


























RAC Level
Do Not Reproduce—NCDPI Instructions for OTISS

5. The submitted irregularities will be listed by category.

6. Click on the paper/pencil icon to open up each individual report.

7. The screen on the following page will appear.
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Do Not Reproduce—NCDPI

Instructions for OTISS

Four Options

After reviewing the information, the user has four options represented by the four buttons at the top of

the page:

1. Return To LEA - If more information is required, the testing irregularity can be returned to the

LEA with an attached note.

2. Mark as Viewed — If the information is complete, the report can be moved on to the NCDPI level.

3. Back — This will keep the report in the New/Pending Irregularities box until you are ready to move

it on to NCDPI.

4. Print — This button will allow the user to print a hard copy of the report.

| Return To LEA || Mark as Viewed || Back || Print | *

Reported By : Jane Jackson
Phone No. :(919)919-9898
Date of Irregularity : 25-MAY-07
Date Initiated : 31-MAY-07

Assessment : EOG Reading
Irregularity Type : 17
Misadministration :YES
Retest Date : 20-MAY-07

until the day of re-test
Viewed by Principal : YES
Date Viewed by Principal : 31-MAY-07
Date Viewed by Superintendant: 07-JUN-07

Irregularity ID : 346 @

NOTE: Irregularity will remain in your pending mailbox

® @

Retest :YES

ent home.

Irregularity Description :|\ary became ill during the 5th grade Reading EQG. | collected her material and she

Note: The user will need to refer to the Testing Irregularity List located in Appendix A of

the user manual to identify the Irregularity Type.
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Adding a Note to the LEA Test Coordinator

1. Ifitis necessary to return the testing irregularity report to the LEA level for more information, the
RAC should click the Add a note to LEA TC button toward the bottom of the page.

MNotes/Messages from RAC @ | Add anote to LEA TC |

Mo Messages

MNotes/Messages to RAC

BN 3-MAY-2007 11:08:56
Investigation complete. Please call.

MNote

2. The following screen will appear. Type the message into the text box and select the
Add Note/Message button.

ADD a note to LEA | Cancel | | Add Note/Message |

Mote ilYour message goes here | ‘

3. Your message will now be displayed on the main report page.

Notes/IMessages from RAC Add anoteto LEATC

EVCW 02-AUG-2007 03:22:13
@"‘r’our message goes here.

Note
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Viewed Irreqularities

1. Once a testing irregularity report has been moved to the NCDPI level, it will automatically appear
under the Viewed [rregularities tab.

& Submitted Irregularities - Mozilla Firh\ g@

File Edit ‘iew History Bookmarks Tools Help \
N~

<f‘:| - - @ ﬁ} ||_| https:,l',l'oae.dpi.state.nc.us}'w=l1?:10:16186644065?9882::N0 j|‘| [}] "| ek
L| Customize Links |_| Free Hotmail |_| Windows Marketplace |_| Shfindows Medmdows

North Carolina Online Testing Irregularities Submission Syste Logout |
(OTISS)

/ Home |/ New/Pending Irregularities |JAYEVCLRICAEGHEIE - Report an Irregularity |

Submitted Irregularities > Submitted Irregularities

You have viewed the following irregularities.

Reported Date

l? Status Assessment Occurred Category
ViE 604 Sgsgtsd EOG Science 240373 Egﬁ;hgiﬁgg jjgg; 28-JUN-07 1
view 585 TSI EOGMath 240373 Egﬁ;hgiﬁgg APIE 25 JuN07 3
View 584 Sgsgfd EOG Reading 240373 Egﬁ;hgiﬁgg JBOrr'fe’; 25-JUN-07 3
View 345 F”SEF" EOG Reading 240373 Egﬁ;héiﬁgg JaJcokern I9-MAY-0T 3 -

rowis) 1-4 of 4

v

javascript:hkml_PPR_Report_Page(this, R124291192202521 23 'https: ffoae.dpi.state.nc.us/plsfapes/Fip=117:10:161 8664406579552 fsp_so...  oae.dpi.state.nc.us

2. Ifitis necessary to view the information on a report again, then click on the View link.

Reporting an Irreqularity

1. To report an irregularity at the RAC level, select the Report an Irregularity tab and follow the
procedure in section Il of the OTISS User Manual.

