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What does ODE require?
Identification 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 procedures ςfollow them ςwhen 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 student ςthey 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 150-210 minutes and cannot go over- please see chart 

Tests have to be started and ended on the same day ςeven with extended time accommodation



contd
School Board Policy ςno 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 ticket ςmake 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





Special Note for Grades 6-8, ELA I, & ELA II
2 Hour Session Option





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.
üNon verbal signals to encourage students to change answers are not allowed

üAsking students to go back and check their answers is not allowed

üWhat can you do?  Encourage them to do their best Jand redirect them to the directions



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

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.  Items 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 Student ςELA Only ςSci, SS, Math ςneed to have them on 
hand ςI 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 of use ςcan 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

aŀƪŜ ǎǳǊŜ ȅƻǳ ƘŀǾŜ ǘƘŜ άǎŎǊƛǇǘέ ςand the online checklist



Oral Script
To ensure standardized administration conditions throughout Ohio, test administrators must 
follow the script contained in the Online Testing Highlights and Script located here.

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


Pausing and Submitting
Test administrators are responsible for enforcing the testing time

Pausing the Test ςeither 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.

Submitting the Test ςǎǘǳŘŜƴǘǎ Ŏŀƴ ǊŜǾƛŜǿ ǘƘŜƛǊ ŀƴǎǿŜǊǎ ŀƴŘ ǘƘŜƴ ǎǳōƳƛǘΦ  LŦ ŀ ǎǘǳŘŜƴǘ ŘƻŜǎƴΩǘ 
submit, it stays in the paused status.  At the close of the test window, the test will automatically 
submit. 

Test Opportunities ςstudents only have one opportunity to test ςonce 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 Testor 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 
ȅƻǳ ŦƻǊ ŀ ŘŜŦƛƴƛǘƛƻƴΦ  ¸ƻǳ ǎŀȅ άL ŀƳ ǎƻǊǊȅΣ L Ŏŀƴƴƻǘ ƎƛǾŜ ȅƻǳ ǘƘŀǘ ƛƴŦƻǊƳŀǘƛƻƴΦέ  9ƴŎƻǳǊŀƎŜ ǘƘŜƳ ǘƻ 
do their best.



What to do if:
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. 



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: 

Åmust ensure that state and district test security procedures are followed in the building

Åmust report all alleged security violations to the district test coordinator

Åmust ensure that the test administrators act in accordance with all security requirements 

Åmust train all test administrators and monitors in proper paper pencil/online test administration 
procedures before testing

Åmust ensure that test administrators understand their responsibilities when the test session ends

Åkeep materials in a locked, secure area when test materials are not in use

Åprovide testing group numbers to test administrators

ÅCollect and account for test materials immediately following the test administration





Accessibility Features
OHIO ACCESSIBILITY MANUAL (OAM)



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


Accommodations
FOR STUDENTS WITH DISABILITIES OR ENGLISH LANGUAGE LEARNERS



Who qualifies?
CƻǳǊ ŘƛǎǘƛƴŎǘ ƎǊƻǳǇǎ ƻŦ ǎǘǳŘŜƴǘǎ Ƴŀȅ ǊŜŎŜƛǾŜ ŀŎŎƻƳƳƻŘŀǘƛƻƴǎ ƻƴ hƘƛƻΩǎ {ǘŀǘŜ ¢ŜǎǘǎΥ 

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

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

aƛǘƛƎŀǘŜ ǘƘŜ ŜŦŦŜŎǘ ƻŦ ŀ ǎǘǳŘŜƴǘΩǎ Řƛǎŀōƛƭƛǘȅ

Not reduce learning or performance expectations

Not change the construct being assessed

Not compromise the integrity or validity of the assessment



Accommodation principles/rules J
Should enable students to participate more fully and fairly on assessments 

{ƘƻǳƭŘ ōŜ ōŀǎŜŘ ƻƴ ŀƴ ƛƴŘƛǾƛŘǳŀƭ ǎǘǳŘŜƴǘΩǎ ƴŜŜŘǎΣ ƭŜǾŜƭ ƻŦ 9ƴƎƭƛǎƘ ƭŀƴƎǳŀƎŜ ǇǊƻŦƛŎƛŜƴŎȅΣ ŎǳǊǊŜƴǘ 
program, amount of time in general education, and current program setting

Accommodations should be based on documented need in the classroom setting ςmeaning 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 Accommodations - Presentation

Presentation accommodations alter the method or 
ŦƻǊƳŀǘ ǳǎŜŘ ǘƻ ŀŘƳƛƴƛǎǘŜǊ hƘƛƻΩǎ {ǘŀǘŜ ¢Ŝǎǘǎ ǘƻ ŀ 
student, by changing either the auditory, tactile, 
visual and/or a combination of these characteristics. 



