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Test Security 
Scenarios

Problem Statement
Who we are and why we are here.

Choosing Test Proctors 
Scenarios

Testing Day Issues  
Scenarios

Daily CommunicationRoom Setup 

Agenda

There are many tools and strategies we 
use to engage multiple stakeholders. 
We will highlight our top 6 here today. 
Stay tuned for turnkey resources shared 
at the end of this presentation.

What we will highlight 
today.
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Problem Statement

Who we are and why we are here.
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Learning Objective #1 – As a result of attending this session, what will 
attendees know or be able to do?
Will be able to have a better understanding of TEA Guidelines for testing and utilize 
scenarios to train their staff for assessments.  

Learning Objective #2 – How will this knowledge affect/improve their ability to 
lead effectively?
Attendees will be able to adapt scenarios and provide a strong sense of direction on 
how the community can strengthen the test environment. Help to clarify 
misconceptions
 
Learning Objective #3 – How will this practice/process be sustained over time?
Attendees will receive over 20 scenarios that are adaptable to meet the needs of the 
school.  The CTC can add their own scenarios to address any issues that arise 
throughout the year and incorporate them into their trainings. 
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KIPP Texas
Session Objectives
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KIPP Texas
Who We Are.

KIPP Texas Public Schools is a public charter school 
district operating in four major Texas cities. For the 
2024-2025 SY we will have 54 total schools. We are an 
open enrollment public school and subject to all state 
rules for accountability. 

Austin

Little 
KIPPsters

5000

Houston

Little 
KIPPsters

22211

San Antonio

Little 
KIPPsters

3175

Dallas

Little 
KIPPsters

2417
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10 Schools 32 Schools 7 Schools 5 SchoolsDemographics
Hispanic Latino - 66%
Black or African American - 27%
Asian & Others-76%
Special Pops
All schools are Title 1 Schools
Free & Reduced Lunch
Special ED, 504, EB, MTSS (RTI)
Approx. 300 Alt 2 Qualified
Approx 16,000 EB
Total Enrollment, 33,803 (10/25)



This is my 13th year with 
KIPP

How time goes by so quickly!
The best thing about my 
years at KIPP has been 

building relationships with 
Amazing People

My KIPP Roles Over the Years

Special Assistant to CEO
Purchasing / Materials Manager

Campus Testing Coordinator
District Testing Coordinator

Regional Assessment 
Coordinator

Family is Everything
I have been married for 33 
years to Gil and have one 

daughter Cat - she got 
married (at Disney last year) 
and I now have a son Johnny!

Fun Dina Facts:
★ I love College Football
★ I love all things Disney
★ I remain on my lifelong 

quest to travel and see 
the world

★ Trying new food and 
restaurants

★ Dogs! 5

Dina Cruz



32nd Year in Education
28 years at KIPP

20 yrs as DTC/Assessments
17 years as classroom teacher

 3 years as school leader
2 years with KIPP Foundation

Previous Roles.
6th World History, Non-native 

Spanish, 5th ELAR, LPAC 
Coordinator, Principal, 

Assistant Principal, Saturday 
School Coordinator, 

Assessment Specialists, 
Assessment Coordinator, 
Culture Trainer, Recruiter. 

Grade Level Chair, EOY Field 
Trip planner, Transportation, 
Athletics, Campus Logistics

Education & 
Certifications.

BBA - Accounting UTRGV ‘92 

MEd Education Administration 
UTRGV ‘98

Principal K-12
Generalist 4-8

Elem Self Contained PK-6
Bil/ESL Spanish PK-8

Other Life.
Family

Traveling
Seasonal Decorating

Learning
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Sam Lopez



Your Student Assessment Team (91 years of experience)
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Sam Lopez
SENIOR DIRECTOR OF 

ASSESSMENTS

Sam.Lopez@Kipptexas.org 

713-256-4772

“Fearless Leader”

Eric E. Barnes
REGIONAL ASSESSMENT 

COORDINATOR DFW

Eric.Barnes@Kipptexas.org

817-800-2270

“Accountability is my JAM”

Dina Cruz
REGIONAL ASSESSMENT 

COORDINATOR SAN 
ANTONIO

Dina.Cruz@kipptexas.org

210-336-3347

“Do not wait to check your 
tech”

Marleigh Thomas
REGIONAL ASSESSMENT 
COORDINATOR AUSTIN

Marleigh.Thomas@kipptexas.org

713-820-1451

“Feels good to get stuff 
done.

Not tested? Not done!” 

KTX Assessment Team 2023-2024 Click here to visit our Testing Hub

Skye Raschke
REGIONAL ASSESSMENT 

COORDINATOR HOUSTON

Skye.Raschke@kipptexas.org

860-983-8982

“It’s on the Testing Hub”

mailto:Sam.Lopez@Kipptexas.org
mailto:Eric.Barnes@Kipptexas.org
mailto:Dina.Cruz@kipptexas.org
mailto:Marleigh.Thomas@kipptexas.org
https://sites.google.com/view/ktx-ctc-testing-hub/home?authuser=0
mailto:Skye.Raschke@kipptexas.org
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KIPP started with 1 campus and evolved into 54 campuses in four 
different cities.  At first there were four separate and independent 
regions and then in 2018 we united to become KIPP Texas.

The challenge was how  to align all 54 schools on testing procedures and 
protocols.  To address this challenge we created aligned trainings, 
procedures & protocols, documents, and incorporated training 
scenarios. 

Through these scenarios we have been able to strengthen our alignment 
across all four regions. We have been using scenarios since 2015 and we 
continue to utilize them in our trainings. 

Please note that these scenarios  presented today may or may not apply 
to you and your staff.  You are free to take our scenarios and adjust 
them to meet your campus/district needs. 

Creating alignment is organic and unique to your district. 

KIPP Texas
Problem Statement



Reference Materials - 24-25
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Reference Materials:

Administrator Manuals
DCCR
STAAR TA 3-8 & EOC 
Manual

 

https://tea.texas.gov/student-assessment/testing/student-assessment-overview/test-administration-resources
https://txassessmentdocs.atlassian.net/wiki/spaces/ODCCM/overview
https://tea.texas.gov/student-assessment/testing/staar/2023-2024-staar-test-administrator-manual.pdf
https://tea.texas.gov/student-assessment/testing/staar/2023-2024-staar-test-administrator-manual.pdf
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Test Security 
Scenarios

Section 1

What is the reaction 

you want from your 

staff? 

Please note:  

Make sure to adhere to your 
district policies & procedures and 
always check with your DTC



Grab Your Manipulatives 
● On your chair you will find one of the 

following:
○ Green & Red Paddle 
○ Blue and Orange cup

● In each scenario we will provide 
guidance on how to use the 
manipulatives

● You will form groups of 2  and each of 
you will get either the paddle or stack of 
cups

● Thought partner during the scenarios



Test Security Scenario #1 - TS
While in the teacher’s conference room Ms. 
Communication starts to share with everyone in the 
room about the cool story in today’s STAAR ELAR 
exam.  Everyone is just fascinated by her ability to 
recall the story.  A few of the teachers ask her if she 
remembers some of the questions to which she 
quickly obliges.  One of the teachers who was 
making copies overheard the conversation and came 
to notify you. 

1. What next?
2. What kind of investigation or additional information is needed? 
3. Who do you need to interview?
4. What type of testing irregularity is this? 
5. How can you train people to avoid these from happening in the future?

12

1  Serious = 
orange cup
2  Procedural = 
blue cup
3  Not an IR=no 
sign

https://txassessmentdocs.atlassian.net/wiki/spaces/ODCCM/pages/2793212808/Testing+Irregularities+and+Violations


Test Security Scenario #2 - TS
• As you are actively monitoring and peeking into the sessions 

and checking on all your oral administration students.  You 
notice that in one room there is one student who is not 
using their headphones.  You ask the student why they are not 
using their headphones which is needed for their 
accommodations. Students reply that they don’t want to use 
them?   

