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Presenter
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
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e PD.IR.
— Prevention

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

— Detection

e Testing Incident Types
e Confidential Test Incident Hotline
— |nspection

— Resolution
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Test Security Collection Schedule

2019-2020

opi.mt.gov

MontCASSama

Test Security Collection Schedule
School Year 2019-2020

opimtgov Montana Office of Public Instruction
Start Date End Date Collection Action Needed Resource / Supports
School System reviews the OPI published test | = School reviews the OPI Published
05/01/2019 | 09/30/2019 | window for each required MontCAS statewide Test Windows for each required | = 0PI Published Test Window
assessment. MontCAS statewide assessment
‘Authorized Representative (AR] System Test
Coordinator (STC) Verification Request. - ARverifiesand updates thegpy | * SSPLember Assessment 411
(Note: STC is the sole person respansibie for il « AR Roles and Res
06/01/2019 | 11/01/2019 | managing the suite of MontCAS assessments ‘;“ TEAM‘S"A 2 . " Letter
 IEAMS Application,
that are required under the Elementary and €. — « MontCAS Test Security Manual
Seconaary Education ACT and stare law (AEM « Ethical Behaviors Guidance
10
STC MontCAS Registration.
(Note: MontCAS Application is a restricted-use | = OPI provides the STC with access ontCAS Assication
- ¢ . oo
09/02/2019 | 11/01/2019 | website that contains infarmation on the state- ta MontCAS based off the AR « MontCAS mstructional Guid
mandated MontCAS summative assessments October designation. - nstructional Guide
intended for use by the STC.)
= OPI provides the STC with access
STC Manages Users in the Secure Assessment tothe secure restricted-use
09/02/2019 | 11/01/2019 | Portals. assessment portals and school © MontCAS Data Privacy Polic
systems are required 1o manage
users
AR Roles and Responsibilities
. } Letter
STC Affirmation of School System Testing = STC completes the Required + A Roles and Responcibilities
Security. Records Tracking section of the [Era—
(STCs affirms the system compliance with the MontCAS Application forthe Test | ("= o
: " * MontCAs Test security
10/01/2019 | 11/01/2019 | guidance defined in the MontCAS Test Security Security Agreement collection e ol
Manual and guidance published in each Test and the school system MontCAS =
Administration Manual (TAM) for appropriate Testing Plans to assure the OPI of e
before, during, and after testing practices.) compliance with the test security. | * M2DLCAS Test Accessibiity
DICAS Test Training Plan
« STC completes the Testing
n . s p s
STC Affirmation of Testing Securi Security Agreement section of the Ll:rclg s fesensiie
10/01/2019 | 11/01/2019 £ o MontCAS Application to assure .
> « MontCAS Applicarion STC Test
the OPI of compliance with the : P .
Lot secrty ecurity Agreemen
STC Requests for Tlon-Routine Accommodation
Process. (Note: The OP! wil review requests and
provide his!rucuon on receiving cerain ® Iapplicable, STCs make requests i _
11/01/2019 | 05/05/2020 on statewide The for assessment accommodations * MontCAS Instructional Guide
STC must submit accommodations requests at beyond those routinely allowed
least ten days prior to testing.)
System Test Coordinator (STC} Report Non- * MontCAS Instructional Guide
Participation. + STCs record the reasons astudent | | 7 g
1/31/2020 | 05/31/2020 | (Note: This information is required for any child did not take the LaThing: Jaars Shou
Know About Participation and
who was enrolled in the school during the oy
MontCAS-published window.) Zestngin Montana
System Test Coordinator (STC) Report Testing | © ;1RO any test security
ot incident immediately to the OPI
6/30/2019 | 7/1/2020 | v coow the reporting times specified in the or ”“_:E: :" ::E reporting ;’f}:"’d‘ * MontCAS Test Security Manual
MontCAS Test Security Manual) specified by the severity of the
incident.
« Ifapplicable, STCs complet= this
STC Completes the 2020 Assessment Debrief form to receive renewal units for | » 2020 Assessment Debrief
5/15/2020 | 06/15/2020 | g0y, training from the 2013-20 Survey
STC verifies quality assurance report.
Note: OFI will sample schools 1o ob: « Ifapplicable, STCs i
3/1/2020 | 08/31/2020 | (Not&: OFf willsample schools to observe applicable, STCS verffy QUaIRY | | o) vy Assurance Checklist

MontCAS assessments using a standaraized
quality assurance checkiist.}

assurance checklist.

