


We look forward to speaking with
you today!

Please mute your microphone and
turn off video If you are not speaking
to preserve bandwidth.

We will record this meeting.

Please sign-in here.

Welcomel!



https://app.smartsheet.com/b/form/e429e7aafffb472abcb8943ad3c5c44c

Objectives and Agenda

Agenda
Objectives
. Introduction to Statewide Assessment in DC
* Familiarize LEA Assessment * Introduction to PARCC & DC Science
Manager and the Test
Coordinator with PARCC . Before Test Administration
administration requirements - Plan Test Administration
and Pearson AccessNEXT (PAN) . Creating a Testing Schedule
= School Test Security Plans
« Establish an understanding of a . Setting Up Users

testing schedule, test security

p|an and test security file. «  During Test Administration

= Administer Test

 Prepare LEAs to manage
information in PAN

. After Test Administration

= Closeout Testing
*  PearsonAccessNext (PAN) Supports

*  Questions and Closing
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|OSSE

Introduction to Statewide
Assessment In DC



x
NAEP

NATIONAL ASSESSMENT
OF EDUCATIONAL
PROGRESS

Partnership lor Assassment of
Readiness for College and Carears

DC Science

The District of Columbia Assessment of
the Next Generation Science Standards

Msda/

Multi-State Alternate Assessment

=) DYNAMIC®

=
Zs

LEARNING MAPS

=

Statewide Assessments

NAEP — national assessment of
English language arts (ELA) and
math, grades 4 and 8 (select schools)

ACCESS - English language
proficiency, grades K-12

PARCC - ELA and math, grades 3-
high school

MSAA - alternate ELA and math,
grades 3-8 and 11

DC Science — science, grades 5, 8,
and high school biology

DLM - alternate science, grades 5, 8,
and high school biology




2022-23 Statewide Testing Windows

Assessment 2022-23 Statewide Test Window

NAEP

(Selected schools only) March 20 — April 14, 2023

ACCESS for ELLs Feb. 13 — March 24, 2023

MSAA & DLM March 13 — April 28, 2023

April 3 - May 26, 2023*

AAREE S IS SElEEE (April 3 — May 19, 2023; paper accommodation window)




District of Columbia Assessment Coordination Timeline

YA HE-EH

Select LEA Test Determine Test Apply for Attend OSSE Register Assign Student Assign Staff to Establish a School Receive Testing Create School
Coordinator and Windows and Alternate Assessmeant Students to Test Testing Testing Roles Test Security File Materials Test Schedule
Submit to OSSE Submit to OSSE Assessments Trainings Accommodations

Setup Test Setup Student Submit School Train Authorized Send Assessment Setup Testing Prepare and Administer Monitor and Submit Incident
Sessions Testing Devices Test Security Personnel Notification Letter Environment Distribute Testing  Statewide Test to Support Staff Reports to OS5E
Plan(s) to OSSE to Families Materials Students

Collect Testing Return/Shred Closeout Testing in Finalize Schoal Submit Test Complete OSSE LEAs Receive OSSE Releases Individual Score Share ISRs with
Materials Secure Testing Online Platform Test Security File  Security Affidavit Data Validation Student Data Test Results Reports (ISR) Sent Families
Materials to OSSE Publichy to Schools
D LEA Submission to OSSE Required D Shipment to/from School

= . LEA Action . OS5E Action

O School Action with LEA Oversight




Statewide Assessment Resources

e All test security forms and guidelines are posted at:
osse.dc.gov/servicel/test-security-and-incident-forms

 The 2022-23 Statewide Assessments Participation and Performance
Policy is posted at: osse.dc.gov/publication/statewide-assessments-
participation-and-performance-policy

* Resources for Test Coordinators, including the assessment windows,
overview of assessment roles and responsiblilities, training schedule,
contact information for administration support and more are posted
at: osse.dc.gov/page/test-coordinator-resources



https://osse.dc.gov/service/test-security-and-incident-forms
https://osse.dc.gov/publication/statewide-assessments-participation-and-performance-policy
https://osse.dc.gov/page/test-coordinator-resources
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PARCC & DC Science



PARCC & DC Science Assessment

The Partnership for Assessment of

Readiness for College and Careers
P ‘ ‘ l (PARCC) is the District of Columbia's
annual assessment of math and ELA,

based on the Common Core State
Standards (CCSS).

DC Science is the District of
Columbia’s statewide assessment of

DC Science| the Next Generation Science
The District of Columbia Assessment of Stan d ard S (N G S S) .

the Next Generation Science Standards

% 1/11/2023



https://learning.ccsso.org/common-core-state-standards-initiative
http://www.nextgenscience.org/understanding-standards/understanding-standards

PARCC & DC Science Assessments

PARCC math and ELA are taken each spring in
grades 3-8 and in high school.

DC Science Is taken each spring in
grades 5, 8 and in high school.

OSSE'’s participation policy outlines requirements for student test registration and can be
found in the 2022-23 Statewide Assessments Participation & Performance Policy document.

1/11/2023
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https://osse.dc.gov/publication/statewide-assessments-participation-and-performance-policy

PARCC and DC Science Assessment Platforms

TestNav8 PearsonAccessNe** (PAN)
Student Testing Platform Test Administration Management Platform

Dashboard + Helpful Information

Esch model equals one whele divided into equal parts. Which models show % shaded?

Select the three comedt answers. Setup - = =
P 2022-2023 Statewide Testing Windows

A . R Paper Testing

Testing CnlinaiTasting (accommodations only)

PARCC April 3 - May 26, 2023* April 3 = May 15, 2023*

Reports April 3 - May 26, 2023* April 3 - May 19, 2023*
Os. DC Science

o

Support *includes a week for spring break

Key Dates
popCaecils January 4 - February 15, 2023 - Local Education Agencies load student registration data and complete Personal Needs Profile (PNP)

I:‘ c. January 4 = February 21, 2023 = Non-Fublic Schools load student registration data and complete Personal Needs Profile (FNF)

Customer Support

March " 23 - T terial ir n hool
1-866-688-9555 arch 15, 2023 - Accommodated materials begin to arrive at schools

District of Columbia PARCC and DC Science Pearson Port: [/de.mypearsansupport.com/
= Test manuals and test administration documents

o 6:00 am - 7:30 pm (EST) + Technology setup instructions and system requirements

Monday - Friday

Contact Customer Support «» Sample tests and tutorials

Chat PearsonAccess™™ Training Site: h

ifftrng-dc.pearsonaccessnext.com

District of Columbia Office of the State Superintendent of Education: ki
+ Test coordinator resources and training schedules:ht osse.dc.gov/pag
* Accommeodations and accessibility information: https: v/

» Test security policies and documents: htf)

Available during hours listed above

12
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PARCC and DC Science Assessment Platforms

Dashboard

Setup

Testing

Reports

Support

. ContactUs

Customer Support
1-866-688-9555

Monday - Friday

6:00 am - 7:30 pm (EST)
Contact Customer Support

Chat

Available during hours listed above

PAN Production Site

% Helpful Information

2022-2023 Statewid

Wind

Online Testing

Paper Testing

(accommodations only)

PARCC

April 3 - May 26, 2023"

April 3 = May 18, 2023*

April 3 - May 26, 2023*

april 3 - May 19, 2023+

DC Science

*includes a week for spring break

Key Dates

January 4 - February 15, 2023 - Local Education Agencies lead student registration data and complete Personal Needs Profile (PNP)
January 4 = February 21, 2023 - Nen-Public Schools load student registration data and complete Personal Needs Profile (FNP)
March 15, 2023 - Accommodated materials begin to arrive at schools

District of Columbia PARCC and DC Science Pearson Portal: https
= Test manuals and test administration documents

ic.mypearsonsupport.com/

+ Technology setup instructions and system requirements
+ Sample tests and tutorials

PearsonAccess™™ Training Site: https:/

rng-gc.pearsonaccessnext.com

District of Columbia Office of the State Superintendent of Education: http: osse.dc.gov/assessments
+ Test coordinator resources and training schedules:https://osse.de.gov/page/test-coordinator-resources
* Accommedations and accessibility information: https .ac.gov/ /1451
» Test security policies and documents:F osse.dc.gov/service/test-security-and-incident-forms

Training PearsonAccess™™t

== Dashboard
& Setup

& Testing

= Reports

© Support

. Contact Us

Customer Support
1-B66-668-8555

Monday — Friday

6:00 am - 7:30 pm (EST)
Contact Customer Support
Chat

Avallable during hours listed above

PAN Training Site

% Helpful Information

Washington DC > 2022 - 2023 > 2023 Spring PARCC & DC Sclence ~

2022-2023 Statewide Testing Windows

PARCC

Online Testing

April 3 = May 26, 2023

Paper Testing
{(accommadatians anly)

April 3 - May 19, 2023*

DC Sci

nce

April 3 - May 26, 2023*

April 3 - May 19, 2023*

*includes a week for spring break

Key Dates

District of

January 4 - February 15, 2023 - Local Education Agencies load student registration data and complete Personal Needs Profile (PNP)

January 4 - February 21, 2023 - Non-Public Schoals load student registration data and complete Personal Needs Profile (PNP)

March 15, 2023 - Accommaodated materials begin to arrive at schools

District of Columbia PARCC and DC Science Pearson Portal: hilp
= Test manuals and test administration documents

mypearsonsupport.com;

« Technology setup instructions and system requirements
= Sample tests and tutorials

PearsonAccess™™ Training Site: hitps://trog-de. pearsonaccessnext.com

District of Columbia Office of the State Superintendent of Education: |
« Test coordinater resources and training schedules:t !
» Accommodations and accessibility information: h

« Test security policies and documents: hitps:

*
m *
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PARCC & DC Science Test Security

OSSE requires each school, including nonpublic
schools, to submit a school test security plan via
Quickbase prior to testing.

