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1
00:00:13.900 --> 00:00:14.979
Jodie Zalk: Next slide.


2
00:00:15.190 --> 00:00:34.000
Jodie Zalk: My name is Jody Zalk, I'm the Manager of Test Administration and Publications at DESE. I'm joined by a number of my colleagues at DESE, who you'll hear present this morning, and want to thank them, in advance for their role this morning. Shannon Cullen, Robert Pelicatti, David Ragsdale.


3
00:00:34.100 --> 00:00:42.780
Jodie Zalk: And you'll also see a number of my team from DESE who are here to observe and also answer questions that come up.


4
00:00:42.940 --> 00:00:51.299
Jodie Zalk: You also will see some folks here who are with our testing contractor and subcontractor, Cognia and eMetric.


5
00:00:51.400 --> 00:00:58.160
Jodie Zalk: And we also have with us this morning, I'm so pleased that we're able to have with us Marco Andrade.


6
00:00:58.170 --> 00:01:14.530
Jodie Zalk: who's the Director of Research and Accountability at Worcester Public Schools. He's also a member of our test administration work group, and we wanted to invite him to present later on this morning to share a few, pieces of advice for new test coordinators.


7
00:01:15.330 --> 00:01:24.859
Jodie Zalk: Next slide, please. Thanks. So, before we jump into the content, just a couple of notes on logistics, if you haven't already been to one of our training sessions this winter.


8
00:01:25.080 --> 00:01:42.189
Jodie Zalk: We use the Q&A feature to ask questions, so you'll be able to use that. Not the chat, but the Q&A. If you see that somebody else has the same question as you, you'll want to upvote that. We will take some breaks to answer questions out loud this morning.


9
00:01:42.300 --> 00:01:58.900
Jodie Zalk: However, if you do have a question that starts, I have a student who, or has a very specific question, we ask that you please email us instead of asking it out loud, so that way we can spend the time that we need with you to be able to get you the answer.


10
00:01:59.690 --> 00:02:10.669
Jodie Zalk: A couple of notes on accessibility. There is closed captioning for folks who need it, and you can see our ASL interpreters on screen as well, for folks who need that.


11
00:02:11.080 --> 00:02:20.780
Jodie Zalk: We also have another note on logistics, which is that DESE does not authorize AI transcription tools, and we want to make sure that


12
00:02:20.890 --> 00:02:22.639
Jodie Zalk: Folks are aware of that.


13
00:02:23.160 --> 00:02:24.579
Jodie Zalk: Next slide, please.


14
00:02:25.500 --> 00:02:34.870
Jodie Zalk: And we want to let you know about slides for today. They were emailed in advance from our MCAS events at cognia.org team.


15
00:02:35.070 --> 00:02:43.139
Jodie Zalk: They're now being posted in the chat. If you can't access them in the chat, please ask us in the Q&A, we'll make sure that you get them.


16
00:02:43.250 --> 00:02:56.089
Jodie Zalk: And then after the session, we make sure, again, that you have the slides, so we'll send them again, and they will be posted in the MCAS Resource Center. That takes about a week, we'll post the slides along with the recording.


17
00:02:57.830 --> 00:03:06.509
Jodie Zalk: Okay, so now that we've got the logistics out of the way, we want to let you know why we're here today, what the agenda is that we'll be covering.


18
00:03:06.780 --> 00:03:13.319
Jodie Zalk: We'll start with introduction and let you know that which resources are available for you.


19
00:03:13.580 --> 00:03:23.590
Jodie Zalk: And then we'll talk through test administration protocols, we'll go through them in general and then focus a little bit on computer-based testing. Shannon will present that.


20
00:03:23.760 --> 00:03:29.720
Jodie Zalk: And then you'll hear from my colleague David Ragsdale. He'll talk through test security requirements.


21
00:03:30.250 --> 00:03:42.950
Jodie Zalk: And our colleague, Robert Pelachatti, will come on and talk about accessibility and accommodations and give a brief walkthrough. We've already done a session on accessibility and accommodations. We've done


22
00:03:43.110 --> 00:03:49.269
Jodie Zalk: We were planning to do an office hours, that's been rescheduled, but we have a number of resources for you on that.


23
00:03:49.630 --> 00:03:57.220
Jodie Zalk: And then you'll get to hear from Marco from Worcester Public Schools, and he'll share his perspective with you.


24
00:03:57.630 --> 00:04:03.280
Jodie Zalk: And then, if you've come to some of our other training sessions, you know we always want to leave you with


25
00:04:03.450 --> 00:04:22.409
Jodie Zalk: resources and let you know what to expect after you hang up from today's Zoom, so we'll leave you with that. And then for folks who need information on paper-based testing, we've put that at the end, so folks who are not doing paper-based testing will be able to drop off before that section.


26
00:04:22.410 --> 00:04:28.999
Jodie Zalk: And then throughout each of the different, portions, we'll have, different breaks for questions and answers.


27
00:04:29.560 --> 00:04:35.210
Jodie Zalk: So with that, I'm going to turn this over to Shannon, and we have a Pulse slide to get you started.


28
00:04:35.970 --> 00:04:46.340
Shannon Cullen: Thanks, Jody, and good morning, everyone. Thanks for joining. Wanted to start today with a quick poll to ask if you've attended any of our MCAS training sessions previously this school year.


29
00:04:46.340 --> 00:04:56.359
Shannon Cullen: And if so, how many? So, just a quick second to answer whether you've attended 3 or more, 1 or 2, or is this your first MCAS test administration training?


30
00:04:56.400 --> 00:04:58.339
Shannon Cullen: And I'll pause for just a moment.


31
00:05:01.780 --> 00:05:03.600
Shannon Cullen: And let's close the poll.


32
00:05:06.420 --> 00:05:25.289
Shannon Cullen: All right, 43% of you said this is your very first MCAS training, so welcome, happy to have you here. I hope that you find this morning's training session informative. It does contain a lot of information, but we are also going to walk through some resources with links that you can refer back to later.


33
00:05:25.320 --> 00:05:34.519
Shannon Cullen: And then 37% said they've attended one or two, and 20% said 3 or more. So, if you've attended one previously, welcome back!


34
00:05:35.020 --> 00:05:36.049
Shannon Cullen: Next slide.


35
00:05:36.960 --> 00:05:49.070
Shannon Cullen: All right, we're going to start with an introduction and resources, and again, we are going to fly through some of the slides in this section, because they are resources for you to refer back to after today's training.


36
00:05:49.190 --> 00:05:59.569
Shannon Cullen: So on the next slide, we'd start out with some computer-based testing terminology. A few things that you'll want to make sure you are familiar with and understand what they are.


37
00:05:59.690 --> 00:06:09.989
Shannon Cullen: The MCAS portal is the test administration and management website, and this is the management platform that's used by staff, district staff, and school staff.


38
00:06:10.290 --> 00:06:26.290
Shannon Cullen: The MCAS training site is another website used by staff, and this is a practice portal, essentially. You can use it to administer practice tests, you can also use it to practice with MCAS portal tasks before you do them in the MCAS portal.


39
00:06:26.890 --> 00:06:35.359
Shannon Cullen: And then the third component of computer-based testing is the platform that the students use, and that's called the MCAS Student Kiosk.


40
00:06:35.550 --> 00:06:36.510
Shannon Cullen: Next slide.


41
00:06:38.310 --> 00:06:50.900
Shannon Cullen: Here are some commonly used acronyms. You will hear us refer to these throughout today's presentation. This slide is here for you to refer back to. I'm not going to walk through each of these right now, so we can move on.


42
00:06:52.590 --> 00:07:02.880
Shannon Cullen: A couple of other pieces of commonly used terminology. These will all come up later on in today's presentation, so this slide is also here for you to hear back to.


43
00:07:02.980 --> 00:07:09.850
Shannon Cullen: You'll hear us refer to form-dependent accommodations. We touch on these in some of our other trainings as well.


44
00:07:09.930 --> 00:07:27.389
Shannon Cullen: This is a subset of accommodations that are particularly important to assign correctly to students before testing, because if they're not assigned correctly before testing, they require some extra steps to correct, and the list of them is available here.


45
00:07:28.100 --> 00:07:33.759
Shannon Cullen: Couple other things about the MCAS portal, which, remember, that's our management platform used by staff.


46
00:07:34.000 --> 00:07:48.520
Shannon Cullen: A class you'll hear us refer to, a class in the portal is a group of students that take the same test at the same time, in the same place. So those are, students are grouped into classes in the portal before testing.


47
00:07:48.880 --> 00:08:08.629
Shannon Cullen: And then another term that you'll hear us use is proctor password. This is a security measure that's required to use in the online platforms in certain situations. This password's available in the MCAS portal, and more information on that is available in the guide to the MCAS portal.


48
00:08:09.000 --> 00:08:09.970
Shannon Cullen: Next slide.


49
00:08:12.020 --> 00:08:29.649
Shannon Cullen: Some other information for you here, again, for you to refer back to. Here are the delivery dates listed. These are for materials. So you'll see the shipment dates here. These are for both manuals, as well as materials for paper-based testing.


50
00:08:30.520 --> 00:08:31.460
Shannon Cullen: Next slide.


51
00:08:33.190 --> 00:08:36.559
Shannon Cullen: And I think, actually, with that, sorry, I'm gonna turn this back over to Jody.


52
00:08:37.260 --> 00:08:38.859
Jodie Zalk: Great! Thank you, Shannon!


53
00:08:38.950 --> 00:08:52.730
Jodie Zalk: So, with that walkthrough of terminology, as well as the delivery dates of manuals, as well as materials for paper-based testing, we do want to connect the dots with you and make sure that you're aware of


54
00:08:52.730 --> 00:08:59.800
Jodie Zalk: Materials that are currently available on our website, so that you can see all the resources that are available.


55
00:08:59.810 --> 00:09:05.969
Jodie Zalk: We wanted to give you a brief walkthrough and orientation of the MCAS page on our DESE website.


56
00:09:05.990 --> 00:09:16.759
Jodie Zalk: And you can see this is underlined, it's a hyperlink, so you can get to this yourself, either in the PowerPoint slides or the PDF version, if you aren't able to open up the PowerPoint.


57
00:09:16.760 --> 00:09:27.720
Jodie Zalk: We do want to call out on the left-hand side, that blue box, that's the navigation, and we've highlighted the test administration resources.


58
00:09:27.730 --> 00:09:41.189
Jodie Zalk: It's the third item down under MCAS, and that's where you'll then open up a page for different administrations. There's one for November, one for February, and then one for spring.


59
00:09:41.370 --> 00:09:51.700
Jodie Zalk: And there we post all of the manuals, and the manuals for spring are available now. There are a number of other resources that we have available as well.


60
00:09:51.970 --> 00:09:53.609
Jodie Zalk: Next slide, please.


61
00:09:55.000 --> 00:10:14.379
Jodie Zalk: And on the test administration resources page for spring, we do want to share, in addition to the manuals, that there's a pre-administration guide. If you did not get a chance to review that this fall, you'll want to take a look at that. It includes all of the instructions up


62
00:10:14.380 --> 00:10:28.699
Jodie Zalk: to, all of the tasks that are in the principal's Administration Manual, so we hope that's going to be helpful for you as you're starting to orient yourself to all of the responsibilities involved with MCAS administration.


63
00:10:29.260 --> 00:10:48.159
Jodie Zalk: In addition to the principal's Administration Manual, you'll hear us call it the PAM. There are test administrator manuals. You'll want to review those and prepare to familiarize your team with them. David will talk through with you the training that's involved for your test administrators.


64
00:10:48.200 --> 00:11:01.729
Jodie Zalk: But we do want to make sure that you're aware the manuals are now available. And this year, we have separate documents with scripts for the Spanish-English administration, and those will be available soon.


65
00:11:01.970 --> 00:11:05.660
Jodie Zalk: We have a number of other resources on this page.


66
00:11:05.700 --> 00:11:19.700
Jodie Zalk: I don't want to focus too much on them, but want you to know that they're there and available for you to refer back to. And then, as well, for high schools, there is a link there for high school participation guidelines.


67
00:11:19.700 --> 00:11:29.040
Jodie Zalk: Over the last couple of years, the participation guidelines have changed, so I want to make sure that you're aware of the expectations for your students.


68
00:11:29.740 --> 00:11:31.100
Jodie Zalk: Next slide, please.


69
00:11:32.360 --> 00:11:41.900
Jodie Zalk: And then we're going to move over to the MCAS Resource Center, and this is where we host a number of other resources. This is hosted by Cognia.


70
00:11:42.310 --> 00:11:54.710
Jodie Zalk: And here, we wanted to provide for you, similar to the page on the DESE website, where you have the navigation on the left-hand side and all of the different areas. Here, the navigation is on the top.


71
00:11:54.890 --> 00:12:13.250
Jodie Zalk: And we wanted to make sure that you know that this is where you can have a link to the MCAS portal that Shannon talked about, a link for tech setup, your technology coordinators will be familiar with this and need to be. There's a page for training, that's where the resources, the


72
00:12:13.560 --> 00:12:18.569
Jodie Zalk: A video from today, the recording as well as the slides will be posted.


73
00:12:18.860 --> 00:12:25.369
Jodie Zalk: And then we have practice tests and released items, and a link to the MCAS Service Center.


74
00:12:25.760 --> 00:12:34.559
Jodie Zalk: And then the second box in red on that slide, that's just a link back to the DESE website, so you'll be able to toggle back and forth from there.


75
00:12:35.740 --> 00:12:46.539
Jodie Zalk: Next slide, please. Thank you. And then we wanted to just call out and give you the different links and share with you, a little bit more about what you'll be using each of the different pages for.


76
00:12:46.780 --> 00:12:48.300
Jodie Zalk: Next slide, please.


77
00:12:50.290 --> 00:12:59.489
Jodie Zalk: And then, as we shift gears, I think this is the last slide for our orientation for resources and websites for you this morning.


78
00:12:59.560 --> 00:13:11.480
Jodie Zalk: for you to know the Principal's Administration Manual and what it contains. And we wanted to make sure that you know that there's different icons throughout the document.


79
00:13:11.480 --> 00:13:20.619
Jodie Zalk: That help you to know when you're connecting with other folks, whether this is a section you need to make your technology coordinators aware of.


80
00:13:20.620 --> 00:13:28.150
Jodie Zalk: Whether your special education directors and EL directors need to be aware of accessibility features and accommodations.


81
00:13:28.520 --> 00:13:34.269
Jodie Zalk: And then we've also had, we use another icon to delineate trainings coming up.


82
00:13:34.900 --> 00:13:40.260
Jodie Zalk: And then on the right-hand side, we wanted to give you just a brief walkthrough,


83
00:13:40.430 --> 00:13:59.850
Jodie Zalk: I did see a few folks who are returning, or at least this is not your first training session this winter, so for folks who are returning, you'll see that there are updates for this year included in the Front Matter, as well as other important information, contact info that you can refer back to.


