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Al Session Objectives

opi.mt.gov

« Know what the MontCAS Application is and
what it is used for.

 How to access and navigate the MontCAS
Application.

 How to complete the required tasks in the
application.

 How to run and view reports available in the
application.
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Al What is your hope?

opi.mt.gov

1. www.menti.com
2. Plugin the code
3. Respond to the question:

What do you hope to learn or get out of this
session?
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http://www.menti.com/

w”f What is the MontCAS

Application?

opi.mt.gov

 Restricted-use website

* Intended for use by System Test
Coordinators (STC)

« Used to complete required tasks for
statewide assessment reporting

Montana Comprehensive Assessment System
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w Required Tasks - Test Security

opi.mt.gov

Affirmation of Testing Security

Test STCs affirm their compliance with the guidance defined in the
Security MontCAS Test Security Manual.

Affirmation of School System Testing Plans

Test_ STCs affirm the existence of a local records policy for
Security maintaining test security agreements and testing plans.

/
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w Required Tasks — Test Related

opi.mt.gov

N\

Before
Testing

\

il Report Testing Incidents

Requests for Non-Routine Accommodations

Report Non-Participation
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Al Gaining Access — Logging in

opi.mt.gov

mT OPI Montana Comprehensive Assessment System (MontCAS)

opi.mt.gv

You have been logged out of your previous session.

Log In
User Name:
Password: P
Click here to enter TIDE appeals
e o New User?
Forgot password?
Login Instructions
1. New user link/forgot password link
2. The link to the user guide

{ Helpful tips

: The only person in the district with a login for the application is the System Testing Coordinator.
New users must use the ‘New User’ link before entering the username when logging in the first time.
A new password is required if you do not log into the application for 90 days.
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A look at the MontCAS Home Page
Data Entry | Testing Security | Reports

,ﬂr OPl Montana Comprehensive Assessment System (MontCAS)

Montana Comprehensive Assessment System
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Al Testing Security Tab

opi.mt.gov

N\

Required Records Tracking

TSAs and STCs affirm they have collected Test Security Agreements from all
. staff involved in assessments, including those who handle testing
Testing materials, and that they have Testing Plans in place for their

Plans schools.

Testing Security Agreements

STC Test By electronically signing this screen, the STC is signifying that they
Security have read, understand, and agree to follow the Test Security
Agreement Agreement requirements.
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Al Required Records Tracking

opi.mt.gov

N\

Required Records Tracking

STCs affirm they have collected Test Security Agreements from all staff
involved in assessments, including those who handle testing

materials, and that they have Testing Plans in place for their schools.

Test Security Agreements must be collected from Authorized
Representatives, Building Principals, Building Coordinators,
Test Administrators, and all school staff who may be assisting
with the statewide assessments.

In addition, STCs must have Testing Plans in place for their
system.
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Test Security Agreements

opi.mt.gov

Links to Test Security Agreements on the Required
Records Tracking screen include

* Authorized Representative
« Building

Principals e .
« Building T ————

The OPI may ask to view one or more of these documents at any time during the

. Confirm that each Test Administrator and Building Coordinator in your district and the district's Authorized Representative has signed testing security agreements. which are t
C O O rd I n ato rS Testing Security Agreements are available for download at OPI's MontCAS page.

Montana Comprehensive Asses:

Required Records Tracking

The statements listed below are applicable to all reqmred statevvlde assessments for the current test administration year.
Select below to indicate you agree with the st

hd TeStI n g Yes | have a current Testing Security Agreement signed by the Authorized Representative and all Building Principals.

MA 'l Yes | have a current Testing Security Agreement signed by each Building Coordinator.

Ad I I I I n IStratO rS MNA L Yes | have a current Testing Security Agreement signed by each Testing Administrator and all school staff handling test materials.

Yes | have a current Testing Accessibility Plan in place.

Yas | have a current Testing Administration Plan in place.

Yes | have a current Testing Training Plan in place.
Yes | have a current Testing_Security Plan in place.

Putting your name in the box below signifies that you have read, understand, and follow the Testing Security Agreement requirements. You do not need to send in a paper for

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- "y
.