1. What next?
2. Would you force the student(s) to use the headphones?
3. Is this a testing irregularity? If so, which type? 
4. What is a good protocol to establish at your campus for any 

student refusing an accommodation?
5. Who would you inform that the student didn’t use the 

accommodation? 
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1  Serious - orange
2  Procedural - 
blue
3  Not an IR - no 
sign

https://txassessmentdocs.atlassian.net/wiki/spaces/ODCCM/pages/2793212808/Testing+Irregularities+and+Violations


Test Security Scenario #3 - TS
Teacher F is conducting an online small group with TTS for the Algebra 1 
EOC. As you are doing walkthroughs, you notice that the teacher is very 
focused writing something down on their clipboard. You enter the room 
and discover that the teacher is copying down problems and solving 
them on a SSOP. When you confront them, they say they were bored and 
didn’t think it was a big deal. 

1. What next?
2. What kind of investigation or additional information is needed? 
3. Who do you need to interview?
4. What type of incident is this? 
5. How can you train people to avoid these from happening in the future?
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1  Serious - orange cup
2  Procedural - blue cup
3  Not an IR - no sign

https://txassessmentdocs.atlassian.net/wiki/spaces/ODCCM/pages/2793212808/Testing+Irregularities+and+Violations


Test Security Scenario #4 - TS
• Ms. Holly Golightly is one of the best test administrators you 

have on campus.  She had all the students put their 
backpacks at the front of the room, checked all pockets for 
cell phones, and informed students that all cell 
phones/electronics need to be turned off and either in their 
backpacks or lockers.  The only thing she allowed students to 
bring was a book of their choice to read. As she is actively 
monitoring she notices that one of the books is vibrating.  
Upon careful inspection she notices that the student has 
hidden a cell phone in the book (Shawshank It).  
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1. What next?
2. What kind of investigation or additional information is needed? 
3. Who do you need to interview?
4. What type of incident is this? 
5. How can you train people to avoid these from happening in the future?

1  Serious - orange 
cup
2  Procedural - 
blue cup
3  Not an IR - no 
sign

https://txassessmentdocs.atlassian.net/wiki/spaces/ODCCM/pages/2793212808/Testing+Irregularities+and+Violations


Test Security Scenario #5 - TS
• As you are walking the hallways and checking to make sure 
that all is going well during testing.  You discover that one of 
your test administrators has stepped out into the hallway to 
take an “emergency” phone call on their cell phone.  No one is 
in the room supervising the students.  When asked he claims 
he can “actively monitor” thru the window on the door.  
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1. What next?
2. What type of incident is this? 
3. What kind of investigation or additional information is needed? 
4. Who do you need to interview?
5. How can you train people to avoid these from happening in the future?
6. Which parts of the Incident Report Form do you fill out? 

1  Serious - 
orange cup
2  Procedural - 
blue cup
3  Not an IR - no 
sign

https://txassessmentdocs.atlassian.net/wiki/spaces/ODCCM/pages/2793212808/Testing+Irregularities+and+Violations
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Testing 
Procedures 
Scenarios

Section 2

How do you want 

your staff to handle 

situations during 

testing

Please note:  

Make sure to adhere to your 
district policies & procedures and 
always check with your DTC



Testing Procedures Scenario #1
• You are actively monitoring all of your students and notice 

that one of your students keeps looking away from the 
screen/test.  The student appears to be looking at something 
under their scratch paper.   

1. What next?
2. What kind of investigation or additional information 

is needed? 
3. Who do you need to interview?
4. What type of incident is this?
5. Do you have a protocol for your campus to follow?
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1  Serious - orange cup
2  Procedural - blue cup
3  Not an IR - no sign



Testing Procedures: Scenario #2
• The reading test has started and all went well at the 

beginning.  Students are all using their online tools - 
highlighting and using their notepads.   All of a sudden the 
internet goes down and you lose your connection.

1. What do you do?
2. Is it a big deal?
3. How can you train your TAs for this situation?
4. Is this an incident report?
5. When should you become involved?
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1  Serious - orange cup
2  Procedural - blue cup
3  Not an IR - thumbs 
down



Testing Procedures: Scenario #3
• Your campus started testing on time at 8:00 

a.m.  You have a bus break down and the 
students on that bus arrived at 9:30 a.m. and 
haven’t had breakfast.  Of the 20 students on 
the late bus 15 usually finish within the first few 
hours, 5 of them usually test until the end of the 
day.  Two of the late testers receive auto text to 
speech.

1. What do you do?
2. Is it a big deal?
3. Who else needs to know about the late bus?
4. How can you plan for this situation?  
5. Who could you recruit to help you handle this situation?
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1  Serious - orange cup
2  Procedural - blue cup
3  Not an IR - no sign



Testing Procedures: Scenario #4
•  On the day of the RLA test all 

seems to be going well and the 
students are halfway done.   Your 
hear the code over the intercom 
that the school needs to go in the 
Shelter In Place mode.   

1. What do you do at this time?
2. What do you need to do to ensure the 

security of the test?
3. What about after the emergency?
4. Do you continue testing?

21

1. Save the children - 
blue cup

2. Save the test - orange 
cup



Testing Procedures: Scenario #5
• The day of the ELAR test is upon you and 

one of the students shows up to school with 
a broken arm.  One of your students who 
wear glasses forgets them at home and 
another one that broke their glasses.  You 
also have another student who feels ill and 
hasn’t started the test. 

1. What do you do?
○ Broken arm
○ Forgot glasses
○ Broken glasses 
○ Ill student

2. When should you become involved?

22
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Testing 
Proctors 
Scenarios

Section 3

How do you want to 

align the training and 

selection of proctors?

Please note:  

Make sure to adhere to your 
district policies & procedures and 
always check with your DTC



Test Proctor Scenario #1
• Mr. In Control is on his first year teaching and 
it’s been quite a year for him.  While he is 
teaching class his students like to pass notes 
to each other.  There are some students who 
call him by his first name and play video 
games on their cell phones.  Mr. In Control 
holds the record for the number of office 
referrals this year.   During benchmarks his 
room is the one that results in the most testing 
incidents. 
1. Would you allow this person to proctor? Why or why 

not?
2. What type of training would have this person 

complete?
3. Would this person require special supervision?

24

Yes             Maybe           No



Test Proctor Scenario #2
• Ms. Universe is an excellent teacher and 

loves teaching our KIPPsters.  English is 
a second language to her and there are 
times that she struggles with 
pronunciations and mixes up her tenses.  
She has great classroom control and the 
students not only love her but respect 
her. 

1. Would you allow this person to proctor? Why or 
why not?

2. What type of training would have this person 
complete?

3. Would this person require special supervision?
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Test Proctor Scenario #3
• Mr./Ms.  Right has been at your campus 

longer than you and has been a test 
administrator ever since the TAAS(1990s) 
test.  During the Interim Assessments he/she 
is the one that doesn’t follow the testing 
procedures as you have suggested.  At time 
calculators or dictionaries have not been 
provided.  Also, likes to sneak their cell 
phone and use it during IAs.  

1. Would you allow this person to proctor? Why or why 
not?

2. What type of training would have this person 
complete?

3. Would this person require special supervision?
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Test Proctor Scenario #4
• Ms. Veteran is a very experienced teacher who has 

the best classroom management in the region.  
She doesn’t play around and students know that 
about her.  Ms. V. does seem to be technology 
challenged at times and is often having to reset her 
passwords for her computer.  Anytime she 
experiences any technology issues in the 
classroom she gets one of the students to help her 
figure it out. 

1. Would you allow this person to proctor? Why or why 
not?

2. What type of training would have this person 
complete?

3. Would this person require special supervision?

27
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Testing Room 
Prep Scenarios

Section 4

How do you want to 

align your rooms and 

testing environment?

Please note:  

Make sure to adhere to your 
district policies & procedures and 
always check with your DTC



To cover or not 
A

B



To cover or not
 A

B

C



How do we make this room test ready?
31

What would you 
cover? 

Would you change 
the layout? 



How do we make this 
room test ready?

32

Lesser of the two evils

What would you adjust? Why?

A B



How do we make this 
room test ready?

