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Presentation Notes
Thank you for joining me for the 2021 MME Day M-STEP Test Administration presentation. I am Phoebe Gohs, the M-STEP Test Administration and Reporting Consultant at MDE.

This presentation will discuss M-STEP test administration policies and tasks for grades 8 and 11. It is divided into three sections: Before Test Administration, During the administration, and After Test Administration. 


Notes for the 2021 Administration

The State of Michigan, is seeking, but has not yet received a -
waiver for the requirement to test students. Therefore, we

are continuing to prepare for a Spring 2021 M-STEP
administration.

Please see 2021 MME and PSAT in High School Test

Administration Training Part Il Introduction for additional
information.
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I want to start with some notes regarding the 2021 administration and how the COVID-19 pandemic will—or will not—impact testing. First and foremost, the health and safety of students and educators is our first concern.

First, the state of Michigan is seeking a waiver for the requirement to administer the statewide summative assessments for Spring 2021. We have not yet received a waiver for testing, so we are continuing preparations for the 2021 administration.

The 2021 MME and PSAT in High School Test Administration Training Introduction presentation of the MME Day training has more information about the waiver request.


Notes for the 2021 Administration '-

1. There is no option for remote administration of the M-STEP. All tests must be
administered in-person by an in-person Test Administrator.

2. “Virtual schools” are schools whose primary mode of instruction is virtual; these
are not schools who are providing remote instruction during the 2020-2021
school year due to the COVID-19 pandemic.

3. To record your school’s COVID-19 related closures or remote instruction, there is
a new page in the OEAA Secure Site. This presentation includes information
about this page.

4.  Updates regarding the administration will be communicated through the weekly
Spotlight newsletter. Be sure you receive Spotlight.
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A few more notes for 2021 are included here. First, there is no remote option for administration of the M-STEP. All tests must be administered in-person by an in-person Test Administrator. 

Next, sometimes we refer to “virtual schools” in our documentation and in this presentation. So, to be clear, “virtual schools” are schools that always provide instruction virtually, like cyber schools. We are not talking about schools that provide remote instruction as a result of the COVID-19 pandemic in those instances. That is an important distinction to remember. Be sure to view the OEAA Secure Site presentation of this MME Day training for more information.

Next, there’s a new page in the OEAA Secure Site that allows you to communicate with OEAA about COVID-related school closures. This is a place for documentation and communication but doesn’t impact accountability at all. There’s a slide in this presentation where I’ll go into more information about the page and more information about this slide is also available in the OEAA Secure Site presentation for this MME Day training.

Finally, and you’ll probably hear this a few more times in this presentation, but it’s especially important this year, make sure you’re signed up for Spotlight. As things change or we have updated information, we communicate that through the Spotlight. So that’s the best way for you to make sure you are getting the most up-to-date information that we have.


Before Test Administration -

Chapter 1: Preparing for Test Administration
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There are a number of resources and activities that need to take place before M-STEP administration. This first chapter will discuss everything that needs to be done before testing begins.


Objectives

\/ Resources for Assessment Coordinators

> Systems used for M-STEP Test Administration

€&—  Spring 2020 M-STEP Testing Schedule

Preparing for the 2020 Preparing Students

M-STEP Test Administration Preparing Staff
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First, I am going to share the resources that are available to you throughout the test administration.

Next, there are several systems that are used in administering the M-STEP. These systems will be discussed so that you are aware of what tasks need to be done and which system to use.

After that, I will share the M-STEP testing schedule and discuss the requirements of the M-STEP test schedule that each school and district must prepare.

At the end of this “Before Test Administration” chapter, I will discuss how to prepare both students and staff for the M-STEP. Resources to use with students will be shared, as well as the trainings and resources that your staff will need.





Resources:

New Assessment
Coordinator
Training Guide

Assessment
Coordinator

Training Guide

Michigan Department of Education

Relevant assessments:
All Michigan state assessments:

u M-STEP

= MME
» ACT WorkKeys®
» SAT® with Essay
» M-STEP (Science and Social Studies)

® Mi-Access

» MI-Aceess Functional Independence (FI)
» Mi-Access Supported Independence (S1)

» MI-Access Participation (P)
= WIDA™
» WIDA ACCESS for ELLs
» WIDA Alternate ACCESS for ELLs

» WIDA ACCESS Placement Test (W-APT)

» WIDA Screener

® PSAT" 8/9 and 10

® Early Literacy and Mathematics Benchmark

Assessments (K-2)

Overviews of
Assessments
and Systems

Policies,
Procedures,
and Security

Supports and
Accommodations

Preparing,
Administering,
and Completing

Data and
Reporting
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First is Assessment Coordinator Training Guide. This guide provides information that takes Assessment Coordinators through the tasks and responsibilities done before, during, and after the administration of all of Michigan’s statewide summative assessments. 

If you are a new Assessment Coordinator, it is suggested that you progress through the entire training guide in the order presented. For returning Assessment Coordinators, this guide can be used as a refresher – you could use sections of this guide as you approach each task, or if you run into difficulty with any assessment administration task, you can use this document as a reference material.

While this training guide provides training for each task that must be done, it is not intended to replace the testing manuals, guides, and other test-administration related resources that are provided.

You can find this guide through the link at the top of all Assessment pages.

The Assessment Coordinator Training Guide web page also includes a link to Bookmarks that you can download and save to your web browser- for easy links to many assessment-related websites.



Other Resources

Guide to State
Assessments e

“7Education

Note: The testing window for WIDAACCESS for ELLs and WIDA
Alternate ACCESS for ELLs for both online and paper/pencil has
been extended. The new window is January 27 — April 9, 2021.

December 18, 2020

- OVERVIEW

The Michigan Department of Education (MDE) is
pleased to continue the Michigan Student Test of
Educational Progress (M-STEF), along with the
Michigan Merit Exam (MME), PSAT Assessments,
MI-Access alternate assessments, WIDA, and Early
Literacy and Mathematics Benchmark Assessments.

The 2019-20 school year certainly did not end the
way any of us would have thought. Except for most

Table of

OVERVIEW.
SPRING 2021 SUMMATIVE ASSESSMENTS .
M-STEP TEST SESSION TIMING
TESTING IN GRADES 3 -8...

PSAT 8/9 and PSAT 10 TESTING TIMES
TESTING IN GRADE 11 — MME
MI-ACCESS ALTERNATE ASSESSMENTS. .
WIDA 10

EARLY LITERACY AND MATHEMATICS

BENCHMARK ASSESSMENTS (K-2) ... S—
MICHIGAN LAW AMD BENCHMARK ASSESSMENT
REQUIREMENTS 14
FALL 2020 SAT SUITE OF ASSESSMENTS

TESTING IN HIGH SCHOOL... JR——— -
RESOURCES 17
SUPPORTS AND ACCOMMODATIONS .18
TECH CORMNER 20
SUMMATIVE TESTING SCHEDULE ... 2

of our WIDA assessments, no assessments were
conducted last spring for the safety of our students
and staff around the state. Michigan’s Retum fo
Leamn legislation and state Executive Orders have
added a few things fo think about this school year.
They include the fall testing of both PSAT and SAT
for students who missed these administrations last
spring, as well as the required use of benchmark
assessments this school year.

The office of Educational Assessment and
Accountability (OEAA) is preparing for an
administration of the M-STEP and other statewide
assessments this spring as normal. At this time,

we have not received any waivers removing the
requirement to conduct state summative assessments
in Spring 2021.

Michigan's assessment system will continue to
set national standards for quality and rigor, while
measuring how well our students are doing in
preparing for careers and college.

Our foremost concem this fall is for the continued
safety of students, staff, and families around the state.
Please don't hesitate to reach out to our office if you
have any questions.

Subscribe fo the weekly newsletter Spotlight on
Student Assessment and Accountability (www.
michigan.gov/imde-spotlight), for timely information
on assessment and accountability topics during the
2020-2021 school year.

www.michigan.gov/mstep
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Other important resources for you to review as you prepare for the Spring 2021 Test Administration are the Guide to State Assessments and the Assessment Integrity Guide.

