
School Test Security Plan 

School Test Security Plans are for the purpose of documenting site-specific 
information, and must be consistent with the procedures outlined in the district 
and state test security plans. 

School Site-Specific Information School Year: 

School:  Principal: 

Individuals responsible for carrying out the procedures of the School Test Security Plan 

Name:      Title: 

TEST ADMINISTRATION AND SECURITY TRAINING 

School personnel who administer tests to students, and non-licensed individuals required 
to be present in the testing environment are trained in the following manner: 

STORAGE AND DISTRIBUTION OF HARD COPY TESTING MATERIALS 

Test materials are stored in the following secured and locked location: 



School Test Security Plan 

The following individuals have access to the secured test materials and/or computers: 

Name:      Title: 

Online testing rooms and the test administrator’s computer are secured as follows: 

 ELIGIBILITY 

The following procedures are used to verify student eligibility: 

DISTRIBUTION, COLLECTION, AND RETURN OF TESTING MATERIALS 

The following procedures are used to distribute, collect and return paper/pencil test 
materials or online test tickets: 



School Test Security Plan 

EMERGENCY SITUATIONS 

The following plan is in place to address test security issues during an emergency 
situation: 

ADDITIONAL TIME 

The following procedures are used for students who require additional time for testing: 

ACCOMMODATIONS 

The following procedures are used to ensure compliance with student testing 
accommodation plans: 

OTHER PROCEDURES 

Listed below are additional procedures followed to ensure test security: 

Reporting & Investigating Testing Irregularities
Upon receipt of a Report of Testing Irregularity, the NDE test security coordinator 
will review the report and determine how to proceed. Action that may be taken 
not limited to but may include.

o Invalidation of student scores 
o Licensure sanctions administered by the State Board of Education (NRS
391.330)


	School SiteSpecific Information: Elko Institute for Academic Achievement
	School Year: 2021-2022   Ashley Perkins
	Name 1: Debby Elvin
	Name 2: Ashley Perkins
	Name 3: Lori Lynch
	1: Test Director
	2: Principal
	3: Vice Principal
	to be present in the testing environment are trained in the following manner: Prior to TestingSchool- Elko Institute for Academic Achievement In a staff meeting: we will go over security procedures for testing in addition to how we will handle situations that may come up. On line testing - administers will be given their logins so they can access the Smarter Balance/ACT Aspire testing site to familiarize themselves and practice with their students prior to testing.
	Test materials are stored in the following secured and locked location: All student online login information and any paper tests will be stored in Test Directors Office
	Name 1_2: Debby Elvin
	Name 2_2: Ashley Perkins
	Name 3_2: Lori Lynch
	1_2: Test Director
	2_2: Principal
	3_2: Vice Principal
	Online testing rooms and the test administrators computer are secured as follows: The test administrator's computer is secured in a locked office with a secure sign-on/password accessibility.The individual on-line testing rooms are secured with individual student sign-on/password protection that is unique to each student.IT verifies any computers used for on-line testing meet the specifications required. Secure testing site is loaded on each computer students may be using during testing. Practice tests are done by each student prior to testing to make sure that their logins work and that they are able to access the tests through the vendor testing site. If there are any problems the vendor is contacted so any issues can be resolved before testing date. Any problems will be reported to the test director.
	The following procedures are used to verify student eligibility: If students are actively enrolled, they are eligible to test unless they have previously taken the test at another school.
	materials or online test tickets: We will be testing on line with Smarter Balance. Online testing will be activated by test director on day of testing. All logins for students will be given to teachers the morning of testing.If there are students that will be taking booklet tests prior to the time indicated to start a test the test administers will pick up the box of test material from the test directors office. The tests administer and test director/coordinator will verify the contents for the material taken. When a student has completed testing the test administer collects the student test and secures them in the box supplied by the test director. 
	situation: If there is an emergency in the room a test is being administered the test director and principal will be notified. Depending on emergency will determine if tests are pause/collected or student/students are removed. If there is an alarm and the school needs to be evacuated the test administer will leave the room last and upon return to the building the test director/coordinator and administrator will enter each testing room prior to students to secure testing material if booklet forms are used.
	The following procedures are used for students who require additional time for testing: Students requiring additional time will remain in the room and students who have finished will read quietly or be dismissed to another location for a break so as not to disrupt the student/s testing. If all but a few students have finished and it becomes necessary for the students to return to the classroom, the student/s testing will be given a break and will resume the test in another location.
	accommodation plans: The test director will meet with the Special Education teacher to make sure the correct testing material is ordered/selected and maintain a list of any accommodations for the students that have accommodations noted in their IEP’s or 504 in regards to testing. The test director will make sure the test administer knows of any accommodations for a student and will ensure they are followed.
	Listed below are additional procedures followed to ensure test security: If a student needs to use the bathroom during testing volunteers that are stationed in the hall will make sure students go directly to the rest room and back. If the test administer needs to use the bathroom during testing the test director, director, principal or another certified teacher will stand in for the test administer until their return.


