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Presentation Notes
Welcome to New STC Track | Part 2: MontCAS Policies and Procedures

The purpose of this session is to learn how to protect the integrity of statewide assessments and to ensure that results are accurate and meaningful. 
 

mailto:sniederstadt@mt.gov


• P.D.I.R.
– Prevention

• Roles
• Data Privacy Policy
• Build a Team
• MontCAS Testing Plans
• Test Administration

– Detection
• Testing Incident Types
• Confidential Test Incident Hotline

– Inspection
– Resolution

Session Objectives



2019-2020
Test Security Collection Schedule 

https://drive.google.com/file/d/1cc97aqNU-rhd9O0mCtFaSPsD9MuOV_XS/view?usp=sharing

Presenter
Presentation Notes
Here is the 2019-2020 Test Security Collection Schedule.  This document helps System Test Coordinators (STCs) with expectations and timelines for data collection in preparation for required state and federal assessments.

https://drive.google.com/file/d/1cc97aqNU-rhd9O0mCtFaSPsD9MuOV_XS/view?usp=sharing


MontCAS Published 
2019-2020 Test Windows

https://drive.google.com/file/d/1hWaWcYG0OOq7Siu_LREO45X3xITMCm8T/view?usp=sharing

Presenter
Presentation Notes
The MontCAS Program has procedures in place to ensure that integrity of the assessment and to assure that results are accurate and meaningful.  The OPI uses the statewide assessments as tools to measure the true attainment of a student’s educational knowledge, skills, and abilities.  For these reasons, districts and schools shall ensure that all Test Administrators are training in and follow procedures for test administration and test security in the required MontCAS assessments.  
 
Here is the 2019-2020 Test Window as an example of when state assessments take place, but test security happens before, during and after testing.  Data quality and integrity for statewide assessments are based on the ability for stakeholders to adhere to the state defined standardized policies and procedures for test administration of MontCAS.
 
For the OPI to meet the ESSA requirement of reporting results for students, schools, and districts, we must take steps to ensure the security and confidentiality of the state test materials and provide appropriate training for personnel involved in testing pursuant with the OPI’s Test Security Policies and Procedures.



• Prevention

• Detection

• Inspection

• Resolution

What is PDIR?

Detection

Resolution

Prevention
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The MontCAS Test Security focuses on three main integrity themes, however, there are four elements:

Prevention – following best practices for the test integrity and security aspects of the design, development, operation, and administration of state assessments (both paper/pencil and online) to prevent incidents from occurring.
Detection – monitoring, reporting, and working with the OPI when irregularities are found.
Resolution – working together to investigate incidents and resolve issues to ensure valid results for all students. 
 
The 4th aspect is Inspection – guidelines for the OPI and local school districts working together to investigate or inspect incidents.



Focus on 
Prevention

P
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Build an assessment team and know roles and responsibilities 
- MontCAS Roles

Familiarize yourself with expectations   
- MontCAS Test Security Manual
- MontCAS Data Privacy Policy

Complete all required trainings
- MontCAS Ethical Testing Behavior Guidance
- TA Online Certification

Plan and prepare ahead 

Practice the responsibilities




MontCAS Roles
• MontCAS roles OPI, AR, STC, BC, 

TA compared to the TIDE Roles
• Roles defined in the MontCAS

Test Security Manual
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MontCAS Assessment Roles
OPI recommends the following roles be assigned as part of testing staff with the understanding that School Systems vary in size and sometimes one person may have multiple roles:

MontCAS Team – Critical Partners
OPI State Education Agency (or OPI) Staff or State Users
System Authorized Representative (or AR)
System Test Coordinator (or STC)
Building Coordinator (or BC)
Test Administrator (or TA)
Technology Coordinator (or TC)




• Establish User Need
• Review Local Policies
• Proved User Access
• Support Users with 

Registration

MontCAS Data Privacy Policy

Presenter
Presentation Notes
All educators involved in the administration of statewide assessments are responsible for maintaining the privacy and security of all student records as specified in FERPA and by state law.
All MontCAS portals are web-based and restricted-use reporting systems.
Specific usernames and passwords allow access to confidential school and student data.