33
Which one does a better job of 
discouraging cheating?

How do we make them less conducive to 
cheating?

How do you actively monitor? A B
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Desk Dividers - HP

*

34

Required

purchase or make

SL

https://www.amazon.com/Junkin-Classroom-Dividers-Distractions-15x17-3x15/dp/B0BYZ12YS8?th=1
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Active Monitoring - Designated Areas
35

TA #1 TA #2

TA #3

SL



How do I make this room test 
ready? 

36

What would you do to minimize cheating?

Would you change the layout?

Do your TAs know how to determine if the 
Wireless Access Points are working? 



What about technology?
◼ Focus on what you need 

to do to get the 
technology ready?
◼ Months
◼ Days
◼ Testing Day
◼ After testing

What needs to be done 
prior, during, & after? 

How do you plan 
for students 
forgetting devices, 
uncharged devices, 
or damaged 
devices? 



NEW CTCS - Lightning Round #1  

◼ 30 students (same grade, same test) 

◼ 9 have extra time

◼ 4 have oral administration

◼ 8 require supplemental materials 

◼ 3 have behavior issues

◼ 1 requires frequent breaks (medical)

◼ 2 needs reminders to stay on task

◼ How many groups?

◼ How many test administrators?

◼ How many rooms?

◼ What things do I have to take into consideration?
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NEW CTCS - Lightning Round #2

◼ 17 students

◼ 7 have OA

◼ 5 full oral administration

◼ 2 at student request

◼ 10 have other accommodations

◼ 4 have speech to text

◼ 2 work at a faster pace than the others

◼ 5 students have spelling assistance

◼ 1 student has speech to text

◼ How many groups?

◼ How many test administrators?

◼ How many rooms?

◼ What things do I have to take into consideration?

39
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Wrap Up and 
Additional 
Resources

Section 5

How can you utilize 

these resources to 

help align your staff? 

Please note:  

Make sure to adhere to your 
district policies & procedures and 
always check with your DTC



Group Task Details

1. You will be divided into small breakout groups 
and each group will be assigned a scenario to 
unpack.

2. As a group you will discuss the scenario and 
form an action plan.

3. At the end of the 15 minutes work time you 
will present your scenario and action plan to 
the group.

4. You should use the scenario slide on the deck 
linked above to document your plan. You may 
add an additional slide if needed.

Guidelines

★ You will have 15 minutes to complete an action 
plan for the scenario and record it on the slide.

★ The person who is wearing a secondary color 
will facilitate the group discussion (purple, 
orange, green) 

★ The group will Rochambeau (“ro-sham-boo” - 
aka rock, paper, scissors) for presenter (winner 
gets to present).

○ Please put your presenter’s name at the top of 
your slide

Directions

SR/MT



Scenario #1 - My choice - I don’t want it.
Group Presenter: Monica C.

● On Testing day your are conducting walk-thrus and notice that several of the students have 
been provided with headphones but are no using them.  You ask for the TH Room 
Accommodations report and confirm that those students need the headphones because they 
have TTS as an accommodation.  You ask the student why they are not using the headphones 
and they respond that they don’t need them. 

1. What next? Document that student has not been using headphones on 
accommodations report and follow up with teacher who assigned 
accommodation to think about removing

2. Would you force the student to use the headphones? No
3. Is this a testing irregularity? No - they have been given access to the 

accommodation
4. What is a good protocol to establish at your campus for any student refusing to 

use headphones or use an accommodation? Small group/testing folders so 
students are comfortable, making sure students have practice using 
them beforehand; be sure staff knows to document and where/how to 
document

5. Who would you inform that the student didn’t use the accommodation? CTC, 
teacher, Special Pops lead, parents



KIPP TEXAS PUBLIC SCHOOLS

Goal

School & staff 
alignment

Set Clear expectations
Clarify misconceptions

Offer different 
perspectives

Equip staff with problem 
solving skills

Reinforces the need for 
testing protocols

Real life application of 
procedures 

Interactive 
vs reading 
manual

Learning 
tool

Scenarios 
can be 
adjusted to 
meet your 
staff needs



Questions & Contact
Dina Cruz
Dina.Cruz@kipptexas.org
Samuel Lopez 
Samuel.Lopez@kipptexas.org 

Please note:  

Make sure to adhere to your 
district policies & procedures 
and always check with your 
DTC

Check out TSNAP 
● Great resource
● Great support
● Great networking

www.tsnap.org

mailto:Dina.Cruz@kipptexas.org
mailto:Samuel.Lopez@kipptexas.org


Testing Security Section
Test Administrator Manual Pgs. 12-19

Please note:  

Make sure to adhere to your district 
policies & procedures and always 
check with your DTC

https://tea.texas.gov/student-assessment/test-administration/2025-staar-test-administrator-manual.pdf


Serious 
Testing 
Violations



Serious 
Testing 
Violations



Procedural 
Testing 
Irregularities

Accommodation Errors



Procedural 
Testing 
Irregularities

Accounting Errors



Procedural 
Testing 
Irregularities

Eligibility Errors



Procedural 
Testing 
Irregularities

Monitoring Errors



Procedural 
Testing 
Irregularities

Training Errors



Student 
Cheating



Student 
Cheating



Penalties for 
Violating 
Security & 
Confidentiality 
of 
Assessments



Penalties for 
Violating 
Security & 
Confidentiality 
of 
Assessments



24-25 KTX Scenarios
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Group Task Details

1. You will be divided into small breakout 
groups and each group will be assigned a 
scenario to unpack.

2. As a group you will discuss the scenario 
and form an action plan.

3. At the end of the 15 minutes work time you 
will present your scenario and action plan 
to the group.

4. You should use the scenario slide to 
document your plan. You may add an 
additional slide if needed.

Guidelines

● You will have 15 minutes to complete an 
action plan for the scenario and record it on 
the slide.

● The person who has the longest last name 
will facilitate.

● The person who has the shortest first name 
will present.

Directions

MT
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Group members: 
Who is sharing:

Scenario 1: Creating the Beehive

59

Three weeks before testing, you are starting to get organized and you recruit some students and office staff members to 
organize your bins.  You provide them with all the supplies and materials they need to get your bins prepared.   You fully 
trust this group and feel that you don’t need to check their work.  On test day as you are conducting room checks, you 
notice that some of the bins are missing dictionaries and others have basic calculators instead of graphing calculators for 
Algebra 1.  

Questions to consider:

1. What next?
a. Double check the bins or select a backup to support.

2. How could this have been avoided?
a. The way to mitigate this situation the CTC should have not allowed any students into a testing secure room. In 

addition, the CTC should be held responsible to check each bin.   
b. Teachers can pre-bin verify their bin. 

3. What system can you create during checkout to help you avoid this error?
a. Create a checklist for each bin and have teachers check through the bin a day before testing.
b. ALL HANDS ON DECK - APIs included

4. What materials are secure and confidential vs. non-secure/confidential and who should have access to them? 
a. Secure:  Testing Tickets, Accommodations, any material with student information included, completed scratch 

paper/supplemental aides
b. NonSecure:  Pencils, blank scratch paper, highliters, calculators, privacy screens
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Group members: Symone Richard, Elizabeth Caserta, Vanessa Chiang, Fatoumata Toure
Who is sharing:

Scenario 2: Your building. Your realm.

60

As you plan for testing you are checking your campus to determine which rooms you can use for testing.  

