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Roles and Permissions  

Communication between GaDOE and districts or state charter schools regarding assessment 

security policies and test administration procedures follows a clear line exchange of information 

from the Office of Assessment and Accountability to locally identified individuals. Individuals 

identified as the Assessment Director by the local Superintendent must follow an established 

protocol to ensure adequate training at each level as well as in maintaining assessment security.  

 

System Test Coordinator (STC)  

 

Due to the confidential nature of student information, Superintendents must approve the 

appointment of personnel assigned by the Security Officer in the role as Assessment Director 

(Districts) or Charter School Administrator in the MyGaDOE Portal including a designation as 

the Primary or Secondary Assessment Director in the Primary Role Management application in 

the portal. Assignment of this role must include a request for permission to view and add content 

to the Testing Irregularity Form, Rescore Request, Superintendent Test Certification (Edit), and 

Special Accommodation Request assessment forms also found in the secure MyGaDOE Portal. 

Once the role of Assessment Director Administrator has been assigned, that individual assumes 

the roles and responsibilities of STC for the school district or as outlined in the current Student 

Assessment Handbook.  
 

School Test Coordinator (SchTC)  

The SchTC is generally appointed by the Principal/Administrator of a school. This individual 

works with the STC to prepare and to train all Test Examiners and Proctors as well as monitor 

test security and test administration protocols across the school. This individual must be Georgia 

Professional Standards Commission (GaPSC) certified and must participate in all district-led 

assessment trainings. The SchTC works with the STC to ensure the school testing calendar 

matches the district testing calendar and in no way is scheduled outside the state testing windows 

or guidelines articulated in the Student Assessment Handbook and/or GaDOE trainings and 

communications. The SchTC works directly with the building administrator and the STC to 

develop a School Assessment Plan for the building. 

 

Test Examiner  

Test Examiners must hold a valid, GaPSC certification and comply with all training for all state 

assessments per the SchTC and STC. Examiners are expected to review and prepare for test 

administration through participation in trainings, review of test administration manuals, follow 

all test security protocols and policies, and apply and enforce prescribed calculator, cell phone, 

and electronic device guidelines and policies and the GaPSC Code of Ethics), particularly in the 

area of test security. 

 

Proctor  

Proctors must comply with all training for all state assessments in which the proctor will 

participate. The Proctor must review all test security protocols and assist the Test Examiner in 

maintaining strict test security. In addition, proctors are expected to monitor online test 

administrations and communicate with the Test Examiner when test administration, technology, 

and/or student issues arise.  
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GaPSC Code of Ethics for Educators (505-6-.01) 

 

The GaPSC has adopted standards that represent the conduct generally accepted by the education 

profession. The Code of Ethics for Educators (505-6-.01; October 2019) defines the professional 

behavior of educators in Georgia and serves as a guide to ethical conduct. The code defines 

unethical conduct justifying disciplinary sanction and provides guidance for protecting the 

health, safety, and general welfare of students and educators, and assuring the citizens of Georgia 

a degree of accountability within the education profession. Standard 10 addresses ethical 

behavior specific to state mandated assessments. 

 

Standard 10: Testing – An educator shall administer state-mandated assessments fairly 

and ethically. Unethical conduct includes but is not limited to:  

 

1. committing any act that breaches Test Security; and  

2. compromising the integrity of the assessment. 
 

Local training must include a discussion of this standard and should focus on supporting 

examiners in administering, managing, and monitoring assessments securely and appropriately. 

 

The following portion of the Code of Ethics for Educators addresses reporting 

requirements and disciplinary actions that may apply to the assessment and accountability 

process for the testing program: 

 

Reporting: Educators are required to report a breach of one or more of the Standards in the 

Code of Ethics for Educators as soon as possible but no later than ninety (90) days from the date 

the educator became aware of an alleged breach unless the law or local procedures require 

reporting sooner. Educators should be aware of legal requirements and local policies and 

procedures for reporting unethical conduct. Complaints filed with the GaPSC must be in writing 

and must be signed by the complainant (parent, educator, or other LUA/school district employee, 

etc.). 
 

Disciplinary Action: The GaPSC is authorized to suspend, revoke, or deny certificates, to issue 

a reprimand or warning, or to monitor the educator’s conduct and performance after an 

investigation is held and notice and opportunity for a hearing are provided to the certificate 

holder. Any of the following grounds shall be considered cause for disciplinary action against the 

holder of a certificate:  

1. Unethical conduct as outlined in The Code of Ethics for Educators, Standards 1-11 (GaPSC 

Rule 505-6-.01);  

2. Disciplinary action against a certificate in another state on grounds consistent with those 

specified in the Code of Ethics for Educators, Standards 1-11 (GaPSC Rule 505-6-.01);  

3. Order from a court or a request from Department of Human Resources that the certificate 

should be suspended or the application for certification should be denied for non-payment of 

child support (O.C.G.A § 19-6-28.1 and § 19-11-9-.3);  

4. Notification from the Georgia Higher Education Assistance Corporation that the educator is in 

default and not in satisfactory repayment status on a student loan guaranteed by the Georgia 

Higher Education Assistance corporation (O.C.G.A. § 20-3-295);  

5. Suspension or revocation of any professional license or certificate;  
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6. Violation of any other laws and rules applicable to the profession; and  

7. Any other good and sufficient cause that renders an educator unfit for employment as an 

educator.  

 

An individual whose certificate has been revoked, denied, or suspended may not serve as a 

volunteer or be employed as an educator, paraprofessional, aide, substitute teacher or in any 

other position during the period of his or her revocation, suspension or denial for a violation of 

The Code of Ethics. The superintendent and the educator designated by the superintendent/Local 

Board of Education shall be responsible for assuring that an individual whose certificate has 

been revoked, denied, or suspended is not employed or serving in any capacity in their district. 

