KEY THINGS TO REMEMBER FOR A SUCCESSFUL TESTING EXPERIENCE
	Be able to defend your actions based on the Administration Code regulation. (703 KAR 5:080)

	Ensure test prep courses or activities lead to improved teacher instruction and student learning.

	Maintain security of test materials at all times.

	Guard the security of test items by, but not limited to:

· not discussing test items

· not taking notes

· not sharing knowledge of test content through verbal, physical or electronic transmission.

	Read test manuals and prepare materials prior to the start of testing sessions.

	Follow test manual directions including the reading of scripts to students.

	Verify that each student is receiving his/her own grade specific materials for each test session.

	Provide students with only items that accompany test materials or are listed as approved in test manuals.

	Actively monitor students throughout the allotted time of the testing session for appropriate behavior, appropriate use of approved electronic devices and to ensure that students are working in the appropriate areas of the test and student response booklets.

	Offer only appropriate assistance to students.

· Guidance on working in correct area of the test book and student response book
· Encouragement to stay on task

· Reminders about allotted and/or remaining time as directed in test manuals

· Do not point out errors or blank responses

· Do not give positive or negative feedback regarding student responses
· Do not alter student responses

	Provide allowable accommodations in appropriate test settings.

	Carefully inventory test materials after each testing session before leaving the testing location.

	Report any problems or concerns to the proper school, district or state authority.
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