The Guide to State Assessments includes detailed information about state assessments and is important to review.

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. The Assessment Integrity Guide has been updated for the Spring 2021 administration and should be reviewed for the updated testing policies. 

You can find these documents, plus a new training based on the Assessment Integrity Guide by going to the M-STEP webpage. The link for the Assessment Security Modules registration is under the Professional Development section.


More Resources

M-STEP Test Administration Manual ﬂ -
includes information about: EJ\/LSt )
- Test Administration Policies: m@dm?mgg
* Scratch Paper, Calculators
Spring 2020

* Supports & Accommodations NLSTEP Tt
Incident Reporting, Administration

Test Security GA;“MU)OL

- Responsibilities and Checklist of
Tasks for each role:
* District Assessment Coordinator
* Building Assessment Coordinator

* Test Administrators “
8 www.michigan.gov/mstep ~ MICHIGAN
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The M-STEP Test Administration Manual will be available in mid- to late-January and includes detailed guidelines for before, during, and after the M-STEP test administration.

The Test Administration Manual provides test administration policies and procedures, as well as step-by-step information for each assessment task that needs to be done before, during, and after testing. Checklists are also provided in an appendix, with links to each task, to help you keep track of everything that needs to be done.

You will also find test administration policies, including the Scratch Paper policy, information about Supports & Accommodations available for 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.


What’s New
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Next, we’re going to review what’s new in M-STEP Test Administration.


Sten 2021 M-STEP List of Important Dates
W:whswh-
A B ( D E F
1 Assessment (-] Start (-] Task/Activity (Calendar Description) Mode Testing Windu mm Task/Act Y m
1] PSAT 10 03/23/21 04/14/21 Conduct preadministration session PP PSAT T A Online Waiver Window - request waiver to administer paper/pencil op
{E] ACT WorkKeys 03/23/21 04/06/21 Additional Material Order Window by 11:59 PM PP ACT by 5:00 PM
WIDA Alternate 04/16/21 04/16/21 Deadline for shipping test materials to DRC PP WIDA
B ACCESS 01/06/21 02/17/21 Initial Material Order Window (all grades) by 5:00 PM [z
WIDA ACCESS 04/16/21 04/16/21 Deadline for shipping test materials to DRC BOTH  WIDA
- — 01/06/21 0z/17/21 Pre-identification of students for barcode labels by 5:00 PM PP
M-STEP 03/29/21 03/31/21 Materials arrive in schools - Grades 5, 8 and 11 Both 5, 8,11
MI-Access 03/29/21 03/31/21  Materials arrive in schools BOTH  All Grades 01/06/21 02/23/21 | Online test session setup in the OEAA Secure Site by 5:00 PM oL
MI-Access 03/29/21 03/31/21 Materials arrive in schools - All Grades BOTH  All Grades
ACT WorkKeys 03/29/21 04/02/21 Materials arrive in schools (Standard Time and Accommadated) - regular delivery PP ACT 01/06/21 05/06/21 Off-site Test Administration Request — Grades 5, 8, and 11 Both
date
WIDA Screener 04/01/21 07/14/21 K W-APT for Pre-K students during Kindergarten roundup open PP WIDA 01/06/21 05/20/21 Off-site Test Administration Request - Grades 3, 4, 6, and 7 Both
[ M-STEP 04/01/21 05/18/21 Additional Material Order Window (closes at noon) - Grades 5, 8 and 11 PP 5, 8,11
04/05/21 04/07/21 Materials arrive in schools — alternate delivery date requested - Grades 5, 8 and 11 Both 5,8,11 01/06/21 05/20/21 Pre-identification of students by 5:00 PM oL
04/07/21 05/26/21 Additional Material Order Window (closes at noon) PP All Grades 01/14/21 03/05/21 Alternate Insight Availability Request oL
04/12/21 04/14/21 Materials arrive in schools - Grades 3, 4, 6 and 7 Both 3,4,6,7
04/12/21 05/07/21 Online Test Administration Window - Grades 5, 8, 11 oL 5,8 11 02/18/21 05/20/21 | Pre-identification of students for local printing of barcode labels PP
MI-Access 04/12/21 05/28/21 Test Administration Window Both All Grades
MI-Access 04/12/21 05/28/21 P/SI Online Answer Document score entry by 4:00 PM Both All Grades TETnE T Online District and Building Coordinator Training — DRC INSIGHT Portal oL
2] ELMB- Spring 04/12/21 06/30/21 Online Test Administration Window oL ELMBA (formerly eDIRECT) at 10:00 AM - recording available 03/03/21
] SAT 04/13/21 04/27/21 Re_turn of Materials Deadline - Accommodated Materials PP SAT 03/05/21 vs/a1/1 Create/Manage Online Test Sessions and assign Universal Toals, o
g SAT 04/13/21 04/13/21 Primary Test Day PP SAT Designated Supports, and Accommedations in DRC INSIGHT Portal
SAT 04/13/21 04/15/21 Makeup Material Order Window PP SAT
SAT 04/13/21 04/26/21 Accommodated Testing Window PP SAT 03/29/21 03/31/21 Materials arrive in schools - Grades 5, 8, and 11 Both
PSAT 8/9 Grade 9 04/13/21 04/16/21 Primary Testing Window PP PSAT — - -
PSAT 8/9 Grade ©  04/13/21 05/07/21 Accommodated Testing Window PP PSAT 04/01/21 0s/18/21 Ad:'tmnﬁ' Material Order Window (closes at noon) - Grades 5, &, o
PSAT 8/9 Grade 9 04/13/21 05/10/21 Return of Materials Deadline - Accommodated Materials PP PSAT and 11
PSAT 8/9 Grade 9 04/13/21 04/15/21 Makeup Material Order Window PP PSAT 04/05/21 04/07/21 Materials arrive in schools - alternate delivery date requested - Both
PSAT 8/9 Grade 8 04/13/21 05/07/21 Accommodated Testing Window PP PSAT Grades 5, 8, and 11 <
M pSAT 8/9 Grade 8 04/13/21 04/13/21  Primary Test Day PP PSAT ) -
PSAT 8/9 Grade 8 04/13/21 04/15/21 Makeup Material Order Window pp PSAT 04/12/21 04/14/21 Materials arrive in schools - Grades 3, 4, 6, and 7 Both
PSAT 8/9 Grade 8 04/13/21 04/16/21 Primary Testing Window PP PSAT
PSAT 8/9 Grade 8 04/13/21 05/10/21 Return of Materials Deadline - Accommodated Materials PP PSAT 04/12/21 05/07/21 | Online Test Administration Window - Grades 5, 8, and 11 oL
PSAT 10 04/ 04/ Makeup Material Order Window PP PSA
Important Dates EGURGERE I« ] RN EE R Rel] ()] H 04/13/21 04/13/21 ELA Day 1 Paper/Pencil Test Day - Grade 5 PR
04/14/21 04/14/21 ELA Day 2 Paper/Pencil Test Day - Grade 5 PP
04/14/21 TBD Preliminary Reports (within 48 hours of online test completion) oL
04/15/21 04/15/21 Science and Social Studies Test Day - Grade 11 PP

g
10 Spring 2021 M-STEP Test Administration Training MMWJ%I&Illlgg(I)\III


Presenter
Presentation Notes
The Important Dates document for M-STEP Spring 2021 administration is currently available on the M-STEP web page at www.Michigan.gov/mstep.

In addition to the PDF document that lists all M-STEP related important dates, MDE has created an Excel spreadsheet that includes the important dates for every statewide assessment administered by MDE. This way, users can filter the dates according to the assessments and assessment windows they will administer.

For example, an Assessment Coordinator who is responsible for 8th grade testing only could filter the spreadsheet on M-STEP and PSAT 8/9 for Grade 8 to view only the important dates for grade 8. 

