Bowling Green City Schools
Test Security & Training

Spring 2017

DISTRICT TEST SECURITY OFFICER: ANN MCCARTY




What does ODE require?

|dentification of personnel authorized to have access to the tests. (Part 1)

Procedures for handling and tracking test materials before, during and after the testing. (Part 2)

Procedures for investigating any alleged violation of test security provisions. (Parts 3,4,5)

Procedures for communicating annually test security provisions. (Part 7)




Staff Compliance

All staff must attend training

All staff must sign test security agreement

Understand and know the proceduregollow themc¢ when in doubt, ask

Understand the penalties (testing handbook parts 4,5,6)




Test Administrator Requirements

Must be employed by the district

Must be a licensed or certificated by ODE

Cannot be a student teacher

Cannot be related to a student

Must remain in the testing room at all times (unless relieved by someone with same credentials)
Must actively monitor students during all testing times

Must keep time of testing sessions and ensure that they are ended at the specified times

Must account for all secure test booklets, answer docs and/or special versions



Important Reminders

Examiners distribute and collect test materials to and from each stugldrgy cannot be
passed by students

When a student finishes they should have a book to read silently and not be up and moving
around the room

Students who need to use the RR should be escorted/supervised

Teacher does not leave the room except for safety evacuations or physical well being situation
Test administrator will be the last person to leave the room and will secure it

Test windows are 15010 minutes and cannot go ovarlease see chart

Tests have to be started and ended on the sameqayen with extended time accommodation



contd

School Board Policyno personal devices/cell phones in secure testing sites

Assure no coaching or test alterations take place

Provide no accommodations unless checked on student record

Compare student name with student test tickemake sure they are taking the correct test
Follow script provided for testing

Preview testing protocols for administrator to familiarize with format

Ensure that the room does not have instructional materials visible for students

Report any irregularities immediately to Principal and Executive Director



Spring 2017 English Language Arts Administrations *

Test Part 1 Part 2 Total (Parts 1 & 2)
Grade 3 English Language Arts 20 min (1.5 hrs) 90 min (1.5 hrs) 180 min (3 hrs)
Grade 4 English Language Arts 90 min (1.5 hrs) 90 min (1.5 hrs) 180 min (3 hrs)
Grade 5 English Language Arts 90 min (1.5 hrs) 90 min (1.5 hrs) 180 min (3 hrs)
Grade 6 English Language Arts* 105 min (1 hr 45 min) | 105 min (1 hr 45 min) | 210 min (3.5 hrs)
Grade 7 English Language Arts* 105 min (1 hr45 min) | 105 min (1 hr 45 min) | 210 min (3.5 hrs)
Grade 8 English Language Arts* 105 min (1 hr 45 min) | 105 min (1 hr 45 min) | 210 min (3.5 hrs)
English Language Arts |* 105 min (1 hr 45 min) | 105 min (1 hr 45 min) | 210 min (3.5 hrs)
English Language Arts |I* 105 min (1 hr 45 min) | T0S min (1 hr 45 min) | 210 min (3.5 hrs)




Special Note for Grades& ELA |, & ELA I
2 Hour Session Option

*Note on English language arts test times: English language arts tests (grades 6 - 8, ELA |, and
ELA Il) will have two writing prompts as described in the Ohio Blueprint. The testing time noted
are divided into two sessions of 1 hour and 45 minutes each. Districts may elect to allow
students needing additional time to complete the test 30 additional minutes (15 minutes per
session for a total of two hours per session). Districts set the policy for additional time and test
coordinators are responsible for communicating the policy to appropriate personnel. If
allowed, not all students will need this additional time and, in some sessions, no students will
need this time. Schools also should provide students with disabilities additional time as needed,
according to their individualized education programs.