Both the superintendent and the superintendent’s designee must hold GaPSC certification. 

Should the superintendent’s certificate be revoked, suspended, or denied, the Board of Education 

shall be responsible for assuring that the superintendent whose certificate has been revoked, 

suspended, or denied is not employed or serving in any capacity in their district.  

 

Test Security Breaches  

 

Test security breaches are actions during test administration that gives a student an unfair 

advantage or compromises the secure administration of the assessment. Any action that 

compromises test security or leads to the invalidation of an individual student’s or a group of 

students’ test scores will be viewed by the GaDOE as an inappropriate use or handling of tests 

and will be treated as such. Below are guidelines to assist system personnel in determining which 

activities might compromise test security or score validity. The guidelines apply, where 

applicable, to both online and paper test administrations and environments. Please note that this 

list is not exhaustive and includes acts that could be committed by staff and/or students. Any 

concern regarding test security must be reported to GaDOE immediately. Assessment 

Administration Division staff members are available to help system personnel develop and 

implement appropriate test security procedures. 
 

A breach of test security may occur because of actions demonstrated or caused by any persons in 

contact with secure test materials whether paper or digital. Several examples of potential security 

breaches and scenarios are included below. 

 

Examples related to Examiners/Proctors include but are not limited to: 

• coaches the examinees during testing, or alters or interferes with examinees’ responses in any 

way 

• gives examinees access to test questions or prompts prior to testing 

• copies, reproduces, or uses in any manner (including social media sites, texting, and/or email) 

inconsistent with test security regulations all or any portion of secure online testing forms, test 

tickets, passwords, or test booklets 

• makes answers available to examinees 

• reads, reviews, notates, photographs, shares, transmits test items whether online or paper, 

before, during (unless specified in the IEP, IAP, or EL/TPC), or after testing 

• questions students about test content after the test administration 

• erases, marks answers, or alters responses on an answer document or within an online test form 
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• participates in, directs, aids, counsels, assists, encourages, or fails to report any of these 

prohibited acts 

 

Examples related to STC, SchTC, Examiners, or Proctors include but are not limited to: 

• failure to ensure appropriate valid GaPSC certification of all test examiners prior to any 

administration 

• failure to complete GaDOE mandatory and assigned local training for assessments prior to any 

administration 

• allows access to secure test materials by unauthorized individuals such as custodial staff, 

educators, students, and other individuals 

• fails to follow security regulations for distribution and return of secure test materials as directed 

or fails to inventory and to account for all secure test materials before, during, and after testing. 

NOTE: lost test booklets or other lost secure assessment materials in any assessment program 

constitute a breach of test security and will result in a referral to Georgia Professional Standards 

Commission (GaPSC). 

• uses or handles secure test booklets, formula sheets, answer documents, online test tickets, 

logins, passwords, and/or test forms for any purpose other than test administration 

• fails to follow administration directions from the Test Administration Manual including an 

exact word-for-word reading of the Examiner’s script 

• fails to properly secure and safeguard pass codes/usernames found on test tickets necessary for 

online test administration 

• participates in, directs, aids, counsels, assists, encourages, or fails to report any of these 

prohibited acts 

 

Failure to safeguard test materials or to comply with test administration procedures could 

adversely affect an individual’s certification status. Such incidents must be reported to the 

GaDOE and may be referred to the Educators Ethics Division of the GaPSC as failure to adhere 

to established policies and procedures. Under no circumstances may any tests be reproduced or 

duplicated for individual or group use unless authorized by GaDOE. Failure to comply with the 

U.S. Copyright Laws protecting these materials could result in legal action. Any instance of 

violation of copyright laws must be reported immediately to the GaDOE.  
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Local Test Security and Test Administration Monitoring Practices  

 

STCs must work closely with the district and school assessment team to deliver state 

assessments. Collaboration with technology and special education directors as well SchTCs to 

support a smooth administration of online testing. The state, districts, and schools should monitor 

testing by viewing reports of testing activity to carefully audit the assessment administration 

before, during, and after the testing window. Each assessment has tools to verify that testing 

occurs on schedule and is being implemented with fidelity to the guidelines of the Student 

Assessment Handbook and the Accessibility & Accommodations Manual. 

 

Desk audit monitoring includes:  

 

• Verifying that testing occurs within the district testing window,  

• Ensuring that all students complete testing,  

• Checking that student tests are sent for reporting,  

• Monitoring the appropriate assignment of accommodations for eligible students, and  

• Verifying student status so that students complete all sections of a test. 

 

 
Deviation from standard test administration procedures or test security protocols is considered a 

testing irregularity. Security breaches and testing irregularities can have long-reaching impact on 

students, schools, and districts, as well as upon any personnel who might be responsible for 

causing or contributing to any circumstance leading to a testing irregularity. It is the 

responsibility of all personnel in the district to follow protocol as they become aware of testing 

irregularities. 
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SchTCs are expected to report all testing irregularities to the school’s principal and STC. The 

STC then collects and reports the irregularity to the district’s superintendent and to the district’s 

assigned GaDOE Assessment Specialist.  

 

Reporting and Handling of IrregularitiesProcess 

 

 
Local School Site Visits  

STCs and other district personnel conduct local school site visits to gather and 

document information about its school’s performance in relation to the test administration 

guidelines. Evidence gathered during school site visits will be used to make improvements to the 

district’s testing program and determinations for targeted support based on the needs of schools. 
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The STC may conduct school site visits as best practice for monitoring assessment activities as 

part of the District Assessment Plan.  

