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General
Overview
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General Overview
Purpose of This Manual

The Test Coordinators Manual (TCM) is intended
to assist in the administration and security of our
state’s assessments. This manual provides District
Test Coordinators (DCs), District Administrators
(DAs), School Test Coordinators (SCs), and other
administrators with information on the processes
for test administrations, including security, coding, and paper-handling requirements at the
district and school levels. All persons who have a
role in overseeing state testing are responsible for
reading and understanding the contents of this
manual. Test administration policies and procedures must be followed as written so that testing
conditions are uniform statewide.
Specific Test Administrator (TA) instructions for
the administration of state assessments are contained in the Test Administration Manual (TAM).
Specific student test directions for each assessment are provided in the TA Script of Student
Directions and the ELA Listening Transcript (ELA
Session 1 grades 3–8 and high school).

Icons & Acronyms
ICONS
The following icons are used throughout this
manual to help coordinators better understand
their responsibilities or to indicate additional
available resources
Imcage

Description of icon

The Notes icon will be displayed throughout
this manual when additional reminders are
provided.
The Resources icon will be displayed when
additional resources are recommended for
that section. Each resource is hyperlinked
for quick access and web page or a section
within this document will open when the
link is selected.
The triangle Alert icon will be displayed for
critical reminders.

ACRONYMS
The first time that a title is mentioned in this
manual, it will be spelled out and followed by
the acronym. Please refer to the Definitions and
Acronyms document on the WCAP Portal for a
complete list of acronyms used in this manual.
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About the Assessments
Symb

ol

Description

Assessments Available for Grades K–8;
Assessments and Graduation Requirements
for High School Students

The Washington Comprehensive Assessment Program (WCAP) encompasses the entire state testing
program and is comprised of a set of standardsbased assessments. The program’s assessments
were developed specifically to measure student
progress toward meeting the state’s learning standards.
The WCAP is designed to:
• Assist schools, districts, and the state in
improving student learning.
• Report students’ level of proficiency relative to
the standards.
• Measure progress toward district and school
improvement targets.
• Serve as Washington’s accountability measure
to meet federal requirements under the Every
Student Succeeds Act (ESSA).
• Be used as one way of fulfilling the state’s
requirements for a standard high school
diploma.
The protocols for fair administration of the state
assessments were developed to ensure valid and
reliable test scores that accurately represent what
students know and are able to do.
Careful examination and interpretation of state
assessment results, in conjunction with districtand classroom-based assessments, can help reveal
areas of relative strength and weakness in student
learning. Teachers and administrators can use this
information in planning effective instruction in
relation to the standards.
Although the state assessments provide highquality information that is reliable and valid,
they cannot give all the information that a district or school needs to know about students’
achievement. Many factors contribute to student
achievement. For these reasons, the district and
school results from the state tests are best interpreted within the context of local quantitative and
qualitative information.
Washington State training, practice, interim, and
summative assessments are outlined in Appendices A, B, C, and D.

Test Administration Roles, Responsibilities, & Training
User Roles & Responsibilities

The WCAP uses a role based system. Each user is assigned a specific role which provides access to the
different systems or features. The following table outlines the user role and provides a description of
the primary responsibilities for state assessments.

User Role

Description

District Test Coordinator (DC)

Primary responsibilities include:
□□ general oversight of all administration activities;
□□ adding new SCs or DAs to TIDE;
□□ pre-identifying or ordering additional materials during the mandated timelines;
□□ approving school TSBP & test schedules;
□□ ensuring that all staff are appropriately trained regarding the consortium and state
security policies and procedures;
□□ monitoring testing progress and ensuring students participate, as appropriate;
□□ entering appeals within TIDE, when necessary; and
□□ reporting through ARMS test incidents, missing materials, test question ambiguities, and the District Administration and Security Reports to the OSPI State Test
Coordinator, Kimberly DeRousie.

District Administrator
(DA)

Primary responsibilities include supporting the DC:
□□ to provide general oversight of all administration activities;
□□ with TIDE activities such as adding new users, ordering materials, applying student test settings, and submitting appeals;
□□ to ensure that the SCs and TAs are appropriately trained regarding the consortium
and state security policies and procedures;
□□ to become familiar with all administration resources; and
□□ by reviewing testing schedules and procedures for the school (consistent with state
and district policies).

School Test Coordinator
(SC)

Primary school responsibilities include:
□□ general oversight of all administration activities;
□□ coordinating with technology and district coordinators to ensure secure browsers
are installed and any other technical issues are resolved;
□□ working with principals to create a TSBP for DC approval;
□□ identifying TAs, ensuring they are properly trained for proctoring, and have the
necessary access to the online systems and paper materials;
□□ entering and/or verifying test settings and accessibility features for students;
□□ monitoring testing progress and ensuring all students participate with the appropriate accessibility features;
□□ submitting the School Site Administration and Security Report to the DC.

Examples: SCs can be
principals, technology
staff, counselors, or
other staff members. If
possible, an SC should
be a person with noninstructional or limited
instructional duties to
support administration
activities in the school.
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Duties &
Responsibilities

Professional Standards and Security, Incident, Reporting Guidelines (PIRG):
for detailed duties and responsibilities of Superintendents, Principals, DCs,
DAs, SCs, Technology Coordinators, Teachers, Special Program Staff, & TAs;
Test Security and Building Plan (TSBP)

Duties &
Responsibilities

User Role

Description

Technology Coordinator Primary responsibilities include:
□□ ensuring that the secure browsers are installed on all devices used for state testing
and that any technical issues are resolved;
□□ ensuring that all non-approved features and software are blocked;
□□ assisting in troubleshooting technical or infrastructure issues during testing; and
□□ reviewing materials and following processes to the above mentioned items.
Test Administrator (TA)

Primary responsibilities include:
□□ understanding the differences of the training, practice, interim, screener, and summative assessments, and administering the correct test for each session;
□□ following the district approved test schedule;
□□ viewing student information prior to testing to ensure that the correct student
receives the correct test and accessibility features;
□□ administering state assessments according to the procedures outlined in the TAM
and the test specific TA Script of Student Directions;
□□ following test security protocols for all secure test materials; and
□□ reporting all potential test and security incidents, as outlined in the PIRG.

Training

All staff who participate in the administration of
state assessments must complete administration
training and review all associated training materials and modules pertaining to the users role, as
identified in Appendix E: Chronological Checklists for DCs, SCs, and Technology Coordinators
and Appendix A of the TAM.
Coordinators are expected to provide their
school’s TAs with specific information about
administration procedures, test schedules, and
student settings as identified in student plans. It
is highly recommended that TAs complete the
Test Administrator Certification course. TAs must
also understand the difference between practice,
training, interim, and summative tests before
admittance to the secure Test Delivery System
(TDS). Coordinators should review the state-created Test Coordinator and TA Training PowerPoint
templates and make school district specific modifications for staff review.
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Who Can Proctor State Assessments?

The state assessments must be administered by
trained staff members of a school district (e.g.,
teachers, ESAs, EAs, substitute teachers). It is
recommended that assessments be administered
by individuals with an existing state certification
in education (e.g., teachers, school psychologists,
principals, etc.). However, non-certificated staff
may administer assessments with appropriate
training and under the general supervision of a
certificated school district employee. Certified
staff are not required to be within the testing location at all times with non-certified staff. Student
teachers and interns have a contractual relationship with the school district — even if they are not
paid employees — and may assist in the administration of the assessments, including proctoring.
Volunteers may not administer or assist in the
administration of any state assessments. Volunteers are not permitted to assist with handling
secure test material. Volunteers may assist in the
supervision of students who need a break or have
completed testing and left the testing site.

General Test Administration Information
PIRG; & TSBP: templates to support communication, policy, schedules, & security

Test Administration Overview

Building Plans & Test Security

District and school staff planning meetings at the
beginning of the school year may be beneficial to
successful test administrations. For district level
meetings you may want to consider including the
Superintendent, Technology Coordinator, and
any other stakeholders, such as program or student service staff who work with scheduling and
student supports. At the school level, the meeting
could include the principal, assistant principal(s),
SCs, TAs, and instructional personnel.
A district testing plan and plans for each school
must be developed by the stakeholders involved.
A TSBP template is available on the Portal for district use, if desired. Testing plans must be in place
and communicated prior to administering state
assessments.
BUILDING PLANS SHOULD INCLUDE PROCEDURES THAT ADDRESS THE FOLLOWING:

⎕ Who will establish user accounts in TIDE and
when?

⎕ Who will review and address technical
requirements?

⎕ Who will establish test schedules for each

administration by school. Test schedules must
be set within the state window and approved
by the DC.

⎕ Who will ensure that all students participating

in online testing complete the training and/or
practice test at least once at school before sitting
for a summative assessment?
–– Students who will be using accessibility
features should also have an opportunity
to become familiar with those features
during a practice or training test.

ity features settings are correctly entered into
TIDE, and align to each student's plan, before
the administration of a summative assessment? Include information regarding who a TA
should contact if updates are required.

⎕ Who will establish and approve the chain of

custody for secure test materials that includes
tracking materials as they are passed to and
from district, school, TA, student, and returned
to the scoring contractor?

⎕ Who will ensure that all staff supporting

district and school level administration and
proctoring activities have attended all required
training?

Policy and Test Security

To ensure validity of test results and proper
handling of secure materials, District, School,
and Technology Coordinators, as well as teachers,
special services staff, and TAs are responsible for
understanding the categories noted below:
• Professional Standards and Ethical Testing
Practices
• Duties and Responsibilities
• Policies and Test Security
• Testing Incidents
• TIDE Appeals, Roles, and Permissions
• Guidelines on Investigations
• Reporting and Test Resources
The bulk of this information is detailed in the
Professional Standards and Security, Incident, and
Reporting Guidelines (PIRG). All staff involved in
the process of test administration are required to
read these guidelines.

