Assessment Audit
1.  Check in with Administration

· Let the front office know that you are in the building and conducting an audit;
· Request that the building Level Testing Coordinator (BET) be made aware of your arrival;
· Include the BTC in your review.

2. Confirm Security Procedures

· Verify that the school has standardized security procedures, request a copy of any forms used;
· Request to see the secure location used for materials storage before and after testing;
· Verify that a secure method of inventory management has been established; request a copy of any logs or other documentation used (sign ins)

3. Observe Building Testing Procedures:
· Confirm that halls and common areas are free of instructional and/or reference materials
· Confirm that a building wide testing schedule ahs been established;
· Confirm that security procedures are in place – unused materials remain secure, disturbances are at a minimum 
· Observe Classroom Testing Procedure
4. Checkout with Administration

Test Security Issues:

· Storage of test procedures

· Handling/distribution of test procedures

· Review of accommodations

· Review of Test Administrator Manual

· Proctors

· Before the test procedures

· During the test procedures

· After the test procedures

· Test Schedule

Please email updated test security procedures for your school.  A copy of this should be kept on file in your office and at the Central Office.  
