2015 Sample School Test Plan 
Each school/campus site must submit a detailed test plan that includes the following for each school/campus. Schools may submit plan in any legible format, as long as the elements below are fully addressed.

· Testing Schedule, including  subjects, grades, sessions and dates for test administration;

There are multiple ways in which the Districtwide assessment may be scheduled. Consider visiting the PARCC website for guidance on scheduling sessions and units. The website address is here: http://parcconline.org/assessment-administration-guidance 
Sample:
	Grade
	Day 1
	Day 2
	Day 3
	Day 4
	Day 5

	
	Morning
	Morning
	Morning
	Morning- Make up
	Morning- Make up

	5, 8
	Math

Unit 1
	ELA/L: Literary
Analysis Unit
	ELA/L: Narrative
Writing Unit
	Math

Unit 1
	ELA/L: Literary
Analysis Unit

	
	Afternoon
	Afternoon
	Afternoon
	Afternoon Make up
	Afternoon- Make up

	5,8
	Math

Unit 2
	ELA/L: Research Simulation Unit
	ELA/L: Narrative
Writing Unit
	Math

Unit 2
	ELA/L: Research Simulation Unit

	Unit Time
	75
	75
	75
	75
	75

	Time on Task
	50
	50
	50
	50
	50


For additional suggestions on ways in which your school might consider preparation, planning and avoiding possible pitfalls, please visit the presentation by Meridian Public Charter School and DC Prep, “Making the Transition from Pencil and Paper to Computer-based Assessments.”  http://osse.dc.gov/publication/making-transition-pencil-and-paper-computer-based-assessments

· Statement affirming that all authorized school personnel involved with testing have been trained
Sample:

The School Plan is best developed when it is shared with the Special Education Coordinator and the Technology Coordinator well in advance of finalization to request their advice and support for areas of expertise. The final School Plan will be distributed to all authorized personnel.  One to two weeks prior (insert date here) to administering the PARCC PBA and EOY, the Test Monitor will hold training sessions for all authorized personnel.  Make up test integrity training will take place during this day and time (insert here).

Best practices would suggest that the Special Education Coordinator and the Technology Coordinator actively participate in the training so that all aspects of the Test Plan can be reviewed and discussed at that time. A participant sign in sheet may be collected and placed in the Security File. All authorized individuals will sign the Test Integrity and Security Agreement acknowledging that training was received and affirm their understanding of their role in the testing process.   During this training session, the Test Monitor could consider reviewing the following:  

(General)

· Testing Schedule (Including overall schedule, hall movement, bathroom breaks)

· Test Administrator Assignments, Student Groupings and Testing Locations

· Student Accommodations and Accessibility Features

· Test Security (what constitutes a violation, how to avoid security violations and how to report any violations if they occur)

· Room set-up  and Testing Environment (HVAC, lighting, bulletins, desk spacing, computer screen placement)
· Sign-in/Sign-Out process for secure test materials to include authorization tickets and seal codes
· What to do if students finish testing session early or if they need more time

· How to handle difficulties and disturbances (student behavior, technical difficulties) 
· What to do in the event of a significant emergency

· Cell phone policy and procedures
For assistance in developing your school’s test training, please click this link for the OSSE Test Integrity Training Power Point Slides for Test Monitors http://osse.dc.gov/sites/default/files/dc/sites/osse/publication/attachments/TI-2015-Presentation-Final.pdf
· Contact information for the Test Chairperson/Test Monitor, Special Education Coordinator,
 and Technology Coordinator
Sample:
	Staff Name
	Position
	Phone
	E-mail

	George Washington
	Test Monitor
	202-674-5995
	George.washington@reallife.com

	Fredrick Douglas
	Technology Coordinator
	202-599-6741
	Fred.douglas@reallife.com

	Diana Ross
	Special Education Coordinator
	202-674-5991
	Diana.ross@reallife.com


· Student testing groups (rosters with test administrators, testing rooms, proctors) 

Sample:

