
Security Provisions for Statewide Assessment Tests

A. Administrative Organization. The Principal or his/her designee will serve as the School
coordinator for the Statewide assessments and is responsible for distributing, collecting, and
securing (in a locked cabinet or closet) all testing materials while they are in the School and
appointing specific staff members to serve as test examiners.

Examiners are responsible for distributing, administering, proctoring, collecting, and securing all
test materials while they are in their possession.

The Principal or his/her designee and other staff members specifically designated to administer
the tests are the only persons authorized to have access to the test materials or to be present in the
testing room(s).

B. Security and Ethical Use of Test Materials. Achievement tests and all material developed for
use for testing in any form (except practice tests) are “secure materials.” All testing examiners
and classroom teachers giving the test must follow these provisions, as well as the provisions of
established by the Ohio Department of Education. It is unethical and illegal to: (1) alter a
Student’s responses or assist a Student in cheating in any way; (2) use, or help others to use, any
secure materials to prepare Students for the test or to assist Students who have failed the tests;
(3) reproduce any secure materials; (4) release secure materials to Students, parents, or any other
individual or group.

C. Test Security Violations. All staff members are encouraged to voice any concern about any
practice they consider unethical and/or inappropriate by reporting the alleged unethical activity
to the Principal or his/her designee in writing. Any alleged test security or ethical violation will
be investigated by the Principal or his/her designee. If it is determined that a violation occurred,
any of several consequences may follow:

A. All security or ethical breeches must be reported to the Ohio Department of Education
within ten (10) days of any violation.

B. One or more answer sheets may not be scored.

C. The Board, after appropriate procedures are followed, may terminate or otherwise
discipline an employee found guilty of a violation.

D. The State Board of Education, following appropriate procedures, may seek the
suspension of an educator’s license certificate.

E. A law enforcement agency, following an appropriate investigation, may prosecute under
Ohio’s criminal code.

Prior to commencing an Ohio Department of Education investigation and taking action as a
result of an allegation of a test security violation, the State Board of Education will provide the
individual with notice of the allegation and an opportunity to respond and present evidence.



D. Building Administration. All coordinators and examiners are responsible for ensuring that all
test security provisions are followed while the test materials are at the School. All test
coordinators and classroom teachers giving the test must read the Directions for Administration
and Rules for Testing prior to the testing dates. All test coordinators must keep these booklets on
file. The tests will be serially numbered and wrapped in sealed packages when they arrive at the
test sites. The testing coordinator is to open the sealed packages at the appropriate time, check
and verify in writing the accuracy and receipt of all test materials, and prepare the test booklets.
Since testing coordinators are required to account for and return all materials, they must carefully
track the materials before, during, and after test administration. This responsibility includes the
timely packing and shipping of all used materials and transporting any unused materials to the
Principal or his/her designee for shipment. Careful written recordkeeping and thorough
rechecking are essential throughout the testing process.

E. Final Accounting of Missing Materials. Whenever possible, testing materials are computer
scanned before they are shipped to the School and scanned again after they are returned to the
testing company. Should any testing materials be unaccounted for after testing materials are
returned to the testing company, the Principal or his/her designee, along with the appropriate
examiner(s), will conduct a thorough investigation. If, after the investigation of all written
records, the materials are still unaccounted for, the Principal or his/her designee will report
his/her findings to the District Testing Coordinator, who will report to the Ohio Department of
Education. If further investigation should occur, the individual(s) involved will be provided with
an opportunity to respond to the charges and present a defense.

F. Communication of this Policy with Students and Staff. By the first of October each school
year, the Principal will ensure that this policy is handed out to and discussed with students
participating in the assessments, as well as staff members who administer the assessments, are
authorized to be in the assessment room, and/or who have access to the assessment materials.
Students and staff shall be reminded orally prior to each test administration period.

G. Participation of Students with Disabilities. Students with disabilities participate in the
Statewide assessments, with appropriate accommodations, as necessary. Decisions about how a
Student with a disability will participate in any statewide assessment program will be made by
the IEP team. The IEP developed for a disabled student must specify the manner in which the
student will participate in the state achievement assessments. See Policy 242.2 Alternate
Assessments for Students with Disabilities.

H. Participation of English Learners. Students that are English learners participate in the
Statewide assessments according to the applicable rules and laws. They may receive approved
accommodations following consultation with their instructor.
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