role:

• District Coordinator
• Building Coordinator
• Test Administrators

www.michigan.gov/mstep

Presenter
Presentation Notes
The M-STEP Test Administration Manual includes detailed guidelines for before, during, and after the M-STEP test administration.

You will find test administration policies, including the Scratch Paper and policy, Calculator policies, information about Supports & Accommodations in the M-STEP assessment, and the Incident Reporting table that includes potential test irregularities and their resolution for both paper/pencil and online test administrations.



Test Administration Directions

 Online Test Directions
 Online Test Directions are by grade
 Preview the Test Directions before administering the test

 Paper/Pencil Test Directions
 Grade specific, as in previous administrations
 Preview the Test Directions before testing.

www.michigan.gov/mstep

Presenter
Presentation Notes
All Test Directions are grade-specific. 

Test directions include specific information about the calculator policy, scratch paper policypolicies, test tickets for online testing, and other important test-administration requirements.

It’s important for Test Administrators in either the online or paper/pencil administration to preview the appropriate Test Directions before administering the test. There is information about each assessment and policies for administrators that Test Administrators need to be aware of before testing. Test directions must be followed explicitly in order to ensure a standardized test administration that results in valid and reliable results for students and schools.





What’s New in 2018

Presenter
Presentation Notes
Next, we’re going to review what’s new for Spring 2018.



Test Session Time Estimates

Presenter
Presentation Notes
For the 2018 test administration, MDE was tasked with reducing testing time estimates. As you can see here, the total estimated test time has been reduced for all grades 3-8.

For third and fourth grades, total testing time estimate is 3 and ½ hours – 2 hours for ELA and an hour and a half for math. In third grade, this is ½ hour shorter than in 2017. Fourth grade testing is reduced by 2 hours and 10 minutes – this is because Science is no longer assessed in fourth grade.  Also, third and fourth grades will require only two test tickets: one each for the ELA CAT and Mathematics CAT.

Grades 5 and 8 have added the Science Field Test, but removed the Performance tasks for Math and ELA. So for both 5th and 8th grade, this reduces total testing time –by almost 2 ½ hours. These grades will have five test tickets: one for Mathematics and ELA, one for the Science Field Test, and two for Social Studies – one test ticket for Part 1 and another test ticket for Part 2.

Grades 6 and 7 will also test with just two test tickets: ELA and Math CAT. The total testing time is 4 hours – down ½ hour for 6th grade and 2 hours and 10 minutes in 7th grade –in part because 7th grade no longer takes the Science test.

It is important to note that these times do not include time for passing out test tickets (or paper/pencil test booklets and answer documents), reading the Test Administration Directions, answering any questions, or any other classroom management tasks that need to be done – such as attendance, student seating, and so on.

Also note, these are estimates of timing – as with any average applied to individual students – some students will complete the test faster or while others will take longer than the listed time. Please be sure to schedule accordingly – because the M-STEP is not a timed test, it is important that students have adequate time to complete the test.



Test Session Time Estimates: High School

Presenter
Presentation Notes
These are the high school testing time estimates. For M-STEP, again, the times estimates for each test do not include time for reading directions, answering questions, or other classroom tasks.

The Science Field Test is estimated to take 45 minutes to complete, and M-STEP Social Studies is estimated at ½ hour. College Entrance – the SAT – time estimate includes scheduled breaks – this test will take 4 hours and 22 minutes total. 

The ACT WorkKeys timing listed here also includes scheduled breaks, and that will take 3 hours.




M-STEP English Language Arts (grades 3-8)

 No Performance Tasks – all grades
 Passage based writing item at every grade
 Online Test is Computer Adaptive (CAT) and only one test 

ticket
 All students testing ELA online will need headphones for the 

Listening items in the test.

 Paper/Pencil Test has three parts and is administered 
over two days

Presenter
Presentation Notes
All Performance Tasks for ELA have been eliminated. In their place, students in all grades will have a passage-based writing item in every grade level.

The online test is Computer Adaptive, and there is only one test ticket for ELA in each  grade.

For online testers, all students will need headphones for the listening portion of the test.
The paper/pencil test has three parts and is administered over two days.



M-STEP Mathematics (grades 3-8)

 No Performance Tasks – all grades
 Online Test is Computer Adaptive (CAT) and only one test 

ticket
 Paper/Pencil test has two parts and is administered on 

one day

Presenter
Presentation Notes
Again, in Math all performance tasks have been eliminated. Also, there is only one test ticket for math for all grades and the online test is computer adaptive.

The paper/pencil test has two parts and is administered on one day. 