Spring 2017 Mathematics, Science and Social Studies Administrations

Test Part 1 Part 2 Total (Parts 1 & 2)
Grade 3 Mathematics 75 min (1 hr 15 min) 75 min (1 hr 1.5 min) 150 min (2.5 hr)
Grade 4 Mathematics /5 min (1 hr 15 min) S5 min (1 hr 1.5 min) 150 min (2.5 hr)
Grade 4 Social Studies Zamin (1 hr 15 min) 75 min (1 hr 1.5 min) 150 min (2.5 hr)
Grade 5 Mathematics 75 min (1 hr 15 min) 75 min (1 hr 1.5 min) 150 min (2.5 hr)
Grade 5 Science /5 min (1 hr 15 min) S5 min (1 hr 1.5 min) 150 min (2.5 hr)
Grade &6 Mathematics 20 min (1.5 hrs) 20 min (1.5 hrs) 180 min (3 hrs)
Grade & Social Studies Zomin (1 hr 15 min) 75 min (1 hr 1.5 min) 150 min (2.5 hr)
Grade 7 Mathematics 20 min (1.5 hrs) 20 min (1.5 hrs) 180 min (3 hrs)
Grade 8 Mathematics 20 min (1.5 hrs) 20 min (1.5 hrs) 180 min (3 hrs)
Grade 8 Science Zomin (1 hr 15 min) 75 min (1 hr 1.5 min) 150 min (2.5 hr)
Algebra 20 min (1.5 hrs) 20 min (1.5 hrs) 180 min (3 hrs)
Geometry 20 min (1.5 hrs) 20 min (1.5 hrs) 180 min (3 hrs)
Integrated Mathematics | 20 min (1.5 hrs) 20 min (1.5 hrs) 180 min (3 hrs)
Integrated Mathematics Il 20 min (1.5 hrs) 20 min (1.5 hrs) 180 min (3 hrs)
American Government 20 min (1.5 hrs) 20 min (1.5 hrs) 180 min (3 hrs)
American History 20 min (1.5 hrs) 20 min (1.5 hrs) 180 min (3 hrs)
Biology 20 min (1.5 hrs) 20 min (1.5 hrs) 180 min (3 hrs)
Physical Science 20 min (1.5 hrs) 20 min (1.5 hrs) 180 min (3 hrs)




Look fors and reminders

Always remain vigilant during testing sessions. In the event that an electronic device gets past
you, report it immediately.

If you have a student teacher, they may not be left alone. Please do not let unauthorized
Individuals in the room (custodians, volunteers, other students).

Suspicion of student cheating or violating the test security should be reported immediately

Any employee suspected of assisting students with state tests is investigated by the building
principal.

U Non verbal signals to encourage students to change answers are not allowed
U Asking students to go back and check their answers is not allowed
U What can you do? Encourage them to do their klestind redirect them to the directions



contd

If you discover any testing materials in an unsecure area notify the building principal
iImmediately.

If you have any knowledge of testing violations of any kind, you are required to report to
principal or testing coordinator. Please see section 3.4 of manual for a full list of violations.

Be sensitive to answering student questions throughout testing and make up time. ltems from
the tests should not be discussed or addressed at any time.

It is permitted to use practice tests and items and discuss them in regular instruction up until
the testing window begins.

Adults can have cell phones, but are to be used only for emergency purposes. Personal
business, email, texting etc. needs to be taken care of outside the testing time



Test Administrators




TA/BTC Quick list

2 Sheets of Scrap Paper for Every StuddftA Onlg Sci, SS, Matneed to have them on

handc | recommend handing them out regardless. Have students write their name on the

paper. Paper must be collected and shred after test completion. Some changes have been made
to paper selections. You can give them lined paper!

Student Names and SSIDs for ease ofqusan also be looked up

Paper copies of formula sheets

Paper copies of Periodic Table

Have earbuds on hand for students who need it

Have an extra computer/chromebook in each testing site for technology issues
al 1S &dz2NB & 2 dzc&nd th&onlincSeckdist O N LJG €



Oral Script

To ensure standardized administration conditions throughout Ohio, test administrators must
follow the script contained in the Online TestiHghlights and Script locatéutre.

Test administrators must not deviate from the oral directions. Read the appropriate script to
students, paying careful attention to the instructions directed to the test administrator, which

are inserted among the oral directions.



https://drive.google.com/a/bgcs.k12.oh.us/file/d/0B6-TOWKuZUwcUmMxOGhiVUFFUE0/view?usp=sharing

During the Test
Pausing and Submitting

Test administrators are responsible for enforcing the testing time

Pausing the Testeither the student or the TA can pause a test. Students do it from the student
testing site and TAs do it from the Test Administrator Interface.

Submittingthe Testa 1 dzZRSy Ga OlFly NBYASS GKSAN | yasgSNaE |
submit, it stays in the paused status. At the close of the test window, the test will automatically
submit.

Test Opportunitieg, students only have one opportunity to testonce their test is submitted,
they are not able to sign back in and visit the test again.

