School______________________________Date________________________

Auditor_____________________________Contact Number________________


Fairfax County Public Schools

Test Security Standards 
Test Administration______________________Year____________
	
	Standards Verifiable by Documentation


	Auditor’s Comments

	1.
	Delivery of Testing Materials to Schools

The assessment coach or school test coordinator signs for and personally accepts delivery of testing materials from the courier or delivery truck driver.

Auditor:  Request to see copy of delivery ticket.
	

	2.
	Inventory of Secure Testing Materials

Secure testing materials are inventoried immediately upon arrival in the school.
Auditor:  Request to see checklist of secure materials.
	

	3.
	Security of Storage Area for Secure Testing Materials

The storage area for secure testing materials is locked off the master key for the building.

Auditor:  Request to see record of keys issued by code.
	

	4.
	Transmittal Document:  Testing Materials from Examiner

The assessment coach, school test coordinator, or designee signs the transmittal document indicating that all testing materials have been returned or are accounted for in an extended test setting.
Auditor:  Request to see signed materials checkout log or checkout sheet by examiner.
	

	5.
	Emergency Response Plan for Test Session

The school has and examiners follow a prescribed plan to maintain test security in the event of a fire alarm or emergency.
Auditor:  Request to see school’s emergency test security plan.
	

	6.
	Exiting Online Test during an Emergency Response

The examiner ensures that the students exit any online test and that the test site and all testing materials are secure throughout a fire alarm or emergency.

Auditor:  Request to see school’s emergency test security plan.
	

	7.
	Reporting Student Concern of Content of Test Item

The examiner reports any student concern of the accuracy of a test item to the assessment coach or school test coordinator who, in turn, reports the concern to the Office of Student Testing.

Auditor:  Request to see documentation of student concern.
	


	
	Standards Verifiable by Documentation


	Auditor’s Comments

	8.
	Reporting Test Irregularities to Assessment Coach

The examiner informs the assessment coach or school test coordinator about test irregularities immediately.

Auditor:  Request to see documentation of reporting to assessment coach or school test coordinator.
	

	9.
	Reporting Test Irregularities to Office of Student Testing

The assessment coach or school test coordinator immediately notifies the Office of Student Testing of test irregularities.
Auditor:  Request to see documentation of report to OST.
	

	10.
	Relocation of Students Needing Additional Test Time

The examiner follows prescribed procedures for overflow relocation and continuance of work for students not completing a test during the assigned test session.
Auditor:  Request to see procedures for relocating students.
	

	11.
	Report of Use of Banned Electronic Devices

The assessment coach or school test coordinator reports the abuse of banned electronic devices policy immediately to the Office of Student Testing upon being notified by the examiner.

Auditor:  Request to see documentation of reports.
	

	12.
	Pickup of Testing Materials at TDC 

The assessment coach, school test coordinator, or designee signs a transmittal document for special-request testing materials received at the test distribution center.

Auditor:  Request to see documentation of receipt of special-request materials from TDC.
	

	13.
	Return of Testing Materials to TDC

The test distribution center supervisor or designee provides written acknowledgement of returned special-request testing materials to the assessment coach, school test coordinator, or designee.

Auditor:  Request to see documentation of return of special-request materials to the TDC.
	

	14.
	Signed Test Security Agreements for Current Test Administration

Every school-based employee who provides assistance with test administration has signed the test security agreement for the current test administration.

Auditor:  Request to see signed test security agreements for current test administration and a list of approved employees providing testing assistance.
	


	
	Standards Verifiable by Documentation


	Auditor’s Comments

	15.
	Verification of School-based Training for Current Test Administration

Every school-based employee who provides assistance with test administration has received complete training for test security for the current test administration.

Auditor:  Request to see sign-in sheet for training for current test administration, training materials, and list of approved employees providing testing assistance.
	

	16.
	Verification of Division Training for Assessment Coaches for Current Test Administration

The assessment coach or school test coordinator has attended and participated in full sessions of training provided by the Office of Student Testing.
Auditor:  Request OST staff to provide sign-in sheet for training for current test administration.
	

	17.
	School Plan for Current Test Administration

The school principal establishes a school-based team to develop and implement a detailed plan for each administration of the test.

Auditor:  Request to see list of school-based team members and the plan for implementation of the current test administration. 
	

	18.
	Prolonged Illness or Absence for Current Test Administration

The school principal informs the Office of Student Testing immediately of prolonged illness or absence of the assessment coach or school test coordinator.

Auditor:  Request OST staff to provide evidence of communication of prolonged absence of assessment coach or school test coordinator.
	


Auditor’s General Comments on Documentation:

	
	Standards Verifiable by Observation


	Auditor’s Comments

	1.
	Access to Testing Materials Storage Area

The storage area for secure testing materials is accessible by only one entrance or is a padlocked file cabinet.