	Test Administrator
	Teacher of Record

(in another subject)
	Test Proctor
	Testing Location
	Accommodations
	Students

	John Smith


	Yes
	Graham Bell
	Rm. 215
	Yes
Extended Time
	USI 591000916

USI 591074546
USI 535760006
	USI 991000916

USI 511074546
USI 482760006
	USI 291000916

USI 311074546
USI 472760006

	Al Einstein
	No
	
	Rm 116
	No
	USI 831000916

USI 211074546
USI 199760006
	USI 991000916

USI 511074546
USI 482760006
	USI 561000916

USI 711074546
USI 882760006

	Abe Lincoln
	Yes
	Jeb Bush
	Rm 213
	No
	USI 571000916

USI 111239546
USI 439761006
	USI 991000916

USI 511074546
USI 482760006
	USI 191000916

USI 451074546
USI 672760006

	Mary Dolittle
	Yes
	Hilary Clinton
	Rm 220
	Yes
Read Aloud
	USI 591000916

USI 591074546
USI 535760006
	USI 991000916

USI 120074546
USI 001760006
	USI 891000916

USI 100074546
USI 101760006


· Identification of all authorized staff involved in testing and their role in testing (including volunteers)
Sample:

	Name
	Position
	Assignment
	Day
	Time Period
	Point of Contact

	John Kerry

	Test Administrator
	Rm. 215
	Day 1
	8:00- 12:00noon
	Test Monitor

	Eric Cantor
	Runner
	Rm 116 and Rm 117
	Day 1
	10:00- 11:00am
	Test Monitor

	Malcolm X
	Hall Monitor
	Sector B Hall
	Day 2
	1:00- 4:00pm
	Test Monitor


· Evidence of well-defined processes and procedures for:
· Security (including maintenance, dissemination, collection and storage) of Districtwide assessment materials before, during, and after administration
Samples:

Central Distribution Area    

Room 819 (insert here) will serve as the central distribution area. This is the location in which each Test Administrator will be given testing materials _30 minutes before the administration of the assessment (insert here) for their assigned examinees. These secure test materials used by students to take the assessment (answer sheet and booklets, authorization codes, scrap paper) will be grouped by Test Administrator and securely stored in a  bag/folder/binder/file (insert here). 
Paper- Based
Materials will be stored in a locked closet in a locked room (small first floor conference room). Only the Test Coordinator will have access to the locks.  A log in/out sheet will be used so that to access the secure materials, a signature will be required to enter into and depart from the distribution center.   On the days of testing, secure materials will be signed out no more than 15 minutes prior to testing by the Test Administrator and signed back in no more than 15 minutes after testing.  Members of the Testing Committee will count and verify that all materials have been received before the Test Administrator signs the Chain of Custody document. 
The Testing Coordinator will be responsible for initial receipt of materials and will send the secure materials back. Secure materials not sent back to the test vendor will be securely shredded after the testing window has closed.

Computer-Based
Computer based testing devices and materials (laptops/chrome books) will be securely stored and locked daily. Computer access codes and passwords will be signed out daily to each of the test administrators and signed back in to the test coordinator to ensure security of individual student computer access information.   Secure materials will be kept in locked and sealed storage area when not in use and immediately returned to locked storage following each test administration. Computer based testing materials (laptops/chrome books ) will be securely stored and locked daily.
· Equitable and consistent administration of the assessment
Sample:

The school has considered developing procedures for taking attendance for students in tested grades and subjects. This may be a pre-printed spreadsheet used by the Test Administrator or other method approved by the LEA (insert here).  The attendance sheet will be collected by the Test Monitor (insert here) by session, by unit daily so that student absences can be fully addressed during make-up sessions.  

The school has adequately prepared for the computer-based assessment by conducting an infrastructure trial on _______________ (day) at least two weeks before the test window opens.  The Technology Coordinator may play a leading role in this effort.  Inter-connectivity issues have been noted and resolved using the following processes: interim assessments,  Form A/Form B reporting procedures, and technology readiness needs assessment feedback (insert here).  An inventory of (insert number here) laptops,  (insert number here) desk tops, (insert number here) head phones, electrical outlets, extension cords, batteries have been undertaken and any potential for lack of hardware has been resolved.  The desk tops and/or laptops may be set up by the Technology Coordinator in the library, computer lab or other large areas and/or classrooms (or insert here) at least one day (insert day here) before the administration of testing on scheduled testing days. The Test Monitor and Technology Coordinator may verify that each student assigned to participate in testing has a fully operational Log-in Code and that the correct test has been assigned. Verification will be cross-referenced with the official class roster of testing students.  Any discrepancies will be noted internally by the Test Monitor on ___________ (day) for resolution prior to testing day.  