Questions to consider:

1. Who do you need to consult/bring into the conversation?
a. Members of your leadership team & operations team

2. What are the things you have to keep in mind?
a. what parts of the building will be in “testing mode”, what amount of small groups are needed? what part 

of the building do transitions happen? how many administrators? how many hall monitors?
3. What should you check to make sure it is available in each space?

a. seating & desks for number of students, dictionaries, space, clock, blank walls, tissues
4. How will you maintain communication and supervision if you use these rooms?

a. signs on door, floating support, hallway monitors, 
5. What action steps should you take after the visit?

a. daily email/ recap message 
6. Are there any budget ticket items you need to share with your school leader? 

a. anything for accommodations, incentives, computer needs/ headphones, bins, pencils & erasers 
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Group members: 
Who is sharing:

Scenario 3: Planning for Protocols

61

In the past, schools were free to start at their leisure and thus your campus is known as a late starting campus. You have 
been informed that all students need to start testing by 9:00 a.m. What should you do ahead of time to make sure it is a 
smooth transition from arrival to start of testing and be ready to go? 
Questions to consider:

1. Who should you consult with in order to tackle this task?
a. Leadership Team, Teachers and staff, APO, facilities

2. Does your arrival procedures need to be changed or updated?
a. Not necessarily, but all LT members need to be in hallways or testing spaces to get people moving so your campus can start testing on 

time 
3. Where will the students go when they arrive?

a. Students should go to their normal arrival location, but there needs to be a plan on how students will be broken up when it comes to 
groups. 

4. What will you do about breakfast?
a. Make sure breakfast is a grab and go situation where students can eat quickly 

5. What will you do about delayed buses?
a. Give staff a roster of where students will be when it comes to groups so if students are late everyone knows where to go. 
b. Have someone ready to read directions to late students if the test has already started. 

6. What can be done in the days prior to testing to help facilitate starting by 9:00 am?
a. Going through a trial run on the procedures so everyone know where they will be for testing. 
b. Sending out a schedule so 

7. What type of communication would you send to parents and share with students?
a. Teachers and staff communicated the expectations of timing. 
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Group members:  Amy Robles, Charkitta Butler, Daniel Luck, Stephanie Dusin
Who is sharing: 

Scenario 4: Planning for Absences & Delays
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You are scheduled to test on Thursday and Friday of this week but you have an emergency (get pulled for jury duty, have to go to 
a funeral, get COVID, etc.) on your way to school. Friday is the last day of the testing window. What do you need to do in 
advance to make sure that the school can still test and meet the Friday deadline?

1. Will your school be able to test without you?
Yes, that is the purpose of the back-up CTC.

2. What do you need to do in advance to plan for an emergency?
Pressure test w/ scenarios. Plan for earlier completion.

3. What next?
Communicate w/ school leader, back-up CTC & APO.

4. What other groups of people should you consider meeting with prior to testing?
Ops–they can reach out to IT, facilities and other groups. SpEd Team. GLCs to disseminate information.

5. What training is needed for the Leadership Team prior to this assessment?
Testing security training. Early inspections for rooms, rosters, etc.  Duty a



Scenario Group #2 – Oral Administration

▪ A 5th grade student recently arrived from another 
country and English is not their native language

▪ During the Fall MAP Science, mClass & iReady 
reading tests the student struggled taking any of the 
tests in English

▪ Teachers have started reading the test questions and 
answer choices to the students for all EOMs & 
Checkpoints

▪ Teachers have been working with student in 
providing them with a lot of intensive English learning 
in class, focusing on listening and speaking skills

▪ Student also spends 45 minutes each day on an 
online English Learning Program 

● Does the student qualify for accommodations?.

● If so, what accommodations would they qualify for? 
●
● What would you have to ensure is set in testhound in order for them to 

receive the accommodations? 

● Who should you include in this conversation? 

DC/MT

Presenter:

Please Link any accommodations resources your group used to answer these questions: 

10/3



MT

Presenter:
 Amy 
Castellanos

Scenario Group #3 – Calculation Aids

4th Grade Student

▪ The math teacher has approached you to see if 
the student can get a calculator & multiplication 
chart

▪ Student struggles with addition, subtraction, and 
multiplication

▪ On their math assessments, when it comes to 
math facts, the student consistently  scores less 
than 30% on their tests

▪ When provided with a calculator the student is 
able to pass the exam 

● Does the student qualify for accommodations? What further 
information might you need to make the decision? 

○ Not enough information yet, touch base with SPED team prior 
to the assessment.

● If so, what accommodations would they qualify for?
○ use of calculation aide and supplemental aids

● What would you have to ensure is set in testhound in order for 
them to receive the accommodations? 

○ Fill in correct Testhound section, ensure SPED has updated 
accommodations- (who codes them?)

● Who should you include in this conversation? 
○ SPED Team, Math teacher, Leadership, CTC 

● What if the student is now enrolled in grade 5th? Do they get a 
calculator?  

○ Calculators are only given in 8th grade
○ And unless they are in the IEP

Please Link any accommodations resources your 
group used to answer these questions:
 

10/3



Scenario Group #4 – Dictionary 

▪ Zamir is a 6th grade EB, who was in a ESL Sheltered 
Instruction program until the end of 4th grade

▪  Zamir can follow along with most conversations in 
English, but will sometimes pause the teacher to ask for 
clarification when she uses abstract language 

▪ There are times when Zamir’s classmates translate 
complex directions.

▪ On writing assignments, Zamir will sometimes ask for 
help translating words/thoughts from Farsi to English.

● Does the student qualify for accommodations? 
Yes

● If so, what accommodations would they qualify for? 
1:1 Bilingual dictionary / picture dictionary
Oral Admin
Content Language Support

● What would you have to ensure is set in testhound in order for 
them to receive the accommodations? 
Their accommodations & EB status 

● Who should you include in this conversation? 
LPAC Team

● Should you consider making special purchases? 
Dictionaries if school doesn’t have the correct dictionaries 

SR/MT

Presenter: 
Marie Lambert

Please Link any accommodations resources your 
group used to answer these questions: 

10/3



Scenario Group#5 - Oprah Style Accom.

● A few days before testing you are approached by a 
teacher/school leader requesting that all of their 
students receive supplemental aids 

● Teacher states that the supplemental aids contain 
letters and pictures to help students organize the 
information presented to them on the test. 

● Teacher states that they have been using them in 
class since the beginning of the school year.

● This after you the last day for accommodations has 
passed and you have met with the special pops to 
verify accommodations.  

● All accommodations have been reconciled on 
TestHound, Ellevation, and ESped.  

● The teacher/school leader has not documented 
these accommodations.

  

● Would you allow the accommodations on the assessment?
● No because the deadline has passed and there was no documentation of the 

accommodations

● Do all the students qualify for this accommodation? 
● No, prior accommodations must have been made prior to the deadlines.The 

following students can qualify for this accommodation: MTSS, 504, and SpEd.

● If so, are there any limits on what type of supplemental aids may be used?
● Yes there are limits as designated by TEA Guidelines. 

● What would you have to ensure is set in testhound in order for them to receive 
the accommodations? 

● Documentation of the accommodation being used in class, intervention, 
SPED. Each of the special pops needs to have it in their system. 

● Who should you include in this conversation? 
● School Leader, ARD facilitator,, MTSS coordinator/committee,  EB 

coordinator, school wide training with staff

SL

Presenter:

Please Link any accommodations resources your 
group used to answer these questions: 

10/3
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24. What should district testing personnel do if they fail to provide a student with an online 
accommodation that is required by his or her individualized education program (IEP)?
If the error is discovered while the student is testing, the error may be able to be corrected, and the student will be able to continue testing with the required accommodation.

To turn on the large mouse pointer, the student must log out, log back in, and apply the appropriate attribute using the test attributes screen.

To turn on the following accommodations, the student must log out, district testing personnel must turn on the accommodation in TIDE, and the student must then log back in:

● Text-to-Speech
● Auto Text-to-Speech
● Speech-to-Text
● Basic TI Calculator
● Spell Check
● Permissive Mode
● Word Prediction (Co:Writer)

To turn on the following accommodations, the student must have answered fewer than five questions and must log out, the assessment must be reset and the accommodation 
turned on by district testing personnel, and the student must log in to the reset assessment:

● Content and Language Supports
● Braille
● ASL Videos

For content and language supports, refreshable braille, and American Sign Language (ASL), if the student has answered five or more questions, the accommodation error 
CANNOT be corrected and the assessment cannot be reset. District personnel must decide if the absence of the accommodation warrants the invalidation of the assessment.  
If it does, an “O” score code and a rationale of "Testing incident" must be entered using the Create Requests task in the Appeals/Score Codes module in TIDE. If an invalidation is 
not warranted, no action needs to be taken. An “S” score code will be automatically applied at the end of the administration without further action by the student or by district  
personnel. District personnel should consider whether the assessment is required for graduation and should also inform the parents of the error.

