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Presentation Notes
Hello! And welcome to Chapter 3, Part 1 of the M-STEP Test Administration training series. I am Phoebe Gohs, the M-STEP Test Administration and Reporting Consultant.

In this presentation, I will be discussing the handling of materials after testing, return of materials for paper/pencil materials, and reporting. In Part 2 of the After Testing portion of this training I will cover the Accountable Students and Test Verification process.


@.

Objectives

Handling secure and nonsecure materials

Packaging and return of materials

Reporting
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Presentation Notes
I will begin this presentation by discussing the appropriate handling of secure and nonsecure materials after testing.

Next, I will cover the packaging and return of materials, for schools with paper/pencil materials.

I will end by discussing Preliminary reports availability and final reports.


Test Materials

DISPOSITION OF TEST MATERIALS
INSTRUCTIONS FOR MATERIALS RETURN
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In this section, I will review the appropriate ways to handle test materials after testing.


Disposition of Test Materials

e Secure Materials to be destroyed:

O Online:
Test Tickets and Rosters
Used Scratch Paper
Used Graph paper
O Paper/Pencil:
Used Scratch Paper
Used Graph paper
L1 Glossaries
Unused Science and Social Studies Answer Documents
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Some secure materials must be destroyed after testing. There are secure materials that need to be securely destroyed for both online and paper/pencil testing.

In online testing, secure materials include test tickets and rosters, and all scratch paper and graph paper used.

For paper/pencil testing, all used scratch paper and graph paper must be securely destroyed. First language glossaries used for math and unused Science and Social Studies Answer Documents must also be securely destroyed. 


Instructions for Materials Return

How to Process Secure M-STEP Test Materials After Testing

Return to

. Schools Schools
Secure Test Materials M-STEP Keep Destroy
Contractor
# Used Answer Documents (all content areas) Scorable box(es)
# Unused ELA and Mathematics Answer S
Documents
E Student Test Tickets and Test Rosters v

# Used Orange Special Handling Envelope(s)

. Scorable box(es)
with contents

# Used and Unused Test Booklets S
(grades 3-8 & 11)

# Accommodated Versions of the Test (Reader
Scripts, Braille, enlarged print, audio CD, vE
video DVD, translated versions, etc.)

# ELA Listening CDs v
/ ELA Listening Scripts e
/1 (First language) Glossaries v
(mathematics)
Used scratch paper (including graph paper) 4

*Can be returned with the scorable materials, or in a separate box as directed in Instructions for Packing
Non-scorable Materials for Return on “Instructions for Packing Non-scorable Materials for Return” on page

_ - g
82 of this manual. M I C H | GQN
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This table is on page 78 of the M-STEP Test Administration Manual. It lists which secure materials should be returned to the M-STEP Contractor, what schools should keep and what schools must destroy. 

Page 78 describes how to process secure test materials and page 79 describes how to process non-secure materials.

Secure materials that need to be returned to the M-STEP contractor include all used Answer documents, unused ELA and mathematics Answer documents, the Orange Special Handling Envelope, all used and unused test booklets, any accommodated versions of the test, and ELA Listening CDs and scripts. 

Items to be securely destroyed, as discussed on the previous slide, are also listed here.


Instructions for Materials Return

How to Process Non-Secure M-STEP Test Materials After

Testing
Ly Return to Schools
Non-Secure Test Materials M-STEP Schools Keep D
estroy
Contractor
# Unused science and social studies Answer 4
Documents
# Unused Orange Special Handling Envelopes v
Test Administration Manuals Optional
Test Administration Directions Optional

Store at District

Signed OEAA Security Compliance Forms for 3 years

Store at District

Seating charts for 3 years

e
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You will find the second page of this table on page 79 of the M-STEP Test Administration Manual. This page describes how to process Non-Secure Test Materials.

Unused science and social studies Answer documents and unused Orange Special Handling Envelopes are again listed here and must be securely destroyed.

To be stored at the district for three years are the signed OEAA Security Compliance Forms and Seating charts. 

Schools or districts can determine how to handle Test Administration Manuals and Directions.


Materials Return Dates

Materials Return Dates

Final date to

ship without Shipping dates with | Dates after
penalty and Shipping dates $250 late fee and which
Grades inclusion with $250 late $25 processing materials
in Answer fee charge fee per will NOT be
Document Answer Document scored

Verification

Grades 5, 8

ord 11 May 2, 2018 May 3-9, 2018 May 10-16, 2018 May 17, 2018

Grades 3, 4, 6

ard 7 May 23, 2018 | May 24-30, 2018 | May 31-June 6, 2018 | June 7, 2018
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This diagram is on page 11 of the M-STEP Test Administration Manual. It shows the deadlines for the return of materials for each test window.

The grades 5, 8, and 11 final date to ship without penalty and inclusion in Answer Document Verification is May 2, 2018. There is the possibility of late fees if shipped after May 2, but be sure to note that materials will not be scored if they are shipped after May 17.


Also listed are the deadlines for grades 3, 4, 6, and 7. You will want to be sure to ship by May 23 to avoid incurring any fees and for inclusion in Answer Document Verification. Again, there is the possibility of late fees and processing fees if they are shipped after that date, according to this diagram, but be sure to note, again, that materials will not be scored if shipped after June 7 for grades 3, 4, 6, and 7.


