Washoe County School District
Required under NRS 390, School Test Security Plans document site-specific information and procedures that are consistent with the procedures outlined in the district and state test security plans.


SCHOOL TEST SECURITY PLAN

.
	School Year:
	2026-2027



Form instructions: Text boxes and tables are expandable. Add rows to tables to list necessary personnel.

1._SCHOOL INFORMATION

	School Name & Address:
	
	State Testing Code:
	   016-

	Phone:
	
	Grade Span:
(lowest-highest)
	

	Principal:
	
	Plan Revision Date:
	



Section: PREPARATION, MATERIALS MANAGEMENT, RECORDKEEPING

2._SCHOOL COORDINATOR(S) 
Personnel responsible for carrying out the procedures of the School Test Security Plan. Test Coordinators must be Nevada licensed educators and are responsible for the supervision and training of testing staff and all testing activities (before, during, after administration).
The school principal bears sole legal responsibility for assessment accountability. Logistical responsibilities may be delegated to appropriate school personnel. 
School Test Coordinator(s)
	Name
	Title/Position
	Contact (email or phone)
	Assessments 
(type all or specify)

	
	
	
	

	
	
	
	


Other School-Level Roles
	Name
	Title/Position
	Testing Role(s)
	Assessments 
(type all or specify)

	
	
	Technology Coordinator
	

	
	
	Accessibility Coordinator
	


.
3._TEST MATERIALS MANAGEMENT
Personnel authorized and responsible for receipt, storage, and managing access to secured testing materials.
	Name
	Title/Position
	Testing Role(s)

	
	
	School Test Coordinator

	
	
	


.
Description of secured and locked storage location for test materials (picture optional). Procedures for tracking chain of custody and maintaining security of materials for testing (rosters, test logins/tickets, test kits, test books, student responses, used scratch paper, etc.)
	(3)_SECURED AND LOCKED STORAGE; PROCEDURES FOR DISTRIBUTION, COLLECTION, AND RETURN

	



.
4._STUDENT MANAGEMENT
Process and timeline for identifying students expected to participate in assessments and confirming alternate assessment eligibility. Process and timeline for verifying special program status (EL, IEP, 504) and documented accessibility supports and accommodations, requesting accommodated testing and materials, and ensuring compliance with individual plans. Process for ensuring enrolled students participate in required assessments; tracking and reporting (to district) completion or reason for non-participation.
	(4)_PARTICIPATION, ELIGIBILITY, ACCESSIBILITY SUPPORTS AND ACCOMMODATED TESTING

	




.

5._TRAINING AND PRACTICE
Describe plan for ensuring testing and support staff complete required and adequate training, and students are provided opportunities to practice with the testing platform, item types, and allowed tools. 
	(5)_TRAINING OF PERSONNEL AND STUDENT PRACTICE 

	




.

Section: TESTING ENVIRONMENT AND ADMINISTRATION

6._SUPERVISION AND SCHEDULING
Plan for supervision of testing (participating students, testing room, testing staff) and procedures for ensuring participation and testing completion, staffing testing rooms, providing relief to testing staff, additional time for untimed tests, and communication to staff and families of testing students.
	(6)_SUPERVISION AND SCHEDULING OF TEST SESSIONS, LOCATIONS, AND TESTING STAFF

	



.
7._FACILITY AND STAFF READINESS
Plan and procedures for testing room preparation, device and technology readiness, signs and seating charts, accommodations and supports resources, accounting for individuals and materials.
	(7)_TESTING ENVIRONMENT PREPARATION

	



.
8._POLICIES AND EXPECTATIONS
Plan for communicating with staff and families of testing students the policies and expectations for the testing environment including consequences for non-compliance and prohibited behaviors. Describe the policy for electronics devices (e.g., cell phone, smart devices, Bluetooth) and other personal and non-permissible items. Procedures for medical devices and food & beverages in the testing environment. 
	(8)_POLICIES AND EXPECTATIONS; Electronics, Food & Beverages, Behavior

	



.
9._TEST DAY PROCEDURES
Describe procedures and activities for day of testing (e.g., staff check-in and briefing, internet and power, materials distribution, communication and emergency plan review). 
	(9)_TEST DAY PROCEDURES

	



.

Section: AWARENESS AND REPORTING OF IRREGULARITIES

10._SYSTEM OF COMMUNICATION
Describe system for communication between the testing environment and office or school administrator including policies for the use of personal devices for communication.
	(10)_SYSTEM OF COMMUNICATION

	



.
11._RESPONDING AND REPORTING – IRREGULARITIES, EMERGENCIES
Process for responding to, investigating, and reporting incidents of suspected irregularities in test security and test administration including interruptions, prohibited behaviors, cheating and security breaches. Describe procedures for handling of FERPA protected data including student identifying information and performance data. 
	(11a)_TESTING IRREGULARITY RESPONSE AND REPORTING

	



.
Attach or insert school plan for emergencies and interruptions during testing including evacuation protocol, lockdown procedures, power failure and technology malfunctions, student illness, etc.
	(11b)_EMERGENCY AND INTERRUPTION RESPONSE PLAN

	



.
12._OTHER PROCEDURES
List additional procedures to ensure test security and validity of test results.
	(12)_OTHER

	



.
13._CORRECTIVE ACTIONS based on reported incidents from the previous school year
If investigative findings indicate one or more irregularities resulted from inadequate test security or administration procedures describe plan(s) for corrective action.
	(13)_CORRECTIVE ACTIONS

	



.
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