Stockton Borough Pubic School

Security Plan


TURNKEY TRAINING
· District/School Test Coordinator (DTC/STC) will attend state training session(s).
· DTC/STC will meet with the Teacher in charge and School Secretary to discuss and coordinate materials necessary to conduct training.
· State PowerPoint presentation
· Roles and responsibilities for each examiner
· Examiner Manual for each examiner
· DTC/STC will hold training session for examiners, classroom teachers and special education teachers as needed no later than 3 days prior to testing.  ALL attendees will be required to sign an attendance form.  Attendance is a mandatory requirement for administering tests.  Topics to be covered include but are not limited to:
· Testing dates/times
· Description of test materials
· Proper distribution of test booklets, answer folders, and other testing materials
· Proper use of security checklists
· Test security to include consequences for breaches, keeping all booklets in numerical order, seating of students
· Things to always do during testing and NEVER do during testing
· Rules for accommodations – i.e. NEVER read a reading passage to a student
· Responsibilities of examiners vs. proctors
· Examiners and proctors must be circulating through the room at all times
· How to know that a child is in the right section of the test and answer folder
· Use of Irregularity Report
· Proper procedure for a missing test booklet
· Proper test collection procedure

STORAGE OF SECURE MATERIALS

· Materials will be delivered to the downstairs office.
· Authorization to Receive Secure Materials form is located above the Special Services mailbox.  Only those listed on that form will be permitted to receive test materials.  The form must be presented to the courier at the time or receipt.
· Upon delivery, the DTC/STC will verify that all materials have been received.  ALL test booklets will be checked to verify the range of security numbers assigned to each school.  In addition, they will also count the number of booklets through the shrink wrap to ensure the correct quantity was received.  Any discrepancies will be noted and the DTC/STC will contact the NJDOE and appropriate testing contractor.
· DTC/STC will be notified as to the delivery date and time of the school boxes.  Boxes will be sealed and delivered to DTC/STC.  Upon arrival, DTC/STC will verify all materials have been received.
· All school materials will be stored in a locked cabinet in the basement.  Only the DTC/STC and the school secretary will have a key to that cabinet.
· All district overage materials will be stored in a locked cabinet in the district office.  Only the DTC/STC and the school secretary will have a key to that cabinet.
DELIVERY PROBLEMS
· The DTC/STC will call the appropriate testing contractor and contact person at NJDOE.
· A copy of the Authorization to Receive Secure Materials will remain in the district office.
· If the courier does not pick up used answer folders or test booklets on the specified date, the DTC/STC will:
· Maintain the security of the materials by keeping them in a secure, locked location
· Contact the appropriate testing contractor
· Notify the County Test Coordinator
MISSING TEST BOOKLET
· If at any time it is discovered that a test booklet is missing, the following procedures MUST be followed:
1. Examiner:
a. Halt testing
b. Notify DTC/STC immediately
c. No student is to leave the testing area

2. DTC/STC
a. Halt testing
b. No student is to leave the testing area
c. Notify school principal
CHAIN OF COMMAND
· The DTC/STC will be on-site during all testing [regular and make-up].
· The DTC/STC will be floating between schools during all testing [regular and make-up].
· In the event of an emergency, if the DTC/STC is off-site, the teacher-in-charge will follow directions from the DTC/STC via cell phone.
· The school will designate a back-up DTC/STC in the event of an absence on a testing day.  This back-up will be fully trained in all aspects of testing including the proper procedure for distributing and collecting materials, location of test materials, schedule, and location of security plan.
· ………..
· Back-up examiners will be trained in the event that an assigned examiner is absent.  Substitute teachers will NOT be used as examiners.
SICK CHILD
If a child is absent during testing, the child shall be given the opportunity to make-up one or all tests.  Someone other than the classroom teacher and another setting may be used for student make-ups.  If a student is out for both testing and make-up days, then the test and portions of the test will not be completed.

If a child has a temporary disability, such as a broken dominant hand, a temporary 504 Plan will be written to accommodate this disability.

If a child becomes sick during a test, the teacher/test administrator will adhere to the guidelines written in the administration manual pertaining to irregularities and blood borne pathogens procedures.
