
TEST ACCOUNTABILITY AND SECURITY FORM

for the

_______________________________
Name of Test
_______________________________

School Name
SCHOOL TEST COORDINATOR SECTION:

My signature below indicates that I have supervised the administration of the ___________________________ test according to all state and local regulations and policies as printed in the Test Administrator’s manual, Testing Code of Ethics, on the back of this form, and as given to me in the training sessions conducted by the school system test coordinator.  I have reported any test irregularities, or the suspicion thereof, to the school system test coordinator and have made my principal aware of my report.  A procedure is in place to assure the security of test materials while they are in this school.

Signature of School Test Coordinator ___________________________
Date ________
PRINCIPAL SECTION:

My signature below indicates that I have monitored the administration of the ___________________________ test in my school according to all state and local regulations and policies currently governing the Testing Program and as printed on the back of this form.  An attempt has been made to test every student who is eligible to be tested.  I have reported or directed the school test coordinator to report any test irregularities, or the suspicion thereof, to the school system test coordinator.

Signature of the Principal ______________________________

Date ___________
Duties of the School Test Coordinator
1. Maintain test material security and accountability of test materials, store test materials in a secure locked area.

2. Allow test materials to be distributed immediately prior to the test administration.

3. Accurately count and distribute test materials required for the test administrations at the school before each test administration. Immediately after each test administration, test materials must be collected, counted, and returned to the secure, locked storage.

4. Maintain the confidentiality of individual student scores when reporting test results to the public and the media.

5. Encourage a positive atmosphere for the test administrations.

6. Adhere to the testing plan and test administration schedules established by the NCDPI and the school system test coordinator.

7. Attend training sessions sponsored by the school system test coordinator on the policies and procedures for conducting a proper test administration, editing and processing test materials.

8. Train all school personnel on the appropriate use of test materials, test security, and the North Carolina Testing Code of Ethics.

9. Emphasize to all school personnel that no person may copy, reproduce, or paraphrase in any manner or for any reason the test materials without the written permission of the NCDPI.
10. Inform personnel that any person who learns of any breach of security, loss of test materials, failure to account for test materials, or any other deviation from required security procedures shall immediately report that information to the principal/school-level test coordinator and the school system test coordinator.

11. Select test administrators who are school system or school personnel who have professional training in education and the North Carolina Testing Program.

12. Assign trained proctors to test administrations who are responsible adults from community volunteers, school staff, or school system staff.

13. Implement the school system’s testing policies and procedures and establish any needed school policies and procedures to assure that all eligible students are tested.

14. Report all testing irregularities to the school system test coordinator using the appropriate procedures and documentation.

15. Return all test materials to the school system test coordinator, as directed, immediately following the completion of the test administration.

16. Prohibit the reclassification of student(s) or assign a grade of “F” or “I” for the sole purpose of not having the student participate in any state assessment.  Students my drop a course with an EOC test within the first 1o days according to the State Board of Education policy HSP-C-003.

