OSSE

OFFICE OF THE STATE SUPERINTENDENT OF EDUCATION

Making a School Test Security Plan in the OSSE Assessment Portal

This step-by-step guidance will show LEA Test Coordinators and Non-Public Coordinators how to
make a School Test Security Plan (STSP) in the OSSE Assessment Portal. If you have questions
during the making of your plan, please contact OSSE.TestIntegrity@dc.gov.

1. Login to QuickBase using your LEA or Non-Public credentials.

Email address or username

Password

2. Click on “OSSE Assessment Portal”.

i My Apps OSSE School Test Security Plans OSSE Assessment Portal

Quickbase © My Apps in OCTO

3. Under “My Test Assignments”, select “Add School Test Security Plan”

My Test Assignments

4. Select the assessments for which you are completing the plan.
Reminder: LEAs may combine ACCESS and WIDA Alternate ACCESS, and/or MSAA/DLM
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~ General & School Demographics

‘Who will be completing the School Test Security Plan? (i S
LEA Test Coordinator

ACCESS for ELLs WIDA Alternate ACCESS
MSAA DLM
DC CAPE @

5. Using the drop down menu, select the school for which you are completing the plan.

School Demographics

Related School *

[Search ar

Required

6. Complete all fields on the “General & School Demographics” tab. Hover your mouse

over the o for tool tips for specific questions.

General & School Demographics

Test Secarty Pian? @ Schont Demagraphics

Reminder: LEA Test Coordinators or Non-Public Coordinators will not be able to submit the
School Test Security Plan if the LEA Test Coordinator or Non-Public Coordinator completing the
plan has not completed the training and taken the 2023-24 OSSE Test Security Training Quiz

with a score of 80% or higher.

7. Asyou complete the plan, click on “Save and Keep Working” to Save and continue,
“Save” to Save go back to the homepage, “Save & new” to save and start a new School
Test Security Plan, or “Save & view” to save and view what has been completed.

Save Cil 5
& Save & keep working Ctrl  Shift §

+ Save & new At Ctrl N

® Save &view At Ctrl V
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8. Click on the tab that says “Secure Materials Management”. Complete all fields on the

“Secure Materials Management” tab. Hover your mouse over the 9 for tool tips for
specific questions.

Sacute Mitarials Mansgemant

Secure Materials Management

I thin sactioe, pleass answe al quattism Hthare iy g thin naetian that you weuld ben ta includs i your plan, clasis SbtEch I infrmation in the AtELChmast sestisna 51 th and of the plan

181t e aton o et il ety b B Shored " e mter et be Peted)

e b 14 oty okt 4%

) What 3 g procadurs e st B devices doine b

DT e BASATE [rocSumns K REITIENG b MRS sl 13 155G DDA pour Kool prichdund 124 Colecting bacury matirials s taetng e a

¥ e il manae The Seibunen ped cobatnon of tecore a0

9 Wl v 5 oty devaying sy test maseriais? 0

Selecting “Yes” to the question “Who will
manage the destruction of secure materials”
requires an additional question answered.

[j) Who will manage the destruction of secure materials? 0

9. Click on the tab that says “Reporting Irregularities”. Complete all fields on the

“Reporting Irregularities” tab. Hover your mouse over the 0 for tool tips for specific
questions.

Repeieting irreguiatities
Reparting Irregularities

1n this section phesss svwir all questions rginding incident reporting prétedure Tor vour tchosl M vou have any additionsl infarmation regarding actien lo0s pleass Bttach tham 1o this plan in the attachemnts section
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Selecting “Yes” to the question “Does your school have an internal incident reporting process?”
requires an additional question answered.

(e} Please detail the internal incident reporting process. Please note that an internal process is NOT required in addition to reporting directly to OSSE. (i ]

10. Click on the tab that says “Irregularities Investigations”. Complete all fields on the

“Irregularities Investigations” tab. Hover your mouse over the o for tool tips for
specific questions.

Irrequilarities Investigations

FPhoase note thea inbernal invesbgation 15 NOT the same a5 OSSE inibated LEA Test Inbrgrity bvvestigations that s<cur afver tesong.

5 WIS Wil the fermmation petared b dovemenend?

i} How et the imbyrrmaion GuThered b rrperied b O55ET

e st spaet L L]

Selecting “Yes” to the question
“Do you have any school specific
policies regarding test
irregularities other than those
listed in the Test Integrity Act of
2013?” requires an additional
guestion answered.

[e) Please detail any school specific policies on test irregularities below.