M-STEP Mathematics: Calculator Policy

 Grades 3,4,5 are NOT allowed to use a calculator on any 
item in either test mode (OL or P/P) – even with an 
accommodation

 Grades 6, 7, 8
 Online Testers – All online testers use the calculator embedded 

within the online delivery engine – the online calculator appears on 
the toolbar for items on which it is allowed. Any use of a hand-held 
calculator by a student testing online may ONLY be done for 
students whose IEP documents their need for a handheld calculator 
and have received an accommodation for their use.

 Paper/Pencil Testers: Part 1 is the non-calculator portion; Part 2 is 
the calculator portion

Presenter
Presentation Notes
The M-STEP Mathematics Calculator Policy identifies which students can use calculators, and when they can be used.

Calculators are not allowed in any test, whether testing online or paper/pencil – even with an accommodation. The use of a calculator at these grades changes the construct of what is being measured, so there is no allowable accommodation for the use of a calculator at these grades.

Calculators are allowed on some items in grades 6, 7, and 8. For students testing online, students should use the calculator that is embedded in INSIGHT. The calculator appears in the toolbar for items that a calculator is allowed on, and it does not appear for items it is not allowed on. This is why the use of a hand-held calculator by a student testing online is only allowed as an accommodation – for students whose IEP documents the need for a handheld calculator. Students must only have access to the calculator on items for which it is allowed.

For students in grades 6, 7, and 8 who are testing using paper/pencil, Part 1 is the non-calculator portion of the test and Part 2 is the calculator portion – calculators are allowed for all items on Part 2 for grades 6, 7, and 8.

For students using a calculator on allowable items/parts, 6th grade students may use a basic calculator, and 7th and 8th grade students are allowed a scientific calculator.



M-STEP Science Field Test (grades 5, 8, 11)

 Required for Participation for grades 5, 8 and 11
 Students will receive three clusters on the Field Test
 The full test will have 6-8 clusters
 Aggregate Reports only
 no Preliminary reporting for Science Field Test
 Because this is based on Field Test items, this data is not intended to 

provide proficiency information. Decisions about school 
improvement goals, curriculum, or other instructional decisions 
should be based on locally developed assessments.

Presenter
Presentation Notes
The M-STEP Science Field Test will be administered in grades 5, 8, and 11. There are only three clusters of items on the Field Test, however keep in mind that the full test will have six to eight clusters.

Because this is a field test, there will only be a high level aggregate results will be reported and they will not be included in preliminary reporting.



M-STEP Social Studies (grades 5, 8, 11)

 Fixed-Form
 Two parts – grades 5 and 8; One part – grade 11

Presenter
Presentation Notes
The social studies test is still a fixed form, there are two parts for grades five and eight and one part in grade 11.



SECURE S ITE

E-DIRECT

OFF-S ITE  TESTING REQUESTS

Systems used for M-STEP 
Assessment

Presenter
Presentation Notes
There are a number of tasks to be done before the M-STEP test administration that occur in the Secure Site and eDIRECT.

Here I will review these tasks 



Secure Site

 Access to Secure Site
 Go to www.Michigan.gov/securesitetraining and click on “How do I 

get access to the OEAA Secure Site?” link

Presenter
Presentation Notes
There are many tasks that are done through the Secure Site; some are done before the test administration, some during, and others are done after the test administration. In this presentation, I will discuss the tasks done before testing. , and The tasks done during and after the test administration will be included in later Chapters of this training series.

If you don’t have access to the Secure Site, you can go to www.michigan.gov/securesitetraining and click “How do I get access to the OEAA Secure Site” for detailed directions on gaining access to the Secure Site.


http://www.michigan.gov/securesitetraining


Pre-ID in Secure Site

• To view your school’s Pre-ID Student list, select Pre-ID Student Report
• To manually Pre-ID individual students using the MSDS copy option, select Pre-ID 

Students, then select MSDS Copy for the Pre-ID method.
• Detailed directions are available on the Secure Site Training page. Go to www. 

Michigan.gov/securesitetraining

Presenter
Presentation Notes
All students testing must be pre-identified or Pre-ID’ed through the Secure Site to the test they are taking. MDE has already Pre-ID’ed students for testing based on the fall MSDS general collection – student count day, which was October 4, 2017. 

If your school submitted a Student Maintenance Report (SRM) before January 4, 2018, then those updates were collected for pre-identification.

Any students who enrolled or left the school, after either the October 4 count day or the January 4 SRM collection, or who need to be moved to the MI-Access assessment, will need to be updated using the Pre-ID feature in the Secure site.

Schools can Pre-ID individual students through the student search, use the Pre-ID file upload method, or the MSDS Copy function. If you are planning to use the MSDS Copy function, be sure your school or district maintains up-to-date new enrollment data by submitting a Student Record Maintenance (SRM) file regularly.

