School-based Test Security Audits

Purpose and Procedures


The purpose of a school-based test security audit is to determine how well established test security processes and procedures are being implemented at the school level.  School-based test security audits are conducted to observe and document activity related to:

1. Delivery of secure and non-secure testing materials

2. Secure storage of testing materials

3. Distribution procedures for testing materials to examiners

4. Security of test materials at the testing site

5. Preparation of the testing site

6. Distribution of secure and non-secure testing materials in the testing site
7. Examiner support at the testing site
8. Adherence to test manual protocols

9. Examiner monitoring during test administration

10. Response to potential testing irregularities

11. Adherence to secure test testing protocols

12. Provision for special-needs and extended testing sessions

13. Collection of secure and non-secure testing materials from examiners

14. Inventory and return of testing materials

15. Post-test storage of testing materials

16. Responses to unexpected testing occurrences

Copies of test security standards are provided to each school to ensure that all assessment coaches/school test coordinators, administrators, examiners, proctors, and support personnel know the security expectations with each test administration.
Selection of Test Security Auditors

Auditors are selected primarily from the staff of the Professional Learning and Accountability.  Auditors are selected based on their interest in ensuring that test results are independent of potentially compromising factors and that test results fully and equitably represent the test’s intent for all students.  Each auditor agrees to fully participate in a pre-audit training session, a full-day audit, and a post-audit evaluative session.  Each auditor agrees to maintain the confidentiality of all the auditing activities.
Training for Test Security Auditors

Test security auditors receive audit-specific test security training before participating in an audit. Test security standards are reviewed and explanations of “look-fors” are provided.  In the audit process, the audit coordinator requests test security standards-supporting documents from the assessment coach/school test coordinator; auditors make observations of the testing process both in testing sites and at the test storage/distribution/collection site in the school; and auditors interview selected school staff about the management of the testing process.  A staff member from the Office of 
Student Testing serves as audit coordinator for training, directs activities during the school audit, and completes the data analysis and report preparation.  
School Visit for Test Security Auditors

Test security audits may be announced or unannounced.  To accomplish the audit effectively auditors arrive at the school before the school day begins.   Auditors observe the distribution of test-related materials to examiners.  Auditors make preliminary visits to testing sites within the school before students arrive.  Auditors observe test administration in testing sites.  When the testing is complete, auditors observe the collection of the test materials at the testing site and observe the materials return to the test storage area.  Throughout the school visit auditors remain as unobtrusive as possible.  Guidelines for conducting a test security audit include:
· The auditing group plans concurrent arrival at the school and enters the school as a group.

· The audit coordinator introduces the auditing group to appropriate school administration and the assessment coach/school test coordinator.
· The auditing group observes testing materials/test ticket distribution by the assessment coach or school test coordinator for the day’s testing.

· The audit coordinator assigns audit group members to testing sites according to the testing schedule provided by the assessment coach/school test coordinator. 

· The audit coordinator requests copies of materials from the assessment coach/school test coordinator to support documentable standards including:

· Delivery tickets for secure and non-secure testing materials

· Checked inventory lists of secure materials

· Documentation that storage area is off master key

· Transmittal document of testing materials to examiner

· School emergency response plan during testing

· Testing irregularity communication, if applicable

· Procedure for relocation of students requiring additional testing time

· Reports of banned electronic devices, if applicable

· Transmittal document of testing materials back to assessment coach/school test coordinator

· Transmittal document of special-request materials from TDC

· Transmittal document of special-request materials to TDC

· Signed test security agreements for all participants in current test administration

· Sign-in sheets for all participants in school-based training for current test administration

· List of school staff approved to assist with current test administration

· School plan for current test administration including dates, tests, rooms, examiners, proctors, and alternate trained staff for testing sites

· Auditors have limited interaction with school personnel except direct inquiries related to the audit process during their time in the school.  
· Auditors ask given questions about the management of the testing process, but are directed to not probe for answers that are not offered.  

· Auditors do not make evaluative comments before, during, or after the auditing process. 
· Auditors enter a testing site before or with the students and remain as stationary and unobtrusive as possible throughout the testing session.

· Auditors observe testing materials/test ticket collection by examiner and by the assessment coach/ school test coordinator.

Test Security Audit Report

At the conclusion of the school visit the audit coordinator collects all of the materials used by the auditing team. The audit coordinator analyzes the data from the documents provided by the assessment coach/school test coordinator, the anecdotal data from the observations of the auditors, and the data from the interviews with school staff.    

The audit coordinator prepares a report for the school based on the test security standards.  The report is provided to the school administration and school test coordinator/assessment coach with the understanding that the report represents a snapshot of the testing process. Copies are also provided to appropriate administrative leadership staff. If requested, the audit coordinator meets with the school administration and assessment coach/school test coordinator to review the findings and make recommendations for enhanced test security, as needed.  
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