Additionally, the test administration for make-up will be consistent with the procedures used during the regularly scheduled test administration. The Special Education Coordinator will review the IEP accommodation, SEDS, Pearson Access Next,  final school test plan, student roster, test proctor assignments on ________________ (day) to ensure that special education students are tested with the appropriate accommodations.  Any discrepancies will be noted internally by the Test Monitor on ___________ (day) for resolution prior to testing day.  
For assistance with the PARCC accommodations and accessibility features, visit the following website http://www.parcconline.org/parcc-accessibility-features-and-accommodations-manual
· Reporting irregularities, complaints, or concerns in testing administration or testing security;
Sample:
Any person employed at the school, student, parent or community member are encouraged to report alleged test security violations to the Test Monitor and/or Test Chairperson (insert here)  during test integrity training, all staff will be given a  State Test Security Incident Reporting form  and provided with the website address http://osse.dc.gov/webform/test-security-incident-report-form  and phone number (202) 741-5991, Dr. Tonya Mead, OSSE State Test Integrity Coordinator, for reporting anonymously.
· Investigating and remediating any complaint, allegation, or concern about a potential failure of testing integrity and security;
Sample:

In the event of complaints, allegations, or concerns of potential test security violations,  the school will report these to the LEA. In turn, the LEA will investigate and/or provide additional information regarding the allegation and submit a report detailing its preliminary findings to OSSE. The Test Monitor and Test Coordinator will be available to answer questions and depending on the situation, the LEA may conduct interviews with affected parties about test administration procedures; classroom seating arrangements; test site supervision, material distribution and retrieval; and test booklet security, prior to, during, and after testing, as appropriate. The preliminary investigative reports will include a description of the situation, the time and place of occurrence, the names of the individual(s) involved in or witness to the occurrence, a review of the evidence, a summary of actions taken during the investigation, findings, a recommended course of action based upon the findings; and any additional specific information required by the OSSE or its investigators. Reports of findings and plans of action will be sent to OSSE.
· Monitoring school(s) during the administration of the state assessments;
Sample:

The Test Monitor may select to monitor many if not all of the testing groups on a rotating basis, by floor, sector and specific testing group room (insert here).  While maintaining a broad scope of oversight, the Test Monitor may choose to limit the tested student access to external communication during the test administration window.  As such, students in tested grades will be segregated in the West Wing, third floor of the school (insert here).  Confining the tested students to specific areas of the building during test times may assist in the management of students during unit and session transition, minimize the possibility of student discussions about the assessment, and reduce the physical burden upon the Test Monitor as he/she actively observes several if not all testing groups during testing. The Test Monitor may obtain the support of other authorized personnel in the building to assist with observations and or consider hiring an external monitoring firm.  At the end of the day an after-action review meeting can be held in which everyone discusses what went right and what went wrong and the resolution of difficulties that occurred throughout the day.
The Test Monitor, may utilize the 2015 General Observation Form as a helpful guide. See here for the actual Monitoring Form beginning on page 5 http://osse.dc.gov/sites/default/files/dc/sites/osse/publication/attachments/2015%20Security%20Forms%20and%20Checklists.pdf
· Response to disasters and emergencies;   
Sample:
If during the testing window the school encounters an emergency such as a fire alarm, students and staff may (in accordance with the school plan) will exit the building as per the schools emergency response plan. The test coordinator will ensure all students have exited the testing areas and the areas made secure.

· Response to student disruptions,  transitions, and students needing extra time or finishing early during the testing window;
Samples:

Bathroom Breaks (please select the school’s approach)
The school may select these and or other options to manage disruptions and includes the following, the Test Administrator will halt the test (insert here), and allow the students to take a group bathroom break, (insert here) or Test Proctors will accompany students from the testing room to the restroom, enter or wait by the restroom door and accompany students return (insert here) or Hallway monitors will escort students from the testing room to the restroom, enter or wait by the restroom door and accompany students return (insert here) to the specific testing room.
Minimization of Distractions Plan

As best practice, the school may plan to minimize disruptions by segregate testing students from non-testing students, refrain from sounding the period bell, refrain from making announcements, ensure that lawn work, landscaping, remodeling is done outside of the testing window (insert here).
Prevention and Management of Disruptive Students (please select the school’s approach)