Tote: MontCAS Test Security Collection Schedule dates are SUbjeCt to changs WIthout notice. We provide regular Updates in the montnly “Assessment Bulletin”
newsletter. If you are not currently recenving the Assessment Bulletin and would like to, you can subscrie by filling out the subscription form.
Questions? — Contact the OPI Assessment Help Desk at 1-844-867-2569 or Email 0PI

Updated last on October 10)

L BRBEA

t
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https://drive.google.com/file/d/1cc97agNU-rhd900mCtFaSPsDIMuOV_XS/view?usp=sharing
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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 T
2019-2020 Test Windows opimt gov

Montana Office of Public Instruction
Published Test Windows for All Required Statewide Assessments
2019—2020 School Year

Alt te Monta Montana Sci
ACCESS for ElLs S SRS MSAA Smarter Balanced = ACT with Writing*
{Enghish Language Proficiency] | Soience Assessment Assessment FPT— {Beneral) {General)
{Alternate] [Beneral)

8 weeks 8 weeks 8 weeks 7 weeks 10 weeks 3 Opportunities
Initial: March 24
Test Window Dec 4—Jan 29 Mar 16 — May 8 Mar 16 — May 8 Mar 16 — May 1 Mar 9 —May 15 Make-up: April 7

Emergency: April 21
Math, E d
Required Subjects ELP Science Science Math and ELA Math and ELA St.;ie;?ean
Grades Tested K—12 Grades 5, 8, 11 Grades 5, 8 Grades 3-8, 11 Grades 3-8 Grade 11

Prepared by the Office of Public Instruction on
Avgust 15, 2019, Updated October 3, 2015,

Putting Montana Students First Dates and elements listed here are subject to change
ﬁ. *Online testing windows are posted on the Montana ACT site.

https://drive.google.com/file/d/1hWaWcYG000Oq7Siu_LREO45X3xITMCm8T/view?usp=sharing
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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.
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r Resolution

Detection

* Prevention

* Detection

* Inspection

* Resolution
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Presentation Notes
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
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Presentation Notes
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
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Authorized Representative
TIDE DA or DC Role

|

System Test Coordinator

* MontCAS roles OPI, AR, STC, BC,
TA compared to the TIDE Roles

 Roles defined in the MontCAS
Test Security Manual

TIDE DA Role

|

Montana Comprehensive
M O n tCA Assessment System

oimtgov Montana Office of Public Instruction

2019-2020
MontCAS Test Security Manual

Building Coordinator
SC Role

|

Test Administrator
(Teacher) TE Role

Proctor or Aide
TA Role
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Presentation Notes
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)
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MontCAS Data Privacy Policy

opi.mt.gov

e Establish User Need
e Review Local Policies
* Proved User Access

e Support Users with
Registration

i

TIDE

(2

Al MontCAS s

opimtgov  Montana Office of Public Instruction

MontCAS Data Privacy Policy

Background:

* Montana has strict data sharing laws and policies.

e 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.

e All MontCAS portals are web-based and restricted-
use reporting systems.

e 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.

What is Personally Identifiable Information (PIl)?
Education records which pertain to an individual
student and may easily lead to that student’s
identity with reasonable certainty.

FERPA regulations list personally identifiable student

information as including, but not limited to, the
following:

e the student's name;

e the name of the student's parent or other family
member;

e the address of the student or student's family;

* apersonal identifier, such as a social security number

or student number;

* alist of personal characteristics that would make the

student's identity easily traceable; or
e otherinformation that would make the student's
identity easily traceable.

See the OPI Student Records Confidentiality Policy for
more information on this topic.

Source: https://studentprivacy.ed.gov/audience/school-

officials-k-12

School Year 2019-2020
MontCAS Data Privacy Policy

January 1, 2019

How Can I Protect our students’ PII?
Here are 10 steps you can take to protect
confidential student PII.

1.

10.

Protect visibility of reports and computer monitors
when displaying and working with confidential
information;

Lock or shutdown workstations when left
unattended;

Never share usernames or passwords;

Store electronic data in a password protected
format, or secure location only accessible by the
authorized personnel;

Protect physical data (including hard copies of
reports) from unauthorized persons and secure
when not in use;

Change data to guarantee anonymity (e.g., data
perturbation);

Shred any paper reports and destroy electronic
files;

Stamp or otherwise mark all materials containing
Pll (e.g., confidential);

Do not send any PIl via e-mail or fax;

Only use secure routes of transmittal to share PIl
(e.g., Montana’s secure file transfer process,
ePass).