Alternatively, an Assessment Coordinator who is responsible for all high school testing could filter on M-STEP, PSAT 8/9 for Grade 8, PSAT 8/9 for Grade 9, PSAT 10, SAT, and ACT. This user would want to further filter the Testing Window column for grades 5, 8, and 11 and for All Grades, so that only the M-STEP dates associated with all grades and with the first testing window appears on the list.

Instructions for how to filter the excel spreadsheet are included on the second tab, which is highlighted in red.

In addition to this spreadsheet, OEAA is currently preparing a google calendar that will include all of the important dates by assessment program. Watch the Spotlight for information about the calendar and when it is available.


Test Administrator’s Directions and Manual '-

Updated document that includes everything that a Test

Administrator needs to know about the test administration -
process. TAs are no longer required to read sections of the Test

Administration Manual (TAM)

Online Test Administrator’s Directions and Manual
" Online Test Directions are by grade
" Preview the Test Directions before administering the test

Paper/Pencil Test Administrator’s Directions and Manual
" Grade specific, as in previous administrations

" Preview the Test Directions before testing.

Test administration directions for all administrations are intended
for use by Test Administrators

Test Administrators MUST have a printed copy of directions.
&
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The Test Directions have been expanded to become the Test Administrator’s Directions and Manual.

This was done so that Test Administrators are no longer required to read sections of the TAM. Instead, all of the test administration information and policies that Test Administrators need to know to administer the M-STEP are included in this one document.

The Test Administrator’s Directions and Manual documents are still grade-specific, and they are specific to test mode. There is a separate document for each grade by test mode.

It is required that Test Administrators read this document prior to administering the test. 





TTS for Directions Only

Schools may choose to use text-to-speech (TTS) for test directions — this is
optional

If schools choose to use TTS for test directions, the test administration
directions must be followed to introduce and verify the correct students and
correct test.

The test administration directions will direct Test Administrators where to
begin TTS for test directions.

If schools do not choose to use TTS for test directions, the test

administration directions are provided for Test Administrators to read.

g
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TTS for Directions ONLY is available as a universal tool. It is important to note that only TTS for Directions is a universal tool. TTS on the test itself is still a designated support, while TTS Passages—which is an accommodation—is available for grade 6 and 7 ELA only.

If a school chooses to use TTS for test directions as a universal tool, the test administration directions provide a script to follow to verify student test tickets, verify the correct test, and to provide an introduction. Direction is provided for Test Administrators to follow in the Test Administrator’s Directions and Manual.

If a school does not choose to use TTS for test directions, directions are also provided for Test Administrators to read in the Test Administrator’s Directions and Manual.
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Required Assessment Security Training '-

Assessment Security Training Requirements have been updated: -

District/Building Assessment Coordinators: must complete the
Michigan Virtual Assessment Security Modules and read the
Assessment Integrity Guide

Test Administrators: must complete the Michigan Virtual
Assessment Security Modules and/or read the Assessment

Integrity Guide
For those who have already completed the Assessment Security

Modules, a refresher course is available in place of the full
Assessment Security Modules

HléﬁN

ducation

(£
rqﬂ

Spring 2021 M-STEP Test Administration Training


Presenter
Presentation Notes
Assessment Security Training is required.

District and Building Assessment Coordinators are required to complete the Michigan Virtual Assessment Security Modules and to read the Assessment Integrity Guide.

Test Administrators must either complete the Michigan Virtual Assessment Security Modules or read the Assessment Integrity Guide.

For coordinators or administrators who have already completed the full Assessment Security Modules, a refresher course is available in lieu of repeating the full course.



M-STEP Science Test

Operational in 2021 -

Students will receive seven clusters

Two parts for grades 5 and 8; one part for grade 11

Time estimate: 90 minutes

MICHIGEN
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The M-STEP Science Test will be operational in spring 2021.

Students will receive seven clusters each. A cluster is an assessment task that includes a stimulus—which can include one or more parts—and 5-8 items. Each item cluster is aligned to one topic bundle of content standards.  

There are two parts—and two test tickets—for grade 8, and one part—and one test ticket—for grade 11. 

The time estimate to complete the science test is 90 minutes for both grade 8 and 11. This time estimate does not include administrative tasks such as handing out test tickets or reading the directions.


M-STEP Social Studies

Continues to measure the Michigan Academic Standards
that were adopted in 2007

One test part/test ticket

g
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The M-STEP social studies test will still measure the Michigan Academic Standards that were adopted in 2007. Changes made to the social studies standards in 2019 have not been implemented and are not reflected on the 2021 M-STEP social studies test. Any updates to the test will be communicated by MDE.

New for the 2021 administration, the social studies test is one test part and one test ticket for both grades 8 and 11.


Off-Site Test Administration Requests

Off-Site test administration requests are done through the OEAA
Secure Site.

Go to www.michigan.gov/oeaa-secure

Under the Assessment Registration tab select “Off-Site Test
Administration Request”

The Off-Site Test Administration Request window for M-STEP is
January 6 through May 6, 2021.
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Off-Site Testing is for schools who cannot test on-site at their school buildings. 

As a note, this does not apply for schools who are providing remote instruction due to the COVID-19 pandemic. These schools should complete the new COVID-19 School Closures page on the OEAA Secure Site. These schools are encouraged to administer the M-STEP to students if it can be done safely.

Off-site testing is used for virtual schools—schools that offer virtual instruction as their educational program; schools offering remote instruction in 2020-2021 due to the COVID-19 pandemic are not considered “virtual schools”.

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 are expelled-with-service.

The Off-Site Test Administration request is found under the Assessment Registration tab in the OEAA Secure Site. Select “Off-Site Test Administration Request”.

The window to submit Off-Site Test Administration Requests is open January 6, 2021 through May 6, 2021.



http://www.michigan.gov/oeaa-secure

COVID-19 School Closures

COVID-19 School Closure Details

17

* Indicates required field

COVID-19 School Closure 1D
37

Created By ()
Last Modified By o

* Academic Year
2020-2021

* COVID-19 School Closure Start Date and Time
9/28/2020 12:00 AM B o

Created Date and Time

12/30/2020 12:29:46 PM

Created By User Phone ()

Last Modified Date and Time
12/30/2020 12:29:46 PM

*1sD

* Anticipated COVID-19 School Closure End Date and Time

12/31/2020 11:59 PM Bo

Please provide details about the COVID-19 school closure

0/1000

Spring 2021 M-STEP Test Administration Training

Created By User Email ()

Last Modified By User Phone o

* District

CC Email

Last Modified By User Email o

* School o

Save
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This is the new COVID-19 school closures page that has been added to the OEAA Secure Site.

This page is available under the “Assessment registration” tab on the Secure Site.

Use this form to document your school’s closure dates and dates of remote instruction that are related to the COVID-19 pandemic. 

This form provides a way for schools to document their COVID-related closures and for MDE to understand which schools and districts are impacted by COVID closures. It does not remove or impact accountability requirements at this time. More information about this page is available in the OEAA Secure Site portion of this MME Day training.

Watch the Spotlight for the most up-to-date information about accountability requirements.




Systems used for M-STEP B
Administration
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There are several tasks to be done before the M-STEP test administration that occur in the OEAA Secure Site and, for online testing, in the DRC INSIGHT Portal.

Here I will review these tasks. 


OEAA Secure Site '-

Pre-1D -
Online Test Session Setup

Material Ordering

Incident Reporting

Student and aggregate level test score downloadable data
file and reports

COVID-19 School Closure Page

Off-Site Testing

Access to OEAA Secure Site

-Go to www.Michigan.gov/securesitetraining and select the

“How do | get access to Secure Site?” link M|CH|G5,N
"“*Education
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The OEAA Secure Site is the assessment system used for many administration tasks, including pre-identifying students for testing, setting up online test sessions, materials ordering, reporting any testing irregularities that occur through the incident reporting tool, and after testing you can access the downloadable student data files and reports through the Secure Site. The new COVID-19 School Closure page and the Off-site testing pages are also here.

For access to the OEAA Secure Site, you can go to www.michigan.gov/securesitetraining and select “How do I get access to Secure Site”.

