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[bookmark: _Hlk16768740]10 Required Activities: Test Administration Plan 
[bookmark: _Hlk31727412][bookmark: _Hlk31727613]System Test Coordinator (STC) are required to have the MontCAS Test Administration Plan to ensure the school system administers statewide assessments consistently and with fidelity. This checklist will assist STCs with ensuring this plan is complete. For the required activities below, formulate the school system evidence used, along with the specific steps taken to ensure these tasks are accomplished. In the description, be specific about the local implementation plan and timeframe required to implement each step. MontCAS refers to all six required statewide summative assessments.
	Ongoing
	---SAMPLE---
We are interested in the local activities used to implement these OPI policies and procedures. 

	☐
	Item 1) MontCAS Before, During, and After Activities: 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., OPI Statewide Testing Page).
	Evidence: [WHO] have all Building Coordinators conduct team meetings to place the testing dates on the calendar in the spring of year. 

Action Steps: These finalized dates are included on the “school calendar” using Google calendar and shared with parents before the upcoming school year.

Timeline: [WHO] allows for two weeks to complete this task and follow up with anyone who missed the deadline.

	☐
	Item 2) MontCAS Student Eligibility and Participation: There is a plan in place to ensure students are properly identified in Montana’s state student information system (i.e., Achievement in Montana (AIM)/Infinite Campus) and included in MontCAS assessments to the fullest extent possible and/or per their educational plan.
	Evidence: As a district, [WHO] provide annual training to the district clerks on maintaining the SIS using the AIM Data Dictionary and AIM Collection Schedule.

Action Steps: School-level personnel maintain the SIS regularly, so AIM is reflective of our current student enrollment. 

Timeline: This happens on a routine basis as student information or enrollments change. We comply with the AIM Collection Schedule for all assessment collections.

	[bookmark: _Hlk10807651]Before Testing
	

	☐
	Item 3) MontCAS State Assessments: There is a plan in place to ensure school leaders and school staff know what assessments are required by state and federal law (e.g., Elementary and Secondary Education Act and Administrative Rules for Montana Chapter 56).
	Evidence: [WHO] update our staff with any ESSA, MCA, or ARM changes that may impact them during the school year kickoff PIR days.

Action Steps: At our PIR kickoff days, [WHO] keep logs of who attended and how long the PIR was.

Timeline: This update usually takes 30 mins.

	☐
	Item 4) MontCAS Assessment Dates: There is a plan to ensure all schools place assessments on the school calendar during the OPI allowable test window and report this information within the MontCAS Application.
	Evidence: [WHO] have all Building Coordinators conduct team meetings to place the testing dates on the calendar in the spring of year. 

Action Steps: These finalized dates are included on the “school calendar” using Google calendar and shared with parents before the upcoming school year.

Timeline: [WHO] allow for two weeks to complete this task and follow up with anyone who missed the deadline.

	☐
	Item 5) MontCAS Build An Assessment Team: There is a plan to share with school leaders on how they can identify school staff who can assist with testing and communicate about roles such as who is authorized, who knows how to do this, who can help with, and who is available when (e.g. MontCAS Test Security Manual and MontCAS Data Privacy Policy).
	Evidence: Every start of school year, [WHO] review the MontCAS Test Security Manual and MontCAS Data Privacy Policy documents to identify appropriate staff to fill each suggested role.

Action Steps: After identifying staff for these roles we create our district-specific chain of custody and processes to implement user access and reporting per the OPI’s published policies and procedures.

Timeline: This takes about 1-hour to complete as a district team. 

	☐
	Item 6) MontCAS Testing Time and Location: There is a plan to share the suggested timing of assessments with Building Coordinators to identify appropriate timing and locations of assessments (e.g., assessment-specific Test Administration Manuals).
	Evidence: [WHO]  review the assessment-specific Test Administration Manuals (and Test Coordinator Manuals) for recommendations on appropriate locations, test security needs, and browser requirements. 

Action Steps: [WHO] block out and reserve the appropriate computer rooms and notify all staff of the plans for testing.

Timeline: [WHO] allow two weeks to complete this planning activity.

	☐
	Item 7) MontCAS Testing Location: There is a plan to ensure the testing location is free from distractions, does not contain assistive supports, and the technology has been properly set up and tested before administering assessments (e.g., assessment-specific Test Administration Manuals).
	Evidence: [WHO] post a “Do Not” disturb testing sign on each testing location, the day of testing we give a PA announcement, and we remove/cover any assistive supports prior to testing.

Action Steps: The Building Coordinator inspects every testing location prior to testing for these items and supports Test Administrators (TAs) with correcting any identified issues prior to testing.

Timeline: This review takes a couple of minutes per testing location.

	☐
	Item 8) MontCAS Parent Participation Notice: There is a plan 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 (e.g., ARM 10.56.102(6)) and OPI Parent Corner Page).
	Evidence: [WHO] use the OPI published parent letter guidance to notify parents two weeks before testing.

Action Steps: The principal prepares and signs the letter and we include this in each student’s report home.

Timeline: This typically takes about 30 mins to customize and prepare the letters for printing.

	☐
	Item 9) MontCAS Data Outcomes: There is a plan to convey the types of information that will be available from the assessment (e.g., individual student reports and school score reports) and where students, parents, teachers, and the public can go to access these sources of information.   
	[bookmark: _Hlk31729762]Evidence: During our February 3-hour school training, [WHO] include a piece on accessing the results (e.g., MontCAS Test Security training course and Training log).

Action Steps: In addition to the all staff training, [WHO] also setup the TAs with the appropriate roles so as “teachers” they can view the score reports.

Timeline: Took 3-hours and the presenter was Jane Smith.

	After Testing
	

	☐
	Item 10) MontCAS Data Use: There is a plan in place to share with system administrators who will utilize the results to examine the educational program and measure its effectiveness (e.g., ARM 10.55.601).
	Evidence: Our school administrative team (leadership team) uses the annual results for curriculum review and goal identification during the annual accreditation continuous school improvement plan (CSIP) process.

Action Steps: [WHO] access the Online Reporting System in mid-May and review the data as a leadership team.

Timeline: This data-dive process takes several hours so [WHO] can meaningfully act and use the data to inform our goal setting/curriculum review efforts.

	☐
	[bookmark: _Hlk16768752]The MontCAS Test Administration Plan should be maintained annually in accordance with your local school district policies or the preference of the STC. Plans should be archived for a period of at least three school years as the OPI can request evidence of plans at any time throughout the school year. If you have questions, please contact us at 844.867.2569 or OPIAssessmentHelpDesk@mt.gov.
	What are the steps to maintain annually? Who? How? 

What are the steps to archive for a period of at least three school years? 
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