* School test security plans provide OSSE with important details
about test administration and test security at your school

e School test security plans are due 15 business days prior to
the first day of testing at each school

« Schools may not begin testing until their school test security
plan is approved by OSSE

« The Quickbase application is schedule to open for the 2022-23
school year in mid-January; schools should input testing dates
In draft plans by Feb. 13, 2023

1/11/2023
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Administration



Plan Test Administration




Plan Test Administration

Steps for Planning Test Administration:
e Attend Training
Document Test Security Plans
— Create and Submit a School Test Security Plan
— Setup a School Test Security File
 Create a Testing Schedule
* Register Students
— Document Accommodations and Accessibility Features
— Receive Materials
e Assign Staff Roles
e Setup Technology for Testing
e Create Test Sessions
e Train Authorized Personnel

% 1/11/2023




Attend Training

Assessment Role
Training Event
Recommended training attendance is highly encouraged. ime Registration B -8 s 5 B
Muitiple sessions are listed. If multiple sessions are < §' o " E 2 E E
offered, only attend one session. Y RE Hs & S z
:
2 <3 23 ;
§ o &%?M'E QGE Crallon ASSESSENS |-y, Oct 7, 2022 13pm Hybrid Register X x X X
28 e
8 " :JS;L'“E:' ;E;][ SN ekt ?0122 s 10am -12 pm. In-Person Regster X X X X
E o :JS:J;'E;' ;E;; Coordnator Orentzton Monday, Nov. 7, 2022 1-3pm. In-Person Register x X X ]
Eni
] = :
Z ™  |TestSecurity Training Modules for Retuming i
2 LEA Test Coorinalors Movember 2022 asynchronous Onfine Modules TED X X X X
December Next Generation Assessment | Tuesday, Dec. 6, 2
o (NGA) Meeting 2022 1-3pm Hybrid Register X X X X
]
] Test Security Training and School Test Tuesday, Dec. 13 ;
E Security Plan Oerview (Option 1 of 3) 207 1-4 pm. Hybrid Reqister X X X X X
E PARCC & DC Science LEA Test Coordinator
& |Traiing PearsonAccesshext (PAN) 101 ;‘;‘é‘:ﬁm Dec | 13pm In-Person Register X , . 0
(Option 1 of 2

Online training schedule found on the Test Coordinators Resources webpage.

% 1/11/2023 18



https://osse.dc.gov/sites/default/files/dc/sites/osse/page_content/attachments/2022-23%20Assessments%20Training%20Schedule.pdf
https://osse.dc.gov/page/test-coordinator-resources

Role

Responsibilities

LEA Roles

Attend Next Generation Assessment (NGA) meetings

LEA . . : : .
Train LEA staff on OSSE policies and protocols and coordinate with all LEA Test Coordinators
Assessment . . , . . : .
Manager Ensure LEA compliance with OSSE's requirements for test administration and test security
J Coordinate communication with Nonpublic School Test Coordinators around registration
Ensure that policies in the Test Security Guidelines, Test Integrity Act, and associated protocols
are implemented the LEA and school(s), and serve as the primary liaison to OSSE on test
security
LEA Test Participate in required OSSE Test Security Training and ensure that all appropriate authorized
: personnel are trained at the LEA and school(s)
Integrity

Coordinator

Oversee the development of, collect, and submit to OSSE the school test security plans for all
schools or campuses under the LEA's control, and submit final affidavits

Monitor test security at schools or campuses and participate in any investigations as needed
Designate up to three LEA test integrity coordinators: (1) PARCC/DC Science, (2) ACCESS for
ELLs/Alternate ACCESS, and (3) MSAA/DLM

LEA PARCC
and DC
Science
Coordinator

Manage the LEA administration of PARCC and DC Science

Ensure test security

Provide test security training for School Test Coordinators

Submit required documentation to OSSE before, during, and after testing

1/11/2023 19




Assign Staff Roles

Role Responsibilities

School PARCC & L :
Manage the school administration of PARCC and DC Science

DC Science .
: Ensure test security at the school
Coordinator/ . . . :
School Test Provide test security training for authorized personnel
Monitor Create a school test security plan and maintain a school test security file
Technology . Prepare technology for test administration
Coordinator . Provide technical support during testing

Special Education

Coordinator Manage the assignment/administration of accommodations and accessibility features to students

School Roles

Administer a test to a student or group of students in compliance with test integrity guidelines and

Test Administrator .
LEA, school, and test manual policies

Support test administration to a group of students in compliance with test integrity guidelines and

Proctor -

LEA, school, and test manual policies
Authorized . Anyindividual (other than a student) who is trained on test security and has permission to enter a
Personnel secure testing environment

% 1/11/2023 20




Each LEA and each school is set up by
OSSE as an organization in the PAN
system.

OSSE creates user accounts for LEA Test
Coordinators and nonpublic School Test
Coordinators. LEAs are responsible for
setting up accounts for all other users in
their LEAs and schools.

Staff members can be assigned to
organizations through user accounts.

Students are assigned to organizations
when they are registered to test.

Managing LEA and School Accounts in PAN

- LEA (Organization) -
School (Organization)

School (Organization)

School (Organization)

1/11/2023
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Managing LEA and School Accounts in PAN

Create / Edit Organizations Manage Contacts

CONTACTS (1) CONTACT DETAILS

Each year, LEA and School Test

Coordinators should ensure that

all organization information is ot At S et
accurate.

 Points of contact
e Shipping addresses
e Contact information

Alternate Electronic Mail Address

Contact Name® Address Suite / Building Site Number

Address City*

Country

Accurate organization information
will ensure messages and

materials are sent to the

appropriate individuals.

% 1/11/2023




Creating a Testing Schedule




Create Testing Schedule

What You Should Know:

« The assessment requirements: set-up, unit testing time, number of units

 The test setting: such as requirements for all students, number of faculty,
number of support staff, absenteeism rate

« The academic calendar: holidays, conferences, field trips, scheduled drills
and other activities

« The space limitations: the number of buildings, the number of rooms and
the size of rooms

« The technological resources: the number of computers, wireless access
points, technology points of contact

1/11/2023
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Create Testing Schedule

To continuously supply new test items, field test items are integrated into assessments. The field test
items provide data that allows decisions to be made about their potential future use on the assessment.

PARCC mathematics and DC Science field test items are embedded throughout each assessment.

« The PARCC ELA field test is taken as a separate unit of the assessment and is administered to select
grades in the District of Columbia each year.

= This year, students in grades 5, 8, and English Il will take the PARCC ELA field test and
complete three units of ELA, rather than two.

= The field test units are randomly placed, and all units should be treated equally by staff and
students.

= The field test units will impact how test schedules are created.

% 1/11/2023 25




PARCC & DC Science Testing Times and Field Test Units:
Grades 3-5

_ Unit Testing Time
Subject(s) ) .
(Minutes)

Mathematics Grade 2 Unit 1 MNon-calculator a0
Mathematics Grade 4 Unit 2 Mon-calculator a0
Mathematics Grade 5 Unit 3 MNon-calculator a0

Unit 1 73
ELA/Literacy Grade 3

Unit 2 73

Unit 1 a0
ELA/Literacy Grade 4

Unit 2 a0

Unit 1 a0
ELA/Literacy Grade 5% Unit 2 90

Lnit 3 a0

Unit 1 45

Unit 2 45

Science Grade 5
Lnit 3 45
Unit 4 45

*Contains field test unit

Note: PARCC math field test items will be embedded throughout the units. ELA will have an
additional field test unit in grades 5, 8 and 10 (ELA II).




PARCC & DC ScienceTesting Times and Field Test Units: Grades
6-8

Unit Testing Time
(Minutes)

Unit 1 Nog_falﬁulamrf 50
Mathematics Grade & l ! alcuiater
Mathematics Grade 7 Unit 2 Calculator 60

Unit 3 Calculator 60

Unit 1 Mon-calculator 60
Mathematics Grade 8 Unit 2 Calculator 60

Unit 3 Calculator 60
ELA/Literacy Grade 6 Unit 1 30
ELA/Literacy Grade 7 Unit 2 a0

Unit 1 a0
ELA/Literacy Grade 8% Unit 2 90

Unit 3 a0

Unit 1 45

Unit 2 45

Science Grade 8
Unit 3 45
Unit 4 45

*Contains field test unit

Note: PARCC math field test items will be embedded throughout the units. ELA will have
an additional field test unit in grades 5, 8 and 10 (ELA II).

