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.qov.

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

Email address or username

Password

2. Navigate to “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

DC Bilingual PCS LEA Test Coordinator

4. Navigate to the tab that says, “General and School Demographics”, 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 *

Hequired

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
Who will be completing the initial School Test Security Plan? (DCPS) .
School Demographics

a v 8

School Name (DCPS)

ACCESS for ELLs © WIDA Alternate ACCESS
MSAA DM Scheol ID (DCPS) o
DC CAPE @

What are the entrance and exit protocols for visitors? Please include details such as visitor entrance door(s), check-in and check- LEA Name (DCPS) )

out processes, parking information, etc. as applicable

LEA D (DCPS)
Special Populations Coerdinator D Special Populations Coordinator Email O Special Populations
Coordinator Phone ext
7 == +1(201)555- 1234
Technology Coordinator Technology Coordinator Email Technology Coordinator Phone  ext.
== +1(201) 555- 1234

Additional contact to access test plan

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 2025-26 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 Cd S
¢# Save & keep working Ctl  Shift S

+ Save & new At Cirl N

© Save & view Ak Cul V
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8. Navigate to 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.

hool Demogra Secure Materials Management

Secure Materials Management
In this section, please answer all questions regarding secure materials management. If there is additional information regarding this section that you would like to include in your plan, please attach that information in the attachment sections at the end of this plan.
a What location or oom will secure materias be stored? (Room number must be incuded)

o) How wil these materials be secured and locked? {cabinet locked, office locked etc)

) What devices wil be used by students during testing?

) Whatis

408 check-in times. @

ater testing

e} Describe your school's procedures for distributing secure materials priar ta testing, Describe your school

1) Who will manage the istribution and collection of secure materiais? @

{91 Wikl you be locaty destroying any test materils)

{g) Will you be locally destroying any test materials? Selecting “Yes” to the question “Will you be locally
destroying any materials” requires an additional

Yes
question answered.

9. Navigate to the tab that says “Logistics”. Complete all fields on the “Logistics” tab. Hover

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

Logistics

Logistics

{8) Descrbe how your schoolwill nsure that the correct students receive proper accammodations and students do notrecelve commodal they da not have access? I your e " 01 e i charge of s proce
o Desa rocedure for ¢ between testacministratos, peoctors. he techeology condinatoe s the schas st ing testing ©
) Describe Yo' plen for scHressing sdministrative and logistical issues during testing. @
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10. Navigate to the tab that says “Reporting Irregularities”. Complete all fields on the

“Reporting Irregularities” tab. Hover your mouse over the 9 for tool tips for specific
questions.

3l & School Demographics | Securs Materials Management  Reporting Iregularities eqularites Investigations | Pronibited Actions | Logistics | Assurances | Authorized Personnel Testing Schedule | Submit Test Plan for DSSE R
Reporting Irregularities

uestions regarding incident reporting pracedures for your school. If you have any additienal information regarding action logs please attach them to this plan in the attachments section.

1) How willindividals report incidents? Piesse select ol that apgly.
Ic Describe the steps that your school will take to ensure that school staff and authorized perscrnel know how to submit incident reports to 05SE. @

/8) Does your school have an intemal incident reporting process?

Selecting “Yes” to the question “Does your school have an internal incident reporting process?”
requires an additional question answered.

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

11. Navigate to 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.

Reporting Irregularitie Imeqularities Investigations

+ Irregularities Investigations

Pleasa usa the fislds in this saction to share your schools procedures for for testin Plaasa note NOT the same as OSSE-Initiated LEA Test Integrity Invastigations that eccur after tasting

f8] # kmowsedpe or suspicion of

ity incident may have occurred, piease describe your schools procedure 1o gather facts surrounding

o) Where will the information gathered be Gocumentea?

) How will the infarmation gathered be reparted to OSSE?

) D you have any school specific palicies regarding test iegularities Gther than thase listed in the Test Infegity Act of 20137 @

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.
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12. Navigate to 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.

eral & School Demographics | Secure Materials Management | Reporting Irrequiarities | Imegularities lavestigatio Prohibited Actions | Logistics | Assurances | Authorized Persannel Testing Schedule | Submit Test Plan for OSSE Review

Prohibited Actions.

Actions prohibited by suthorized personnel:

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.

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.

(d} Will your school be testing students with special circumstances (e.g.. home schooled, home bound, alterate 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 and/or test security protocols?
[ Ifes

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

General & School Demographics | Secure Materials Management | Reporting Irreqularities | Irregularities Investigations | Prohibited Actions | Logistics = Assurances | Authorized Personnelf Testing Schedule | Submit Test Plan for OSSE Review
~ Assurances

Al authorized personnel at the school will be trained on OSSE's Test Integrity standards before the first day of testing,
Al authorized personnel at the school will receive the Test Integrity and Security Notification Statement before the first day of testing.
Al authorized personnel at the school will be trained on how to report incidents to OSSE before the first day of testing

O All authorized personnel at the school will be trained on prohibited actions during test administration before the first day of testing.
Date

The school has established processes and procedures to monitor test security and administration procedures.

The school has established processes and procedures to ensure students with disabilities and English learners receive iate ac ons on the
The school has established processes and procedures to implement makeup testing and remediate student absences and tardiness as needed

The school has established a Test Security file containing the school's test security plan, test security affidavits, test security incident forms, and other documentation pertaining to the security and integrity of the test, which must be available for four years
The school has established processes and procedures in place to remediate any technical or logistical difficulties during testing

The school has verified all student accommodations are assigned in the assessment management platform for all students requiring testing accommodations on the assessment(s)

Test administrators and test session names have been entered into the ADAM system

15. Navigate to the tab that says, “Authorized Personnel/ Test Schedule”.

Autherized Personnel/ Testing Schedule

Authorized Personnel/ Test Schedule

Authorized Personnel List @ Test Schedule
Authorized Personnel List Test Schedule (templats)

See template for the minimum required information

and any other in ting materials

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 Q Cancel

16. Navigate to the first 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 2025-26 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.
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General & School Demographics | Securs Materials Management | Reporting Imegulariies | Ireguiarities Investigations | Prohibited Actions | Logistics | Assurances | Authorized Personnel/ Testing Schedule | Submit Test Plan for OSSE Review
* Submit Test Plan for OSSE Review

Whil drafting your plan, select“Draf” and then sava your plan. When your plan s complete, select “Submitted and save your plan to submit o OSSE forreview. Plsase do NOT select submitted if you are a School Coordinator, only LEA's can s plan for OSSE Approval. Once your plan is
approved, OSSE wil put i in“Approved” status and nate an approval inthe “0SSE Approvals”box. f OSSE determines lhnyourp\mlnm\m! revisians, they will place tin
. pl “Revisions Completed” next ta every OSSE revisions bas

review all required revisions. Once
itin “Revisions Submitted” status.

Submit for OSSE Review

17. If you get a plan returned for revisions navigate to “Submit Test Plan for OSSE Review
to see and access feedback. Select “See Revisions” to see details

General & School Demograghscs | Secure Materials Manag porting Imregularities | lmegularities Iovestigations | Probibiled Actions. | Logistics | Assurances | Authorized Personnelf Testing Schedule | Subrmit Test Plan for OSSE Review
“ Submit Test Plan for OSSE Revie
plan, select “Dratt” ¥ lect “Submittect L to Biease do NOT select you are a School Coardinater, only LEA's can submit a plan for OSSE Appro:
“OSSE Approvals” box. {f ¥ place tin st v box quired re
onding “Revisions Completed™ Revisions Submitted” status.

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