


The Do's and Don'ts of Security 

Do's 

Do control access to all cell phones and personal 

electronic devices. 

Do attend any district or school training for the 

administration of the test in order to be properly 

informed of the procedures to follow, including 

securing test materials. 

Do move around the testing site to ensure students 

are adhering to the instructions given. 

Do collect scratch paper and return it to the School 

Assessment Coordinator. 

Do follow appropriate accommodation procedures 

as found in the _NSCAS Accessibility Manual. 

Do make students feel comfortable and relaxed. 

Do escort all students and carry all secure testing 

materials to alternate sites for extended time, etc. 

Do have test booklets or test tickets/online set-up 

ready for students ahead of time. 

Do remove from the wall all curriculum materials that 

relate to the tested content. 

Do maintain standardized testing procedures. 

Do read the NSCAS Security Manual and all 

applicable test administration manuals before 

testing. 

Dont's 

Do not discuss, disseminate, or otherwise reveal the 

contents of the test to anyone. 

Do not keep, copy, reproduce, or use any reading, 

mathematics, or science test, test item, any specific 

test content. 

Do not examine responses to any item or any section 

of a secured test in any manner inconsistent with the 

instructions provided by and through the Nebraska 

Department of Education. 

Do not leave students unattended with testing 

materials. 

Do not leave secure test materials alone or in an 

unsupervised location with students. Secure material 

should be kept in a locked storage container or in a 

locked room when not in use. See manuals for 

additional details for each assessment. 

Do not allow students to leave the testing site with test 

materials for any reason. 

Do not allow students to look ahead to other content 

areas before being instructed to do so. 

Do not coach or provide feedback in any way, which 

includes answering any questions relating to the 

contents. 

Do not alter, influence, or interfere with a test 

response in any way or instruct the student to do so. 

Students who move to alternate testing sites for 

extended time should be escorted, and school 

personnel should carry all secure testing materials to 

the new testing location. 

Do not complete any unanswered item or provide 

actual answers to students. 

Do not return any test booklet or answer sheet to any 

student after it has been turned in to the Proctor, 

except in the case of students going to another testing 

site for extended time. (Note: If after the student 

returns the test booklet and answer sheet it is noticed 

that not all of the test items were answered, the test 

booklet and answer sheet cannot be returned to the 

student to complete.) 

Do not place students in situations in which they can 

discuss test items or answers, such as during breaks. 
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