Test Security Agreement: Office Staff/Custodians
202012021


Security around state and system test materials is imperative.  Anyone who handles state and/or system test materials or is in the presence of state and/or system test materials must adhere to the following guidelines and understand the consequences of violating the guidelines below.
· Test materials must be kept secure at all times.
· Test materials should not be opened, viewed, shared, or copied for any reason.
· Test materials can only be handled by individuals who attend pre-administration training  and are authorized to handle materials as per the school test coordinator.
· Should there be suspicion of a breach of test security, it must be reported to the school test coordinator immediately.

Situations may arise which call for unplanned reactions which are not listed above. Make decisions based on asking the following questions:
· Could this possibly give one student an improper or unfair advantage over others?
· Could this possibly give one teacher’s class an improper or unfair advantage over others?
· Could this possibly give a student or teacher advanced knowledge of the test?
· Could this possibly be considered unethical or a violation of test security as outlined in this document?
If the answer is yes to any of the above questions, this could be a breach of test security. 


I received a copy of this document and understand I am required to be aware of its contents and to share this information with everyone who assists me with testing.



Print Name:____________________________________________School:__________


Name:________________________________________________ Date:____________





