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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

Assessment Security and Integrity

Role of
Assessment
Coordinator in
Maintaining Test
Security
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Role of Assessment Coordinator

Ordering
Materials

-

Material
Inventory

Planning

Support to
Staff

Incident

Reporting

Test Security and Integrity
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Resources '-

OEAA Website: (www.Michigan.eov/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)

sy
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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

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 |
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)
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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

Assessment Integrity Guide

gg.'.
MM uuMNUYY

:
|
|
|

s fmmmey ZexgvactVere we D
" fomeses Memo= e =
o o Detx Forerme=s Semnes Laes oree Sue
Aneme—

(https://www.michigan.gov
/[documents/mde/Assessme
nt_Integrity_Guide_291950

7.pdf)

i

i

{

!
WERAM b M

............................. >t
Senraat “ar oty b Ted S aty st Tt I 8- 3
. 3 Agppendia § - Serple Sextng Scheddes. .. ...
n | St e @ o

|
|
|
!
/
|

‘il

Ly
1/20/2021 MICHIG&N

7 Section Title or Presentation Title Here? Depame .
“Education


https://www.michigan.gov/documents/mde/Assessment_Integrity_Guide_291950_7.pdf

Required Test Security and Test Administration

Training

All staff must be trained in test administration and test
security practices.

Assessment Security Training Requirements:

Annual security fraining is a requirement for individuals who will take
part n the administration of stale assessments, these nclude ACT
WorkKeys. Early Literacy and Mathematics Benchmark, MI-Access,
M-STEP, PSAT 8/9, PSAT 10, SAT with Essay, WIDAACCESS for ELLs,
and WIDA Alternate ACCESS for ELLs.

B
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be used to train building staff on the importance of test
ing staff will:

Learners who complete all four

I on a short test will be able to print a Certificate of
er successful completion of this training, the refresher
equent years. See the module descriptions below.

=] Module 1: An Introduction to Test Security and
nning

« District and Building Assessment Coordinators: Read the
Assessment Integnty Guide (AIG) and take the Assessment
Secunty Training course (or the Refresher Course) through the
Michigan Virtual (MV) Professional Leaming Portal (hitps://pip.
mivu.org/).

« Test Administrators and Proctors: Take the Assassment Le
Securnity Traning course (or the Refresher Course) and/or read
AlG.

The Michigan Depariment of Education (MDE) recommends that
District and Building Coordinators determine which training method
1s besl for their testing staffs, and that the coordinators assume
responsibility for ensuring that the training is delivered. This is nol a
new requirement, just a new way to meet the existing requir

is module covers why test security is important and
"] discusses how staff can plan for testing.

Module 2: Getting Ready for Testing

This module covers steps to take before testing, such
as staff training and preparing the testing environment.
These steps will help you avoid common security
problems.

ASSESSMENT SECURITY TRAINING § \

Module 4: Incident Response
This module covers what to do if something goes wrong.
probl can be p d with prep and
onitoring and most can be mitigated with a quick and
esponse.

vailable free of charge through Michigan
Virtual's Professional Learning Portal. Select the link below

» Technology Coordinators and Other Staff (anyone who Vil b
or has access to secure materials): Read "Keeping station Link (htp:/bitly/ME ity
Malenals Secure” in Appendix E of the AIG. The previous MMICHIGANVIRTUAL
requirement was to read "the relevant sections” of the AIG. MDE
has collected those sections into this one-page document.
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MICHIGAN
7 Education

8 Test Security and Integrity

=iEducation




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.

BY o0 e o s " — Assessment Security Compliance
K; o‘kfﬁdce of Educatio;al Assessment and Accountability —— Office of Educational Assessment and Accountability .
e —— R el Mo s forms must be keptonfile for 3 years.