To view your school’s Pre-ID student list, when in the Secure Site, select the Assessment Registration tab, and then Pre-ID. This will show the Pre-ID options that you see here. Select Pre-ID Student report to review your currently Pre-ID’ed list of students.

If you are individually selecting students using the MSDS copy function, select Pre-ID students, then select MSDS copy on the Pre-ID method screen. 

I will discuss these methods in this presentation, and you can also find detailed, step-by-step directions on the Secure Site training page. Go to www.michigan.gov/securesitetraining.



Pre-ID File Format

Presenter
Presentation Notes
To pre-ID using the Mass update option, users will need to use the Pre-ID file template along with the Pre-ID file layout. These can both be found on the Secure Site Sign-In page – the links the blue arrow is pointing to.



Pre-ID File Format

Presenter
Presentation Notes
The Pre-ID File format includes the field length, data type, field name, and data requirements for users uploading a file through the Mass Update feature.

You can view the format for information about the requirements for each data field.



Pre-ID File Template

Presenter
Presentation Notes
The Pre-ID File Template includes each of the necessary fields, and also has a tab that you can view with instructions for its use. The instructions tab has detailed instructions for how to save the file as a csv file.




Pre-ID Student Report

Presenter
Presentation Notes
If you need to view a list of your students who have been Pre-identified, select pre-ID Student Report, and you will see this screen.

Complete the Test Period or Test Cycle, ISD, District, and School fields, then select Search. This will show you a list of all students Pre-Identified to your selected entity (an entity refers to either your school or district). 

You may also narrow your search by selecting a single content area, or expand it to all content areas when searching for Pre-Identified students.



Pre-ID: Mass Update

Presenter
Presentation Notes
Once you have built the excel file with all students and fields included according to the Pre-ID File Upload Template, go to the Assessment Registration Tab, select Pre-ID, and then select Pre-ID students.

When you get to the Pre-ID Method page, select “File Upload”. That will bring up your required ISD, District, and Destination Test Period options to select. 

Once you have made these selections, upload your file to the system.



Mass Update Assessments

Presenter
Presentation Notes
The Mass Update Assessment function is another important tool in the Secure Site when preparing for Spring 2018 testing.

The Mass Update function is used to update specific assessment information for a group of students at one time. This can be very useful when copying students from one assessment to another – for example, those students who were Pre-ID’ed based on the fall general collection to the M-STEP but who need to be moved to the MI-Access Functional Independence, Supported Independence, or Participation assessments.

To view the Mass Update Screen, using the Student Assessments menu tab, select Mass Update Assessments.

When you are on this page that you see here, select the current test cycle, ISD, District, and School. To narrow your results, you can also select the grade.

Select the search button, and your search results will show below, seen here.

Once here, you can choose your Mass Update Type.

There are many functions available on this page, depending on your purpose – you can reassign the assessment, unassign assessments, assign reporting codes, and more. For more detailed information on the Mass Update page, go to www.michigan.gov/securesitetraining and select “Mass Update Assessments”.

You can find detailed, step-by-step directions for each method of Pre-Identification on the Secure Site training page. Go to www.michigan.gov/securesitetraining.




Secure Site

 Incident Reporting
 Student test score downloadable data file and reports
 Can also access new student scores

 Answer Document and Test Verification window
 Scorecard review and appeals
 Access to Secure Site
 Go to www.Michigan.gov/securesitetraining and click on “How do I 

get access to Secure Site?” link

Presenter
Presentation Notes
There are more functions that need to be completed in the Secure Site, and I will go into more detail on those functions in subsequent chapters of this training – according to the time when each function needs to be completed. 

Incident Reporting will be discussed more in the next webinar: During Testing.

Student test score data – both the student data file and aggregate data files as well as the Dynamic Score Reporting Site are accessed through the Secure Site. I will briefly discuss the Dynamic Score Reporting site in the next “During Testing” webinar to show you how to access the Preliminary Reports that are available within 48 hours of students completing testing online.

After testing, the Secure Site is used for the Answer Document and Test Verification window and scorecard reviews and appeals, which I will discuss in the final chapter – entitled “After Testing”.


http://www.michigan.gov/securesitetraining


eDIRECT

 Access to eDIRECT
 District Coordinators, Building Coordinators, Technology 

Coordinators need access
 Test Administrators do NOT need access – student tutorials, 

mini-modules, and the TAM can all be accessed on eDIRECT 
without a login by navigating to All Applications → General 
Information

Presenter
Presentation Notes
eDIRECT is DRC’s interface for test administration functions.