84
00:13:59.990 --> 00:14:08.560
Jodie Zalk: And then we start, we always ground ourselves in the test security requirements, that's the first part, followed by student participation.


85
00:14:08.760 --> 00:14:19.070
Jodie Zalk: And then we shift gears to, provide you with the protocols, going directly into the tasks, including a step-by-step checklist.


86
00:14:19.350 --> 00:14:23.619
Jodie Zalk: Followed by appendices that are used, as you need them.


87
00:14:24.310 --> 00:14:29.209
Jodie Zalk: And then, with that, I'm going to turn this back to Shannon.


88
00:14:30.950 --> 00:14:37.310
Shannon Cullen: Great, and that's going to lead us into our next topic for today, which is test administration protocols.


89
00:14:37.570 --> 00:14:47.430
Shannon Cullen: So if we go to the next slide, we have here an overview of the timeline for pre-administration tasks, focusing on computer-based testing.


90
00:14:48.760 --> 00:15:00.040
Shannon Cullen: So you see the first column here is labeled Beginning in Fall 25. So these are tests that should have been completed this past fall. If you've not completed them already, you'll want to get started on that now.


91
00:15:00.320 --> 00:15:11.240
Shannon Cullen: First, making sure you're subscribed to and reading our bi-weekly student assessment update, which is the newsletter that is sent out every two weeks with updates for the MCAS program.


92
00:15:11.510 --> 00:15:20.740
Shannon Cullen: You'll want to make sure you've become familiar with computer-based testing components, what I was speaking to earlier, the kiosk, the portal, and the training site.


93
00:15:21.250 --> 00:15:35.019
Shannon Cullen: You'll want to make sure you've identified your school test administration team. Who will be participating? Will you have one or more test coordinators? Who's going to be your technology coordinator point person? Who will be involved as your test administrators?


94
00:15:35.020 --> 00:15:41.589
Shannon Cullen: And establish a communication plan with that team. As you receive updates from DESE through the Student Assessment Update.


95
00:15:41.589 --> 00:15:54.649
Shannon Cullen: Will those go to just one person who disperses information throughout the school as needed? Will you have multiple people subscribing to those updates? And you'll want to come up with a communication plan for prior to and during testing.


96
00:15:55.200 --> 00:16:06.599
Shannon Cullen: You want to make sure your contact information with DESE is updated. We take our information from the school and district profile's website, so you'll want to make sure that the information there is accurate.


97
00:16:06.750 --> 00:16:12.620
Shannon Cullen: And in the fall is when you begin planning for accessibility features and accommodations for students who will use them.


98
00:16:13.310 --> 00:16:26.699
Shannon Cullen: Second column here is 2 months before testing, so this is right about now for spring administrations. At this time, you'll want to update user accounts in the MCAS portal and create additional accounts as needed for your staff.


99
00:16:27.400 --> 00:16:43.849
Shannon Cullen: You'll want to participate in training sessions, which all of you here today are already doing, and then we also have online modules on the Resource Center under that same training page that Jody was pointing out, where you can go and look at discrete tasks. They're videos that will walk you through those MCAS portal tasks.


100
00:16:44.680 --> 00:16:55.610
Shannon Cullen: At this time, you'll want to meet with your technology coordinator to make sure that your student devices are appropriate, that they meet the technology specifications, and that they are ready to go for testing.


101
00:16:56.690 --> 00:17:10.149
Shannon Cullen: Around this time, you'll also be completing student registration. Those student registrations for grades 3 through 8 at 10 are open now, and you have some upcoming initial student registration deadlines over the next few days and into next week.


102
00:17:10.520 --> 00:17:18.490
Shannon Cullen: And you'll also want to consider your plan for preparing students, administering the student tutorial, as well as the practice test.


103
00:17:19.300 --> 00:17:29.220
Shannon Cullen: Last column here is 2 weeks before testing, so these are things that you can start planning for now. That would be training your test administrators, which David will talk a little bit about later.


104
00:17:29.420 --> 00:17:38.309
Shannon Cullen: You'll want to make sure your devices have the final preparations, as well as your materials to hand out to your staff, who will hand them out to students on test day.


105
00:17:38.390 --> 00:17:50.380
Shannon Cullen: And reviewing the instructions in the Principal's Administration Manual. As Jody just mentioned, this is now available on the DESE website, and will be delivered in your initial shipment when you receive those materials.


106
00:17:50.860 --> 00:17:51.800
Shannon Cullen: Next slide.


107
00:17:53.350 --> 00:18:07.440
Shannon Cullen: Couple other points here about some of those tasks. Identifying your test administration team. Again, you'll want to make sure you're coordinating with your technology coordinator, as well as considering who your test administrators will be.


108
00:18:07.440 --> 00:18:21.820
Shannon Cullen: You'll want to think about how many small groups and one-on-one testing groups you're going to need for accommodations, as well as who will be stationed in classrooms, who will be stationed in hallways, if you'll need people who are there to relieve,


109
00:18:21.830 --> 00:18:30.419
Shannon Cullen: Test administrators on bathroom breaks, so you'll want to consider who your test administration staff will be, and develop a plan for communicating with them.


110
00:18:31.290 --> 00:18:32.230
Shannon Cullen: Next slide.


111
00:18:34.940 --> 00:18:43.950
Shannon Cullen: Some other notes here. The first one, particularly for high schools, is you'll want to make sure you're identifying who will participate in each administration.


112
00:18:44.170 --> 00:18:50.600
Shannon Cullen: Participation guidelines are posted on the DESE website, and the link here is for high schools.


113
00:18:51.350 --> 00:19:06.629
Shannon Cullen: Assigning accessibility features and accommodations, again, you're going to want to start to plan for where they'll be administered for small groups or one-on-one administrations, and which staff members will be administering them, as they will need the training and how to administer those accommodations.


114
00:19:06.950 --> 00:19:25.599
Shannon Cullen: And also, in terms of logistics, you'll want to start thinking about your space. So, will students be located, in classrooms? Will you need to place students in the library? You'll want to consider who will be stationed where, what students will be testing where.


115
00:19:25.790 --> 00:19:29.579
Shannon Cullen: And planning for secure testing environments in each of those spaces.


116
00:19:30.040 --> 00:19:47.920
Shannon Cullen: We have the slide template for training test administrators, available for the February science administration for anyone who is conducting that administration in high schools next week. The slide template for training test administrators for the spring test is expected to be available in the next few weeks.


117
00:19:48.650 --> 00:19:49.549
Shannon Cullen: Next slide.


118
00:19:51.730 --> 00:19:56.539
Shannon Cullen: As you're thinking through logistics, there are a few scheduling considerations to consider.


119
00:19:56.840 --> 00:20:10.699
Shannon Cullen: For computer-based testing, the MCAS Student Kiosk, which again, is the platform that students will use to take the test, is available between 7 and 4 p.m. during the testing windows, with the exception of April School Vacation Week.


120
00:20:11.000 --> 00:20:25.370
Shannon Cullen: If you need to test outside of those hours, for example, if you're a high school program that only meets in the evenings, there are instructions for how to request access outside of those hours, and those instructions are in the principal's Administration Manual.


121
00:20:26.540 --> 00:20:39.160
Shannon Cullen: A few other logistics to consider related to scheduling. You'll see in the test administrator scripts that test administrators can plan for a break each testing session around 3 to 5 minutes.


122
00:20:39.190 --> 00:20:52.680
Shannon Cullen: And you'll also want to consider how to plan for students who may finish early, and students who need extra time. Will those students be moved to an extended time classroom? Who will be staffing that classroom? Etc?


123
00:20:53.100 --> 00:20:54.049
Shannon Cullen: Next slide.


124
00:20:56.510 --> 00:21:01.630
Shannon Cullen: Other scheduling considerations, and this one, in particular is for makeup testing.


125
00:21:01.870 --> 00:21:21.769
Shannon Cullen: If needed, during makeup testing, you can group together students in different grades in the same subject area, as long as the script matches, because students need to be read the appropriate script for their test. And we've listed out here which scripts match, and that can help you plan for makeup testing.


126
00:21:21.880 --> 00:21:33.580
Shannon Cullen: Another note here, though, is please be sure to not group together students doing computer-based testing and students doing paper-based testing. They should be tested separately.


127
00:21:34.100 --> 00:21:35.080
Shannon Cullen: Next slide.


128
00:21:36.950 --> 00:21:45.599
Shannon Cullen: New for this year, so if anybody was with us last year, you'll remember this was a little different, and this is specifically for high schools.


129
00:21:45.710 --> 00:22:02.579
Shannon Cullen: High school classes in the MCAS portal are subject-specific only, and so this means if, for example, you have both 9th and 10th graders who are taking the biology test, they can be placed in the same MCAS Portal class.


130
00:22:02.600 --> 00:22:21.039
Shannon Cullen: Last year, that was not the case. For 3 through 8, however, students in different grades always take different tests, right? The grade 3 test is different from the grade 4 test, and so for those grade levels, classes… MCAS Portal classes continue to be both grade and subject-specific.


131
00:22:21.780 --> 00:22:22.620
Shannon Cullen: Next slide.


132
00:22:24.830 --> 00:22:31.010
Shannon Cullen: And then last year, we introduced the Spanish-English test for a wider variety of tests.


133
00:22:31.960 --> 00:22:48.680
Shannon Cullen: Some things to consider when planning for students who will take these editions. As staffing permits, DESE does recommend separate testing locations for students taking the Spanish-English test versus students taking the English test. There's a couple reasons for that. One, they have two different scripts.


134
00:22:48.680 --> 00:22:57.330
Shannon Cullen: So if both students are going to be tested in the same place, then both scripts need to be read to those students, which will take extra time.


135
00:22:57.970 --> 00:23:12.370
Shannon Cullen: And Spanish-English tests are placed into different MCAS Portal classes, and those classes have different access codes. An access code is a code that students type in at the beginning of the session.


136
00:23:12.520 --> 00:23:26.070
Shannon Cullen: So if you have students taking both the Spanish, English, and the English test in the same classroom, it requires some additional logistics, it requires additional time, and so we do recommend testing them separately.


137
00:23:26.730 --> 00:23:27.660
Shannon Cullen: Next slide.


138
00:23:29.590 --> 00:23:46.370
Shannon Cullen: Some other logistical things to consider as you're planning for testing is to make sure that student information is updated. So, as most of you, I imagine, have already begun working your way through student registration, to make sure that student information is accurate in the MCAS portal.


139
00:23:46.370 --> 00:23:54.419
Shannon Cullen: You'll also want to make sure that the information in the MCAS portal matches what is in SIMS, the Student Information Management System.


140
00:23:55.030 --> 00:24:10.939
Shannon Cullen: You should have a SIMS contact in your district to find out who that is. There's a link here that you can go to, and some instructions on how to find who your contact is, and you'll want to make sure to be in touch with them if any student information needs updating.


141
00:24:11.730 --> 00:24:12.650
Shannon Cullen: Next slide.


142
00:24:14.790 --> 00:24:20.709
Shannon Cullen: All right, and before we get into the next piece of this, wanted to ask another poll question. So, where do you work?


143
00:24:20.960 --> 00:24:34.179
Shannon Cullen: Are you at an elementary school, at a middle school, at a combined middle and high school, at a high school, at a district office, or other? And I'll pause for just a moment for folks to enter in their answers.


144
00:24:39.220 --> 00:24:40.900
Shannon Cullen: And let's close the poll.


145
00:24:44.290 --> 00:24:52.710
Shannon Cullen: Okay, majority of folks are at an elementary school, 44%. We have 17% at a middle school, 12% at other.


146
00:24:53.090 --> 00:25:04.120
Shannon Cullen: 10% at a high school and 10% at district offices. So thank you, that's helpful as we move on to the next few slides. And with that, I'm going to pass this back to Jody to talk through the schedule.


147
00:25:04.600 --> 00:25:06.190
Jodie Zalk: Right? Thank you, Shannon.


148
00:25:06.370 --> 00:25:14.449
Jodie Zalk: So it is helpful to know that, as we go through the schedule and talk through the next set of logistics, who's here with us this morning.


149
00:25:14.570 --> 00:25:30.329
Jodie Zalk: And I'm not going to focus on all the dates, but do want to make sure that you're aware that there are wide windows for administering the MCAS test. ELA is administered first, that's done before math and science.


150
00:25:30.330 --> 00:25:38.149
Jodie Zalk: The windows do include dates for all of makeup testing. All of the tests do need to be completed within the windows.


151
00:25:38.390 --> 00:25:48.179
Jodie Zalk: And then, another note below here on sequence of administering tests, this is the preferred order for administration.


152
00:25:48.180 --> 00:26:02.730
Jodie Zalk: based on the desire for consistency across the Commonwealth, but we do acknowledge that there may be other competing interests in schools, so these should be administered in this order whenever possible.


153
00:26:03.540 --> 00:26:05.069
Jodie Zalk: Next slide, please.


154
00:26:06.460 --> 00:26:12.579
Jodie Zalk: And then here, we wanted to share with you the recommended testing times for grades 3 through 8.


155
00:26:12.700 --> 00:26:27.060
Jodie Zalk: And, make sure that you're aware that tests can be given for the, students have the entire school day to complete a test. A test does need… each session does need to be completed within the


156
00:26:27.080 --> 00:26:34.100
Jodie Zalk: One school day, and then each test, the recommendations for the testing times are listed here.


157
00:26:34.750 --> 00:26:36.190
Jodie Zalk: Next slide, please.


158
00:26:37.260 --> 00:26:44.559
Jodie Zalk: And then we'll shift to high schools, and you can see the grade 10 ELA and math windows. For folks who have


159
00:26:44.930 --> 00:26:56.349
Jodie Zalk: been test coordinators in the past as well, or have been around MCAS administration. You may remember that there were prescribed dates for the high school tests.


160
00:26:56.350 --> 00:27:09.719
Jodie Zalk: Based on the change in the competency determination, the dates are now recommended dates within a prescribed window, so this now looks more like grades 3 through 8.


161
00:27:11.000 --> 00:27:14.650
Jodie Zalk: Next slide, please. And then here's high school science.


162
00:27:14.890 --> 00:27:16.040
Jodie Zalk: Next slide.


163
00:27:16.930 --> 00:27:27.129
Jodie Zalk: And the recommended testing times for high school. Not going to walk through these, but want to make sure that you have them to refer back to as you need them. Next slide, please.


164
00:27:28.320 --> 00:27:47.340
Jodie Zalk: And then, now we're going to shift gears and spend a couple of minutes on preparing for administration, not with scheduling, but for, first, we'll talk through communication, preparing students and families, and then we'll talk through preparing materials for computer-based testing.