Only “school officials” should have credentials for accessing MontCAS restricted-use online test management portals.

https://mt.portal.airast.org/users/system-test-administrators


Team

OPI 
State Users

System 
Authorized 

Representative 
(or AR)

System Test 
Coordinator (or 

STC)

Building 
Coordinator (or 

BC)

Test 
Administrator 

(or TA)

Technology 
Coordinator (or 

TC)

Build a Team AND
Define Roles
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Everyone who works with the MontCAS assessments, communicates test results, and/or receives testing information is responsible for test security.  

The OPI encourages each school system to “Build an Assessment Team” early in the school year to divide out work, ensure everyone knows their role, knows when to carry out their designated tasks, and knows where they can get help.



1. Administration
2. Training
3. Security
4. Accessibility

MontCAS Testing Plans
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Presentation Notes
New to 2019-2020 STCs are required to have the four MontCAS Test Plans to ensure the school system administers statewide assessments consistently and with fidelity.  These four checklists assist STCs with ensuring this plan is standardized and complete.  For the ten activities listed on each plan, the OPI recommends the school system provide expectations for schools to record evidence of before, during, and after steps to ensure these activities take place in each school.

The MontCAS Testing Plans should define the expectations of the school and should be created with persons involved with testing, including proctors, scribes, and Test Administrators within their respective school.  The plans should be maintained annually in accordance with local school district policies and stored for a period of three years.  The OPI can request evidence of the plans at any time throughout the school year. The STC must affirm completion of the plans on behalf of the school system in the MontCAS Application. 





1. Before, During, and After Activities
2. Student Eligibility and Participation
3. State Assessments
4. Assessment Dates
5. Build An Assessment Team
6. Testing Time and Location
7. Testing Location
8. Parent Participation Notice
9. Data Outcomes
10. Data Use

MontCAS Testing 
Administration Plan

Presenter
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For the MontCAS Testing Administration Plan:
 
There is a plan in place:
to ensure schools have clear expectations on what must happen before, during, and after testing to ensure a successful administration of each assessment (e.g., share with everyone the Test Administrator Manual, user guides, etc.). 
to ensure school leaders and school staff know what assessments are required by state and federal law.
to ensure all schools place assessments on the school calendar during the OPI allowable test window and report this information to the STC. 	
to share the suggested timing of assessments with Building Coordinators to identify appropriate timing and locations of assessments. 		
to ensure the testing location is free from distractions, does not contain assistive supports, and the technology has been properly setup and tested before testing. 
to notify parents about the importance of assessments including: 
(a) the purpose; 
(b) the source of the requirement; 
(c) when the information about student performance is provided to teachers and parents;   
(d) how teachers, principals, and district officials use the information about student performance; and 
(e) how parents can use that information to help their child before testing takes place. 

http://opi.mt.gov/Portals/182/Page%20Files/Statewide%20Testing/Participation/AIM%20Statewide%20Assessment%20Participation%20and%20Registration%20Guide.pdf?ver=2019-10-10-150638-923


1. Before, During, and After 
Activities

2. Technical Assistance
3. Building Coordinator

Notice 
4. Certificate Plan
5. Maintain Appropriate 

Conditions Plan
6. Training Event
7. Student Eligibility and 

Participation
8. Test Administrator Observation
9. Student Verification
10. Assessment Wrap

MontCAS Training Plan
Phone

1.844.867.2569       

E-mail  
OPIAssessmentHelpDesk@mt.gov
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For the MontCAS Training Plan:
 
There is a plan in place: 
to ensure school staff know who to contact for help and technical assistance during test administration.
to ensure school staff know what additional training is required in order to administer each assessment and how much time they should reserve for completing the requirement (e.g., TA certification).
to convey to school staff the expectations for being an active observer during testing and the proper way to monitor assessments without comprising test security.  
 