27



PARCC & DC Science Testing Times and Field Test Units: High
School

Unit Testing Time
Subject|s)/Coursels ;
ject(s)/ (s) (Minutes)
Unit 1 MNon-calculator/ 90
Algebra |, Geometry, Algebra II Calculator
Unit 2 Calculator 30
Unit 1 90
ELA/Literacy Grade 9 (ELA 1)
Unit 2 90
Unit 1 90
ELA/Literacy Grade 10 (ELA II)* Unit 2 90
Unit 3 90
Unit 1 a5
Unit 2 45
Biolo
e Unit 3 45
Unit 4 45

*Contains field test unit

Note: PARCC math field test items will be embedded throughout the units. ELA will have
an additional field test unit in grades 5, 8 and 10 (ELA II).

28



Create a Testing Schedule

Requirements for School Test Security Plan Test Schedule:

e Date e Subject  PAN Session
 Time o Unit Code (if

e Grade/course e Test administrator applicable)

e Assessment e Proctor e Location

Time Assessment Grade/Course | Subject Unit # Test Administrator | Proctor (if applicable) “JPAN Session Code (if applicable) Test Administration Location |

|
-]

1/11/2023 29



Train Authorized Personnel

The role of all authorized personnel is to ensure a secure
testing environment during test administration. LEA FHERTIARY
Assessment Managers, LEA Test Integrity Coordinators, LEA EDUCATION
Test Coordinators, and Nonpublic School Test Coordinators
are required to complete the OSSE Test Security Training
Modules and then train all authorized personnel.

District of Columbia Districtwide! Test Integrity and Test Security
Notification State men.t

School Test Coordinators are responsible for training all

school staff that will be supporting with test administration.
This training should include test security policies, staff role =
assignments, test administration procedures and testing - S—————

kave far 3 Sustrcowide sssatemane it h e ddminerared znd

arenals except duringhe schadulad

g aF pracace secera west mems befars or afr tha schaduled mrmng

_.zlr.gla\.J'Etmmm_.] 1n & nem-sacers lacanan or unatranded by suthar:

schedules
. E ngJu pproved alactranics durieg th admenstranian of 3 Distncrwids assessmant

T Therimte’ and Bomweids” R reges = e . ray vl
srtar St ac— ety mageimr ard S Tem bragesy AT 2L

All authorized personnel must receive a Test Security
Notification Statement and their attendance at test security
training must be documented.

% 1/11/2023 32



https://osse.dc.gov/service/test-security-and-incident-forms

School Test Security Plans




Document Test Security Plans

OSSE, LEAs and schools communicate about test security
prior to testing to ensure each school is prepared to test.

« School Test Coordinators create a test security file and a school test
security plan

« Test security files are physical files kept at the school that are
updated throughout testing season

* School test security plans are submitted to the LEA Test Coordinator
for review

 LEA Test Coordinators submit final school test security plans to
OSSE for approval

 OSSE review plans and provides revision requests or approvals

1/11/2023
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PARCC & DC Science Test Security

OSSE requires each school, including nonpublic schools, to
submit a school test security plan via Quickbase, prior to
testing.

School test security plans provide OSSE with important details about
test administration and test security at your school

School test security plans are due to OSSE 15 business days prior to
the first day of testing at each school

Schools may not begin testing until their school test security plan is
approved by OSSE

PARCC and DC Science can be included the same plan, or separate
plans. If they are in the same plan, logistics for both assessments must
be addressed

1/11/2023
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https://octo.quickbase.com/db/bmiq8feda

=

Create & Submit School Test Security Plan (STSP)

School test security plans include the following sections:

Assessments Start and End
Dates

General Information/ School
Demographics

Secure Materials
Management

Reporting lrregularities
Irreqgularities Investigations
Prohibited Actions

Logistics

Assurances

PAN Test Sessions and Test
Administrators

Authorized Personnel
Testing Schedule

OSSE Feedback &
Approvals

Minor Deviations from
School Test Security Plan
Plan to Improve School
Policies & Procedures

Detalls about school test security plan submission are provided in the
Test Security Training Modules (required for all LEA Test Coordinators).

1/11/2023 36


https://osse.dc.gov/service/test-security-and-incident-forms

Setting Up a School Test Security File

Each school is required to create and maintain a school test security
file to document testing policies, staff involvement, testing schedules
and incidents that arise.

Include the following items in your school test security file:
« school test security plan
o staff test security training attendance sheet
 signed test security affidavits
* Incident reports and notes on irregularities
e notes on test schedule changes
Maintain a school test security file in hard copy, onsite at each school
for four years.

1/11/2023
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Assign Staff Roles
PARCC and DC Science

Sd;zi'::nﬁ,suw%

e BSERC er, prOStT

acke date, B8 S0 joprator.

P e 47 gl S nd o
e BT s )

nchud@ T i adde

ipnike
sl 29875 A B c D
gyt TR
- ey et T sl Role First Name Last Name Email Address
o ses s
Sta ro eS WI e R - 2 |LEATest Coordinator  Chanon Bell chanon.bell@dc.gov
3 School Test Coordinator Cassie Lynott cassie.lynott@dc.gov
- g et sseme 4 Test Administrator Danielle Branson danielle.branson@dc.gov
. 5 Test Administrator Nikki Stewart nikki.stewart@dc.gov
ap st w#™ 5 Special Education Coord Michael Craig michael.craig@dc.gov
7 |Technology Coordinator Daniel Alcazar-Roman daniel.alcazar-roman@dc.gov
- 8
test security plan, school s
]
ity file and PAN
test security Tile a : —

Washington

Spring PARCC & DC Science ~

District of Columbia (D

Helpful Information

Assigning roles in PAN will [
allow staff to complete e
needed tasks before, o

April 3 - May 26, 2023*
DC Science

during, and after testing.

t. Contact Us Key Dates

2022-2023 Statewide Testing Windows

Testing

April 3 - May 19, 2023*

January 4 - February 15, 2023 - Local Education Agencies load student registration data and complete Persenal Needs Profile (PNP)
Customer Support

January 4 - February 21, 2023 - Non-Public Schools load student registration data and complete Personal Needs Profile (PNP)
March 15, 2023 - Accommodated materials begin to arrive at schools
S P Q N T t . | | . | l 1-866-688-0555 J

Monday — Friday

District of Columbia PARCC and DC Science Pearson Portal: hitp:

/dc.mypearsonsupport.com/
+ Test manuals and test administration documents
6:00 am - 7:30 pm (EST) + Technology setup instructions and system requirements
h e re fo r S l I p po rt Contact Customer Support + Sample tests and tutorials
-

Chat

PearsonAccess™*" Training Site: https:

ng-dc.pearsonaccessnext.com

Chat N District of Columbia Office of the State Superintendent of Education: http
- = Test coordinator resources and training schedules: https:

{/osse.dc.gov/page/test-coordinator-resources
= Accommodations and accessibility information: https://osse.dc.gov/node /1451
. . . = Test security policies and documents: https://osse.dc.gov/service/test-security-and-incident-forms
Available during hours listed above oy pailct P/ gov ' urity-ar !

osse.dc.gov/assessments

1/11/2023 39



https://support.assessment.pearson.com/

Setting Up Users in PAN

Assigning users can be completed
by entering each user’s information
iInto the PAN system interface, or by
Importing a list of users through a
properly formatted spreadsheet.

User Import/Export update: New
fields have been added to the file
layout to accommodate both

deleted and disabled users. L
The import file also can restore a |::
deleted user through the import. |

USERS (0) DETAILS
New User
Selected Organizations™
Selected Roles®
Account
Enabled
First Name™ Active Begin Date
]
Active End Date
Last Nam &
Delete D:
=
Email
Username*
* Required
H - I niy] -
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
= ¥ Cut = _ =, -l'
...... 1 | A === - EF Wi ext ral - 4 | Normal Bai
N B2 Copy c d. . =
te B I U o Iy . === & 3= M $_%, nnnnnnnnnnnnnnnnn @5@
¥ Form, 4 N Formatting = Table -
CCCCCCCCC Alignment Number
Je
B C E H
1 |Action  |Username First Name Last Name  Email h | ctive Begin cti d Dat Disabled Disable R
kki.stewart@dc.g ikki tewart kki.stewart@dc.g 1/21/2019 6/1/2019 No
hart@dcgov  Swea  Hal rt ea.hart@dc.gov 1/21/2019 6/1/2019 No
michael.craig@dc.g Michael Craig michael.craig@dc.g 1/21/2019 6/1/2019 No
d lle.branson@dc.gov anielle Branson danielle.branson@dc.gov TA 1/21/2019 6/1/2019 No
daniel.alcazar-roman @dc.gov Daniel Alcazar- Rom daniel.alcazar-roman @dc.gov DC TA 1/21/2019 6/1/2019 No
chanon.bell@dc.gov Chanon  Bell chanon.bell@dc.gov DC LEATC 1/21/2019 No

1/11/2023
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Setting Up Users — Enter Individually

e Select SETUP

o Select USERS

 Select SELECT TASK
 Select CREATE/EDIT USERS
e Select START

« Complete the relevant fields

o Select CREATE

If a delayed ACTIVE BEGIN DATE is
not entered, the user will receive
Immediate access and receive an
emaill that indicates access has been
granted. If a delayed ACTIVE BEGIN
DATE is entered, access will be
provided on that date.