165
00:27:48.210 --> 00:28:02.460
Jodie Zalk: Here, I'm sharing an image. This is from the daughter of one of my colleagues who was in second grade last year, and at the end of last school year, one thing she was most looking forward to was MCAS testing this school year.


166
00:28:02.640 --> 00:28:15.430
Jodie Zalk: that may or may not be what's happening in your school buildings with your third graders or other students, that that's what they're most looking forward to, but I did want to add this.


167
00:28:15.530 --> 00:28:27.440
Jodie Zalk: as, something we thought was really cute, but also because it reminded us that everybody is involved in MCAS testing and preparation.


168
00:28:27.480 --> 00:28:39.999
Jodie Zalk: We've heard different things from different families in the past, and colleagues and folks saying that they make sure their students have a good breakfast, that they have students


169
00:28:40.000 --> 00:28:56.770
Jodie Zalk: sharing with other students what to expect coming up. I've heard different announcements being made, and students giving each other pep talks, but this is just something, a few ideas we wanted to share as you're thinking about how to prepare families and your whole student


170
00:28:56.770 --> 00:29:00.829
Jodie Zalk: in school communities for MCAS computer-based testing.


171
00:29:01.130 --> 00:29:14.709
Jodie Zalk: On the right-hand side of the slide here, you can see, we have information about the student tutorial that will be updated this winter, and that walks through the different tools and features available for testing.


172
00:29:14.710 --> 00:29:22.599
Jodie Zalk: So students can complete that on their own, or you can have them walk through that with your test administrators and their teachers.


173
00:29:22.880 --> 00:29:25.950
Jodie Zalk: We also have practice tests available.


174
00:29:26.000 --> 00:29:39.859
Jodie Zalk: And you'll want to, again, make sure that your students are familiar with the expectations and how the, tests are being administered. This is a good walkthrough, as well, of any accessibility features and the Spanish test.


175
00:29:39.860 --> 00:29:46.529
Jodie Zalk: How to access all the resources, because you don't want them coming on test day, and this is the first time that they've


176
00:29:46.680 --> 00:29:50.299
Jodie Zalk: Been able to experience what the computer-based test looks like.


177
00:29:50.820 --> 00:30:05.519
Jodie Zalk: We have a number of other resources that I wanted to share. We have an MCAS item library that's previously released items, and that includes, the standards that are assessed, and that's a nice,


178
00:30:05.620 --> 00:30:12.489
Jodie Zalk: Filterable item library that you can access with your staff, as well as share that with students and families.


179
00:30:12.840 --> 00:30:26.500
Jodie Zalk: We have sample student work from previous tests, and that helps, again, your educators as well as families know the expectations for open responses for the previous test that we've administered.


180
00:30:26.720 --> 00:30:33.089
Jodie Zalk: And then we have a link to our DESE website with additional resources for parents and caregivers.


181
00:30:33.480 --> 00:30:42.490
Jodie Zalk: And some topics that we call out in the Principal's Manual that you may want to share in your upcoming newsletters or meetings with families.


182
00:30:44.040 --> 00:30:45.430
Jodie Zalk: Next slide, please.


183
00:30:47.360 --> 00:31:04.080
Jodie Zalk: And then here, we wanted to share with you a little information as you're preparing materials for testing. We wanted you to be aware of which tests have which materials and resources and tools, and for you to prepare and think about


184
00:31:04.310 --> 00:31:19.340
Jodie Zalk: Whether students will have handheld calculators in addition to the calculators available in the test, and to be aware of which tests have calculators, which ones don't, so that way students are ready on test day.


185
00:31:19.340 --> 00:31:27.970
Jodie Zalk: And also to make sure that you and your teams are aware of which materials are required, which materials students can have with them.


186
00:31:27.980 --> 00:31:40.130
Jodie Zalk: And then, as well, that you're… you're all preparing and also preparing for which materials are entirely prohibited from testing. David will talk through this in more detail in a few slides.


187
00:31:40.400 --> 00:31:47.510
Jodie Zalk: But for now, we're going to shift gears. I'm going to turn this back over to Shannon. We're going to talk through CBT specifically.


188
00:31:48.650 --> 00:32:01.720
Shannon Cullen: Great, thanks, Jody. So, if we move on to the next slide to start us off with preparing for computer-based testing, here we have the tasks for test coordinators to complete in the MCAS portal.


189
00:32:01.800 --> 00:32:20.780
Shannon Cullen: And just a high-level note that we're not going to dive deep into each of these tasks today. That's not the purpose of this training. We do have trainings upcoming, we'll talk about them at the very end of today's presentation, that you can attend to do a more deep dive into these tasks and see demonstrations.


190
00:32:20.780 --> 00:32:32.850
Shannon Cullen: We also have the guide to the MCAS portal, located on the Resource Center, that has step-by-step instructions with screenshots that lead you through how to complete these tasks.


191
00:32:33.100 --> 00:32:44.980
Shannon Cullen: But from a high level, for MCAS Portal tasks, this past fall, is when you should have begun creating and updating MCAS Portal user accounts. You can continue to do so now.


192
00:32:44.980 --> 00:32:57.950
Shannon Cullen: That means removing accounts for people in your school that maybe left your school, creating new accounts for test administrators that don't have one yet, and updating any accounts if you need to update permissions.


193
00:32:58.440 --> 00:33:13.840
Shannon Cullen: Your technology coordinators in the fall should have downloaded the updated MCAS student kiosk to student devices and conducted site readiness, which we'll touch on in a few minutes. So you'll want to check with your tech coordinators to make sure that's complete.


194
00:33:14.410 --> 00:33:21.299
Shannon Cullen: Around this time, 2 months before testing, is when you're completing student registration. Some of you may have already completed that.


195
00:33:21.880 --> 00:33:33.310
Shannon Cullen: About 2 weeks before testing is when we recommend creating classes. Again, classes are the groups of students that will test at the same time, in the same place, with the same test.


196
00:33:33.680 --> 00:33:38.999
Shannon Cullen: And verify accommodations. We'll talk about accommodations later on in today's presentation.


197
00:33:39.630 --> 00:33:53.130
Shannon Cullen: One week before testing, a task that you'll need to complete is scheduling classes. So once the classes are created, there's a test scheduling tab in the portal where you need to schedule those classes to test.


198
00:33:53.690 --> 00:34:10.479
Shannon Cullen: And up to one week before testing, actually right after those tests are scheduled, you are able to print student logins, and logins are what contain the student username and password. We do recommend printing those just one or two days before testing, because they are secure materials.


199
00:34:11.010 --> 00:34:12.010
Shannon Cullen: Next slide.


200
00:34:13.540 --> 00:34:32.449
Shannon Cullen: During testing, you as the test coordinator will be responsible for resolving issues involving accommodations. In particular, if accommodations are assigned incorrectly, you'll need to correct those errors. There may be other issues that come up that need resolving. You'll be responsible for managing makeup testing.


201
00:34:32.450 --> 00:34:40.400
Shannon Cullen: And during and after testing, you may need to void tests. That's something that we cover in one of our upcoming trainings later this winter.


202
00:34:40.460 --> 00:34:53.739
Shannon Cullen: After testing, you may also need to fill in what are called not-tested codes, and this would be for students who have a medical absence, or absent with medical documentation, which, again, is covered in one of our later trainings.


203
00:34:54.240 --> 00:34:55.180
Shannon Cullen: Next slide.


204
00:34:57.410 --> 00:35:02.750
Shannon Cullen: Okay, we're talking about MCAS Portal, so poll question about MCAS Portal accounts.


205
00:35:02.880 --> 00:35:21.820
Shannon Cullen: As a principal or school test coordinator, who should you contact if you don't have an MCAS Portal account? Is it another principal or test coordinator? A technology coordinator? Should you call the MCAS Service Center or contact your district test coordinator? So, what do you think?


206
00:35:21.860 --> 00:35:25.089
Shannon Cullen: Pause for just a moment for folks to enter in their answers.


207
00:35:28.420 --> 00:35:30.199
Shannon Cullen: And let's close the poll.


208
00:35:33.270 --> 00:35:48.179
Shannon Cullen: Okay, 67% of you are correct. The answer is D, district test coordinator. As a school test coordinator or principal, if you don't have an account, your district test coordinator is able to create one for you.


209
00:35:48.390 --> 00:35:50.129
Shannon Cullen: We go to the next slide.


210
00:35:50.790 --> 00:36:08.010
Shannon Cullen: You can see at this bottom, in this table here at the bottom, that we've gone through that in a little more detail, who to contact for support about their accounts. So, district test coordinators should reach out to the MCAS Service Center if they need an account or need support with their account.


211
00:36:08.050 --> 00:36:19.090
Shannon Cullen: Principals and school test coordinators reach out at the district level, and then school-level staff, including test administrators and school technology coordinators, would reach out to principals or school test coordinators.


212
00:36:19.560 --> 00:36:34.090
Shannon Cullen: Couple other notes here, that MCAS portal accounts do not expire automatically. This means that you'll want to make sure to deactivate user accounts from last year who will no longer be participating in MCAS administration.


213
00:36:34.790 --> 00:36:43.190
Shannon Cullen: The passwords for the portal do expire every 365 days, and so at that time, users will need to reset their password.


214
00:36:43.840 --> 00:36:44.719
Shannon Cullen: Next slide.


215
00:36:47.880 --> 00:37:01.909
Shannon Cullen: All right, a couple of slides here about technology-specific preparations. So these are tasks for your technology coordinator. You'll want to meet with them to make sure that they have completed these, or are in the midst of completing them now.


216
00:37:02.180 --> 00:37:21.830
Shannon Cullen: The MCAS Student Kiosk Technology Guide is the guide for tech coordinators. It's linked here, it's on the Resource Center. This includes all they need to know for how to set up their technology, the technology specifications, how to install the MCAS Student Kiosk, and how to complete site readiness, which we'll get to in a couple of slides.


217
00:37:23.550 --> 00:37:35.790
Shannon Cullen: MCAS Student Kiosk was updated and should have been installed this past fall. There's just a note here about Chrome OS schools, because there are new instructions as of the fall, last fall.


218
00:37:35.820 --> 00:37:44.059
Shannon Cullen: For installing the updated kiosk, they are linked here, and there was also a training a couple weeks ago, which, the recording of which is also linked here.


219
00:37:44.720 --> 00:37:59.229
Shannon Cullen: Technology coordinators should have completed site readiness. There's an appendix in the principal's Administration Manual for technology coordinators, and there was another training session this past fall specific to technology coordinators that's linked here as well.


220
00:38:00.270 --> 00:38:01.180
Shannon Cullen: Next slide.


221
00:38:03.460 --> 00:38:22.840
Shannon Cullen: Technology preparations for you as the principal or test coordinator, are your meeting with your technology coordinator to make sure that they've completed those tasks, and to help plan for setup and troubleshooting. So you'll want to make sure you have tech staff on hand in case you come across any technology issues during testing.


222
00:38:22.840 --> 00:38:31.590
Shannon Cullen: And then you'll also want to do, or have your technology staff do the actual setup the day, or the few days prior to testing, preparing devices.


223
00:38:31.590 --> 00:38:39.939
Shannon Cullen: Their hardware. We do have this computer-based testing device planner, which can help you plan for how many student devices you need each day.


224
00:38:40.970 --> 00:38:41.840
Shannon Cullen: Next slide.


225
00:38:43.820 --> 00:38:58.430
Shannon Cullen: All right, talked about site readiness a couple of times. I'm gonna do a really high-level overview in the next couple of slides, so that doesn't sound like I'm speaking a foreign language. So site readiness is a task that's completed by technology coordinators.


226
00:38:58.430 --> 00:39:07.570
Shannon Cullen: And it's essentially done to make sure that student devices are set up correctly. It confirms that the MCAS student kiosk has been installed correctly.


227
00:39:07.570 --> 00:39:24.679
Shannon Cullen: that the testing devices meet the requirements, that the test content is reaching those devices, and it helps identify any potential tech issues before testing starts. So it's really, really important for technology coordinators to complete this process before testing.


228
00:39:25.190 --> 00:39:44.249
Shannon Cullen: We recommend completing it in the fall, right after the kiosk has been installed, but if your school has had any technology changes since site readiness was completed, we do recommend doing it again to make sure that those changes, are still okay to move forward with for testing.


229
00:39:44.880 --> 00:39:45.820
Shannon Cullen: Next slide.


230
00:39:48.270 --> 00:40:07.039
Shannon Cullen: high-level overview of the steps for site readiness. So, step one, technology coordinators complete the test. It's, they're doing this test on student devices. Once the test is completed successfully, they certify that site readiness has been completed in the MCAS portal.


231
00:40:07.410 --> 00:40:16.060
Shannon Cullen: And then the third step is you can… you as a principal or school test coordinator can go into the MCAS portal and see that


232
00:40:16.170 --> 00:40:18.409
Shannon Cullen: The site has been certified.


233
00:40:18.520 --> 00:40:30.639
Shannon Cullen: Another note here is that we will be following up with schools that do not complete site readiness, so if you see any of those emails, that's what this is about. That means we're not seeing that site readiness has been completed at your school.


234
00:40:31.330 --> 00:40:32.190
Shannon Cullen: Next slide.


235
00:40:33.400 --> 00:40:34.170
Shannon Cullen: Okay.


236
00:40:34.480 --> 00:40:49.709
Shannon Cullen: So we've talked about test coordinator tasks, we've talked about technology coordinator tasks. Next few slides, I'm going to talk about test administrator tasks. So these are for your teachers in your classrooms administering the test to students.


237
00:40:49.830 --> 00:40:53.460
Shannon Cullen: Before I walk through these, I want to note what's at the bottom here.


238
00:40:53.460 --> 00:41:12.210
Shannon Cullen: is that schools can choose to have these tasks completed centrally by your test coordinator instead of your test administrators. So if you'd prefer not to delegate these tasks to all of your staff who are administering the tests, that is a local decision.


239
00:41:12.850 --> 00:41:18.950
Shannon Cullen: If you are having your test administrators complete these tasks, Here we have the timeline.


240
00:41:19.150 --> 00:41:26.670
Shannon Cullen: About 3 weeks before testing, they should verify that they're able to get into the MCAS portal, the online management system.


241
00:41:27.040 --> 00:41:43.560
Shannon Cullen: About 2 days before testing, or up to 2 days before testing, they should verify that students have the correct form-dependent accommodations. Remember, these are the ones that are particularly important to double, triple, quadruple check that they're correct before testing.


242
00:41:44.090 --> 00:41:47.389
Shannon Cullen: And we'll talk about this a little more on, in a couple of slides.


243
00:41:48.070 --> 00:42:04.680
Shannon Cullen: Before students arrive on test day, they should verify their student roster and accommodations on the summary page. I'll show you the summary page in a few slides. This is a page that gets printed with student logins that you then deliver to teachers with their materials.


