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Why Is Test Security So Important?

Protects integrity of the assessment 

Maintains consistency across all testing

Ensures that the assessment results are accurate   
and meaningful
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Role of Testing Coordinator
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Role of Assessment Coordinator
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Resources

OEAA Website:  (www.Michigan.gov/oeaa)
▪PSAT Website:  (www.Michigan.gov/psat)

▪M-STEP Website:  (www.Michigan.gov/mstep)

▪MI-Access Website:  (www.Michigan.gov/mi-access)

▪MME Website:  (www.Michigan.gov/mme)

▪WIDA Website:  (www.Michigan.gov/wida)

http://www.michigan.gov/oeaa
http://www.michigan.gov/psat
http://www.michigan.gov/mstep
http://www.michigan.gov/mi-access
http://www.michigan.gov/mme
http://www.michigan.gov/wida
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Test Security Resources

MDE Assessment Security and Integrity Website: 
(https://www.michigan.gov/mde-assessmentsecurity)

Assessment Integrity Guide: 
(https://www.michigan.gov/documents/mde/Assessment_I
ntegrity_Guide_291950_7.pdf)

Michigan Virtual Modules: 
(http://bit.ly/MDEAssessmentSecurity)

OEAA Security Compliance Form:

(https://www.Michigan.gov/documents/mde/OEAA_Securit
y_Compliance_Form_634992_7.pdf)

https://www.michigan.gov/mde/0,4615,7-140-22709_99411---,00.html
https://www.michigan.gov/documents/mde/Assessment_Integrity_Guide_291950_7.pdf
https://plp.michiganvirtual.org/Registration.aspx?course=371
https://www.michigan.gov/documents/mde/OEAA_Security_Compliance_Form_634992_7.pdf
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Assessment Integrity Guide
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(https://www.michigan.gov
/documents/mde/Assessme
nt_Integrity_Guide_291950
_7.pdf)

https://www.michigan.gov/documents/mde/Assessment_Integrity_Guide_291950_7.pdf
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Required Test Security and Test Administration 
Training

All staff must be trained in test administration and test 
security practices. 
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OEAA Assessment Security Compliance Form

Any person involved in the administration of ACT WorkKeys, 
SAT with Essay, PSAT 8/9 and 10, or M-STEP must sign the 

OEAA Security Compliance Form.
Assessment Security Compliance 
forms must be kept on file for 3 years.

This form is in addition to any security 
form required by individual 
assessments such as PSAT 8/9 & 10 
and SAT with Essay

(https://www.Michigan.gov/document
s/mde/OEAA_Security_Compliance_F
orm_634992_7.pdf)

https://www.michigan.gov/documents/mde/OEAA_Security_Compliance_Form_634992_7.pdf
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Creating Testing Schedule
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Creating Testing Schedule 

PSAT 8/9 & 10 and SAT with Essay need to 
follow the testing schedule requirements 
documented in the Coordinator Manual 

for each assessment. ACT WorkKeys testing schedule 
requirements are documented in 
the TAM.
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Off-site Testing

ACT WorkKeys, MI-
Access, M-STEP, and 
WIDA requests must be 
submitted through the 
OEAA Secure Site.

PSAT 8/9 & 10 and SAT 
with Essay must be 
submitted through the 
College Board.
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Material Security

All materials must be inventoried upon receipt and kept in a 
secure, limited access, location.
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Role of Assessment Coordinator During Testing
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Monitoring Test Administration

The test coordinator should monitor all active test sessions 
to ensure procedures are being followed according to the 

TAM. The test administrator should monitor all testers.
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Supporting Staff

Be sure to have a plan in place to allow for staff breaks, 
student emergencies, and hall monitoring.
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Incident Reporting

Ensure that any irregularities are communicated and 
reported.

ACT WorkKeys

Complete Irregularity 
Report

Call ACT

College Board

Complete Irregularity 
Report

Call College Board

MI-ACCESS and M-STEP

Report through OEAA 
Secure Site

Specific requirements for 
incident reporting by 
assessment can be found 
in each TAM and 
coordinator manual.
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ACT WorkKeys

There are two types of irregularities: individual and group

An irregularity report must be completed 
by the room supervisor.

See the Irregularities section of 
Administration Manual for complete 
information about irregularities.
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College Board Assessments

The process for creating an 
irregularity report for PSAT 8/9, 10, 
and SAT with Essay is the same. 

Each assessment has its own 
irregularity report.

Instruction on completing an 
irregularity report can be found in 
the TAM and coordinator manual for 
each assessment. All IR’s must be 
returned with the assessment 
materials.



20 Section Title or Presentation Title Here?

MI-Access, M-STEP, WIDA Incident Reporting
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Incident report must be filed within 
the OEAA Secure Site. The IR form is 
created by district and school.

Details specific to the incident must be recorded 
including grade, testing mode, content area, incident 
category, and date of incident.

If individual student are involved, they 
must be recorded in the incident report 
along with a general description of the 
incident.
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Role of Assessment Coordinator After Testing
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Material Collection and Return to Vendor

All materials must remain secure during distribution, use, 
and return.

District and Building Coordinators should continue to 
monitor test administrators and students to ensure that all 

materials were returned.

Ensure all materials are kept securely stored until returned 
to vendors. Districts/schools are responsible for returning all 

materials. Each assessment has specific requirements on 
how materials are to be boxed and returned. Reference the 

test coordinator manuals for more information.
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