Communication
Smarter Balanced Communications; Your
Child’s Progress; Graduation Toolkit; Principal Letters; Parents/Guardian Access to Tests:
for communication information

Communication is extremely important when
planning test administration activities. A communication plan between district, schools, students,
and parents should be outlined in the TSBP.
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General Test
Administration

This section details important guidelines for
administering state assessments. DCs are responsible for ensuring staff in the district and schools
are prepared to support the administration of
state assessments in accordance with state policies
and within the referenced WCAP resources.

⎕ Who will verify student test and accessibil-

Online Testing General Rules
TA User Guide; PIRG; Testing — Do Not Disturb; Calculator & Electronic Device Policy:
for specific online testing rules.

General Test
Administration

ONLINE TESTING BASIC PARAMETERS
This section provides a brief overview of the general test administration rules for different portions
of the assessments.
Computer Adaptive Technology (CAT) items and
Performance Task (PTs) will be presented as separate tests. Students may not return to a test once it
has been completed and submitted.
Within each test, there may be segments. As an
example, the grades 6, 7, 8, and high school online
math tests include a segment where the calculator
is not available and segments were the calculator
is available. The online ELA PT is also segmented
into two parts.
Students may mark items for review while going
through a test. However, students should be
instructed to provide their best response to each
item prior to moving to the next item. After students reach the page with the last item(s), an End
Test button and a pop-up message will appear.
After completing the last item, students may
select Yes if they are ready to finish the test and
No if they are not. After students select Yes, a new
screen provides students with an opportunity to
review their answers, or to select Submit Test.
While students are reviewing their answers, the
End Test button will remain on the screen.
When online testing, students are not permitted to use non-embedded calculators.
Students may not return to segments once the
student moves on, or when a student submits
the test instead of pausing it, so it is important to remind students to provide their best
response to each item, even if the intention is
to flag the item for later review.

PAUSE, TIME-OUT, AND EXPIRATION RULES
Pause rules will vary based on each assessment or
section of the assessment. In general, a 20 minute
pause timer will impact the CAT portion of the
test, but the PT will not be affected by a pause
timer. If left inactive for more than 30 minutes by
student or TA, the test will time-out and the student will have to log back in or the TA will need
to start a new test session. There are also different
expiration dates for the CAT (45 days) and PT (15
days). All staff administering assessments should
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review the section General Rules of Online Testing of the TAM for specific information on pause
rules, time-outs, and expiration dates.

Establishing Appropriate Testing
Conditions

For online testing, Technology Coordinators, DCs,
and SCs will need to work together to determine
the most appropriate testing option(s) and testing
environment, based on the number of computers
available, the number of students in each tested
grade, and the estimated time needed to complete
each test. Testing students in classroom-sized
groups is preferable. Establishing classroomsized groups reduces test fear and anxiety for the
students and facilitates monitoring and control for
the TA.
Coordinators should establish procedures to
maintain a quiet testing environment throughout
the test session, recognizing that some students
will finish more quickly than others. The chain of
custody must include the collection and accounting of all testing materials from each student prior
to their release from the testing environment. TAs
should be instructed to inform students on the
procedures for leaving without disrupting others
and where they are expected to report. If students
are expected to remain in the testing location until
the end of the session, TAs instruct them on what
activities they may engage in after they finish the
test. Access to electronic devices or computers
is restricted until the test session ends and all
materials have been collected and accounted for.
Testing locations should offer adequate writing
surfaces, ample seating, good lighting, comfortable temperatures, a quiet atmosphere, and
freedom from distraction. A Testing—Do Not
Disturb sign should be posted to the door of the
testing location.
There should be sufficient space for TAs to walk
around and monitor all students in the classroom
during the test administration.
• Verify that the appropriate accessibility features are available, as permitted.
• Assign a TA to each testing location. Adding
an additional TA to the testing location, even
for a small group of students, allows the TAs
to address any issues while still maintaining
test security.

STUDENT QUESTIONS ABOUT TEST ITEMS
AND TASKS
TAs should be reminded to not answer students'
questions regarding test items or tasks. All trained
TAs in the room during an administration are
required to respond to questions with the text provided in the TA Scripts of Student Directions. TAs
must not assist students with test item responses
or alter, or attempt to alter, student responses.
Deviating from the approved script is considered
a test incident that must be reported in ARMS via
a Test Incident Report.

PIRG for information on submitting a Test
Question Ambiguity form.

Reopening Computer-Based Test
Sessions

During online testing, students should be directed
to complete each test question to the best of their
ability, even if the intention is to flag the item for
return at a later time. This is especially important
should a situation occur that limits a students ability to return to the question.
Reopening a closed test session, without a valid
reason, is a violation of test security that could
result in invalidating the test. Valid reasons
include:
•
•
•
•

Student went past the 20 minute pause rule
TA inactivity beyond 30 minutes
Student illness
Technology or System Issues
–– Lost internet connection
–– Lost power
–– Computer crash
• Emergency during testing
• Frequent breaks and extended time
The PIRG provides further details on appeals and
the situations which would warrant them.

System Requirements for Online Testing,
Secure Browser Installation Manual; Technical Specifications Manual for technology
information.

Prior to the test administration, DCs, DAs, SCs,
and Technology Coordinators should review
the technology infrastructure at their schools to
ensure it meets the minimum requirements for
administering the assessment online.
TECHNOLOGY RESOURCES
The System Requirements for Online Testing document provides information about supported
technology and technology requirements and can
be used to confirm that your school meets the
minimum requirements for online testing. If an
online assessment is administered without meeting the required technical specifications, schools
are at risk of providing students items that cannot
be manipulated (e.g., technology-enhanced items),
that do not display with associated artwork (e.g.,
tables, graphs, symbols), and items that do not fit
properly on the screen.
The Technical Specifications Manual for Online
Testing provides Technology Coordinators with
the technical specifications for online testing,
including information about internet and network requirements, hardware and software
requirements, secure browser installation, and
text-to-speech functionality.
SECURE BROWSER INSTALLATION AND TEXTTO-SPEECH FUNCTIONALITY
The secure browser is designed to support test
security by prohibiting access to external applications or navigation away from the assessment.
Devices that will be used for testing must be
equipped with a secure browser prior to the
assessment.
The browser is updated each year and must
be downloaded and installed, even if the
device was used for testing in a prior year. As
updates become available they will be communicated through the WAW newsletter.

Technology Coordinators are responsible for
ensuring that each device used for testing is properly secured by installing the most current secure
browser. Refer to the Secure Browser Installation
Manual for additional information.
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General Test
Administration

If students note typographical errors or ambiguities in particular test items or tasks, SCs must
gather the appropriate information from the
TA and include a description of the question or
comment and the test item number(s) on the Test
Question Ambiguity Form through ARMS.

Technology Infrastructure and
Secure Browser

EMPLOYING PRECAUTIONS FOR TESTING

Close External User Applications

General Test
Administration

Prior to administering the online assessments, all
computers that will be used for testing must be
checked and applications closed. Your Technology
Coordinator will have more information about
how to close applications.
The secure browser and TDS (student interface)
automatically detect certain applications that are
prohibited from running on a computer while
the secure browser is open. The secure browser
will not allow a student to log in if the computer
detects that a forbidden application is running. A
message will also display that lists the forbidden
application(s) that needs to be closed.
If a forbidden application is launched in the
background while the student is already in
a test, the student will be logged out and a
message will display. The student will have
to close the forbidden application, reopen
the secure browser, and log in to continue
working on the assessment. This would be
considered a test security incident.

Testing on Computers with Dual Monitors
Systems that use a dual monitor setup typically
display an application on one monitor screen
while another application is accessible on the
other screen.
Students should not take online assessments on
computers that are connected to more than one
monitor except in extremely rare circumstances
such as when a TA is administering a test via
read-aloud and needs to have a duplicate screen
to view exactly what the student is viewing for
ease of reading aloud. In these rare cases it is
required that the monitors be set up to “mirror”
each other. Technology Coordinators should assist
in setting up the two monitors to ensure they mirror each other rather than operate as independent
monitors.
In these cases, all security procedures must be
followed and the test administered in a secure
environment to prevent others from hearing the
questions or viewing the student or TA screens.
Force-quit Commands for Secure Browsers
In the rare event that the secure browser or test
becomes unresponsive and cannot be paused or
exited, users can “force quit” the secure browser.
These commands should only be used if the Close
Secure Browser button does not work.
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Force-quit Commands
Windows: Ctrl + Shift + F10
Mac OS X: Ctrl + Alt + Shift = F10
Linux: Ctrl + Alt + Shift + Esc
Windows and Mac Users
If you are using a laptop or netbook, you may also
need to press the FN key before pressing F10.
It is strongly advised against using the forcequit commands, as the secure browser treats
this action as an abnormal termination, hiding features such as the Windows taskbar; if
the secure browser is not closed correctly, the
taskbar may not reappear correctly.
This will log the student out of the test he
or she is taking. When the secure browser is
opened again, the student will have to log
back in to resume testing.

Testing Schedules
Test Administration Manual (TAM); TSBP;
General Rules of Online Testing; OSPI Timelines Calendar; AIR System Downtimes: for
guidance on establishing testing windows,
requirements, & availability; Assessment
Reporting Management System (ARMS):
used to submit reporting documents.

•
•

Schedule Overview

OSPI considers test security to be of utmost
importance. The added flexibility of administering
the online tests creates a greater burden on districts and schools to ensure that test security is not
compromised. OSPI will rely on DCs to determine
a proper school district TSBP to train all personnel
and to monitor test sites. The state auditor's office
requires a plan to be in place.
The state tests are untimed. Because the tests are
not timed, appropriate time must be scheduled in
order for students to have as much time as they
need to complete the tasks. Students who remain
actively and productively engaged in the test
should be allowed time to finish their work.
When scheduling tests, it may be necessary to
alter schedules to meet the individual needs of
students receiving services.
For students being assessed, consider cancelling
late starts and early dismissals on testing days.
Any planning interruptions in testing should be
avoided.