USERS (0) DETAILS

New User

Selected Roles”

Selected Organizations®

Active Begin Date

Active End Date

Delete Date

1/11/2023
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Setting Up Users — Upload File

[

* Select SETUP
o Select IMPORT/EXPORT DATA S
e Select SELECT TASK e
o Select IMPORT/EXPORT DATA
. Select START
o Select USER EXPORT 5.5 Povmlozd File ©

= “Include Deleted Users” can be selected
o Select PROCESS Steps

Step Message
Export Complete

The system will begin to process your request. Refresh the
screen with the blue arrow icon at the top of the page. Once the
file is ready, select DOWNLOAD FILE.

Update the file to include new users and save in CSV format.
Reference the User Role Matrix Guide for support.

% 1/11/2023 42




Setting Up Users — Upload File

Import { Export Data

Beginning on the IMPORT/EXPORT DATA page: |,

o Select SELECT TASK  User Import

o Select IMPORT/EXPORT DATA Sms:' N ‘”“"“' “"
o Select START

o Select USER IMPORT

« Select BROWSE and choose your file
o Select PROCESS

The system will begin to process your request. Refresh the screen with the circular blue arrow icon
at the top of the page. When the import is complete, the system will alert you to the success of your
import or will notify you of any errors that have occurred.

NOTE: It is useful to export site user information first to have information already generated
on a template file for import.

[ lgnare Errar Threshold

Reset

1/11/2023
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Register Students

OSSE Actions LEA/School Actions

* OSSE registers all students in grades 3-
8 for PARCC

* OSSE registers all students
in grades 5 and 8 for DC Science

* LEAs verify registration for grades 3-8
and make adjustments for students in
grade 7 and 8 taking advanced
mathematics courses

* LEASs register all high school
students for PARCC and DC Science,
based on course enrollment

 LEAS need to verify and
complete registration data by Feb. 21,
2023.

* Nonpublics need to verify and
complete registration data by Feb. 24,
2023.

1/11/2023
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Register Students

Registration information is uploaded into PAN
through a spreadsheet called the
Student Registration & Personal Needs Profile (SR/PNP).

SR/PNP fields include:
LEA and school code
student name and unique student identifier (USI)
birthdate and current grade
other demographic information

Directions and supporting resources for completing the SR/PNP
file can be found in PAN

1/11/2023 46



=

Register Students — Upload File

Detailed descriptions of the SR/PNP fields can be
found in the Student Registration/Personal
Needs Profile Field Definitions Guide. This
document provides names, values, and definitions
for each column of the SR/PNP file. It also
Includes instructions for creating the file and
Importing it into the PAN system.

AY2 - I

Student Registration/Personal Needs Profile
Field Definitions

PN{CC DC Science

The District of Cobumbia Assessmeat of
the Nexi Generation Science Standards

iaess for College ard Carders

A B C D E F G H | J K L M M o} AC AD AS AT AU AY AW AX
1 |Fillerl  Testing Di Testing Sc Responsik Responsik State Studer Local Stud Unigue In Last or Sur First MamiMiddle Nz Birthdate  Sex Filler2  Grade Lev Student W Primary D Session N Class Nam Test Admi Staff Merr Test Code Test Fo
2 0000 0000 12345678590 Sample  Student 2010-11-30 F 4 IEP SLD MATH.04.CL.R Lynott.Cassie MATO4 o
3 0000 0000 1234567850 Sample  Student 2010-11-30 F 4 IEP SLD ELA.04.NS.R Stewart. Nikki ELAO4 o
4 0000 9999 9876543210 Practice  Scholar 2008-03-10 F 8 MATH.ALGL.CL.R Lynott.Cassie ALGOL o
0000 9999 9876543210 Practice  Scholar 2008-09-10 F 8 ELA.05.NS.R Stewart. Nikki ELAOS a
& 0000 9999 9876543210 Practice  Scholar 2008-09-10 F 8 SCIENCE.08.DA.R Alcazar- Roman. Dani SCI08
7 0000 8388 2345673501 Training Child 2004-05-01 M 10 MATH.GEO.CL.R Lynott.Cassie GEOO01 o
8 0000 8888 2345673501 Training Child 2004-05-01 M 10 ELA.10.NS.R Stewart.Nikki ELA10 o
9 0000 8388 2345673501 Training Child 2004-05-01 M 10 SCIENCE.BIO.DA.R  Alcazar- Roman. Dani BIO10 a

These documents can be found in PAN under “Support” = “Documentation”
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Register Students — Enter Individually

Students may also be registered individually in the PAN user
Interface. To register a single student, follow the steps below.

e Select SETUP e Select the REGISTER STUDENTS tab

e Select STUDENTS e Complete the relevant fields

* Select SELECT TASK e Select SAVE

* Select CREATE/EDIT STUDENTS and e Select the MANAGE STUDENT
REGISTRATION TESTS tab

e Select START e Complete the relevant fields

e Complete the relevant fields in the Select SAVE

CREATE/EDIT STUDENTS tab
e Select CREATE

1/11/2023
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Completing the Personal
Needs Profile (PNP)




Document Accommodations & Accessibility Features

Accommodations and accessiblility features are identified for each
student in the Personal Needs Profile (PNP) section of the SR/PNP.

e Accommodations require an Accessibility Features
indivi ' i ilable to all student
individualized education available to all students

(built into test)
program (IEP), 504 plan, or
English leaner (EL) plan
e Accessibility features can be selected for each student
_ (identified in advance)
assigned to any student, based

on the policies established by the Accommodations
LEA or school
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Document Accommodations & Accessibility Features

Work with the Special Populations Coordinators at your
schools to create policies and assign accommodations and
accessibility features effectively.

e LEA and school policies should be created to ensure
accessibility features are assigned equitably

e Accommodations and accessibility features should be
reflective of a student’s typical instructional and testing
experience

e Students should practice using accommodations and
accessibility features prior to testing
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Document Accommodations & Accessibility Features

Information in the SR/PNP Is used by Pearson to provide
testing materials to schools.

 The SR/PNP should be completed by Feb. 21, 2023 for any required
paper materials to automatically ship to schools

= Nonpublic deadline for SR/PNP completion is Feb. 24, 2023

 |If students’ accommodations change, due to changes in their IEP, 504 or
EL plans, additional orders for materials can be placed prior to testing

= Additional order window opens on March 20, 2023.

» Accessibility features do not require materials from Pearson and can be
completed any time before you submit your school test security plan
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Completing the Personal Needs Profile

The PNP includes a column for each
accommodation and accessibly feature.
Reference the Student
Registration/Personal Needs Profile
(SR/PNP) Field Definitions guide to find
locations within the file and instructions
for importing.

EE BLC ED EE EBF EG EH 8l Bl EK EL EM
Assistive Assistive
Student Technolo Technolo
Specializ Reads gy - gy - Non-
Separate ed AsSESEm ASL Screen  Screen  Closed
fAlternat Small Equipme Specified ent Video for Reader Reader  Captioni
2 Group  ntor Areaor Timeof Answer Aloudto Color ELA amd forELA  forELA  ng for
1 |Location Testing Furniture Setting Day Masking Self Contrast Math and Math and Math ELASL

Field Definitions

Student Registration/Personal Needs Profile

PARCC

DC Science

The District of Columbia Assessment of
the Nexi Generation Science Standards

Ressdiness o College e Careers
Spring 2019 Administration
Student Registration,
Parsonal Needs Profile
EM BO EP B BR BS ET
Refresha Alternate Human

ble Represen Braille
Braille  tation - with
Display Paper Large Tactile

Signer  ANSWers
forTest Recorded Braille
Direction in Test

for ELASL Test Print Graphics Filler20 s Book

gL

Respons

Calculati
oni
Device
and
Mathema
tics Tools
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PARCC & DC Science Accommodations Resources

« Resources to assist LEAs in completing the EEbUcATION ElEsieATIoN
Personal Needs Profile (PNP) have been
updated for the 2022-23 school year Tesing Acremotoy e |

= The OSSE Testing Accommodations Guides are “ e
linked here: osse.dc.gov/service/testing-

Testing Mathematics Mathematics {ELs with disabilities)
. L [ R [ 5 | w
accommoaations O Specalied | pgpive sndSpecialized Equipment or Funiture :
Equipment, °
Furniture, or Student is provided specialized equipment or furniture needed for a successful testing enviranment [e.q., low lighting; adaptive seat).