	`

	2.
	Count of Test Materials Outgoing to an Examiner

The assessment coach, school test coordinator, or designee counts test materials—test booklets, student answer documents and/or test tickets--in sight of the examiner to whom the materials are being delivered.


	

	3.
	Count of Test Materials Returned by an Examiner

The assessment coach, school test coordinator, or designee counts testing materials returned by an examiner in sight of the examiner at the end of the testing session.


	

	4.
	Security of Test Materials in Testing Site

The examiner ensures the security of the testing materials in the testing site until the testing session begins and after the session ends.


	

	5.
	Presence of Proctor with Test Examiner

The examiner has a proctor present throughout the testing session.


	

	6.
	Examiner Accountability for Issued Testing Materials

The examiner and proctor account for every piece of testing material before any students leave the testing site.


	

	7.
	Distribution of Answer Documents/Test Tickets

The examiner and proctor individually distribute test answer documents and/or test tickets to each student in the testing session.


	

	8.
	Collection of Answer Documents/Test Tickets

The examiner and proctor individually collect and account for a test answer document and/or test tickets from each student.


	

	9.
	Distribution of Additional Testing Materials

The examiner and proctor individually distribute test materials to each student in the testing session.


	

	10.
	Collection of Additional Testing Materials

The examiner and proctor individually collect additional test materials—scrap paper, formula sheets, place holders, etc., from each student in the testing session.


	


	
	Standards Verifiable by Observation


	Auditor’s Comments

	11.
	Testing Site Monitoring of Student Work

The examiner and proctor monitor student work throughout the testing session.


	

	12.
	Administering Test Directions to Students

The examiner administers the test strictly following the instructions provided in the test’s directions manual.


	

	13.
	Discussion of Test Items or Prompts

The examiner and proctor do not discuss test items or prompts with each other, with students, or with any other person.


	

	14.
	Examination of Answer Documents

The examiner and proctor examine test answer documents for improper marks and damage before returning them to the assessment coach or school test coordinator.


	

	15.
	Student Communication during a Fire Alarm or Emergency

The examiner ensures that students do not communicate during a fire alarm or emergency.


	

	16.
	Online Test Exit during Fire Alarm or Other Emergency

The examiner ensures that the students exit any online test and that the testing site and all testing materials are secure throughout a fire alarm or emergency.  


	

	17.
	Students Completing Test Early

The examiner ensures that no student who completes the test early leaves the testing site, interferes with other students who continue to work, or leaves the test site with any testing materials.


	

	18.
	Disruption of Testing Session

The examiner ensures that the test site is accessed during testing by no one except the students testing.


	

	19.
	Curricular Materials in Testing Site

The examiner ensures that all curricular materials in the testing site that might compromise the test are removed or covered.


	

	20.
	Marks or Images at Student Workstations

The examiner ensures that student workstations are cleared of all marks and images that might compromise the test.


	


	
	Standards Verifiable by Observation


	Auditor’s Comments

	21.
	Student Identification before Testing

The examiner identifies every student testing by physical recognition or by photo ID.


	

	22.
	Seating Arrangement during Testing Session

The examiner ensures a seating arrangement that minimizes any potential for compromising the test.


	

	23.
	Policy on Banned Electronic Devices Posted

The assessment coach or school test coordinator ensures that school policy related to banned electronic devices is posted on all walls leading up to and including the doors of the testing sites.


	

	24.
	Banned Electronic Devices

The examiner ensures that no banned electronic device is available to students during the testing session.


	

	25.
	Non-Electronic Items in Testing Session

The examiner ensures that pens, pencils, wrist bands, watches, clothing, water bottles, or other items brought to the testing session contain no test compromising information.


	

	26.
	Calculator Memories

The examiner ensures that the memories of approved calculators are cleared both before and after the testing session.


	


Auditor’s General Comments on Observations
	
	Standards Verifiable by Statement


	Auditor’s Comments

	1.
	Backup Person to Receive Testing Materials

A specifically designated backup person accepts delivery of testing materials from the courier or delivery truck driver when the assessment coach or school test coordinator is unavailable.

Auditor’s Question:  Who accepts delivery of testing materials from the courier or delivery truck driver?  Who accepts delivery if the assessment coach or school test coordinator is unavailable?
	Office administrative assistant/custodian

	2.
	Notification of Testing Materials Delivery

The assessment coach or school test coordinator is notified immediately of delivery of any testing materials upon arrival in the school.