Important scheduling information:
•

Review all school and district schedules for
possible conflicts and resolve prior to testing.
–– Check local school and district calendars,
the state calendars and the AIR system
downtimes document to avoid conflicts.
–– Testing in the last week of the state window may limit a student's ability to

•
•

•
•

Breaks

Breaks should be scheduled with the recognition that, for certain assessments, students will be
unable to return to items after moving to a new
segment or pausing. The Scheduling Time for Testing section of the TAM provides suggestions on
breaks for each assessment.
Students will be cautioned not to discuss test
questions on the assessment. Generally, students
should remain in the room during the break.
However, they may be permitted to leave the
room if supervised. Materials must be retained in
the testing location. During each testing session,
students may need to take additional rest breaks.
Additional breaks should be based on individual
student’s needs and TA judgment. Students
should not miss their scheduled lunch.

Extended Testing Time

If a student is actively and productively engaged
in test taking and requires additional time, a
school should make arrangements for that student
to complete the test. Allowing a student additional time is based on the judgment of the TA
and school administrator. Extended testing time
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Testing
Schedules

The uniform administration of the state assessments ensures that no one student has an unfair
advantage over any other student. The standardized schedule helps ensure the security of the test
content and contributes to the validity and accuracy of individual student results. With exception
to rare circumstances, students who have begun
or completed a state assessment cannot retake that
assessment in the same administration window.
School test schedules must be set within the state
mandated window, approved by the DC, and also
entered into the TIDE Test Windows application.

complete the test sessions, should an
unforeseen situation occur or additional
time be required.
Each school plan should include arrangements
for students who may need additional time.
Refer to section Extended Testing Time.
Unless otherwise noted in the Testing Schedule, Time, and Recommended Order of
Administration section of the TAM, only one
test may be administered to a student in a
single day.
Communicate testing schedules early and
provide contact information should a conflict
occur.
Online and paper-pencil test windows do
not align. Schedules for individual students
requiring a paper test, as noted in the students
IEP or 504 plans, must be established within
the state mandated window.
Make up test schedules should take place after
the school’s standard test administration.
DCs must approve all school testing schedules
and set the schedules within the Test Windows
application of TIDE.

is available to all students who require it. When
students require extended testing time, they must
be monitored by a trained TA.

Modified Schedules

Testing may be conducted outside of routine
school hours and offered in appropriate school
district facilities, Educational Service District facilities, local colleges, universities, and other suitable
locations, as determined locally and approved by
OSPI (see section Alternative Test Site Registration).
Requests are submitted in ARMS through the
Modified Testing Schedule form. All requests will be
reviewed and notification of results will be provided to the DC.

Testing
Schedules

Absenteeism and Make-up Testing

When make up testing, dates should be established to occur after the building or district's
standard schedule concludes. It is best to consider
the last week of testing as the make up window.
SMARTER BALANCED, WCAP, OGL AND ELPA21
Students who miss one or more tests (segment,
domain) must be given an opportunity to complete their test opportunity. Testing must conclude
within the state mandated window.
If a student starts the test near the end of
the testing window, the student must finish
before the administration window officially
closes.

Paper-Pencil Access and Scheduling
Rules
Smarter Balanced, WCAS, and OGL

Paper-pencil testing is available only to individual
students, as noted in their Individualized Education Program (IEP) or 504 plans. Paper testing
may include standard print, Braille, large print,
or Spanish forms. The only scheduling restriction
is that paper testing must conclude within the
state mandated paper-pencil test window. This
window is generally shorter and falls within the
online administration window.
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Test Materials
Ancillary Materials Table; Test Material
Inventory & Processing; PIRG; Guidelines on
Tools, Supports, & Accommodations (GTSA);
Braille & Large Print Guidelines

Material Overview
VERIFYING PRE-IDENTIFICATION
INFORMATION
The Test Registration for Students Receiving Services application in the Washington Assessment
Management System (WAMS) of EDS is the location to pre-ID students with an IEP, 504 plan, or
for ELs for alternate test booklets. Orders placed
through WAMS will arrive prior to the opening of
the test window. Otherwise, paper materials may
be ordered through the TIDE additional order
application.
Refer to the Additional Order Schedule on the
WCAP Portal for order availability and estimated
time of delivery.

STANDARD PAPER FORM
ELA, math, and OGL assessments include a test
and answer booklet. The ELA assessment will also
include a secure ELA Listening Transcript to be
read aloud to students.
Science assessments include a test booklet and a
secure script. All work is done within the booklet.

Alternate Test Formats
OFF-GRADE LEVEL
The Off-Grade Level (OGL) ELA and math assessments are available for students in grades 10–12
where an IEP or 504 plan specifies its use.
• High school students who require an OGL
ELA or math assessment can be assigned the
grade level 3, 4, 5, 6, 7, or 8 as identified in the
student's IEP or 504 plan.

Students taking the Spanish online or paper
tests are permitted to respond to test questions in Spanish and/or English.

BRAILLE AND LARGE PRINT
The ELA, math (and OGL), and science assessments are available in Braille and large print for
students when indicated in the IEP or 504 plan.
Smarter Balanced: Students will respond in the
Braille and large print accommodated answer
booklet. Transcription to a regular test booklet
must take place by trained staff.
WCAS: Students will respond in the Braille and
large print booklets. Transcription will be entered
into the Data Entry Interface (DEI) application
by trained staff. Test booklets that have not been
entered into DEI will be returned to the district for
entry and may not be scored.
Follow the steps outlined in the Braille and
Large Print Guidelines on the WCAP Portal.

ALTERNATE PAPER TEST MATERIAL KITS
Alternate materials (Braille, large print, Spanish,
and standard print) are packaged as a kit. This
provides a convenient sealed package to deliver
for testing.

Ancillary Materials

Before the administration, the SC must ensure
that only materials applicable to the online or
paper-pencil assessment being administered have
been organized for each testing group. Things to
consider when inventorying materials include:
• Early inventory of the materials outlined on
the following table to ensure adequate quantities as they are permitted for use on a test.
• Even though students may use their own
headsets, there must also be sufficient overage
available.
Refer to the Ancillary Materials table on page 11.
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Test
Materials

When paper-pencil testing, all test and/or answer
booklets must be pre-identified with student
information. The coordinator checks accuracy of
student information on tests (labels) and submits
corrections for update to the school district's Student Information System.

SPANISH STACKED TRANSLATION MATH
As documented for students, the math paper and
online tests are available in Spanish as a stacked
translation (Spanish/English).

Test
Materials

ANCILLARY MATERIALS—DISTRICT PROVIDED
Materials Available, When Permitted in GTSA

User

District
Supplied

MI
Supplied

WCAP
Portal

A/O TIDE
or MI

Return Shipping Materials

DC, SC

No

Yes

No

MI only

TCM

DC, DA, SC Yes

No

Yes

No

100’s Number Table (math accommodation)

Student

Yes

No

Yes

No

Abacus

Student

Yes

No

No

No

Calculator

Student

Yes

No

No

No

Dictionary (Bilingual)

Student

Yes

No

No

No

Glossary (State Approved)

Student

Yes

No

Yes

No

Graph Paper, Scratch Paper, or Whiteboard

Student

Yes

No

No

No

Headsets

Student

Yes

No

No

No

Multiplication Table (math accommodation)

Student

Yes

No

Yes

No

Pencils (No. 2)

Student

Yes

No

No

No

Periodic Table (science)

Student

Yes

No

Yes

No

Thesaurus

Student

Yes

No

No

No

Tool Button Sheet

Student

Yes

No

Yes

No

Calculator Policy

TA

Yes

No

Yes

No

Do Not Disturb Sign

TA

Yes

No

Yes

No

Listening Transcript (ELA-secure)

TA

No

Yes

No

MI only

DFA (science Braille-secure)

TA

No

Yes

No

MI only

Pencil Signs

TA

Yes

No

Yes

No

Scratch Paper Log

TA

Yes

No

Yes

No

TAM

TA

Yes

No

Yes

No

TA Script of Student Directions (all content non-secure) TA

Yes

No

Yes

No

TA Script of Student Directions (science-secure)

No

Yes

No

MI only

TA

KEY DATES RELATED TO SPRING 2019 ADMINISTRATION PAPER-PENCIL ACTIVITIES

1

Test Materials: Standard & alternate Arrives in Districts
forms, ancillary, & RS Shipping

TIDE A/O

Test
Window

Return Ship
to MI

ELPA21 (all grades)

January 17

January 18 - January 28 March 15
March 29

No later than
April 5 1

ELPA WIDA

January 14

Blank

January 28 March 22

No later than
March 29

ELA & Math Grades 3–8 & OGL
Science Grades 5 & 8

Material Pre-ID in
WAMS arrive April 1.

April 2 May 10

April 15 - May
24

No later than
June 3 1

ELA & Math Grade 10
Science Grade 11

Materials Pre-ID in
WAMS arrive April 22.

April 23 May 10

May 3 - 24

No later than
June 3 1

Paper test materials are returned to MI within 5 business days at conclusion of each schools test window.

Refer to the Test Material Inventory and Processing section for detailed instruction on processing materials.
Refer to the Day After Testing section for test material return instructions and requests for extensions
due to a hardship.
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Student Pre-identification & Participation
Student Records Management for Assessment
and Accountability Guidelines (SRMAAG):
for participation, attempt codes, & pre-ID;
TIDE User Guide; SSID User Guide and
Policy; WAMS System; Appendix B; NonStandard Accommodation/Support Request;
Model Inter-District Agreement: for student
participation information.

Pre-identification
PRE-ID LOCATION

Online Testers Pre-ID
ELA, math, and science pre-identification will
occur automatically based on student enrollment
records in CEDARS. Any students that are currently being reported in CEDARS in grades K–12
will be loaded to TIDE, and will be eligible to take
the appropriate tests for that grade level.
OGL testers for ELA and math are identified in
TIDE, under Test Settings and Tools > Off Grade
Testing. Student settings should be updated no
later than one day prior to testing.

