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Presenter
Presentation Notes
Welcome to the Supplemental Test Security Training Module on School Test Security Plans.  This supplemental training will include a Walkthrough of the School Test Plans QuickBase Application for LEA Test Coordinators. 

If you are viewing this and you are a NonPublic Coordinator, please select the NonPublic Coordinator Walkthrough Presentation as the Walkthrough of the QB Application will be slightly different. 
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• Module 0: Assessment Training Module Overview

• Module 1: Test Integrity & Assessment Overview

• Module 2: Preparing for Administration, Part 1

• Module 3: Preparing for Administration, Part 2

• Module 4: Test Administration – Setup and Monitoring

• Module 5: Test Administration – Prohibited Actions & Incident Reporting

• Module 6: Administration Closeout & Reporting

Required Assessment Training Modules

Presenter
Presentation Notes
As a reminder, in 2021 OSSE has released 6 training modules that will serve as test security training. 
There are 6 required training modules. These modules are required for all LEA Assessment Coordinators, including those responsible for ACCESS and Alternate ACCESS, MSAA, and PARCC .
The modules follow the order of activities in the Assessment Coordination Timeline.
Upon the completion of all training modules, LEA Test Coordinators will need to complete a quiz and certification form, verifying that they have viewed all content. 
A score of 80 percent or higher on the quiz will serve as the official attendance and completion of 2021 Test Security Training.  

This supplemental training module is NOT included in the 6 required training, and will only cover the School Test Security Plan process. If you have not viewed all the required training modules listed here and have not taking the quiz. Please do so. 
[CLICK]
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• School Test Security Plan Overview

• School Test Security Plan Submission and Approval Process

• School Test Security Plan QuickBase Overview

Supplemental Test Security Training – School Test 
Security Plan (STSP)

Presenter
Presentation Notes
[CLICK]



Submit School Test Security 
Plan(s) to OSSE
Preparation and Planning

Presenter
Presentation Notes
School Test Security Plan Overview

[click]




5

Submit School Test Security Plan(s) to OSSE
OSSE requires every school that will administer a statewide assessment to complete 
and submit a school test security plan prior to the start of the school’s testing window. 

The school test security plan serves as an official communication with OSSE of a 
school’s plan for administering districtwide assessments. 

School plans must be submitted to OSSE for final approval at least 15 business days 
prior to the first day of testing.  

Presenter
Presentation Notes
OSSE requires every school that will administer a statewide assessment to complete and submit a school test security plan prior to the start of the school’s testing window. 

The school test security plan serves as an official communication with OSSE of a school’s plan for administering districtwide assessments. 

School plans must be submitted to OSSE for final approval at least 15 business days prior to the first day of testing.  
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Submit School Test Security Plan(s) to OSSE
Each school test security plan must include the following information:
• Names and contact information for Test Coordinators and key test administration staff
• A secure materials management plan
• A plan for school staff and authorized personnel to report irregularities in test administration and security
• A plan for key school staff to conduct inquiries on reported test irregularities during test administration
• Affirmation that the school staff are aware and have access to the complete list of prohibited actions as 

defined by the state
• A plan for handing logistical, technical, and communication issues that may arise during test administration
• Affirmation that the school has met all actions as required by the state
• Affirmation that Test Sessions and Test Administrators have been entered into PAN (PARCC test plans only)
• A list of authorized personnel
• A detailed testing schedule

Presenter
Presentation Notes
Each school test security plan must include the following information:
Names and contact information for Test Coordinators and key test administration staff
A secure materials management plan
A plan for school staff and authorized personnel to report irregularities in test administration and security
A plan for key school staff to conduct inquiries on reported test irregularities during test administration
Affirmation that the school staff are aware and have access to the complete list of prohibited actions as defined by the state
A plan for handing logistical, technical, and communication issues that may arise during test administration
Affirmation that the school has met a number of actions as required by the state
Affirmation that Test Sessions and Test Administrators have been entered into PAN (PARCC test plans only)
A list of authorized personnel 
A detailed testing schedule 

As a reminder, if your testing schedule changes or your list of authorized personnel changes, please update those attachments in your School Test Security Plan.
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Submit School Test Security Plan(s) to OSSE

OSSE reviews and approves all school plans and provides technical assistance to 
schools whose plans need improvement prior to and during testing. 

Characteristics of a Strong School Test Plan Characteristics of a Weak School Test Plan
• Clear 
• Organized
• Thoughtful and Thorough Responses
• Complete Authorized Personnel List
• Complete School Test Schedule
• Complete SRPNP File in PAN (Test Sessions, 

Accommodations, Test Administrators) if 
applicable

• Disorganized or Difficult to Understand
• Incomplete Responses 
• Generic Responses or Responses Copied 

Directly from OSSE’s School Test Plan 
Exemplar

• Missing Authorized Personnel 
• Incomplete or Missing Test Schedule
• Incomplete or Missing SRPNP File in PAN

Presenter
Presentation Notes
OSSE reviews and approves all school test plans and provides technical assistance to schools whose plans need improvement prior to and during testing. 