Instructions for Materials Return

Diagram for Packing Scorable Materials

Crafga
Ll Hote: Group used

m lmrmm
by grade and subject.
Materiabs should be
returmed at the end of
sach test window, Ss=

Social Shsis i Aameaament
Grade §

' IMPORTANT :

Bar Code

labels are H ;‘: B
' REQUIRED H p—
i on ALL used i Grale 11
Answer '
Documents., H
Exampla:

Assembling Answer Documents for Returm
After the Grades 5, §, and 11 Testing Window
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This diagram is on page 85 of the M-STEP Test Administration Manual. It details how to pack scorable materials in the scorable materials box for return of materials.

If used, the Orange Special Handling Envelope is placed on top. Next, are materials which must be packed in grade-level order,  with the Social Studies tests placed on top when applicable, followed by ELA and then math. And the Science Field Test last.

Be sure to refer to the Test Administration Manual instructions on pages 78-85 to ensure correct packing of materials.

And always note: bar code labels are required on all used Answer Documents.


Reporting

PRELIMINARY REPORTS
FINAL REPORTS
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In this section, I will discuss the Preliminary and Final Reports.


Preliminary Reports

Preliminary Reports are available through the Secure Site by
selecting the Reports drop-down and then selecting Dynamic
Score Reports.

Preliminary Reports include only machine-scored responses
and do not include any hand-scored items.

The Science Field Test is not reported on Preliminary Reports

The Preliminary data is for school use only and may not be
shared with the public. Treat this as embargoed data.

More detailed information about the Preliminary Reports, and
the data in the Preliminary Reports, is available in the Guide
to Preliminary Reports, which is available on the M-STEP
webpage at www.michigan.gov/mstep, under the Reports
section.

dagre
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The Preliminary reports are currently available and will remain available until Final Reports are released. They are accessed through the Secure Site, by selecting the Reports drop-down, and then selecting Dynamic Score Reports.

The Preliminary reports include only machine-scored items; they do not include any hand-scored items. And it is also important to remember that preliminary data is for school use only and may not be shared with the public. Schools must treat this as embargoed data.

The Science Field test is not included on Preliminary Reports. The results of the field test will be reported on an aggregate report when final reports are released.

More detailed information about the Preliminary Reports – and the data in the Preliminary Reports – is available in the Guide to Preliminary reports, available on the M-STEP webpage at www.michigan.gov/mstep, under the Reports section.

http://www.michigan.gov/mstep

Preliminary Reports

Preliminary Student Roster Report

Year. 2018 | Assessment. M-Step | 15D Code: 00000 15D Mame Sample ISD | District Code 00000 | District Name: Sample District + | School Code 00000 SchoolName:  Sample School | Reporting Code: Al

Grade 03 | English Language Arts | All Students

[Gray] - Preliminary margin of error V - Most at risk of falling behind O - ion may be indi A -A prog

Preliminary Scale Score

. Preliminary
Preliminary Margin of 1203-1299 I 13001387
argin of
Scale Score Below Benchmark Above Benchmark
(Total = 29) Error

SAMPLE STUDENT A o 1326 6 —l—
SAMPLE STUDENT B o 1320 15 e
SAMPLE STUDENT G ] 1335 6 B —— i —
SAMPLE STUDENT D [ 1314 45 e D
SAMPLE STUDENT E e 1342 16 el
SAMPLE STUDENT F e 1349 o7  —— - = ]
SAMPLE STUDENT G o 1356 18 |
SAMPLE STUDENT H ° 1351 7 —]

Students &

k
By

¥,
%,

>D>P>OPBOOO0O,
>>D>PB>OP>D> 0O,
>>D>DB>D>D> 0P,

e,

>>DB>DB>OPBDB D,
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This is an example of the Preliminary Report. The Preliminary Scale Score is plotted as below or above benchmark – Proficiency designations – that is, not proficient, partially proficient, proficient, and advanced are not available until the final score reports.

Math and ELA Claim Performance Indicators are included on the reports – again, based on preliminary data. Social Studies raw scores – points earned out of points possible – are reported, based on machine-scored items.

Preliminary Reports will remain available until Final Reports are released.


Final Reports

e Available before most schools return to school

I ht MIGHIGAN

Azseszment and Accountsbiliby

e Watch the Spotlight for details!

April 19, 2018 :
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Final reports will be available in mid- to late August. Be sure to watch the Spotlight for details.

If you do not currently receive the Spotlight in your email each Thursday, go to the M-STEP webpage at www.michigan.gov/mstep and scroll down to the Spotlight icon to sign up!


Upcoming Answer Document and Test Verification
Tasks and Deadlines

e The Answer Documents Received and Not Tested Reason
windows will come up after testing — make sure you
watch the Spotlight for details!

SOﬁ)tlIth i

Assessmem and Accountability

April 19, 2018 :
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The Answer Documents Received and Not Tested windows will come up after testing is over. Again – make sure that you receive the Spotlight each week for updates!


Helpful Links

e Best Practices MSDS Reporting Guide for Trouble-free
Accountability Data
(http://www.mi.gov/documents/mde/MSDS Best Practi
ces 400576 7.pdf)

e Secure Site Training
http://www.mi.gov/securesitetraining

e Secure Site http://www.mi.gov/baa-secure

e M-STEP Webpage www.michigan.gov/mstep
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These are some helpful links:

Best Practices MSDS Reporting Guide for Trouble-free Accountability Data, Secure Site Training, the Secure Site link, and the M-STEP webpage link.

http://www.mi.gov/documents/mde/MSDS_Best_Practices_400576_7.pdf
http://www.mi.gov/securesitetraining
http://www.mi.gov/baa-secure
http://www.michigan.gov/mstep

Thank you!
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Thanks for watching! Be sure to join me for Part 2 of the After Testing training, where I will discuss the Accountable Students and Test Verification process.
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