Paper-Pencil Testers Pre-ID

NIGHTLY FILES
OSPI performs nightly uploads from CEDARS
into TIDE. Student lists in TIDE will be updated
daily based on most current CEDARS enrollment
data. A list of students loaded to TIDE each night
can be found in WAMS under the Pre-ID tab. The
complete list of students can also be extracted
from TIDE. However, testing assignments are not
included in the TIDE extract.
CREATING INDIVIDUAL RECORDS IN TIDE
WAMS contains an application called “Nightly
File Extracts". Users can "Send Students to TIDE”
and search for the student by SSID. From this
screen, if the record is returned for the student,
indicate the school where the student will test and
the grade level of the student. A record will be
sent overnight to TIDE to create a record associated with that school. The record appears in TIDE
the following morning.

The SSID Issuance Search application in WAMS
> Assessment Operations > Pre-ID is designed to
show you when a student record was last entered.
Nightly File Extracts provides the layouts for
extracts from EDS (WAMS, Query, CAA/CIA
Database).

DATA REVIEW
The Testing Progress Dashboard application
under WAMS > Data Review. This intended use of
this application is for:
• Checking student lists and student
information
• Checking that students who are expected
to test have tested
• Addressing identifiable "Issues" such as
duplicate primary or no primary school
• Flagging students with Reason Not
Tested codes
No student updates are made within this application. When identified, changes must be made in
CEDARS.

Participation
PARTICIPATION OF PUBLIC SCHOOL STUDENTS, INCLUDING INDIVIDUALS WITH
DISABILITIES AND/OR ENGLISH LEARNERS
All students, including students with disabilities,
English learners, and English learners with disabilities, are to be held to the same expectations
for participation and performance on state assessments.
TESTING AND SPECIAL EDUCATION
Consistent with the IEP or 504 plan, a student
receiving special education services may count
as a participant in the state assessment system by
taking:
• the Smarter Balanced or WCAS with or without accessibility features,
• the Smarter Balanced or WCAS to pass with a
CIA Cut Score (L2-Basic). Administered with
or without accessibility features, or
• the WA-AIM.
For use and restrictions on accessibility features,
refer to the GTSA.
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Pre-ID &
Participation

Students who need standard, OGL, or alternate format test booklets are identified by the
DC during the initial order window in WAMS
> Assessment Operations > Pre-ID > Test Registration Students Receiving Services. Materials
needed after the close of the window are ordered
in TIDE.

The only pre-requisite to using this application is
that students must have a valid SSID. For students that are new to the state, details about the
SSID issuance process can be found in the SSID
User Guide and Policy.

ENGLISH LANGUAGE
English language students who qualify for English Language Development (ELD) services must
participate in state assessments, with or without
accommodations.

English Language Proficiency Assessment
for the 21st Century
The ELPA21 Screener test is used to determine
student eligibility for ELD services.

The ELPA21 summative test is used to measure
the language skills of students already receiving
services.

Pre-ID &
Participation

J-1 VISA FOREIGN STUDENTS
Students on J-1 Visas are in a program that
exchanges a student from the U.S. with a student from another country. As a result, foreign
exchange students are regarded as regular students and generate apportionment for the district
like any other resident student. J-1 Visa students
are considered public school students and are
expected to test just like all other public school
students on assessments required for state and
federal accountability. J-1 Visa students will be
included in all aggregate score reporting.
HOME-BASED, PRIVATE SCHOOL, AND F-1
VISA
F-1 Visa foreign students; students receiving home-based instruction as described in
RCW28A.200, http://apps.leg.wa.gov/RCW/
default.aspx?cite=28A.200.010; and private school
students http://apps.leg.wa.gov/RCW/default.
aspx?cite=28A.195.010 are exempt from mandatory participation in state assessments. Under
certain conditions the state allows home-based
and private school students to participate in state
assessments within the public school setting.
These students are required to follow the same
standard procedures and guidelines as public
school students. Although the scores for these
students will not be included in any aggregate
reporting, students will receive Individual Score
Reports (ISRs). The ISRs will be sent to the district
where the student is tested. The district is responsible for delivering the ISR to the parent or legal
guardian.
To ensure that these students are exempted and
not included in aggregate reporting, it is important to meet the requirements set forth in the
Comprehensive Education Data and Research System (CEDARS) Data Manual by setting the flag:
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•

“1” or “2” in element B22 (Private School Student) or element B23 (Home-based Student)

•

“F” in element B24 (F-1 Visa Student)

PRIVATE SCHOOLS ADMINISTERING STATE
ASSESSMENTS
Unlike public school students, private school
students are not required to take the state assessments. However, private schools may choose
to participate in the administration of the state
Smarter Balanced and WCAS assessments by
contracting directly with American Institutes for
Research (AIR). To submit an enrollment form,
the private school must contact AIR staff member
Kara Milch at: KMilch@air.org or the WCAP Help
Desk at AIR at 1-844-560-7366 or e-mail wahelpdesk@air.org.
The scores that students receive while testing in
the private school are not part of the Washington
State score files. If high school students move
from a private school to a public school, the state
assessment scores they earned while testing at the
private school are valid and count toward state
graduation requirements. For score inclusion in
state databases, DCs must fax the ISR obtained
from private schools to the OSPI Assessment
Analysts at (360) 725-6509. Questions regarding
administration techniques, matters of security
protocols established by the state of Washington,
or availability of training materials, contact Kimberly DeRousie, State Test Coordinator, at: (360)
725-6353, Kimberly.DeRousie@k12.wa.us.
Individually, parents of students attending
private schools may ask their resident school
district to test their child.
Private schools are required to contract
directly with AIR to administer state tests.

ONLINE SCHOOL PROGRAMS
It is the enrolling district that is responsible and
accountable for assuring that students have access
to state assessments. The Model Inter-District
Agreement must address all issues, including
logistics, notification, communication channels,
fees, partial enrollment, etc. regarding when and
where students will participate in assessments.
The agreement must be prepared and signed on a
schedule that is acceptable to both organizations.
The testing district receives funding from the
enrolling district(s) based on an agreed upon fee
schedule. The following is an estimated fee schedule that may be revised and approved by both
entities:

•

$25 per student, per content area (ELA, math,
and/or science) where no special support or
accommodations are required;

•

$50 per student, per content area (ELA, math,
and/or science) where some support or standard accommodations (administered by TAs)
are required; and

•

District cost per student, per content area
(ELA, math, and/or science) where unique
support and/or accommodations (reader, transcriber) are required.

ALTERNATIVE (HOME-LINK ) LEARNING EXPERIENCE
Students participating in Alternative Learning
Experience programs, as described in WAC 39221-182, are considered full-time public school
students and are therefore subject to the same
state requirements, including participation in state
testing.
INSTITUTIONS, JUVENILE DETENTION
CENTERS, AND ADULT FACILITIES
Students in all institutions and unaffiliated
schools, including facilities that may be partially
administered by a local district (e.g., juvenile rehabilitation and Department of Corrections facilities,
chemical dependency treatment centers, etc.) must
be given the opportunity to participate in state
tests. This includes students who are receiving
services out-of-state.

Persons in adult institutions, under 21 years of
age, may be offered access to state assessments.
The DC of the resident district must submit
a Modified Test Schedule request to the state
through ARMS for review and approval.
Contact the State Test Coordinator, Kimberly DeRousie at (360) 725-6353 or by email at: Kimberly.
DeRousie@k12.wa.us for additional information.
ALTERNATE TEST SITE REGISTRATION
The student registration component of the Alternate Site Registration application in WAMS is
designed to assist school districts in coordinating
the testing of students who cannot participate at
their resident school on the school’s routine test

The district works with the agency or college
program staff to ensure that all students have
the opportunity to participate in the state tests.
A site within EDS opens each year for student
registration at established alternate sites. Access
is communicated in the Washington Assessment
Weekly newsletter.
Testing may be conducted outside of routine
school hours and offered in Educational Service
District (ESD) facilities, local colleges, universities,
or other suitable locations, as determined locally
and approved by OSPI.
Prior to scheduling, the DC must have received
approval from the State Test Coordinator of
the Modified Testing Schedule they submitted
through ARMS.
The agency or college program staff will not be
required to be direct TAs. However, they may act
in this capacity provided all appropriate training
of agency staff, overseen by certified instructors, is
handled and approved by the DC.
STUDENTS WHO ENTER OR WITHDRAW DURING THE TESTING WINDOW
Districts and schools are encouraged to administer
state assessments to all partially enrolled students,
per professional judgment.
As an example, testing the first day a student
arrives in a district would not generally be recommended, but schools may be able to administer
just ELA, math, and/or science to a late-enrolling
student. Score reports from these tests could help
inform instructional decisions. See the SRMAAG
for details on the window for students withdrawing or entering during the test window and the
participation codes that apply.
EXEMPTIONS

Recently Arrived English Learners
First year is defined as within 365 days of
the start of the test window.

The Recently arrived English learners (RAEL),
previously known as NNEP, one-time exemption applies to an LEP student during his or her
first year attending a US school. This applies to a
Page 14 of 30

Pre-ID &
Participation

Institutions and unaffiliated schools must work
with the local facility, district, or Educational Service District (ESD) to establish which entity will
train staff, handle materials, and administer tests.
An institution may want to have district personnel
administer the assessment on its behalf.

schedule. This can include online school program
and running start students. Here you can:
• Register test site(s)
• Identify the date and time for test sites (e.g.
standard school schedule, evenings or weekends)

student born in the US and born outside the US.
The only conditions are that the student is LEP,
has less than twelve months of education in the
US (fifty state plus DC – Does not include territories or protectorates), and has not exhausted
the exemption. Students who meet this criteria do
not have to take the ELA assessment for accountability purposes, but they must take the math and
science assessments. RAEL approved students
will count as:
• Exempted in ELA if they do not participate,
• A participant in math and science if they test,
• A non-participant in math and science if they
do not test.
OSPI calculates a student’s RAEL status using
data in CEDARS (Element B32 - first date enrolled
in US school combined with LEP status). Since
RAEL is a one-time exemption, OSPI will additionally reference Spring 2018 assessment data to
see if the exemption was applied.
As an example: if a school’s first day to administer
Smarter Balanced was 3/19/2019, an LEP student
with a first date in a US school between 3/20/2018
and 3/19/2019 would qualify for the RAEL exemption, if it was not used in 2018.