The OEAA Secure Site presentation of this MME day training provides detailed information about how to perform the test administration tasks done in the Secure Site.

http://www.michigan.gov/securesitetraining

20

DRC INSIGHT Portal (formerly known as eDIRECT)

Test Session Setup

Assigning student supports and accommodations
Printing test tickets and rosters

Monitoring test completion

The DRC INSIGHT Portal User Guide can be found in the
DRC INSIGHT Portal at mi.drcedirect.com.

* To access the User Guide, select the “here” link in the

Documents and Training bullet point, then select Documents,
then Show Documents.

MICHIGEN
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The DRC INSIGHT Portal was formerly called eDIRECT and is DRC’s test management software. 

Assessment Coordinators can set up test sessions in the DRC INSIGHT Portal (as well as in the Secure Site, depending on the date), students supports and accommodations need to be set up in the DRC INSIGHT Portal, test tickets and rosters are printed through the DRC INSIGHT Portal, and Assessment Coordinators can monitor test completion in the DRC INSIGHT Portal.

There is a User Guide available in the DRC INSIGHT Portal that details the process for each of these tasks. It can be found in the DRC INSIGHT Portal, select the “here” link in the Documents and Training bullet point, then select Documents, then Show Documents.


Identifying Users in the DRC INSIGHT Portal '-

Technology Coordinators, District Coordinators, and Building Coordinators need to have
access to the DRC INSIGHT Portal.

= Test Administrators do NOT need access — student tutorials, mini-modules, and the
TAM can all be accessed on the DRC INSIGHT Portal without a login

Access to the DRC INSIGHT Portal 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 the DRC INSIGHT Portal.

= New users will receive an email from the DRC INSIGHT Portal with username and
password information

Secure Site Training has training documents available at
www.michigan.gov/securesitetraining:

=" How do | get access to the DRC INSIGHT Portal, for gaining access to the DRC INSIGHT
Portal

= Create a new User or Disabling and changing user access for District Coordinators that

want to assign user access. 4
21 MICHIGAN
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Test administrators do not need access to the DRC INSIGHT Portal. All student tutorials, mini-modules, and the Test Administration Manual can be accessed on the DRC INSIGHT Portal. Technology Coordinators, District Coordinators, and Building Coordinators do need to have access to the DRC INSIGHT Portal.

Access to the DRC INSIGHT Portal 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 the DRC INSIGHT Portal.

The new user then receives an email from the DRC INSIGHT Portal 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 the DRC INSIGHT Portal” document for help with gaining access to the DRC INSIGHT Portal. You can use the “Create a new User” or “Disabling and Changing User Access” documents if you are a District Coordinator who needs to assign user access in the DRC INSIGHT Portal.


http://www.michigan.gov/securesitetraining

DRC INSIGHT Portal: Test Sessions

Users can create test sessions on the
DRC INSIGHT Portal
(https://mi.drcedirect. com) select My
Applications, then Test Management,
then Manage Test Sessions

The DRC INSIGHT Portal User Guide
contains step-by-step instructions for
adding test sessions.
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Edit Test Sess
1 Testing Window: 11/30/ /07/
@ Eligibl
# Instructions
* Indicates required fields
Session Name Content Area Eligible Grade @ Assessment
UAT 50C 8 = [V i [] [+ i
Mode Begin Date
8- | o | ec]
Search for Available Students
Student First N\ame ~ State Student ID (UIC) Grade
Demographic Universal Tools - Designated
Su odatio
d Stu ts New Stu
Available Students: Students in Session:
= I i rA (80 01)
Inte rB (80 02)
I , rC (80 03)
’ IntegrationEightFix, TesterD (8003000004 )
Double-click to edit Student Double-click to edit Student
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Users can create and edit test sessions in the DRC INSIGHT Portal starting on March 5, 2021.

When you are in the DRC INSIGHT Portal 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.


DRC INSIGHT Portal: Test Sessions and Test Tickets '

Test tickets are printed from the Test
Session screen in the DRC INSIGHT Portal.

Select My Applications, then Test f
Management, then Manage Test Sessions e 0w

STEP Spring 2019 [¥]* |DRCUse Only - sample Dist[v] [(All) [v]

Last Name First Name State Student ID (UIC)

Complete the Administration, District, -

o e \
School, Content Area, and Eligible Grade —
information and select Show Sessions. D
. . . | Sessions | Status Summary |
This will open to show test sessions.

You can select any or all test sessions to
Print All Tickets.
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Test tickets are printed from the Test Session screen in the DRC INSIGHT Portal.

Log in to the DRC INSIGHT Portal, select My Applications, then 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.





The DRC INSIGHT Portal: Printing Individual Test

Tickets

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

Session Detail

Session Name  Assessment Status Begin Date End Date

GR8 Social Mot — =
UAT SOC 8 crdiee ctateq | 11/30/2018 5/10/2019 L ﬂﬁ 1 LEJ XK

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

Testing Status

Instructions

Last Name Status Status By Module

[ —
Testing

[+] |GR8 Social Studies - Part 1 [v]

- Part 1)

Status - UAT SOC 8 (GR8 Sodial Studies - GR8 Social Studies
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! Password Status Started Co eted Action

[]  IntegrationEightFix  TesterA TINTEGRATIO3S  M8BFKCSC Not Started e 3 & °
DwnEigh(Fix TesterB TINTEGRATIO20  19898YS3 Not Started E e
[] | IntegrationEightFix  TesterC TINTEGRATIO36  FXNXQZS7 Not Started e 3 & °
[ InegrationEightFix  TesterD TINTEGRATIOS7 ~ 394BF2RZ Not Started 5= °
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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”.


DRC INSIGHT Portal: District and Building Coordinator
Training

Date Event
Tuesday, March 2 M-STEP District and Building

10:00-11:00 am Coordinator Training
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Online District and Building Assessment Coordinator Trainings on the administrative functions in the DRC INSIGHT Portal will be held on March 2 at 10:00 with DRC. 

These will also be posted in the DRC INSIGHT Portal after the initial presentation. To view them, while in the DRC INSIGHT Portal, you will go to My Applications, then select General Information. From this view, select the Documents tab - these trainings will be included in this list.

Information about accessing/registering for the training will be in Spotlight closer to the event date.



Testing Schedule
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Next, we will review the M-STEP testing schedules.


2021 Test Schedule

Spring 2021 Testing Schedule for Summative Assessments

Assessment | 127 | 2/1
1-29 2f5

M-STEP
Grades 5, 8, 11

M-STEP
Grades 3,4,6,7

MI-Access
Alternate ee
Assessments

College Entrance: a4/ f_o:‘::e:ﬁ

SAT w/Essay* only Y

?cctli)mrnwo_d ;ted a/13-a/26

esting Window 4/29
‘Work Skills: 414 Makeup arelp
S —

ACT WorkKeys only 4/28 z

Accommodated . Makeup aXEUp
414427 ge

Testing Window 4f28-5f4 =

PSAT 8/9 Makeup

(grade 8)* i 4/27-5(7
Accl_)mmo_dated 5/7

Testing Window

PSAT 8/9 (gr9) Makeup

PSAT 10** 4/27-5(7

Accommodated
Testing Window

WIDA ACCESS &
WIDA Alternate ended: Janua April 9, 20
ACCESS for ELLs

* Schools must administer the PSAT 8/'9 for 8th grade on April 13, 2021. The Primary window of 4/14-4/16 is available for students who were absent on 4/13 {unless students are approved with
accommedations that designate them to test in the accommedated testing window).
** Schools must administer the PSAT &/9 for 9th grade and PSAT 10 on April 13, 14, 15, or 16, 2021 {unless students are approved with accommodati that desi them to test in the
accommeodated testing window).

* Schools can choose which date works best for them as the initial test day.
* The same grade must test on the same day at the same time.
* Schools can administer multiple grades in one day, but grades must be in separate administration sessions (grade 9 students must be tested separate from grade 8 students).