= The SR/PNP template and Field Definitions Guide [ T
will be posted in PAN and sent in an NGA Bulletin. /

Admlnlstratlon Considerations

. The eighth edition of the Accessibility Features & ~ E— [T e fEm
Accommodations (AF&A) Manual is be posted here: o e R I
dc.mypearsonsupport.com/manuals/ = s e

O B I
e v I

DSSE e



https://osse.dc.gov/service/testing-accommodations
http://dc.mypearsonsupport.com/manuals/
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Completing the Personal Needs Profile — File Import

Student Registration/Personal Needs Profile

Detailed descriptions of the SR/PNP fields can be Flald Definitions
found in the Student Registration/Personal
Needs Profile Field Definitions Guide. This PARCC [DC Science
document provides names, valid values, and TR, | B———
definitions for each column of the SR/PNP file. It

also include instructions for creating the file and

Importing it into the PAN system.

AY2 - I

A B C D E F G H | J K L M M o} AC AD AS AT AU AY AW AX
1 |Fillerl  Testing Di Testing Sc Responsik Responsik State Studer Local Stud Unigue In Last or Sur First MamiMiddle Nz Birthdate  Sex Filler2  Grade Lev Student W Primary D Session N Class Nam Test Admi Staff Merr Test Code Test Fo
2 0000 0000 12345678590 Sample  Student 2010-11-30 F 4 IEP SLD MATH.04.CL.R Lynott.Cassie MATO4 o
3 0000 0000 1234567850 Sample  Student 2010-11-30 F 4 IEP SLD ELA.04.NS.R Stewart. Nikki ELAO4 o
4 0000 9999 9876543210 Practice  Scholar 2008-03-10 F 8 MATH.ALGL.CL.R Lynott.Cassie ALGOL o
0000 9999 9876543210 Practice  Scholar 2008-09-10 F 8 ELA.05.NS.R Stewart. Nikki ELAOS a
& 0000 9999 9876543210 Practice  Scholar 2008-09-10 F 8 SCIENCE.08.DA.R Alcazar- Roman. Dani SCI08
7 0000 8388 2345673501 Training Child 2004-05-01 M 10 MATH.GEO.CL.R Lynott.Cassie GEOO01 o
8 0000 8888 2345673501 Training Child 2004-05-01 M 10 ELA.10.NS.R Stewart.Nikki ELA10 o
9 0000 8388 2345673501 Training Child 2004-05-01 M 10 SCIENCE.BIO.DA.R  Alcazar- Roman. Dani BIO10 a

These documents can be found in PAN under “Support” = “Documentation”
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Detailed instructions as wellasa
step-by-step video showing how to .
Import/export data can also be found e .

on the PearsonAccessNext support S
S I te [l v Rapo:mg
— * Additional | Functional lity

eeeeeeeeee
» Troubleshaoting

* Recently Updated

LEAS with larger student registration
needs can import or export/re-
import files that contain large
amounts of data. Users can then
access this data to update existing

Completing the Personal Needs Profile — File Import

on recommends importing or exporting/re-importing files that contain large
amounts of data. Users can, then, access this data to update existing records
and/or add new records.

Data files and fields may vary by program. For details, see Data File
Descriptions and Data Field Descriptions. ~~ formatsanddata.

Step-by-Step
u can choose to read or watch the instructions below.

Read It

(Click B to view image)

Pearson

support.assessment.pearson.com/display/PAsup/Import+and+Export+Data

records and/or add new records.

Reminder: LEAs need to verify and complete SR/PNP data by Feb. 21, 2023
(Nonpublics need to verify and complete SR/PNP data by Feb. 24, 2023)
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Completing the Personal Needs Profile - Enter

Individually

Student supports may also be added individually in the PAN user
interface. To make updates for a single student follow the steps

below.

Select SETUP
Select STUDENTS

Locate the student by using the
FIND STUDENTS search bar and
select the box by the student’s
name

Select SELECT TASK

Select MANAGE STUDENT TESTS
Select START

Select the student test on the left side of
the screen

Complete the relevant fields
Select SAVE
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Recelve Materials

Materials will be shipped to the School Test Coordinator at

each school. Materials will arrive at each location between
March 13 and March 20, 2023.

e Materials include:

— test manuals
— accommodated test materials
— return shipping materials

e Check to ensure all ordered materials have been
provided. Inventory Management Procedures
should be followed as outlined in the Test
Coordinator Manual.

e Keep testing materials locked away in a secure
location prior to testing
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Receive Materials - Manuals

Each school will receive a Test Coordinator Manual
and Test Administrator Manuals.

Manuals will arrive with your school’'s assessment materials shipments.
Review the contents of the manuals and share the Test Administrator
Manuals with your staff members, so they are aware of their
responsibilities.

Test Coordinator and Test Administrator manuals will be available
online starting in January. If you'd like to review information prior to
receiving your materials shipment, you can download and print copies
at that time.

*There is an option in PAN where LEAs may decide not to receive
paper copies of testing manuals.
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Setting Up Technology for Testing - PAN

PAN is used by LEA and school staff to manage the administration of

the PARCC and DC Science assessments.

Dashboard

Setup

Testing

£ Reports

Support

. Contact Us

Customer Support
1-866-688-9555

Monday - Friday
6:00 am — 7:30 pm (EST)
Contact Customer Support

Chat

®; Chat Now

Available during hours listed above

Washington DC > 2022 - 2023 > 2023 Spring PARCC & DC Science ~ District of Columbia (D(

% Helpful Information

2022-2023 Statewide Testing Windows
Paper Testing

Online Testin
9 (accommodations only)

PARCC April 3 - May 26, 2023* April 3 - May 19, 2023*

April 3 - May 26, 2023* April 3 - May 19, 2023*
DC Science

*includes a week for spring break

Key Dates
January 4 — February 15, 2023 - Local Education Agencies load student registration data and complete Personal Needs Profile (PNP)

January 4 — February 21, 2023 - Non-Public Schools load student registration data and complete Personal Needs Profile (PNP)
March 15, 2023 - Accommodated materials begin to arrive at schools

District of Columbia PARCC and DC Science Pearson Portal: https://dc.mypearsonsupport.com/
¢ Test manuals and test administration documents
s Technology setup instructions and system requirements
¢ Sample tests and tutorials

PearsonAccess"®*! Training Site: https://trng-dc.pearsonaccessnext.com

District of Columbia Office of the State Superintendent of Education: https://osse.dc.gov/assessments
¢ Test coordinator resources and training schedules:https://osse.dc.gov/page/test-coordinator-resources
* Accommodations and accessibility information: https://osse.dc.gov/node/1451
¢ Test security policies and documents:https://osse.dc.gov/service/test-security-and-incident-forms
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Setting Up Technology for Testing — TestNav8

TestNav8 is the student assessment
platform for PARCC and DC Science. It is
avallable as an app and must be
downloaded to student testing devices.

Elmin
dogs aha saw. This tabla below shows what sho recarded. Instructions: Thirchart beicyw is an incomect
represeninton of Bho Dog Fark cata in (P okie bo he

= The most recent version of TestNav8 can g s P,k

wach bar of the Diog Park data sarkes right o laft to
pomact B graph: bokow,

be downloaded from the Pearson support S
site.

Technology coordinators can support with
the setup of TestNav8. I

It is recommended that students have an
opportunity to practice with TestNav8
before testing begins.
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Setting Up Technology for Testing — Infrastructure Trial

Infrastructure trials help schools ensure they have a

bandwidth and technology setup that supports effective test
administration.

Follow the PARCC Technology Guidelines to be sure that your
school’s technology is prepared for a successful administration.

Infrastructure trials are run through the PAN training site. They allow
students to take sample assessments and allow staff to manage
testing in the PAN platform.
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Setting Up Technology for Testing - Accommodations

« Students within your LEA or school may need assistive
technology as a component of their accommodations. Share
these needs with your technology coordinator and test the
assistive technology to be sure the student is aware of how to
use it and that it will function properly during the assessment.

 Reminder that accommodations and accessibility features

should be reflective of a student’s typical instructional and
testing experience.

* Reminder that students should practice using accommodations
and accessiblility features prior to testing.
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Create Test Sessions in PAN

Test sessions are created in PAN.

Test sessions can be created manually within a student account or
for large groups of students through an SR/PNP file upload.

DETAILS

New Session

Session Name™

Test & Form

Test Assigned*

[ Proctor Reads Aloud

tttttttt

‘‘‘‘‘‘‘‘‘‘

more available.