244
00:42:04.960 --> 00:42:16.829
Shannon Cullen: And then during testing, test administrators are distributing the logins to students. Those are the pieces of paper that contain their usernames and passwords. They're monitoring student testing status in the portal.


245
00:42:16.830 --> 00:42:25.420
Shannon Cullen: And they may be prompted to enter that proctor password. Remember, that's that additional security measure that's required in certain situations.


246
00:42:25.880 --> 00:42:26.840
Shannon Cullen: Next slide.


247
00:42:28.630 --> 00:42:32.979
Shannon Cullen: Some ways to help prepare your test administrators for these tasks.


248
00:42:33.100 --> 00:42:43.719
Shannon Cullen: There are instructions and troubleshooting steps in an appendix of the CBT Test Administrator's Manual that you can refer test administrators to.


249
00:42:44.080 --> 00:43:02.349
Shannon Cullen: We are also producing and will soon post a module specifically for test administrators. This will be a walkthrough of the MCAS portal, focusing only on the sections of the portal that test administrators can see and are responsible for.


250
00:43:02.350 --> 00:43:13.719
Shannon Cullen: This is not yet posted to the Resource Center. We expect it will be posted soon, and we do encourage you to share this widely with your test administrators who will be using the MCAS portal.


251
00:43:14.440 --> 00:43:15.280
Shannon Cullen: Next slide.


252
00:43:18.230 --> 00:43:31.140
Shannon Cullen: We also have the guide to the MCAS Portal. If you've seen it, you know it's a very long guide, and it's long because we contain screenshots and step-by-step instructions for every MCAS Portal task.


253
00:43:31.180 --> 00:43:39.940
Shannon Cullen: It is broken down into sections. If you go to this link here, you'll see it split out into parts, so you can look at one part at a time, if that suits you best.


254
00:43:40.070 --> 00:43:59.009
Shannon Cullen: But we also wanted to highlight here the pages in the guide that correspond to test administrator tasks. So if you wanted to share this with your test administrators as another resource, again, step-by-step instructions with screenshots for how they will complete these tasks, you can certainly do so.


255
00:43:59.650 --> 00:44:00.560
Shannon Cullen: Next slide.


256
00:44:02.430 --> 00:44:08.309
Shannon Cullen: I spoke about the sample summary page, so wanted to just take a moment to orient you to this.


257
00:44:08.430 --> 00:44:22.470
Shannon Cullen: This page is automatically printed when you print out your student logins, those slips of paper with student names and passwords, and this comes out as the first page that's automatically printed with the PDF form of those logins.


258
00:44:22.540 --> 00:44:30.230
Shannon Cullen: It contains a lot of information. This is something you should include in your materials that you hand over to test administrators on testing day.


259
00:44:30.930 --> 00:44:38.570
Shannon Cullen: It includes the access codes at the top here. Those are the codes that students need to enter in order to log into the test.


260
00:44:38.730 --> 00:44:42.619
Shannon Cullen: You'll see on the left-hand side, it lists out the full student roster.


261
00:44:42.750 --> 00:44:50.920
Shannon Cullen: And then in the middle here, it contains all students' usernames and passwords for that class. So it's a good,


262
00:44:51.160 --> 00:44:56.020
Shannon Cullen: Central list of usernames and passwords for test administrators to have should they need it.


263
00:44:56.860 --> 00:45:13.859
Shannon Cullen: It also contains a list of all accommodations for each student, and that's the column all the way on the right. And so this is one way that test administrators can double-check accommodations on the morning of testing before students log in to the test.


264
00:45:14.620 --> 00:45:15.480
Shannon Cullen: Next slide.


265
00:45:17.440 --> 00:45:27.949
Shannon Cullen: Okay, and to bring us full circle, now we're back at steps to complete for you as principals and test coordinators during and after testing.


266
00:45:28.220 --> 00:45:39.289
Shannon Cullen: So, there are some, pages in the principal's Administration Manual that we've listed out here that contain the list of tasks to complete during and after testing.


267
00:45:39.400 --> 00:45:46.710
Shannon Cullen: Going back to that SIMS piece, you'll want to make sure that student data is updated so that SIMS and the MCAS portal match.


268
00:45:47.510 --> 00:46:03.270
Shannon Cullen: You'll want to look out for the data release schedule. We typically announce this in a spring edition of the Student Assessment Update. This is not available yet for this year, but just wanted to give you a heads up that you'll find it in the Student Assessment Update when available.


269
00:46:03.380 --> 00:46:16.240
Shannon Cullen: And again, just want to note that we will have additional training sessions this winter. We have a few that are scheduled to occur in March that are focused on the MCAS Portal tasks that we just walked through.


270
00:46:16.970 --> 00:46:17.880
Shannon Cullen: Next slide.


271
00:46:19.840 --> 00:46:37.890
Shannon Cullen: Another task that principals will need to complete after testing is completing the PCPA. This is a statement that principals log into and read and sign to certify that they have followed proper test security protocols.


272
00:46:37.900 --> 00:46:50.309
Shannon Cullen: There are steps located in the PAM, which is linked here. I know this slide contains a lot of information. We have the dates that it's due down the bottom. For your reference, there's a different date for each administration.


273
00:46:50.940 --> 00:47:02.560
Shannon Cullen: And then, you will need your school's password for the service center to complete the PCPA, because the PCPA is located on the MCAS Service Center.


274
00:47:02.560 --> 00:47:18.400
Shannon Cullen: So there's some notes here about how to find that password if you don't have it already. Those are secure passwords that we share via Dropbox. There are instructions on how to find the password in this linked December 10th student assessment update.


275
00:47:19.570 --> 00:47:20.460
Shannon Cullen: Next slide.


276
00:47:22.240 --> 00:47:36.829
Shannon Cullen: Okay, and I know that was a lot of information in a short amount of time. That was, again, meant to be a very high-level overview of tasks for you and your staff to complete in the NCAS portal, so I wanted to leave you with some links here.


277
00:47:36.830 --> 00:47:53.750
Shannon Cullen: specific to those tasks that you can go and look at, refer back to, including the guide to the MCAS portal and different parts of that guide. So you'll see we've linked here parts for student registration, as well as additional pre-administration tasks.


278
00:47:53.840 --> 00:47:58.720
Shannon Cullen: And also want to note, again, the modules. They're linked down the bottom.


279
00:47:58.870 --> 00:48:13.339
Shannon Cullen: Those are video demonstrations of discrete tasks in the MCAS portal, so if you are somebody who would like to see video assistance in addition to reading through the guide, that's a good place to start.


280
00:48:13.950 --> 00:48:21.029
Shannon Cullen: And I think that brings us to our Q&A, so I'll pause and ask Jody if there are any questions you'd like to call out here.


281
00:48:22.830 --> 00:48:29.300
Jodie Zalk: Thank you, Shannon. Thank you for that walkthrough of tasks for preparing for computer-based testing.


282
00:48:29.810 --> 00:48:45.960
Jodie Zalk: There are no questions in the Q&A currently, but I think this is a good opportunity. Let's take a breath, we'll give ourselves a stretch. There's been a lot of information that's been presented so far.


283
00:48:46.090 --> 00:49:04.929
Jodie Zalk: So, I'll pause for just a moment in case there are questions that are percolating. Of course, I think that my team and I are clear, but I know that there are questions that you may have, so I want to make sure that you get the answers to questions that are on your minds, and want to make sure that


284
00:49:05.750 --> 00:49:08.930
Jodie Zalk: We're not overloading you this morning, excuse me.


285
00:49:09.350 --> 00:49:14.520
Jodie Zalk: And want to make sure that we're ready as we jump into the next section.


286
00:49:18.230 --> 00:49:37.169
Jodie Zalk: Well, I don't see any questions in the Q&A yet. We can, continue to monitor the Q&A in the background, and, we'll be able to do that and respond to folks, and we'll move on at this time. David's going to present about test security requirements.


287
00:49:40.700 --> 00:49:54.719
David Ragsdale: Thank you, Jody. Good morning, everyone. Thanks for being here. My name is David Ragsdale. I'm the test security specialist at DESE, and so if you have any kinds of incidents during testing, I'm generally the person that you will be speaking to if you call our office.


288
00:49:54.720 --> 00:50:06.350
David Ragsdale: I'm going to walk you through the test security requirements for MCAS, and we're going to have a focus on prevention. This is the most important thing that I want to say about framing


289
00:50:06.420 --> 00:50:24.110
David Ragsdale: test security is that most issues that can come up during testing can be anticipated, and most can be prevented. Obviously not all, but the large focus of what we're going to be talking about is trying to prevent incidents, deter incidents, before they occur in the first place.


290
00:50:24.600 --> 00:50:28.740
David Ragsdale: Alright, next slide, and we're going to begin with a question.


291
00:50:29.120 --> 00:50:32.719
David Ragsdale: Which of the following are testing irregularities?


292
00:50:33.910 --> 00:50:51.950
David Ragsdale: And we have several polls during this session. I'm going to try to give enough time for you to review the answers, while also recognizing that we need to kind of move… move through the presentation as well. So, if we close a poll before you've had as much time as you might like to fully consider all the answers, I apologize for that now.


293
00:50:53.520 --> 00:50:57.399
David Ragsdale: 7 options here. Which of these are testing irregularities?


294
00:51:07.960 --> 00:51:16.210
David Ragsdale: Alright, and I'll give a little countdown to close this. 5, 4, 3… 2… 1…


295
00:51:16.870 --> 00:51:22.660
David Ragsdale: And let's close that and see… What we have here…


296
00:51:24.640 --> 00:51:34.910
David Ragsdale: Alright, and that looks pretty solid. The answer is that everything here is an irregularity, with the exceptions of C and G.


297
00:51:34.990 --> 00:51:44.689
David Ragsdale: So calculators are permitted on all… both sessions of all science tests, both the grades 5 and 8, and the high school tests, and even on computer-based testing.


298
00:51:45.680 --> 00:52:05.400
David Ragsdale: handheld calculators are permitted if students want to use them. So that is fine. And then in G, reading a word to a student who requests it on the civics test is universal accessibility feature, which we will talk about on a later slide. I tried to make E about as easy as possible as the biggest gimme.


299
00:52:05.480 --> 00:52:06.829
David Ragsdale: In here.


300
00:52:07.220 --> 00:52:17.580
David Ragsdale: For B, one thing to mention is filled in is the reason that that is an irregularity. That supplemental reference sheets have to be blank when students, begin the test.


301
00:52:17.790 --> 00:52:18.800
David Ragsdale: Next slide.


302
00:52:21.150 --> 00:52:34.059
David Ragsdale: Leadership is very important for a proper MCAS administration. Leaders set the tone, and everyone takes their cues from above. So, the principals and schools take their cues from the superintendent and central office staff.


303
00:52:34.060 --> 00:52:42.789
David Ragsdale: School staff take their cues from the principal and school administration, and students take their cues from their teachers and principals and administrators.


304
00:52:42.790 --> 00:52:53.519
David Ragsdale: So this really all flows down from the top, and when leaders set a proper tone, then, you know, everything, works well, down to the… all the way down to the bottom.


305
00:52:53.660 --> 00:53:10.000
David Ragsdale: So, at the superintendent level, we like districts to be involved hands-on in their MCAS administrations in their schools. So we want superintendents to be contacting their principals, making sure that their plans are known and have been reviewed.


306
00:53:10.000 --> 00:53:26.530
David Ragsdale: At the principal level, you should be contacting your superintendent and making sure that you convey the plans that you're making, any resources that you need. At the superintendent level, it's a good idea to ask your principals any resources that they need, any way that you can help.


307
00:53:26.920 --> 00:53:41.199
David Ragsdale: At the school level, principals are establishing the school-wide expectations for the test administration, and have very important responsibilities in making sure that test administrators are properly trained, protocols are followed, accommodations are correctly given.


308
00:53:41.200 --> 00:53:53.080
David Ragsdale: Now, many of these tasks can be delegated to a school test coordinator, and as a principal, if you do that, if you assign a school test coordinator, make sure to check in with them regularly and give them the support they need.


309
00:53:53.080 --> 00:53:57.450
David Ragsdale: You always want to be asking, what do you need? You know, what resources, what time?


310
00:53:57.450 --> 00:54:03.750
David Ragsdale: What do you need in order to… what can I give you to, support you in the MCAS administration?


311
00:54:04.210 --> 00:54:17.470
David Ragsdale: One task that cannot be delegated is signing the PCPA, which Shannon mentioned on a previous slide. This has to be signed by the principal and is a series of statements that you attest to at the end of the administration.


312
00:54:17.560 --> 00:54:33.849
David Ragsdale: We publish these statements in advance on our admin webpage, and I always advise that principals look at these statements in advance and work backwards from them. What do you need to do now to ensure that at the end of testing, you can properly attest to all of those statements?


313
00:54:34.720 --> 00:54:35.720
David Ragsdale: Next slide.


314
00:54:37.710 --> 00:54:44.629
David Ragsdale: Alright, another question here, now about secure materials. Which of the following materials are secure?


315
00:54:45.040 --> 00:54:50.070
David Ragsdale: Blank scratch paper, used scratch paper, student logins.


316
00:54:50.320 --> 00:54:54.169
David Ragsdale: Supplemental reference sheets for students with Accommodation A9,


317
00:54:54.620 --> 00:54:58.640
David Ragsdale: Test and answer booklets, and summary pages.


318
00:54:59.810 --> 00:55:04.049
David Ragsdale: Of these 6 options, Which of these are secure?


319
00:55:07.810 --> 00:55:13.640
David Ragsdale: And we'll close this in 5, 4… 3, 2, 1.


320
00:55:20.510 --> 00:55:26.289
David Ragsdale: All right, the… yeah, I see there, yep, student logins, 100%, good to see that.


321
00:55:26.850 --> 00:55:37.710
David Ragsdale: The answers here is everything except for A, blank scratch paper, and D, supplemental reference sheets. Blank scratch paper is just literally blank paper, so there's nothing secure about that.


322
00:55:37.720 --> 00:55:47.759
David Ragsdale: The supplemental reference sheets, even though they contain more information than the standard reference sheets, it is still just basic, for example, mathematics or science information.


323
00:55:47.760 --> 00:56:00.300
David Ragsdale: And those are available to download right now on the accessibility section of our website. Those are not secure, but the others do contain either test content or ways to access the test.


324
00:56:00.410 --> 00:56:01.659
David Ragsdale: Next slide, please.


325
00:56:03.000 --> 00:56:15.220
David Ragsdale: So, we're going to talk about secure content and secure materials. Two different ideas here. Secure content is fairly simple. It is anything MCAS-related that has not been publicly released.


326
00:56:15.350 --> 00:56:22.599
David Ragsdale: So anything about MCAS questions that we have not publicly released on our website is secure content.