If an accommodation error is discovered after the student has finished testing, the error cannot be corrected. District personnel must decide if the absence of the 
accommodation warrants the invalidation of the assessment and follow the steps in the previous paragraph.

For all these circumstances in which district testing personnel failed to provide a student with an accommodation that is required by his or her IEP prior to the beginning of the 
assessment, a Procedural Testing Irregularity form for an accommodation error must be completed. 
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https://forms.gle/ubRCTBxeXuChmcqK7


Scenario Group #6 - Bandaid or Bleed

● On the day of  IA#1 the special pops lead 
approaches to you about an accommodation they 
failed to mention/verify during your special pops 
meeting.  

● All accommodations were reconciled on TestHound, 
Ellevation, & ESped

● You have all materials, test administrators, and TH 
reports ready to go and testing will start in 15 
minutes.

Would you allow the accommodations on the assessment?
Yes

Does the student qualify for accommodations?

Yes

What would you have to ensure is set in testhound in order for them to receive the 
accommodations? ESPED Ellevation

Procedural irregularity on Sped side internal depending on 
circumstances
 
Who should you include in this conversation?

School leader, CTC, ARD Facilitator

SL

Presenter: 

Please Link any accommodations resources your 
group used to answer these questions: 

10/3



Scenario Group #1- One Bird, Two Nests 

▪ The student is an EB who has been identified as a student  who may benefit 
from extra time and oral administration

▪ During End of Module /Unit tests the student is allowed extra time to complete 
tests and receives oral administration on each assessment

▪ On his 1st Interim assessment the student was not provided with the 
accommodations

▪ On the 2nd Interim assessment the student was provided with the 
accommodations and scored 15 percentage points higher

▪ When student receives the accommodations during classroom assessments, 
the student requests for specific items to be read aloud, and scores higher 

▪ There are times that on class assignments or quizzes the student doesn’t ask 
for the extra time and they score well

● Does the student qualify for 
accommodations?
Yes

● If so, what accommodations would they 
qualify for?
TTS (student request) & Content 
Language Supports

● What committee has the authority to assign 
accommodation(s)?

○ LPAC Committee

● What would you have to ensure is set in 
testhound in order for them to receive the 
accommodations?

○ TTS (student request) and Content 
Language Supports selected

● What if after you meet with Special pops you 
find out that the student has had a recent 
ARD and assigned a full oral administration 
rather than at request TTS, what next? 

○ TTS (read all) and Content Language 
Supports. (ARD committee)

MTPresenter:

Carla Price

Please Link any accommodations resources your 
group used to answer these questions: 
We used the table to determine committee 
responsible. 

10/2

Team members: Kendall Anderson, Carla Price, Tabiatha Penson, Sheryl 
Holmes-Rivera, Gabrielle Schwarzlose, Keith Donkor
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25. For an oral administration of an online assessment, what is the difference 

between text-to-speech (TTS) and auto TTS?

● TTS and auto TTS are embedded supports within TDS for students who meet the eligibility requirements for an oral administration of an online assessment. 

District personnel must select one of these two options in TIDE for students who are eligible for this accommodation.

● TTS allows a student to independently select and change the level of reading support during the test administration. Auto TTS automatically reads aloud the 

text on the screen and does not allow a student to independently select or change the level of reading support during the test administration.

● For more information regarding oral administration, refer to the Oral and Signed Administration policy document in the Accommodations section of these 

Coordinator Resources.

Examples and Resources for Committees/CTC:
Auto TTS vs TTS - quick sheet
Example Video of Auto TTS in action
Example Video of TTS in action
Oral Administration – what can be read
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https://txassessmentdocs.atlassian.net/wiki/spaces/ODCCM/pages/2793210041
https://drive.google.com/file/d/1ylB2gimlxGZzAQPTDq3FPZMA7k-tMgOR/view
https://drive.google.com/file/d/1M_lNzu1_pVhehH918QrUb1Oomk9qpDU-/view?usp=sharing
https://drive.google.com/file/d/1y2TOQKqm8dGVUN9nSb-OG5yuEqeZf71j/view?usp=sharing
https://docs.google.com/presentation/d/1lC35hx85j2r19rYpl3IH8hmRAC42k4flEckGgiL_Wig/edit#slide=id.p


Scenario Group #2 – Oral Administration

▪ A 5th grade student recently arrived from another 
country and English is not their native language

▪ During the Fall MAP Science, mClass & iReady 
reading tests the student struggled taking any of the 
tests in English

▪ Teachers have started reading the test questions and 
answer choices to the students for all EOMs & 
Checkpoints

▪ Teachers have been working with student in 
providing them with a lot of intensive English learning 
in class, focusing on listening and speaking skills

▪ Student also spends 45 minutes each day on an 
online English Learning Program 

● Does the student qualify for accommodations? Yes, this student would 
qualify.

● If so, what accommodations would they qualify for? TTS, Content and 
Language supports, Bilingual Dictionary, OA 

● What would you have to ensure is set in testhound in order for them to 
receive the accommodations? All accommodations need to be enabled in 
the corresponding platforms (Ellevation?)

● Who should you include in this conversation? We should include LPAC + 
DOME, teacher, parents, CTC

DC/MT

Presenter:
Adalyn Burke

Please Link any accommodations resources your group used to answer these questions: 
● Content and language supports
● Oral/signed administration

https://txassessmentdocs.atlassian.net/wiki/spaces/ODCCM/pages/2793210199
https://txassessmentdocs.atlassian.net/wiki/spaces/ODCCM/pages/2793210326


SR/MT

Presenter:
Christopher Scenario Group #3 – Calculation Aids

4th Grade Student

▪ The math teacher has approached you to see if 
the student can get a calculator & multiplication 
chart

▪ Student struggles with addition, subtraction, and 
multiplication

▪ On their math assessments, when it comes to 
math facts, the student consistently  scores less 
than 30% on their tests

▪ When provided with a calculator the student is 
able to pass the exam 

● Does the student qualify for accommodations? What further 
information might you need to make the decision? Student does 
not qualify for accommodations. Check if student meets the criteria 
for approval. 

● If so, what accommodations would they qualify for? Does not 
qualify for any accommodations. Could consider scratch sheet of 
paper or other supplemental aids. 

● What would you have to ensure is set in testhound in order for 
them to receive the accommodations? Make sure that whatever is 
in their IEP/504 is in the plan. 

● Who should you include in this conversation? CTC, Specialist, 
Teacher, SpEd Coordinator.

● What if the student is now enrolled in grade 5th? Do they get a 
calculator?  Only if the disability affect mathematics calculations. 

Please Link any accommodations resources your 
group used to answer these questions:
 
https://txassessmentdocs.atlassian.net/wiki/spaces/
ODCCM/pages/2793210174/Calculation+Aids

https://txassessmentdocs.atlassian.net/wiki/spaces/ODCCM/pages/2793210174/Calculation+Aids
https://txassessmentdocs.atlassian.net/wiki/spaces/ODCCM/pages/2793210174/Calculation+Aids


Scenario Group #4 – Dictionary 

▪ Zamir is a 6th grade EB, who was in a ESL Sheltered 
Instruction program until the end of 4th grade

▪  Zamir can follow along with most conversations in 
English, but will sometimes pause the teacher to ask for 
clarification when she uses abstract language 

▪ There are times when Zamir’s classmates translate 
complex directions.

▪ On writing assignments, Zamir will sometimes ask for 
help translating words/thoughts from Farsi to English.

● Does the student qualify for accommodations? Yes

● If so, what accommodations would they qualify for? Text to 
Speech, Small group, oral administration 

 
● What would you have to ensure is set in testhound in order for 

them to receive the accommodations? 