District and Building Coordinators need access for Student Management and Test Management tasks – such as assigning test sessions, printing test tickets, or monitoring testing sessions.

Technology Coordinators need access to eDIRECT to work with setting up the Testing Site Manager (TSM) or Central Office Services. 

eDIRECT training for District and Building Coordinators is available on eDIRECT – go to All Applications, then General Information, then search for Trainings and Presentations. You will see the Administration training PowerPoint and recording for M-STEP. 

Technology Coordinators also had a training, and there is a link to the recordings for the Technology Coordinator training, and for Central Offices Services training.





Identifying Users in eDIRECT

 Technology Coordinators, District Coordinators, and Building 
Coordinators need to have access to eDIRECT.

 Access to eDIRECT is assigned through the Secure Site:
 District Coordinators work with the District Administrator to assign the role 

in the Secure Site
 User information is pulled from the Secure Site into eDIRECT.
 New users will receive an email from eDIRECT with username and 

password information

 Secure Site Training has training documents available at 
www.michigan.gov/securesitetraining:
 How do I get access to eDIRECT, for gaining access to eDIRECT
 Create a new User or Disabling and changing user access for District 

Coordinators that want to assign user access.

Presenter
Presentation Notes
Access to eDIRECT is assigned in the Secure Site- the District Administrator needs to assign the role in the Secure Site, and then the user information is pulled from the Secure Site into eDIRECT.

The new user then receives an email from eDIRECT with their username and password information.

Secure Site Training provides training documents at www.michigan.gov/securesitetraining – you can view the How do I get access to eDIRECT document for help with gaining access to eDIRECT. You can use the Create a new User or Disabling and Changing user access if you are a District Coordinator who needs to assign user access in eDIRECT.

http://www.michigan.gov/securesitetraining


eDIRECT: Test Sessions

 Users can create Test Sessions in eDIRECT.
 From the eDIRECT main page, select Test Management, then 

select the Manage Test Sessions tab:

Presenter
Presentation Notes
Users can create and edit test sessions in eDIRECT starting on March 9, 2018.

When you are in the eDIRECT main page, select Manage Test Sessions, which will bring up a window to select. Once you select Manage Test sessions, you will be prompted to select the Test Administration and your entity information. At the bottom of the page, select the “Add Session” button to view this screen.



eDIRECT: Test Sessions

eDIRECT’s User Guide contains step-by-step instructions for adding test sessions. The 
guide can be found in eDIRECT, select Documents, then search for all.

Presenter
Presentation Notes
Once you have navigated to the Test Management screen, a pop-up screen will appear. Enter the required information – session name, content area, assessment, mode. Click Find Students – then you will view the Available students for that grade and content area.

If you need to select multiple students listed in sequence, use the shift key to select the group of students. If you need to select multiple students that are not listed in order, press the Control key to select more than one student.

Students who are already assigned to a test session for that grade and content will have a pound sign near their name to indicate they are assigned to the maximum number of test sessions for the assessment.

Use the arrow keys to select and add students to the test session – or to remove them. You can add all, or remove all, by using the double-arrow buttons.

Finally, select either save to save the session, or Save & Add another to save and continue creating sessions.



eDIRECT: Printing Test Tickets and Rosters

 Test tickets are printed from the Test Session screen in eDIRECT.
 Log in to eDIRECT, select Test Management and then go to 

Manage Test Sessions.
 Complete the Test, Entity Information, content and grade 

information and select Show Sessions.
 This will open to show test sessions.
 You can select any or all test sessions

to Print All Tickets.

Presenter
Presentation Notes
Test tickets are printed from the Test Session screen in eDIRECT.

Log in to eDIRECT, select Test Management and then go to Manage Test Sessions.

Complete the Test, Entity Information, content and grade information and select Show Sessions.

This will open to show Test Sessions. From here, you can select a test session and print all tickets.






eDIRECT: Printing Individual Test Tickets

Test tickets can be printed for individual students. First, select the “Edit/Print” icon 
(shown below):

Next, select the student(s) whose test ticket you are printing, and then select, 
“Print Selected” (shown below):

Presenter
Presentation Notes
You can also print tickets individually by selecting the test session, then choosing the Edit/Print Ticket Status icon that is displayed to the right of the Test Session.

Once you have opened the Edit/Print Ticket Status page, you can select the individual student or students whose test tickets you are printing, and then select “Print Selected”.



eDIRECT: District and Building Coordinator
Training

 There are also trainings for District and Building 
Coordinators available in eDIRECT.