As best practice, the school may consider the following, disruptive students will be escorted to the Dean of Students in room 7G. The disruptive student will be required to make up the missed assessment during the make-up session on the same day in the afternoon (insert here).
Illness
The school may consider assigning the Test Proctor the task of escorting sick students to the nursing station (insert here) or flag down and locate a hall runner to inform the Test Monitor that a sick student needs to be escorted to the nursing station.
Early Finishers
The school may consider moving students to a different location if they are finished with the assessment early or read pre-selected books, or be given scratch paper to doodle or draw (insert here).
Staff Callouts
The school may develop a plan to account for unplanned staff absences and consider training volunteers (those with the appropriate background checks)  and or non-academic subject instructors as authorized personnel (insert here).
Power Disruptions and Power Outages
The school may develop an alternative plan to account for unplanned power disruptions, power outages by shuffling test groupings to other sectors of the school building and/or ensuring that inter-connectivity and power is not an issue by conducting infrastructure trials well in advance of the test window.
· Response to tardy students and makeup sessions;
Sample:

Make Up Testing
	Grade
	Day 1
	Day 2
	Day 3
	Day 4
	Day 5

	
	Morning- Make up
	Morning- Make up
	Morning- Make Up
	Morning- Make up
	Morning- Make up

	5, 8
	Math

Unit 2
	ELA/L: Research Simulation Unit
	ELA/L: Narrative
Writing Unit
	Math

Unit 1
	ELA/L: Literary
Analysis Unit

	
	Afternoon
	Afternoon
	Afternoon
	Afternoon Make up
	Afternoon- Make up

	5,8
	Math

Unit 1
	ELA/L: Literary
Analysis Unit
	Math

Unit 1
	Math

Unit 2
	ELA/L: Research Simulation Unit

	Unit Time
	75
	75
	75
	75
	75

	Time on Task
	50
	50
	50
	50
	50


Tardy Room Testing
The school may consider having late arrivals report to room 8B, and in one hour increments will be taken to room 318 and tested on the appropriate session/unit (insert here). Or late arrivals may  be held in the front office and wait until the next session starts. Students in testing grades and subjects will be supervised by  the front office staff/or Mr.  Jones (insert here). 

Provision of accommodations for students that require testing accommodations (IEP, 504, ELL)

Sample:

The Special Education Coordinator will ensure that students entitled to accommodations and accessibility features have access to the accommodations and features and will provide training to authorized personnel tasked with providing those accommodations and features to students. The Special Education Coordinator on _____________(insert date)   has ensured the personal needs profile (PNP) in the Pearson Access Next System  is accurate. By          insert date, the Special Education Coordinator along with the Test Monitor will review the data and accommodations marked (embedded accommodations and externally provided), reconcile with the IEP or information included in SEDS.
The school may consider as a best practice that only teachers in special education or ELL will be assigned to administer for special population testing groups, or Test Administrators and Test Proctors may receive individualized training from the Special Education Coordinator and/or Test Administrators and Test Proctors for special populations testing groups may be required (as a suggestion) to review all of the accommodations materials posted on the PARCC website (insert here).  For assistance with the PARCC accommodations and accessibility features, visit the following website http://www.parcconline.org/parcc-accessibility-features-and-accommodations-manual
· Security and confidentiality of individual student test data; and
Sample:
The school may make sure that identifiable student information will be kept confidential in the following ways: by removing accommodations information next to student names and USI when placing in publically accessible places (insert here) and/or by removing identifiable student information and grades and/or performance scores when posting in publically accessible places (insert here).  
· Delivery of students’ test reports to schools, and to parents or legal guardians.
Sample:
The school considers it vital to inform parents and students of the test window, tested subject, tested grades  well in advance of the test window. Further,  as best practice the school may inform parents on the manner in which academic work at home as well as PARCC tutorials may improve a child’s score.  Therefore,  the school has taken these steps to ensure that students’ test reports are provided in a timely manner to parents and/or legal guardians: hosting parent orientations and/or, sending parent letters (insert here). Please consider clicking the link below for parent sessions and parent flyers to help parents better understand the Districtwide assessment. 
Link1: http://osse.dc.gov/node/999032 
Link2: http://osse.dc.gov/sites/default/files/dc/sites/osse/publication/attachments/PARCC%20Parent%20Guide_FINAL_082914.pdf
· Statement affirming that the LEA/school adopts the school test plan as written
Printed Name, Role in Testing



Signature



Date

	
	
	