11. Click on the tab that says “Prohibited Actions”. Read through each of the Prohibited
Actions, and indicate if your LEA/Non-Public School has any additional prohibited
actions.
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Prohibited Actions

Actions prohitsted by suthorized persennet

Do you have any additional prohibited actions other than those listed above?

If yes, select “Yes” and detail in the Ves

additional field.

(g} Please detail all additional prohibited actions below.

12. Click on the tab that says “Logistics”. Complete all fields on the “Logistics” tab. Hover

your mouse over the o for tool tips for specific questions.

13. Selecting “Yes” to either, or both, of the questions “(d) Will your school be testing
students with special circumstances (e.g., home schooled, home bound, alternate
locations?” or “Will your school be implementing any protocols and policies for health
and safety that impact test administration and/or test security protocols?” requires an
additional question or questions answered.
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(d} Will your school be testing students with special circumstances (e.g.. home schooled, home bound. altemnate locations)?
‘fes

Describe your school's plan to securely test students with special circumstances.

() Will your school be implementing any protocols and policies for health and safety that impact test administration andfor test security protocols?
[ Ifes

Describe your school's health and safety protcols and policies that impact test administration.

14. Click on the tab that says, “Assurances”. Read through each Assurance on the
“Assurances” tab. Check the box next to each statement to confirm completion. After,
“All authorized personnel at the school will be trained on prohibited actions during test
administration before the first day of testing.” indicate the date of the first scheduled
authorized personnel training.

eneral & Sthoal
v Assurances

Al autharized personnel at the school will be trained o DSSE's Test Integrity standards befors the first day of testing
Al authorized personne at the school wil receme the Test Infegrity and Security Notification Statement befoee the first diy of testing
All authorized personnel at the school il be trained 0n how 10 neport incidents to OSSE bfiore the first day of testing
(D) All suthonzed persannel at the school will be trained on probibited achons during test administration befors the first day of testing
e

Tre schoot has entabiished procestas and Procedired 10 MOnitar tet s2cunty and acministration procedures.

The school has established procesces and procedures 1o ensure students izabilites and Eng receive iorss on the

The schoot has peocesses and dures 1o ing and i cent absences and tardiness as needed

Thi school has established 3 Test Secunity file contaiming the schools test securty plan. test security affidavity, test security mcdent forms. and other documentation pertaming 1o the secunty and mibegrity of the test. which must be avaabile for four years
The school has procasses - st any ogistical dificut g

The school has venfad all stdent are ssuigned n the management platiorm for all students requang testing accommodations on the assessmentis]

Thst nd T8t 5655500 inte Ehe ADAM sysem

15. Click on the tab that says, “Authorized Personnel/ Test Schedule”.

reguie e gt etigabans | PrebbistALond | Loglbct | Astunnces | Autherited Personned Tetting Sehacule | Setrut Test Plan for 0552 Rirvww

~ Authorized Personned/ Test Schedule

T Snende
Authorized Persannel List Tt Schadule {template]
Please inclade ALL Authorized Personoel mcluging
Schoal Tt Cocedinatee. Spacial Pepadationy Coondnator,
Technukegy Coteeinaten, Tast Admingtrston. Procton
a0 ey cEher individuati wha may interface with testing matenials
Inciude role. st name. st name. and
e address for each ndividual

Latrripnd Bersoneei Lzt 0
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Click on the blue text to download templates to update and upload. To upload your completed
template, click on “Add Document”.

Select the type of document. Click on “Upload File” to attach the document or drag and drop it

onto your screen. Click Save to return to your School Test Security Plan.
Documents © Add Document a Cancel

16. Click on the tab that says, “Submit Test Plan for OSSE Review”. If the LEA Test
Coordinator or Non-Public Coordinator completing the plan has completed the training
and taken the 2023-24 OSSE Test Security Training Quiz with a score of 80% or higher
and each required field in the plan is complete the button will be green to submit. If you
are unable to submit, confirm you have completed the training and taken the quiz with
a score of 80% or higher.

Subenit Test Plan for OSSE Rveew

Submit Test Plan for OSSE Review

n is compiate, select “Submitied” and tave your plan o submet it to DSSE
OSSE Apsrovals” bow. i OSSE debermines that your plan reguires revision:
beted” naxt 10 ey OS5E ot Thet £

thed  you are & School Coonnator, onty LEAS can subaut  plan Tor SSE Anproval. Once your plan &
" status. Plaase view th Revision tabie deectly beiow the stat 10 teview a0 requited revisions. Onc

If you have any questions, please contact OSSE.TestIntegrity@dc.gov for assistance.

17. If you get a plan returned for revisions click on “Submit Test Plan for OSSE Review” to
see and access feedback.
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