Date Event

Tuesday, March 6
10:00-11:00 am

M-STEP District and Building Coordinator 
Training

Wednesday, March 7
10:00-11:00 am

MI-Access Coordinator Training

Thursday, March 8
10:00-11:00 am

Early Literacy & Mathematics Assessment
Coordinator Training

Friday, March 9 All District/Building Coordinator Training 
posted on eDIRECT

Presenter
Presentation Notes
WebEx Trainings were held with DRC on the administrative functions in eDIRECT. There are presentations for M-STEP, MI-Access, and Early Literacy and Mathematics.

These are posted in eDIRECT. To view them, while in eDIRECT, go to All Applications, then select General Information. From this view, select the Documents tab - these trainings will be included in this list.



Schoolwide Requests Individual Student Requests

 January 15, 2018 – May 22, 2018

 For individual students who
cannot test on-site – homebound,
expelled with service students

Off-Site Testing Request – M-STEP, MI-Access, WIDA, 
Early Literacy

 Schoolwide: November 6, 2017 –
January 12, 2018

 For schools who cannot test on-
site

• Survey at: https://baameap.wufoo.com/forms/offsite-test-
administration-request-spring-2018/ 

• A link can also be found on the M-STEP webpage (www.michigan.gov/mstep)

Presenter
Presentation Notes
Off-Site Testing is for schools who – for various reasons – cannot test on-site at their school buildings. 

Off-site testing also occurs for individual students, when a school is providing educational services to a homebound student, students are suspended during the testing window, or students who are expelled-with-service.

If any of these situations occur in your district or school, use the link here, which can also be found on the M-STEP webpage at www.michigan.gov/mstep, to submit an off-site testing request.

It is preferred, whenever possible, that an off-site test request be administered in paper/pencil format, because of concerns regarding adequate internet access, access to the TSM, and other online-administration considerations. However, online administrations for Off-Site testing are considered on a case-by-case basis.

Be sure to allow 3 business days for a response to your request. If you are in a situation that requires a faster response time, please send an email to mde-oeaa@michigan.gov indicating your need for a faster response time.

https://baameap.wufoo.com/forms/offsite-test-administration-request-spring-2018/
https://www.michigan.gov/mstep


SPRING 2018 M-STEP

Testing Schedule

Presenter
Presentation Notes
Next, we will review the M-STEP testing schedules.



2018 Test Schedule

Presenter
Presentation Notes
There are two four-week windows for online M-STEP testing.

Grades 5, 8 and 11 test from April 9 -May 4.

Grades 3, 4, 6 and 7 will test from April 30 -May 25.

Also included in this graphic are the testing schedules for MI-Access, SAT, ACT, PSAT, and WIDA.

All of these schedules are also available in the Guide to State Assessments document, which is available on the M-STEP webpage at www.michigan.gov/mstep.



M-STEP Paper/Pencil
Testing Schedule: 1st Window

Presenter
Presentation Notes
These dates show the dates for paper pencil testing for grades 5 and 8 on the left, and grade 11 on the right. It is important to note, that paper/pencil windows for M-STEP are three weeks instead of the four allowed for online testing.

There are 2 ELA testing days, which must be followed according to the schedule, then ELA Makeup days, followed by Math and then Science and Social Studies. There are six additional days for makeup in any content area.

Grade 11 shows the SAT and ACT WorkKeys dates, and then M-STEP Science and Social Studies on April 12. Makeup dates are also listed.



M-STEP Paper/Pencil Testing Schedule: 2nd Window

Presenter
Presentation Notes
These are the paper/pencil test dates for grades 3, 4, 6 and 7. 

ELA Day 1 and day 2 are May 1 and 2. Followed by three ELA makeup days, and then Math on May 8. There are 8 makeup days for ELA or Math.



PR EPA R I N G  ST UDEN TS

T EST  S EC UR I T Y

STA F F I N G

RO O M  S E T UP

OT HE R  CO N S I D E R AT I O N S

Preparing Staff and Students

Presenter
Presentation Notes
In this section, we are going to focus on preparing staff and students for the M-STEP administration. 





Preparing Students: Tutorials

Presenter
Presentation Notes
In preparing students, it is important to use the M-STEP student tutorials. When testing, students need to be aware of the tools that are available to them in the testing engine. The Tutorials and Online Tools Training provide students with this important information and practice, so that when they are taking the M-STEP, they are thinking about the content, and not the testing engine tools.

To access these tutorials, go to the eDIRECT webpage.

You do NOT need a username or password to view the tutorials. Select All Applications, then go to General Information. Once you’ve selected General Information, select the Test Tutorials tab and you can see all of the tutorials in one location.

It is suggested that teachers review these tutorials in the classroom with all students, and then provide students the opportunity to practice using the OTTs.



