								Washoe County School District
Description: Observation and audit tool utilized by state and district personnel to verify implementation of school test security plans. This tool is featured in the WCSD A Primer for Testing: Policies and Professional Expectations.

Nevada Department of Education and Washoe County School District
Assessment Observation and Security Checklist
	District:
	Location:

	Contact:
	Position:


.
	Yes
	No
	Expectation: Preparation, Materials Management, and Recordkeeping

	
	
	1. School Test Security Plans on file

	
	
	2. Training Logs on file

	
	
	3. Acknowledgement of Training Forms on file

	
	
	4. Confidentiality agreements on file for all personnel who will engage with test content including student responses

	
	
	5. Identification of School Site Test Coordinator(s)

	
	
	6. Locked storage for test materials

	
	
	7. Secure procedures for management of test tickets, test documents and other test materials

	
	
	8. Sign-out/Sign-in, Chain-of-Custody documentation

	
	
	9. Student test accommodations and supports documented

	
	
	10. Materials distributed to personnel ONLY for assessment date (scheduled) and in accordance with test administration manual

	
	
	11. other

	
	
	Expectation: Testing Environment and Administration

	
	
	12. Coordinator has schedule of assessments with locations, times, staff assignments, and relief coverage

	
	
	13. Doors are marked and/or signage posted to prevent interruption

	
	
	14. Certified test administrator plus appropriate number of proctors present (ratio of students: personnel < or ≈ 30:1)

	
	
	15. Documentation of all individuals present (log of personnel, students, observers, administrators, etc.)

	
	
	16. Classroom instructional materials covered or removed (walls, desks, table tops)

	
	
	17. Seating arranged and quiet environment maintained for students to produce independent work and support supervision by testing personnel

	
	
	18. Appropriate (required, allowed) technology available and utilized

	
	
	19. Student testing accommodations and designated supports implemented by test administrators

	
	
	20. Materials appropriately distributed, supervised, and collected (vendor-provided and locally-provided)

	
	
	21. other

	
	
	Expectation: Awareness and Reporting of Irregularities

	
	
	22. Unauthorized digital devices and personal items are inaccessible to students

	
	
	23. Breaks are only provided according to instructions in the Test Administrator’s Manual

	
	
	24. Test administrator/proctor engaged in student observation and monitoring during assessment

	
	
	25. System of communication available from testing environment to school coordinator/administrators

	
	
	26. Extra time procedures and placements meet the same expectations as initial administration

	
	
	27. Coordinator/contact can describe procedures for errant test administration (wrong student, ticket, test/form)

	
	
	28. Coordinator/contact can describe procedures for student-level interruptions, emergencies, and security breaches

	
	
	29. Coordinator/contact can describe procedures for site-scale interruptions, emergencies, and security breaches

	
	
	30. other


.
Notes: _____________________________________________________________________________________________

Observed by: ____________________________________________________ Date: __________________________	  
	Department Signature
	
	School Signature
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