Scheduling

Scheduled Start Date”

Scheduled Start Time

Lab Location

1/11/2023
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Create Test Sessions in PAN

Test sessions are created in PAN.
Test sessions can be created manually within a student account or for
large groups of students through an SR/PNP file upload.

e Select TESTING Student Registration/Personal Needs Profile
. Select SESSIONS Field Definitions

e Select SELECT TASKS

e Select CREATE/EDIT SESSIONS
e Select START

e Complete the relevant fields

e Select SAVE

DC Science

The District of Columbia Assessment of
the Next Generation Science Standards

% 1/11/2023




Create Test Sessions

Test sessions group students
for management by a Test
Administrator during testing.
Students must be associated
with a test session to begin
testing.

From the test session In
PAN, student testing tickets
can be printed by test
coordinators and tests can
be activated, monitored, and
closed.

® TESTIELA G ~» m Download Resources v
Grade 3 ELA/Literacy Student Test Status Key
STUDENT TESTS (3) Ry
Gr3ELA -Unit 1 [}u’ 8 _— esumed, Resumed Upload

B Acti
e e— B =

B completed, Marked Com,
Gr3ELA -Unit 2 a o

|

Gr3ELA -Unit 3 ] _

|

Student Testing Ticket

me  STUDENT, NEW

oooooooo

http://parcctrng.testnav.com

Username 0048525459
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Test Session Naming Convention

Sessions should be created by following the naming convention listed below:

SR/PNP Field Naming Convention Sample Name
Test Administrator |Lastname.Firsthname Doe.Jane
Session Name SUBJECT.grade/course.TAintials.regular |ELA.03.JD.R

(R)/makeup(M)

*If one school has two Test Administrators with the same initials, the naming convention for the
session name will also include a numeral after their initials to differentiate between Test
Administrators at that school (e.g., SCI.05.JD1.R, ELA.03.JD2.R, MATH.ALG1.JD3.M, etc.).

*For high school math courses use “MATH?” followed by “ALG1” for Algebra I, “ALG?2” for Algebra
II, and “GEQO” for Geometry in place of the grade level. For high school science, use “SCI.BIO...”
as the beginning of the naming convention for Biology test sessions. All ELA assessments,

including high school assessments, will be coded “ELA” followed by the grade of the
assessment.
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Secure Testing Environment




Secure Testing Environment

OSSE’s goal is for schools and LEASs to deliver a
uniform and equitable statewide assessment
program. For assessments to yield fair and
accurate results, the assessments must be
administered under consistent and
standardized conditions.
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Setting Up Classrooms

Unit and testing time and information must be clearly posted

for student reference during testing. Requirements for this
Information are presented in the PARCC & DC Science Test

Administrator Manual.

Unit Name: Unit 2

Unit Testing Time: 90 minutes
Starting Time: 10:15 a.m.
Stopping Time: 11:45 a.m.
Number of Sections: 1

1/11/2023
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Daily Schedule
8:00 — ELA Class
10:00 — Math Class
12:00 — Lunch
2:00 — Science Class
3:30 - Dismissal

World History Timeline

Setting Up Classrooms: Unprepared for Testing

‘Washington DC School _ IR

[
1009% Tests

Unit Name: Unit 2

Unit Testing Time: 90 minutes
Starting Time: 10:15 a.m.
Stopping Time: 11:45 a.m.
Number of Sections: 1

Steps for Success!

» Read the question
» Find evidence
» Select an answer

* Check your work

LlfeCycle<> <>

74




Setting Up Classrooms: Unprepared for Testing

‘Washington DC School

Daily Schedule Unit Name: Unit 2
8:00 — ELA Class Unit Testing Time: 90 minutes
10:00 — Math Class Starting Time: 10:15 a.m.
12:00 — Lunch Stopping Time: 11:45 a.m.
2:00 — Science Class Number of Sections: 1
3:30 - Dismissal
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Setting Up Classrooms: Cover Prohibited Materials

& =
‘Washington DC School

Daily Schedule
8:00 — ELA Class
10:00 — Math Class
12:00 — Lunch
2:00 — Science Class

Unit Name: Unit 2

Unit Testing Time: 90 minutes
Starting Time: 10:15 a.m.
Stopping Time: 11:45 a.m.
Number of Sections: 1




Setting Up Classrooms: Remove Prohibited Materials

» Washington DC School

Daily Schedule Unit Name: Unit 2
8:00 — ELA Class Unit Testing Time: 90 minutes
10:00 — Math Class Starting Time: 10:15 a.m.
12:00 — Lunch Stopping Time: 11:45 a.m.

2:00 — Science Class Number of Sections: 1
3:30 - Dismissal




Setting Up Classrooms

: Prohibited Materials

[/

~—/ ~
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Setting Up Classrooms

: Prohibited Materials

e

[

~—/ ~
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Setting Up Classrooms: Accessibility Features and
Accommodated Materials (AF&A)

r\

/
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Setting Up Classrooms: AF&A Materials

Passwor,  abede
E 1/11/2023




Setting Up Classrooms: Optional Materials

1/11/2023
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Setting Up Classrooms: Required Materials

1/11/2023
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Administer Test to Students

Follow policies and guidance in the PARCC/DC Science manuals
to administer the assessment to students.

= Testing scripts must be read verbatim to students.

= Test Administrators and Proctors must be actively monitoring students
throughout testing.

= Test Administrators may not view student assessments, unless they are
providing accommodations that require them to do so.

= Test Administrators may not coach students during testing.

= Conversations between authorized personnel and students during testing
should only occur when they are essential and brief.

= Policies for student breaks are outlined in the Test Administrator Manual.

1/11/2023

84



Administer Test to Students

LEA and School Test Coordinators, Technology Coordinators and
Special Populations Coordinators should monitor and provide support
to Test Administrators during testing:

* Monitor testing to ensure test security policies and administrative procedures are
followed.

« Document irregularities and incidents for your records and to submit to OSSE,
when appropriate.

« Test Coordinators and Technology Coordinators are the only authorized

personnel who are allowed to have a cell phone on or out in any testing
environment. It may only be used to contact Pearson or OSSE for testing

support.
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Administer Test to Students

When students have completed their tests, their testing
materials must be collected by a Test Administrator. /

Test Administrators must follow the closeout protocol
detailed in the PARCC/DC Science assessment manual,
reading the scripted closeout instructions verbatim. Test /

Administrators are not permitted to tell/ask students to }%
check their work. S |

Student may then complete a silent activity unrelated to
testing content or exit the room. Activities may include

reading a book, drawing or completing a worksheet that is Z%/

unrelated to testing content. Please refer to individual LEA

policies for allowed activities.
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onitoring Testing

Test Coordinator and/or Test Administrators can use the PAN
system to monitor student testing in the Students in Sessions
section.

Session List R _— SESSION 2 & Resources ~ @ Details ¢ Edit
S o e Siop Session
Discovery Demo (4 Student Tests) a o Student Test Status
Key
1 |
Ready
Resumed, Resumed
1 Sessions | Clear Upload
B Active
B Exited
B Completed, Marked
Complete
Find Students  In the selected session(s) above ~
[ seron
Filters Clear Hide 4 Results Displaying 25 %| Manage Columns~
Organization
Select one or more "I Student Code Last Name First Name Middle Name Username Session Student Test Status Form Group Type Form
Student Code | 008BEB5533  ARGO ALANA 6803846367 @ SESSION 2 (Discovery - Main Demo
Starts with Demo) (discovery_demo)
T 2384840032  FRANK JAMIE 7393011060 @ SESSION 2 (Discovery -. Main Demo
Local Student Code Dema) (discovery_demo)
Starts with 1 1324388888 FREEDMAN BECKY 9507086390 @ SESSION 2 (Discovery Resumed =~ Main Demo
Demo) (discovery_demo)
Clip UIN
) | 2726339999 HAMMER BRIAN 1142062672 @ SESSION 2 (Discovery Ready ~ Main Demo
Starts with Demo) (discovery_demo)
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Ensure Accommodations & Accessibility Features

are Accurately Provided

Prior to testing, Test Administrators
should review codes in PAN to ensure
the system is prepared to provide each
student with the appropriate
accommodations, accessibility
features, materials and supports they
are entitled to receive during testing.

[] State Student Identifier LastName First Name
] ABCDEFGHIJ @ STUDENT SAMPLE

Confirming Accessibility Features
and Accommodations

Before starting every session, confirm students have
the correct forms. Look for the form indicator near their
names in the session. Here is what you should see:

Indicator | Accommodation

ASL American Sign Language

Assistive Technology—
screen Reader

Man Assistive Technology—
SR Mon-5creen Reader

C( Closed Captioning

TS Text-to-Speech

Spanish Text-to-Speech

Spanish

MNote: Students utilizing a Human Reader must be placed in a
Human Reader session.
If you do not see an accessibility feature or
accommuodation for a student who should have one,

do not let the student log in. Contact your STC.

1/11/2023
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Ensure Accommodations & Accessibility Features
are Accurately Provided

Test Administrators providing accommodations must be trained to administer
these accommodations prior to testing and should be monitored during testing
to ensure accommodations are administered appropriately.

Misadministration of accommodations can result in a student
test being invalidated and must be submitted as a test incident
via the OSSE Support Tool.