This slide indicates the information to contact the OPI for technical assistance as well as the OPI website which categorizes these activities into the before, during, and after assessment needs to support schools with the administration facets of assessment. 

mailto:OPIAssessmentHelpDesk@mt.gov


1. Before, During, and After 
Activities

2. Student Data Privacy Policy 
3. Test Security
4. Test Incident Reporting
5. OPI Audit
6. Data Integrity
7. User Roles
8. Ethical Testing Behavior 

Guide 
9. Principles of Data 

Collection Test
10. Test Security Agreements

MontCAS Test Security Plan
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For the MontCAS Test Security Plan:
 
There is a plan in place:
to protect and safeguard student information.
to ensure students, parents, teachers, and school leaders understand the importance of keeping hard copy and electronic versions of test items/questions secure from unauthorized disclosure.
for schools to notify the STC with any testing incident which may or may not impact student performance for the purpose of reporting these events to the OPI in the secure MontCAS application.
for schools to be aware of the OPI’s responsibility to audit test administration activities to monitor adherence to test security and best practices.	
to ensure standardized training for all school staff involved in any level of testing, for all state assessments, in order to yield fair, valid, and reliable results.
to ensure a testing staff hierarchy is in place at the district and building levels in accordance with the MontCAS Test Security Manual.
to ensure staff are aware of the dos and don’ts of test security.
to ensure school leaders know what information is collected by OPI, when it is collected, how it is collected, and how the data is used to support schools.
to submit the System Test Coordinator electronic agreement and archive the Authorized Representative/Principal (Building Coordinator) and Test Administrator (TA) Roles and Responsibilities Test Security Agreements at the local level.	




1. Eligibility Criteria
2. Three-Tiered Approach
3. Alternate Eligibility
4. Plan Meetings
5. Data-Based Process
6. Gain Familiarity
7. Time to Practice
8. Portal Setup
9. Parent Participation Notice
10. Accommodation Deadlines

MontCAS Testing 
Accessibility Plan

Gain Familiarity and Practice 
( n = 58)

= I do not know (n=1)
= In Process (n=6)
= Yes (n=51)
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For the MontCAS Testing Accessibility Plan using the STC Debrief form we had about 12% of the respondents indicate they have a “plan in process” or “none at this time” for students to gain familiarity and practice.
 
There is a plan in place to ensure staff understands that accommodations and supports provided to students on the assessment should be familiar to the student and used in the classroom.	The accommodations should be used in instruction and assessment throughout the year and at least 3 months before the assessment.
 
Standard accommodations do not override standard administration of an assessment. Here are a few rules:
Accommodations need to be determined on an individual basis.
The decision should be made by a team of educators familiar with the student, the student, and parents/guardians of the student.
Maintain high achievement expectations for all students, including students with disabilities and ELs.
Reduce barriers in instruction, provide appropriated accommodations, supports, and challenges so students can meaningfully access and participate in statewide assessments.
Accommodations are meant to level the playing field but not create an unfair advantage.
All students must have equal opportunities to participate in the statewide assessments and receive accommodations and support per their educational plan.
 
In cases where students may have a medical emergency at the time of testing, please contact the OPI Assessment Division.



Who May Administer?

• Montana licensed 
educator 
professionals who 
have been trained, 
are familiar with 
standardized testing 
procedures, and are 
employed by the 
school system.

Montana licensed substitute teachers
• May administer
• Must complete trainings
• Must be employed by district

Student teachers & paraprofessionals
• May assist 
• Under direct supervision of licensed educator
• Must complete all trainings

Parent/Community members
• May NOT assist OR observe

What about…?

To discuss special staffing circumstances, please contact the OPI Assessment Division at 
844.867.2569 or OPIAssessmentHelpDesk@mt.gov.

Presenter
Presentation Notes
Who May Administer? Our expectation is that only Montana licensed educator professionals administer assessments. However, we recognize under emergency statuses and other circumstances licensed educators may not always be possible.  For these rare circumstances, we permit administration as long as who have been trained, are familiar with standardized testing procedures, and are employed by the school system.
 
All persons involved with testing, including proctors, scribes, and Test Administrators, should receive annual training on the following: 
Test Administration
Test Security
Accessibility and Accommodations
Student Eligibility and Participation
 
Montana licensed substitute teachers
May administer
Must complete trainings
Must be employed by district

Student teachers & paraprofessionals
May assist 
Under direct supervision of licensed educator
Must complete all trainings

Parent/Community members - May NOT assist OR observe



Focus on 
Detection

D
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Focus on Detection 
Detection is monitoring, reporting, and working with the OPI when irregularities are found.
 
