	1. When giving an oral administration, the test administrator should put check marks next to the items they have read to students.
	2. General Security and Confidentiality oaths are initialed and signed after the training, turned in, and this is considered all that is needed for the entire testing year.

	3. The bottom portion of the oath is signed ONLY AFTER testing is complete.
	4. If circumstances necessitate that a test booklet be examined, permission MUST be obtained from TEA before the test booklet is examined.

	5. Once ALL staff have completed security and confidentiality training and signed the top portion of the oath, selected personnel may assist the CTC (campus testing coordinator) with organizing materials.
	6. Students may carry their own testing material as long as it is a short distance from one room to the other.

	7. ALL tests MUST be administered in strict accordance with the instructions contained in the test administration manuals.
	8. If you put labels with the student’s names on the books, then you may skip that portion of the directions.

	9. During testing, the room in which secure materials are stored should have limited access and there should be a limited number of keys for the campus testing coordinator and/or principal.
	10. Secure test materials, including test booklets and LAT linguistic simplification guides, may not be duplicated without prior approval from TEA.

	11. Even though the directions tell the students to write their book number on an answer document, the test administrator can write it in.
	12. No person involved in an oral administration may record confidential test content, write notes, perform calculators or solve test items, or place any other marks in a test booklet.

	13. The subject area seal may be broken during the respective subject-area test session only by persons authorized to do so by the instructions contained in the test administration materials.
	14. The subject area seal must be broken by the test administrator in each test session prior to distributing the test books.

	15. No person may answer verbally or nonverbally any question that relates to the content of a test before, during, or after a test administration unless specifically authorized to do so by the procedures outlined in the test administration materials.
	16. Accounting for all secure test materials before, during, and after each test administration includes inventorying materials upon arrival, keeping them in locked storage, using a Material Control Form to check materials in/out, and counting all materials prior to return.

	17. The room in which test materials are stored may have multiple keys in circulation during testing.  
	18. For online testing, passwords must be kept secure and confidential.

	19. A testing coordinator may view the contents of a student’s test booklet.
	20. Seating charts must contain the following information:  where the student sat, the times and names of the persons in the room who were the test administrators, student book numbers (high schools) 

	21. Only authorized, trained personnel may carry secure testing materials.
	22. Secure test materials may be duplicated for training purposes.

	23. Test administrators for online testing may give the campus testing coordinator a copy of their password.
	24. Test administrators select what portion of the directions to read.

	Do’s
	Don’ts

	
	


