


This training does NOT take the place of reading 

the appropriate manuals.



Test Administration Manuals

• Procedures for maintaining the security and 

confidentiality of assessments are specified in 

the following guides. 

• District and Campus Coordinator Resources

• Test Administrator Manuals



District Campus Coordinator Resources (DCCR)

• Test Security & Confidentiality 

• Maintaining Security of Test Materials

• Training Requirements

• Technology Use During Assessments

• Testing Irregularities

• Different Types of Irregularities

• Investigating & Reporting Testing Irregularities

• Things to Consider Before an Administration

• Things to Consider During an Administration

• Things to Consider After an Administration



Test Security & Confidentiality

• All assessments specified in the Texas Education Code (TEC), Chapter 39, Subchapter B, are 

considered secure, and the contents including student information used or obtained are 

confidential.  

• The superintendent and campus principals of each school district and  the chief administrative 

officer of each charter school must develop procedures to ensure the security and 

confidentiality of the state assessments.  

• Failure to report that an individual has potentially engaged in conduct that violates the security 

or confidentiality of a test or failure to cooperate with TEA is an investigation is itself a violation 

and could result in disciplinary actions.
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Test Security & Confidentiality

• Test security involves accounting for all secure materials before, during and after each test 
administration.

• Only individuals permitted to have access to materials and information are district personnel 
who have been trained and signed an Oath of Test Security and Confidentiality.

• Campuses are required to implement controls to ensure proper storage and accurate tracking of 
secure materials.
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Test Security & Confidentiality

Documents used to account for secure materials, such as the shipping notice and 

the Materials Control forms should be completed accurately and carefully 

maintained in a location that would prevent them from being compromised.
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Test Security & Confidentiality

• Place test booklets and answer documents in secure limited-access, locked storage when not in 

use.

• After a test administration, collect and destroy any reference materials, scratch paper, graph 

paper, or recordings used during the test administration.

• All secure materials are returned at check-in (including secure STAAR Alt 2 accommodation 

materials).
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Test Security & Confidentiality

• Maintain and preserve the confidentiality of all secure test content 

including:
• Test booklets

• Online assessments & test tickets

• Completed answer documents
DCCR Security



Security Oaths and Confidentiality Statements

• Testing personnel are required to receive annual training in test security and administration 

procedures.  

• In addition, testing personnel must receive training in testing policies and procedures specific to 

each administration and, if applicable, training related to security protocols for authorized 

viewing of state assessments.

• After being trained, they will sign the appropriate Oath of Test Security and Confidentiality.

• Three training modules are provided by TEA to supplement the mandatory training and they are 

optional but strongly recommended.  

http://www.texasassessment.com/administrators/training/
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Paraprofessionals During Testing

• Districts allowing certified or noncertified paraprofessionals  to access 

secure materials or to administer tests must identify a certified staff 

member who will be responsible for supervising these individuals.

• If a violation occurs under these circumstances, the supervising certified 

professional is subject to penalties.
DCCR Security



Technology Use During Assessments

• Test administrators must actively monitor the use of the technology, including technology-based designated 

supports, during an assessment.

• For a device or software to be considered appropriate for state assessment use, it must:

• be set in a mode that locks the user into a specific software program;

• block the user from accessing functionality that may violate test security, such as

• the ability to send secure test content (e.g., messages, captured images, videos);

• the ability to send or receive any person-to-person communication about secure test content (e.g., chat, 

video); and

• the ability to save secure test content.
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Two Types of Testing Irregularities

• Incidents resulting in a deviation from documented testing procedures are defined as testing irregularities.

• Testing irregularities are categorized as either: serious or procedural.

• Serious Irregularities

• Constitute severe violations of test security or confidentiality

• Procedural Irregularities

• Less severe, more common and typically the result of minor deviations in testing procedures

• Do not represent severe breaches in security or confidentiality
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Serious Irregularities Release or disclosure of confidential test content is a Class C 
misdemeanor and could result in criminal prosecution.

• Directly or indirectly assisting students with responses to test questions

• Tampering with student responses

• Falsifying holistic ratings or student responses

• Viewing secure test content before, during, or after an administration 
unless specifically authorized by TEA or by the procedures outlined in 
the test administration manuals

• Discussing or disclosing secure test content or student responses

• Scoring student tests, either formally or informally
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Serious Irregularities Release or disclosure of confidential test content is a Class C 
misdemeanor and could result in criminal prosecution.

• Duplicating, recording, or electronically capturing confidential test content unless specifically authorized by 
TEA or by the procedures outlined in the test administration manuals

• Responding to secure test questions

• Fraudulently exempting or preventing a student from participating in the administration of a required state 
assessment

• Receiving or providing unallowable assistance during calibration activities (e.g., taking notes, providing answer 
sheets, or sharing answers)

• Encouraging or assisting an individual to engage in the conduct described in the items listed above or in any 
other serious violation of security and confidentiality
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Serious Irregularities Release or disclosure of confidential test content is a Class C 
misdemeanor and could result in criminal prosecution.

• Failing to report to an appropriate authority that an individual has engaged in or is suspected of engaging in 
conduct described in the items listed above or in any other serious violation of security and confidentiality

• Failing to implement sufficient procedures to prevent student cheating

• Failing to implement sufficient procedures to prevent alteration of test documents by anyone other than the 
student
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• Do not require a call to TEA unless guidance is needed by the district
• Do not require supporting documentation to be submitted to TEA.