MOTE: Paper/Pencil test dates for the M-STEP ELA, mathematics, science, and social studies assessments will occur on designated dates within the testing windows.
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There are two four-week windows for online M-STEP testing.

The first online testing window for grades 5, 8, and 11 is the testing window for all 8th and 11th grade testers. This online testing window is from April 12 – May 7.

This graphic—which you can find in the Guide to State Assessments document—also includes the testing schedules for M-STEP grades 3, 4, 6, and 7, 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. The Guide to State Assessments also includes the test administration dates for paper/pencil testing.


Test Session Time Estimates: Grade 8

Spring 2021 Estimated Test Session Timings Grade 8

Grade
8

PSAT 8/9 (ELA and Mathematics) 2:35
M-STEP Science Part 1
M-STEP Science Part 2
M-STEP Social Studies

Estimated Total Hours

Subject

- MICHIGEN
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These are the testing time estimates for 8th grade. For M-STEP, the times estimates for each test do not include time for reading directions, answering questions, or other classroom tasks.

The PSAT 8/9 is a timed test, while M-STEP is not a timed test. 

The operational M-STEP science test is estimated to take 90 minutes to complete over two test sessions for 8th grade. The M-STEP Social Studies is one part and the total testing time is estimated at 60 minutes.   

The PSAT 8/9 time estimate includes scheduled breaks and will take 2 hours and 35 minutes total. 




Test Session Time Estimates: Grade 11

29

Spring 2021 MME Component
Test Session Timings
Subject ‘ Grade 11
Science 1:30

Social Studies

College Entrance®

Work Skills*

Estimated Total Hours

* Includes scheduled breaks
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These are the testing time estimates for 11th grade. Again, for M-STEP, the times estimates for each test do not include time for reading directions, answering questions, or other classroom tasks.

M-STEP is not a timed test, the times provided are estimates to be used for scheduling purposes. 

The operational 11th grade M-STEP science test is a one-part test and is estimated to take 90 minutes. The M-STEP Social Studies is also one part and the total testing time is estimated at 30 minutes.   




Preparing Students & Staff -

g
30 Spring 2021 M-STEP Test Administration Training mj%la'lllggl’(l)\lll
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Next I will discuss how to prepare students and staff for testing.


Preparing Student

Ed sk

o DEL R R E S
TUTDRIALE

Buck ki Mae Tage
Srow 'ebusie
Mg &
ARG E IS T
WL.STEF Driiee Tyioral
=griag i e Dl
ol | v Fragining
FET ]

Sgrang K e
Toni

sing Py e

s: Tutorials and OTTs '-

Grade 8 Science Training Student

Tt NREMRBo n

How do Hand Warmers Work? (Part 1) This question has two parts.

Two students are outside in the cold, waiting for a bus. One M part A
of the students has a package of hand warmers and offers

to share them with the other student. The student opens Use the data table to complete the following statement.
the package and they each put a hand warmer bag in one
of their gloves. The students can tell that a chemical reaction involving iron

because a new substance
form overnight.
<—hand warmer g

| \\\Hand Warmer package
Part B

Choose one set of properties that best supports the
completed statement in Part A.

e hand warmer @ density and color

Hand Warmer bag
@ color and volume

@ volume and texture

After a few minutes, the students notice that the hand
warmer bags start to feel warm. The students want to know @ texture and mass
how hand warmer bags get warm. They decide to ask their
science teacher if they can test the materials inside the @ mass and density
hand warmer bags. After reading the ingredients on the

- e .

Review/End Test Flag ' E
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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—or OTT—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 DRC INSIGHT Portal web page – www.mi.drcedirect.com.

You do NOT need a username or password to view the tutorials. Select the link in the second bullet point, Documents and Training Materials on the sign in page, then 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.

OTTs can only be accessed in a Chrome browser – the link to OTTs is available on the M-STEP web page under the Content Specific Information section.


Preparing Staff: Staffing

Test Administrators (TAs) should be selected from the -
following list.

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

HléﬁN
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For preparing staff, 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 regarding how schools and districts identify testing personnel.

Test Administrators can be selected from this list:

Licensed teachers or administrators employed by the district.

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.

Licensed substitute teachers who are employed by the district for the purpose of administering the test, and 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 ot

*MDE-Approved INS
NOT at student des

ner encouragement posters are permitted
GHT Tools poster may be displayed — but

KS Or computers.

" “Test-Taking Tips”, word lists, maps, Math formulas, and any
other content are prohibited and must be covered or

removed.

33

MICHIGEN

=riEducation


Presenter
Presentation Notes
It is important that 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, and that seating is arranged in such a way that discourages any sharing of responses. 

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”. 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: Test Schedules

Must include:

34

= District and building name
" Building Assessment Coordinator’s name
= Date of assessment administration

" Location of testing session(s) (room number,
classroom)

= Starting and ending time of test session

= Test administered, content area and grade level

" Test administrator(s) and proctor(s) for each test
session

MICHIGEN
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Buildings and districts must retain test schedules as described in the updated Assessment Integrity Guide. It is possible that a testing schedule may be requested by MDE staff if relevant when working to resolve an Incident Report.

Test Schedules must include the district and building name, the Building Assessment Coordinator’s name, date of the assessment administration, the location of the testing session, starting and ending time of the test session, the test that was administered, and the names of the Test Administrators and proctors for the test session.


Preparing Staff: Sample Testing Schedule

Appendix B = Sample Testing Schedules
Testing schedules must include the following information and be retained by the district or school for 3 years.

= District Mame

+ Building Mame

+ Building Coordinator's Name

* Location of testing session(s) (i.e. roem number, classroom, etc)

+ Start and end time of testing session(s)

+ Assessment/grade/content/form being administered for each testing session
+ Test Administrator(s and proctors) for each testing session

<School Name>
<District Name>
<Azzezzment Name> Testing Schedule

Building Coordinator:

Toct Tosting Test Session  Test Session

Administrator/ Location/ Conte 1 Time 2 Time
Form
Proctor Room

Grade Teacher

2IE Lewvel MName

Beg. End Beg. End

&
MICHIGAN MICHIGAN
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The Assessment Integrity Guide provides a sample testing schedule in Appendix B. The sample includes the required components of the testing schedule.


Assessment Security Training

36

The MDE Assessment Security Training has been

updated with new information from the updated
Assessment Integrity Guide (AIG).

Assessment Security Training Requirements:

Assessment Coordinators must complete the
Assessment Security Modules and read the
AlG

Test Administrators must complete the
Assessment Security Modules and/or read
the AIG

For those who have already completed the
Assessment Security Modules, a refresher
course is available in place of the full Assessment
Security Modules.

@ Assessment Security i
s\-\--

Assessment Security is avital consideration to ensure fair, reliable, and valid test scores, and prevent
misadministration. This four-module training series can be used as a supplement to your regular district
tralning to help your staff:

« understand the importance of test security before, during,and after test administration,

s properly prepare for a smooth test administration, and

+ understand the stepstotake if something does go awry.

Each module is designed to be completed In 10-15 minutes and contains a variety of engaging and
interactive content pieces. Moduledescriptions are included balow.

= . ... Module 2:Getting Ready for Testing

_ | 2| Thismodule covers steps to take before testing, such as staff training and
" preparing the testing environment. These steps will help you avoid common
security problems, protecting both your staff and the validity of your test results,

Module 3: Test Administration

o This module covers security concerns and considerations during testing, What
should test administrators do on-site? What student behaviors should you watch
for?

Module 4: Incident Response
— This modules covers what todo If something goes wrong, Most problemscan be
Ill‘? | preventad with preparation and monitoring, and most can be mitigated with a
— ‘
Learners who complete all four modules and demenstrate their knowledge on a short test willbe able to
printa Certificate of Completion at the end of the training, which may be kept on file with other test

quick and careful response.
adr d on. This course i ilable free of charge through MVLU's Professional
Learning Portal. Click on the link below to register.

