DeKalb County School System
Test Security Plan

INTRODUCTION

The DeKalb County School System plan for test security and the implementation of the State Testing program will contain the following areas:

I. Testing Personnel

II. Inventory of Test Materials

III. Dissemination and Collection of Materials

IV. Storage of Test Materials

V. Lost Test Materials

VI. Unusable Test Materials

VII. Monitoring Procedures

VIII. Security of Locally Purchased Materials

IX. Test Security and Administration Training

X. Description of Procedures used in Accounting for and Destroying Old or Damaged Test Booklets

I. Testing Personnel

The Superintendent, the Board of Education, or the appointed designated representative will appoint the testing personnel.  The personnel are as follows:

A.  System Coordinator:     

Mary Lance

B.  Building Coordinators:

The Counselor at each school( Appointed by the principal       

at each school)
C.  Test Administrators:  
Certified personnel selected by the Principal and Building Coordinator as needed for each assessment.  Must be a full time employee.

D.  Proctor:  
The Principal will appoint Proctors and Building Coordinators as the need arises in the administrators of a particular test.  Must be a full time employee.

The personnel list will be submitted to the System Test coordinators each school year prior to the                                 

The testing cycle.

Principals are to ensure that Test Administrators or Proctors are not placed in the position of 

Assessing children in their immediate family.

II. Inventory Of Testing Materials

Lost materials will be deducted from inventory.  Form ST06 will be used for inventorying all test material.  Included on these forms will be the date the inventory is made and a list of the total number of each test item on hand.  All materials will be inventoried annually   System Test Coordinator will inventory all new testing materials upon arrival and at the end of each test assessment.

III. Dissemination and Collection of Materials

The System Test Coordinator is responsible for dissemination of all test material.   A checklist (form ST01) is available for schools to make request for materials.   Form ST02 is used for tracing material to and from schools.   It requires listing the number of test booklets, the sequence of number and time of disseminating and collection of materials.  Signatures are required by all persons receiving material.

Written documentation is required each time material is exchanged at the school.  All personnel must sign each time they are receiving material.  From ST05 will be used for this purpose.  The form will include the number of test booklets and sequence of numbers for test booklets.

Each school shall keep daily log of each person receiving and returning testing materials to Building Test Coordinator.
IV. STORAGE OF TEST MATERIALS

            All materials used in the state testing program (S.A.T. – O.L.S.A.T., AHSGE, ADAW Grade 5 and 7 Writing, DIBELS, ACCESS,will be housed at the Schools’ Fort Payne Materials Center)  Materials will be under lock and supervised by the system test coordinator.  The system test coordinator will be responsible for inventorying these materials.  The system test coordinator and the superintendent are the only personnel who have keys to storage room.  Principals will be responsible for providing a secure place to store materials at each school.  All materials will be under lock and key and only the Principal and Building Test Coordinator will have keys.  Only designated secure areas will be used for storage of materials before, during and after test administration.

Any off-grade materials will be handled by the System Test coordinator.

V. Lost Test Materials

Each local school test coordinator will complete Form ST104 listing all lost or damaged tests.  These damaged tests are to be returned to the system test coordinator under separate cover and the local school test coordinator and teacher must complete and sign form ST09 explaining the loss of or damage to tests.  After receiving tests from all local schools, the system test coordinator will compile a list of all lost or damaged materials (ST03).  The system test coordinator will investigate all incidents of lost testing materials and make written report to the superintendent.  All lost booklets shall be reported immediately to the State Department of Education.

VI. Unusable Test Material

The system test coordinator will be responsible for destroying all old or damaged tests.  Form ST03 will be completed and signed by the system test coordinator.  A list of materials destroyed and the date destroyed will be included on this form.  Old or damaged materials will be shredded or burned by the system test coordinator. The System Test coordinator will personally supervise all destruction of test materials. After the destruction of the test booklets the inventory will be revised and updated.   Damaged books will include but not be limited to the following reasons:
1. Water Damaged

2. Answers Written in Booklet

3. Pages out of Sequence

4. Foreign Substance Spilled on Booklet

5. Pages Missing
VII.  Monitoring Procedures/Irregularities
            Each assessment will be monitored.  Personnel for monitoring will include central office staff and principals.  Monitoring forms furnished by the state will be used in each assessment.  All irregularities shall be reported to the Building Test Coordinators.  Building Test Coordinators shall immediately report all irregularities to the System Test Coordinator.  The System Test Coordinator shall review all irregularities and corrective action shall be made to avoid the reoccurrence of the irregularity. School personnel shall report unusual circumstances that occur, including misconduct of student, illness of student, suspicion of cheating, and interruption of testing.  Reports are to be given to Building Test coordinators and in turn to system Test Coordinator. The System Test Coordinator will investigate by visiting the school and interviewing the test administrator and the principal.  Additional training will be provided as identified.

VII. Locally Purchased Test Materials:

1. Test Materials Purchased:

a.  The only test that may be purchased locally is the Stanford Achievement Test for grades 1 and 2.

2. Purpose:

a. The purposes in giving the SAT test to grades 1 and 2 are to prepare the students for the State testing pro0gram which begins in the 3rd grade, evaluation of the Title I program, and give teachers information as to the strengths and weaknesses of their classes.

3. Security Procedures:

a.  The same security procedures will be followed for these tests as it is for the State testing program.

VIII. Testing Administrators and Security Training
      The system test coordinator will be responsible for training all school test coordinators.  


A minimum of two training sessions will be held each school year.  One for the fall testing cycle and one for the spring testing cycle.


Each school test coordinator is responsible for training all personnel with their schools.  The principal will be trained by the building coordinator.


All training sessions for personnel shall be reported to the system test coordinator for Form ST07.

Building Test Coordinators will train test administrators and proctors regarding procedures and test security. 
A signed copy of the Test Security Policy for every certified teacher administering state assessments.