Preparing Students: OTTs

 Link to OTTs (Chrome Browser): 
https://wbte.drcedirect.com/MI/portals/mi

Presenter
Presentation Notes
This is one sample of an Online Tools Training page. To view the Online Tools Training – or OTTs - you must use a Chrome Browser. The link displayed here, https://wbte.drcedirect.com/mi/portals/mi is available on the M-STEP webpage.

The OTTs are also available through the INSIGHT application. To access them, open the INSIGHT engine, and then select Online Training Tools under the M-STEP logo.

The OTTs give students an opportunity to practice using the tools they will see when testing. This sample is of how to use the coordinate grid graphing tool. Students can use the table to make points and lines on the graph. This sample item gives students the opportunity to become familiar with using the line and point guides and tools at the top of the table.

https://wbte.drcedirect.com/MI/portals/mi


Preparing Students: Sample Items

Presenter
Presentation Notes
Here is another sample of an item that students can practice with in the OTTs. This is a grade 4 math sample item, and students will use the picture graph symbol – books – to re-define the key of the symbol to create a new picture graph. As you can see, students will need to know they can use ½ of a book to indicate ½ of the key amount they select.

Again, while testing, students should know how to use the tools so they can focus on the content the item is assessing.



Spring 2017 M-STEP Survey Results

Presenter
Presentation Notes
This is a graph of survey data that was collected after the Spring 2017 M-STEP administration. Of respondents who used the tools, 95% either agreed or strongly agreed that the tools were useful.


The OTTs and Tutorials are updated each year, and are specific to student grade and content area.

It is important that all students view and work with these tools to prepare for the M-STEP, to ensure that students are focusing on the content being assessed, and not the tools used.



Preparing Staff: Test Security

 Assessment Integrity Guide and Training

 The Assessment Integrity Guide states that all staff who 
participate in a state assessment or handle secure 
assessment materials must be fully trained in assessment 
integrity, roles and responsibilities, and the test 
administration manual. 

Presenter
Presentation Notes
The Assessment Integrity Guide includes Michigan guidelines for the prevention, detection, and resolution of any testing irregularities that occur during statewide testing. It also addresses guidelines for schools and districts to use when conducting follow-up investigations into any testing irregularities.

All staff who participate in state assessment or who handle secure materials must be trained on the guidelines of this manual, and in the requirements of their role and responsibilities. 

The Assessment Integrity Guide is available on the M-STEP webpage – www.michigan.gov/mstep. 

The MDE has also created a training series that schools can choose to use to train their staff in these guidelines.  



Assessment Integrity Guide

Section Summary

Prevention of Testing Irregularities Standards for assessment integrity and security aspects 
of the design, development, operation, and 
administration of paper/pencil and online state 
assessments used to prevent irregularities from 
occurring.

Detection of Irregularities Procedures for monitoring and detecting testing 
irregularities and maintaining the integrity of the state 
assessment.

Follow Up Investigations Self and Independent investigations used to determine 
if security and validity of the state assessment were 
maintained during test administration.

Remediation Resolution to allegations and irregularities in test 
administration.

Presenter
Presentation Notes
The MDE has developed an assessment security training series that is available through Michigan Virtual University.

There are four modules in the training series. 

The first module reviews how to prevent testing irregularities. It discusses assessment integrity and security standards as it relates to the design, development and administration of both the paper/pencil and online tests.

The next module covers the detection of testing irregularities. Procedures for monitoring and detecting testing irregularities are reviewed in this module.

The third module describes what schools and districts are expected to do in the event there is a significant testing irregularity that requires a follow-up investigation. Depending on the irregularity, there may be a self investigation, or an independent investigation. This module describes each of those.

Finally, resolution to allegations and irregularities are discussed in the Remediation module.

 



Assessment Security Training

This four module training series can be used 
as a supplement to your regular district 
training to help your staff and school 
understand the importance of test security 
before, during, and after test administration.

Register at:  
http://bit.ly/MDEAssessmentSecurity

Presenter
Presentation Notes
The Assessment Security Training series can be used to supplement your regular district training in preparation for the test administration.

The link is shown here to register through MVU, you can also find this link and directions to register on the M-STEP webpage at www.michigan.gov/mstep under the Professional Development section. Look for the links titled “Assessment Security Training Information” and “Assessment Security Modules Registration”.



Assessment Security Modules

 After completion of the four modules participants participate in a 
comprehensive test and can earn a certificate of completion.

Presenter
Presentation Notes
After participating in all of the four modules of the training and successful completion of a comprehensive test, users earn a certificate of completion that documents their participation and completion of the training.