Over the years, we have identified characteristics of strong and week school test plans.

Strong School Test Plans are plans that are clear, and organized. 
The responses are thoughtful and tailored to the unique circumstances of your schools need. 
Strong Test plans are also thorough and have complete sentences that are easily decipherable. 

Additionally, School Test Plans will only be approved when the following things are attached and complete. 
Authorized Personnel List
School Testing Schedule
For PARCC specifically, a complete SRPNP File with Test Sessions, Test Administration Location, Accommodations, and Test Administrators). 

On the converse, plans that are returned for edits, are the opposite, they may be disorganized, or difficult to understand. They have incomplete or half responses or responses full of shorthand or acronyms that are not clearly defined. We return plans for revisions if the responses are generic or conflict with the circumstances of the school. 

We have also seen test plans that copy responses from OSSE's posted School Test Plan Exemplar verbatim when they conflict with circumstances at your school. 

Our intention is to approve test plan in their first iterations, but will not hesitate to push back plans for revisions if answers are unclear, insufficient, or incomplete. 

[click]
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Submit School Test Security Plan(s) to OSSE

School Test Plan Completion Supports Include:

• Supplemental School Test Plan Instructional Module

• School Test Plan Instructions
• School Test Plan Exemplar
• Authorized Personnel and Test Schedule Templates
• OSSE Office Hours

All school test plan support documents can be located at OSSE test security 
and incident forms webpage: osse.dc.gov/service/test-security-and-incident-
forms

Presenter
Presentation Notes
There are a number of supports that OSSE provides to aide LEA and School Coordinators complete and submit School Test Security Plans. 

Those supports include: 
Supplemental School Test Plan Module- This training you are viewing now, which will include a walkthrough. 

School Test Plan Instructions – This document provides step by step instructions about the entire process. This document will be located on the QB application 

School Test Plan Exemplar – This document provides sample written responses for each question we will ask in the STSP. When reviewing this document, you will see the level of detail OSSE is looking for, sample responses, and helpful information and reminders for each question. This document is also located directly on the QB application

Authorized Personnel and Test Schedule Templates
OSSE Office Hours throughout the winter and early spring for LEAs and Schools to seek individual support

All school test plan support documents can be located at OSSE test security and incident forms webpage: https://osse.dc.gov/service/test-security-and-incident-forms

The School Test Plan QuickBase Application can be accessed at the link shown here. 

If you need access to the QuickBase application or have any questions about the process, please contact Chanon Bell at Chanon.Bell@dc.gov. 

[click]
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School test security plans must be submitted 15 business 
days before the first day of testing. OSSE’s review 

period is typically five to 10 days. If the plan is submitted 
late or revisions are not reconciled within five days of the 

start of testing, testing may be delayed. 

Testing cannot begin until the 
school test security plan is approved by OSSE.

Test Security Reminder

Presenter
Presentation Notes
Test Security Reminder: School test security plans must be submitted 15 business days before the first day of testing. OSSE’s review period is typically five to 10 days. If the plan is submitted  late or revisions are not reconciled within five days of the start of testing, testing may be delayed. 

We understand that there may be challenges in sticking to the traditional timeline due to the rapidly changing landscape at schools. OSSE is prepared to work with schools and LEAs in order to get plans approved. Testing cannot begin until the school test security plan is approved by OSSE.

[click]
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Area Topic Point of Contact

Assessment Policy

Every Student Succeeds Act (ESSA) &
General Assessment Policy

Danielle Branson, Director of Assessments
Danielle.Branson@dc.gov

Data, Reporting, Business Rules Chanon Bell, Assessment Specialist, Policy, Research, and 
Reporting
Chanon.Bell@dc.govTest Integrity and Security

Special Populations
Michael Craig, Assessment Specialist, Special Populations
Michael.Craig@dc.gov

Test 
Administration

Swea Hart, NAEP State Coordinator
Swea.Hart@dc.gov

Stephanie Snyder, Deputy Director of Assessments
Stephanie.Snyder@dc.gov

Daniel Alcazar-Roman, Assessment Specialist, Science
Daniel.Alcazar-Roman@dc.gov

Michael Craig, Assessment Specialist, Special Populations
Michael.Craig@dc.gov

Assessment 
Literacy

LEA/School Workshops and Trainings
Stephanie Snyder, Deputy Director of Assessments
Stephanie.Snyder@dc.gov

Presenter
Presentation Notes
This completes Module 3 of this training series. Please move on to Module 4 where we will cover Test Administration – Setup and Monitoring.

If you have questions about OSSE assessment policies or specific assessment programs, please feel free to reach out to the appropriate member of the OSSE Assessment Team.

[END]
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School Test Security Plan Walkthrough
Test security plan application: octo.quickbase.com/db/bmiq8feda

Presenter
Presentation Notes
Now we will walk through the QuickBase Application. I will show you how to login to the application. All the features available on your homepage,  How to start a test plan. And how to submit test plans and revisions. 


If you have any questions about this training or the QuickBase Application,  please contact Chanon.Bell@dc.gov
[click]
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