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Step 5: Assessment Coordinators should then complete the Security 
Agreement. 
Task Yes No Done 
Note: The Security Agreement must be agreed to in 
order to access the Kite system. 

   

Step 6: Manage district/school staff roles. 
Task Yes No Done 
Verify users in Educator Portal (EP) with the Users 
Extract in EP. Contact the data manager to have users 
no longer in the school or district deactivated and new 
users added. 

   

Required training is facilitated by the district or self-
directed in Moodle. Ensure certified educators have 
completed the required training modules and the 
required qualifiers in Moodle to be eligible as a test 
administrator.  

   

Staff will receive a completion report when all training 
requirements have been met. This should be printed 
for staff records. Please contact 
EMSCASSESSINFO@nysed.gov for more information 
on Continuing Teacher and Leader Education (CTLE) 

https://training.dynamiclearningmaps.org/login/index.php
mailto:EMSCASSESSINFO@nysed.gov
https://dynamiclearningmaps.org/test-updates


https://dynamiclearningmaps.org/kite
mailto:CBTSupport@nysed.gov
mailto:EMSCASSESSINFO@nysed.gov
mailto:DLM-support@ku.edu
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Step 8: Test Administrator Preparations 
Task Yes No Done 
Accessibility/Accommodations    
Ensure the Personal Needs and Preferences (PNP) 
Profile and First Contact survey (FCS) have been 
completed for each student. Run Reports: PNP Settings 
and First Contact Survey File extracts.  

   

The expectation is that accessibility supports are similar to 
those that have been used during instruction. (Refer to the 
ACCESSIBILITY MANUAL.)  
 
Do not have the assessment be the first time a student is 

http://www.nysed.gov/common/nysed/files/programs/state-assessment/7-accessibility-sscd-19.pdf
http://www.nysed.gov/common/nysed/files/programs/state-assessment/7-accessibility-sscd-19.pdf
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Step 9: Recording Testing Exemptions, if Applicable 
Task Yes No Done 
Notify the DTC to enter the appropriate Special 
Circumstance Code for a student after the FCS has 
been completed 

https://dynamiclearningmaps.org/newyork
http://dynamiclearningmaps.org/content/information-parents
mailto:DLM-support@ku.edu
mailto:DLM-support@ku.edu
mailto:CBTSupport@nysed.gov
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