Preparing Staff: Staffing

 Test Administrators (TAs) should be selected from the 
highest possible ranking from the following list. If a school 
has exhausted the availability of persons in category “1”, 
it should select staff in category “2” and so on. 
1. Licensed teachers or licensed educational administrators 

employed by the school district
2. Paraprofessionals or non-licensed administrative personnel 

employed by the school district
3. Licensed substitute teachers who are employed by the district for 

the purpose of administering the test

Michigan Department of Education (2016). Assessment Integrity Guide

Presenter
Presentation Notes
A frequent question that we hear in preparation for the test administration is what are the guidelines for who can be a Test Administrator. The Assessment Integrity Guide provides detailed information on page 11 regarding how schools and districts identify testing personnel.

Test Administrators should be selected from the highest available of the list here:

First, licensed teachers or administrators employed by the district.

Once all licensed teachers or administrators are exhausted, then, paraprofessionals or non-licensed administrative personnel employed by the school or district – who are trained in the test administration policies and procedures for the test being administered – can administer the test.

If all licensed teachers, administrators, paraprofessionals and non-licensed administrative personnel who are employed by the school or district are already involved in administering the assessment and more test administrators are needed, then licensed substitute teachers who are employed by the district for the purpose of administering the test – who have been trained in the test administration policies and procedures for the test being administered – can administer the test.

Trained proctors may also be assigned to assist a Test Administrator. Test proctors are most typically a teacher’s aide, paraprofessional, or another school or district staff member. A proctor must be supervised directly by a Test Administrator, must be trained with appropriate testing procedures, and may not independently administer any test.



Preparing Staff: Testing Environment

 Quiet, orderly, have adequate lighting and ventilation 
conducive to testing

 Seating arranged to discourage any sharing of responses
 All content-related posters or classroom displays must be 

removed or covered. 
 Do Your Best! Or other encouragement posters are permitted
 MDE-Approved INSIGHT Tools poster may be displayed – but NOT at 

student desks or computers.
 “Test-Taking Tips”, word lists, maps, Math formulas, and any other 

content is prohibited and must be covered or removed.

Presenter
Presentation Notes
Be sure all staff involved in administering the test are trained in their responsibilities of providing an appropriate testing environment. 

This includes ensuring the testing room is quiet and orderly, that seating and seating charts are arranged in such a way that discourages any sharing of responses. Seating charts are required and can help when planning.

Test administrators must ensure that any content-related poster or display is removed or covered. Posters of encouragement or classroom rules, such as those that say “Do Your Best!” are permitted.

MDE has developed an INSIGHT Tools poster that is approved to be displayed during the test administration. The poster is available on the M-STEP webpage at www.michigan.gov/mstep under the Current Assessment Administration section – look for the link titled “MDE-Approved INSIGHT Tools Poster” that was updated January 3rd, 2018. The link opens a page that details the guidelines for use of the poster, and the posters are available in 8 ½ by 11, 11 by 17 and 16 by 24 sizes for printing and posting. This is the only INSIGHT Tools poster that is allowed to be posted during testing, and the posters must not be within reach of students during testing – it must be displayed in the classroom and cannot be placed at student desks or computers.

 All word lists, maps, math formulas or tables, or any other content must be covered or removed. Test Taking Tips or other materials that might provide students an advantage over others who do not have access to material are also prohibited and must be covered or removed. 



Preparing Staff: Seating Charts

 Must include:
 Test session start and stop times
 Online only: Test session name and student login name
 Test Administrator’s name
 Names of proctors, as applicable
 Room number and description of testing area
 Test administered, content area and grade level
 Paper Pencil only: Test Booklet number 

 Seating Charts may be required by MDE staff in the event 
of an Incident Report or Missing Test Issue.

Presenter
Presentation Notes
Seating Charts are a requirement that is listed in the Assessment Integrity Guide. It is possible that a seating chart may be requested by MDE staff if relevant when working to resolve an Incident Report.

Also, if a school submits any Missing Test Issues, the seating chart will be a required component of that review.

Seating Charts must include the test session and time started and ended, for online administrations the test session name is required as well as the students’ login name. Test Administrator names, names of proctors, the room number, and test content area and grade level are all required. For paper/pencil tests, the test booklet number should also be included.



Preparing Staff: Sample Seating Chart

Presenter
Presentation Notes
Appendix C of the Assessment Integrity Guide, starting on page 55, has a number of sample seating charts. You may choose one of these or use your own.



Helpful Tips we’ve heard from the 
Field

Presenter
Presentation Notes
We frequently get tips and ideas from Assessment Coordinators in the field about things they have done to help with the test administration. We would like to share some of those ideas with you here. 

And if you have other tips or suggestions that you think people would benefit from, please send them to our office email address at mde-oeaa@michigan.gov

And thank you to those who have already sent in their helpful tips and ideas!