Register at http://bit.ly/MDEAssessmentSecurity

.
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The Assessment Security Training series is required for Assessment Coordinators. Test Administrators must either complete the Assessment Security Training modules and/or read the AIG. For coordinators or administrators who have already completed the full Assessment Security Module course, a refresher course is available in place of the full training series.

This training is currently available on the M-STEP web page at www.Michigan.gov/mstep under the Assessment Training and Resources for Educators section.


S .
During -

Test Administration

Chapter 2: During M-STEP Test Administration
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Next, we will move on to Chapter 2 of our M-STEP Test Administration training. In this section of the presentation, I will discuss tasks that are done during the administration of the M-STEP.



Objectives

: Online
[ ] Getting Started

Paper/Pencil

I“i During the Test Administration

A Common Problems and What to Do
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In this chapter, we will discuss how to get started with both online and paper/pencil test administration, what tasks need to be done during the test administration, and some common problems that come up and how to address them if they do.


Getting Started -

Online Administration

Paper/Pencil administration
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We’ll begin with Getting Started with the administration – for both the online administration and paper/pencil administration.


Getting Started: Supports and Accommodations

Guidance Document

Supports and Accommodations Guidance Document

" Includes important information about Universal Tools, Designated -
Supports, and Accommodations

"|f a student requires an accommodation that is not listed in the supports
and accommodations table, a special request to use that
accommodation may be made by contacting the MDE to determine
whether the accommodation is considered allowable as a standard or
non-standard accommodation

=Supports and Accommodations Table is in the Guidance Document and
provides information about the Universal Tools, Designated Supports,
and Accommodations that are available by content and grade.

HléﬁN
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The Supports and Accommodations Guidance Document and Supports and Accommodations Table should be reviewed and referenced throughout the test administration. It includes important information about allowable Universal Tools, Designated Supports, and Accommodations. 

The Supports and Accommodations Table in the Guidance Document provides information about the Universal Tools, Designated Supports, and Accommodations that are available by content and grade.

Be sure to view the Student Supports and Accommodations presentation of this MME Day training for more information about what is available for students during testing.


Getting Started: Online Administration

Schedule Test Sessions and create or edit test sessions in the

DRC INSIGHT Portal. -

Monitor the assignment of appropriate accommodations in
the DRC INSIGHT Portal before test tickets are generated.

Print, sort, and distribute test tickets to Test Administrators.

Monitor testing, provide support to Test Administrators as
nheeded.

*NOTE: Incident Reports are expected to be submitted within two
school days of a testing irregularity
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Here I will discuss the tasks to get started for the online administration.

Test sessions can be set up in the Secure Site if it is done by February 23, 2021. If not done by that day, then test sessions can be created in the DRC INSIGHT Portal beginning on March 5, 2021. It is important that the pre-identification through the Secure Site is accurate, so that all students who are expected to test are assigned to the appropriate testing sessions. It is also important to be sure students are put into all test sessions that are required for their grade. The DRC INSIGHT Portal does have functionality that will help with tracking progress toward completion of testing, but the system is based on the students who are in the test session – it does not identify a student who is not assigned to the test session.

During the Pre-ID process, it is important that any students who are testing using MI-Access are Pre-ID’d to MI-Access and removed from the M-STEP assessment. This will prevent students who take MI-Access from being pulled into the DRC INSIGHT Portal and being assigned a test ticket – which may result in a student taking both the MI-Access and M-STEP assessments.

Next, the appropriate accommodations must be assigned in the DRC INSIGHT Portal before test tickets are generated. Any embedded accommodation – that is, an accommodation that is administered within the testing engine – must be assigned in the DRC INSIGHT Portal. For detailed directions on assigning accommodations in the DRC INSIGHT Portal, go to the DRC INSIGHT Portal User Guide that is available on the DRC INSIGHT Portal website. Select the link in the second bullet point, Documents and Training Materials, and then select Show Documents to search documents.

Once all students have been assigned to all of the appropriate test sessions, and accommodations have been assigned, test tickets need to be printed, sorted according to your testing schedule, and distributed to Test Administrators. Remember that test tickets and accompanying rosters are secure materials and must be handled securely.

Once Test Administrators begin testing, test administration progress should be monitored and any issues that come up addressed. If there is a testing irregularity that requires submission to the MDE for resolution, authorized users can submit Incident Reports through the Secure Site. Incident Reports are expected to be submitted within two school days of notification of a testing irregularity.

I will discuss this process more when we get to the Common Problems and What to Do section of this presentation.


Getting Started: Online Administration

Online Test Administrator’s Directions and Manual -
= These are available by grade

= Read the Test Directions before administering the test

Test Tickets
=Secure Material — be sure to collect these after testing

= Students may only have one test ticket at a time. Test Directions
must be read if students are to start another session

"Be sure you are aware of student supports and accommodations
before administering a test — it is possible that universal tools,
designated supports, or accommodations may not be listed on
the roster or test ticket.

HléﬁN
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All directions in the Test Administrator’s Directions and Manual are grade-specific. It’s important for Test Administrators to read the Test Directions before administering the test. Test Administrator’s Directions and Manuals for both the paper/pencil and online administrations are sent to schools and will be made available on the M-STEP webpage at www.michigan.gov/mstep. 

Test tickets are a secure material, so it is important these are collected after the testing session to be securely destroyed or to be stored with secure test materials if the student has not completed the test and will resume testing in another test session. 

As a reminder, students may only have one test ticket at a time. Giving a student more than one test ticket is a security risk and does not allow for necessary breaks between tests to ensure students perform their best.

Most accommodations are printed on the test tickets. However, there may be other accommodations – such as extended time – that are not listed on the test ticket. Be sure Test Administrators are made aware of all accommodations for all students in their testing session.


Getting Started: Paper/Pencil Administration

Schedule test sessions according to published paper/pencil
testing schedule

Ensure answer documents have barcode labels affixed

Securely maintain all testing materials throughout the
testing window

Monitor and address any testing irregularities as they occur

43
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For the paper/pencil administration, test sessions must be scheduled according to the published schedule.

Assessment Coordinators must ensure that barcode labels are affixed to the student answer documents. Barcode labels are required in order to ensure the student’s responses and hard work are associated with the correct student.

Also - all secure testing materials must be maintained in a secure, locked location. Secure materials include test booklets, all used answer documents, any used scratch paper, and any reader scripts, translated versions of the test, or other accommodated form of the test.

Again, testing irregularities should be monitored and addressed appropriately. If needed, authorized users submit Incident Reports through the Secure Site for MDE resolution or documentation. I will discuss this further in the Common Problems portion of this presentation.


Getting Started: Paper/Pencil Administration '-

Test Directions
= Paper/Pencil Test Directions are by grade

= Read the Test Directions before administering the test

Answer Documents

= Be sure the Barcode Labels are affixed to each student’s Answer Document in
the space provided

" If necessary, barcode labels can be printed from the Secure Site

= Accommodations and Supports should be completed by a Test Administrator
or Building Coordinator ONLY

Test Booklets
= Securely stored

= Given to Test Administrators at the start of a testing session

HIGAN
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As with the online test directions, paper/pencil test directions are grade-specific. And again, it is important that Test Administrators read the test directions before administering the test. This is true even when a Test Administrator has administered the same M-STEP assessment in a previous year – it is important to refresh one’s memory about the assessment before administering it.

Answer documents must have the barcode label affixed in the space provided before administering the test. If additional barcode labels are needed for any reason – for example, a student has enrolled after the Pre-ID for barcode labels deadline on February 17, 2021, they can be printed from the Secure Site. Go to Assessment Registration, select Barcode Labels, and complete the search criteria. 

Accommodations and Supports, if provided, must also be completed on the Answer Document – by a Test Administrator or Building Coordinator.

And test booklets should be securely stored and given to Test Administrators at the start of a testing session.



Scratch Paper -

Scratch Paper -
=Secure Material — be sure to collect these after testing for secure

45

destruction or storage
=Student name must be written on scratch paper if testing will be resumed
in a later test session

=Scratch paper must be blank lined or unlined paper

The Scratch Paper policy can be found on the M-STEP web page
(www.Michigan.gov/mstep), in the Test Administration Manual, and in each

Test Administrator’s Directions and Manual document.
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Any scratch paper used during testing must be collected for shredding. Used scratch paper and used graph paper are secure materials. 