● Who should you include in this conversation? DOME and MTSS

● Should you consider making special purchases? Farsi to 
English (dictionary) *ask if Zamir can read Farsi

SR/MT

Presenter:

Please Link any accommodations resources your 
group used to answer these questions: 



Scenario Group#5 - Oprah Style Accom.

● A few days before testing you are approached by a 
teacher/school leader requesting that all of their 
students receive supplemental aids 

● Teacher states that the supplemental aids contain 
letters and pictures to help students organize the 
information presented to them on the test. 

● Teacher states that they have been using them in 
class since the beginning of the school year.

● This after you the last day for accommodations has 
passed and you have met with the special pops to 
verify accommodations.  

● All accommodations have been reconciled on 
TestHound, Ellevation, and ESped.  

● The teacher/school leader has not documented 
these accommodations.

  

● Would you allow the accommodations on the assessment?
○ No we don’t do blanket accommodations and all know accommodations 

need to be logged into Test Hound to make sure we don't have any 
irregularities in the future. 

● Do all the students qualify for this accommodation?
○ no

● If so, are there any limits on what type of supplemental aids may be used?

● What would you have to ensure is set in testhound in order for them to receive 
the accommodations? 

○ Must be explicit on what the supplemental aids are and which subject 
they should be used in. 

● Who should you include in this conversation?
○ SPED Coor
○ MTSS Coor
○ Multilingual Coor
○ 504 Coor
○ Interventionist

SL

Presenter:
Susan and 
Timaka

Please Link any accommodations resources your 
group used to answer these questions: 

● Supplemental aids 

https://txassessmentdocs.atlassian.net/wiki/spaces/ODCCM/pages/2793210400


Scenario Group #6 - Bandaid or Bleed

● On the day of  IA#1 the special pops lead 
approaches to you about an accommodation they 
failed to mention/verify during your special pops 
meeting.  

● All accommodations were reconciled on TestHound, 
Ellevation, & ESped

● You have all materials, test administrators, and TH 
reports ready to go and testing will start in 15 
minutes.

Would you allow the accommodations on the ass
● We would not allow this student to have this accommodation on this 

particular assessment. Since there is a deadline to have all meetings 
about accommodations and to reconcile them, the student would have to 
wait until the next IA to have these accommodations only if they qualify. 

Does the student qualify for accommodations?
● We would need to explore and gain evidence through a process to see if 

the student qualifies for these accommodations. Once we have the 
evidence we can set the accommodations for this student for the next 
round of testing. 

What would you have to ensure is set in testhound in order for them to receive the 
accommodations?

● We would need to ensure that the accommodations have come through 
from the ESPED or Ellevation platform. If they have, then the 
accommodations will be added for the student on the next test. If not, then 
the student would not get these accommodations. 

Who should you include in this conversation?
● Leadership, Special Pops Lead, DOME, possibly RAC 

SL

Presenter: 
Chelsea 
Flugence

Please Link any accommodations resources your 
group used to answer these questions: 
KTX Assessment Handbook

https://docs.google.com/document/d/1T_PlXG4Wrnr66AGRLeiuSGtErjr7WoCZOd82nVOtSAc/edit?usp=sharing
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24. What should district testing personnel do if they fail to provide a student with an online 
accommodation that is required by his or her individualized education program (IEP)?
If the error is discovered while the student is testing, the error may be able to be corrected, and the student will be able to continue testing with the required accommodation.

To turn on the large mouse pointer, the student must log out, log back in, and apply the appropriate attribute using the test attributes screen.

To turn on the following accommodations, the student must log out, district testing personnel must turn on the accommodation in TIDE, and the student must then log back in:

● Text-to-Speech
● Auto Text-to-Speech
● Speech-to-Text
● Basic TI Calculator
● Spell Check
● Permissive Mode
● Word Prediction (Co:Writer)

To turn on the following accommodations, the student must have answered fewer than five questions and must log out, the assessment must be reset and the accommodation 
turned on by district testing personnel, and the student must log in to the reset assessment:

● Content and Language Supports
● Braille
● ASL Videos

For content and language supports, refreshable braille, and American Sign Language (ASL), if the student has answered five or more questions, the accommodation error 
CANNOT be corrected and the assessment cannot be reset. District personnel must decide if the absence of the accommodation warrants the invalidation of the assessment.  
If it does, an “O” score code and a rationale of "Testing incident" must be entered using the Create Requests task in the Appeals/Score Codes module in TIDE. If an invalidation is 
not warranted, no action needs to be taken. An “S” score code will be automatically applied at the end of the administration without further action by the student or by district  
personnel. District personnel should consider whether the assessment is required for graduation and should also inform the parents of the error.

If an accommodation error is discovered after the student has finished testing, the error cannot be corrected. District personnel must decide if the absence of the 
accommodation warrants the invalidation of the assessment and follow the steps in the previous paragraph.

For all these circumstances in which district testing personnel failed to provide a student with an accommodation that is required by his or her IEP prior to the beginning of the 
assessment, a Procedural Testing Irregularity form for an accommodation error must be completed. 
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Scenario #1 - Fixing the Missing   

On the math test date, one of the site visitors approaches your TA that a student is missing their 
accommodations.  The accommodation is not listed in the Test Hound Room Accommodations report.  
You look at your special pops meeting notes and it isn’t documented on them.  The site visitor points out to 
you that it was an oversight on their side and that it should be corrected immediately because it is 
documented on their IEP.

1. Should you make the adjustment? Not immediately
2. What if your SL or SLM instructed you to make the change? Inform them we need to contact RTC 

before we can make any changes
3. What needs to occur regardless if the change is made to the accommodation? Communicate with 

RTC
4. What type of irregularity is this? Procedural
5. Whom should you call? Sped coordinator, RTC
6. How do we avoid this in the future? Ensure we communicate deadlines clearly and meet 

carefully with special populations

Group Presenter: Dariana



KIPP TEXAS PUBLIC SCHOOLS

Scenario #2 - Oprah Style Supplemental Aids
On the day of the reading test, you notice that all students have been provided with a blank scratch paper and with a graphic organizer.  
You look at the Test Hound Room Accommodations report and only 2 students have been assigned supplemental aids.  Upon further 
review, you find out that the ELAR teacher provided TAs with the documents and asked them to distribute them to all students.  ELAR 
feels that the students will be able to use these to score well.  These documents were never shown to you prior to today. 

1. What is your first action step?
- Ask TAs to collect Blank Graphic Organizers from students, except those students who been assigned Supplemental 

Aids. 
2. Is this allowable?
- NO!

3. What type of irregularity is this?
- Procedural

4. Which members need to complete the irregularity report?
- CTC, ELAR Teacher, and TAs.  

5. What is the follow-up conversation you would need to have with the ELAR teacher? School Leader?
- Coaching to ELAR Teacher regarding Test Accommodations & Allowable Materials, Need to complete an Irregularity 

Report, and additional coaching to TAs regarding testing material verification
6. Should you handle this alone?  Why or why not?
- No, SL should be informed about the issue. CTC can also consult with RAC for further guidance and support. 

7. Anyone else need to be informed of this situation?
- RAC  

8. How can this be avoided in the future?
- Clarify instructions regarding accommodations during training. 

Group Presenter: 
Jonny 
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Scenario #3 Team Beats the Individual Steph 1-3 and Amy 4-7

On the day of the Algebra 1 exam, your TA is actively monitoring and notices a group of students who 
seem be collaborating on the test.  The TA is not sure of what to do next. 

1. What is the first thing that the TA should do? 
a. Put emergency sign out, CTC will come to assist
b. TA can rearrange the students in the classroom and the seating chart. 

2. At what point does the TA have the hall monitor call you? 
a. Right away! To ensure that the CTC is aware of the situation. 

3. When do you start the investigation? 
a. It depends on the situation. If we are notified early on we investigate at the end of the session and 

take statements.
4. What would determine if students were cheating? 

a. On the same question at the same time, passing notes to each other. 
5. Are you able to look at the students’ responses to determine if cheating occurred?  

a. NO! We have to contact the RAC. 
6. Should the test be submitted? 

a. Yes. Submit the test and investigate and stay in contact with RAC to determine scoring. 
7. Is this a testing irregularity? If so, which type? 

a. Procedural irregularity. 