More detail and instructions on administering accommeodations can be found
In the Accessibllity Features and Accommodations Manual.
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Document Issues & Irregularities

Issues and irregularities that occur during testing should
be documented and may need to be reported to OSSE.

Any individual may report a testing incident to
OSSE.

Test security training will cover details about when to document

Issues for your test security file, and when and how to report an
Incident to OSSE.

Information about how to report an incident to OSSE can be
found here: osse.dc.gov/service/test-security-and-incident-forms
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OSSE Monitoring

Both OSSE and the LEA Test Coordinator are responsible
for monitoring test security for all statewide assessments
throughout the testing window.

OSSE will visit schools and monitor PARCC and DC
Science testing to ensure compliance with testing policies
and regulations. OSSE will also review test security
Incidents, fact finding inquiries and plans to improve as a
means of auditing during test administration.

OSSE monitors do not provide notice prior to their visit
and are not able to provide guidance or feedback while
they are at schools. Any questions about monitoring visits
should be directed to OSSE’s Office of Assessments.

Monitoring checklists will be posted on the OSSE Test
Security and Test Integrity website.

=
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Close Tests & Stop Sessions

Close any tests that remain open at the end of the testing
window and stop all test sessions. This task can be
completed in PAN.

Washington DC > 2022 - 2023 > 2023 Spring PARCC & DC Science ~ District of Columbia (D(

Dashboard % Helpful Information

EEID 2022-2023 Statewide Testing Windows
: . Paper Testing
Testing Colinepiesting (accommodations only)
PARCC April 3 - May 26, 2023* April 3 - May 19, 2023*
Reports April 3 - May 26, 2023* April 3 - May 19, 2023*

DC Science

Support

*includes a week for spring break

Key Dates
January 4 - February 15, 2023 - Local Education Agencies load student registration data and complete Perscnal Needs Profile (PNP)

January 4 - February 21, 2023 - Non-Public Schools load student registration data and complete Personal Needs Profile (PNP)
March 15, 2023 - Accommodated materials begin to arrive at schools

. Contact Us

Customer Support

1-866-688-9555

District of Columbia PARCC and DC Science Pearson Portal: https://dc.mypearsonsupport.com/
* Test manuals and test administration documents

6:00 am —7:30 pm (EST) » Technology setup instructions and system requirements

¢ Sample tests and tutorials

Monday — Friday

Contact Customer Support

Chat PearsonAccess"®*! Training Site: https://trng-dc.pearsonaccessnext.com
District of Columbia Office of the State Superintendent of Education: https://osse.dc.gov/assessments
=; Chat Now ; L K X )
s Test coordinator resources and training schedules:https://osse.dc.gov/page/test-coordinator-resources

+ Accommodations and accessibility information: https://osse.dc.gov/node/1451

Available during hours listed above « Test security policies and documents:https://osse.dc.gov/service/test-security-and-incident-forms

1/11/2023
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Close Tests & Stop Sessions

Close any tests that remain open at the end of the testing window to submit them for

scoring by stopping each test session.
e Select TESTING

e Select STUDENTS IN SESSIONS
e Locate a session in the SESSION LIST

Students in Sessions coto sessions »

SESSION EXAMPLE 5

& SESSION EXAMPLE 5 ® In Progress

Discovery Demo (3 Student Tests)

Find Students In the selected session(s) above -

Filters
Organization

Student Code Last Name Firsf
Student Code 2234567811 TAYLOR KATHY

& Resou ©Details #
i R
a - Student Test Statu:
e Key
Ready
Resumed od
ananan
W Active
W Exited
1B Completed, Marked
wwwwwww
Displaying 25 Manage
ddi me Usernas Sessi Student Test Status Form Group Type
98561 @ SESSION EXAM (Disc _ Main
Demo)

Click ADD SELECTED
Ensure all student tests are complete
Select STOP SESSION

1/11/2023
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Shred, Recycle & Return Materials

Non-Secure Materials to RECYCLE

» Test Coordinator and Test Administrator Manuals
 Blank Math Reference Sheets
* Rulers and other Pearson-provided paper testing tools

% 1/11/2023 97




Shred, Recycle, & Return Materials

Secure Materials to SHRED

e Student Testing Tickets
» Used Scratch Paper
« PARCC Math Reference Sheets with Student Writing

Secure Materials to RETURN

o Student Answer Documents & Third Grade Test Booklets
(Transcribe DC Science answer sheets into TestNav8 prior to
shipping back to Pearson or students will not receive a score) SECURE MATERIAL

e Student Test Booklets Ship to Pearson
(Grades 4 through high school, including paper, large print, braille and all
accommodated test booklet types)

« Human Reader Scripts
* Tactile Graphics
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Shred, Recycle & Return Materials

 Prior to returning secure

materials to Pearson, School TR s e e e e o
will complete the Form to b ol AR e AT G

Return Secure Materials, pe
documenting the items e R e e

returned, shipment pickup

date and tracking information.

This form will then be

submitted to LEA Test

Coordinators and kept in the
schools' testing files.

=




Shred, Recycle, & Return Materials

Directions for shipping materials to
Pearson are outlined in the PARCC and
DC Science Test Coordinator Manual.

» All scorable and nonscorable paper-
based materials must be shipped to
Pearson no later than May 26, 2023.
Materials shipped after this date may
not receive a score.

« All nonscorable secure computer-based
PARCC and DC Science materials
must be shipped to Pearson no later
than June 2, 2023.

E 1/11/2023 100




Submit Documentation
Test Security Affidavits

Within 10 business days after the close

of each statewide assessment window, the LEA Test
Integrity Coordinator must obtain signed affidavits from the
School Test Coordinator for each approved test security

plan.

Within 15 business days after the close of each

statewide assessment window, LEAs must submit all school
affidavits and one LEA-level affidavit for each assessment
program (ACCESS/Alt ACCESS; MSAA/DLM; and
PARCC/DC Science) to OSSE via the OSSE Support Tool

(OST).

Nonpublic School Test Coordinators must sign affidavits
and submit them directly to OSSE via the OST.

2 LEATest Coordinator  Chanon
3 |School Test Coordinator Cassie
4 | Test Administrator

D

Danielle Branson

5 Test Administrator Nikki Stewart nikki.stewart@dc.gov
6 |Special Education Coord Michael Craig michael.craig@dc.gov
7 |Technology Coordinator Daniel Alcazar- Roman daniel.alcazar-roman@dc.gov

8
9
10
11
12
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Submit Documentation

Test Security Files

Print any final online documentation,
such as incident reports and school
test security plans and place them in
your test security file at the end of
testing.

Organize any notes, reports, secure
materials inventory and other
information.

Maintain a hard copy of the test
security file at your school for four
years. An electronic copy may be
maintained in addition.

c D

Last Name Email Address
2 |LEATest Coordinator  Chanon Bell chanon.bell@dec.gov
3 |School Test Coordinator Cassie Lynott cassie.lynott@dc.gov
4 |Test Administrator Danielle Branson danielle.branson@dc.gov
5 |Test Administrator Nikki Stewart nikki.stewart@dc.gov
6 |Special Education Coord Michael Craig michael.craig@dc.gov
7 |Technology Coordinator Daniel Alcazar-Roman daniel.alcazar-roman@dc.gov

8
9
10
11
12
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Submit Documentation

Test Integrity Investigations

Once testing is complete, schools and LEAs may be asked to
participate in test integrity investigations. OSSE will provide notice
and details about how these investigations will be conducted to
LEAS that have schools identified for investigation. Investigations
occur each fall and final determinations are made each winter.

% 1/11/2023 103




Submit Documentation

Test Integrity Investigations

Schools may be identified for investigation based on one or more

of the following sources:

= anonymous tip/whistleblower

= media monitoring (breach of security)

= data forensics flagging

= monitoring reports

= violation of test security through a review of test administration
practices (incident reports, OSSE support tickets, etc.)

= random identification

% 1/11/2023 104
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PearsonAccess"®*t User Guide Support

PearsonAccess"ext User Guide support.assessment.pearson.com

Dashboard

Welcome to Pearson Assessment Support

TestNav

37 provides assessment mansgement TestNay defivers online Test items securely and reliably,
¢ bath paper and onfine testing.

Here you will find support documentation for the Pearson assessment products.

@ Pearson Access

Pears

45 1 Dur next gengration assessment
rices
1t system for both paper and online testing. Teonow

Parent Portal Understand Scoring Digital Item Library

provides direct aczess 1o assessment Understand Scoring s an onling trainang system for scanng  The Drgital Hem Library provides access 1o thousands of
information and test results for parents and guardians. assessment ftems. released items.