Student names need to be written on scratch paper used, so that if a break is taken it can be returned to the correct student. 

Scratch paper must be blank—it can be either lined or unlined.

Be sure that all Test Administrators are aware of the full M-STEP Scratch Paper Policy before testing. The Scratch Paper Policy is available on the M-STEP web page at www.michigan.gov/mstep.

http://www.michigan.gov/mstep

During the Test Administration

Active Monitoring -
" Unobtrusively move through the room during testing
* Maintain an unobstructed view of all students
* Full attention should remain on testing at all times

= Avoid distracting behaviors:
* Conversations with other staff
* Reading books or newspapers
* Eating
* Working on a computer or phone
* Grading papers

Video Surveillance Cameras

" For safety and security, these are allowed during the test session.
Cameras should be directed away from test items. Recordings of test

sessions must be deleted as soon as possible. “
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For both the online and paper/pencil administration, Test Administrators should actively monitor the assessment. This includes moving through the room to view testers and maintain a view of all students throughout the test session. 

Test Administrators' full attention must remain on testing at all times – any distraction must be avoided, including any side conversations, reading, eating, or completing other work during the test. 

For safety and security, if video surveillance cameras are already in place in a testing room and are used to maintain security, they are allowed to be used during the test session. Cameras should be directed away from test items, and any recording of a test session must be deleted as soon as possible after the test session.


Online Administration:

Monitoring test completion

In the DRC INSIGHT Portal, users can monitor progress toward test completion on
the Student Status page:

DRCANSIGHT™ MICHIGAN ONLINEASSESSMENTS = STUDENT MANAGEMENT ~

Student Status Dashboard
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Users can monitor test completion in the DRC INSIGHT Portal on the Student Status screen by grade and by content. 

Users can monitor progress toward completion throughout the test administration using this screen. As a reminder, the screen shows progress toward completion of students who are assigned to test sessions.  It does not identify students who are expected to test by the MDE but were not assigned to the test session. 

Assessment Coordinators must make sure that all students who are expected to test are Pre-ID’d in the Secure Site and assigned to all of the appropriate test sessions – either through the Secure Site or in the DRC INSIGHT Portal.


Collecting Materials

Be sure to collect signed OEAA Security Compliance Forms -
from Test Administrators and Proctors prior to the testing
session.

Paper/Pencil Administrations
=Collect Test Booklets and Answer Documents

* Ensure that all used Answer Documents have correct barcode label
affixed — and the student information is completed and matches the
barcode label.

* Ensure that all appropriate accommodations are bubbled on Answer
Documents

HIGAN
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Materials need to be collected after the Test Administrations for both online and paper/pencil administrations. Be sure that signed Security Compliance Forms are collected from all staff involved in test administration. 

Also, final copies of Testing Schedules must be completed and collected. These should be kept for 3 years after the test administration.

For paper/pencil administrations, all test booklets and answer documents must be collected. Any used answer document must have the correct Barcode Label affixed, and any accommodations used need to be filled in on the Answer Document. Also be sure the student information is completed and matches the information on the barcode label – in the event the barcode label becomes damaged or falls of the document.

The Test Administration Manual includes detailed instructions for materials return. 


Common Problems and What to -
Do

Common Problems

Incident Reports

20 MICHIGEN
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Next I will discuss what to do when any problems arise during the test administration. It’s important to note that problems do sometimes occur during testing that are outside of the control of the school or district. Having the issue is not necessarily the concern, it is important that the issue is addressed appropriately and reported appropriately using the established policies and procedures. 

All of the information I will cover here, and more, is included in the Test Administration Manual (TAM). When you encounter any of these issues, or any other issues, during testing, it’s important that you refer to your TAM to know how to address it appropriately.


Incident Reports '-

If any testing irregularity occurs, an incident report is -
expected to be filed with the Office of Educational

Assessment & Accountability within two school days

The M-STEP Test Administration Manual has detailed
information regarding when to submit an Incident Report
in the Incident Reporting Table

The Secure Site Training page has detailed information
about how to access and use the Secure Site Incident
Reporting Tool at www.michigan.gov/securesitetraining.
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Any time that a testing irregularity occurs, an incident report should be filed with the Office of Educational Assessment & Accountability within two school days.

Detailed information regarding how to address an irregularity, including many possible scenarios, and the most frequent irregularities that occur, is provided in the M-STEP Test Administration Manual. 

The Secure Site also has detailed, step-by-step instructions for submitting an Incident Report at www.michigan.gov/securesitetraining.


Examples of Testing Irregularities

- Student becomes ill and goes home before completing a -

test

- A student transfers from, or into, your school during the

testing window

- Building emergency during the test session

- A student is not provided assighed accommodations, OR a

student is provided accommodations that are not assigned

- Student Prohibited Behavior occurs during the test session

51
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Some examples of testing irregularities can be if a student becomes ill and goes home before completing a test. Or a student may transfer from, or into the school during the testing window. Or if a building emergency occurs during the test session. Also if a student is not provided assigned accommodations or is provided accommodations that are not assigned. Or, a student prohibited behavior occurred during the test administration. These irregularities are examples of reasons that an Incident Report should be submitted.


Admin | Security |AssessmentRegistration Student Assessments  JERETUT S IR T)ELT

52

Incident Reporting Tool

&

Secure Site

Michigan Department of Education

Review Requests
Stu ﬁt Search

Secure Site

Mass Update Assessmeants

Check the Home page often for updated informat Incident Reports Page Instructions
Search Filter Accountable Students & Test Verification  » ~
* Indicates required field
Due Date Test Period Test Cycle
MMDDYYYY HH:MM AM El ®| Select a Test Period v

Select a Test Cycle

General Announcements.

=3

Secure Site Documentation and Support

~

General Announcement

‘ Detailed instructions and information for Secure Site functions can be found on the Secure Site Training page.

Email Communications from the Secure Site

General Announcement

‘ Email confirmations and status updates from the Secure Site go to the email address on your MEIS account. Have you checked it lately to ensure you are receiving needed information from the Secure Site?

MICHIGEN
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Incident Reports are submitted through the Secure Site. 

Users select the Student Assessments tab at the top of the page, and then Incident Reports in the dropdown menu.

Once you have selected the test cycle and entity information, select the grade, content area and testing mode. Based on these selections, the Incident category dropdown will update. Then select the incident subcategory. Directions about what category and subcategory should be used, based on your situation, can be found in the Incident Reporting Table in the M-STEP Test Administration Manual. This table is organized based on the Incident Categories listed in the dropdown menu of the Secure Site.


Common Problems

Online Session Locked -

=|f 5 or fewer questions have been answered, contact the Call
Center at 1-877-560-8378 and select Option 2

*If more than 5 questions have been answered, an Incident
Report is required

Student becomes ill/parents remove student during test
*Online: Pause and Exit; then resume with the original test ticket
in @ makeup session

= Paper/Pencil: Collect materials and flag last question answered,
resume during a makeup session, submit an Incident Report
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Perhaps the most common problem that happens in the online administration is a student submitting a test before completing it. When this happens, if there are five or fewer questions answered, contact the Call Center at 1-877-560-8378, and select Option 2. If there are more than 5 questions answered, then an Incident Report is required.

Another common problem is if a student becomes ill or is removed from the test session before completing the test. For an online administration, collect the student’s test ticket and instruct the student to pause and exit the test. The test may be resumed in a later test session, using the original test ticket.

For a paper/pencil administration, the Test Administrator should collect the test materials and flag the last question answered. The test can then be resumed during a makeup session, and an Incident Report is required to be submitted by the District Assessment Coordinator.