Auditor’s Question:  How is the assessment coach/school test coordinator notified of the delivery of testing materials?
	Office administrative assistant/custodian

	3.
	Immediate Storage of Testing Materials

Secure testing materials are moved immediately upon arrival to a secure storage area in the school.
Auditor’s Question:  What happens to testing materials as soon as they are delivered to the school?
	Office administrative assistant/custodian

	4.
	Access to Testing Materials Storage Location

The storage area for secure testing materials is accessible only to the assessment coach, school test coordinator, and principal.

Auditor’s Question:  Who has access to the storage area for secure testing materials?
	Assessment coach/school test coordinator/ principal

	5.
	Security of Special-Request Testing Materials in Transit

The assessment coach, school test coordinator, or designee ensures the security of special-request testing materials while in transit to and from the school.

Auditor’s Question:  How is the pickup and delivery of special-request testing materials from the TDC handled? 
	Assessment coach/school test coordinator/ principal

	6.
	Current Test-Security-Related Materials  
The assessment coach and school test coordinator have electronic or print copies of all current test-security-related materials provided by vendors, the state, and the school division and keeps those materials in a secure, off-master location that has restricted access.

Auditor:  Request visual access to copies of test implementation manuals and central training Powerpoints from the assessment coach/school test coordinator.
	Assessment Coach/School Test Coordinator


	
	Standards Verifiable by Statement


	Auditor’s Comments

	7.
	Assessment Coach Knowledgeable of Current Expectations for Test Security

The assessment coach and school test coordinator are knowledgeable of and implement all current expectations for test security.

Auditor’s Question:  What changes have been made to test security expectations since the last test administration?
	Assessment coach/school test coordinator

	8.
	Assessment Coach Trained to Assist with Special Accommodations

The assessment coach and school test coordinator are trained to assist examiners with special accommodations for unique testing circumstances or access requirements in a timely manner.

Auditor’s Question:  What special accommodations for special needs circumstances are being made for this test administration?
	Assessment coach/school test coordinator

	9.
	Student Test Security Training Before Testing Session

All students receive training in the test security expectations before the testing sessions occur.

Auditor’s Question:  What instruction has been provided to students to ensure that they understand security expectations before testing begins?
	Teacher/teacher/teacher

	10.
	Student Practice Testing Session before Testing Session

All students participate in a practice testing session before actual testing occurs.

Auditor’s Question:  How have students been made to feel comfortable with the test and testing environment before they actually begin taking the test?
	Teacher/teacher/teacher

	11.
	Maintenance of Security of Confidential Information

The assessment coach and school test coordinator provide no confidential student information in any format to school staff or any other individual or group.

Auditor’s Question:  How is confidential student information securely maintained?
	Assessment coach/school test coordinator

	12.
	Security of Electronic Student Data

The assessment coach and school test coordinator maintain student data electronically only on the local server or encrypt all student data stored electronically in other locations.

Auditor’s Question:  How is student data not on the local server encrypted for storage?
	Assessment coach/school test coordinator


	
	Standards Verifiable by Statement


	Auditor’s Comments

	13.
	Examiner or Proctor Discussing Test Items

The examiner or proctor never discusses a test item with a student,   other examiners/proctors, or with any other person.

Auditor’s Question:  How is the integrity of the test and individual test items maintained?
	Teacher/teacher/teacher

	14.
	Examiner or Proctor Reporting Potentially Invalid Test Items

The examiner or proctor alerts the assessment coach or school test coordinator and reports the subject area, level, form number and item number of a test item with which a student has a concern but never the content of the item.

Auditor’s Question:  What is the response when a student expresses concern about a particular test item?
	Teacher/teacher/teacher

	15.
	Examiner or Proctor Reviewing Test Items

The examiner or proctor refrains from reviewing the content of test items before, during, or after test administration.

Auditor’s Question:  What does an examiner do to remain ignorant of the content of the test being administered?
	Teacher/teacher/teacher

	16.
	Examiner or Proctor Scoring or Attempting to Score Tests

The examiner or proctor refrains from formally or informally scoring or attempting to score student tests.

Auditor’s Question:  What does an examiner do to remain ignorant of how well or how poorly a student may have scored on the test being administered?
	Teacher/teacher/teacher

	17.
	Examiner or Proctor Influencing Student Answers

The examiner or proctor refrains from influencing student answers to test items in any way.

Auditor’s Question:  What does an examiner do to ensure that he has had absolutely no influence on student responses to test items?
	Teacher/teacher/teacher


Auditor’s General Comments on Responses

Fairfax County Public Schools

Test Security Standards 
Examiner’s Response

	
	
	YES
	NO
	N/A

	1.
	Signed Test Security Agreements for Current Test Administration

The examiner has signed the test security agreement for the current test administration.
	
	
	

	2.
	Exiting Online Test during an Emergency Response

The examiner ensures that the students exit any online test and that the test site and all testing materials are secure throughout a fire alarm or emergency.
	