He/pful tips
* TSAs must be kept on file locally for a period of at least three years.
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opi.mt.gov

Testing Plans

Links to Testing Plans on the Required Records Tracking

screen include
» Testing Accessibility Plan
» Testing Administration Plan

i Te Sti n g Tra i n i n g P I a n State FY: [2020 v | System (SS) this agreement is valid for: v

All requirement/documents
The OPI may ask to view one or more

L] L]
» Testing Security Plan
I I Confirm that each Test Administrator and Building Coordinator in your district and the district's Authorized Representative has s

Testing Security Agreements are available for download at OPI's MontCAS page.

The statements listed below are applicable to all required statewide assessments for the current test administration year.
Select below to indicate you agree with the statement:

Yes | have a current Testing Security Agreement signed by the Authorized Representative and all Building_Principals.
NA L Yes | have a current Testing Security Agreement signed by each Building Coordinator.

NA L Yes | have a current Testing Security Agreement signed by each Testing Administrator and all school staff handli

Yes | have a curren
Yes | have a curren

Yes | have a curren

Yes | have a curren

Testing Accessibility Plan in pl

Testing Administration Plan in

Testing Training Plan in place.

Testing Security Plan in place.

ce.

blace.

Putting your name in the box below signﬁes that you have read, understand, and follow the Testing Security Agreement require
r—

Helpful tips '
:*  Testing Plans must be kept on file locally for a period of at least three years.

Putting Montana Students Flrstﬁ
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w Test Security Agreement - STC

opi.mt.gov

Putting your name in the box below signifies that you have read,

[YOUR NAME HERE] N save |

Testing Security Agreements

By electronically signing this screen, the STC is signifying that they have
read, understand, and agree to follow the Test Security Agreement
requirements.

13
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W Test Security Agreement - STC

opi.mt.gov

System Testing Coordinator Testing Secwsiy Agreement
Read below and indicate that you understas@and will follow all requirements.

State FY: (2020 v | System (SS) this agreement s valid for 2

Maintaining Test Security Before, During and After Testing
System Test Coordinators (STC) are responsible for communicating the local roles and s of statewide test toall licensed he STC must ensure all authorized staff have completed the standardized testing procedures for
cach assessment they wi admiister STGS must ol th guldance publihs--c7ulbes polcies and procedures o rport any toa securty incdents o he Pl wihin the sevemy oot reporting periods specified in the MontCAS Test Security Manual

in reliable and valid scores for 2au@filabilty purposes. Accordingly, the OPI must take every step to ensure the security and confidentiality of the state assessment materials. All personnel involved in testing must mai

Test security is essential to obt in test security procedures

The STC must read, electronically sign, and susilfnis Test Security Agreement (TSA) before administering any of the six MontCAS accountability assessments.
1, as my school district's System Test Coordinator (STC), understand that standardized test administration and test security are part of my professional it liable and ility purposes
nistration Plan (Plan 2), 1 vil

as follows:

In accordance with our school system’s MontCAS Test Adn
a. inform the OP of which statewide tests vil be given in our schoal system via the Montana Comprehensive Assessment System (MoniCAS) Application (see Plan Item 2.3).
b. schedule tests within the OPI allowable test window and report these dates in the MontCAS Application (see Plan Item 2.4)

in accordance with the tspeciic Test

. inform all authorized personnel involved in testing of their role and ibiites for Manual (see Plan ftem 2.5).

Plan (Plan 4), | vill:
tration activities in order to monitor adherence to test securlty (see Plan tem 45).

In accordance with our school system's MontCAS Test Securi

a. | understand the OP! has a responsi
b. | understand the OPI can request signed TSAs at any time throughout the school year (see Plan tem 4.10)
istrator TSA and | wil help maintain the TSA records for our school system for at least three school years (see Plan tem 4.10)

ty to observe test admi

. lwil ensure all test administrators (or proctors) have signed the school test ad
d. 1 vill ensure all personnel involved in testing are trained in and follow the OPI's guidance to maintain conditions for testing that are free from undue distractions and adhere to the Ethical Testing Behavior Guidance published by the OPI (see Plan ltem 4.8).

3. In accordance with our school system's MoniCAS Test Accessibilty Plan (Plan 1), il
it idual student needs and consistent with all state and federal laws and regulations (see Plan 1.1)

or without ons, based on

a. ensure our system's school(s) administer the statewid: for
b ensure our system's school(s) administer supports and accommodations consistent wiith student Individualized Education Programs (IEPs) and IEP team recommendations regarding accommodations on the general statewide assessments or eligibilty to participate in the statewide altemate
assessment based on the altemate achievement standards (see Plan 1.2-

Leamers (ELs) and annually monitor individual student progress in acquiring academic English, consistent iith all state and federal laws and regulations (see Plan 1.2-4).