327
00:56:22.600 --> 00:56:46.019
David Ragsdale: And so that's the questions themselves, but also, you know, answer choices, reading passages, diagrams, essentially any information about the questions themselves that haven't been publicly released is secure, as well as student responses to test questions. So as soon as students are responding, writing constructed response or essay questions, then that information is also secure content.


328
00:56:46.660 --> 00:57:05.139
David Ragsdale: And then, in the materials section, we have the student logins and test administrator logins, which contain the usernames and passwords for actually logging into the test. The summary pages from the student login, this is the first page of the PDF download, so when you download your student logins.


329
00:57:05.140 --> 00:57:17.850
David Ragsdale: The first page is the summary page, and it contains all of the usernames and passwords, and most importantly, it contains the access codes that students will need and test administrators will write on the board in order for students to begin their test.


330
00:57:18.680 --> 00:57:33.840
David Ragsdale: And then used scratch paper, as soon as students are using scratch paper and writing on it, that is now secure materials. It has to be kept securely until it is destroyed. And then booklets that contain the actual test for paper-based testing are also secure.


331
00:57:34.000 --> 00:57:35.030
David Ragsdale: Next slide.


332
00:57:36.700 --> 00:57:44.009
David Ragsdale: So, focusing on secure content, again, for a moment, the basic rule of secure content is that it is confidential.


333
00:57:44.230 --> 00:57:54.390
David Ragsdale: And so everyone in the school, from principals to test administrators to, principals and test administrators, are prohibited from viewing it, copying it, or discussing it.


334
00:57:55.000 --> 00:58:06.550
David Ragsdale: Right? Those are the basic lines. So, on screens, in booklets, you shouldn't be looking at test content, copying test content, photographing it, or discussing test content, with the exception noted here.


335
00:58:07.100 --> 00:58:10.950
David Ragsdale: Alright, that is our basic rule. Secure content is confidential.


336
00:58:11.140 --> 00:58:13.309
David Ragsdale: However, there are some exceptions to that.


337
00:58:13.350 --> 00:58:17.419
David Ragsdale: At least to the viewing, to the viewing content prohibition.


338
00:58:17.430 --> 00:58:29.880
David Ragsdale: So the first one, and most important, is there are certain accommodations that are listed in the PAM, and I have listed here on the slide, that involve contact with the content of the test.


339
00:58:29.880 --> 00:58:41.079
David Ragsdale: Either through the student responses or the test itself. And the easiest example is a human read-aloud. If you're reading the test aloud to a student, then obviously you have to be actually looking at the test and reading it to the student.


340
00:58:41.080 --> 00:58:50.030
David Ragsdale: So that is an exception. All of the accommodations listed here require the non-disclosure acknowledgement, about which more coming later.


341
00:58:50.170 --> 00:59:08.009
David Ragsdale: A second exception is assisting the student with the computer interface. We'll talk more about that as well, but if you need to kind of help a student do something they're trying to do on the computer, you would be looking at their screen. And then lastly, UF11 is that reading a short phrase or word aloud


342
00:59:08.010 --> 00:59:22.600
David Ragsdale: on mathematics, science, or civics tests. So on all tests except for ELA tests, so all math, science, and the grade 8 civics test, a student can point to a word or short phrase, and the test administrator can read it aloud. Not define it, not explain it.


343
00:59:22.600 --> 00:59:30.110
David Ragsdale: But simply pronounce the word, read it aloud to them. And of course, you will, again, have to look at the screen and what word the student wants pronounced in order to do that.


344
00:59:30.380 --> 00:59:35.960
David Ragsdale: So these are exceptions to the prohibition of viewing secure content. Next slide.


345
00:59:37.490 --> 01:00:01.460
David Ragsdale: Alright, turning back to secure materials, it is very important that all secure materials are stored in a secure central location. They cannot be stored in classrooms, they have to be stored someplace centrally with restricted access, where they are, you know, locked when tests are not being administered. So if they're not out in testing rooms being actively used for testing, they need to be secured in that central storage.


346
01:00:02.010 --> 01:00:19.570
David Ragsdale: And when materials do go back and forth between central storage and testing rooms, you need to maintain the chain of custody of these materials. And you do that, first of all, with internal tracking forms, so you need to document the transfer of materials out to testing rooms and back.


347
01:00:19.570 --> 01:00:28.450
David Ragsdale: With internal tracking forms. We provide sample tracking forms that you can use, but you can develop your own with certain, as long as they,


348
01:00:28.450 --> 01:00:32.389
David Ragsdale: do certain things, they have certain requirements, which we've listed in the PAM for that.


349
01:00:32.650 --> 01:00:39.399
David Ragsdale: The second thing that's important is independent counts of secure materials. So anytime materials are being transferred.


350
01:00:39.400 --> 01:00:53.050
David Ragsdale: there needs to be independent counts from the test coordinator and the test administrator. So the test coordinator can't simply count up a bunch of materials and student logins, and then the test administrator comes in and just kind of, like, you know, takes them away to the room.


351
01:00:53.050 --> 01:01:00.899
David Ragsdale: The test administrator independently counts the materials, then they both sign the tracking form, and everyone agrees on what's going out to that room.


352
01:01:00.940 --> 01:01:17.440
David Ragsdale: And the process reverses on the way back. So when testing is complete, the materials come back to central storage, and both the test administrator and the test coordinator independently count the materials and agree that this is what we're working with, that everyone agrees on the count.


353
01:01:17.440 --> 01:01:23.470
David Ragsdale: If there is a disagreement there, if there's some kind of problem, then it can be immediately looked into and investigated.


354
01:01:25.020 --> 01:01:26.120
David Ragsdale: Next slide.


355
01:01:28.560 --> 01:01:43.839
David Ragsdale: Now I'm going to talk about a secure testing environment, and we're going to begin with outside of the room, because students sometimes have to leave the room. Sometimes they need to go to the nurse, they may need to go to the restroom, they may need to go to a supervised lunch, or to a test completion room.


356
01:01:43.910 --> 01:01:55.830
David Ragsdale: And in all of these cases, they need to be supervised when they're out of the room. So you need to have plans in place for how this is going to be done. Anytime students are out of the room, there needs to be some kind of supervision.


357
01:01:55.860 --> 01:02:05.890
David Ragsdale: And that can be done by having just hallway monitors, you can have restroom monitors stationed outside the restrooms with a line of sight to the rooms, you can call for an escort.


358
01:02:05.890 --> 01:02:17.430
David Ragsdale: You may have… you have a second test administrator, they can escort students, but however you do it, you need to make sure that students have some kind of monitoring and supervision when they're out of the testing room.


359
01:02:17.430 --> 01:02:23.070
David Ragsdale: We also have a few optional scripts that we've placed in the manual that you can use or not at your discretion.


360
01:02:23.680 --> 01:02:24.790
David Ragsdale: Next slide.


361
01:02:26.170 --> 01:02:40.970
David Ragsdale: Alright, so now moving into the room for a secure testing environment, the first thing is there can't be anything up in the room that is connected to what students are testing in. So you have to cover or remove these prohibited classroom displays.


362
01:02:40.970 --> 01:02:47.939
David Ragsdale: Usually, schools tend to do this in advance, you know, as they're making their preparations. One thing I want to warn you of.


363
01:02:47.940 --> 01:03:05.700
David Ragsdale: Is that if later on, after you've done this initial process, you realize you need another room for testing, don't forget this step. Because sometimes, you know, you just… you do it all at once, and then you don't think about it again. But if you start to use a room that you weren't planning to use, make sure that you do this step.


364
01:03:05.700 --> 01:03:08.209
David Ragsdale: And cover or remove any prohibited displays.


365
01:03:08.250 --> 01:03:27.759
David Ragsdale: There can't be any unauthorized visitors in testing rooms, and most importantly, that means teachers not assigned to the room as test administrators. Just because you're a teacher in the school, you can't simply enter MCAS testing rooms. So if you're not specifically assigned to that room as a test administrator, you shouldn't be in there as a teacher.


366
01:03:28.100 --> 01:03:39.170
David Ragsdale: Testing rooms can be entered by technology staff if needed for troubleshooting. They can be entered by school administrators and the testing coordinator, and not only may be entered, should be entered.


367
01:03:39.170 --> 01:03:56.249
David Ragsdale: So, it's very important that the test coordinator or other administrators at the school go around and check on testing rooms. You should be entering rooms, making sure that everything is set up correctly, that, again, that all displays have been properly covered, that no one can see another person's computer screen.


368
01:03:56.250 --> 01:04:01.730
David Ragsdale: Check that the test administrator has everything that they need, so this is an important step. They should be entering rooms.


369
01:04:01.930 --> 01:04:14.980
David Ragsdale: Likewise, district personnel, we mentioned that we like district personnel to have a hands-on role, so if district personnel come to the school, they can also enter testing rooms. And when we at DESE do school observations, which we do every spring.


370
01:04:14.980 --> 01:04:21.940
David Ragsdale: We will also, if we come to your school, we will also be entering testing rooms, to make sure that everything is correctly set up.


371
01:04:22.450 --> 01:04:37.319
David Ragsdale: We also always advise each year to use two test administrators in the room when possible. And of course, that's a big caveat. We know that it's not always possible, depending on your staffing, you know, what you have available for staffing and rooms.


372
01:04:37.320 --> 01:04:52.560
David Ragsdale: It's not always possible, but when possible, there are many advantages to having more than one test administrator covering a room. So we always want to put that in as a recommendation. Even if you can't do it for all rooms, do it for the ones that you can. There are a lot of advantages to that.


373
01:04:52.600 --> 01:04:53.590
David Ragsdale: Next slide.


374
01:04:55.200 --> 01:05:02.770
David Ragsdale: The final point about a secure setup in the room is this fundamental idea that students shouldn't be able to view any screen except their own.


375
01:05:03.120 --> 01:05:13.689
David Ragsdale: If students can see other students' computer screens, then that is not a secure environment. So you have to think about how are we going to set up the room to make sure that they can't?


376
01:05:13.780 --> 01:05:27.340
David Ragsdale: And sometimes that's going to be a different setup for a different room. If you have enough space, it might be as simple as just spreading the students out far enough. But if they're a little bit compact, if you don't have the space, if you have more students in the room than can do that.


377
01:05:27.340 --> 01:05:50.119
David Ragsdale: then you may have to get a little bit more creative, and you have to think about alternative arrangements. How do I stagger students? Can I put them in a semicircle? Can I spin their desks in particular directions? You may have to consider physical barriers. So, sometimes you have partitions, privacy screens, that's another option that many schools use. One thing I want to emphasize about physical barriers is that


378
01:05:50.500 --> 01:06:10.489
David Ragsdale: the same… the purpose of the barrier is to block students from other students, but the same barrier that does that will also block them from your test administrators. So, it's important, if you are using physical barriers, that the test administrator be up and moving around and really make sure… make sure to get eyes on all the students, so you can see what they're doing.


379
01:06:10.730 --> 01:06:15.159
David Ragsdale: And then the point that I made in the previous slide about having an administrator walk around


380
01:06:15.160 --> 01:06:31.960
David Ragsdale: and enter rooms and check the rooms. This is often something that's very easy to see when you just enter a room immediately if, oh, these students are too close together, this one should be turned another direction. Sometimes it's a little harder to see that as the test administrator, because you're doing so many other things and have many other responsibilities.


381
01:06:32.160 --> 01:06:33.170
David Ragsdale: Next slide.


382
01:06:35.859 --> 01:06:52.540
David Ragsdale: All right, so prohibited materials. There is a much longer list than the bullets I've put here in the PAM and in the manuals, as well as the TAMs, of items that are prohibited. In fact, you know, the list of things that are prohibited is far longer than what they can have with them.


383
01:06:52.540 --> 01:07:10.940
David Ragsdale: But these are some of the key things. Cell phones, obviously, a huge problem for all kinds of testing. Calculators on non-calculator sessions, notes and unauthorized reference material, which we have some examples here. This is a big problem, and so you really have to make sure that students are not using that.


384
01:07:10.939 --> 01:07:15.710
David Ragsdale: One addition to the list this year is smart glasses, which is something that we are increasingly seeing.


385
01:07:15.710 --> 01:07:32.040
David Ragsdale: These are glasses that generally have cameras and microphones, internet connections, often AI capabilities. Sometimes they even have prescription lenses, and so students can use them as regular glasses, but because of those additional features, they are prohibited during testing.


386
01:07:32.250 --> 01:07:49.490
David Ragsdale: We provide a poster that shows some of the key prohibited materials that we encourage you to print and put up, even though there's a section in the scripts that tells students that they can't access these types of devices. It's nice to have a reminder, just that they can, when they look up.


387
01:07:49.490 --> 01:08:01.399
David Ragsdale: That they'll just kind of see as a reminder that, oh, you can't access any of these devices. So we strongly encourage schools to, print and put up that material of prohibited… that poster of prohibited materials.


388
01:08:01.640 --> 01:08:02.569
David Ragsdale: Next slide.


389
01:08:04.010 --> 01:08:17.059
David Ragsdale: These are just a few examples that we've collected over the years of ways that schools collect cell phones, which, again, tends to be the most important thing to make sure that students don't have. So here are a few examples that we've seen.


390
01:08:17.060 --> 01:08:25.210
David Ragsdale: And next, we're going to ask a quick poll question of what procedure does your school use to make sure that students don't have access


391
01:08:25.350 --> 01:08:27.490
David Ragsdale: To cell phones during testing.


392
01:08:27.600 --> 01:08:35.100
David Ragsdale: So, phones and backpacks, and backpacks to the side, or the back of the room, collected and kept at the front of the room.


393
01:08:35.400 --> 01:08:39.340
David Ragsdale: Put in lockers, Not allowed in school?


394
01:08:39.900 --> 01:08:48.689
David Ragsdale: Locked away during the school day, for example, magnetically sealed pouches, as shown on the previous slide, or storage cases.


395
01:08:48.790 --> 01:08:50.050
David Ragsdale: Or something different.


396
01:08:50.720 --> 01:08:52.060
David Ragsdale: We would like to know.


397
01:08:52.220 --> 01:08:56.900
David Ragsdale: what you are currently doing, or what combination of things. Maybe you do more than one of these.


398
01:08:58.560 --> 01:09:04.570
David Ragsdale: Alright, and we'll close this in 5, 4, 3, 2, 1.


399
01:09:08.940 --> 01:09:12.430
David Ragsdale: Alright, 38% in backpacks and away.


400
01:09:12.630 --> 01:09:15.310
David Ragsdale: 33% at the front of the room.


401
01:09:15.420 --> 01:09:16.980
David Ragsdale: 36%.


402
01:09:17.340 --> 01:09:20.390
David Ragsdale: In lockers, and then a smaller number for…


403
01:09:20.780 --> 01:09:23.979
David Ragsdale: Not allowed in school or locked away during the day.