Pre-ID &
Participation

ESSA uses the language “recently-arrived English
learner” rather than “new, non-English proficient”. While these terms are interchangeable, for
the time being, for all things assessment, you can
expect the new terminology to replace the old terminology as we work to update the language used
in our communications regarding ELs.

Medical Emergency Exemption
A policy was adopted that allows students who
are unable to participate in state tests due to a significant medical emergency to be exempted from
state testing. It is important to note that a student’s disability cannot be used as the justification
for a medical exemption (not an option for chronic
medical conditions). Valid requests must include:
• A physician’s note acknowledging
–– the adverse impact testing would have
upon the student
–– that the request is for the entire state testing window. Otherwise the state can work
with the district to identify alternate accessibility supports.
• Supporting documentation from the school on
attendance.
The DC will submit requests through ARMS, for
state review. Requests must be submitted prior
to testing, unless the medical emergency occurs
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during the test window. Only upon approval from
OSPI will the student be exempted from participation in testing.
OSPI sets approved medical exemptions to the
score file. DCs should verify status of student
records during preliminary reporting.
Questions may be directed to Kimberly DeRousie
at kimberly.derousie@k12.wa.us.
The physician and parent must be informed
that this exemption is for district and school
accountability and is not an exemption from
the students graduation requirements.

PARENT REFUSALS
Federal and state laws require public schools to
administer assessments to all students enrolled in
the specified grades and subjects, the assumption
being that participation on the part of the student
or approval on the part of the parent would not be
an issue. Because it is not specifically addressed
in the legislation, adopted agency policy has been
that students may refuse to participate or parents
may refuse to have their children participate. The
policy further requires the school to request that
the refusal on the part of either the student or parent be put into writing by the parent and be kept
on file at the school or district office.
This refusal will not avoid any consequences for
not testing, such as failure to graduate or access to
graduation alternatives.
The Washington Educational Research Association
has published an overview of how to manage parent and student refusals to take state assessments
which also includes a template for documenting
refusals.
Because the number of students meeting, exceeding, or failing to meet the standards is based upon
enrollment, the percentages for the schools and
districts are impacted by refusals.
Ready Washington provides some valuable
resources and voices from across the state about
the value of assessments. Please visit the ReadyWA Opt In for Student Success web page for
resources to promote understanding and student
engagement with the assessment
ASSESSMENT WAIVERS
OSPI Graduation Alternatives website;
Out-of-State Waivers; Special, Unavoidable
Circumstance Appeals; Expedited Appeals
Waiver; WA-AIM Engagement Rubric

Student Preparation and Accessibility
Appendix A: Training, Practice, and Interim
tests; EDS WAMS: Student pre-ID for paper
tests; GTSA: accessibility features access and
restrictions; Item Type Response Quick Sheet:
question format; Non-Standard Accommodation & Designated Support Request Form:
to request accessibility features not listed
in GTSA; Proctoring Training and Practice
Tests: Step-by-step TA & student instructions;
Simplified Test Directions; TIDE User Guide:
Assign test settings and accessibility features.

Preparing Students for Testing

The educational community is sometimes uncertain as to what practices legitimately contribute to
the opportunity to learn as opposed to the narrower concept of teaching to the test. The former
is a positive endeavor meant to help students
learn desired skills and competencies, whereas the
latter activity is a negative approach that provides
students instruction only on questions that mirror
or clone questions on the assessment.
As students engage with the assessments, they
will be asked test questions that require them to
respond in several ways, some of which may be
new to students.

Students who will be taking the Smarter Balanced
tests online must be provided an opportunity
to take the training and/or practice tests. There
are no restrictions on accessing the Training and
Practice Tests, and they may be used outside of
school for review by parents and the local community. These tests also provide an opportunity
for students and families to review the tools, supports, and accommodations, as well as how they
function. TAs use the Proctoring Training & Practice
Tests Guide.

Allowable test administration procedures and
materials, as permitted, are not considered testing
accommodations, so using them during a state
assessment does not require that they be recorded:
• Signing test administration directions for a
student who is deaf or hard of hearing.
• Read aloud state approved glossaries to students with vision impairment or who are blind
and taking the Braille version of the assessment.
• Translating test administration directions into
the native language of an English learner.
• Allowing a student to read the test aloud to
facilitate comprehension.
• Scratch paper, when permitted.
• Blank place markers.
• Magnifying devices.
• Allowing individual and small-group sessions.
• Reminding students to stay on task.
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Preparation &
Accessibility

If the student cannot handle, or does not understand the assessment format or other materials
associated with the administration, it is likely that
the results will not reflect the student’s true level
of proficiency. Use of a variety of tools and manipulatives by teachers during instruction can be
beneficial for students to build a concrete understanding of mathematical content and procedures.
However, some tools and manipulatives are not
appropriate for use on state assessments because
many performance expectations and standards
require students to demonstrate understanding
at the symbolic notation, fluency, and application
levels.

STUDENT ACCESSIBILITY
Student access to the state assessments falls into a
matrix of three categories and two delivery methods.
• The categories are: (1) universal tools, (2) designated supports, and (3) accommodations.
• The delivery methods are: (1) embedded,
meaning built into the computer-based TDS
or (2) non-embedded, meaning the technology
either does not support integration into the
computer-based TDS or because of the testing format (i.e., paper-pencil) the accessibility
feature must be provided separate from the
testing instrument.
During state assessments, certain test administration procedures and materials may be provided
to students based on their needs. In general, these
procedures and materials are available to any
student who regularly benefits from the use of
these procedures or materials during instruction.
A student cannot be required to use them during
testing. Coordinators are responsible for ensuring
that TAs understand the proper implementation
of these procedures and use of these materials.
In some cases, a student may need to complete
the test in a separate setting in order to eliminate
distractions to other students and to ensure that
the security and confidentiality of the test are
maintained.

UNIVERSAL TOOLS
Universal tools are embedded and non-embedded
accessibility features of the assessment that support both online and paper-pencil testing. These
tools are available to all students. However,
educators may determine that one or more might
be distracting for a particular student, and thus
might indicate that the tool should be turned off
for that particular student.
DESIGNATED SUPPORTS
Designated supports are features that are available for use by any student for whom the need
has been indicated by an educator (or team of
educators with parent/guardian and student). As
outlined in the GTSA, designated supports are not
modifications to the test.
ACCOMMODATIONS
Accommodations are changes to instructional
materials, procedures, or techniques that allow
students with a documented disability and ELs to
participate meaningfully in grade-level or course
instruction and testing activities.

Accommodations in Unexpected or Emergency Situations

Preparation &
Accessibility

Unexpected or emergency situations that necessitate the use of a testing accommodation may
occur just prior to testing or during the day of the
assessment. For example, a student may have a
broken arm and need his or her responses transcribed into the answer space of the test.
When considering how to meet a student’s needs
in an unexpected or emergency situation, encouraging student independence should be a priority.
If the student’s needs can be met with an allowable procedure, material, or accommodation, it
should be made available to the student during
testing.

Paper Administrations of Online Assessments
Paper tests are available for students whose IEP or
504 plan specifies paper testing.
During test administration, students may have
access to, and use of additional required and
optional resources outlined in the Accessibility
Features Available to Students, previously known as
the MASA. Any materials not listed in this document should be considered as not allowed for that
assessment. This terminology is in keeping with
the GTSA.
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Day Prior to Testing, During Testing, and After Testing
GTSA; Non-Standard Accom/Designated
Request; Simplified Test Directions; EDS
WAMS; SRMAAG; TA Script of Student
Directions; TIDE User Guide; PIRG

Overview of Tasks
DAY PRIOR TO TESTING

Preparation of the Test Environment
The test environment refers to all aspects of the
site where students are taking state assessments.
This includes what a student can see, hear, or
access (including technology).
Before each testing session, TAs and administrators must inspect the testing location. Remove or
cover any aids or prompts that might potentially
assist students with answering any questions on a
state assessment.

Security, Incidents, & Appeals
The security of assessment instruments and the
confidentiality of student information are vital to
maintaining the validity, reliability, and fairness
of the results. All summative test content (items
and test materials) are secure and must be appropriately handled.
Any individuals who have witnessed, been
informed of, or suspect the possibility of a test
incident that could potentially affect the validity of student test results, the integrity of the test,
or the data must follow the steps outlined in the
PIRG.
MOVEMENT OF STUDENTS BETWEEN
SCHOOLS AND DISTRICTS
For students only taking online assessments, the
student’s TIDE record does not have to reside in
the new school to participate in the assessment.

When needed, a pre-ID (used or unused) test
booklet may follow a student to any other school
or district.

Document the name of school or district, student,
and the test booklet security barcode number.
The security barcode numbers are assigned to
your district and this is not a problem as long as
AIR receives the test booklets back. If the booklets
are not returned, OSPI will contact the sending
district, which is responsible for providing documentation that the booklet was signed for.
Ship the secure pre-ID test booklet via signaturerequired delivery to the DC of the new district. Do
not send test booklets with the student.
DAY DURING TESTING

Taking Appropriate Action with Student
Responses or Student Actions that cause
Concern
Throughout the test administration process, student safety is always the primary consideration.
During testing, TAs may encounter student
actions that disrupt the assessment administration
and may endanger the student or others (suicide,
neglect, etc.) In addition, it is possible that TAs
will encounter student responses to questions
or notes on scratch paper that necessitate some
action to ensure student safety. Complete details
are available in the Sensitive Responses section of
the PIRG.