,p«u-;l o)

10 Gacloss indnidusl shacket st scorés of tast perfomaance data to unauthorzed

11§ il ki omibarsoed data secure utd the public release of 1sting Gata by the MDE

pe——— e Thisform s in addition to any security
i form required by individual
Ll S [ ————] assessmentssuch as PSAT 8/9 & 10

— e — and SAT with Essay

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

8. | wil 7t b 1031 16ms, Wik BoOKTS/arawer shasts, or any of the wdomation contained i an
prapars Stucknts for & a6t urlass and und It is rekased via posting on
michigan gewaeas) by the MDE

OEAA ASSESSMENT SECURITY COMPLIANCE FORM
OEAA ASSESSMENT SECURITY COMPLIANCE FORM
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https://www.michigan.gov/documents/mde/OEAA_Security_Compliance_Form_634992_7.pdf

Creating Testing Schedule

10

<School Name>
<District Name>

<Assessment Name> Testing Schedule

6}J\/LSUZD

Michigon Studert Text of § o.m"cg'—-

M recess

Michigon's Alfernate Assessment Program
I

? qu Assessments

w Screener, ACCESS, and Alternate ACCESS

Test Security and Integrity
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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
ol requirements are documented in
egeBoard

SAT and PSAT Assessment Timing Organizer t I TA M
The sample schedule does not include any preadministration activities. The testing duration only includes the time spent testing, including the e L

scheduled breaks. The list is also not exhaustive of all possible timing combinations. The sample schedule assumes testing begins at 8:00.
Include your own school’s schedule below based on the time you expect testing to start. WL RO TEEESTS
S AT Day 1 Day 2 Organization
Testing Sample Your School’s Testing Sample Your School’s —_
Duration Schedule Schedule Duration Schedule Schedule S Se quence an d Timin g of
Standard Time 4hrs 7 min 8:00-12:07 Not applicable
50% Extended Time (Math only) 4 hrs 58 min 8:00-12:58 Not applicable th e Te sts
50% Extended Time (Essay only) 4 hrs 37 min (ot applicable
100% Extended Time (Math only) 5 hrs 37 min (ot applicable
100% Extended Time (Essay only) hrs 2 mi ot applicable
Standard Time with Extra Breaks rs 22 min (ot applicable Sequence of Tests
50% Extended Time (Reading) rs 24 min hrs 50 min :00-10: Tne st must b aoministrein e order st Tst 1—rlace Documers (i) Tt
Reader (Automatic 50% ET) rs 24 min hrs 50 min :00-10: 2—Applied Math (second), Test 3—Graphic Lnénaty umm If this order is atered, tests wil n
Scribe (Automatic 50% ET) rs 24 min hrs 50 min :00- be Scored:
100% Extended Time (Reading) rs 25 min hrs 42 min :00-11:
100% Extended Time (Math & Essay) 1s 45 min hrs 42 min :00-11: Start Time
MP3 Audio hrs 20 min hrs 37 min :00-12: \erbal instructi b al have been identified and seated. Itis
n 200 2.m. in all rooms
adequate testing time.
PSAT 10 eyl Day2 riai oo S Late Start—Standard Time
Testing Sample Your School’s Testing Sample Your School’s If you are able to begin the standard time test administration before 10:30 a.m., you may test
Duration Schedule Schedule Duration Schedule Schedule RootI NeibexNainbels = planres Y
Standard Time 2 hrs 55 min 8:00-10:55 ot applicable * Do ot ater the sequence or timing of tests.
50% Extended Time (Reading) rs 34 min :00-12:34 ot applicable % AnMGtet K besalis ¢ outined K the vestl VSN B
Reader (Automatic 50% ET) hrs 34 min 2:34 ot applicable ~ Do not shorten or skip any breaks to make up or the late start
50% Extended Time (Math only) rs 41 min 1. ot applicable ~ Do not lenghen the 15-minute break afer Test 2 o accommodate kunch servie.
= - s I h [
100% Extended Time (Math only) rs 15 min 2 ot applicable T P s e e
Standard Time with Extra Breaks rs 10 min L: ot applicable eremens, o8 begn tesing. lnsiesd oo e 1 o0 i Not Teot weaum e
Scribe (Automatic 50% ET) rs 34 min 2 ot applicable are found in the Test Coordinator Information Manual.
100% Extended Time (Reading) rs 20 min :00-11:; 2hrs30min | 8:00-10:30
MP3 Audio 4 hrs 10 min 8:00-12:10 2hrs30min | 8:00-10:30 | Time Allowed for Each Test
Eschtesthasa the
under. The i ons for each test must be &
stated
Timing the Tests
Each room supervisor is responsibie for iming the tests in his or her own room. Timing or
reading the verbal instructions is not to be controled from a central location for muliple rooms
(for example, using bells, a PA system, or boucapesen Each room supervisor must be able
. . Pecossory Ths rocetre Seo maumizes e et oy mistmings.
For standard time administrations, the fullfime for each test must be given, regardless of the. A
est Security and Integrity e T .
for each tost. DepartmentE
“Education