 

Communication Protocol  

Direct communications are established between the GaDOE and STCs as the assessment point of 

contact for the district. The STCs is expected to deliver information to relevant members of the 

testing community in order to better impact policy decision making as well as maintain 

consistency in messaging. The two-way communication exchange between each level is 

particularly important in maintaining assessment security.  
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Worth County School District 

Local Procedures for Student Assessment 

 
Prior to Receiving Test Materials in the School 

 

1.  School Test Coordinator and Assistant Test Coordinator will be assigned by the   

Principal. Both should participate in all training, test preparation activities, and 

other responsibilities as assigned by the Principal. 

2. The School Test Coordinator will receive training from the System Test 

Coordinator. 

a. Will have initial training on State Assessment Handbook policies and procedures. 

b. Training will include locally developed procedures. 

c. Will conduct training immediately prior to each test administration on specific 

test procedures and policies related to the upcoming test. 

d. Confidentiality/security requirements in State Assessment Handbook are 

explained and appropriate forms signed indicating that this information was 

reviewed. 

3. The System Test Coordinator and the School Test Coordinators will keep a testing 

log to document anything related to testing. 

4. All school level Test Examiners, Proctors, and Monitors will be trained in proper 

test administration. All Examiners, Proctors, and Monitors will be employed by the 

Worth County School District. 
a. Prepare agendas and training material for training sessions. (Retain a file copy of 

documentation) 

i. Include confidentiality training as presented in the State Assessment 

Handbook and assure that appropriate forms are signed indicating each Test 

Examiner, Proctor, and Monitor reviewed this information. 

b. Train all Test Examiners on the procedures for each test administration. 

i. Training must be done prior to each test specific to the test being 

administered. 

1. Each test has different requirements. 

2. Previous training or previously giving the test does NOT substitute 

for current training requirement.  

3. Everyone needs to be retrained annually to know changes for the 

current year. 

c. Train all Proctors in their roles and responsibilities. 

i. Proctors need to know what to look for and what they can do and cannot do 

during a testing session. 

ii. Train proctors on appropriate ways to address issues or incidents that they 

think are inappropriate in their testing site. 

d. Train all monitors in their roles and responsibilities. 

e. Have participants sign the appropriate Training Certification forms for all training 

sessions.  (Retain for documentation) 
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i. Participants should sign the form to verify participation. 

f. Verify that all potential Test Examiners, Proctors, and Monitors have been 

trained. 

5. If testing is conducted in self-contained regular education classrooms, Test 

Examiners must be someone other than the regular classroom teacher assigned to 

those students for all state mandated assessments. 

a. Special education teachers and EL teachers may administer the tests to their 

students. 

b. Schools may choose to establish testing teams within grade-levels, may rotate 

same-grade teachers for testing purposes, or may use other appropriate certified 

personnel. 

6. Establish testing roster for each Test Examiner listing Test Examiner, Proctor, and 

students assigned. 

7. Prepare a master list of students and their accommodations before each test 

administration that is verified and signed by the School Test Coordinator and the 

following personnel based on involvement using the Accommodations Matrix form:  

Special Education Department designee, EL designee, or 504 designees.  

8. Train in a second session Test Examiners who will be giving test accommodations. 
a. Ensure sign in documentation. 

b. Review the accommodations to be given. 

c. Review how the accommodations are to be given. 

i. Detailed instruction should be given for how to give an “oral reading” 

accommodation which means the Test Examiner is reading the test to the 

student. 

1. It is important that “oral reading” has been done this way in the 

regular classroom so that the student is familiar with this testing 

accommodation. 

ii. Practice in the oral reading of the math test is necessary for appropriate 

administration. 

1. The use of this accommodation in the regular classroom should 

closely follow the testing procedure to ensure students are not 

confused during the testing by the “oral reading” directions. 

iii. How many times an item, passage, or answer choices may be read should be 

clarified. 

iv. Proper voice tone and inflections, as well as timing, should be reviewed. 

d. Review who will receive those accommodations. 

e. Provide in writing to the Test Examiners a list of students and the 

accommodations that are to be given to each. 

i. Have Test Examiner sign and date that he/she received the accommodations 

notification. 

ii. Emphasize that accommodations may not be altered but must follow IEP, 

IAP (504), or TPC plans. 

iii. Test Examiner must give the accommodation written in the plan. 
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1. Some accommodations by nature may not be needed (i.e., extra 

time when student finishes within allotted testing time, but student 

is offered extra time.) 

f. The School Test Coordinator is the only person allowed to add to or delete a name 

from the roster of an accommodated test site. 

i. Any addition/deletion must be confirmed with appropriate personnel. 

ii. School Test Coordinator should sign and date roster when adding or 

deleting a name on the roster.  

9. Establish a secure storage area for test material at each school testing site. 

a. Locked at all times. 

b. Limited access to area.  School Test Coordinator should have primary access.  In 

emergency cases, the Principal may have access to the area. 

c. Only two keys should be available to this secure area—School Test Coordinator 

and Principal.  

10. School Test Coordinators will receive secure test materials from System Test 

Coordinator. 

a. Manually count all packages of material comparing to invoice 

i. Report discrepancies from packing slip immediately to System Test 

Coordinator. 

ii. System Test Coordinator verifies shortage and/or overage and reports to 

GaDOE and/or testing company. 

b. Manually count contents of each package comparing to package count indication. 

i. Packages remain intact. 

1. Packages should not be opened until final stages of preparation for 

test day. 

c. Departure and arrival times will be documented by the appropriate Coordinator 

via testing log. 

 

 

After Receiving Test Materials in the School 

 

11. School Test Coordinators and designated personnel should check pre-identification 

labels for accuracy. Labels with incorrect information should not be used. 