Group Presenter: 
Steph 1-3; Amy 4-7
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Scenario #4 Active Monitoring - Non-Exemplary Style

Testing had started and testing has gone well in the first hour.  The birds are singing, the flowers are blooming, and all your students showed up to 
test.  No make-ups, hurray!  So you decide to take a walk and see how things are going on at your campus.  You visit several rooms in the first 
hallways and all is well.  You decide to go to the next hallway and on the way you see that your hall/restroom monitor is reading a book and has their 
laptop open.  Next you go into the large testing room and notice that all the TAs are gathered at the front of the room socializing with each other.  

1. What conversation would you have with your hall monitor? Remind the hall monitor that it against 
the protocol to read or have technology and to let them know that you will place their laptop and 
book with their other belongings. Proceed with a follow up conversation with their coach included.

2. How would you respond if the hall monitor told you that they were never told they couldn’t read? Tell 
them there was a separate slide in training that specifically said “you can’t read” must actively 
monitor.  Thanks for being diligent and always ask questions if they don’t understand.

3. What conversation would you have with the social butterfly TAs? Let the TAs know this is not the 
appropriate time to be socializing and they need to be actively monitoring to ensure students are on 
task.

4. How could you avoid each of the situations from happening in the future? Communicate, 
communicate, communicate! Make sure to go over these scenarios during testing training, re-stamp 
in testing huddle the morning of, you can provide a one-pager with do’s and don’ts for proctors and 
hallway monitors. And making sure you check in with any staff member that might’ve missed the 
testing training. 

5. What type of irregularity is it? Procedural 

Group Presenter: Hilda 
Cantu
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Scenario #5 - Oh no they didn’t 

Testing day has arrived and you have all your materials organized and bins ready to go.  Students are 
being sent to their testing rooms.  TAs start to reach out to you to let you know that there are several 
students who have showed up with uncharged devices.  You also have a handful of students who forgot 
their devices at home.  Then you have a few who report that their device has not been working for several 
days so they have been using their personal one. You start counting to 10. 

1. How do you address the uncharged devices? Have extension chords/power strips in each room 
2. How do you address the students without a device? Ask other grades not testing to borrow
3. How do you address the students with their personal device? Cannot use, wifi connection, not 

secure browser  
4. What are some way to prevent this from happening? Gather student computers the night 

before;Have all devices at school leading up to testing
5. What if all your devices are tied up? Have students test on a make up day.
6. Is there any communication you would send to students and parents prior to test? Yes, a weekly 

letter for about 2 weeks letting parents know to charge and send 
7. What type of budgeting decisions would need to be made for the upcoming 24-25 school year?- 

ideally 1:1 with a testing set of chromebooks 

Group Presenter: Castillo 
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Scenario #6 - I’m Taking My Baby
On the day of the science test, all goes well.  As test administrators are returning their materials, one of 
them tells you that a student in their group will need to do a make-up the test because they didn’t finish it.  
The TA proceeds to let you know that someone from the front office came to pick-up the student because 
the parent was picking them early to go a doctor’s appointment. This is the first time you’ve heard of this.

1. Can the student resume testing the next day? Student cannot test the next day. CTC has to notify 
the Regional assessment coordinator. Potentially complete a score code appeal.

2. Why did the front office not let you know that a student was being picked up early? This is question 
that needs an answer. Any student leaving should be communicated through CTC to see if 
accommodations could be made on the parents behalf. 

3. What communication can be sent home to students and parents? Communicate through OPS team 
to send out a newsletter on platforms to try our best to avoid this from happening. 

4. How can you create a better system to ensure this doesn’t happen again? Be sure that 
communication is being sent out to OPS & families in reasonable time frame. 

5. Are there any valid reasons why a student should be able to go home without completing the test? 
Only if they are sick. 

6. Moving forward - what is a key action step you will give your test administrators and office staff? To 
make sure that they are communicating with the CTC if a student has to leave. 

7. Is this an irregularity? Yes

Group Presenter: Moore & Albertorio



KIPP TEXAS PUBLIC SCHOOLS

Scenario #6 - Not My Baby’s Cup of Tea

A few days before testing you receive an email from one your student’s parents stating that their child will 
be opting out of testing.  The parent forwards you several documents that they found on the internet 
outlining how they have a right to opt out.  In the email the parent also states that they want their child to 
receive quality instruction on the day of testing. You take a deep breath and start to process the email. 

1. When should you respond to the email?
2. How would you respond to the email?  
3. Where would you look for guidance? 
4. Is this something you should do alone? 
5. Does a parent have a right to have their child opt out? 
6. What do you do with the child on testing days if they opt out? 
7. Does the grade level make a difference on how you respond to the parent? 

Group Presenter: 

https://www.txedrights.net/opting-out-step-by-step/
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Group Task Details

1. You will be divided into small breakout groups 
and each group will be assigned a scenario to 
unpack.

2. As a group you will discuss the scenario and 
form an action plan.

3. At the end of the 15 minutes work time you 
will present your scenario and action plan to 
the group.

4. You should use the scenario slide on the deck 
linked above to document your plan. You may 
add an additional slide if needed.

Guidelines

★ You will have 15 minutes to complete an action 
plan for the scenario and record it on the slide.

★ The person who is wearing a secondary color 
will facilitate the group discussion (purple, 
orange, green) 

★ The group will Rochambeau (“ro-sham-boo” - 
aka rock, paper, scissors) for presenter (winner 
gets to present).

○ Please put your presenter’s name at the top of 
your slide

Directions

SR/MT



Scenario #1 - My choice - I don’t want it.
Group Presenter: Monica C.

● On Testing day your are conducting walk-thrus and notice that several of the students have 
been provided with headphones but are no using them.  You ask for the TH Room 
Accommodations report and confirm that those students need the headphones because they 
have TTS as an accommodation.  You ask the student why they are not using the headphones 
and they respond that they don’t need them. 

1. What next? Document that student has not been using headphones on 
accommodations report and follow up with teacher who assigned 
accommodation to think about removing

2. Would you force the student to use the headphones? No
3. Is this a testing irregularity? No - they have been given access to the 

accommodation
4. What is a good protocol to establish at your campus for any student refusing to 

use headphones or use an accommodation? Small group/testing folders so 
students are comfortable, making sure students have practice using 
them beforehand; be sure staff knows to document and where/how to 
document

5. Who would you inform that the student didn’t use the accommodation? CTC, 
teacher, Special Pops lead, parents



Scenario #2 - Quick Codes
Group Presenter: Jonny

● You have spent the past weeks getting everything organized for IA#2 and have all your materials sorted.  You have provided your TA with a list of the 
quick codes and which students should be receiving them.  Once testing has started you are called by the hallway monitor that you assistance is 
needed in one of the rooms.  Upon arriving the TA informs you that the quick codes you provided aren’t working? 

1. What next? 
- Check whether Quick Access Codes is being typed by students correctly
- Check Quick Access Code settings in Illuminate
- Create NEW Quick Access Codes, if needed

2. Is this a testing irregularity?
- This is NOT an irregularity

3. What could you have done prior testing day to ensure that the quick codes were working?
- Check Illuminate settings for each Quick Access Code
- Check whether you provide the correct/corresponding Quick Access Code to each TA
- Use the Quick Access Code Tracker

4. What is the best possible way to quickly remedy the situation at hand? 
- Creating individual Test Tickets



Scenario #3 - Illuminate     Group members: Savita, Kimberly, Crystal, Jeanette, Chelsea
Group Presenter: Kimberly 

● You have made all the preparations to IA# and ready to tackle the week.  All students have started testing and 
about 30 minutes into testing, some students are getting kicked out.  You also have some students that are getting 
an error message.  