AN
L| Customize Links |_| Free Hotmail |_| Windows Marketplace |_| indows Media E Sindows \
North Carolina Online Testing Irregularities Submission System Logout [~
(OTISS)
/ Home |/ NewlPending Irregularities |[JAYEVERIHEGICEE - Report an Irregularity |
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Instructions for OTISS

Filing and Reclassifying Testing Irreqularities at the Consultant Level

Viewing New/Pending Irreqularities

1. Access the OTISS Web site at https://oae.dpi.state.nc.us/pls/apex/f?p=111:1.

2. Enter the User Name and Password you have been issued. (You will be asked to personalize
your password the first time you log in.) The following screen will appear. Note that the help text
under the Welcome line provides information on the types of irregularities that have been

submitted.

3. Click on the New/Pending Irregularities tab to access incoming irregularities.

& Reports of Testing Irregularity - Mozilla Firefox\ E]@
File Edit Yiew History Bookmarks Tools  Help
& - Q’:‘J L?—j Ll https:/foae.dpi.state.nc.us/plsfapex)frp=117 INQF 3429195663086 :NO = v | [ @'
L1 Customize Links | | Free Hotmail | | Windows Marketplace | | ‘Windows Media E Wwindows
North Carolina Online Testing Irregularities Submission System Logout [#
(OTISS)

AU New/Pending Irregularities |/ Filed Irregularities
Welcome

Welcome Brian Swiger

You have 0 NewiPending Iregularities (Category Il and lll, and YViewed by RAC).
You have 4 New/Pending Irmegularities (Categony 1)

This Web site is designed to allow online review of testing irregularities.
Select the "New/Pending Irregularities™ tab to see incoming reports.
Select the "Filed Irregularities™ tab to see outgoing reports.

ONLINE TESTING IRREGULARITY
SUSMISSION SYSTEM

Dane

hd

=

oae,dpi.state.nc.us  fa

4. The screen on the following page will appear.
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Instructions for OTISS

5. The submitted irregularities will be listed by categories that can be sorted by clicking on them.

6. Click on the paper/pencil icon to open up each individual report.
/

North Carolina Onligfe Testing Irregularities Submission System

Newl/Pending Yregularities

NewlPending Irregularities

Logout [~]

/" Filed Irregularities |

These irrgylarities are not filed by DPI

School
1D

School
Name

Date
Occurred

LEA
Name

'a

Status Assessment

Submitted Southeastern Columbus

a 326 byLEA EOG Reading 240373 Early 22-MAY-0F County
TC College Schools
Submitted Southeastern Columbus

R 347 byLEA EQG Reading 240373 Early 28-MAY-07 County
TC College Schools

Submitted Wake

B 424 bylEA  EOGMath 920607 Westlake o o7 County

Middle

TC Schools
Submitted Southeastemn Columbus

R 604 by LEA EOG Science 240373 Early 28-JUN-07 County
TC College Schools

rowi(s) 1 -4 of 4

Viewed

By Rac gt

Type

Student(s)
Was
ilthad

injury

NO 1

Student(s)

NO 1 fell asleep

Cell

NO 1 Phones

Student(s)
Was
ilthad

injury

YES

[v|

Done

oae.dpi.state.nc.us

Four Options

After reviewing the information, the user has four options represented by the four buttons at the top of

the page:

1. Classify Irregularity — If the irregularity is not classified correctly, click this button to reclassify it.
2. File — Select this option to file the irregularity into the NCDPI database.

3. Back — Clicking “Back” will leave the irregularity under the New/Pending Irregularities tab.

4. Print — Provides a hard copy of the report for your records.

North Carolina Online Testing Irregularities Submission System
{OTISS)

Logout

/ Home | New/Pending Irregularities | Filed Irregularities |

| Classify Iiregularity 'Irregularity Details
Irregularity ID : 326

[=1

el Do oo [
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Reclassifying an Irreqularity Report

1. Atfter clicking the Classify Irregularity button, select another testing irregularity classification from
the pulldown menu (pictured below).

