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MODERATE: CATEGORY TWO
Student cheating (that is immediately caught), 
note passing, conversation; improper provision 
of IEP  accommodations, student refusal to take 
test, or the failure of the testing proctor (whether 

intentionally or unintentionally) to perform 
his/her duties assigned.  

MINOR: CATEGORY ONE
(Accidental or Unintentional)

Failure to cover classroom bulletin boards,  
post proper 'Students Testing' signs, 

mishandling of student/teacher sign-in and sign 
out sheets, failure to double lock materials in a 
'non-student' accessible location, failure to 

adhere to the recommended maximum number 
of testers per classroom,  interruptions, medical 

emergencies and poor student seating  

POSSIBLE IRREGULARITY 
IDENTIFIED 

Parent, Student, Teacher, Test 
Administrator, or Test  Proctor Informs 
Authority of Possible Irregularity

SEA

LEA

SCHOOL

TEST SECURITY REPORT FORM
The Test Coordinator and Head of 
School Select the Appropriate Form 
(Category One, Two or Three), 
Complete,  and  Submit to the 

Appropriate Authorities
Did the act 

Compromise Test 
Security?

The act was not  
intercepted and 

corrected immediately 
and may impact 

SCHOOL

LEA

SEA

PHASE ONE
PHASE TWO

SEA VALIDATES FINDINGS  
SEA reviews preliminary findings,  sends 
official notification to affected parties and 

presents the week time line in which violator(s) 
may  appeal school, LEA decision.

SEA RECOMMENDS 
CORRECTIVE ACTIONS

Depending upon the level of severity of 
the incident(s) , OSSE will recommend the 
following sanctions (based upon 
Reasonable Person Standard).

MINOR: CATEGORY ONE
1. Letter to  violator,  LEA and school.
2. Training Webinar for targeted audience-
coordinators, school leaders, administrators and 
proctors.
3. Pre-selection for mandatory monitoring next 
testing cycle.

MODERATE: CATEGORY TWO
All of the above to include:
4. Expedited re-takes.

PHASE THREE

MINOR: CATEGORY ONE

Non-punitive verbal warning  followed up 
by 'Note to the File' to formally close out 
case.

MODERATE: CATEGORY TWO

(ranked in order of severity)
1. Letter of Reprimand

 

Yes  

 

 STOP

his/her duties assigned.  

TEST 
IRREGULARITY 

CHECKLIST
The Irregularity is 

Analyzed to Determine 
if Category One, Two 
or Three Occurred

CRITICAL: CATEGORY THREE
Unauthorized access to test materials,  
improper test storage, non congruence of 

testing accommodations with IEPs,   failure to 
account for missing test materials, improper 
return of test materials, divulgence of test 

information, student cheating, failure to adhere 
to the pre-established testing schedule, 

rephrasing of scripted directions, coaching, 
inappropriate proctor conduct, and/or failure to 

test students.

and may impact 
student scores.

The act could 
invalidate the test 
for an entire class, 
school, LEA or the 
state's data report.

SCHOOL,  LEA and/or SEA        
CONDUCT INVESTIGATION,  
COMPLETE PLAN OF ACTION
(1) Maintain Incident in Case  Log
(2) Conduct Investigation
(3) Report Findings to Appropriate 
Authorities
(4) Recommend Corrective Action 
(5) If LEA review is inconclusive, SEA 
reserves the right to unilaterally make a 
binding determination based upon
the materials received.

4. Expedited re-takes.
5. Test-taking strategies workshops for students and 
parents.
6. Mandatory requirement of school/LEA to submit 
Testing Plan for Students needing Accommodations 
for review and approval by LEA and/or  OSSE.

CRITICAL: CATEGORY THREE
All of the above to include:
7. Mandatory requirement to address security 
violation in future test planning documents.
8. Submit added Security Section (along with 
the entire test plan) to the LEA and/or OSSE.
9. Flag affected tests for further score analysis.
10. Remove from mandatory monitoring list if no   
the violations found the following year.

1. Letter of Reprimand
2. Test Proctor/Administrator not 
permitted to proctor or administer test for 
one school year.

CRITICAL: CATEGORY THREE
(ranked in order of severity)

1. Limit access to testing materials.
2. Restitution for costs associated with 
test violation.
3. Three to five day suspension.
4. Suspension of professional license.
5. Re-assignment.
6. Termination.
7. Restrictions placed on license 
renewals.
8. Revocation of professional license.

PHASE FOUR

SEA DETERMINES 
MATHEMATICAL TREATMENT AFTER FINAL 

MINOR: CATEGORY ONE
Special mathematical treatment not required.

CRITICAL: CATEGORY THREE
Student Cheating (not caught immediately)
INV (invalidated) score will have the effect of nonparticipation  (for that 
content area) . These students ' tests will be excluded from the performance 
results. They will be excluded from both the numerator and denominator for 
proficiency calculations.
Test Security Violations found to have impacted the class, school, LEA and 
SEA scores
INV (invalidated) scores will have the effect of nonparticipation  (for that 

content area) and affected  tests will be excluded from the performance results. 

They will be excluded from both the numerator and denominator for proficiency 

calculations

Test Irregularities found during Statistical Analysis
Erasures shall be identified by electronically scanning all student answer 

MODERATE: CATEGORY  TWO
Special mathematical treatment not required except in 
the following cases:
NS (No Score- Non-Attempt) The answer sheet was 
submitted blank, the student refused to take the test, or 
it was insufficient to score.

PHASE FIVE

SEA CONDUCTS INTERNAL
ANNUAL REVIEW 

SEA will deliberate upon the 

testing operations 

(administration, monitoring, 

irregularity reporting and final 

outcomes to determine whether 

procedures, training should be 

LEA MAY APPEAL SEA DECISION

SEA will schedule a hearing with LEA 

officials  to review evidence and 

determine whether the findings are 

valid and whether the corrective actions 

are warranted.

MATHEMATICAL TREATMENT AFTER FINAL 
DETERMINATION MADE  

To ensure the validity of the final test scores for a 
specific class, school testing pool, LEA and SEA; SEA 

will treat testing violations in this manner.

Erasures shall be identified by electronically scanning all student answer 
documents. Scores for classes who's wrong-to-right erasures exceed the 
state average by more than four standard deviations will be identified for 
further investigation. The proportion of wrong-to-right erasures will be 
considers. A final report will be made to the State Board of Education of 
schools where classes have been identified with excessive erasures, which 
may result in score invalidation.

procedures, training should be 

modified for continuous 

improvement.


