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[bookmark: _Toc182909669]Introduction
The administration of WIDA ACCESS is a secure testing event. Maintaining the security of testing materials before, during, and after the test administration is crucial to obtaining valid and reliable results. District and School Test Coordinators (DTC and STCs) are responsible for ensuring that all personnel with authorized access to secure test materials are trained and aware of their responsibilities in terms of what they can and cannot do in the testing environment.
Thank you for taking on this important responsibility. Your cooperation, vigilance, and good sense are important in achieving success in this task. You should always be alert, aware, and attentive. Staff must always maintain a professional demeanor and decorum during testing. For example, staff must not engage in personal conversations before, during or after testing and while students are present.
All staff involved in the test administration should read the relevant sections of the Test Administrator Manual, District and School Test Coordinator Manual, and know the procedures for testing outlined in the District Security Plan. Please refer to these documents for all security and test procedures for a comprehensive guide and explanation.
All staff involved in the administration of the test will complete and sign the New Jersey WIDA ACCESS Security Agreement.
[bookmark: _Toc182909670]Testing Security
The administration of WIDA ACCESS is a secure testing event. All staff members involved in the administration of the test are expected to:
Maintain a high level of security before, during, and after the test to ensure valid and reliable score results are produced.
Complete and sign the security agreement.
Security breaches may have professional consequences for staff and disciplinary consequences for students.
[bookmark: _Toc182909671]Turnkey Training
District and School Test Coordinators (DTC/STC) will review NJDOE WIDA ACCESS training document(s) and hold training sessions for all staff involved in test administration. All attendees will be required to sign an attendance form. Those not in attendance will be required to receive one-on-one training prior to testing or they will not be allowed to administer the test. All trained staff will sign and note the date of training. Topics to be covered include but are not limited to:
· Testing dates/times
· Description of test materials
· All secure materials: test tickets, seal codes, (test booklets if applicable)
· Test security 
· Things to always do during testing and never do during testing
· Rules for accommodations 
· Responsibilities of Test Administrators 
· Test Administrators must be circulating through the room at all times
· How to know that a child is in the right section of the test
· Use of Irregularity Report
· Procedures for starting, stopping, and resuming a test session’
· Required forms
District Technology Coordinator will review NJDOE ACCESS training document(s) and hold training for the STC and school level technology personnel.
[bookmark: _Toc182909672]Chain of Command
Chain of command refers to the structure of responsibility during test administration. It ensures that all staff involved in test administration follow clear protocols to prevent breaches, maintain confidentiality, and uphold the security of the testing environment. 
Chain of command for WIDA ACCESS should include but is not limited to the following:
· The STC and school level technology personnel will be on-site during all testing [regular and make-up].
· The DTC (if different from STC) and District Technology Coordinator will visit testing sites and will be available via phone at all times during the testing period.
· Each school will designate a back-up STC in the event of an absence on a testing day. This back-up will be fully trained in all aspects of testing.
· District Curriculum staff will serve as the back-up DTC in case of an absence on a testing day.
· Back-up Test Administrators will be trained in the event that an assigned Test Administrator is absent. Substitute teachers will not be used as Test Administrators or Proctors.
[bookmark: _Toc182909673]Storage of Secure Materials
The secure storage of test materials for WIDA ACCESS is critical to maintaining the integrity of the assessment and ensuring that the test remains fair and reliable for all students. Proper storage prevents unauthorized access, protects the confidentiality of the test content, and safeguards against potential security breaches that could compromise the validity of test results. The protocols for storage of secure materials includes but is not limited to:
All testing materials will be stored in a locked area in the Guidance Office or the Main Office.
STC will distribute test materials to and from the Test Administrator each test administration day.
STC will document the distribution and return of test materials to the Test Administrator each test administration day.
STC will maintain the Daily Chain-of-Custody Form for all secure testing materials, which includes:
· Student Response Booklets by grade;
· All Paper Test Administrator Scripts;
· Online Grades 1 and 2–3 Test Administrator Scripts;
· Speaking Test Booklets;
· Listening and Speaking Tests CDs;
· All used and unused large print and Braille test materials;
· WIDA Alternate ACCESS Listening/Reading/Speaking Test Booklets; and
· WIDA Kindergarten ACCESS ancillary materials.
STC will distribute test materials to the Test Administrator approximately 15 minutes prior to testing.
Test materials from Test Administrator to the STC shall be returned within 15 minutes after testing ends.
The STC must securely destroy the following test materials immediately after all units are complete:
· Any unused labels;
· District and Test Coordinator Manuals;
· Test Administrator Manual;
· School box range sheet; and
· Online Grades 4-12 Test Administrator Scripts.
Once shredding is complete, the STC must document the action.
[bookmark: _Toc182909674]Missing Test Materials