12. Prepare containers at each school for each testing site within the school with the 

exact quantity of materials the Test Examiner will need. 

a. Ensure test security and limited access during this process.  The Assistant School 

Test Coordinator will provide assistance. 

b. According to the specific test, either pull test booklets/tickets with the same test 

form number or use the small group kits for oral reading groups. 

c. Testing containers should be kept in secured area until given to Test Examiner 

and then should be returned to secured area promptly after testing. 

d. Each school should have a plan for preparation of test booklets, tickets and 

answer documents (i.e., adhering labels, writing names on test booklets). 
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e. Prepare a form with inventory numbers (count) for each type of testing material in 

the container for the Test Examiner to verify and sign that the count is correct in 

his/her container.  This is done in the presence of the School Test Coordinator or 

Assistant Test Coordinator. 

i. Once a Test Examiner signs verifying or correcting the material count, it is 

the responsibility of the Test Examiner to return the same number to the 

School Test Coordinator.  

ii. Verification is done in the presence of the School Test Coordinator or 

Assistant Test Coordinator. 

iii. This is done daily before and after the test is administered. 

iv. Verification form should include time and signature for signing out 

materials and for the return of materials.  

 

13. Have teachers remove/cover all instructional materials from walls, cabinets, desks, 

etc. 

a. This should be done 3-5 days prior to testing so students are not disrupted by a 

change in environment.  

14. Place student desks/tables in positions to discourage communication and cheating 

among students. 

15. Principals should verify all instructional materials have been removed/covered, 

desks arranged appropriately, and windows uncovered. 

16. Schedule all test sites in areas where there is easy access for Monitors.  Doors should 

be unlocked at all times. 

 

During Testing 

 

17. Cease all specific test prep/review activities during the week of testing. 

18. If applicable, provide students with pencils that have erasers that will not smear or 

smudge.  Be sure they are #2 non-mechanical pencils. 

19. Have students and Test Examiner verify the test ticket/book and form number of 

his/her test booklet when students are assessed using paper assessments.  
a. Have students sit in assigned seats and always distribute and pick up the materials 

in the same order, but students should always be reminded to check their materials 

to verify their names. 

20. Post a “Testing – Do Not Disturb” sign outside testing area. 

21. Record the start and stop time of each testing session and or section.  This should be 

recorded on the Student Roster form and turned in to School Test Coordinator 

along with other test materials each day. 

22. Ensure that the script is read exactly as directed and no deviations are made during 

the testing process. 
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23. Ensure Test Examiners and Proctors walk routinely by student desks monitoring 

that students are following instructions, are in the appropriate test sections, and 

answering in appropriate section of answer document. 
a. Test Examiners/Proctors should NOT be on the computer during testing.  

Computers should be turned OFF during testing. 

b. Test Examiners/Proctors should turn OFF any personal communication device 

during testing. 

c. Test Examiners/Proctors should not be grading papers, reading or otherwise 

engaged in any activity other than testing.  Examiners and Proctors must 

MONITOR students. 

24. Ensure the Test Examiner maintains a testing site Incident Log Sheet noting any 

unusual occurrence in the testing site that could cause an inflated or deflated score. 

a. This is a safeguard for the Test Examiner.  The more recorded the better informed 

for a later inquiry. 

b. Incident Log Form should be turned in each day with testing materials. 

c. Examples when form is to be used: 

i. A student gets off line and erases several answers to get back on track. 

ii. A student puts answers in the wrong section, moves answers to new 

location, and erases original marks. 

iii. Student gets sick and/or goes to restroom during test. 

iv. Diabetic student needs care during test. 

v. A student is emotionally distressed. 

d. School Test Coordinator should review log sheets daily. 

i. Initial and date each review. 

1. This will prevent additions or changes to the log on subsequent 

days. 

25. Teachers should report any testing irregularities as described in training sessions to 

the School Test Coordinator. The School Test Coordinator should contact the 

System Test Coordinator upon notification of possible irregularity. 

a. The School Test Coordinator should complete the appropriate forms and provide 

detailed written statements from all parties involved. 

b. The School Test Coordinator should make a copy of all Incident Log Sheets on 

the last day of testing. 

26. Document any transfer of student answers to a new answer document caused by 

erasure holes, soiled or torn answer documents, etc. using the Transcribing or 

Scribing Answer Document form that witnesses sign at the time of transfer. 

a. The form verifies the reason for the transfer. 

b. The student transfers own answers while monitored by a certified staff member, 

preferably the School Test Coordinator, unless there is a reason that it is not 

reasonable for the student to do so.  (Student is too young, sick, unavailable, 

disabled, or time issues) 

c. Student and witness sign form indicating that he/she moved answers. 
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d. If adults transfer the answers, one transfers and the other verifies that answers 

were appropriately transferred.  Both sign form as witnesses. 

27. Instruct Test Examiners, Proctors, and Monitors NOT to read a student test.  The 

only exception for Test Examiners would be for an “oral reading” accommodation. 

28. Report any problem with a student test booklet/test ticket to the School Test 

Coordinator immediately. 

29. Instruct Test Examiners, Proctors, and Monitors NOT to discuss test questions or 

answers with anyone, including students. 

30. The System Test Coordinator, School Test Coordinator, and Principal will verify 

that testing procedures and protocols are being followed in the testing sites. The 

System Test Coordinator will monitor all testing sites. 

31. Test Examiners should contact the School Test Coordinator immediately if any 

situation arises that might impact test results. 

32. The School Test Coordinator should contact the school Principal and System Test 

Coordinator immediately if any situation arises that might impact test results. 

33. Make-up testing must be done using the same testing procedures as the original 

testing. 
 

After Testing 

 

34. Testing materials should be collected and verified promptly after each testing 

session. 

35. Materials should be kept secure until return to the District. School Test 

Coordinators should follow packaging directions after inventory of completed tests 

as found in School Test Coordinator’s manual or Directions for Administration. 

36. Return testing materials to District as soon as possible and document date and time 

for departure and arrival. 