Procedural Irregularities

Five Categories:
1. Monitoring Errors
2. Accommodations Errors
3. Eligibility Errors
4. Improper Accounting for Secure Materials
5. Other  Procedural Irregularities
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Monitoring Errors

A test administrator:
• Left a room unmonitored while students were testing;
• Did not monitor students during a break from testing; 
• Reinforced test-taking strategies;
• Did no properly prepare a testing environment or a device for testing;
• Did not use the TA manual during testing or did not read the “SAY” directions to students prior to testing;
• Did not properly complete the required seating chart; or 
• Did not give students the correct amount of time to complete the test, including allowing students to 

continue testing another day with out proper approval.
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Monitoring Errors

A test administrator did not actively monitor students and did not:
• Detect when a student went back and worked on the previous day’s test or went ahead to the next test;
• Ensure that students worked independently during testing; 
• Prevent students from using cell phones or any other electronic device to take pictures, share postings, or 

send messages;
• Verify that students recorded their responses and accepted blank answer documents from students; or
• Confirm that students submitted online tests.
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Accommodation Errors

• A student was provided an unallowable accommodation.

• A student, not approved for an accommodation, was provided the accommodation.

• An allowable and approved accommodation was not provided to a student.

• An allowable and approved accommodation was not properly administered or applied.

• The district failed to get the required TEA approval for an accommodation.
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Eligibility Errors

• A student was administered an incorrect test (e.g., wrong grade level, wrong language, wrong version).

• A specific test was administered on the incorrect day (e.g., administered a reading test on the math test day).

• An eligible student was not administered a test (e.g., English learner (EL) whose parents had waived district 
bilingual/ESL services was not administered the assessment).

• An ineligible student was incorrectly administered a test (e.g., a student who has completed only the first part 
of U.S. History was administered the STAAR U.S. History test).

• The district failed to properly account for all eligible testers.
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Improper Accounting for Secure Materials

• A student was issued test materials (e.g., test booklet, answer document, or test ticket) belonging to another student.

• Testing personnel lost or misplaced test booklet(s), answer document(s), or other secure test materials.

• A test administrator did not return secure test materials following each day’s administration.

• Secure test materials were left unattended or secure online assessments were left open and visible.

• Secure test materials were not returned to the testing contractor by the published dates.

• Scorable materials were found after test materials had been returned to the testing contractor.

• Students’ test results or test performance were improperly shared (i.e., a violation of the Family Educational Rights and Privacy 
Act [FERPA] of 1974).
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Other Procedural Errors

• Testing personnel did not use the test administrator manual or failed to read the test administration script 
verbatim as outlined in the resources.  

• A student was permitted to test beyond the allowed time limit on an assessment or was not provided the full 
allotment of time to complete an assessment.

• Personnel was permitted to administer tests, monitor test sessions, relieve a test administrator during a 
break, or handle secure materials even though they had not been properly trained or did not sign the 
appropriate oath(s).

• A TELPAS writing collection was not submitted in accordance with required assembly criteria.

• A student was issued test materials or a test ticket belonging to another tester.  
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Incidents Involving Student Cheating

After investigating the incident, if the district determines that a student has been involved in 
cheating on a state assessment, the district is required to:  

• Invalidate the student’s test by marking the score code “O” for “Other” on the student’s answer 
document or in the online form for the corresponding test.

• Submit a serious Online Incident Report if the district determines that adult testing personnel 
contributed to the cheating, caused, or failed to detect the cheating, and

• Complete the Locally Determine Disciplinary Action (LDDA) form to report any disciplinary action taken 
against students who participated in the cheating incident.  
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Serious Violation

• Student photographs, duplicates, posts, or 
transmits secure test content or 
disseminates this information using an 
electronic device.

• The TEA Student Assessment Division 
must be contacted immediately.  
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Penalties for Violating Security & Confidentiality

Any person who violates, assists in the violation of, or solicits another to violate or assist in the violation of test 
security or confidentiality, as well as any person who fails to report such a violation or fails to cooperate with a TEA 
investigation, is subject to the following penalties:  

• placement of restrictions on the issuance, renewal, or holding of a Texas teacher certificate either 
indefinitely or for a set term;

• issuance of an inscribed or non-inscribed reprimand;

• suspension of a Texas teacher certificate for a set term or issuance of a probated suspension for a set 

term; or

• revocation or cancellation of a Texas teacher certificate. 

• imposition of any additional conditions or restrictions upon a certificate that the SBEC deems 

necessary.
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Penalties for Violating Security & Confidentiality

A person commits an offense if:

• The person intentionally discloses the contents of any portion of a secure assessment 

instrument, and 

• The disclosure affects or is likely to affect the individual performance of one or more 

students on the assessment instrument.  

An offense under this section is a Class C Misdemeanor.  
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Investigating & Reporting Testing Irregularities

• Each person participating in the assessment 

program is responsible for reporting any 

violation or suspected violation of test security 

or confidentiality. 

• Campus staff should notify their CTC who will 

then notify their DTC.
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Oral Administrations

• Test administrators responsible for reading aloud or signing test content should read the STAAR Oral and Signed 

Administrations Educator Guide found on the Accommodation Resources webpage and complete the 

appropriate section of the Oath of Test Security and Confidentiality.

• An optional supplemental training module covering topics related to Oral and Signed Administrations is 

available on the Training page of the Coordinator Resources.
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And we are ready for the STAAR EOC Test Administration!  
Bring it!

Mary T. Castañuela

mary.castanuela@esc15.net

325-481-4068

mailto:mary.castanuela@esc15.net