404
01:09:24.420 --> 01:09:33.950
David Ragsdale: Okay, that is useful, that is good to know, and useful information. I keep track of, sort of, how these, numbers change over the years, as, new…


405
01:09:34.160 --> 01:09:37.930
David Ragsdale: new strategies that pop up. All right, next slide.


406
01:09:39.460 --> 01:09:54.650
David Ragsdale: Now, I'm going to talk about training. So, one of the most important responsibilities of the principal or test coordinator is to train your test administrators. Well-trained test administrators solve problems, prevent problems. If your test administrators are well-trained.


407
01:09:54.650 --> 01:10:08.499
David Ragsdale: then your MCAS administration will generally go smoothly. So everyone involved in MCAS has to participate in a school-provided training session that covers security requirements, administration protocols, and your school-specific procedures and logistics.


408
01:10:08.980 --> 01:10:19.339
David Ragsdale: The trainings need to be live and synchronous, meaning that you can't just, for example, email a set of slides to your staff and just say, read these and now you're trained.


409
01:10:19.920 --> 01:10:27.859
David Ragsdale: You can be virtual, so you can meet over Zoom, for example, but you do have to meet synchronously, and, live for this training.


410
01:10:28.000 --> 01:10:34.360
David Ragsdale: We provide training sample slides that you can use. They will be posted in early February.


411
01:10:34.380 --> 01:10:51.910
David Ragsdale: And we highly encourage you to use them. They contain all of the security information that you need to convey to your test administrators, and they also contain places, essentially placeholder slides, for you to put in your own local procedures, which is a big part of your training as well.


412
01:10:52.010 --> 01:11:00.099
David Ragsdale: If you decide to use something else, because again, these are optional, if you decide to use a different set of training materials, we still highly encourage you


413
01:11:00.100 --> 01:11:15.579
David Ragsdale: to look at these slides and review them, because even if you use different materials, you still have to make sure that the information that these slides contain is conveyed to your test administrators. So, whether you use the slides or not, you should definitely view them and make sure that your training is covering everything that it needs to.


414
01:11:16.240 --> 01:11:17.430
David Ragsdale: Next slide.


415
01:11:18.400 --> 01:11:36.669
David Ragsdale: The second aspect of training is that you need to document that you have trained your test administrators. So you need some kind of form or way of indicating that these test administrators were trained on such and such a day, and here is the sign-in sheet. If someone came to you next year and said, was this test administrator trained? Well, when?


416
01:11:36.670 --> 01:11:47.809
David Ragsdale: You should be able to produce documentation that says, we held a training on such-and-such day, and here is the sign-in, or some other acknowledgement from that test administrator showing that they participated in training.


417
01:11:47.840 --> 01:11:56.600
David Ragsdale: We provide, again, a sample form for this, which you can use, or you can develop your own form, as long as, again, you can provide that information if needed.


418
01:11:56.890 --> 01:12:11.049
David Ragsdale: I mentioned the non-disclosure acknowledgement before. There is a list of accommodations that I was placed on slide 57, but is also listed in all three manuals. The page references are here. Those


419
01:12:11.260 --> 01:12:33.900
David Ragsdale: Accommodations require the test administrator to sign the non-disclosure acknowledgement. As part of your preparations, you should take note of any students you have who are going to be using those accommodations, note which test administrators are going to be delivering those accommodations, and make sure that they sign the non-disclosure acknowledgement before training. It doesn't have to happen in the training session.


420
01:12:33.900 --> 01:12:40.020
David Ragsdale: But it's a convenient time to do it, and it's important that they have signed that before the actual test administration occurs.


421
01:12:40.350 --> 01:12:57.319
David Ragsdale: When we go into schools and, for our spring observations and look at documentation, this is frequently one of the things that has been missed, all right? So, make sure that you are checking that list of accommodations that requires the non-disclosure acknowledgement, and making sure


422
01:12:57.320 --> 01:13:02.220
David Ragsdale: Any teachers and test administrators delivering that accommodation, have signed it.


423
01:13:02.340 --> 01:13:03.369
David Ragsdale: Next slide.


424
01:13:05.650 --> 01:13:09.320
David Ragsdale: So here's a quick list of the test administrator responsibilities.


425
01:13:10.140 --> 01:13:17.199
David Ragsdale: And I'm going to focus on a few of them in here. The fourth bullet, circulate through the room. This is really important.


426
01:13:18.040 --> 01:13:31.810
David Ragsdale: Active proctoring is good proctoring. So, you need to make sure that you don't have to be on, you know, test administrators don't have to be on their feet the entire time, but with frequency, they should be up and moving around the room and circulating throughout the room.


427
01:13:32.200 --> 01:13:38.459
David Ragsdale: It's important that they focus their full attention on the testing room. Even though MCAS testing sometimes will take several hours.


428
01:13:38.520 --> 01:13:56.959
David Ragsdale: It is important that their focus is on the students taking the test, and not on anything else. So, not grading papers, not prepping lessons, you know, even anything that is not MCAS-related and monitoring-related, they should not be doing. Their full attention has to be focused on the testing room.


429
01:13:57.360 --> 01:14:08.399
David Ragsdale: And the last point that I want to emphasize, which we'll get into on the next slide, is to refrain from coaching students or influencing their responses in any way. And I'm going to expand on this idea in the next slide, please.


430
01:14:09.280 --> 01:14:10.050
David Ragsdale: So…


431
01:14:10.240 --> 01:14:19.580
David Ragsdale: What we put under the umbrella of coaching is a lot of things, so hints and clues, indicating that a student may have answered a question incorrectly.


432
01:14:19.630 --> 01:14:27.919
David Ragsdale: Explaining or simplifying, paraphrasing, defining words, influencing their responses in all kinds of potential ways.


433
01:14:27.960 --> 01:14:45.210
David Ragsdale: This all falls under the umbrella of coaching and is all prohibited. Students need to be answering questions independently, and so anything that potentially influences the way that they're responding questions is not permitted. So, for example, again, the, you should look at that one again, or check your work.


434
01:14:45.210 --> 01:14:49.209
David Ragsdale: To a specific question, working… a student working on a specific question.


435
01:14:49.380 --> 01:15:01.790
David Ragsdale: Or, you know, facial expressions, body language, voice inflection, any kind of changes that might make students think, I need to do something different, or telling a student to write more. These are all examples of prohibited coaching.


436
01:15:02.410 --> 01:15:03.750
David Ragsdale: Next slide, please.


437
01:15:05.860 --> 01:15:23.480
David Ragsdale: But here are some things that are permitted, to be clear, that these are not coaching. So the first is assisting students with technology. Now, ideally, students have taken the tutorial and practice tests and are familiar with the student kiosk. But if they are struggling with some part of interacting.


438
01:15:23.480 --> 01:15:27.959
David Ragsdale: With the student kiosk, then you can assist them with that.


439
01:15:27.960 --> 01:15:37.609
David Ragsdale: That is not considered coaching. You can't tell them, for example, what tool to use, but if they are trying to find a tool, for example, that they don't know, you could help them find it.


440
01:15:37.870 --> 01:16:02.379
David Ragsdale: Rereading the TAM script. So at any point, you can reread sections of the TAM script to students, and that is perfectly fine. And I want to go back to this idea about the phrase, check your work, because we do get questions often, is it okay to tell students to check their work? And it is certainly okay, because it is in the script. Every script contains language about when you finish your test, before you submit it, make sure that you have checked your work.


441
01:16:02.380 --> 01:16:05.500
David Ragsdale: And so that is part of the script, you can re-read that.


442
01:16:05.500 --> 01:16:12.519
David Ragsdale: But the key is that we are talking here about telling the entire class as a general matter to check your work.


443
01:16:12.520 --> 01:16:31.600
David Ragsdale: What the previous slide, was describing is telling a specific student working on a specific question, check your work. And that is where you have to be careful. Because even if it's not your intention, that may be interpreted, even if it's not a test administrator's intention, that may be interpreted as, oh, I got this one wrong. I, you know…


444
01:16:31.600 --> 01:16:48.699
David Ragsdale: My teacher said to check my work, because there's something wrong with this one, I need to go back and fix it. That's the problem, but broadly, telling the entire class to check their work is perfectly fine, and you will do it when reading the scripts anyway. And lastly, encouraging students is perfectly fine, and is also not coaching.


445
01:16:49.050 --> 01:16:50.070
David Ragsdale: Next slide.


446
01:16:51.680 --> 01:17:04.580
David Ragsdale: So this is a list of things that students can't do, and will likely, in many cases, have their… get their tests invalidated. Make sure they understand that they can't do these things. Some of them, you may think, go without saying.


447
01:17:04.580 --> 01:17:13.059
David Ragsdale: But it's important to say them anyway. So make sure that your students are aware of the kinds of behavior that can cause their test to be invalidated.


448
01:17:13.060 --> 01:17:32.490
David Ragsdale: For students in grades 6 and up, we have a sample form and sample letter that are available. They're optional, but we recommend them, which explicitly mention these ideas. But even if you're not going to use that, make sure as part of your preparing your students for testing that they understand what the expectations are.


449
01:17:33.350 --> 01:17:34.410
David Ragsdale: Next slide.


450
01:17:36.610 --> 01:17:42.900
David Ragsdale: Alright, so… We can't prevent all the irregularities. If one happens, what should you do?


451
01:17:43.170 --> 01:17:46.309
David Ragsdale: Call Student Assessment, call the service center.


452
01:17:46.870 --> 01:17:52.380
David Ragsdale: Contact the parents or guardians, or email an irregularity report.


453
01:17:52.640 --> 01:17:53.700
David Ragsdale: to Desi.


454
01:17:56.100 --> 01:18:01.650
David Ragsdale: And we'll close this in 5, 4, 3, 2, 1.


455
01:18:05.460 --> 01:18:16.119
David Ragsdale: All right, the correct answer here is A. If you have an irregularity, call student assessment. If you call the service center, they're just gonna pass you right over to us anyway, because that's the call we handle.


456
01:18:16.120 --> 01:18:27.919
David Ragsdale: Not them. And as far as emailing an irregularity report, we don't take irregularity reports over email, and we want to talk to you first before you send an irregularity report in any way.


457
01:18:28.210 --> 01:18:48.420
David Ragsdale: So, next slide, let's go through this in a little more detail. So, if you have some kind of incident or irregularity, so the first thing you want to do is make sure that you actually investigate what happened. So, you need to have some basic information, before you call us. So, you need to talk to the test administrator, you may need to talk to the student, collect some information.


458
01:18:48.420 --> 01:18:58.229
David Ragsdale: Make sure you have determined whether the incident occurred during testing or after the student had completed testing. Like, have they turned in their test at the time it happened or not?


459
01:18:58.230 --> 01:19:04.049
David Ragsdale: Because if they have turned in their test, that changes a lot of things, and in fact, you may not even need to report that to us.


460
01:19:04.160 --> 01:19:20.140
David Ragsdale: But make sure you have some basic information, and then call us. And we will kind of, you know, walk you through the procedures, you can tell us what happened, and we will determine what the next step is. Sometimes we can solve problems right on the phone, and there's nothing else that you need to do in terms of an official report.


461
01:19:20.230 --> 01:19:32.210
David Ragsdale: But if we do need a report, we will send you a link and instructions to our web-based irregularity reporting form, and have you submit the testing irregularity report through our web form.


462
01:19:32.560 --> 01:19:42.629
David Ragsdale: At that point, we will review the report, make a decision, and then communicate back to you what that decision is. If we have taken any action, we will let you know what it is.


463
01:19:43.080 --> 01:19:59.499
David Ragsdale: And in the meantime, you will take any local action that is appropriate. So sometimes, it's not just our protocols, but your own disciplinary procedures that may be implicated for certain student behaviors and student actions, so you may also be applying any local action at your discretion.


464
01:20:00.830 --> 01:20:08.720
David Ragsdale: All right, and we're gonna wrap up with one final poll question. Which are the four most commonly reported testing irregularities?


465
01:20:09.050 --> 01:20:11.280
David Ragsdale: So I'll give you a moment to look through these.


466
01:20:11.640 --> 01:20:13.130
David Ragsdale: 7 options…


467
01:20:23.980 --> 01:20:29.220
David Ragsdale: And we'll close this in 5, 4, 3, 2, 1.


468
01:20:33.850 --> 01:20:38.229
David Ragsdale: Alright, just looking through the choices here. The answer is the top 4.


469
01:20:38.370 --> 01:20:41.990
David Ragsdale: So A, B, C, and D are the most common things we see. We see them all.


470
01:20:42.080 --> 01:21:01.820
David Ragsdale: But, I am mentioning them here because these are the things to really look out for. These are the ones in particular to focus on that we get more reports about these types of issues, than anything else. So, just as a kind of a, what should you keep an eye out for specifically, these are things you should keep an eye out for specifically.


471
01:21:01.820 --> 01:21:09.409
David Ragsdale: C is really kind of a subset of D, but we do see that a lot, and so I wanted to break it out and make sure that you're focusing on that.


472
01:21:09.410 --> 01:21:11.139
David Ragsdale: Those supplemental reference sheets.


473
01:21:11.880 --> 01:21:15.850
David Ragsdale: All right, and I'm going to pass it now back to Jody, and we'll see if we have any questions.


474
01:21:16.040 --> 01:21:21.479
David Ragsdale: But if you have any regularities, then give me a call, and we will figure it out.


475
01:21:26.840 --> 01:21:29.349
Shannon Cullen: Jodi, do you want to jump in, or do you want me.


476
01:21:29.350 --> 01:21:40.220
Jodie Zalk: I… thank you, and thank you, David. I think the questions are being answered in the background, and in the interest of time, we're gonna keep things moving along.


477
01:21:42.490 --> 01:21:46.749
Shannon Cullen: Okay, so we'll pass this over to Rob to talk about accessibility and accommodations.


478
01:21:47.050 --> 01:22:03.270
Rob Pelychaty: Good morning, everybody. My name is Robert Polacciani, and I'm here today just to briefly speak about some MCAS accessibility, features and accommodations that students with disabilities, English learners, and accessibility features that all students could use on MCAS testing.


479
01:22:03.440 --> 01:22:21.589
Rob Pelychaty: Last week, there was a presentation on Thursday that we went over an in-depth presentation, information on MCAS accessibility features and accommodations, and on Friday the 6th, we're going to have an office hour as we're going to talk more about that. But purposes for today, just to give you some background, some general information about some


480
01:22:21.590 --> 01:22:39.389
Rob Pelychaty: accessibility features and accommodations that you should be aware of if you're a test administrator. So please know that in the PAM on Appendix C has all the information on MCAS accessibility features and accommodation. Also, appendices B, C, and D of the CBT and the TAM has information.


481
01:22:39.540 --> 01:22:56.930
Rob Pelychaty: As well as appendices F, A through F on the paper-based tab, PBT tab. Those appendices has information that supports you in providing different features and accommodations, again, for students with disabilities, and we call accessibility features are those features available to all students.


