3/28/16

District Assessment Coordinators,

 

There may be instances where unforeseen complications interrupt or cause concern during a test session.   Previous instructions from the Maine DOE  for reporting irregularities involved an initial contact through a SurveyMonkey followed by a secure email interaction utilizing an Excel spreadsheet.  We, and some of you, have found that this was not an efficient system for addressing the time-sensitive issues that have arisen.  This note will provide revised guidance for dealing with the types of situations that have been reported.  

 

Technical/Device Issues 
1.       First check whether internet connectivity has been interrupted.  If the light in the upper right corner is gray, the internet connection is lost.  A green dot indicates internet connectivity.

2.       Once you have confirmed that internet connectivity is present, proceed as follows:

a.       DO NOT CLICK THE FINISH/TURN IN BUTTON.

b.      Try pausing the test and logging back in.

c.       Again, try pausing the test and logging back in.

d.      Next, try rebooting the device.

e.       Assuming that internet connectivity is still not interrupted, try switching devices.

3.       If the above steps do not resolve the technical issue and allow the student to complete the test, the School Test Coordinator or the IT Coordinator may contact the Measured Progress Service Desk at (855) 652-8929 or maineservicecenter@measuredprogress.org  as soon as possible on the day that the issue was encountered.  Provide the information noted in the table at the bottom of this email.

4.       In the case of a technical issue that was reported to the Measured Progress Service Desk  on the day it was encountered, the Service Desk is authorized to unlock test items once the issue is resolved so the student can resume testing.  If the resolution takes too long for the test to be completed on the same day, the Service Desk is authorized to unlock test items on a subsequent day once the issue is resolved.  In the case of a Technical or Device Issue, the Test Administrator is authorized to use the proctor password to resume the students’ testing session, even if the resolution extended into a subsequent school day.

 

Locked Out of a Test Item: 
1.       If a test session is paused for 20 minutes or inactive for 60 minutes, the proctor password can allow a student access to the test session, but not to a question that a student already started to answer.  If a test question needs to be unlocked, the School Test Coordinator or the IT Coordinator may contact the Measured Progress Service Desk at (855) 652-8929 or maineservicecenter@measuredprogress.org as soon as possible.  Provide the information noted in the table at the bottom of this email.  The Service Desk is authorized to provide a student access to a locked items on the same testing day that the student began the testing session.

2.       On a subsequent day, the Service Desk is not authorized to unlock test items.  Approval must be requested from the Maine DOE by emailing  nancy.godfrey@maine.gov.  Provide the information noted in the table at the bottom of this email.

 

School Unexpectedly Closes Early for the Day:
1.       The District Assessment Coordinator (list attached) or School Test Coordinator should contact the Measured Progress Service Desk at (855) 652-8929 or maineservicecenter@measuredprogress.org  as soon as possible on the day of the early dismissal.  Provide the information noted in the table at the bottom of this email.

2.       In the case of a school closing for the rest of the day, the Service Desk is authorized to unlock test items so that students may resume testing on a subsequent day.  In this case, the Test Administrator is authorized to use the proctor password to allow students to continue testing when school re-opens.

 

Student Doesn’t Take Test Seriously:
1.       The District Assessment Coordinator should consider information from the Test Administrator, School Test Coordinator, student, and possibly parents, to decide whether the student’s test should be invalidated.

2.       If the test should be invalidated, that request should come from the District Assessment Coordinator to Nancy Godfrey, nancy.godfrey@maine.gov, at the Maine DOE.  Provide the information noted in the table at the bottom of this email.

3.       If the test session is invalidated, the student would not have another opportunity to complete the test session.  The student would count as a non-participant in the school’s and the SAU’s participation rates.  Student scores would not be included in school results, and parents would not receive an individual student report.

 

Student Accidentally Submits Test Prematurely:
1.       Assuming that the student has been continually supervised, the School Test Coordinator or District Assessment Coordinator may contact the Measured Progress Service Desk at (855) 652-8929 or maineservicecenter@measuredprogress.org.   Provide the information noted in the table at the bottom of this email.  The Service Desk is authorized to re-activate the test session on the same day that the student began the testing session.

2.       On a subsequent day, the Service Desk is not authorized to re-activate the test session.  Approval must be requested from the Maine DOE by emailing  nancy.godfrey@maine.gov.  Provide the information noted in the table at the bottom of this email.

 

Student Begins Test and Must Leave (e.g., becomes ill, misbehaves, withdrawn by parent):
1.       If the student is able to come back to the testing session after a recovery period, the student may complete the test session on the same school day.  The student may not resume the test session on a subsequent day.

2.       If the District Assessment Coordinator recommends that the test session be invalidated, that should be communicated to Nancy Godfrey, nancy.godfrey@maine.gov, at the Maine DOE.  Provide the information noted in the table at the bottom of this email.

3.       If the test session is invalidated, the student would not have another opportunity to complete the test session.  The student would count as a non-participant in the school’s and the SAU’s participation rates.  Student scores would not be included in school results, and parents would not receive an individual student report.

Student Took the Test Without Required Accommodations:
1.       The District Assessment Coordinator should consider information from the Test Administrator, School Test Coordinator, student, and possibly parents, to determine how critical the accommodation is to the student, and how the student would respond to having to retake the entire test session again.

2.       If the District Assessment Coordinator recommends that the test be invalidated, that should be communicated to Nancy Godfrey, nancy.godfrey@maine.gov, at the Maine DOE.  Provide the information noted in the table at the bottom of this email.

3.       If invalidation is requested, the student’s first attempt would be deleted.  The student would take the test session again with the appropriate accommodation(s).  Only the second attempt would be scored.

 

Student or Adult is Suspected of Cheating 
1.       Any question about improper testing practice should be reported to Nancy Godfrey (nancy.godfrey.maine.gov) by the District Assessment Coordinator.  Provide the information noted in the table at the bottom of this email.  Nancy will work with the district according to the state’s protocol to investigate the situation and determine any necessary actions.

 

When communicating with the Measured Progress Service Desk or with Nancy Godfrey (nancy.godfrey@maine.gov) regarding a test irregularity/interruption, please provide the following information:

 

	District Name (See attached district list)

	

	School Name


	

	Student State ID Number


	

	Test Session Name


	

	Grade


	

	Class Name


	

	Description of Incident/Request


	


DO NOT INCLUDE STUDENT NAMES IN EMAILS.

 

Please share this information with your School Test Coordinators.

 

Thank you.

Charlene

 

Charlene G. Tucker, Ed.D.

Director of Assessment & Accountability

Maine Department of Education

23 State House Station

Augusta, ME  04333

 

(207) 624-6827

 