Monitoring Test Sessions
It is also important to note that monitoring must
be maintained throughout testing. Coordinators,
administrators, and TAs involved in overseeing or
administering state assessments must adhere to
these policies as outlined in the PIRG. TAs should
be directed to follow the steps described in the TA
Script of Student Directions.
DAY AFTER TESTING

Test Material Inventory and Processing
All used and unused standard, Spanish, Braille,
and large print test booklets, DFAs, and Science
and ELA paper scripts are secure and must be
inventoried and accounted as outlined in the
PIRG and your TSBP.
The security number on each returned test document is electronically verified and the number
of late returned or missing materials in each
school and district is reported to OSPI. The
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Day Prior,
During, After

For students taking paper-pencil tests, a pre-ID
adhesive label must be generated from TIDE and
applied to the students test booklet. The student
must have an active record in the new district.
Refer to the SRMAAG for creating records in
TIDE, between routine CEDARS submissions.
Refer to the TIDE UG for instructions on generating pre-ID.

Sending District

DC will be notified by the State Test Coordinator to investigate the missing test materials and
report findings. Materials identified as missing
or returned late bring into question the test security and validity of student score results. Missing
materials require a test incident form be filled out
and must also be notated in your District Administration and Security Report.
The DC is required to pre-arrange with FedEx
all test material pickup dates to ensure return
shipment no later than five business days at
completion of each school's test administration.
Materials must be prepared for pickup by 8:00
AM.
Under limited situations, the state may approve
a modified return schedule for a school that has
experienced a hardship. Send requests to Kimberly.DeRousie@k12.wa.us through ARMS.
DATA CLEANUP
After testing has completed, there may be instances in which a student’s test information must
be manipulated in TIDE to accurately report to
ORS and score files. Cleaning up test records also
includes setting the invalidation flag under TIDE
Appeals. All other participation codes are for district and school use only.

Reason Not Tested
When a student is not tested, a participation code
may be assigned within TIDE or WAMS so that
the situation is correctly explained in ORS. Setting
participation codes is for district use only.
•

Medical exemptions, when approved by the
state, are set by OSPI

•

RAEL status is identified by OSPI using
CEDARS

Day Prior,
During, After

Discrepancy Resolution

Once paper tests are returned for scoring, the
system checks for a variety of discrepancies. Such
discrepancies include unidentifiable student
information for a test booklet, ineligible or out-ofgrade testing, and duplicate tests submitted for an
individual student. For steps on resolving discrepancies, please refer to the Data Cleanup
section in the TIDE User Guide.
REPORTING
The following draft schedule that provides an
overview of the timelines for score reporting. The
state release is tentatively set for mid-August.
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ORS

Paper Reports
in district

Fall Retake

11/5/18

1/31 - 2/1/19

WA-AIM

X/X/XX

X/XX - X/X/XX

5/21/19

6/12 - 6/13/19

3/18/19

8/16 - 8/17/19

Spring science

X/X/XX

X/XX - X/X/XX

ELPA WIDA

X/X/XX

X/XX - X/X/XX

Material

ELPA21
Summative
Spring ELA, math

DOCUMENTATION REQUIRED TO BE
RETAINED AT SCHOOL DISTRICT
In accordance with districts and local government
retention schedules, it is highly recommended
that districts retain, and have available for audit,
the documentation in the following table.
Report

Overview

Due

TSBP

Used to communicate
schedules, security, etc.
Training Log
Used to acknowledges
staff training
Staff Assurance Used to document testing
protocols, signed during
Report
training & after testing
School Security Used to document SC
testing protocols
Report
State level
Retain copies of forms
reports (ARMS) submitted to the state

Prior to
testing
Day of
training
Last day
of testing
Last day
of testing
End of
testing

DOCUMENTATION REQUIRED TO BE SUBMITTED TO OSPI
The documentation in the following table is
required to be submitted to the state through
the Assessment Reporting Management System
(ARMS), when testing occurred and as applicable.
Report

Overview

Timeline Due

Test Material
Variance

Used to report
material anomalies

ASAP, if applicable

Medical
Exemption

Exemption from
student testing

ASAP

Modified Test Used to request
Schedule
unique schedule

Prior to beginning of test
window

Test Incidents Refer to the PIRG

ASAP

District
Admin Security Report

5 business days
after testing ends

Documents test
protocols

RETENTION SCHEDULE

Current Local Government
The School Districts and Educational Service
Districts Records Retention Schedule and Local
Government Common Records Retention Schedule (CORE) are located at:
•

School Districts and Educational Service Districts Records Retention Schedule

•

Local Government Common Records Retention Schedule (CORE)

State Assessment Retention Schedule
Following the reporting of scored test results
the scored tests will be retained on the following
schedule.
Timeline

Assessment

Grade

1 year

ELA & Math

3–8

1 year

Science

5, 8

1 year

ELPA21

K–12

2 year

ELA & Math

High School

2 year

Science

High School

2 year

Off-Grade Level

High School
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Appendix A: Training and Practice Tests and
Interim Assessments
Proctoring Training and Practice Tests; Item
Type Response Quick Sheet; Assessment
Blueprint Overview; Keyboarding Shortcuts;
Tool Button Tip Sheet; ELA Interim Assessment Scoring

Teachers are encouraged to conduct a group walk-through of the training or practice test to promote familiarity with the testing format, basic test rules, and to allow for free and open communication on the testing
process and/or content. This provides an opportunity for teachers to describe the limitations to the support
they will be able to provide. Students will become familiar with the pause rules, mark for review, leaving
a segment, and ending a test session. Students will also be able to practice using accessibility features that
may be assigned to them during testing.
Select Proctoring Training and Practice Tests to download a short step-by-step guide, providing teachers with
instructions on setting up a secure practice or training test session, establishing student access, and approval
of sessions. This guide also includes an informational section providing additional details on the practice
and training tests, and interim assessments.
It is important to ensure that your TA training includes the resources below. TAs are required to have a
clear understanding of the differences between training and practice tests, the interim assessment, and the
summative assessments, to ensure that students test results are valid.
The summative are official accountability
assessments that will generate a state score
for students.
Students are allowed one opportunity to take
a summative assessment during each state
administration window.

Training and Practice Tests, Interim Assessments, and Summative Assessments
Description

Training Test

The training tests familiarize students and anyone proctoring the test with the format and
functionality. Students learn how to log into a test, navigate tool buttons, and how to complete
different item types. The intent is not to look at grade level content. This resource has approximately six to nine items per grade band. Available for ELA, math, .and science.

Practice Test

Practice tests are used to familiarize students to grade level items they will find on the summative assessments, and to practice responses to them. There are approximately 30 items students
will experience across all claim areas, including the PT. Not able to be scored. Available for
ELA, math, and ELPA21.

Interim
Assessment

Interim assessments allow teachers to check student progress and provides information to
improve classroom instruction. Interim assessments may be administered as a comprehensive
test (ICA) that mirrors the summative, or in blocks (IAB) that focus on specific sections of the
test. Interim assessments should be administered following the same test administration protocols as the summative assessments. Students can also have access to the accessibility supports
that they will use on the summative assessments. Some interim assessments are hand scored. A
benefit of hand scoring is that it allows teachers to interpret strengths and weaknesses for their
students, in the skills being assessed. Additional resources include the ELA Interim Assessment
Scoring Module and THSS Training Materials available for ELA and math.

Appendices
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Appendix B: Washington High School Assessments and
Assessment Graduation Requirements
For full details, refer to the State Testing: http://www.k12.wa.us/assessment/StateTesting/default.aspx
SY 2018-19

SY 2019-20

SY 2020-21

SY 2021-22

Tests

Smarter Balanced
ELA–
Gr 10, 11, 12
Smarter Balanced
Math–
Gr 10, 11, 12
WCAS
Science–Gr 11

Smarter Balanced
ELA–
Gr 10, 11, 12
Smarter Balanced
Math–
Gr 10, 11, 12
WCAS
Science–Gr 11

Smarter Balanced
ELA–
Gr 10, 11, 12
Smarter Balanced
Math–
Gr 10, 11, 12
WCAS
Science–Gr 11

Smarter Balanced
ELA–
Gr 10, 11, 12
Smarter Balanced
Math–
Gr 10, 11, 12
WCAS
Science–Gr 11, 12

Tests that
Fulfill Grad
Requirements by
Class

Class of 2019:
ELA–SBA by Exit Exam
cut score
Math–SBA by Exit
Exam cut score

Class of 2020:
ELA–SBA by Exit Exam
cut score
Math–SBA by Exit
Exam cut score
Science–WCAS by Exit
Exam cut score

Class of 2021:
ELA–SBA by Exit Exam
cut score

Class of 2022:
ELA–SBA by Exit Exam
cut score

Math–SBA by Exit
Exam cut score

Math–SBA by Exit
Exam cut score

Science–WCAS by Exit
Exam cut score

Science–WCAS by Exit
Exam cut score

Tests

Grade level

Student Class Of

Student Class Of

Student Class Of

Student Class Of

Grade 12

2019:
ELA & Math retakes as
needed

2020:
ELA & Math retakes as
needed

2021:
ELA, Math, & Science
retakes as needed

2022:
ELA, Math, & Science
retakes as needed

Grade 11

2020:
ELA & Math SBA
retakes as needed
Science WCAS
(accountability)

2021:
ELA & Math SBA
retakes as needed
Science WCAS (graduation, accountability)

2022:
ELA & Math SBA
retakes as needed
Science WCAS (graduation, accountability)

Blank

Grade 10

2021:
ELA & Math SBA
(graduation, accountability)

2022:
ELA & Math SBA
(graduation, accountability)

Blank

Blank

State-approved CAA alternatives for all students include:
ACT, AP, SAT, and IB exams, GPA Comparison, Dual Credit Courses, and LAA-LDC.
State-approved CIA alternatives for students with an IEP includes:
CIA Cut Score, OGL, WA-AIM, and LDA
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Appendix C: Washington Graduation, Alternatives, and Waivers
OSPI Graduation Alternatives website;
Out-of-State Waiver; Special Unavoidable
Circumstance Appeals; Expedited Appeals
Waiver; WA-AIM Engagement Rubric

Students' graduation requirements are based on
their graduation cohort. The graduation cohort
is based on when a student first enters the ninth
grade, whether in Washington state, or any other
state. Student graduation cohort can be verified in
CEDARS.