Common Problems '-

Chromebook testers — Keyboard MUST be set to US -
Keyboard —if it is not, the student will not be able to use
guotation marks or apostrophes in text boxes

"BEFORE testing: Select ‘Settings’ then ‘Keyboard Settings’ and
select US Keyboard

" DURING testing: click outside of the text box and press CTRL-
SHIFT-SPACE BAR to select US Keyboard
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Students testing on Chromebook who have the wrong keyboard setting – US International Keyboard – will not be able to use the quotation marks or apostrophes while in text boxes.

To resolve this issue before testing begins, choose Settings on the Chromebook, then choose “Keyboard Settings” and be sure US Keyboard is selected.

If this happens during testing, have the student click outside of the text box, then press Control-Shift-Space Bar which will bring up the option to select the US Keyboard setting.


Common Problems '-

INSIGHT disconnections, not advancing, or other technical -
error
= Contact your local tech support first

" |f tech support cannot resolve the problem, the Technology
Coordinator should contact DRC Customer Support and the
M-STEP Coordinator submits an Incident Report

- MICHIGEN
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In the online administration, there may be an issue with INSIGHT disconnections or other technical errors. This can be due to a local connectivity issue, or a network issue, or it may be an issue that needs to be resolved with DRC. So, the first step in any situation of a technical issue while testing online is to contact your local Technology Coordinator. 

If the Technology Coordinator cannot resolve the problem, then they should contact DRC Customer Support and, if necessary, the District Assessment Coordinator should submit an Incident Report if the problem cannot be solved by the Technology Coordinator or DRC’s Customer Support.

I’ve just gone through a few of the most common scenarios that can come up during testing. Make sure to review your Test Administration Manual if you encounter these, or any other issues during testing.


After Test Administration -

Chapter 3: After the M-STEP Test Administration
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Finally, I will discuss Chapter 3 of the M-STEP Test Administration MME Day training: After the M-STEP Test Administration.

In this section, I will be discussing the handling of materials after testing, return of materials for paper/pencil materials, and reporting. 


Objectives

G Handling secure and nonsecure materials

J Packaging and return of materials

|||. Reporting

MICHIGEN
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First, I will discuss 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.


Disposition of Test Materials

Secure Materials to be destroyed: -
"Online:

* Test Tickets and Rosters
* Used Scratch Paper
=Paper/Pencil:
* Used Scratch Paper
* Unused Answer Documents (all content areas)
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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, examples of secure materials include test tickets and rosters, and all scratch paper and graph paper used – these materials must be securely destroyed after the test administration.

For paper/pencil testing, examples of secure materials include all used scratch paper must be securely destroyed. 

Be sure to review the Instructions for Materials Return section of the M-STEP Test Administration Manual (TAM).


Instructions for Materials Return

The M-STEP Test Administration Manual will contain -
information about:
=Secure and Non-secure materials to be FEtUFHEd

" Materials Return Dates: May 19, 2021 for the grades 5, 8, 11
window

" Instructions for packaging materials

Be sure to review the information in the Test Administration
Manual to ensure compliance with materials return
requirements.

- MICHIGEN
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The Instructions for Materials Return are included in the M-STEP Test Administration Manual and lists which secure materials should be returned to the M-STEP Contractor, what schools should keep and what schools must destroy. 

Secure materials that need to be returned to the M-STEP contractor include all used answer documents, the Orange Special Handling Envelope, all used and unused test booklets, any accommodated versions of the test.  If there are no secure materials that need to be returned, then it is not necessary to return the Orange Special Handling Envelope.



Preliminary Reports

Preliminary Reports are available through the OEAA Secure Site.
Select Reports, then Dynamic Score Reports.

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

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
during the test administration at www.michigan.gov/mstep, under
the Reports section.
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The Preliminary reports are available within 48 hours of the student submitting the test 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.

More detailed information about the Preliminary Reports – and the data in the Preliminary Reports – is available in the Guide to Preliminary reports, available during the test administration.

http://www.michigan.gov/mstep

Helpful Links '-

Best Practices MSDS Reporting Guide for Trouble-free -

Accountability Data
(http://www.mi.gov/documents/mde/MSDS Best Practices

400576 7.pdf)

New Assessment Coordinator Training Guide
(https://www.michigan.gov/mde/0,4615,7-140-
22709 63192-476290--,00.html)

M-STEP Webpage www.michigan.gov/mstep

Secure Site Training http://www.mi.gov/securesitetraining
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These are some helpful links for you throughout the M-STEP test administration:

Best Practices MSDS Reporting Guide for Trouble-free Accountability Data, the Assessment Coordinator Training Guide web page – which includes the link to the bookmarks for Michigan State Assessments, the New Assessment Coordinator Training Guide, the M-STEP web page link, and Secure Site Training.



http://www.mi.gov/documents/mde/MSDS_Best_Practices_400576_7.pdf
https://www.michigan.gov/mde/0,4615,7-140-22709_63192-476290--,00.html
http://www.michigan.gov/mstep
http://www.mi.gov/securesitetraining
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What’s New

Week of January 7, 2021

+ Who Must/Can Take the MME in
Spring 20217

+ SAT, PSAT, WorkKeys, M-STEP,
and MI-Access Pre-1D and
Material Orders

« Early Literacy and Mathematics
Benchmark Assessments
Student-Level Reports
Available

+ Remote Testing Documentation
Updates

Reminders

+ 2021 Michigan School Testing
Conference

Recently Asked
Questions

: .. Sign up to receive weekly Spotlight
OOt“th MICHIGAN

L R N N N N NN NN NN R NN

—Eaiaton  jssyes to stay up-to-date on all

on uaen J ssessment an ccountabili L4
assessment-related issues at:

Who Must/Can Take the MME in Spring 20217 WWW. m i Ch iga n .gOV/m d e_S potl ight

The Who Must/Can Take the MME? document has been

updated to address eligibility and testing requirements for

students in grades 11 and 12 for the 2020-2021 year. There are ) e

updates that apply fo this year's spring MME and District and °

Building Assessment Coordinators should review this document, YO u | | fl n d °

which is available on the MME web page (www.michigan.gow/

mme) under General Information. MDE is communicating -

with the legislature on how there may need to be modifications D t R d

to the MME legislation for this year only to align with these = a e e m I n e rS

recommendations.

AT PSAT, WorkKeys, M-STEP, and Mi-Access = Assessment Task reminders

Pre-ID and Material Orders

Districts and schools should be working on their Pre-ID Student M M M

report on the OEAA Secure Site for the Spring 2021 SAT, PSAT u Ad m I n I St rat I O n U p d ate S
819, PSAT 10, WorkKeys, M-STEF, and MI-Access. The paper/

pencil materials and printed barcode labels the schools/districts

will receive are based on the students who are pre-identified by °

5 p.m., February 17, 2021. Read the articles in the December . Re p O rt I n fo r m at I O n

17, 2020 Spotlight (www.michigan.gov/mde-spotlight) to ensure

that you have accurate counts, know how to Pre-ID students,

and for other important information. | IVI u C h m O re !

Early Literacy and Mathematics Benchmark
Assessments Student-Level Reports Available

The Office of Educational Assessment and Accountability
{OEAA) is pleased to announce that the Early Literacy and
Mathematics Benchmark Assessments Student Level Reports
for the Winter 2021 administration are available in the Dynamic
Reporting System through the OEAA Secure Site. Reports are

(Gontinued on next page)

Spotlight (www.michigan.gov/imde-spotiight) and/or access previous editions | Call Center: 877-560-8378 I I I C I I I Gj j N

Department °
CB Comer { ACT WorkKeys / Important Dates / Contacts °fEducat10n
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If you don’t already receive the weekly Spotlight in your email on Thursdays, be sure to sign up!

You will get up-to-date information on all assessment-related issues and tasks – including reminders about upcoming tasks and deadlines, administration updates, report information, and more.


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

Questions?

Phone: 1-877-560-8378
Email: mde-oeaa@michigan.gov

g
Spring 2021 M-STEP Test Administration Training mj%la'lllglfl’(l)\lll
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Thank you for joining me for this presentation!

If you have any questions, call the number on this slide or send an email to mde dash oeaa at Michigan dot gov.
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