482
01:22:57.190 --> 01:23:12.459
Rob Pelychaty: Some other important information is that some of you may have students that use a glucose monitoring device, so you have specific guidance on that. So, say, for example, a student using a cell phone or a smartwatch they may use, typically, to monitor those glucose levels, we have guidance on that.


483
01:23:12.700 --> 01:23:18.799
Rob Pelychaty: And we also have, excerpts and resources in the Accessibility and Accommodations Manual that you could use.


484
01:23:19.170 --> 01:23:37.409
Rob Pelychaty: I believe in this, section of this presentation also that we talked a little bit about form-dependent accommodations, and in the guide to the MCAS portal, there's a guide, information on what are form-dependent accommodations. Those accommodations that really have to be indicated prior to a student logging into the test.


485
01:23:37.410 --> 01:23:51.410
Rob Pelychaty: for the student to experience those features, and they can't be changed during the test administration. If they have to be changed, oftentimes a student would require a new test. So it's really, really important to make sure those form-dependent accommodations are correctly selected ahead of time.


486
01:23:51.800 --> 01:23:54.779
Rob Pelychaty: I mentioned earlier that there was a presentation last week.


487
01:23:55.120 --> 01:24:08.239
Rob Pelychaty: Recordings and information from these trainings are available at the MCAS Resource Center. If we move on to the next slide, we'll see some more information on students with disabilities and English learners. Like, what are the participation requirements?


488
01:24:08.570 --> 01:24:10.470
Rob Pelychaty: Again, nothing has changed.


489
01:24:10.570 --> 01:24:29.049
Rob Pelychaty: Same thing in the past several years. The expectation is that all students, regardless of disabilities, are required to participate in statewide assessments scheduled for those grades, specifically MCAS testing. It's not a question of whether or not, it's a question of how. So the IEP and 504 teams, determine


490
01:24:29.660 --> 01:24:45.949
Rob Pelychaty: what accommodations the students will require, if any, to take the MCAS test. And if there's a need for a paper-based test, or a student, for some reason, cannot access the computer test due to related reasons or disability, that would be indicated in their IEP or 504 plan.


491
01:24:46.040 --> 01:24:56.769
Rob Pelychaty: Please know that in regards to English learners, they're required to participate as well, even if they're newcomers towards this, they're the first-year ELs. However.


492
01:24:57.370 --> 01:25:10.370
Rob Pelychaty: true first-year ELs are not required to participate in just the MCAS ELA. So, a student was enrolled last year after March 2025. Are they required to participate in MCAS testing? Yes.


493
01:25:10.370 --> 01:25:20.560
Rob Pelychaty: However, they're not required to participate in ELA. They still could, but it wouldn't be required for them. And information is… more information about that is available on our website.


494
01:25:21.100 --> 01:25:39.989
Rob Pelychaty: Please know that all English learners can use what we call word-to-word dictionaries. These are bilingual dictionaries. You can see the list of approved bilingual dictionaries by using this link here in the slides. And please know that these are not dictionaries in traditional sense, they're not, like, a definition, they're just a bilingual word-to-word glossary.


495
01:25:40.020 --> 01:25:47.370
Rob Pelychaty: We also have, which is relatively new, we have an expansion of the Spanish-English test form, so students who are


496
01:25:47.630 --> 01:26:06.520
Rob Pelychaty: predominant speakers of Spanish. They're in the country for less than 3 years, they communicate mostly in Spanish. They have the ability to take a bilingual test in grades 3 through 8 in math, science, and civics in high school, but there would not be a Spanish-English MCAS ELA test, because obviously it's a test of English.


497
01:26:07.270 --> 01:26:09.579
Rob Pelychaty: The Appendix C of the PAM, as I mentioned.


498
01:26:10.190 --> 01:26:23.659
Rob Pelychaty: previously, earlier, has more information on MCAS accessibility and accommodations. If we move on to the next slide, we're just going to talk a little bit about test preparation. Remember, for those students that have accommodations that include


499
01:26:23.780 --> 01:26:25.950
Rob Pelychaty: So let's say, for example, text-to-speech.


500
01:26:26.060 --> 01:26:32.200
Rob Pelychaty: speech-to-text, broker prediction. They really should be familiar with using the practice test.


501
01:26:32.320 --> 01:26:34.650
Rob Pelychaty: Even if a student uses text-to-speech.


502
01:26:35.170 --> 01:26:54.879
Rob Pelychaty: during their routine, classroom instruction, the text-to-speech feature on the MCAS student kiosk is slightly different, so they just want to get familiarity with the function, the tools, how it works. And so, please have those students take the practice test prior, and make sure that their IEPs are updated ahead of time.


503
01:26:54.880 --> 01:27:07.479
Rob Pelychaty: If any accommodations change or need to be changed, make sure they're included on the IEP or removed from the IEP. And I believe David mentioned this earlier in the presentation, some accommodations have what they call a non-disclosure agreement.


504
01:27:07.500 --> 01:27:21.599
Rob Pelychaty: And some accommodations require a test administrator to administer that to the student one-on-one. For example, the student won't need a scribe. Perhaps the student needs a human to read aloud in a small group. Therefore, you want to make sure these testing locations are set up


505
01:27:21.800 --> 01:27:28.069
Rob Pelychaty: For the student ahead of time, to make sure this is a somewhat of an easy transition from the student to the test.


506
01:27:28.170 --> 01:27:35.100
Rob Pelychaty: They don't have to sit there and wait for someone to come and provide that support to them, support of the tribe or the human read aloud.


507
01:27:35.530 --> 01:27:40.929
Rob Pelychaty: It's a smooth testing experience for the students. Make sure their technology's set up correctly as well.


508
01:27:41.400 --> 01:27:43.609
Rob Pelychaty: If we move forward to the next slide.


509
01:27:44.620 --> 01:27:50.950
Rob Pelychaty: We're going to talk about what is prohibited, what are some prohibit, what some accommodations that can't be provided in a certain way.


510
01:27:51.100 --> 01:28:03.590
Rob Pelychaty: Remember, any accommodations the student receives must be indicated on their IEP or 504 plan, and you wouldn't provide an accommodation if it's not listed in their 504 plan or IEP.


511
01:28:03.640 --> 01:28:14.059
Rob Pelychaty: Please know if they get a graphic organizer or a supplemental reference sheet, that those supplemental reference sheets and graphic organizers are approved. They're usually the ones currently online.


512
01:28:14.320 --> 01:28:30.749
Rob Pelychaty: And they don't provide something different, and only students with those accommodations, receive those organizers. There are some specific rules about science and ELA. I would… organizers, I would really encourage you to look at the information in the manual about them, and to provide more thorough understanding of that.


513
01:28:30.750 --> 01:28:36.850
Rob Pelychaty: Again, David mentioned this earlier, it's not permissible to coach individual students in a small group, indicating


514
01:28:36.850 --> 01:28:52.570
Rob Pelychaty: Don't say go back and write more, definitely don't provide cues and assistance, but there is information on… guidance on providing the scribe that could be helpful for those students that are, test ministers that are providing the scribe. So, give you ideas of what you can say and what you can't say.


515
01:28:53.420 --> 01:29:09.450
Rob Pelychaty: Please know that when we talk about special access accommodations, these accommodations are reading aloud the MCAS ELA test, providing a calculator on the math test, the non-calculator section. These are some accommodations that students, a small number of students, may have on their IEP.


516
01:29:09.570 --> 01:29:17.170
Rob Pelychaty: But it is really, really important that you only provide those students who have it on their IEP. If these accommodations are provided by mistake.


517
01:29:17.280 --> 01:29:28.540
Rob Pelychaty: students' tests possibly could be invalidated, so we want to pay extra care for those special access accommodations. And remember, no student can use an English language dictionary for the MCAS ELA tests.


518
01:29:29.930 --> 01:29:47.440
Rob Pelychaty: If we move on, I believe we'll have an opportunity to ask some questions, see if any questions, comments, or concerns arrive. I just wanted to be brief today, again, because we had a whole training last week just on MCAS, accessibility features and accommodations, and there's going to be office hours later next Friday, if you have additional questions.


519
01:29:49.000 --> 01:30:07.600
Shannon Cullen: Thanks so much, Rob. I'm not seeing any questions, any open questions in the Q&A right now, so I think we can move on to our next section. We have about 15 minutes left this morning, and as Jody said at the beginning, we are really pleased to have Marco Andrade with us from Worcester Public Schools.


520
01:30:07.600 --> 01:30:17.219
Shannon Cullen: here to present on some tips and tricks and advice from his experience in Worcester. So, at this time, I will turn it over to Marco.


521
01:30:17.410 --> 01:30:19.599
Marco Andrade: Thank you, Shannon. Good morning, everyone.


522
01:30:19.750 --> 01:30:38.520
Marco Andrade: My name is Marco Andre, I head up the Office of Research and Accountability here for Worcester Public Schools. We are the district test coordinators for about 49 sites. As a larger district, we have a small team. We have folks who are focused on, the district level, trying to support the, the testing work.


523
01:30:38.580 --> 01:30:49.919
Marco Andrade: What I'm going to share with you is just a district-level perspective. I realize, like, a lot of folks here today are in schools, but I'm hoping there'll be something that you might be able to take from it.


524
01:30:50.150 --> 01:31:02.730
Marco Andrade: The, last year, I had said I had a staff member who typically oversees the testing. That position was vacant, so I found myself trying to work with all the new information that was coming in.


525
01:31:02.730 --> 01:31:16.319
Marco Andrade: as we transitioned to a new platform, some new processes, so, there was quite a bit to, to process. So, I'm gonna share some general information, and then I'll show something that, that I had to put together for myself to make sure that everything was gonna be, locked down.


526
01:31:16.410 --> 01:31:17.580
Marco Andrade: Next slide, please.


527
01:31:19.600 --> 01:31:28.760
Marco Andrade: So, probably the same for most of you, but in terms of team structure, we have the district test coordinator, which is, here in my office.


528
01:31:28.870 --> 01:31:44.299
Marco Andrade: We do, at the beginning of each year, send out surveys to the schools. We want to identify points of contact. For us, we find that the best way to get the information and communication out is, we do it in general, but we also want to make sure we have somebody at each school who's going to be… who's going to be that point of contact.


529
01:31:44.300 --> 01:31:52.969
Marco Andrade: At the high school level, we had what they used to be called MCAS coordinators, and now assessment coordinators. That, kind of position has morphed a little bit over time.


530
01:31:52.970 --> 01:32:06.860
Marco Andrade: But these are the folks that we are generally, leveraging as, like, points of contact, and we're trying to keep the communication lines open with them, with the idea that they're in their schools, working with staff and their team, to support this, so…


531
01:32:06.860 --> 01:32:16.629
Marco Andrade: When providing trainings, making information available, communication, doing site visits for monitoring, et cetera, we're communicating with these folks and, doing that hand-in-hand with them.


532
01:32:16.720 --> 01:32:27.260
Marco Andrade: You've heard about the district test coordinator role today as well. We have somebody here in the district that we work with closely, and you can see on the right-hand side the different things that they are managing and what they do.


533
01:32:27.260 --> 01:32:41.850
Marco Andrade: They also have tech contacts at schools, so these are folks who are a little bit more adept with, making sure that we use Chromebooks, that they're updated, that things are okay, and they're, like, the first line of defense if something happens to go a little bit wrong with the technology.


534
01:32:41.930 --> 01:32:47.980
Marco Andrade: So we… we want to make sure we've got the right kind of structure in place, and that everybody's kind of working together. Next slide, please.


535
01:32:49.560 --> 01:32:52.799
Marco Andrade: One of the things that we do with Begin of the Year,


536
01:32:52.840 --> 01:33:09.500
Marco Andrade: is set up a calendar. We do this for all the testing we have in the district. Hopefully, you know, you have something similar, I respect. For us, we put the MCAS schedule at the bottom, just so that everyone can see, what the dates are for the different, you know, the different windows and different subject areas.


537
01:33:09.520 --> 01:33:17.199
Marco Andrade: So this is just something that's up front, clear for everybody, and we communicate this in a number of different ways, which, if you can go to the next slide.


538
01:33:18.300 --> 01:33:21.480
Marco Andrade: Which we communicate, through a bulletin.


539
01:33:21.510 --> 01:33:29.119
Marco Andrade: So we have a bulletin that we send out, on a weekly basis. That's on the right-hand side. That's just a snippet of it. It's typically about 5 pages long.


540
01:33:29.150 --> 01:33:41.630
Marco Andrade: As we're gathering information, or getting information from DESE, we're distilling it, we're putting it in here, putting it organized by very key announcements that are very time-sensitive, putting important dates, and then just putting.


541
01:33:41.630 --> 01:33:52.799
Marco Andrade: A longer list of information for schools to see, and that bulletin goes out to not just our points of contact, it goes out to a lot of different folks, including principals, just to make sure everybody's aware of what the latest is.


542
01:33:53.010 --> 01:33:57.750
Marco Andrade: We also have, on the left-hand side, you'll notice, what we call a resource hub.


543
01:33:57.950 --> 01:34:15.079
Marco Andrade: The bulletins are also linked there, so even though we email them out, we put the archives in this Google site. We have the district testing calendar, which you saw on the prior slide, it's linked here as well. And then you'll notice in the middle, we've got the MCAS testing. On that page, we put


544
01:34:15.080 --> 01:34:30.519
Marco Andrade: basically everything we get. So as we get the student assessment updates, not everybody gets those in the district or across our schools, so we're always putting information into that. It has a host of links. We know there's a lot of documentation, so we just try to make it the one-stop shop.


545
01:34:30.620 --> 01:34:41.400
Marco Andrade: So that folks don't have to keep going to different places looking for the things that they might need. We try to organize it in a way that folks can kind of find it quickly and, and get, again, quickly to where they need to go.


546
01:34:41.540 --> 01:34:42.690
Marco Andrade: Next slide, please.


547
01:34:45.000 --> 01:34:51.790
Marco Andrade: So, before I get into this piece, I just want to mention that the, we did…


548
01:34:51.810 --> 01:34:53.670
Marco Andrade: We do collect test plans.


549
01:34:53.670 --> 01:35:14.779
Marco Andrade: So, before each testing window, some of the things you heard Shannon talk about earlier, we ask schools to basically document how they're going to handle certain situations, who's responsible for what, just some of the basic kind of things that should be happening during testing, and we collect those and review them. It helps us know when testing's happening, who we need to contact for particular situations.


550
01:35:14.920 --> 01:35:32.050
Marco Andrade: We also did use the test administration training slides, and it was mentioned a couple of times. We take those and, put them into our own templates, and then we put into red, and, like, just kind of red text on certain slides.