It is essential that all secure WIDA ACCESS test materials be stored in a locked area in the Guidance Office of the Main Office. It is equally important to have a procedure in place if it is discovered that secure test materials for WIDA ACCESS are missing so potential security breaches can be quickly addressed and the risk of comprised test integrity can be minimized. A clear, established protocol helps ensure that the situation is investigated thoroughly, appropriate actions are taken, and the validity of the assessment results is preserved.
If at any time it is discovered that test materials are missing, the following procedures must be followed immediately:
Test Administrator:
a. Halt testing
b. Notify STC immediately
c. Do not allow students to leave the testing area
2. STC:
a. Halt testing
b. Notify DTC immediately
c. Do not allow students to leave the testing area
d. Notify school principal
3. DTC:
a. Halt testing
b. Notify NJDOE immediately
c. Notify district personnel (i.e., Chief School Administrator, Assistant Superintendent, etc.)
Investigate [insert district procedures and personnel involved in the investigation process]
[bookmark: _Toc182909675]Loss of Internet/Error Messages
Being prepared to handle internet issues and error messages during WIDA ACCESS testing is essential to minimize disruptions and ensure a smooth testing experience. Promptly addressing technical difficulties helps maintain the test's integrity, prevents delays, and ensures that all students have a fair opportunity to complete the assessment under standardized conditions.
In the event of an internet outage:
[Insert internal district plan]
[Insert district points of contact]
DTC will notify NJDOE and complete and submit an irregularity report.
The following may assist in quickly resolving certain types of issues:
For common technology issues, please review documentation available in WIDA AMS under View Documentation. 
If there are internet connectivity issues, the software will attempt to reconnect to DRC for upwards of 5 minutes and then if it can, it will take the student back into the test. If it cannot, the student will receive an internet connection error. 
If a student were to be kicked off the test, the student should log in and the test should pick up on the screen where they left off.
As the student is progressing through the test, the answers are saved and sent to DRC databases in real time every time the student clicks next, pause, etc.
[bookmark: _Toc182909676]Sick Child
In the event a student becomes ill during testing, the following procedures should be followed:
The Test Administrator will take all testing materials from the student and immediately notify the STC or DTC.
The student will be sent to the nurse with a designated staff member. 
The Test Administrator will complete an Irregularity Report.
The Test Administrator must note the time remaining in the session and at which test question number the child became ill. The student may not alter any previously entered or written responses. The student is required to pick up where they left off.
[bookmark: _Toc182909677]Disruptive Students
Appropriately handling students who become disruptive during WIDA ACCESS testing is vital to maintaining a testing environment that ensures all students are able to complete the assessment without distractions. Managing disruptions swiftly and effectively helps preserve the integrity of the testing process and ensures fairness for all test takers.
If a student becomes disruptive or is suspected of cheating during testing, the following procedures must be followed:
The Test Administrator will take all testing materials from the student and immediately notify the STC or DTC.
A designated staff member will take the student to the Main Office.
The student will not return to the testing room during that day’s testing.
The Test Administrator will complete an Irregularity Report documenting the situation and turn this into the STC at the time test materials are returned.
The STC will inform the DTC of the issue immediately.
The DTC will inform the NJDOE Office of Assessments before taking additional action.
After conferring with the NJDOE Office of Assessments, the DTC and building administrator will determine if the student will complete the remainder of the test session in the same room or in a different test setting. Test invalidation may also occur.
[bookmark: _Toc182909678]Drills/Emergency Procedures
It is important not to schedule safety and security drills during WIDA ACCESS testing to avoid unnecessary disruptions that could compromise the test's integrity and students' focus. However, having a clear plan in place for handling emergencies or alarms during testing ensures that student safety is prioritized while maintaining the security and validity of the assessment process.
The plan for drills and emergency procedures includes but is not limited to:
There will be no drills scheduled during the testing window.
In the event of a fire alarm, all occupants will need to leave the school building.
· Test Administrators will note the time remaining and direct students to exit the test session.
· Test administrators will collect student tickets, paper Test Booklets, as applicable, and other secure testing materials individually from each student, if time permits.
· Students will be directed not to talk.
The STC will notify the DTC of the situation.
The DTC will notify NJDOE.
Testing will not resume until an announcement is made by the STC.
· If it is determined by the STC, DTC and NJDOE contact that testing may resume upon re-entry to the school, Test Administrators will redistribute test materials and resume students’ tests in WIDA AMS paying close attention that each student has their assigned testing materials. Students will be given the amount of time that was remaining at the time of the fire alarm to complete the impacted test session.
· In the event that students are not permitted re-entry, the DTC will contact the NJDOE to make alternate testing arrangements.
· The STC is responsible for completing an Irregularity Report documenting the situation.
[bookmark: _Toc182909679]Inclement Weather