Presentation
Additional assistive technology regularly used in instruction 

Human read-aloud (on computer-based test ςŎŀƴƴƻǘ ōŜ άŀǎ ƴŜŜŘŜŘέ ƻǊ άƻƴ ŘŜƳŀƴŘέύ

Paper version of test instead of online

Read-aloud on English language arts

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

Sign language interpreter

Text-to-speech arts for English language arts ςthis is a read aloud ςvery few qualify

Text-to-speech language arts tracking for English ςthis is a read aloud ςvery few qualify



Types of Accommodations - Response

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 non-calculator mathematics test part of test

Mathematical tools (mathematics and physical science only) 

Allowable tools include: 

ω мллǎ ŎƘŀǊǘ ω !ōŀŎǳǎ ŀƴŘ ƻǘƘŜǊ ǎǇŜŎƛŀƭƛȊŜŘ ǘƻƻƭǎ ŦƻǊ ǎǘǳŘŜƴǘǎ ǿƛǘƘ Ǿƛǎǳŀƭ ƛƳǇŀƛǊƳŜƴǘǎ ω .ŀǎŜ мл 
blocks ω /ƻǳƴǘŜǊǎ ŀƴŘ ŎƻǳƴǘƛƴƎ ŎƘƛǇǎ ω /ǳōŜǎ ω {ǉǳŀǊŜ ǘƛƭŜǎ ω ¢ǿƻ-colored chips*Algebra Tiles



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 a one-half time (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 Time ςƎŜǘǎ ŜƴǘŜǊŜŘ ōȅ ¢! ǳƴŘŜǊ άhǘƘŜǊέ ƻƴ ǘŜǎǘ Řŀȅ

Human Read Aloud ςfew

Oral translation of the test ςin native language

Scribe (in English) ςscribe translates answers exactly into English - few

Stacked Spanish/English bilingual form of the test

Text to Speech Spanish/English

Text to Speech tracking

Word-to-word dictionary  - Bi-Lingual Dictionary



Technology Information
NAVIGATING THE TIDE SYSTEM



TIDE FAQ

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


Accessing TA Sites
www.ohiostatetets.org

Click Teachers/Test administrators

Choose TA Practice Siteto practice 
establishing test sessions, practice tests, 
ending test sessions.

Choose TA Interface to administer live tests.

http://www.ohiostatetets.org/


ÅEnter your email and password, then click [Secure LogIn]. 

ÅEmail 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.

Secure Sign On Screen to TA





Starting a Test Session

When you log in to the TA Site, the Test Selection
window opens automatically.

This window allows you to select tests to start test 
sessions.



How to create a test session
If the Test Selectionwindow is not open, click Select Testsin the upper-right 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, click Select Allat the top of the window.

In lower-left corner of window, click Start Session. The 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.



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



Choose the correct 
test(s) for that session 
in the drop down.

¢ƘŜƴ ŎƭƛŎƪ ά{ǘŀǊǘ 
Operational Tests 
{Ŝǎǎƛƻƴέ .ǳǘǘƻƴ



You will get this 
screen once the 
test session is 
started.  

This is your test 
session ID ςyou 
will write it on the 
board for students 
to use during log in



What the students will see



Steps for Students

Enter First Name

Enter SSID

Type in Session ID

Click Sign in



If everything is 
correct ςthey click 
yes



Then they click the 
test(s) that they are 
supposed to be 
taking.  





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, the Approvals button next to Session ID becomes 
active and bounces until you click it. The number nextto it indicates how many students are 
awaiting approval.



TA Site Layout & Approvals

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

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

Approvals



To approve students for testing

мΦ !ŦǘŜǊ ȅƻǳ ŎƭƛŎƪ ŀǇǇǊƻǾŀƭǎΧΧΧΦ

The Approvals and Student Test Settings
window appears, displaying a list of students.

2. To ŎƘŜŎƪ ŀ ǎǘǳŘŜƴǘΩǎ ǎŜǘǘƛƴƎǎΣ ŎƭƛŎƪ the blue 
oval icon for that student.  The 
ǎǘǳŘŜƴǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ŀǇǇŜŀǊǎΦ

Click to see 
individual 
student settings