. ensure our system’s school(s) uses the OPI guidance to identify Ent
4. In accordance with our school system's MontCAS Test Training Plan (Plan 3). | wil

a. ensure our school(s) annually administer the statewide assessments for accountability to all students, in accordance with the assessment-specific Test Administration Manual published by the OPI {se Plan 3.1).
b. ensure there is a plan in place to ensure SIUEs.Are properly identfied in Montana’s state student information system (Achievement in Montana (AIM)Infinite Campus) and are included in MoniCAS assessments to the fullest extent possible per pertinent educational plans (see Plan 2.2).

saJlicensed professionals who have completed the OPI-specified training, are familiar with the assessment-specific standardized testing procedures found in the assessment-specific Test Administration Manual and are employed

. ensure all our school system’s test administrators (or procioigy
by the school system (see Plan 4.10)
i for admini each test, in accordance with the MontCAS Test Security Manual and the assessment-specific Test Administration

d_ensure all our school system's test administrators (or proctors) have reviewed the reqUiREmmats for test security as well as the
Manuals (see Plan 4.1)

1 vill instruct all authorized personnel of the consequences of not following the statewide assessment test securty reGEmmqats described in the MontCAS Test Security Manual and the assessment-specific Test Admi
2 in accordance with the OP's student confidentiality and assessment-specific policies (see Plan 4.3)

stration Manuals (see Plan 4.3)

5
6. 1 will protect the contents of the test from any improper access andlor disclosure and will handle all secure hardcopy and online test fide

7. In the event an unforeseen testing incident arises, | understand itis my responsibilty to report the incident immediately to the OP! via the MontCAS Appiisstian (see Plan 4.4)
8

may resultin up to reporting findings to the Montana Board of Public Educatioemuhar action

Failure to comply with the test and security

Putting your name in the box below signifies that you have read, understand, and agree to follow the Testing Security Agreement requirements. You do not need to send in a paper form

Putting Mcntara Students First

3 MontCAS Test Administration Plan (Flan 2}, [ will:

sts will be given in our school system via the Montana C

ble test window and report these dates in the MontCAS,
ved in testing of their role and responsibilitizs for adminis
3 MontCAS Test Security Plan (Plan 4), I will:

bility to observe test administration activities in ordertor

jned TSAs at any time throughout the school year (ses |
ir proctors) have signed the school test administrator TS,
1testing are trained in and follow the OPFIl's guidance tor
3 MontCAS Test Accessibility Plan (Plan 1), | will:

tister the statewide assessments for accountability with «

lister supports and accommodations consistent with stuc
tievement standards (see Plan 1.2-4).

the OPI guidance to identify English Learners (ELs) and
3 MontCAS Test Training_ Plan (Plan 3}, | will:

lister the statewide assessments for accnuntahilite to all
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Al Data Entry Tab

opi.mt.gov

\

ZOCE Enter Accommodations Not Routinely Approved
Testing Request

\
Skl Enter Testing Incidents
/
T:‘::f,:g Enter Reasons for Non-Participation

w OPIl Montana Comprehensive As

opi.mt.gw

Data Entry  Testing Security Reports Administration

Enter Accommodation Not Routinely Approved Request

Enter Reasons For Non-Participation

Enter Testing Incident

15
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Al Data Entry Tab

opi.mt.gov

\

e Fnter Accommodations Not
1oLty Routinely Approved Request

/

Accommodations not routinely approved must:
» Be requested at least 2 weeks prior to the scheduled assessment.

« Be approved by the OPI before a student can receive them for statewide testing.
* Be listed in the student’s IEP, Section 504 plan, or EL plan.
» Be familiar to the student.

: Helpful tips

Be sure to include the contact information for the person most knowledgeable about the student’s
educational plan.

Confirm the accommodation is not listed as an allowable accommodation for the assessment it’s being
requested for in the OPI published usability, accessibility, and accommodations quidelines.

Putting Montara Students Flrstﬁ 1 6


https://opi.mt.gov/LinkClick.aspx?fileticket=rJZ0Mxx2myM%3d&portalid=182
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A Data Entry Tab

opi.mt.gov

All violations or suspected violations of test security, administration
policies and guidelines, and/or confidentially must be reported to
STCs by school and system staff.