There are some exceptions to these rules; however, please work your building admin or DTC to
complete any of the following (grace period extension, reopen a test, reset, invalidation)



Reading of the Test Test Items

You are permitted to read the directions as scripted

For students who have in their IEP additional accommodates for reading, that is permitted, but
only as dictated per the IEP

You cannot read the passages of the reading test to ANY students

You cannot read or pronounce a word for a student who asks what the word is or who might ask
e2dz T2NJ | RSTAYAUAZY D ,2dz ale aL 'Y az2NNEZ
do their best.



What to do if Potential Mishaps

A student gets sick during testing session. Notify building coordinator who can pause the test
and send student to proper location. Test can be resumed or made up at another session.

A student needs to use the rest room. Pause their test, collect scratch paper, and allow to use
with escort.

A student gets caught with electronic device. Take the device and notify BTC immediately.

A student is disruptive during testing. Notify building principal immediately to attempt a
behavioral intervention. If the student remains disruptive to the testing environment, he/she
will be removed to another location to complete.

A computer stops working or crashes. The student can be moved to another computer and
resume the test.

A student accidentally pauses a test. Take them back through the sign in steps.

A student accidentally submits their test. Notify BTC and Ann and the test can be reset.




FYI for TAs
Building Test Coordinator Responsibilities

The building test coordinator is responsible for coordinating the test administration in a school
building. In schools where students are testing online, the building test coordinator:

Amust ensure that state and district test security procedures are followed in the building
Amust report all alleged security violations to the district test coordinator
Amust ensure that the test administrators act in accordance with all security requirements

Amust train all test administrators and monitors in proper papencil/onlinetest administration
procedures before testing

Amust ensure that test administrators understand their responsibilities when the test session ends
Akeep materials in a locked, secure area when test materials are not in use

Aprovide testing group numbers to test administrators

ACollectand account for test materials immediately following the test administration




7.9 Calculators

For applicable tests, the online Student Testing Site provides a calculator. See below for a
summary of tests that include a calculator.

Test Is a Calculator Allowed for Part 1? | Is a Calculator Allowed for Part 2?
End-of-Course Mathematics | Yes Yes
Physical Science Yes Yes

To preview the online calculators, visit the Student Practice Resources page on the portal and
select the applicable subject.

If districts or schools wish To make handheld calculators available, this is permissible. The district
may provide the calculator or allow students to provide their own. Students cannot share
handheld calculators during a fest session. If students use an approved handheld calculator,
you must confirm that the memory has been cleared before and after each tesiing session.

The handheld calculator must meet the criteria outlined in the calculator policy. See Appendix

C of this manual for listings of allowable calculators. Schools should give students the
opportunity to become familiar with the calculators they choose before testing.




Accessiblility Features

OHIO ACCESSIBILITY MANUAL (OAM)




Ohio’s Accessibility Manual

THIRD EDITION

JANUARY 2017

Ohio’s Accessibility System

Administrative Considerations

Universal Tools
(available to all students)

Designated Supports
(identified in advance)

Accommodations
(available with an IEP,
504 plan or ELL)



https://docs.google.com/a/bgcs.k12.oh.us/presentation/d/18Du8YYqYaOQBg98iSdHLtWuCO478CzSvPykXePdIIs8/edit?usp=sharing

Accommodations

FOR STUDENTS WITH DISABILITIES OR ENGLISH LANGUAGE LEA




Who qualifies?
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1. Students with disabilities who have an Individualized Education Program (IEP);

&
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2. Students with a Section 504 plan;
3. Students who are English language learners;

4. Students who are English language learners with disabilities who have IEPs or 504 plans are
eligible for both accommodations for students with disabilities and English Language Learners.



The purpose

Provide equitable access during instruction and assessments

aAGAIIGES GKS STTSOG 2F | addRSyGiQa RAEFOGAL AL

Not reduce learning or performance expectations

Not change the construct being assessed

Not compromise the integrity or validity of the assessment




Accommodation principles/rulds

Should enable students to participate more fully and fairly on assessments

{K2dzf R 06S o0FaSR 2y Y AYRAOGARdzZIt &a0dzRSyYy i Qa
program, amount of time in general education, and current program setting

Accommodations should be based on documented need in the classroom sethiagning it
should be in their IEP and used every day

Testing accommodations should be noted in the IEP

ELL students also get accommodations that have been developed for each students



Types of Accommodation®resentation

Presentation accommodations alter the method or
F2NXIF 0 dzZaASR (2 FRYAYAAUS
student, by changing either the auditory, tactile,

visual and/or a combination of these characteristics.