Who is a “school official” under FERPA?

Teacher, school principal, president, chancellor,
board member, trustee, registrar, counselor,
admissions officer, attorney, accountant, human
resources professional, information systems
specialist, and support or clerical personnel.

Use best judgment before disclosing sensitive student
achievement data.

Rule of thumb: only authorize personnel on a need-
to-know basis as it relates to the performance of
their duties or roles in test administration and
reporting.

Access to confidential information carries with it the
responsibility to protect the data from further
disclosure.

Ask yourself: Does this person meet the criteria
specified in the “school official” definition? Does this
person need access to do their job? Do they have a
legitimate educational interest in the education
records?

+
Putting Montana Students First A
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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

Build a Team AND
Define Roles

Technology
Coordinator (or
TC)

Test
Administrator
(or TA)

OPI

State Users

Building
Coordinator (or
BC)

System
Authorized
Representative
(or AR)

System Test
Coordinator (or
STC)



Presenter
Presentation Notes
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.


.

MontCAS Testing Plans

1. Administration
2. Training

3. Security

4. Accessibility

+
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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. 




MontCAS Testing
Administration Plan

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 WhatGee 6id you ra your assessent taff o the MoniCAS sute of
8. Parent Participation Notice

9. Data Outcomes o

N 2018 ri g 12 30
10. Data Use o
Jan 2019 9 10 16 21 24 25 31

Feb 2019 4 5 13 18 19 20 26
Mar 2019 1 4 7 11 13 14 15 18 20 22
Apr 2019 12 5 8 o9 17

+
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Presentation Notes
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

MontCAS Training Plan

/A" op Montana Comprehensive Assessment System
(MontCAS)

Newuser2
Forge passwerd?

el you iniicre

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

Phone
1.844.867.2569

E-mail
OPlAssessmentHelpDesk@mt.qov

Families & Students Educators Leadership Contact

Explore the Montana Comprehensive Assessment System

SUMMATIVE ASSESSMENT:
REQUIRED END-OF-YEAR TEST

Summative assessment tracks student
progress toward education goals based on
grade and content standards. Summative
assessments measure student achievement
and improvements, identify gaps and
equity issues, and inform programs and
policy for the educational community.

= What: State required year-end
assessments for accountability.
When: Annual | End-of-Year Test.
Required: Yes
Purpose: Help the state and schools
monitor achievement over time in
relation to the state goals.
Format: Given via paper or computers
for math, science, and language arts.

National Assessment of Educational Pro
States must also participate in the biennial Grade 4 and 8 reading and mathematics assessments un
Progress (NAEP), a congressionally mandated project. Overseen by the National Center for Education Statistics (NCES), it monitors knowledge, skill, and
performance of the nation's students on a regular basis in core subjects like reading, mathematics, writing, and science.

-

Interim assessment is 3 benchmarking tool
used throughout the school year to
meaure student grade/subject proficiency
of the Montana Content Standards. It helps
predict future performance on summative
assessments, and provides feedback to
inform classroom instruction.

= What: Optional periodic predictive
assessments.
Whenz Periodic | Given multiple times

e quired: Optional Purpose: Help
Sehools and Leathers monitor stident
progress toward learning the

stan

For e online, fiexible, and
Content aligned tests given by the
district/school.

Formative assessment is a deliberate
process used by teachers that provides

edback to adjust teaching and learning
strategies and improves students’
attainment of curricular learning
targets/goals.

= What: Optional classroom and
instructional tools.
When: Frequent | As often as daily.
Required: Optional
Purpose: Help teachers adjust
instruction to meet the learning needs.
and gaps of students.
Format: Free, online collections
of educator-created strategies and
resources.

ress (NAEP)

fer the National Assessment of Educational
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Presentation Notes
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

MontCAS Test Security Plan

1. Before, During, and After
Activities

. Student Data Privacy Polic

. Test Security

. Test Incident Reporting

OPI Audit

. Data Integrity

. User Roles

. Ethical Testing Behavior
Guide

Principles of Data
Collection Test

10. Test Security Agreements

rAT (op) Montana Comprehensive Assessment System
(MontCAS)

el
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W Key Role and Responsibility Letters

opi.mt.gov

AR/BC Letter

A MontCAS e

STC I:etter

wimgee Montana Offige of Public Instruction

Roles and mpmihum'q%g;m Security Informa
Authorized Representatives and School Principa

This document provides the F Muthorived

Principals and ives hey indomuation ce the standardioed test administration procedurd

security policies. This guidince s applicabie for all Montama Compreeniive Auiessmed
use reporting: et adminiasion sysiems.