37. Testing materials should be collected by the system and counts verified for return to 

scoring companies. 

38. Materials returned from schools should be signed for and dated by the System Test 

Coordinator or his/her designee and placed into the system’s inventory. 

39. Package answer documents noting on a master list the box number with a list of the 

classes submitted in that box. 

40. Package testing materials for return recording the box number and what materials 

are returned in that box.   

41. If school is responsible for packaging materials for return to state/companies, then 

the system should spot check matching numbers and recorded contents for 

accuracy. 

42. Assure that shipping directions and time lines are followed. 
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43. Secured test documents for shipping should be maintained in a secure location, 

never “left at main desk” or “out in the open” for pickup by a carrier. 

44. The System Test Coordinator will notify the School Test Coordinator when test 

scores arrive at the District. 

45. Each School Test Coordinator will ensure the prompt distribution of test scores at 

his/her school. 
a. Test scores should not be e-mailed under any circumstance. 

46. Retain all testing rosters, lists, signatures, agendas, sign-in/out forms, logs, and 

other system/school materials for documentation purposes. 

47. Compile and check-off the required Principal’s Certification Form as required after 

each test administration. 
a. These will be maintained at the system level for five years. 

48. Complete the Superintendent’s Certification Form on January 30 and July 31 as 

required. 
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STUDENTS WITH DISABILITIES’ PARTICIPATION IN 

STATE AND LOCAL ASSESSMENTS 

 

 Decisions regarding the participation of students with disabilities in state and local 

assessments (to include ITBS and CogAT) will be made, on a case-by-case basis, by each 

student’s IEP team. The IEP team should (a) consider the purpose of the assessment, (b) consider 

the feasibility of the student’s participation, (c) determine what accommodation(s), if any, the 

student will need and document this in the student’s IEP, and (d) document in the IEP the 

decision for the student to participate in the assessment or for the student not to participate.  

 

 If the student’s IEP team recommends that she/he not participate in the regular statewide 

assessment, then the IEP must (a) document the reason the student will not participate in the 

regular statewide assessment, then the IEP must (a) document the reason the student will not 

participate, and (b) identify participation in the Georgia Alternate Assessment 2.0 (GAA 2.0). 

The IEP team must ensure the student meets the eligibility requirements to participate in the 

GAA 2.0. 

 

The Worth County School District follows all guidelines for the participation and 

administration of the GAA as outlined in the Georgia Department of Education’s Student 

Assessment Handbook, GAA 2.0 test coordinator’s manual, and GAA 2.0 Examiner’s manual.     

 

 

 

 

 

 

 

 



 

 

 

 
 
 
 
 
 
 
 
 

*INCIDENT LOG SHEET FOR TESTING 
Test:                                                                               School:     

Subtest:                                                                    Type        School Test Coordinator:       
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occurred and when reported.) 
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Validation Form for Transcription of Answer Documents 
 

School GTID 

Student Grade 

Assessment Date 

 

 
   

Initials 

I have transcribed the student’s responses from a Braille Student Test Booklet 
(Transcription form only) into the corresponding online form for the student listed 
above. 

 
   

Initials 

The student’s answer document reflects the same responses as the student’s test 
booklet/original answer document. I performed the transcription in the presence of 
another GaPSC certified employee serving as a witness. 

 
 

 

Initials 

I have submitted the transcribed answer document and returned the student’s test 
booklet as directed. 

 

OR 

 
 

 

Initials 

I have transcribed the student’s responses from a Large Print and/or Marks Answers in 
Test Booklet (Transcription form only) into the corresponding online form for the 
student listed above. 

 
 

 

Initials 

The student’s answer document reflects the same responses as the student’s test 
booklet/original answer document. I performed the transcription in the presence of 
another GaPSC certified employee serving as a witness. 

 
 

 

Initials 

I have submitted the transcribed answer document and returned the student’s test 
booklet as directed. 

 

OR 

 
 

 

Initials 

I have transcribed the student’s responses from a standard Student Test booklet and/or 
Student Answer/Response Document into a corresponding online form (Transcription 
Form only) for the student listed above. 

 
 

 

Initials 

The student’s answer/response document reflects the same responses as indicated by 
the student from the student’s test booklet. I performed the transcription in the 
presence of another GaPSC certified employee serving as a witness. 

 
 

 

Initials 

I have submitted the transcribed the answer/response document and returned the 
student’s test booklet as directed. 

 
 

 
Name of GaPSC-Certified Scribe  Signature of GaPSC-Certified Scribe 

Name of GaPSC-Certified Witness  Signature of GaPSC-Certified Witness 

Retain a copy of this form for your school/system records 
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Examiner’s Certification of Adherence to 
Prescribed Test Administration Procedures 

 
Check appropriate response and explain any problems relating to security or administration procedures, 
which may have occurred. Use an additional sheet, as necessary. 

YES NO 
1. Examiner participated in all test security and test administration 

training. Examiner’s Manual was thoroughly reviewed prior to the first 
testing session. 

2. All secure testing materials were carefully counted when received. Any 
discrepancies were reported to the School Test Coordinator and were 
successfully resolved. 

3. All testing materials were kept in a secure location while in the examiner’s 
possession and no one was allowed to record, copy, or make a conscious 
mental note of any testing item, answer documents and/or student responses. 
This includes all online testing authorization tickets, codes, etc. 

4. All procedures for testing as given in the Examiner’s Manual, including 
readings of all directions to students, word for word, were followed. 

5. No student left the room during a testing session. If an emergency or 
urgent personal need (i.e., restroom) did necessitate a student’s exit, an 
explanation can be found on the back of this sheet. 

6. Proper classroom control was maintained, and students were on task 
during the testing period. This includes ensuring that student electronic 
devices were not present/used in the test setting and/or were collected per 
local school/system procedures. 