Irregularity Classification @ Apply Changes ' "

IrregularityType @ 30 - Student(s) was illhad injury iv]
1 - Teacherproctor failed to follow directions
Misadministration : 2 - Approved accommodati onfexemption not provided

3. Approved accommodation not provided appropriately

Further Action needed : 4 - Accommodation read aloud used in reading

- Accommodationfexemption used but not approved/documented

- School staff provided materials improperky

- Student not reguired to take a test

- Failure to test eligible students

- Defective test materials

10 - School staff administered the wrong test

11 - Encouraging students to be absent

12 - Modifying test directions for standard administration

Explain whathwhy further action
is neededinot needed

0D~ O n

2. Select the Apply Changes button to complete the reclassification process.

Viewed Irreqularities

1. Once a testing irregularity report has been moved to the NCDPI database, it will automatically
appear under the Filed Irregularities tab.

2. Ifitis necessary to view the information on a report again, then click on the paper/pencil icon.

3. Select Logout to exit the Online Testing Irregularity Submission System (OTISS).

North Carolina Online Testing Irregularities Submission System @ Logout [#
(OTISS)

Home | New/Pending Irregularities | MFTEG T ML

Submitted Irregularities > Submitted Irregularities

—

Irrgeularities Filed by DPI
The following irregularities occurred in your region but you have not viewed them yet.

ID School School Reported Date Viewed
y GEIE COESnE 1D WE L[ By Occurred By Rac Lo
Grade 3 East
Filed Pretest . ' Student not re
@@ 866 byDPl  Reading Field 920403 ElGam?r Wenitra Merritt  07-AUG-07  NO 1 take & test
Tect ementary
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Appendix A

Web Sites and Contact Information

The Online Testing Irregularity Submission System (OTISS) Web site
is located at:

https://otiss.schools.nc.gov
User documentation and tutorials are located on the Accountability
Web site at:

http://www.ncpublicschools.org/accountability/policies/otiss

Contact the following person with feedback regarding the
User Manual or the Web site:

Brian Swiger
bswiger@dpi.state.nc.us
919.807.3804



Procedures for Reports of Testing Irregularities

LEAs send all reports of testing irregularities to the RAC. After reviewing each testing irregularity, the RAC forwards
all reports to the NCDPI. The RAC stores copies of all reports at the regional office for three years and then recycles the
reports under secure conditions.

Test Administration Issues: Security Issues:
1. Teacher/proctor failed to follow directions 16. Failure to remove inappropriate displays
2. Approved accommodation/exemption not 17. Secure material divulged
provided 18. Teacher/proctor inadequately supervised testing
3. Approved accommodation not provided 19. Improper use of test materials
approprlately_ ) ) 20. Missing test material
4. Accommodat?on “read aI_oud" used in reading 21. Test books not properly returned
5. Accommodation/exemption used but not

22. Test materials not stored in secure locked area

23. Items from secure test used for instruction

24. Reproduction of secure test in any manner or form
25. Making copies of test available to others

26. Online test connectivity/technical problems

27. Failure to delete secure electronic files

28. Incorrect/wrong number of materials given to school

approved/documented

School staff provided materials improperly
Student not required to take a test

Failure to test eligible students

Defective test materials

10. School staff administered the wrong test

© © N o

Procedural Issues: Student Issues & Other:
11. Encouraging students to be absent 29. Student(s) cheated by copying, cheat sheet, asking
12. Modifying test directions for standard for info. _ o
administration 30. Student(s) was ill/had injury

31. Student(s) was anxious

13. Teacher altered responses 32. Student(s) had a problem with medication, glasses,

14. Teacher/proctor gave improper assistance or etc.
provided improper instruction 33. Student(s) absent
15. Test not administered on designated 34. Student(s) went to bathroom
date/window 35. Student(s0 left school for appointment
54. No proctor present 36. Student(s) refused to take test