Helpful Tips from the Field

 Create a state assessments folder in your favorites on 
your browser and bookmark all of the different URLs.

 Download the Pre-ID Student Report from the Secure 
Site, then remove or add columns for:
 Sign in sheets for testing
 Student Roster 
 Check List for return of paper/pencil answer documents
 Use it to keep track of who tested, what date, and if not tested, the 

reason not tested.

Presenter
Presentation Notes
Create a state assessments folder in your favorites for your browser, then bookmark all of the URLs you use – this way you will be able to find them easily.

Download the Pre-ID Student Report, remove columns you don’t need, and then you can add columns to use it for a sign in sheet for Test Administrators during testing, a Student Roster, a checklist for returning paper/pencil materials, or you can use it to keep track of who tested and when. And if you have not-tested students, you can keep track of that and the reason not-tested for later on after the test window when Not Tested reasons are submitted.

If you have more ideas about how to use this, let us know! We’ll include it for other people who might find it useful.



Helpful Tips from the Field (continued)

 When the Student Data File becomes available in July 
(always before the other reports) download and use the 
Student Data File Format file to determine the columns 
that contain scores and the data you are looking for, and 
then remove everything else that you are not going to 
use. This will give you a file of students and scores 
without extra data.

Presenter
Presentation Notes
The Student Data File is typically available in July and always available before the Dynamic Score Reporting Site reports. You can download the Student (or aggregate) data file format, determine which columns contain the scores and data that you are looking for and remove everything else that you don’t need. This gives you a file of students and scores, without the extra data that you are not looking for.



Helpful Tips from the Field (continued)

 Include your reporting codes in a Pre-ID file to upload to 
the Secure Site. Then use the reporting codes to create 
your online sessions more quickly and efficiently.

 Use Reporting Codes to organize reports and access 
groups of reports quickly and easily in Michigan’s 
Dynamic Score Reporting Site.

Presenter
Presentation Notes
When you are Pre-ID’ing students using the file upload, include your reporting codes. This will allow you to filter students by reporting code in the Online Sessions set-up in the Secure Site, and you can create your online sessions more quickly.



Training Resources

Presenter
Presentation Notes
I will conclude with a reminder about training resources that are available to you.



Secure Site Trainings
www.michigan.gov/securesitetraining

Presenter
Presentation Notes
The Secure Site Training page – at www.michigan.gov/securesitetraining - has detailed instructions for all tasks in the Secure Site. Just go to the page and search for what you are trying to do in the Secure Site and you will find step-by-step instructions.



M-STEP Trainings

 This training series
 Chapter 1 : Preparing for the M-STEP Administration
 Chapter 2 : During the M-STEP Administration
 Chapter 3 : After the M-STEP Administration

 eDIRECT WebEx Training – available in eDIRECT

 Assessment Integrity Guide Training – available in MVU or 
on M-STEP Webpage

Presenter
Presentation Notes
This training is one part of three Administration trainings, organized into before, during, and after trainings for the M-STEP administration.

The eDIRECT training video is available in eDIRECT, under All Applications, General information and then selecting Documents.

Also, the Assessment Integrity Guide training is available on the M-STEP Webpage.



New Test Coordinator Resources

 The MDE has developed a new page on the M-STEP 
webpage called “New Test Coordinator Resources”. This is 
a one-stop place that important documents used in test 
administration can be found.
 This is NOT the comprehensive list of everything that is needed, but 

it does contain the most important documents needed to get 
started.

Presenter
Presentation Notes
The MDE presented a Workshop at the Michigan School Testing Conference that included a PowerPoint and documents for New Assessment Coordinators.

This page includes the PowerPoint from that presentation and the documents that were provided for New Assessment Coordinators to get started.

This page is NOT a comprehensive list of everything that is needed for the test administration, it is a list of what you need to get started as a New Assessment Coordinator – and it is a central location for veteran Assessment Coordinators to find the most frequently used documents for all state assessments.



Stay Informed

 Sign up to receive weekly 
Spotlight issues to stay up-
to-date on all assessment-
related issues at: 
www.michigan.gov/mde-
spotlight

 You’ll find:
 Date Reminders
 Assessment Task reminders
 Administration Updates
 Report Information
 Much more!

Presenter
Presentation Notes
Finally, be sure to sign up for the weekly Spotlight on Student Assessment. You’ll receive weekly up-to-date information about upcoming deadlines, assessment task reminders, updates about the administration of the assessments, report information and much more.

http://www.michigan.gov/mde-spotlight


Presenter
Presentation Notes
Thank you for joining me for this training. I hope that this training is helpful to you in your work, and you are able to view the next portion of this training: Chapter 2: During the M-STEP Administration.
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