OFFICE OF THE STATE
SUPERINTENDENT OF EDUCATION

Submitting Affidavits and Confirming Start/End Dates

The Office of the State Superintendent of Education (OSSE) offers this step-by-step guidance to
show LEA Test Coordinators and Non-Public Coordinators how to submit Test Integrity and Test
Security Affidavits and confirm assessment start/end dates in the OSSE Assessment Portal. If
you have questions during the submission of the Affidavits and start/end dates, please contact
OSSE.TestIntegrity@dc.gov.

As a reminder, a form must be completed by the local education agency (LEA) Assessment
Manager or LEA Test Coordinator and the School Test Coordinator (including Nonpublic School
Test Coordinators) for each District-wide assessment administered. Within 10 business days
after the close of each statewide assessment window, the LEA must collect one school-level
affidavit for each Office of the State Superintendent of Education (OSSE)-approved school test
security plan. Within 15 business days after the close of each statewide assessment window

1. Logintothe OSSE Assessment Portal Quickbase application using your LEA or nonpublic
credentials.
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2. Under “My Test Security Plans — LEA,” locate the approved test plan for the impacted
school and assessment and select the view/eye button to view the plan.

3. Using the triangle buttons, scroll to the furthest tab on the right, “Affidavits.” Select
“New Affidavit.” 1
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https://octo.quickbase.com/db/bnz6fw8rh

4. Confirm the assessment start/end dates by entering the actual start/end dates of the
administration within the school.

5. Download the Test Integrity Affidavit file from the hyperlinked template and complete
all required information. Upload the completed affidavit by selecting "Upload file" and
selecting the appropriate file. Select "Affidavit is for both School and LEA" if appropriate.

6. Select "Save and Close" to submit your affidavits to OSSE. If needed, repeat the process
for additional schools within your LEA.
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