37. Student(s) marked test randomly

38. Student(s) fell asleep

39. Student(s) did not pay attention

40. Student(s) was disruptive

41. Student(s) misaligned answer sheet

42. Student(s) double stacked writing test

43. Student(s) did not follow directions

44. Student(s) worked on wrong section of test
45, Student(s) used calculator inappropriately
46. Student(s) brought inappropriate resource
47. Student(s) has family/personal problem
48. External noises/disruption

49. Student refused to use approved accommodation
50. Fire alarm/bomb threat

51. Other

52. Cell Phones

October 2006



STC Testing Irregularity Investigation Checklist

" - Expected Completion
Description of Activity Completion Date* Start Date Date
Date of Testing
1) Contact LEA TC immediately and inform principal | Irregularity or Date
Incident Identified
2) Collect or secure evidence (e.g., test book, answer Datel Of. Testing
sheet, computer, cheat sheet, classroom displays, etc.) Irregu arity or _D_ate
' ' ' S Incident Identified
3) Review testing irregularity form completed by the Date of Testing
person reporting the incident, attach notes to form if Irregularity or Date
applicable Incident Identified
4) Interview all parties:
e Interview session should include at least two
members of the administrative staff .
. Date of Testing
o All questions should be carefully structured so | larit Dat
that comprehensive facts are gathered reguiarity or ate
. . , s . Incident Identified
e The interviewer’s questioning tactics and tone
should be of an objective nature
(not accusatory)
5) Request written and signed statements from all parties Datel Of. Testing
involved Irregu arity or _D_ate
Incident Identified
6) Draft a summary of the incident Day 2
7) Retain a copy of all documents for your records Day 2
8) Submit copies of all documents to LEA TC Day 2
9) Assist LEA Test Coordinator in investigation As Directed
* Estimated time for complete investigation is two days
School Test Coordinator’s Name Signature Date
Principal’s Name Signature Date
Superintendent’s Name Signature Date

According to State Board of Education policy HSP-A-001 (16 NCAC 6D. 0306), the testing Code of Ethics, any
person who learns of any breach of security, loss of materials, failure to account for material, or any deviation
from required security procedures shall immediately report that information to the principal, building level test
coordinator, school system test coordinator, and state level test coordinator.

NCDPI/Accountability/January 2008



LEA Testing Irregularity Investigation Checklist

Expected =
Description of Activity Completion Start Date Cong)pletlon
ate
Date*
1) Contact RAC immediately Date of Te§t|ng
Irregularity
2) Submit testing irregularity form completed by the person | Date of Testing
reporting the incident Irregularity
3) Collect or secure evidence (e.g., test book, answer sheet, | Date of Testing
computer, cheat sheet, classroom displays, etc.) Irregularity
4) Obtain written and signed statements from all parties
. Day 3
involved
5) Interview all parties:
o Interview session should include at least two
members of the administrative staff
e All questions should be carefully structured so that D
; ay 3
comprehensive facts are gathered
e The interviewer’s questioning tactics and tone
should be of an objective nature
(not accusatory)
6) Draft a summary of the incident Day 3
7) Provide follow-up training session for appropriate Dav 5
personnel y
8) Review the Testing Code of Ethics with all Dav 5
appropriate personnel y
9) Draft an action plan identifying strategies that would
prevent reoccurrence of incident or similar incident with the Day 5
school test coordinator
10) Submit documents identified in rows 2,3,4,6, & 9 to the
NCDPI by receipted mail and include this form complete Day 5
with dates and signatures as the cover sheet
11) Retain a copy of all documents for your records Day 5

* Estimated time for complete investigation is five days

Principal’s Name Signature Date
LEA Test Coordinator’s Name Signature Date
Superintendent’s Name Signature Date

According to State Board of Education policy HSP-A-001 (16 NCAC 6D. 0306), the testing Code of Ethics, any
person who learns of any breach of security, loss of materials, failure to account for material, or any deviation
from required security procedures shall immediately report that information to the principal, building level test
coordinator, school system test coordinator, and state level test coordinator.

NCDPI/Accountability/January 2008



Appendix E: Filtering and Searching Tips for OTISS
Displaying All of the Reports at One Time

1. Onthe OTISS screens that display lists of irregularity reports, the application only shows 15 reports by
default. If you are visually searching for an irregularity report, it helps to see all of them at one time.