7. While students were assisted with procedural aspects of the test, no 
assistance was offered which could have altered/influenced a student’s 
response to any test item. 

8. Along with direct administrator supervision, at the conclusion of testing, 
inspects answer documents for only the purposes stated in the 2021-2022 
Student Assessment Handbook. 

9. The use of reference materials was not allowed unless specified in the Examiner’s 
Manual. 

10. A roster of students was maintained and turned in to the School Test 
Coordinator along with an answer document for each student taking all or 
part of the test. 

11. All testing materials issued were carefully counted and returned to 
the School Test Coordinator. 

 
 

Examiner’s Signature ________________________ Date  __________ 
  



 

 

School Testing Irregularity Reporting Form 
 

A testing irregularity is any incident that results in deviation from standard test administration 
procedures or test security protocols that may occur before, during, and after test administration. 
All test irregularities must be reported, in writing, to the System Test Coordinator, who must then 
submit a Test Irregularity Form (TIF) in the MyGaDOE Portal to the assigned GaDOE Assessment 
Specialist. 

Do not discuss, transmit, or reproduce secure test materials on this form or in preparation of this 
report. 

 This form should be submitted to the System Test Coordinator via a secure portal (e.g., 
My GaDOE   Portal) 24 hours of event. 

 Maintain copies of supporting information should it be requested by the GaDOE 
Assessment Division. 

 All related signatures must be obtained. 
 

School: School Test Coordinator: 

Assessment: 
Name/Position of Person Reporting: Email: 

Date/Time of Incident: Date Form Submitted: 

Student Information 

If the incident involved multiple students, provide a student roster of all students identifying the test, 
grade level, and State GTID number for each student. 
Student Name: GTID Number: 

Grade: Test Subject(s): 

Provide a detailed description of the incident. Attach additional pages if needed. 
 

Describe the action(s) taken. Be specific with dates and responsible parties. 
 

Outline your plan to prevent future testing irregularities. 
 

Was the incident resolved in a matter that allowed the student to complete his/her test? ___Yes ___No 

 
Signature of Person Completing Form  Signature of School Test Coordinator 

Signature of Principal  Signature of System Test Coordinator 

 

  



 

 

Worth County School District 

Local Procedures for Student Assessment Checklist 

2021-2022 

  Person(s) 

Responsible 

 

BEFORE ASSESSMENT WINDOW OPENS 

 System  

Coordinator  

Creates System Assessment Calendar and submit to Superintendent and GADOE  

1.  Principal Assign a school administrator as the School Test Coordinator. 

2.   

Principal 

Assign a certified school staff member to be the Assistant School Test Coordinator. Assign 

staff member to assist with technology needs during testing. 

3.  System Test 

Coordinator 

Ensure the School Test Coordinator and Assistant School Test Coordinator receive training. 

* School Test 

Coordinator 

 

Attend Assessment Training Meeting as needed with System Test Coordinator.  

* School 

Coordinator 

Complete requested assessment enrollment counts/inventories/surveys as requested by the 

System Coordinator. 

4.   

School Test 

Coordinator 

Ensure the establishment of a school program and schedule where all school Test Examiners, 

Proctors, and Monitors will be trained in proper test administration. Evidence of training 

should be documented. 

 

* 

 

School Test 

Coordinator 

 

Ensure during the assessment schedule, teachers of record do not assess their own 

students. (End of Grade/End of Course Assessments Only) 

 School Test 

Coordinator 
Ensure students are given an opportunity to practice using the online assessment 

practice, and secure practices test prior to January 31.  

* System Test 

Coordinator 

Is aware of each school's trainings within his/her district. (Please send Training 

Documentation) 

* School Test 

Coordinator 
Coordinate with Lead SPED Teachers to gather assessment accommodations. Check 

and re check accommodations for last minute revisions  

5.  School Test 

Coordinator 

Establish testing rosters for each testing site/room listing Test Examiner and Proctor 

assigned. (Keep for documentation.) 

6.   

School Test 

Coordinator 

Prepare a master list of students and their accommodations which is verified and signed by 

School Test Coordinator and the following personnel based on involvement:  Special 

Education Department designee, ELL designee, and 504 designees. Note any irregularities on 

Principal Certification Form.  

(See After Testing section) 

7.  School Test 

Coordinator 

Train in a second session Test Examiners who will be giving test accommodations. (If 

necessary) 

8.   

Principal 

Establish a secure storage area for test materials (test booklets, test tickets, manuals, etc.) at 

each school testing site. (Secure storage area defined as room with limited access; for added 

security, use signature sheet upon entry/exit.)  

9.  System Test 

Coordinator 

Establish a security procedure for transporting test material from the system secure site to the 

school(s) secure site(s) and vice versa.  Date and time stamp departure and arrival times with 

system/school personnel signatures.   

 System Test 

Coordinator 

System coordinator provides online testing platform access to school coordinators and other 

district staff as needed.   

10. System, 

School, 

Ensure online system is ready for testing and readiness checks are completed at schools on 

all devices. 



 

 

Tech-Team 

11.  School 

coordinator 

Assign two or more people to be present in the secure testing room at all times when 

verifying, counting or assembling test materials. 

12.  System 

Coordinator 

 

Confirm receipt of all boxes as compared to invoice from testing vendor.  

13.   

School 

coordinator 

Manually count all boxes received (from system or testing vendor).  Also, manually count 

contents of each package comparing to package count indication. 

14.  School 

Coordinator 

Prepare containers for each testing site/room with the exact quantity of materials the Test 

Examiner will need. 

15.   

Principal 

Verify that all instructional materials have been removed from the classroom (walls, cabinets, 

and desks) and that windows that provide a view into the classroom have been uncovered.  

