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POLICY Board of Education of Queen Anne’s

County

| Responsible Office: | Assistant Superintendent and Accountability |

TEST ADMINISTRATION AND DISSEMINATION OF TEST DATA

PURPOSE

To establish the purpose of and responsibilities for system-wide and school-based test programs and system
wide end-of-course examination.

I1.

POLICY STATEMENT

Assessments shall be administered in accordance with the requirements of Maryland State Department of
Education and procedures established within this policy and with a high level of security to ensure an
appropriate testing environment, the integrity of the assessment and the accuracy of the data produced by
the assessment. The test administration shall be conducted in such a way that prevents, mitigates and reports
any irregularities arising at any time before, during or after testing.

IIL.

DEFINITIONS

A.

ACCESS for ELLs Assessments (WIDA) — An online assessment for English learners
(Els) in grades 1 through 12 (with an option for students in grades 4-12 to take a paper-
based Writing test). However, ELs in Kindergarten and ELs who are eligible to take
the WIDA Alternate ACCESS will continue to take the paper-based assessments.
Additionally, ¥Ls with disabilities may take the paper based WIDA ACCESS if
indicated in their IEP or 504 Plan.

Dynamic Learning Maps Assessments (DLM) — Science, Math, and English Language
Arts assessments for students with significant cognitive disabilities for whom general
state assessments are not appropriate, decided by the IEP team.

End of Course Exams — Exams required for graduation, passed on July 25, 2023
(COMAR 13A.03.02), for first time ninth graders starting in the 2023-2024 school
year. The exams are administered through MCAP for American Government and Life
Science Maryland integrated Science (LS MISA) which count for 20% of a student's
final grade in the course.

Formative Assessments — Used to monitor student learning and to provide ongoing
feedback that can be used by instructors to improve their teaching and by students to
improve their learning.
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E. Kindergarten Readiness Assessment (KRA) — An assessment administered at the
beginning of a student’s Kindergarten year to measure knowledge, skills, and
behaviors.

F. Local Assessment Administration Manual (LA4M) — A procedural guide for the proper
handling, administration, and processing of county based tests. This document provides
guidance for test coordinators and test administrators.

G. Maryland Comprehensive Assessment Program (MCAP) — Used to provide
information on student performance towards proficiency on the Maryland state content
standards. Assessments include, required by the Every Student Succeeds Act (ESSA),
English Language Arts/Literacy and Mathematics in grades 3-8 and once in high school
(ELA10, Algl, Alg2, Geometry), as well as science in grades 5, 8, and high
school. Social Studies is also assessed in grade 8 and in high school for American
Government under MCAP. ’

H. Maryland School Survey — An online survey given to students in grades 5-11, as well
as instructional staff, to collect information on relationships, engagement, school
environment, and safety. Data collected from the survey is calculated into school and
county report card indicators from the state.

I. Non-Secure Materials — Test materials that have been made available to the public
including Practice Tests, manuals, and user guides. The availability of non-secure
materials does not compromise test security or score validity.

J. Secure Materials — Sensitive materials dependent on the validity of a student test and
outcome. These items include, but are not limited to student testing tickets, seal codes,
reference sheets and rubrics written on by students, scratch paper written on by
students, Human Reader scripts for mathematics, Braille book for screen reader, Braille
test book and notes, tests books, answer documents, large print test books.

K. Summative Assessments — Assessments used to evaluate student learning at the end of
an instructional unit by comparing it against a set standard or benchmark.

IV. POLICY ELEMENTS

Assessment is an important part of students’ educational program and test validity and reliability,
both of which rely on strict adherence to standardized testing procedures. Schools have a
responsibility in following all fest security and test administration procedures when administering
state-mandated assessments. Further, schools must comply with all requirements as outlined in
Section 13A.03.04 of the Code of Maryland Annotated Regulations (COMAR). It is the
responsibility of all educators to see that proper testing environments and conditions are
observed. Everyone has an important role to play - superintendents, administrators, test
coordinators, test examiners, teachers, accommodators and students.

In accordance with COMAR 13A.03.04, it shall be the policy of the Queen Anne’s County Public
Schools that adequate provisions be made for the security of state mandated and county
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developed testing materials and the testing process itself and for the accuracy of its data reporting.
Specifically, {o be included are:

Maryland Comprehensive Assessment Program (MCAP)

End of Course Exams

Dynar'hlc Learning Maps Assessments (DLM)

ACCESS for ELLs Assessments (WIDA)

Maryland School Survey

Kmdergarten Readiness Assessment (KRA)

County—developed formative and summative assessments

Other :assessments administered by Queen Anne’s County Public Schools, including but
not hmlted to, Advanced Placement Exams, SAT, PSAT, National Assessment for
Education Progress (NAEP), iReady Diagnostics, and CogAT assessments.