The inclement weather plan for testing days is as follows:
If there is a school closing or delayed opening on a testing day, testing will not occur on that day.
In the event that a testing day needs to be postponed, the missed session will be rescheduled. Test Administrators will need to be very cautious to ensure the correct test session is administered.
The DTC will complete and send an Irregularity Report to NJDOE at assessment@doe.nj.gov. The report must include:
· The date and session(s) of the delayed testing;
· The reason for the delay; and
· The revised testing schedule.
[bookmark: _Toc182909680]Test Administrators
Test Administrators play a critical role during WIDA ACCESS testing by overseeing the test administration process, ensuring that all procedures are followed correctly, and maintaining a secure, distraction-free environment for students. To ensure a testing environment for all students to be successful, Test Administrators must remain focused on test security and administration protocols, must maintain a professional demeanor and decorum, and must not engage in personal conversations during testing and while students are present.
The Test Administrator must:
Sign the security agreement form after receiving turnkey training from the STC or DTC and prior to testing;
Be in the room at all times; 
Actively monitor student testing by continually walking around the room and remaining vigilant at all times; and
Verify, count, and sign in/out the student authorization tickets and paper test booklets, if applicable.
The Test Administrator is the only person in the testing room:
Permitted to handle secure test materials; and
Allowed to start, stop, resume, or exist a test session.
In addition, the use of unauthorized electronic devices by Test Administrators is strictly prohibited in a test administration room unless needed for emergencies.
[bookmark: _Toc182909681]Proctors
Proctors play an important role in assisting the Test Administrator during the test administration process. To ensure the optimal testing environment, proctors must remain focused on test security and administration protocols, must maintain a professional demeanor and decorum, and must not engage in personal conversations during testing and while students are present.
The Proctor must:
Sign the security agreement form after receiving turnkey training from the STC or DTC and prior to testing; and
Actively monitor student testing by continually walking around the room and remaining vigilant at all times.
Proctors may not handle secure test materials; they may handle non-secure materials only.
In addition, the use of unauthorized electronic devices by Proctors is strictly prohibited in a test administration room unless needed for emergencies.
[bookmark: _Toc182909682]Testing Environment Requirements
The testing environment is crucial to ensuring that students are able to focus and complete the assessment without distractions or disruptions. A quiet, well-organized, and secure environment helps maintain the integrity of the test, providing all students with an equal opportunity to demonstrate their language proficiency under standardized conditions.
Test environment requirements should include but are not limited to the following:
Place a “Do Not Disturb - Testing” sign on the door.
Do not cover any windows on the door. A clear visual into the classroom is necessary.
Direct students to leave coats, backpacks, pocketbooks and books somewhere away from the test seating, perhaps along the side of the room or other appropriate, secure place.
Peruse the room and make sure that no instructional displays are visible. These may include bulletin boards, posters, etc.
No cell phones or any unauthorized electronics. If these are accidentally brought in, the electronic device must be collected. If a student is found with electronics at any time after the test begins, the student will be escorted to the office.
No food or beverages (except for students with a documented medical condition, if permitted by an IEP/504 plan). This means no water bottles.
Students will have assigned seating. Make sure students are well spaced with ample surface area.
A clock and chart/board should display time remaining.
Never leave students unattended.
Proctors should be in the hallways to keep them quiet and be available for emergencies.
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Technology personnel play a vital role during testing by ensuring that all technical systems, devices, and software are functioning properly before, during, and after the assessment. Their support is essential for troubleshooting any technical issues that may arise during testing.
Technology Personnel must:
Sign the security agreement form after receiving turnkey training from the STC or DTC and prior to testing; and
Be readily available to ensure testing runs smoothly.
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The table below provides key contact for using during WIDA ACCESS testing.
	Role
	Contact
	Contact Information

	District Testing Coordinator
	[Insert Name]
	Email: [Insert email address]
Phone: [Insert phone number with extension]

	Technology Coordinator
	[Insert Name]
	Email: [Insert email address]
Phone: [Insert phone number with extension]

	School Testing Coordinator
[Insert School Name]
	[Insert Name]
	Email: [Insert email address]
Phone: [Insert phone number with extension]

	School Testing Coordinator
[Insert School Name]
	[Insert Name]
	Email: [Insert email address]
Phone: [Insert phone number with extension]

	NJDOE State Assessment Coordinator
	[Insert Name]
	Email: assessment@doe.nj.gov
Phone: (609) 376-3960
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When communicating with NJDOE, the CDS (County District School) Code may be requested.
For Sample District, the county and district codes are:
County Code: 77
District Code: 8888
The following list includes the School Code for each school in the district:
New Elementary: 991
Old Elementary: 992
Big Intermediate: 993
Small Intermediate: 994
High School: 995
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