Presentation

Additional assistive technology regularly used in instruction

A A W A v

Human reagaloud (on computebasedtestcOl yy 20 6S Gl &8 YySSRSRE& 2 NJ
Paper version of test insteaaf online

Readaloud on English language arts

Screen reader mode (English language arts) (formerly called enhanced accessibility mode or
streamlined mode

Sign language interpreter
Textto-speech arts for English languaay#s ¢ this is a read aloud very few qualify

Textto-speech language arts tracking teinglishg this is a read aloud very few qualify



Types of Accommodation&esponse

Response accommodations allow students to use
alternative methods for providing responses to test
items, such as through dictating to a scribe or using
an assistive device.




Response

Additional assistive technology regularly used in instruction

Answers transcribed by test administrator
Braille notetaker

Braille writer

Calculation device or fact charts noalculator mathematics test part of test
Mathematical tools (mathematics and physical science only)

Allowable tools include:

w Mnna OKINI w ! (‘)I- C)dza YR 20KSNJ aLISOAFf AT SR
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Response contd

Scribe

Specialized calculation device

Word prediction external device




Timing Accommodations

Timing and scheduling accommodations are changes in the allowable length of time in which a
student may complete the test

In most cases, the department recommends that extended time should be defined and not open
ended. This is usually expressed as one and ehati¢éime (1.5x), double time (2x), etc.

Extended time may not exceed one school day; students must complete each test part on the
same day the test is started.

The department recommends that students with the extended time accommodations take the
tests in a separate setting to minimize distractions to other students, and to consider scheduling
these students for testing in the morning to allow adequate time for completion of a test part by
the end of the school day



Accommodations for LEP students
Extended Tme3Sia SYUGSNBR 0@ ¢! dzy RSNJ ahiGKSNE 2y (
Human Read Aloudfew

Oral translation of the test in native language

Scribe (in Englisla)scribe translates answers exactly into Englifgw
Stacked Spanish/English bilingual form of the test

Text to Speech Spanish/English

Text to Speech tracking

Word-to-word dictionary - BiLingual Dictionary



What you need to start testing!

Technology Information

NAVIGATING THE TIDE SYSTEM




=" TIDE FAQ

7.2.1  Activating Your User Account

Alluser accounts from the 2015-16 school year carry overinto the 2016-17 school year. All users
were prompted to establish a new password for the 2016-2017 school year when TIDE

reopened the week of August 29. If you did not establish your password in @ fimely manner,
please follow the instructions provided in the TIDE FAQ document to activate your account.

If you do not have a user account, confact your disfrict or building test coordinator. When
your fest coordinator creates your user account, you will receive an email from AIR with a link
to establish the account. You must click the link within the amount of fime specified in the

email to establish a password that meets the listed criteria and activate your account.



https://drive.google.com/a/bgcs.k12.oh.us/file/d/0B6-TOWKuZUwcUklzUlVIeHRvV0U/view?usp=sharing
https://drive.google.com/file/d/0B6-TOWKuZUwcUklzUlVIeHRvV0U/view?pli=1

Step 1: TA Interface
Accessing TA Sites

www.ohiostatetets.org

®

' Teachers/ Test
.

Click Teachers/Test administrators '“ Administrators |

ChooserlA Practice Sitéo practice G%
establishing test sessions, practice tests,
ending test sessions. A pracce s

~
o

Choose€erlA Interfaceto administer live tests. : A

TA Interface

~


http://www.ohiostatetets.org/

Secure Sign On Screen to TA

Aenter your email and password, then click [Secure Logln].

A=mail and password is the same for both the TA Practice Site and TA
Interface.

NOTE: You will need to click either TA Practice Site for practice sessions or
TA Interface for live/operational tests.

Forqol Your Password?
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Administration Details

Select the Test Administration, User Role, District, and School (as applicable):

Test Administration: | Select a Test Administrati *




Step 2: Start a Test Session
Starting a Test Session

Whenyou log in to the TA Site, thieest Selection
window opens automatically.

Thiswindow allows you to select tests to start test
sessions.



How to create a test session

If the Test Selectiomvindow is not open, clickelect Test the upperright corner of the TA
Site.

To select tests for session, do one of the following:
To select individual tests, mark the checkbox for each test you want to include.

To select all the tests in a test group, mark the checkbox for that group.
To select all available tests, clisklect Allat the top of the window.

In lowerleft corner of window, cliclstart SessionThe window closes and the Session ID
appears on the TA Site.

Provide the Session ID to students.