Meeting Graduation Requirements

In addition to meeting class credit requirements,
and completing a High School and Beyond Plan,
students are required to pass specific state exams
to be eligible to graduate.
The Graduation in Washington Toolkit and
Washington State Graduation Requirements are
an overview and checklist that details graduation
requirements.
Whether or not a student is attempting a graduation alternative assessment, they must still
participate in the on grade-level assessment to
meet federal requirements.
For the class of 2020 and beyond, participation in
the on grade assessment is required to grant eligibility for applying any graduation alternatives.
Use of CAA alternatives and waivers must be
submitted through the graduation alternatives
application in EDS.

CAA Graduation Alternatives

Graduation alternatives are assessment options
for students who may need to demonstrate their
skills in different ways to meet their assessment
requirements for graduation purposes include:

Appendices

•
•
•
•

GPA Comparison
College Admission, AP, IB Alternatives
Dual Credit Courses
Locally Administered Assessment–Locally
Determined Course (LAA-LDC)

GPA COMPARISON
GPA Comparison is a method to help establish
if a student possesses the skills and knowledge
expected of a high school graduate by comparing the student’s grades (in an applicable content
area) to those of other students in the comparison
cohort. This option is available to students in their
Page 23 of 30

11th or 12th-grade year, have a cumulative GPA
of > 3.2, and have completed at least 2 credits of
coursework applicable to the test content area.
Students must attempt an exit exam or accountability assessment at least once before accessing
this graduation alternative.
COLLEGE ADMISSION, AP, IB TESTS
Students may use scores on college admissions
(ACT (no writing)®, ACT with Writing®, SAT®,
SAT with Essay®) tests to show they possess the
knowledge and skills expected of high school
graduates. Students must meet Eligibility Criteria
and be enrolled in 11th or 12th grade before submitting scores from any of these examinations.
DUAL CREDIT COURSES
A student who completes a dual credit course in
ELA or math in which the student earns college
credit may use passage of the course as an objective alternative assessment. The course must also
generate high school credit towards graduation
and be equivalent to a 100 level college credit
course or above.
LDA-LAA
For 2018-19, two options are available for locally
administered assessments tied to locally determined courses. This includes ELA and math
Bridge to College courses, as well as local collection of evidence.

CIA Graduation Alternatives

Assessment options for students receiving services who may need to demonstrate their skills in
different ways to meet their assessment requirement for graduation purposes.
Resources for determining what alternatives
might best fit a student’s need include Guidance
for IEP Teams: Student Participation in Statewide
Assessments for Accountability and Graduation.
The available alternatives to meet standard are:
• CIA Cut Score (formerly Basic/L2)
• Off-Grade Level Assessment
• Locally Determined Assessment (LDA)
• WA-AIM
CIA CUT SCORE
A determination by a student’s IEP team to
establish a passing score at the CIA Cut Score,
established within the Level 2, score range on the

state’s on grade summative assessment. While the
CIA Cut Score cannot be used for state and federal accountability; but can be used to fulfill state
assessment graduation requirements.

student must still participate in the on grade
assessment to meet federal regulations. Refer to the
Expedited Assessment Appeals page for detailed
information.

OFF-GRADE LEVEL
Students in high school receiving special education services may take an assessment specific to
ELA and math at a grade level lower than currently
enrolled. Students must meet the established cut
score for proficiency (level 3) for the grade accessed
(3–8).

Class of 2018 students are required to have attempted at least one graduation alternative. Appeals may
be initiated by the student, the student’s parent or
guardian, or the student’s principal.

Use of the off-grade WA-AIM is intended for the
students who meet the participation criteria for the
Alternate Assessment.
LOCALLY DETERMINED ASSESSMENTS (LDA)
An LDA is a series of state-prescribed assessments
that can be selected and administered at the local
school level. They are available in the content areas
of mathematics and ELA (comprised of a reading
LDA + writing LDA). The LDA can be administered
in the 10th, 11th, or 12th grade, but the applicable
student must meet all other Eligibility Criteria for
use of an assessment graduation alternative.
WA-ACCESS TO INSTRUCTION & MEASUREMENT (WA-AIM)
The WA-AIM is an alternate assessment based on
alternate achievement standards aligned to the
Common Core State Standards for students with
significant cognitive challenges. The WA-AIM is
built off of Access Point Frameworks that expand
upon the mathematics and English language arts
Common Core State Standards and the Washington
State science standards to provide students with
significant cognitive challenges a continuum of
access points to the standards. The WA-AIM
will measure student knowledge and skills through
the use of twice annual administered performance
tasks. The WA-AIM will be used for federal and
state accountability in grades:
• ELA and Math: Grades 3-8 and 10
• Science: Grades 5, 8, and 11

Assessment Waivers

Expedited Assessment Appeals
Out of State Waivers
Special Unavoidable Circumstance Appeal
WA-AIM Engagement Rubric

EXPEDITED ASSESSMENT APPEALS
Students in the classes of 2014 through 2018 may
be eligible to have their assessment graduation
requirements (ELA, math or both) waived. The

SPECIAL, UNAVOIDABLE CIRCUMSTANCE
APPEAL (SUCA)
This applies to students in their 12th grade year
(or 11th grade due to a testing irregularity caused
by the proctor/educator – refer to specific criteria in WAC 392-501-601) who have yet to meet
standard on the state assessment, Exit Exam or a
state-approved alternative, and experience a special, unavoidable circumstance that precludes their
ability to access a state-approved assessment as a
senior (or junior as stated above).
WA-AIM ENGAGEMENT RUBRIC
Students who meet some or all of the WA-AIM
Engagement Rubric criteria will count as participants in local and state accountability reporting
and will have an Awareness Waiver automatically
applied to the state graduation requirement.

Options for Students Not Graduating After Four Years of High School

Students who have not met their high school graduation requirements, and have not earned a regular
high school diploma, are eligible for a free public
education through the school year in which they
turn 21 years old. For further information, refer
to the Options for Students Not Graduating After
Four Years of High School document. Personnel are
encouraged to read and distribute this document.

21-Year-Old Students

When students turn 21 within a school year, they
may have access to state tests during that year. For
example, a student who turns 21 in September 2018
can access the fall 2018 and the spring 2019 tests.
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OUT OF STATE WAIVERS
The Out of State (OOS) Waiver, like all assessment
graduation alternatives, requires a student to be eligible prior to submission. Not all transfer students
are eligible for this assessment graduation alternative. Any student wishing to apply passing scores
from an approved OOS test must first meet the
same Eligibility Criteria that apply to other graduation alternatives.

Appendix D: K–8 Assessments
Principal Letter Templates, Communication Toolkit; Your Child’s Progress, Summative Blueprint Overview;
TAM; TA User Guide; TA and Student Interface; What is a CAT?

The Smarter Balanced, WCAS, and ELPA21 summative assessments are used for reporting student score
results to school districts and parents. They also are used for state and federal accountability. Students in
grades 3–8 are required to take the ELA and mathematics assessments for federal accountability. Students in
grades 5 and 8 are required to take the science assessment for federal accountability. The ELPA21 is required
for all students receiving ELD services. WA-AIM and WIDA serve as alternate assessments for students with
severe cognitive challenges that may be used for the purposes of federal accountability.
SUMMATIVE STATE ASSESSMENTS
ELPA21 (Reading, Writing, Listening, Speaking)

K

1

2

3

4

5

6

7

8

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

ELPA21 WIDA (Reading, Writing, Listening,
Speaking)
WCAS (Science)

Yes

Yes

Smarter Balanced (ELA, Math)

Yes

Yes

Yes

Yes

Yes

Yes

WA-AIM

Yes

Yes

Yes

Yes

Yes

Yes

WaKIDS

Yes

The state develops classroom-based assessments based on the state's learning standards to help guide dayto-day instruction. State curriculum specialists create tasks and questions and provide them to districts.
OSPI DEVELOPED ASSESSMENTS

K

1

2

Arts (Dance, Music, Theatre, & Visual Arts)

3

4

5

6

7

8

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Civics
Health and Physical Education

Yes

Social Studies (Economics, Geography, History)

Yes

Yes

Yes

Educational Technology (Arts)
Educational Technology (ELA)

Yes

Yes

Yes

Educational Technology (Science, Math, Health)

Yes

Yes

Yes

Yes

Yes

Educational Technology (Social Studies)

Yes
Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

NAEP is a national assessment that allows educational achievement to be compared across states. Federal
law requires every state to give the NAEP in reading and math at grades 4 and 8 every two years. States and
school districts that receive Title I federal funding to aid educationally disadvantaged students in high poverty areas must participate in these assessments. Other subjects also are tested.
NATIONAL ASSESSMENTS

K

1

2

3

Appendices

NAEP (National Assessment of Educational
Progress)

4

5

6

7

Yes

8
Yes

The Second Grade Reading Law (RCW.28A.300.320) mandates that every student in the state of Washington
be assessed at the beginning of the second grade using a grade-level equivalent oral reading passage.
OTHER ASSESSMENTS
Second Grade Reading Assessment
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K

1

2
Yes

3

4

5

6

7

8

Appendix E: Chronological Checklists for DCs, SCs, &
Tech Coordinators
Bring Your Own Device Guidance; Calculator Policy; EDS WAMS; GTSA; Non-Standard
Accom/Designated Request; Operating System Support; PIRG; Secure Browser Installation;
Simplified Test Directions; System Requirements; TAM; Tech Spec Manual; TSBP; Coordinator
Training; TIDE; Technical Requirements Module; Test Material Processing
The following activity checklists may be customized
according to how roles are assigned to school and
district staff.