Off-site Testing

12

Off-site Test
Administration
Requests

Test Security and Integrity

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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All materials must be inventoried upon receipt and keptin a
secure, limited access, location.

Material Security '-

“"
| A
- TEN. A

-
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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.

'.vﬁ
A
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Supporting Staff

Be sure to have a planin place to allow for staff breaks, -
student emergencies, and hall monitoring.

\ | -‘——‘
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Incident Reporting

Ensure that any irreqularities are communicated and -
reported.

Test Security and Integrity

Specific requirementsfor
incidentreporting by
assessmentcan be found
ineachTAM and
coordinator manual.
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ACT WorkKeys

There are two types of irregularities: individual and group

Individual and Group Irregu/arities

{See broguiantics wation of Adrmurnisireton Manue! for compliete informaten sbout sregulantios Copy this orm as neediod )

Purpesa of this forrre Thes fonm 5 used Dy rO0M SUPSNESIrs 1o FREarT ary Imegularntes that occur In Thelr 125 rooms on 85t aay
Instructions for the test coordinator: I you recene an bregubrty Hepert from 2 room supervzor. ensure That The approprate procedures B reportng the rregubiety
wiere folowed Check the form for comgleteness be sure that weided arswer documents, £ apghcablle. are aftached for irogulirities, be sure that 3 ket or roier of
examminees in that room is stached Make 2 copy of the cammzleted forms for your nece e et the arigmals 1o 4

1Or room SUPRIVISOrs: I¥ 3n rregulanty COOUrs i1 your 258 room, comglts 3B sopeopriate fedds on thes foam 300 retum the comglstad form 2o the tes

coontinator
Tet Ste Poom BiLocaton T T TAC Wigh Shodl Code
Ty Stame * Tes Cate . .
Staple znw voided answer documants or gafective test matarials 1o this form Setum in enveleps with other tesz administration forms. An Irre g U | a r|ty re p (@) rt m Ust b ecom p | ete d
Individual Irregularities
Examples of indrodual irregulseites rodude - defectios matsrialEquoment - fadure 10 fllow disectons - liness - orenibited behavior (g, gangfecening ssstance b h H
unauthonzed calculater 452 marang praveorsfutum test sectonst - challerged emiomes [See compiete explonarion of imeguisiies i manua! | y t eroomsu p ervisor.

ks s e Form Code/ Description of lrregularity Action Taken by Test Site P 1| . Do }

1D Numder Test Booklet Number Jrcdiade trre the inmsgulinty occured) | Irchageg sry notl Calion G 10 Scurifee) Volded? (YIN) |

Kare zg'::' ] g =

— .:t;f;r.'D]I[[DLUJ_L See the Irregularities section of
P 2L Administration Manual for complete
o ._f;zi[[[[[jm information about irregularities.
— 2o (TTTTIT
Group Irregularities [attach names of examinees in room)

Esampies of group erngedanties inchuder - mistiming - dstwbanceststractions - emergency esacuaticn - poser Slure - missicgSlobr tas materals - inclemort woather

[See comrpite caplanoter of rreguiontics o manuc!| Call ACT immediately if there has been 3 mistiming.

Number of Action Taken by Test Site
Examiness Affected Test Title Time of Irreguilarity Description of lreguiarity Parscane!