16.  School Test 

Coordinator 

Schedule all test sites in areas where there is easy access for Monitors (school, district, state).  

17.  School Test 

Coordinator 

Prepare a schedule so that Hall Monitors are available to all test sites. 

18.  School Test 

Coordinator 

Develop a system so that Test Examiners can notify Hall Monitors when assistance is needed 

in testing site. 

19.  School Test 

Coordinator 

Arrange students to discourage communication and cheating. 

 * Parent Request to Opt out of Testing, please contact your principal and System Test 

Coordinator 

  Please contact System Coordinator if you have any questions or concerns. 

 

  Person 

Responsible 

 

DURING TESTING WINDOW 

20.  School 

Coordinator 

Provide testing materials needed to Test Examiners (pencils that have erasers that will not 

smear or smudge, test booklets, test tickets, manuals, scratch paper, etc.).   

21.   

 

School 

Coordinator 

EOCs: Have each Middle School and High School Student sign a daily roster that indicates 

the barcode number of the paper test booklet the student is using.   

EOGs: At Elementary and Middle School level, use Electronic Security Checklist to 

document test booklet the student is using. (Signatures not necessary for EOGs.)  

22.  School 

Coordinator 

Ensure that student name and required information has been accurately bubbled and printed 

on answer document. 

23.  Test 

Examiner 

Record the start and stop time of each testing session and/or section.  This should be done by 

each Test Examiner. 

24.  School 

Coordinator 

Examiner 

Ensure that the script (instructions for students in the manual) is read exactly as directed and 

no deviations are made during the testing process. 

25.  School 

coordinator 

Examiner 

Ensure Test Examiners and Proctors are routinely monitoring that students are fol lowing 

instructions and are in the appropriate test section. 

26.  School 

Coordinator 

Examiner 

Ensure the Test Examiner maintains testing site documentation noting any unusual occurrence 

in the testing site that could cause an inflated or deflated score. 

27.  School 

Coordinator 

Complete state Transcription Form to document transfer of student responses from paper test 

booklet to answer sheet or online.   



 

 

(There must be two certified staff present when transposing.)  

28.  School 

Coordinator 

Instruct Test Examiners, Proctors, and Monitors NOT to read a student test unless they are 

providing an “oral reading” exam or a Braille administration.  

29.  School 

Coordinator 

Instruct Test Examiners, Proctors, and Monitors NOT to discuss test questions or answers 

with anyone, including students. 

30.  School 

coordinator 

Communicate/relay concerns or possible irregularities from Test Examiner to Principal to 

System Test Coordinator to GA DOE. 

31.  School 

Coordinator 

Verify that testing procedures and protocols are being followed in the testing site by requiring 

Monitors to enter a testing site routinely. 

32.  School 

Coordinator 

Obtain principal approval and document time in/time out if working in the building after 

hours with physical secure test materials, 

33.  School 

Coordinator 

Announce each day to students and staff what test/test section will be completed that day.  

34.  School 

Coordinator 

Ensure make-up testing uses the same testing procedures as the original testing. 

35  

ALL 

Ensure procedures regarding electronic devices (student and staff) align to state 

guidelines. 

36 School 

Coordinator 

Online: Regularly monitor student status in online platform.   

  Please contact System Coordinator if you have any questions or concerns . 

 

  Person 

Responsible 

 

AFTER TESTING 

37  School 

Coordinator 

Testing materials should be collected and verified promptly after each test session.  

38  School 

Coordinator 

Keep all materials secured until return to System. 

39  School 

Coordinator  

Return testing materials to System via a secure procedure as soon as possible and document 

date 

40.  System Testing materials should be collected by the system and counts verified for return to 

state/companies, if applicable.  

41.  System Materials returned from schools should be signed for and dated by a System Test Coordinator 

or his/her designee and placed back into the system’s secure inventory.  

42  System  Package answer documents noting on a master list the box number with a list of the classes 

submitted in that box. 

43 School 

Coordinator 

Return test tickets to System Test Coordinator who will secure documents through return of 

scores. 

44 School 

Coordinator 

Compile and check-off the required Principal’s Certification Form as required after each test 

administration. 

a. These will be maintained at the system level for five years. 

45 School 

Coordinator 

Each School Test Coordinator will ensure the prompt distribution of test scores at  

his/her school. 

a. Test scores should not be e-mailed under any circumstance. 
 

 

 

 

 



 

 

Test Security Information for School Test Coordinators/Examiners/Proctors 

 

This section on security includes information that applies to test coordinators, examiners, and 

proctors. This information is intended to help personnel understand the procedures that test 

coordinators use to inform them of their responsibilities.  

 

The need to be very careful regarding test security is critical. Test coordinators should be certain 

that they are aware of their responsibilities and have made everyone who assists them with test 

administration aware of his/her responsibilities. Staff members who are not involved in testing 

should also be aware of the school’s responsibility for test security. Paraprofessionals, custodial 

staff, and others in the school who may be in classes during testing or may be in the area where tests 

are stored, even though they do not have direct access to tests, should be aware of security rules.  

 

Situations may arise which call for unplanned reactions. New questions may arise about what can 

and what cannot be done in relationship to testing issues. Therefore, test coordinators may have to 

make decisions on what actions should result. Attempting to analyze each situation by asking the 

following questions may help to decide the proper action to take: 

 

• 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 advance knowledge of the test?  

• Could this possibly be considered as teaching a child a small amount of information that is known 

to be on the test, or is very likely to be on the test, rather than teaching skills and the entire 

curriculum/standards for the subject area to be tested? 

• Could this possibly be considered unethical or a violation of board rule, professional teaching 

practices, the provisions in the GaDOE Student Assessment Handbook, or the instructions in the 

Examiner’s Manual? 