A. Staff Responsibilities: The Local Accountability Coordinator (LAC) will
beEdesignated by the Superintendent and the coordinator’s name provided to
th? Maryland State Department of Education. The coordinator shall be charged
ngth implementing appropriate provisions for the security of materials and the
storage of all secure tests, answer documents, test materials, and secure
online passwords before, during and after testing.

Provisions shall be made by the LAC to ensure that individuals administering the tests
sh?ll adhere to all procedures specified in coordination and administration manuals
provided by Maryland State Department of Education for state mandated testing
programs. In addition, with the distribution of test materials all School Test
Coordinator’s (STC) and test administrators will be informed that it is a violation of
state regulations for anyone to knowingly and willfully:

1.| Give examinees access to secure test items or materials before testing; copy,
reproduce, or use in any manner inconsistent with test security regulations, all or
any portions of a secure test booklet or a secure administrator’s manual or both;

2.1 Provide answer keys or answers verbally, in writing, or by any other means, to
examinees;

3.} Coach examinees during testing or alter or interfere with examinees’ responses in
any way;

4.} Fail to follow security regulations for distribution and return of secure test
materials as directed, or fail to account for all secure test materials before, during
and after testing;

5.1 Participate in, direct, aid, counsel, encourage, or fail to report any of the prohibited
i acts listed above or fail to follow procedures published in test administration
manuals,
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6. Refuse to disclose information regarding test security violations. It is also a
violation for any person or school to knowingly and willfully,

7. Report incorrect or otherwise inaccurate test scores, numbers of students tested,
other indicators of test performance and participation on mandatory tests
administrated by or through the Maryland State Board of Education, as well as all
other data elements reported to the Maryland State Department of Education as
part of its Maryland School Performance Program initiatives;

8. Exclude a student or students from participation in mandatory tests administered
by or through the Maryland State Board of Education except as provided for in
MSDE assessment guidelines.

9. Possession of a cell phone or other mobile electronic devices in a testing area, not
authorized for use in taking or administering the assessment, is a violation for
students and staff. The Test Examiner/Administrator may keep a cellphone in
his/her desk or some other secure location. However, the cell phone must be turned
off.

10. Procedures and requirements for county based summative and
formative assessments are specified in the Local Assessment Administration
Manual. This document is available on the Queen Anne’s County Public Schools
website or can be obtained directly from the LAC.

11. The LAC shall report to the Queen Anne’s County Superintendent and MSDE
Test Security Officer, any violations of test security or data reporting. Violations
may result in employee reprimands, the suspension or revocation of an
individual’s teaching certificate, invalidation of test results, or the withholding of
funds by the Maryland State Department of Education.

. Student Responsibilities: A student, who knowingly causes, allows or is otherwise
involved in the presentation of forged, counterfeit, or altered identification for the
purpose of obtaining admission to a test administration site for any test shall have the
test results invalidated, and shall be ineligible to retake the test until the next official
testing opportunity. A student who knowingly engages in any activities during testing
which result in invalidation of scores shall be ineligible to retake the test until the next
official testing opportunity.

. Dissemination of Test Results: Individual test results from the state and other
standardized assessments, will be distributed to each student’s parent/legal guardians.
Individual student test data will be made available to the student, the parent/legal
guardians of the student, the teacher(s), principal, counselor, administrative staff, and
other professional personnel.

School and system level test results will also be distributed via other formats such as,
but not limited to: the Queen Anne’s County website, the Maryland State Report Card
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website; newspaper/media releases; county generated reports/status letters; MSDE
(Maryland State Department of Education) generated home reports.

LA IMPLEMENTATION

The Board directs the Superintendent to implement this policy.

VI. POLICY REVIEW

The policy is to be reviewed by the responsible office every four years after its initial adoption.
VII. SPECIFIC REFERENCES TO TITLES, DEPARTMENTS, OR LAWS

COMAR. Annotated Code of Maryland, Title 13A - State Board of Education. Subtitle 03 -
General Instructional Programs. Chapter 04 Test Administration and Data-

Reporting Policies and Procedures.

Maryland State Department of Education Maryland Report Card.
https://reportcard.msde.maryland.gov/

Maryland State Department of Education. Assessments.
https://marylandpublicschools.org/about/Pages/DAAIT/Assessment/index.aspx

VIII. EFFECTIVE DATE
Date: June 5, 2024

i =N

Patricia W. Saelens, Ed.D.
Superintendent, Queen Anne’s County Public Schools
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