1. RESPONSIBILITIES

[ MontCAS iz

wiseg Montana Office of Public Instruction
Roles for Test ¥
System Test Coordinators

TA Letter

Th docement prvdes T respomabsliies o the
nformustion o the standarrized beut desiretratins prscedures wnd bt securey polices. This puidance
s apphcatie for 3 Comprehensive sseisment System [MostCAS] pesiicted-sae resonting
ST 200 arVine et AOTEARIRN Sy

a3t sacurity includ:
monioring of them. You mutt siso cerify that before nm-n,:m materialy or adminy
asesments, your

Neetans Comprebessint
ﬂ MontCAS: S
wimpn Montana Office of Public Instruction
Roles and far Tast ¥
Test Administrators

LT 5 o These Materias 16U The BT wITLER COBEN. GF 1 OFY

The Sytems T et carty .
secury o, and cakuistor use 10 e

10 #58ist them i these p—

the test and test materals, I is essential that uWwwlenmm\mw training o
and administration in order to fulil their professianal obligations. 1 b the responsit
pretessiceal ekt ator 1o saintain the sacurity of thi Best and th test materisls = 1o]
tesz administration procedures.

For yourcomerience b raeing o ermpate 5 ncued i Agpendi A i the MontCA
et a0 can be foured 6n 1t 0r a simitar one,
recond training s vrcees 1 dcsement oSyt Tet Coovanaton T smpie]
et in accordane with your local school dstrict paliies.

i the Schack System, wuth s Authoriznd Resresertathey Princpsh, Sudsing
Coordnson, ind Tt dcmestisien rcated 1o the
. P ——

that

The: Autharid ] the
for ensuring pe handing B mes This wther educators
. N vt At sy TR T 130G 44 w0 Eoc b
s m— The Syiem Test Coeinanos i respansbie for the raining of edatins Sandling lestiog maeiats ¥ o for il Mantana Comp
anajor v 1. Th Sysbem Test oversget {MestC a et 1 ritems.
forat -
il Mo require that the Tomanaini 0 S P P
e, Sy authoriand pETINS e PETUERd 13 ke the T8It Guitons. With the sxcepd] [ o Pl Toat sacurity b v ’
‘questions reeased by the Mantira Offce of Public Instroction with offica resoets ancll g i sases o scoustsmiy puspases I [ I
site, all test questions are 1@ be regarded as secure and are for the sole purpase of adr) smarts s resgom
o e B for s /s s completnd s o0 bt sy s ittt icommedetors. &
d  the prefessions uators
the prior written Montana Office of Pubf i e pares v e 1 e o e o it e Fuceptn of e o povid -
— e it e securiby of the test and test materishs
st - _— e beregardnd s seare ety e e e sl oot of oA S A S W—

oests, oy permines L ption of
" s reparts
and on est guestions andare lor

e ane purpose of the MontTAS tecting. Any osher use of these matesials reguire: the prior
welen comsent o the OF

[P ——
el e o kgt W& e esponsbiay f» prdesionstcator 1ot e
et

For pous comrience, &

i b Bt e i 1t MASHECAL Pt ity Miman,

The T maat secusity o
e 40 ki 41 B iy e " icAS

sssesuments. Test security & retabie for separtng s
purpases. it the responsibiity of  professional escacce to maintain the secursty of the tewt,

paestions, ared the 165t matesials 41 3 Emes. Plaase usderstind L otcu o
oc inchucing revocation of a protessional

AP F. I, OF 8 STHLIT S, STOUA DE WEHO 10 PRCONS 3 g "
Shaue ba begt st each schoad in ok o 5 Scense for the persos. the beeach anafor
the Sysem Teat od ot s The taf cas P

g gs 1 iy B Ebesghons 8 ehol .

Poaaue v 3l
Coortinator, and Test Admenisiratoss i the School System b downkoad the Boles ond Responuibiltes
eetite ared ubemi el agreermeet in st dusce with The O palicy and local
sehs] dlrt gsbeses 1t IS, e Syibier TEAl Coor s shiul pnvate the Ik 35 e best

Note: STC is electronic in MontCAS Application

. KEY INFORMATION FOR TEST ADMINISTRATION

The feflowing is ke nformation you showd FRCeRve I Erng about Lest secunty asd best
sdministration ssessments
dscuments:

* Test Adminisirator Manvol (ossessment specific)

¥ MonfCAS Test Security Morual

T et oty vl disomentdoton et sttt aci)

 MontCAS dcrmmoristion Menusd and Guidon

[T Am——— 'fcw‘(mm»nm-" seecife]
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Presentation Notes
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.	



