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State Assessments Security and Ethics  
 
Testing Schedule: The school will follow the testing schedule outline by the Ohio Department of 
Education 2023-2024 Testing Dates | Ohio Department of Education. The testing schedule will be 
updated on the academic calendar annually.  
 
Ethics  
The School abides by all laws and rules regarding the administration of state assessments. This 
policy seeks to familiarize all individuals with the general rules regarding all state assessments. 
Prior to administering any assessment, all School officials must be familiar with and understand 
this policy and any additional laws and rules.  
 
The Dean of Academics or School Counselor shall serve as the Test Coordinator who will ensure 
that the School complies with all Assessment Security Provisions while Assessment materials are 
in the School.  
 
The Test Coordinator shall appoint staff members to serve as Examiners.  
 
General Security Rules/Ethics  
 
No person shall reveal, cause to be revealed, release, cause to be released, reproduce, or cause to 
be reproduced any secure assessment materials through any means or medium, including, but not 
limited to, electronic, photographic, photocopy, written, paraphrase, or oral reproduction.  
 
No unauthorized person shall be in an assessment room during any assessment session or be 
permitted to have access to any secure assessment materials at any time these materials are in the 
School.  
 
These security rules do not apply to practice tests.  
 
Security of the Assessment Materials  
 
To ensure the security of assessment materials, the School has developed the following 
procedure to protect assessment materials while the materials are in the School.  
 
From the time of receipt and until the time of shipping all the testing materials, the Test 
Coordinator shall be in charge of tracking, handling, and maintaining the materials. Before, 
during, and after an assessment administration, the assessment booklets, answer documents, and 
all other assessment shall be in a secure location. The secure location shall be a locked safe, 
cabinet, or closet.  
 
During each assessment administration session, Examiners shall ensure that all Assessment 
Security Provisions are met and shall account for all assessment booklets by serial number, all 
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CDs containing English audio and foreign language translations of the assessments, all answer 
documents, and all tape recorded student responses from the translation session. Examiners  
 
 
remain in charge of material until the materials are returned to the Test Coordinator. The Test 
Coordinator shall inventory the test materials and re-secure them in the secure location.  

The Test Coordinator shall ship all the testing materials as instructed.  
 
Communicating Security Measures  
 
The Test Coordinator shall communicate this policy in writing and discuss this policy each 
school year with the School’s employees, with all students, and with any other person authorized 
to be present in an assessment room.  
 
All employees are required to read The Ethical Use of Tests and are required to acknowledge by 
signoff sheet on training indicating they have read and will abide by the Ethical use of tests.  
 
Security measures and standards for testing should be reviewed annually.  
 
Security Violations  
 
A Security violation may occur in any of the following circumstances:  

• an individual reveals to any student any specific question that the individual knows is part 
of an assessment or the individual assists a student in any other way to cheat on an 
assessment;  

• an individual uses the tests unethically;  
• an individual violate this policy; or  
• an individual violates the School’s security procedure  

 
Any alleged assessment security violation must be reported to the School Director as soon as it 
becomes known. The School Director must report the alleged violation as soon as it becomes 
known. The School shall conduct an investigation into the alleged violation and, upon 
completing its investigation, provide the Department of Education (ODE) a written report 
delineating the cause and results of the investigation. The School must report all breaches to the 
ODE within ten (10) days of any violation.  
 
All employees shall comply with any investigation conducted by the ODE. Prior to taking any 
action, the ODE shall provide the individual with notice of the allegation and an opportunity to 
respond and present a defense.  
 
Should a violation be verified, the offending employee may be disciplined. Discipline may 
include termination. Additionally, the State may seek to suspend the educator’s license, and a 
law enforcement agency may take criminal action.  
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Standards for the Ethical Use of Tests  
 
Each employee of the School must have appropriate knowledge of these standards of ethical 
assessment practices and shall comply with these standards.  
In monitoring practices related to preparing students for a state-wide assessment, the following 
practices are unethical and/or inappropriate:  

• any preparation activity that undermines the reliability and/or validity of an inference 
made from any result of an assessment;  

• any preparation practice that results solely in raising scores or performance levels on a 
specific assessment without simultaneously increasing a student's achievement level as 
measured by other tasks and/or assessments designed to assess the same content domain;  

• any practice involving the reproduction of any secure assessment materials, through any 
medium, for use in preparing a student for an assessment;  

• any preparation activity that includes a question, task, graph, chart, passage, or other 
material included in an assessment, and/or material that is a paraphrase or highly similar 
in content to what is in an assessment;  

• preparation for an assessment that focuses primarily on the assessment, including its 
format, rather than on the objectives being assessed;  

• any preparation practice that does not comply with, or has the appearance of not 
complying with any statutory and/or regulatory provision related to security of an 
assessment; and  

• any practice that supports or assists others in conducting unethical or inappropriate 
preparation activities.  

 
The following practices related to administering and/or scoring assessments that are unethical 
and/or inappropriate:  
 

• any assessment used for purposes other than that for which it was intended;  
• any practice that results in a potential conflict of interest or one that exerts undue 

influence on a person administering and/or scoring an assessment, either making or 
appearing to make an assessment process unfair to some examinees;  

• except for accommodations and/or alternate assessments expressly permitted under 
Chapter 3301-13 of the Administrative Code, any change in procedures for administering 
and/or scoring an assessment that results in a nonstandard condition for one or more 
students;  

• any practice that allows a person without sufficient and appropriate knowledge, skills, 
and/or training to administer and/or score an assessment; 
 

• any administration and/or scoring practice that may produce a result contaminated by a 
factor not relevant to the purpose(s) of an assessment;  
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• any practice of excluding one or more students from an assessment solely because a 
student has not performed well, or may not perform well, on the assessment and/or 
because the aggregate performance of a group may be affected;  

• any practice immediately preceding and/or during an assessment including, but not 
limited to, the use a gesture, facial expression, body language, language, or any other 
action and/or sound that may guide a students' response;  

• except for the directions for administration as prescribed by the test developer and/or by 
the department of education, any practice such as providing to a student, immediately 
preceding and/or during administration of an assessment, any definition and/or 
clarification of the meaning of a word or term contained in an assessment;  

• any practice that corrects or alters any student's response to an assessment either during 
and/or following the administration and/or scoring of an assessment; and  

• any practice that supports or assists any person in unethical and/or inappropriate practices 
during administration and/or scoring of an assessment.  

 
In monitoring practices related to interpreting and/or using any result of an assessment, the 
following practices are unethical and/or inappropriate:  
 

• providing interpretations of and/or using any result of an assessment in a manner and/or 
for a purpose that was not intended;  

• making false, misleading, or inappropriate statements and/or unsubstantiated claims that 
may lead to false and/or misleading conclusions about any result of an assessment;  

• any practice that permits appropriate staff without the necessary knowledge and skills to 
interpret and/or use any result of an assessment;  

• any practice that violates, or places at risk, the confidentiality of personally identifiable 
information pursuant to section 3319.321 of the Revised Code;  

• any practice that provides an interpretation or suggests a use of any result of an 
assessment without due consideration of the purpose(s) for the assessment, the limitations 
of the assessment, an examinee's characteristics, any irregularities in administering and/or 
scoring the assessment, and/or other factors that may affect any result;  

• any practice that supports or leads any person to interpret and/or use any result of an 
assessment in unethical and/or inappropriate ways; and  

• each participating school shall cooperate with the State Board of Education in conducting 
an investigation of any alleged unethical and/or inappropriate assessment practice as 
defined in this rule.  

 
Adopted from O.A.C. 3301-7-01. 