	
	

	3.
	Reporting Student Concern of Content of Test Item

The examiner reports any student concern of the accuracy of a test item to the assessment coach or school test coordinator who, in turn, reports the concern to the Office of Student Testing.
	
	
	

	4.
	Reporting Test Irregularities to Assessment Coach

The examiner informs the assessment coach or school test coordinator about test irregularities immediately.
	
	
	

	5.
	Relocation of Students Needing Additional Test Time

The examiner follows prescribed procedures for overflow relocation and continuance of work for students not completing a test during the assigned test session.
	
	
	

	6.
	Security of Test Materials in Testing Site

The examiner ensures the security of the testing materials in the testing site until the testing session begins and after the session ends.
	
	
	

	7.
	Presence of Proctor with Test Examiner

The examiner has a proctor present throughout the testing session.
	
	
	

	8.
	Examiner Accountability for Issued Testing Materials

The examiner and proctor account for every piece of testing material before any students leave the testing site.
	
	
	

	9.
	Distribution of Answer Documents/Test Tickets

The examiner and proctor individually distribute test answer documents and/or test tickets to each student in the testing session.
	
	
	

	10.
	Collection of Answer Documents/Test Tickets

The examiner and proctor individually collect and account for a test answer document and/or test tickets from each student.
	
	
	

	11.
	Distribution of Additional Testing Materials

The examiner and proctor individually distribute additional test materials to each student in the testing session.
	
	
	

	12.
	Collection of Additional Testing Materials

The examiner and proctor individually collect additional test materials—scrap paper, formula sheets, place holders, etc., from each student in the testing session.
	
	
	

	13.
	Testing Site Monitoring of Student Work

The examiner and proctor monitor student work throughout the testing session.
	
	
	

	14.
	Administering Test Directions to Students

The examiner administers the test strictly following the instructions provided in the test’s directions manual.
	
	
	


	
	
	YES
	NO
	N/A

	15.
	Discussion of Test Items or Prompts

The examiner and proctor do not discuss test items or prompts with each other, with students, or with any other person.
	
	
	


	16.
	Examination of Answer Documents

The examiner and proctor examine test answer documents for improper marks and damage before returning them to the assessment coach or school test coordinator.
	
	
	

	17.
	Student Communication during a Fire Alarm or Emergency

The examiner ensures that students do not communicate during a fire alarm or emergency.
	
	
	

	18.
	Online Test Exit during Fire Alarm or Other Emergency

The examiner ensures that the students exit any online test and that the testing site and all testing materials are secure throughout a fire alarm or emergency.  
	
	
	

	19.
	Students Completing Test Early

The examiner ensures that no student who completes the test early leaves the testing site, interferes with other students who continue to work, or leaves the test site with any testing materials.
	
	
	

	20.
	Disruption of Testing Session

The examiner ensures that the test site is accessed during testing by no one except the students testing.
	
	
	

	21.
	Curricular Materials in Testing Site

The examiner ensures that all curricular materials in the testing site that might compromise the test are removed or covered.
	
	
	

	22.
	Marks or Images at Student Workstations

The examiner ensures that student workstations are cleared of all marks and images that might compromise the test.
	
	
	

	23.
	Student Identification before Testing

The examiner identifies every student testing by physical recognition or by photo ID.
	
	
	

	24.
	Seating Arrangement during Testing Session

The examiner ensures a seating arrangement that minimizes any potential for compromising the test.
	
	
	

	25.
	Banned Electronic Devices

The examiner ensures that no banned electronic device is available to students during the testing session.
	
	
	

	26.
	Non-Electronic Items in Testing Session

The examiner ensures that pens, pencils, wrist bands, watches, clothing, water bottles, or other items brought to the testing session contain no test compromising information.
	
	
	

	27.
	Calculator Memories

The examiner ensures that the memories of approved calculators are cleared both before and after the testing session.
	
	
	

	28.
	Examiner or Proctor Discussing Test Items

The examiner or proctor never discusses a test item with a student,   other examiners/proctors, or with any other person.
	
	
	

	29.
	Examiner or Proctor Reporting Potentially Invalid Test Items

The examiner or proctor alerts the assessment coach or school test coordinator and reports the subject area, level, form number and item number of a test item with which a student has a concern but never the content of the item.
	
	
	


	
	
	YES
	NO
	N/A

	30.
	Examiner or Proctor Reviewing Test Items

The examiner or proctor refrains from reviewing the content of test items before, during, or after test administration.
	
	
	

	31.
	Examiner or Proctor Scoring or Attempting to Score Tests

The examiner or proctor refrains from formally or informally scoring or attempting to score student tests.
	
	
	

	32.
	Examiner or Proctor Influencing Student Answers

The examiner or proctor refrains from influencing student answers to test items in any way.
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