“MontCAS Testing
Accessibility Plan

Eligibility Criteria

Gain Familiarity and Practice
Three-Tiered Approach (n= 58)

Alternate Eligibility
Plan Meetings 10%
Data-Based Process

Gain Familiarity
Time to Practice
Portal Setup

L 0 N oLk wbhRE

Parent Participation Notice a8

10. Accommodation Deadlines

. = | do not know (n=1)
. = In Process (n=06)

. = Yes (n=51)
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Presentation Notes
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? UIJ

opi.mt.gov
Montana licensed What about...?
educator
professionals who -
. e May administer
have been trained, « Must complete trainings
are famlllar Wlth e Must be employed by district
standardized testing
procedures, and are * May assist
| d b th e Under direct supervision of licensed educator
emp Oye y € e Must complete all trainings

school system.

e May NOT assist OR observe

To discuss special staffing circumstances, please contact the OPI Assessment Division at

844.867.2569 or OPIAssessmentHelpDesk@mt.gov.
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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
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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
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Testing Incident Types

Low Medium High
Low impact on individual May impact the Incidents that are likely to
or group of testing performance of a student compromise the integrity
students or group of testing students | | of an assessment
(Typical or routine testing | | (Unusual circumstances) (Rare and extreme events)

phenomena)

Low risk of potentially
affecting

e Student performance
e Test security
e Test validity

Unintentional or improper
administration

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

May include deliberate
elements of fraud

Can mean exposing or
disclosing secure test
materials

Can affect all students
participating with statewide
and nationwide
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Presentation Notes
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.
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opi.mt.gov_
Any person may submit a Confidential ATTENTION - It is a testing irregularity
Test Incident Report (TIR) to the OPI. to send student information over a non-
secure service such as email. The OPI

MontCAS Test Security does not consider even encrypted emails
to be secure for sensitive information
H OTLI N E such as student names and identifying
(406) 444-2474 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.

Submit an online Testing Incident Report (TIR)
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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
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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.
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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.  
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https://drive.google.com/file/d/1F7EdQ1YiivScSAABuUZQSyvcY-30yl2cx/view?usp=sharing This Photg by Unknown Author is licensed under CC BY-ND
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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/

We are here to ASSIST!

Putting Montana Students First

The Assessment Division aims to ensure the annual required statewide assessments are aligned to
Montana's college-and career-ready academic standards, are equitable for all students, and provide
meaningful results which can be used by various stakeholders to serve learning. We are committed to
providing technical assistance to support test administration and in creating professional learning
opportunities to increase assessment literacy across the state of Montana. The MontCAS mission:

¢ Guide administrators through the local role(s) and responsibility(ies) to )
administer required statewide assessments in compliance with federal and Actionable
state law. 5 ¢ Ei

¢ Support teachers and administrators in developing tools and utilizing ystematcic
assessment data to improve instruction.

5upports to
¢ Mentor test administrators on ensuring assessments are locally administered

with fidelity and are accessible to all students. Inform

¢+ Provide high-quality technical assistance to support test administration and §tudent$ and
increase assessment literacy.

¢ Offer professional learning opportunities to empower educators to better Teachers
utilize our balanced assessment systems. I

- . : . WBLIC 1),
¢ Foster partnerships in a collaborative environment with vested stakeholders. Q? 3)&
¢ Pursue excellence in practice for evidence-based instruction and data-driven (7

decisions.

rf E Use the QR Code (left) or link (below)
" G https://forms.gle/HFVZaYRHRt2YE16m8
Opportunities in MR Ak to launch the form in your device.

Assessment e Questions? Contact the
g OPIAssessmentHelpDesk@mt.gov

Montana Comprehensive
w M 0 ntCA Assessment System

opi.mtgov  Montana Office of Public Instruction

Educator Interests and




Questions?

OPI Assessment Help Desk
Phone: 1.844.867.2569
E-mail: OPIAssessmentHelpDesk@mt.gov

*+Montana

Office of Public Instruction
opimtgov Elsie Arntzen, Superintendent


mailto:OPIAssessmentHelpDesk@mt.gov
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