“Active monitoring” means carefully observing student behavior throughout testing. Never leave students unmonitored or unattended during testing. Ensure you know your district’s procedures for making sure that students are monitored if an unexpected situation arises.
 
Some Elements of Detection
Make observations – are we on track?
Ask questions – does this look right?
Monitor at all phases of the cycle
Conduct data forensics or analyses
Complete self reports
 
 




Testing Incident Types
1

Low risk of potentially 
affecting
• Student performance
• Test security
• Test validity

Unintentional or improper 
administration

2
Has little or no impact on 
validity of the assessment 
itself

No statewide or national 
implications

May result in invalidation of 
test results

May include an element of 
misconduct

3

May include deliberate 
elements of fraud

Can mean exposing or 
disclosing secure test 
materials

Can affect all students 
participating with statewide 
and nationwide

Low
Low impact on individual 
or group of testing 
students
(Typical or routine testing 
phenomena)

Medium
May impact the 
performance of a student 
or group of testing students
(Unusual circumstances)

High
Incidents that are likely to 
compromise the integrity 
of an assessment
(Rare and extreme events)

Presenter
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Testing Incident is an event or occurrence not according to standard. Incidents have differing severities, definitions, and reporting timelines.  We have developed an order to categorize incidents with commonalities into one of three groups so we can understand what practices can lead to testing irregularities and prevent testing irregularities from occurring in the future.
Level 1 is anything unusual that happened during testing.  The event is considered routine, but the standards of test administration were not observed (ie student(s) leaving room, making gestures/noises or talking)
Level 2 is defined in the perception of the degree, intent, and/or effect of the misconduct.  It may affect student performance on the test or interpretation of those scores. (ie instructional materials or inappropriate supports/accommodations)
Level 3 is most serious level as it describes the act of failing to observe the standards of the administration.  It may compromise the integrity of an assessment and can affect all students participating in the assessment statewide. (ie modified student’s response or test materials posted on media)
Typically, as the violation increases or the severity of the incident increases, the appropriate actions of the OPI also increase.    Whether intentional or unintentional in nature, any behavior including non-participation that threatens the validity of the test score is considered test fraud.
 




Confidential Test Incident Report

Any person may submit a Confidential 
Test Incident Report (TIR) to the OPI.

*ATTENTION - It is a testing irregularity 
to send student information over a non-
secure service such as email. The OPI 
does not consider even encrypted emails 
to be secure for sensitive information 
such as student names and identifying 
details. Schools are encouraged to 
familiarize themselves with the OPI 
Student Records Confidentiality Policy
and follow this guidance to maintain 
student confidentiality at all times.

Presenter
Presentation Notes
Test security occurs at every phase of the testing cycle – before, during, after, and throughout testing.   Any witness of student or staff actions that violate test security must be reported immediately to the STC via the OPI Confidential Test Incident Report (TIR).  Even if a security breach seems unintentional, it is important that the situation is reported so that procedures and policies can be clarified and updated ensuring that everyone understands how to maintain test security.

The OPI website has a tip line where test security concerns can be reported anonymously in addition to the Confidential TIR.

Please remember it is a testing irregularity to send student information over a non-secure service such as email.  Please call the OPI Assessment Help Desk to discuss individual student’s information.