Room Suger50s hame ([panr) Test Cocemioator s Name [peen]

Rrcrn Sugerinoe’s Sgratune Test Cocrdiraler s Sonature

MICHIGEN
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College Board Assessments

The process for creating an

: irregularity report for PSAT 8/qg, 10,
School Day Support Test Day Complaints . .
e e i [| TS et and SAT with Essay is the same.

Test Question Ambiguity/Error

A boasd o:g

ContactUs

Each assessmenthas its own
e irreqularity report.

aeam - michs deiee Hasidaudd ass

MCICANDEFARTMENT OF EDUCATION: £77-362-8378

8 Select comect optics v questicey abowt Secsme Site,
eisghilizy to test, and accountasticy

e Instruction on completingan
St irreqularity report can be found in
the TAM and coordinator manual for
each assessment. All IR's must be
returned with the assessment

materials.

* Secuxity iaguea to repart ta the O=ce of Tesung

-
-
-
-
-
-
-
-
-—
-
-
-
-
-
-
-—
-
-
-
-
-~
-
-
-
-
-
-
-
-
-—
-
-
-
-
-
-
-
-
-
-
-
-
o
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Home ‘ Admin ‘ Security | Assessment Registration Reports | Accountability | Review Requests ‘

MiI-Access, M-STEP, WIDA Incident Reporting '-

Ingident Reports Details specificto the incident must be recorded

The Incident Report pages is only be used for Early Literacy and Mathematics, M-STEP, Mi-Access and WIDAACCESS assessments. To
report an incident with the SAT, PSAT, or Workkeys, please follow the instructions in their manuals

Do not submit an incident report for students that did not test. Schools will submit reasons a student did not test on the Answer i n C | U d i n g g ra d el te Sti n g m O d el C O nte nt a re a I i n C i d e nt

Documents Received and Not Tested Students page in June.

If reporting an incident where a student was not given the accommodations in their IEP, please have the parent complete the M- C a te g O ryl a n d d a te of I n C I d e n t .

STEP Accommodations Issue letter or the MI-Access Accommodations Issue

Request Details S
Search Criteria * Indicates required field I f 1 1 1 d | d 1 | d h
‘ o= R Individual student are involved, they
Indicates required field
*Test Cycle 1SD Fenby, Jessica 517-648-1535 L b d d . h H . d
e _ _ Must be recorded In the Incident report
Requester Email @ CC Email
fenyoss @l o . alongwith a general description of the
Select a District Select a School Contact Title ) Contact Name ) . ]
Student Last Name Student First Name I n C I d e n t -
| ‘ | Contact Phone @ Contact Email livoledionl = -
StiidentUIC * Indicates required field
‘ Test Cycle * Were specific stud lved in or imp d by the incident? @
Winter 2021 Writing Field Test | "SYes; Mo
e il st Incident Description A
MLgov Home MDE Home Assessment & Accountability Contact Change Profile Log Out Branch ISD (12000) v Pansophia Academy (12901) v

* Indicates required field

I n C i d e nt re po rt m Ust be fi | ed With i n * School ;L‘;Ci)de""f)fscgihp‘;:::be as complete as possible and include:

= « a list of staff involved by name and role, u
. . Eapsaphia Arsdany (06250} % « adescription of the incident, and @
t e O EAA S e C U re S I te . T e I R O rl I I I S « whether security of any test item or secure material was potentially compromised.
* Grade * Content Area

BXDOrA*B I Uaci=i= Ay

Created by district and SChOO| . Selecta Grade v Select a Content Area

 Testing Mode———

Paper/Pencil  Online
* Incident Category * Incident Subcategory
Select an Incident Category Select an Incident Subcategory

* Date and Approximate Time Incident Occurred
MM/DD/YYYY HH:MM AM = ®|

Attach Documentation A

Attach d to support the Report (Allowed extensions are: .doc,.docx, xls, .xlsx,.csv. txt,.pdf)

Select

20 Section Title or Presentation Title Here? [Pt seve | oveana suomi | Wilkaw]




Role of Assessment Coordinator After Testing

o
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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.

o
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