Before Testing

⎕
⎕
⎕
⎕
⎕
⎕
⎕
⎕
⎕
⎕
⎕
⎕
⎕
⎕

Resources

User

Attend all required training sessions and read all
assigned training materials pertaining to your role.

Coordinator Training, Calculator
Policy, GTSA, PIRG, TCM

DC, SC

Review all required Technical Guides and Modules as
they pertain to your role.

Bring Your Own Device Guidance; Operating System Support;
Secure Browser Installation, System
Requirements, Technical Requirement Module, Technical Specification
Manual,

DC, Tech
Coordinator

Review and approve school TSBP and testing schedules.

PIRG, TCM, TSBP

DC, DA

Familiarize yourself and train TAs with the district TSBP
and administration materials.

TSBP

DC, DA, SC

Ensure all staff know and understand the chain of custody plan to ensure the security of test content.

PIRG

DC, DA, SC

Have all SCs, Technology Coordinators, and TAs sign the
Training Security Reports.

PIRG

DC, DA

Distribute approved testing schedule and seating
arrangement to TAs.

TAM, PIRG

SC

Confirm that all TAs have access to testing systems.

TIDE UG

SC

Inventory and distribute materials and place additional
orders, as necessary.

TCM, Test Material Processing PPT

DC, DA

Ensure that the necessary secure browser is installed and
that all non-approved features and software are blocked.

Secure Browser Installation

SC, Tech
Coordinator

Confirm students have had the opportunity to take the
practice and training tests.

Locally collected

SC, DC

Work with special services to identify students needs and TIDE UG, GTSA
verify student settings in TIDE.

SC

Assist TAs in taking proper measures to ensure that students have access only to allowable accessibility features.

GTSA

SC

Set up all external devices needed for testing and ensure
that they work properly.

Technical Specification Manual

DC, SC, Tech
Coordinator

Provide: Testing—Do Not Disturb signs for each test site.

Do Not Disturb English Spanish

SC

Assist TAs with inspection of the test location and
remove or cover any aids or prompts.

TAM

SC
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⎕
⎕

Activities

During Testing

⎕
⎕
⎕
⎕
⎕
⎕
⎕
⎕
⎕

Activities

Resources

User

Provide test materials to TAs just prior to the test session. This
PIRG
includes test tickets, test booklets, TA Scripts of Student Directions,
ELA Listening Scripts, and district supplied materials, as applicable to
the test being administered.

SC

Ensure students are provided a positive test taking environment.

TAM

SC

Ensure confidentiality concerning secure assessment content at all
times.

PIRG, WAC 18187-060

DC, DA, SC, Tech
Coordinator

Be available on test administration dates in case a testing incident
requires your attention.

PIRG

DC, DA

Be available on test administration dates to support TAs in case of a
testing incident or student supports are incorrectly set in TIDE.

PIRG, TIDE UG

SC, DC, DA

Monitor testing progress and ensure that all students who need to test
participate.

PIRG

SC

Be available on test administration dates in case technology issues
occur.

PIRG

Tech Coordinator

Assist in troubleshooting any technical or infrastructure issue that
arises during the test administration.

Technical Specifica- Tech Coordinator
tion Manual

Review, investigate, and report on all potential test incidents. Mitigate PIRG
incidents when appropriate.

DC, DA, SC

After Testing

⎕
⎕
⎕
⎕
⎕
⎕
⎕
⎕

Resources

User

Collect all materials (including scratch/graph paper, test tickets, or
any other ancillary materials) from TAs.

TAM

SC

Account for all test booklets, answer booklets and ELA Listening
Transcripts distributed.

Test Material
Processing PPT

SC

Following your district's policy, remove all ancillary materials from
test booklets and securely destroy.

TAM

SC

Fill out the School Site Administration and Security Report. Note any
testing incidents or missing materials.

PIRG

SC

Return test materials and required documentation to DC or DA.

TSBP, Test Material
Processing PPT

SC

Verify that schools have returned all materials, separate all scorable
from non-scorable material and package for return.

Test Material
Processing PPT

DC, DA

Contact FedEx to schedule pickup of your testing materials if there
is no prescheduled pickup date.

Test Material
Processing PPT

DC, DA

Securely store test materials until pickup and retain your shipment
tracking information.

Test Material
Processing PPT

DC, DA

Complete the District Administration & Security Report and submit
to OSPI.

TCM

DC, DA

Appendices

⎕

Activities
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Appendix F: Training & Communication Resources
Training Resources and
communication Resources
ADMINISTRATION TRAINING FOR
COORDINATORS AND TAS

Coordinator and Administrator Training

The Coordinator and Administrator Training is
designed to assist in preparation for state testing.
The material in this PowerPoint supports the
annual training of staff and should be augmented
as needed and appropriate for your local district.

TA Training
The Test Administrator (TA) Training is designed
to assist in preparation for state testing.
The material in this PowerPoint supports the
annual training of staff who will proctor or assist
with proctoring state tests and for staff who will
be handling secure materials. This PPTX should
be augmented as needed and appropriate for your
local district.
ASSESSMENT REPORTING MANAGEMENT
SYSTEM
This training module provides information on
accessing and managing forms and reports in the
new electronic ARMS application within EDS.
ASSESSMENT UPDATE WEBCAST
OSPI Assessment Operations and Teaching and
Learning divisions collaborate and present during
the monthly webcast. During each webcast OSPI
collects questions from the attendees and posts the
PowerPoint and Q&As to the WCAP Portal. This
information can be useful in helping to answer
questions that you may have regarding current
and upcoming events.
DEFINITIONS AND ACRONYMS
Refer to the Definitions and Acronyms document
for a list of frequently used terms and their definitions, as well as an acronym page.
COORDINATOR & ADMINISTRATOR
TRAINING

New DCs and DAs

WASHINGTON ASSESSMENT WEEKLY (WAW)
NEWSLETTER
The WAW newsletter is your source updated
information about all of the state assessments.
Useful information about test administration
dates, new or updated documents posted to the
WCAP Portal, and any actions that might be
required of you will be included in the WAW, as
well as known technical issues or clarification of
assessment information. The articles in the WAW
can answer many of your assessment questions.
The WAW is distributed to DCs and DAs via
email to make it easy for you to forward articles
to other key staff within your district. If you have
a new DA or SC you want to have access to the
WAW and add to the distribution list, you can go
into the “Profile” section of WAMS and edit your
district information to add them as a DA.
WASHINGTON ASSESSMENT MANAGEMENT
SYSTEM (WAMS)
The Profile page allows districts to update any
contacts for assessment, including particular areas
such as ELPA21 or WA-AIM. OSPI receives automatic email notification from any change made
on this page and email lists are updated accordingly. In addition, WAMS provides applications
for pre-identification. This includes identification of test materials, such as WA-AIM, Braille,
large print, etc. Many of the functions serve to
show lists of students as identified in CEDARS or
TIDE. WAMS also holds file downloads including
training materials and score results. At the end of
testing, districts can review participation information from the Testing Progress Dashboard page
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The material provided in the New Coordinator
Training PowerPoint supports new staff who are
entering the roles of District Test Coordinator
(DC) and District Administrator (DA). This is a
high-level look of the assessment system with an
overview of available resources.

The Quick Start Guide provides a high level
overview of roles available to users, test administration activities, and OSPI and vendor systems
and resources with brief description and steps for
access. Section II lists the training resources available within the following tables:
• Training and Overview,
• Interim Testing,
• Summative Testing,
• Test Administration, and
• Scores and Reporting.

Appendix F: Customer Support
Contacts Information For Users
TECHNOLOGY, SYSTEM, OR PROGRAM ISSUES
TAs, SCs, and DCs contact the WCAP Help Desk
(TAs and SCs must also alert your DC Test and Technology Coordinators of issues).
The WCAP Help Desk is open Monday–Friday
from 6:00 a.m. to 6:00 p.m. PT (except holidays
or as otherwise indicated on the WCAP Portal).
Washington Comprehensive Assessment
Program Help Desk
Toll-Free Phone Support: 1-844-560-7366
Email Support: wahelpdesk@air.org
CONTACTS FOR STATE ASSESSMENTS
• TAs refer to the TAM. If additional support
is needed, contact your SC.
•

SCs refer to this manual. If additional support
is needed, contact your DC.

Assessment Policy, Test Administration
Questions, Portal, ARMS, RTVs
•

GUIDELINES ON TOOLS, SUPPORTS, &
ACCOMMODATIONS (GTSA) AND NONSTANDARD ACCOMMODATIONS &
DESIGNATED SUPPORT REQUEST FORM
• DCs contact the Select Assessment office
at: GTSA@k12.wa.us
ELPA21
• DCs & DAs contact the ELPA21 office at:
ELPA21@k12.wa.us or 360-725-6338
CONTACTS FOR CEDARS AND EDS
CEDARS/EDS Issues
Contact the Customer Support Office at:
customersupport@k12.wa.us or 800-725-4311
NOTE: If you need to have permissions added to
your account, contact your district security manager.

DC/DA contact the:
–– OSPI Assessment Operations Team at:
Assessment@k12.wa.us, 360-725-6348, or
800-725-4311, press option 3;
–– State Test Coordinator at: Kimberly.DeRousie@k12.wa.us / 360-870-4860 or
360-725-6353.

ASSESSMENT DATA ISSUES, STUDENT PRE-ID,
TIDE DATA FLOW, REPORT CARD
• DC/DA contact the OSPI Assessment
Analysts at: assessmentanalysts@k12.wa.us
or 360-725-6109

Appendices

GRADUATION ALTERNATIVES
• DCs contact the OSPI Graduation Alternatives
at Graduation.alternatives@k12.wa.us or
360-725-6393 or 360-725-6223
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Appendix G: Revision Log
Updates to this document after the February 28, 2019 publication date will be noted below.
Page

Section

Description of Revision

Date of Revision
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