NOTE:Write down Session ID in case you accidentally close the browser window and need to return to
the active test session.



Department
of Education

Click the + sign
of the test you
want to set up

Operational Tests Test Selection Expand All §3

[ ] English Language Arts .

Instructions I e

o Start Session o [ ]Science I

Press the Select Tests button, mark the checkboxes for the tests
# [ ] Social Studies I

al TEStS TESt Sessmn I\ Choose which tests to add to your session from the tree, and then start your session.

o Approve Students
Press the Approvals button, review each student's test details, an

Monitor Progress
Monitor the Students in your Test Session table. You can use i

To stop a test session, press the @ button next to the Session 1D

Start Operational Tests Session Close




Operational Tests Test Selection Expand All 3%

on I\ Choose which tests to add to your session from the tree, and then start your session.

Choose the correct == [ ] English Language Arts

teSt(S) for that SeSS|OM English Language Arts |

in the drop down.
== [ | English Language Arts II

letails, a . I:I Algebra I
an use t . I:I Geomew

2ssion 1D . [ ] Integrated Mathematics |

the tests

. [ ] Integrated Mathematics I

== [ | Science

= [ | Social Studies
¢KSYy Oft AO01 a{ G NI

Op,\erational TeStS ﬂ Start Operational Tests Session Close
{Saarz2yéE . dziltzy




You will get this
screen once the

test session is -
started. OHIO-CFE4-14

_d et A

Operafional Tests Session

Operational Tests Test Session

Hive tests

This is your test
session |2 you

will write it on the
board for students
to use during log in

‘on, mark the checkboxes for the tests you wish to include, and then press the Start Session button.
1, review each student's test details, and then press the «# button.

wr Test Session table. You can use the || button fo pause students' tests.

5 the @ button next to the Session ID.




What the students will see




Steps for Students

Enter First Nam
Enter SSID

Type in Session ID

Practice Test Sign In

B Guest Session

Session ID:

Guest Session?
In a Guest Session, you do not need test administrator approval. To take a practice test in a session with
a test administrator, vncheck the “Guest Seszion” checkbox and enter the Session ID in the boxes

before clicking [Sign In].

Pam Dhammostics Browzer: Chrome v33




If everything is
correctc they click
yes

Is This You?

Please review the following information.

First Name: GUEST
Last Name: GUEST
SSID: GUEST

Student Grade Level: [Select Grade v

Date of Birth: None

School: GUEST School

Next Step:
If the information is correct. choose Yes. If not, choose No.

YesHNo‘




4 ™

Your Tests
Then they click the Select the test you need to take.
test(s) that they are

supposed to be English language arts

taking.
Start G3 English Language Arts Practice Test

This is opportumity 1 of 3

Next Step:
If you do not see the test you need to take, notify your Test Administrator and select Back to Login.

Back to Login




Waiting for Approval

Your Test Administrator needs to review your requested test and your
test settings. This may take a few minutes.

Next Step:

Please wait for your TA to approve your request. If you need to cancel
your request, select Cancel Request.

| Click to cancel the request and retumn to the login page. |

N F




Step 3: Approve Students
Approving Students for Testing

After students sign in and select tests, TA must verify student test settings are correct before
approving student to test

When students are awaiting approval, tA@provalsbutton next to Session ID becomes

active and bounces until you click The number nexto it indicates how many students are
awaiting approval.

E TEST-1-1234 I'% oo




TA Site Layout & Approvals

Approvals

Once you have created the tests session
and students have accessed the sesgjon
you screen will look like this.

To get students started you will need to
click the approvals button. It will allow
you to approve all students or
individually.

Figure 5. Test Administrator Site Layout

O Souterd Losing O Pod Semmin. ([ e Gesnie L -q

o Eitaton *‘* BNTEST-1234-1

Students in your Operational Test Session y H

] steserss swilng sppioval P B Wals

@ Soence i Socisl Shudes

stugent Name s8I0 opp# Test Student Status Test Settings  Pause Test
GUEST, STUBENT AA1FI48T G4 Bosence Par 1 sirimet 1M Sranawe @ ]
CLEST, STUDENT DEUITESE) i | 4 Sesial Shudies Part 4 pra—g sundwd (G 1]

Essential features in the Test Administrator Site:
1. Session ID

2. Select Tests button

3. Approvals button

4. Students in Your Test Session table



Click to see

To approve students for testing ~ ndvaa .
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TheApprovals and Student Test Settings
window appears, displaying a list of students.
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oval iconfor that student. The X
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