STCs must notify the OPI via the MontCAS Application as soon as
the STC becomes aware that an incident may have occurred.

\
il Enter Testing Incidents

Hel pfultlp ....................................................................................................................................................................................................
: Include as many details as possible when completing the test incident report in the MontCAS
Application. Full detailed reports will be more easily and efficiently resolved saving time and repeat
communication with the OPI.

Putting Montana Students First E
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w Test Incident Re

opi.mt.gov

Term  [ievell T Level i [Levelm |
Description | (Unusual circumstances or (Mon-routine or unusual (Rare and extreme events)
routine testing phenomena) circumstances)
Reporting Reported to the STC within 5 | 5TC reports to the OPI Reported to the OPI
Timeframe days. (Unless otherwise Assessment Division in the Assessment Division
specified in the assessment- MontCAS Application within 3 | immediately by phone
specific TAM.) days. (Unless otherwize (1.844 BR7.2569).
specified in the assessment-
specific TAM.) STC must report in the
MontCAS Application within
24 hours. (Unless otherwise
specified in the assessment-
specific TAM.)
Prngram Low Medium High
Impact Low impact on individual or May impact the performance | May impact large group of
group of testing students of a student or group of testing students, state or
testing students nation and compromize the
test
Risks Little risk to interpretation of | Has the potential to skew the | Severe risk to test program or

test scores

interpretation of test scores

interpretation of test scores

Features of
Incident

*  Low risk of impacting:
*  Student
performance
. Test security
*  Testwvalidity

*  Has little or no impact on
validity of the
assessment

* Mo statewide or national
implications

*  May result in invalidation
of test results.

. May expose secure test
materials

*  May affect all students
participating - statewide
and nationwide

Putting Montana Students Flrstﬁ

porting Timeline
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Al Data Entry Tab

opi.mt.gov

School districts must annually assess all students who meet the
participation requirements with the statewide summative
assessments. STCs must report the reason a student did not take the
state-mandated summative assessment.

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- "y
.

Helpful tip :
: If selecting the ‘Other’ or the  Medical Exemption’ reason, fill in the Explanation Box with as many detalls
as possible to reduce repeated communication from the OPI. :
Students who take the alternate assessment do not need to be reported as non-participants in the
general assessments.

After

Sxil Enter Reasons for Non-Participation

/

19
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+
A TIDE Appeals

opi.mt.gov

TIDE appeals will not be accessed via the
MontCAS Application login screen this year.

* Reopen and Grace Period Extension via TIDE

* ‘SC’ role or higher (ie: Principal, Building
Coordinator, System Test Coordinator)

Helpfult/p .....................................................................................................................................................................................................
:*  Requests to reset or retake an assessment must be made directly to the OPI for review. Resets and
retakes are only approved under limited circumstances and should be included in the test incident log.

Putting Montana Students FlrstﬁF
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A Reports Tab

opi.mt.gov

‘ Accommodations Requests Report

‘ Non-Participation Report

‘ Testing Incident Report

‘ Testing Security Report

21
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opi.mt.gov

Reports Tab

MontCAS Application reports can be:

e Se

e EX

ected based on school or user assignment

borted to Excel

 Canthen be filtered, sorted as needed

* Viewed for past years

* Used to monitor your schools’ application
reporting

Putting Montana Sty dents First ﬁF
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W Resources

opi.mt.gov

* OPI website - Test Security Page

* http://opi.mt.gov/Leadership/Assessment-
Accountability/MontCAS/Test-Security

* MontCAS Test Security Manual

* http://opi.mt.gov/Portals/182/Page%20Files/Statewide%20
Testing/Test%20Security/MontCASTestSecurityManual.pdf

e MontCAS User Guide

* http://opi.mt.gov/Portals/182/Page%20Files/Statewide%20
Testing/Test%20Security/MontCAS%20User%20GuideFinal.

pdf

23
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http://opi.mt.gov/Leadership/Assessment-Accountability/MontCAS/Test-Security
http://opi.mt.gov/Portals/182/Page%20Files/Statewide%20Testing/Test%20Security/MontCASTestSecurityManual.pdf
http://opi.mt.gov/Portals/182/Page%20Files/Statewide%20Testing/Test%20Security/MontCAS%20User%20GuideFinal.pdf
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