Copyright © 3020, Pearson Education, Inc
Windows ¥ is a registered trademark of Microsoft Inc. Macintosh and Apple are regestered trademarks of Appie Computer, Inc. TestNav™ is a trademark of Pearson Education, Inc. or its
affiliate(s). Al rights ressnved,

Includes access to TestNav8 Support Site

support.assessment.pearson.com/TN/testnav-8-online-support-16908292.html

TeStNa\.l‘ SetUpandUse TestNav  Troubleshooting  Recently Updated

Set up and use TestNav Troubleshoating Technical Bulletins

Requirements and Guidelines Expectad Behaviors TestMav - Review and Prepare for 2022-23 School Year

Download TestMayv Error Codes TestNav - Update: Chrome App extended for use

Install and Sign In Find Saved Response File (SRF) and Log Files TestMav - Disable all applications for secure testing AT
- ; LUT

Features and Demaos App Check Error Messages TestMav - Chrome 05 100 (beta) and secure testing

E : - - 1/11/2023


https://support.assessment.pearson.com/
https://support.assessment.pearson.com/TN/testnav-8-online-support-16908292.html

“P Pearson  Spaces ¥

PearsonAccess Next Online
Support
» Setup
¥ Testing
¥ Setup a Session
~ Manage a Session

¥ Session Management Basics

Prepare a Session

* Start a Session and Unlack &

Resume a Test
* Stop a Session
* Manage Sections

?* Session Management Additior

~

Reporting

-

Additional Functionality

* Most Popular Topics

-

Resources

v

Troubleshooting

Recently Updated

PearsonAccess"®xt Online Trainino

a @

Dashboard /... / Session Management Basics

Prepare a Session

On this page:

General Information # Prerequisites # Instructions # Effects

You must prepare a session to set up test elements before test day.

The time the system takes to prepare sessions depends on how many ! Prerequisites

students the session contains. Users often prepare more populated

; A session must contain a student before you can prepare it. Leam how to
sessions well in advance,

add students in Add a Student to a Session.

Step-by-Step

You can choose to read or watch the instructions below.

Read It

(Click B to view image)

1. From Testing, select Students in Sessions.
o]

2. Click Add a Session. [

3. Type the session name into the search field.
a

4. Click the checkbox next to the session, and
click Add Selected.

5. Click Prepare Session. &

If you have more than one session to prepare,

€arson

you can prepare them at the same time.

» Prepare Multiple Sessions

i Effecs

* When you prepare a session, the system assigns test forms to student tests.
» After you prepare the session, the session status appears as Ready and the Start Session button appears,
* After they are prepared, you can only add students to sessions manually through the user interface, and not through the import process.

& Customer Support

Log in

t. Contact Us

Customer Support
1-866-688-9555

Monday - Friday

6:00 am - 7:30 pm (EST)
Contact Customer Support
Chat

= Chat Now

Available during hours listed above

% Links

DOC Pearson Portal
PearsonAccess MNext Training Site

Practice Tests

PARCC

PearsonAccess"® Support: support.assessment.pearson.com/

1/11/2023
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PARCC & DC Science Administration Resources

PearsonAccess"®: Test Management Platform

PearsonAccess"e Support: support.assessment.pearson.com/

PARCC & DC Science Assessment Manuals

Pearson Training Modules: Watch “How To” Presentations

C Partnership for Assessment of

Pearson DC Portal: dc.mypearsonsupport.com/ PARCC R miiies DC meismmns

B Transo herim Shudy

DC Science Website: osse.dc.gov/science & Home

The Partnership for A ment of Readil for College and Careers (PARCC) is
a group of states working together to develop a set of assessments that measure

PARCC/Pearson Customer Support: (866) 688-9555  mnercuaeneeontaciioss scsssts n cotog nd crsr.

DC Science is the District of Columbia’s statewide assessment of the Next Generation
Science Standards (NGSS). The DC Science assessment presents students with tasks
that are built around scientific phenomena as well as engineering design challenges.

O SS E S u p po rt H Otl i n e : (20 2) 304-3 2 69 What can you find on this site? This site hosts all of the tools necessary for Test

Coordinators, Technology Coordinators, and Test Administrators to prepare for and
administer PARCC English Language Arts/Literacy and Mathematics and DC Science

Assessments.

O S S E S u p p O rt I O O I (O S I ) Where can you find information about the test design, released items, and
resources for parents? Click here.

T Pearsondccess™! ¥ Technology Selup @ Manuals and Modules = & Test Preparation = [ Administration Resources € Suppont

i)

1/11/2023
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https://osse.dc.gov/science
https://octo.quickbase.com/

PARCC Assessment Resources ..........

« Standards: Common Core State
Standards
- PARCC Design: Evidence Tables,

Claim Structures and Blueprints: L :
= PARCC ELA ' Grade 3 ELAL Blueprint

Unit | Task/ltemSet | # of Passages | Claims/SubClaims | Max#of | Max#of

= PARCC Mathematics i [P

Items.

e Released PARCC Items: PARCC — e e
I — ‘Writing: Written 1] 9

E LA an d M a t h ema t i CS English Language Arts/Literacy : &Eﬁ:afmwuzdge 7 3

° Literary Analysis Task UnitZ | Research E::E?E;:;g;a" 3 3

- PARCC Practice Tests: e e
‘Writing: Written o 9

= PARCC ELA Practice Tests 2019 Released Items

f Language and

of
Convent tions

wlala|l w

= PARCC Math Practice Tests sl e T —

‘Writing: Written
Expression

- Additional Resources can be found el I

on the PARCC webpage and the Test .

36 Writing.

Coordinators Resources webpage. ‘

*An additional field test unit will sometimes be embedded in the assessment. PARCC states will
determine the implementation of the embedded field test unit.
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http://www.corestandards.org/
https://resources.newmeridiancorp.org/ela-test-design/
https://resources.newmeridiancorp.org/math-test-design/
https://resources.newmeridiancorp.org/released-items/
https://dc.mypearsonsupport.com/practice-tests/english/
https://dc.mypearsonsupport.com/practice-tests/math/
https://osse.dc.gov/parcc
https://osse.dc.gov/page/test-coordinator-resources

DC Science Assessment Resources

I Science Assessment Resources

Each includes an introductory video

with a brief description of the resource
and its intended use:
o Policy-level Performance Level o
Descriptors — oL e
« Item Writing Specifications i .
. Blueprints  ——
« Practice Tests T
) Committee Review Checklists dc.mypearsonsupport.com/scienceAssessmentResources/

- Performance Level Descriptors
« Classroom Assessment Guides
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Additional Assessment Administration Training

- PARCC & DC Science Assessment Trainings
LEA Test Coordinator Training / PearsonAccess"®* 101.:
Option 1 in-person: Dec. 14, 2022, 1-3 p.m.
Option 2 webinar: Jan. 10, 2023, 10 a.m.-12 p.m.
Assessment Accommodations Training:
Option 1 in-person: Jan. 24, 2023, 1-3 p.m.
Option 2 webinar: Jan. 31, 2023, 10 a.m. - 12 p.m.
SR/PNP Workshop/Office Hours:
Option 1 in-person: Feb. 8, 2023, 1-3 p.m.
Option 2 in-person: Feb 14, 2023, 10 a.m. - 12 p.m.
Technology Coordinator Webinar: Feb. 16, 2023, 1-3 p.m.
Technical Assistance during Testing Webinar: March 16, 2023, 1-3 p.m.
Assessment Closeout Procedures Webinar: May 11, 2023, 10 a.m.-12 p.m.

OSSE To view the complete training schedule, please visit: For technical assistance, schedule an 113
osse.dc.gov/page/test-coordinator-resources appointment with one of our team members.



https://osse.dc.gov/page/test-coordinator-resources
https://outlook.office365.com/owa/calendar/OSSEAssessmentOfficeHours@o365.dc.gov/bookings/

Area Topic Point of Contact
Every Student Succeeds Act (ESSA) & _ _
General Assessment Policy Stephan_le Snyder, Director of Assessments
Stephanie.Snyder@dc.gov
Data, Reporting, Business Rules
Assessment Lauren Thompson, Deputy Director of Assessments
Polic : :
y Test Integrity and Security Lauren. Thompson@dc.gov
Special Pobulations Asaad Fulton, Assessment Specialist, Special Populations
P P Asaad.Fulton@dc.gov
NKEP Casslidy Schenley, NAEP State Coordinator
" CaSS|dv.SchenIev@dc.qov
Yolanda Barber, Assessment Specialist, Mathematics
Yolanda.Barber@dc.gov
Test

Administration

Rachel Knaizer, Assessment Specialist, ELA
Rachel.Knaizer@dc.gov

-3 DYNAMIC® DC Science Chelsea Charland, Assessment Specialist, Science
&Y LEARNING MAPS e District of Columbia Assessment o
{I':e Sz:ttﬁlimgrgtilunSbcilz'l}ceSIandatrdsf Chelsea_ Charl an d @ d C N qOV
, #=WIDA Asaad Fulton, Assessment Specialist, Special Populations
mSé’ ACCESS for ELLs Asaad.Fulton@dc.gov

Wultifrate Alerate Assessment

Assessment
Literacy

LEA/School Workshops and Trainings

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

OSSE Assessments Webpage: osse.dc.gov/assessments
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