https://www.wrike.com/frontend/requestforms/index.html?token=eyJhY2NvdW50SWQiOjExNDc1NzUsInRhc2tGb3JtSWQiOjIzOTgyMX0JNDcyMzA1MDQ3MDk3MAk3Nzg4MzYyYzM0NzJhNDA3YzkzY2Q2NDUwZThiYTQ0MzcwYzg2YmFiYzk1ZTk2ZTZjZTdkNWNlNDZlNzAxZDdk
http://opi.mt.gov/Leadership/Data-Reporting/Student-Privacy-K-12-Data-Governance/Student-Records-Confidentiality-Policy
https://www.wrike.com/frontend/requestforms/index.html?token=eyJhY2NvdW50SWQiOjExNDc1NzUsInRhc2tGb3JtSWQiOjIzOTgyMX0JNDcyMzA1MDQ3MDk3MAk3Nzg4MzYyYzM0NzJhNDA3YzkzY2Q2NDUwZThiYTQ0MzcwYzg2YmFiYzk1ZTk2ZTZjZTdkNWNlNDZlNzAxZDdk
https://www.wrike.com/form/eyJhY2NvdW50SWQiOjExNDc1NzUsInRhc2tGb3JtSWQiOjIzOTgyMX0JNDcyMzA1MDQ3MDk3MAk3Nzg4MzYyYzM0NzJhNDA3YzkzY2Q2NDUwZThiYTQ0MzcwYzg2YmFiYzk1ZTk2ZTZjZTdkNWNlNDZlNzAxZDdk


Focus on 
Inspection

I
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Next is Inspection (or investigation for other SEAs). Here the SEA and LEA must work together through the review of facts like the what information is available about the testing irregularity.   

Following a reported incident, or complaint, the OPI may determine that questions still remain regarding the security, validity, or authenticity of the test administration, and require the STC to complete a self-investigation and file a self-report with the OPI.  The more thorough the self-investigation and self-report, the more likely the OPI and the school can come to some determination on the severity of the incident and identify the appropriate remediation.
 
 




Focus on 
Resolution

R
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Focus on Resolution
Last but certainly not least is Resolution. Resolution is working together to investigate irregularities and resolve issues to ensure valid results for all students.  The OPI prefers that a district monitor its own performance and take self-corrective actions to resolve any problems.
Elements of Resolution
During testing, STCs should be available to answer questions and resolve issues.  Monitoring schools during a test administration will help confirm that procedures are being followed and it can minimize the risk of error.  Building Coordinators play a critical role in this effort, ensuring that each Test Administrator is actively monitoring their room and that all testing personnel are adhering to the proper procedures.
 Testing Plans – Administration, Training, Security & Accessibility should be in place.
Site Visits – It is OPI’s responsibility to observe test administration in schools to ensure that the statewide assessments are conducted in a standardized and consistent manner.  





This Photo by Unknown Author is licensed under CC BY-ND

Critical Partners in Assessment

https://drive.google.com/file/d/1F7EdQ1YiivScSAABuZQSyvcY-3OyI2cx/view?usp=sharing

Presenter
Presentation Notes
Remember the OPI, school districts, school staff, and students are critical partners in ensuring participation in statewide assessments. Every stakeholder in assessment should understand why participation is important, how it is used, and what the implications are if participation is limited or inaccurate.  This year the OPI published a new document, Six Things Stakeholders Should Know About Participation and Testing in Montana.  The purpose of the document is to ensure that readers are aware of the significant value to stakeholders of the information derived from participating in statewide assessments.  If you are attending the next session in this track, New Track, Part 3: MontCAS Test Security Course, we’ll discuss resources, guidance documents and training supports.


http://paul-barford.blogspot.com/2016/03/working-together.html
https://creativecommons.org/licenses/by-nd/3.0/




Questions?

OPI Assessment Help Desk 
Phone: 1.844.867.2569

E-mail: OPIAssessmentHelpDesk@mt.gov

mailto:OPIAssessmentHelpDesk@mt.gov

	New STC Track |�Part 2: MontCAS Policies & Procedures� 2020 Data & Assessment “ASSIST” Conference�Delta Hotels, Helena . January 13, 2020 
	Session Objectives
	2019-2020�Test Security Collection Schedule �
	MontCAS Published �2019-2020 Test Windows�
	What is PDIR?
	Focus on �Prevention
	MontCAS Roles
	MontCAS Data Privacy Policy
	Build a Team AND�Define Roles
	MontCAS Testing Plans
	MontCAS Testing �Administration Plan
	MontCAS Training Plan
	MontCAS Test Security Plan
	MontCAS Testing �Accessibility Plan
	Who May Administer?
	Focus on �Detection
	Testing Incident Types
	Confidential Test Incident Report
	Focus on �Inspection
	Focus on �Resolution
	Critical Partners in Assessment
	Slide Number 22
	Questions?