2. First, select All from the pulldown menu next to the word Rows.

The Online Testing Irregularities Submission System (OTISS) Logout =
/ Welcome |/ Report an Irregularity | MyCTSCWGHBRGETVIEWE -~ Submitted lrregularities |~ Manage Permissions

Newl/Pending Irregularities

LEA NewlPending Irregularities
These irregularities require your action. Notﬁm status column. b

2l (Rows{Al ~) co |,
Irregularity Status Schow: »ain€ Test Name Reported By Phone Reported By Name Date Occurred Date In
R 4639 New o0 gk English | £88-885.6888 Bermard Swagger 30.DEC-08 30-DEC-
< - | 3

3. Next, click on the down arrow next to the green gear and select Reset from the choices on the menu.

|2 Most visited #® aetting Started |5 | Latest Headines

The Online Testing Irregularities Submission System (OTISS) Logout
/Welcome |/ Report an Irregularity |V, Umael L UEu ./ Submitted Irregularities |/ Manage Permissions

Newl/Pending Irregularities

LEA NewlPending Irregularities
These irregularities require your action. Mote the irregularity status column.

2l |Rows| Al v|[ Go |,
Id  Irregularity Status School Name Test NEE=SRLLERSIUIE ne Reported By Name Date Occurred Date Initii
EL 4639 New gf;g%lHigh Englist  Filter Bernard Swagger 30-DEC-08 30-DEC-04
s
; ; 24 Sort
@ 4616 Submitted by School Demo High NCCL: 5% Bob Swaggart 30.DEC.08 30.DEC.04
c School Math Control Break
B 4615 Retumed by RAC DEme el Algebr: Billy Swiggens 30.DEC-08 30-DEC-08
School Compute

— ¥ Aggregate

1T Chart

i Save Report

leatc_demo en-us A Helb




4. A small reset box will appear at the top of the screen. Click the Apply button and the screen will show all of
the reported irregularities by default from now on. /

LEA NewlPending Irregularities
These irregularities require your action. Note the irregularity status col

| Rows| Al v]

2.
(19 Reset B
Restore report to the default settings.

Id " Irregularity Status School Name Test Name Reported By Phone Reported By Name Date Occurred Date In

= P [Memo Hinh — e e - - e e e

Searching for an Irregularity Report

1. The easiest way to find a report is to use the search box at the top of the page next to the magnifying glass
icon. Type in any of the information listed in each column and click Go.

e VITHINE 1 eSUIY NTeguidiiues SURIISSIOI DY Sl (W I11o3) LUl —
“Welcome |/ Report an Irregul; WEEELG LB EVER L < Submitted Irregularities

Newl/Pending Irregularities

School NewlPending Irregularities
These irregularities require your action. Mote the irregularity status n.

. [English | rows[15 [ Go | B,

Id " Irregularity Status Test Name Date Occurred Date |nitiated Reported By Name
@ 4639 MNew English | 30-DEC-08 30-DEC-08 Eernard Swagger

2. The requested information will appear on the screen by itself. Click the red X over the filter icon to return
the screen to normal.

NewlPending Irregularities -

School NewlPending Irregularities

These irregularities require your action. MNote the irregularity st column.

@ 4639 MNew English | 30-DEC-08 30-DEC-08 Eernard Swagger

v

Dane otiss,schools.nc.gav ()




Filtering by Column

1. Another option when searching for an irregularity report is to click on a column heading. A search box will
appear along with a list of the items in the column. Either click directly on the item or type it into the search
box.

OTarTe s JUDTITSSTOIT Oy Ste T (O TToJ]

/ Welcome

oo —

/ Submitted Irregularities

/ Report an Irregularity | SVE ISl RIGETVE 1%

New/Pending Irregularities

School NewlPending Irregularities
These irregularities require your action. MNote the irregularity status column.

/_)'

Id" Irregularity Status Date Ocvurred Date Initiated Reported By Name

E. 4639 New

30-DEC-08 Eernard Swagger

2. Click the red X over the filter icon to return the screen to normal.