551
01:35:32.050 --> 01:35:47.109
Marco Andrade: Things that the schools should be, kind of figuring out for themselves, the way that they want to handle certain things. Those slides are great because then the, the points of contact at the school, those who are responsible, can just turn right around and give those slides, to train their test administrators.


552
01:35:47.110 --> 01:36:01.900
Marco Andrade: But there's a nice kind of link between what, you know, what we expect things should be, and then also kind of helping the site coordinators to, plan out the way that things are going to work within their building and how they want that to operate.


553
01:36:02.270 --> 01:36:06.910
Marco Andrade: So, I mentioned last year, you know, we had a new platform,


554
01:36:07.010 --> 01:36:26.189
Marco Andrade: the information was coming to us, kind of on a, ongoing basis, as things were kind of ramping up, because again, we had switched platforms, and so there was a lot of stuff that had to be digested, and with my position being vacant, I was trying to figure out, like, how am I going to organize all this stuff?


555
01:36:26.300 --> 01:36:44.530
Marco Andrade: And I found that for myself, in order to communicate with others, it was going to be helpful to have, basically, you know, a document that had everything linked in one place that we put, on the resource hub, and I communicated out with folks through the, the bulletin.


556
01:36:44.540 --> 01:36:57.140
Marco Andrade: Try to sequencing… tried sequencing everything by, when things were happening and, you know, by what time, etc. If your next slide, I can, show you a little bit of a… it's a tiny little snippet. This thing is actually 13 pages long.


557
01:36:57.620 --> 01:37:02.080
Marco Andrade: But, there's a lot… there's a lot of documentation, a lot of information.


558
01:37:02.340 --> 01:37:12.089
Marco Andrade: And, to support the testing last year, basically broke this down. You saw, like, you can see, like, 18 different steps. Those are links, within this Google Doc.


559
01:37:12.220 --> 01:37:17.899
Marco Andrade: Try to organize it in a way that would help the schools, help myself.


560
01:37:17.950 --> 01:37:34.590
Marco Andrade: See when something was happening. So this started with, you know, a couple weeks out, and it starts with a pre-test, and it kind of, you know, segues into a transition into, you know, when testing's actually happening, and then into the tests that come at the end, after testing, wraps up.


561
01:37:34.600 --> 01:37:39.950
Marco Andrade: But it talks about what was supposed to be happening, how that might happen.


562
01:37:40.090 --> 01:37:59.700
Marco Andrade: And then you can see that there are resources on the right-hand side. So, there are a lot of different documents, and kind of going back through everything, trying to find specific tidbits of information, I found that it was easier just to really organize it, and then, as you can see, like, that very first link, slides 13 to 17, is where this particular task was talked about.


563
01:38:00.120 --> 01:38:07.770
Marco Andrade: And so, instead of folks trying to, like, hunt and peck for things, try to find things, this was a way that we ended up organizing the work.


564
01:38:07.840 --> 01:38:21.220
Marco Andrade: We'll be updating this again for this year. It's a good resource and, kind of like a good first starting point, just to make sure that we're organized in the way that we, you know, are supporting our schools. And…


565
01:38:21.230 --> 01:38:36.809
Marco Andrade: pretty quick reference guide to find the information. It took a lot of time to put together. There's a lot kind of going on at that time with all the information coming in, but it ended up being a very helpful resource, again, to just kind of keep things organized and keep folks on track as we were,


566
01:38:36.870 --> 01:38:38.700
Marco Andrade: Just learning about the new platform.


567
01:38:39.600 --> 01:38:43.719
Marco Andrade: And with that, I will be turning it back over to, Joy.


568
01:38:44.270 --> 01:39:02.999
Jodie Zalk: Awesome. Thank you so much, Marco. Really appreciate your sharing how, in Worcester, you prepared your schools for MCAS testing, as well as your school communities. I think it was slide 81 we shared Marco's email address. Please feel free to reach out to him if you have


569
01:39:03.030 --> 01:39:16.050
Jodie Zalk: additional questions, but we hope that was helpful for you. Really, always want to think how we're supporting our schools and districts, and as well, how we're supporting each other. We're all in this together.


570
01:39:16.050 --> 01:39:23.360
Jodie Zalk: So we want to make sure that, as we hear information that might be helpful, that we share that out with you all.


571
01:39:24.410 --> 01:39:44.119
Jodie Zalk: So, I'm acknowledging that we have 4 minutes left scheduled for today's session, but we have a number of slides left, so I'm going to go a bit quickly through these next steps and resources, and then leave a little bit of more time, hopefully, for Shannon to go through the


572
01:39:44.120 --> 01:39:55.210
Jodie Zalk: steps for paper-based testing, and hopefully you'll be able to stay. If you need to drop, we understand, and we'll have the recording available on the Resource Center. Next slide, please.


573
01:39:56.060 --> 01:40:15.449
Jodie Zalk: So we've given a number of resources during today's session. Here's some additional ones related to the test designs for each of the tests, what to expect on the test, and then also for grade 8 civics, we want to make sure you're aware of this civics topic assignment, as well as some additional resources.


574
01:40:15.530 --> 01:40:16.999
Jodie Zalk: Next slide, please.


575
01:40:18.600 --> 01:40:38.140
Jodie Zalk: And then some upcoming sessions, we've talked a little bit about them. We've talked about the new date for accessibility and accommodations for office hours. Besides that, we have a number of other sessions, so you can see these here and share them with your staff at your schools, as well as other upcoming sessions in March related to the portal.


576
01:40:38.260 --> 01:40:39.920
Jodie Zalk: Next slide, please.


577
01:40:41.040 --> 01:40:56.909
Jodie Zalk: And then as you log out from today, want to make sure that you're aware you receive an evaluation form. We read all of the responses from the evaluations and use your feedback to help inform us of next steps for additional upcoming sessions.


578
01:40:57.260 --> 01:41:08.960
Jodie Zalk: And then, within about a week, we'll be posting the recording. Before that, we'll be able to hopefully email out the Q&A, as well as a link to the recording, as well as the slides.


579
01:41:09.380 --> 01:41:10.909
Jodie Zalk: Next slide, please.


580
01:41:11.640 --> 01:41:21.879
Jodie Zalk: And then as you drop from today, as you have additional questions that come up, questions on logistics or technology, those can be directed to the MCAS Service Center.


581
01:41:22.030 --> 01:41:34.769
Jodie Zalk: And the contact info is on the left-hand side. And then if you have any policy questions or any specific questions around students, those questions can be directed to my team and myself at DESE.


582
01:41:35.380 --> 01:41:38.180
Jodie Zalk: And then with that, I'm going to turn this over to Shannon.


583
01:41:39.760 --> 01:41:51.010
Shannon Cullen: Great. Thanks, Jody. I'm gonna take just a few minutes to walk us through some protocols for paper-based testing. This is for students with Accommodations A1 or Yell 1.


584
01:41:51.010 --> 01:42:09.289
Shannon Cullen: As Jody said, I recognize that we are just about at the end of our scheduled time for today. If you're able to stay on an extra few minutes, that's fantastic, but if not and you need to drop, thank you so much for joining, and this will be posted on the Resource Center, so you can go back and watch this next section if it pertains to you.


585
01:42:09.540 --> 01:42:10.500
Shannon Cullen: Next slide.


586
01:42:12.260 --> 01:42:23.120
Shannon Cullen: So, on this first slide here in this section, we have some information about the booklets that you'll receive for paper-based testing if your students, if you have any students who are participating.


587
01:42:23.420 --> 01:42:38.039
Shannon Cullen: You can see that the booklets differ between grades 3-8 and high school, and for the Spanish-English editions, Spanish-English editions have the highest number of booklets per test. There's one test booklet


588
01:42:38.040 --> 01:42:52.270
Shannon Cullen: and one answer booklet for each session, so that means four total booklets per test. But this information is also here for you to refer back to, to gain a better understanding of your shipment of materials.


589
01:42:52.610 --> 01:42:53.590
Shannon Cullen: Next slide.


590
01:42:55.680 --> 01:43:08.459
Shannon Cullen: Some things to consider as you're preparing to receive your paper-based test materials and distributing for those test materials. So you will want to use the ID numbers on packing slips.


591
01:43:08.460 --> 01:43:19.610
Shannon Cullen: To document when you receive materials that you're receiving the materials that are listed on your materials summary. So you will receive that document with your shipment.


592
01:43:19.650 --> 01:43:34.200
Shannon Cullen: We do recommend having two people present to count your materials when you receive them, just to double-check numbers. You want to make sure that you are receiving everything that's listed on your summary and that you expected to receive.


593
01:43:34.600 --> 01:43:47.759
Shannon Cullen: You'll also want to plan for adding student ID labels to answer booklets. These are the ID labels that contain student information that goes on the front cover of answer booklets.


594
01:43:47.810 --> 01:43:58.319
Shannon Cullen: You can open the packages of answer booklets, so this is if it's just an answer booklet, up to 2 days prior to add those labels.


595
01:43:58.320 --> 01:44:08.799
Shannon Cullen: For test and answer booklets, so these would be the ones that are combined test and answer booklets, because those are secure, right, they have the test questions in them.


596
01:44:08.870 --> 01:44:23.740
Shannon Cullen: We ask that you do not answer those, excuse me, open those until one day prior to apply the labels, and then after you've put the labels on, to seal them back in envelopes, and to document the count again, because they are secure materials.


597
01:44:23.740 --> 01:44:30.520
Shannon Cullen: There are instructions for this in the Principal's Administration Manual, and you can refer to that on page 83.


598
01:44:30.940 --> 01:44:31.870
Shannon Cullen: Next slide.


599
01:44:33.810 --> 01:44:49.620
Shannon Cullen: Other information, if you have students who enroll after student registration, so you're completing student registration for grades 3 through 8 and 10 right now, but maybe you have a student that transfers into your school next month.


600
01:44:49.620 --> 01:44:56.780
Shannon Cullen: or in early March who needs a paper-based test. Maybe you have a student whose IEP changes, and they need a paper-based test.


601
01:44:57.340 --> 01:45:13.689
Shannon Cullen: You do receive a small overage of materials with your initial shipment, but if that overage will not cover the number of paper-based tests that you need, you can order additional materials. There are additional materials ordering windows in the statewide testing schedule.


602
01:45:13.850 --> 01:45:29.490
Shannon Cullen: You can order those materials through the MCAS Service Center to make sure you have everything you need for test day. There's some information on the slide about when those materials will arrive, one business day or two, depending on what time of day you place your order.


603
01:45:29.490 --> 01:45:41.820
Shannon Cullen: And then, if you do receive any new students who need paper-based tests, in addition to ordering materials for them, you will also want to make sure the MCAS portal has been updated with that new student's information.


604
01:45:42.320 --> 01:45:43.260
Shannon Cullen: Next slide.


605
01:45:44.920 --> 01:45:59.830
Shannon Cullen: Some other considerations as you prepare for paper-based testing, there are material… excuse me, resources specific to paper-based testing. There are released paper-based questions, and gridded response guidelines for mathematics.


606
01:45:59.830 --> 01:46:10.130
Shannon Cullen: to share with students. And then you'll want to refer to the PAM for the list of tools that will be available for students to gain at math and science.


607
01:46:10.670 --> 01:46:11.609
Shannon Cullen: Next slide.


608
01:46:14.020 --> 01:46:31.810
Shannon Cullen: After each test session, you're going to be verifying that all materials have been returned to you for both computer and paper-based testing. For computer-based, you're counting those student logins being returned to you. For paper-based, you'll be counting the test booklets, so making sure all test and answer booklets have been returned amongst other materials.


609
01:46:32.320 --> 01:46:46.129
Shannon Cullen: You'll want to, before you send in your shipment back to DESE, you'll want to double check your storage area. You don't want to send your shipment back without having everything accounted for and in those packaged materials to ship back to us.


610
01:46:46.130 --> 01:46:55.639
Shannon Cullen: So please double-check your storage area. You, you know, in some situations, we've seen a test booklet that falls to the bottom of a bin and gets missed.


611
01:46:55.640 --> 01:47:05.100
Shannon Cullen: Or maybe get stuck between file folders. So you'll just want to make sure to do a thorough sweep of the area, and double-check your counts to make sure you're returning everything that needs to be returned.


612
01:47:05.630 --> 01:47:16.990
Shannon Cullen: And the PAM has instructions for packing, as well as what should be kept in school files, what should be recycled, and what should be destroyed. Next slide.


613
01:47:19.320 --> 01:47:36.030
Shannon Cullen: A few other reminders. There are some special instructions that are included with certain paper-based forms, including braille and large print, so you'll want to be sure to review those when you receive them in your shipment to make sure that everything is being followed according to protocol.


614
01:47:37.020 --> 01:47:45.879
Shannon Cullen: There are different types of envelopes that you'll receive in your shipment, including a special handling envelope and a void envelope.


615
01:47:45.880 --> 01:47:50.540
Shannon Cullen: There are procedures that go along with each of those types of envelopes.


616
01:47:50.540 --> 01:48:06.230
Shannon Cullen: Instructions are, again, in the principal's Administration Manual. Sorry, I'm cruising through this here, but please do see those pages in the PAM for instructions on what types of materials to include in each envelope, and accompanying procedures for each envelope.


617
01:48:07.410 --> 01:48:08.670
Shannon Cullen: Next slide.


618
01:48:10.320 --> 01:48:25.850
Shannon Cullen: Once you're ready to ship back your materials, you'll want to complete the material summary and keep it in your school files as a record of what you did put in that return shipment. You'll want to be sure that you're using the UPS labels, that were included for you.


619
01:48:25.850 --> 01:48:39.149
Shannon Cullen: Something really important to note here is that you should not be removing any materials from your school, and they should not be left unsecurely unattended while they await for UPS pickup.


620
01:48:39.190 --> 01:48:47.709
Shannon Cullen: So if you, for example, miss the shipment, or maybe you find a booklet after the initial shipment that needs to get sent back.


621
01:48:47.750 --> 01:49:02.269
Shannon Cullen: Do not take those materials yourself to UPS or remove them from the building. Call the MCAS Service Center, they'll assist you in setting up a shipment. We need to make sure that those materials are kept secure at all times.


622
01:49:02.540 --> 01:49:11.300
Shannon Cullen: And there is a pre-scheduled shipment, excuse me, pickup, from UPS for each of the administrations that is listed here for you.


623
01:49:11.740 --> 01:49:12.760
Shannon Cullen: Next slide.


624
01:49:14.360 --> 01:49:30.619
Shannon Cullen: All right, and that was a really quick rundown of paper-based testing. Again, if you have any questions after today's presentation, our contact information is here. Thanks so much for staying with us this morning. I really hope you found today's presentation helpful.


625
01:49:30.620 --> 01:49:36.180
Shannon Cullen: And all the best of luck in preparing for testing. Hope you have a great rest of your day.