1. What next? 
a. If other students are able to test and are not affected, let them continue to test while you reach out to the RAC for next 

steps. (have a teammate gather information about how many students are affected and what test) Students having the issue 
should pause and and put their head down and remain quiet while waiting for instructions.

b. Have  students log out and log back in to see if the test will work
2. Is this a testing irregularity?

a. No, this is not a testing irregularity, but I would contact my RAC to keep them updated about the issue. I would also put in a 
zendesk ticket so they are aware of it. 

3. What guidance will you provide your staff? 
a. If we are not able to continue testing after two hours we will activate the contingency plan, update RAC

4. Should you be able to test students on paper? 
a. No, No paper test allowed 
b. Proceed with makeup day

5. How does a contingency plan fit into this scenario? 
a. A contingency plan may need to take place if students continue having trouble testing. Depending on the guidance RAC, 

students may need to test another day all together and an alternative schedule needs to be provided.



Scenario #4 - Quick codes again
Group Presenter: Albertorio & Allen

You are notified by the TA a student received that the student use the incorrect quick code and did not receive 
the their accommodations.  The student is on question #8.  

1. What next?
a. Pull up master accommodations and make sure student is supposed to receive accommodations
b. Stop testing, verify accommodations, then get correct code and have them start new test

2. Is this an irregularity? 
a. yes

3. How can you fix it? 
a. Provide TA with right code

4. How can this be avoided in the future? 
a. Individual test tickets could be an option.



Scenario #5 - Oh no they didn’t
Group Presenter:  

You are working diligently on getting your materials organized for the upcoming IAs when one of your trusted sources comes to share some 
news with you.  The trusted source informs you that one of the teachers has taken parts of the upcoming IA for their subject and administered 
during class.  The teacher has not provided any accommodations or any other reference materials.   Half the students have taken the test and 
some have completed it. 
1. What next? 

Notify the RAC, school leader and possibly the teachers coach. Let the teacher know to stop administering the exam immediately. 
2. Is this an irregularity? 

100%
3. How can you fix it? 

Stop all other students from pre-emptively taking the IA, document all students who have already taken it, pull the teacher with the school 
leader to discuss next steps. 
4. How can this be avoided in the future? 

Ensure teachers don’t have ANY access to IA materials; triple stamp in Staff PD that the IA is a blind exam; remind APs/coaches to check 
teacher plans to ensure IA materials are not used
5. Who should you enlist in your investigation? 

Report to RAC, gather student statements, gather statements from reporting teacher, administering teacher, and the administering teacher’s 
coach who checks their LPs



Scenario #6 - Two Birds with Different Feathers
Group Presenter:  Tamra

You are approached by one of your TA and they inform you that one of the students used the wrong email to log 
into Illuminate and instead used another student’s email address.  The student is almost done with the test. The 
other student is schedule to test on the next day.  

1. What next? Allow the student to keep working (they’ve seen most of the test and this will prevent any 
further interruptions) and immediately reach out to your RAC.

2. Is this an irregularity? Yes
3. How can you fix it? Listen to your RAC :)
4. How can this be avoided in the future? Make sure there is a test ticket printed that includes the student’s 

email address and the code they’re supposed to use, remind monitor to ensure students are logged in 
under the right name, explain the why of the test tickets in the training. 



Past Scenarios

Please note:  

Make sure to adhere to your district 
policies & procedures and always 
check with your DTC



Test Security Scenario #2
• Mr. Dudley Do-Right is administering the STAAR Math test.  He puts 

the time remaining on the board and reads the script from his “What 
can You Say” Help chart at the appropriate intervals throughout the 
test.   Each time he is sure to remind students to bubble their 
responses on the answer document.   When the allotted time is up, 
Mr. Do-Right collects the test booklets and answer document.  While 
placing them in alphabetical order he notices that one of the student’s 
answers document has several questions that weren’t bubbled in.  

1. What next?
2. What type of incident is this? 
3. What kind of investigation or additional information is needed? 
4. Who do you need to interview?
5. How can you train people to avoid these from happening in the future?
6. Which parts of the Incident Report Form do you fill out? 
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Test Security Scenario #3
• Mr. West has been administering tests for over 10 

years and feels like he doesn’t have to complete 
the test security training videos on the TEA 
website.  He decides to alter last year’s certificates 
to reflect this years dates.   While organizing the 
test security completion certificates you noticed 
that the training dates Mr. West’s certificates look 
different than all the others.  

1. What next?
2. What type of incident is this? 
3. What kind of investigation or additional information is needed? 
4. Who do you need to interview?
5. How can you train people to avoid these from happening in the future?
6. Which parts of the Incident Report Form do you fill out? 
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Test Security Scenario #4
• Ms. Swift is administering the STAAR  test and decides to 

pass out the testing materials.  All students receive their 
test booklet, answer documents, scratch paper, and 
highlighters.  Students start their test and are diligently 
working on it.  You come in to the room and noticed that 
the dictionaries are all on the book shelf and not being 
used by students.  

1. What next?
2. What type of incident is this? 
3. What kind of investigation or additional information is needed? 
4. Who do you need to interview?
5. How can you train people to avoid these from happening in the 

future?
6. Which parts of the Incident Report Form do you fill out? 
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Test Security Scenario #5
• Mr. Jack Trades is serving as oral test administrator 

during the math test.  The students in his group are “at 
student” request oral administrations.   He starts testing 
the students and all is going well according to him.  You 
walk in and noticed that Mr. Trades doesn’t have the Oral 
Administration Manual and is reading the number 5,286 
as five-thousand, two hundred and eighty-six.  

1. What next?
2. What type of incident is this? 
3. What kind of investigation or additional information is needed? 
4. Who do you need to interview?
5. How can you train people to avoid these from happening in the future?
6. Which parts of the Incident Report Form do you fill out? 
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Test Scenario #8
• Mr. Vigilante has started his students testing on time and all 

the students are working diligently.  One of the students 
raises their hand and informs Mr. V. that their test is missing 
a few pages.  Mr. V. remembers that he has an extra one 
from one of the absent students and gives the students that 
test booklet.  The student proceeds and completes the test 
several hours later.  Mr. V. makes no mention of this until he 
is returning his test materials after testing is complete. 
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1. What next?
2. What type of incident is this? 
3. What kind of investigation or additional information is needed? 
4. Who do you need to interview?
5. How can you train people to avoid these from happening in the future?
6. Which parts of the Incident Report Form do you fill out? 



Testing Procedures: Scenario #1
• Students are testing and after 2 hours 
several students start to turn in their tests.  
The test administrator informs students 
that they can read a book or sit quietly at 
their desk.  One of the students falls 
asleep and starts snoring pretty loud. 

1. What do you do?
2. Is it a big deal?
3. How can you train for this situation?
4. Is this an incident report?
5. When should you become involved?
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Testing Procedures: Scenario #3
• During English I testing one of the students 
completes their test but decides not to turn it 
in.  The test administrator is “actively 
monitoring” and notices that the student has 
their head down. TA assumes the student is 
taking a little break and leaves them alone.  
Student ends up falling asleep and drools on 
the answer document.  

1. What do you do?
2. Is it a big deal?
3. How can you train for this situation?
4. Is this an incident report?
5. When should you become involved?
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Testing Procedures: Scenario #4
• You have a student in class who 
requires frequent breaks throughout the 
test.  The student’s plan states that the 
student is to take a break every 30 
minutes.  The student is under extended 
time.  

1. What do you do?
2. Is it a big deal?
3. How can you train for this situation?
4. Is this an incident report?
5. When should you become involved?
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Test Proctor Scenario #3
• Mr./Ms.  Right has been at your campus 

longer than you and has been a test 
administrator ever since the TAAS(1990s) 
test.  During the Interim Assessments he/she 
is the one that doesn’t follow the testing 
procedures as you have suggested.  At time 
calculators or dictionaries have not been 
provided.  Also, likes to sneak their cell 
phone and use it during IAs.  

1. Would you allow this person to proctor? Why or why 
not?

2. What type of training would have this person 
complete?

3. Would this person require special supervision?
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How do you make this room test 
ready? 

103



How do we make this room test ready?
104



How do I make this room test 
ready?
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ready? 

107



How do we make this room test ready?
108



How do I make this room test 
ready?
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