 

If the answer to any of the above was yes, then the action would be improper and should not be 

taken. This does not mean that teachers should not prepare students for standardized tests. They 

could have a daily review of skills or concepts that are to be tested. They should also be taught 

appropriate test-taking skills. Teachers should contact the SchTC for any questions about testing 

issues. If an answer is not readily available; one will be obtained from the GaDOE by the STC.  

The following is a list of items to be considered prior to testing. The list should not be considered 

all-inclusive. Where applicable, the list applies to both online and paper/pencil testing 

environments. This document is recommended as a training resource prior to test administration.  

 

Must Do: 

 

Participation in Training: 

 

• Be certain that everyone involved in the testing process has been properly trained and informed of 

responsibilities in the area of test security. 

• Provide sign-in sheets and rosters as well as training agendas. Attendance at training must be 

mandatory and well-documented. Untrained examiners must not be allowed to test. 

• All GaPSC certified examiners have been informed of the Code of Ethics for Educators related to 

testing and the consequences of examiner malpractice. 

 

Test Security: 



 

 

• Contact the SchTC if any question arises about tests or test security.  

• Follow all local protocols and procedures regarding minimizing risk of testing irregularities and 

potential invalidations. 

• Teachers should notify the SchTC of any problems that occur during testing. SchTCs should 

immediately notify the principal in writing of any problems and then notify the STC. If necessary, 

the STC will notify the GaDOE. 

• Make certain that everyone involved in testing in any manner is aware of the items in this list and 

the list below and ensure that everyone involved in testing is aware of professional practices and the 

consequences of violations. 

 

Handling of Materials: 

 

• Keep all secure testing materials stored in a secure place accessible only by the principal and the 

test coordinator. The GaDOE recommends that test materials be stored in a locked cabinet in a 

locked room. If an adequate number of locked cabinets are not available, then test materials are to 

be stored in a locked room to which only the principal and test coordinator have access. Restricted 

access should be confirmed prior to receipt of test materials. 

• Be certain that all materials issued to persons administering tests are counted carefully when given 

out and when returned. Keep a daily log of checkout times and return times. If a problem occurs, 

notify the SchTC immediately. 

• Be certain that all persons receiving materials sign a checkout sheet when they receive the 

materials. This sheet should show date and time. 

• Distribute testing materials as close to the actual testing time as possible. 

• Make certain that all materials are returned immediately after the testing session. Teachers are 

responsible for turning them in and coordinators are responsible for verifying that they do.  

• Be certain all persons returning materials sign a check-in sheet. This sheet should show date and 

time. 

• Be certain that materials are issued only to GaPSC-certified persons who have been carefully 

advised of their responsibilities for test security. Only GaPSC-certified staff members who have 

been trained on the proper management of secure test materials/online test administrations should 

handle such materials. 

• Be certain that the test coordinator, principal, or principal’s designee is present when demographic 

data (name, student number, etc.) is entered on any test booklets or answer documents This should 

be done in a central and well supervised location. 

 

Student Preparation: 

 

• Perform all necessary technology readiness checks and online student practice tests in advance of 

online testing. 

• Adhere to calculator and electronic device policies and guidelines. 

 

Test Administration: 

 

• Follow instructions in the test manual exactly. This is very important because manuals change 

each year. Not doing so can potentially invalidate test scores. 

• Take down or cover any content materials displayed in the classroom if the item could provide 

assistance to students during the test. 

• Adhere to the expectations set forth in the Student Assessment Handbook, and by the local system, 

relative to student possession of electronic devices in the test setting. 



 

 

Must Not Do: 

 

Test Content: 

 

• Allow anyone to see test forms, including online and paper/pencil forms, for any state-mandated 

test before they are administered—not even for a brief look regardless of the reason. 

• Copy tests or test materials in any way—no photocopies, no handwritten copies, no electronic 

copies/photos, no notes may be made about/of test content, including secure GAA 2.0 responses.  

• Allow anyone else to copy tests, testing materials, or make notes about  test content. 

• Keep tests or testing materials at the end of the testing session or the assessment window.  

• Give students the answer, or any clues to the answer, to any test item.  

• Make notes about test content during test administration.  

• Use any information about actual test items, regardless of how it is obtained, to help students 

prepare for the test. Such information may not be shared with anyone for any purpose, including 

through social media sites and communications. This does not include appropriate sample test 

items, practice materials, or GaDOE publications such as Test Content Descriptions and Student 

Study Guides. 

Test Administration: 

 

• Enter/disrupt test settings during test administration unless necessitated by an emergency or other 

important need that is time sensitive. 

• During instruction, teach a particular problem or bit of information because it is known to be on 

the test. (This does not mean that skills and concepts, which are listed in the objectives or on test 

profiles, should not be emphasized—they should be.) 

• Add anything to, or delete anything from, the directions in the test manual. Examiners must read 

the script found in the Test Administration Manual exactly as written. Deviation from this violates 

standardized test conditions and may invalidate scores. 

• Discuss test items or actual test content with anyone at any time. This does not prohibit 

discussions about test content descriptions/objectives, test profiles, test results, or test preparation.  

 

Malpractice: 

 

• Select and distribute test materials, test forms, writing prompts, etc. in a manner designed to 

provide a student/group of students with an advantage over others.  

• Alter or interfere with a student’s responses. 

• Remove secure test materials from their secure storage location for reasons other than the 

preparation of materials for testing, actual test administration, and the completion of tasks 

prescribed by test administration manuals or the Student Assessment Handbook. 

 

I received a copy of this three-page document (Test Security Information for School Test 

Coordinators/ Teachers/Examiners) and understand that I am required to be aware of its contents 

and to share this information with everyone who assists me with testing.  

 

Name: _________________________________________ Date: ______________________ 


