
​SCIOTO COUNTY CAREER TECHNICAL CENTER 2026–2027 DISTRICT TEST​
​SECURITY PLAN & ANNUAL NOTICE​

​1. Purpose and Scope​

​This plan applies to Ohio state assessments administered by the district, including testing​
​conducted at the main campus and any satellite/testing locations for which the CTC is​
​responsible.​

​2. District Testing Personnel and Authorized Access​

​Authorized Testing Personnel​​: Access to secure test​​materials and testing environments is​
​limited to personnel authorized by the district in accordance with Ohio Administrative Code​
​(OAC) 3301-13-05. Authorized personnel may include the District Test Coordinator (DTC) - Noel​
​Franke, Building Test Coordinator (BTC) - Sarah Sand, Test Administrators (TA), Monitors,​
​Translators, and Scribes.​

​The District Test Coordinator will maintain an annual​​Authorized Testing Personnel Roster​
​identifying each authorized individual by name and designated testing role. The roster is​
​incorporated into this Test Security Plan by reference and will be updated as testing​
​assignments change throughout the year.​

​3. Security of Test Materials and Testing Systems​

​1.​ ​Access to secure test materials and testing environments will be limited to authorized​
​testing personnel identified by the District in accordance with applicable Ohio​
​Department of Education and Workforce requirements and the District’s Authorized​
​Testing Personnel Roster.​

​2.​ ​The DTC will be responsible for handling, tracking, accounting for, and maintaining the​
​security of all secure assessment materials from the time they are received by the​
​District or school through their return, shipment, or secure disposition in accordance with​
​applicable state and assessment-provider requirements.​

​3.​ ​The shipping & receiving department of maintenance will ensure these materials are​
​received and immediately given to the DTC, and will retrieve the assessment materials​
​from the district testing coordinator to hand them back off to the shipping servicer (UPS,​
​FedEx, etc.) returning the items to the designated scoring service provider.​

​4.​ ​The DTC will open all shipping containers upon receipt and ensure every item included​
​matches the order manifest as well as the order expected. Any discrepancies will be​
​immediately reported in accordance with the applicable Department and​
​assessment-provider procedures.​

​5.​ ​The DTC will continually track and keep secure all items from the order until it is handed​
​back over to the shipping and receiving department for returns.​



​6.​ ​The DTC will be responsible for finding a location that is appropriate for storage of​
​secure testing materials and that meets applicable state and assessment-provider​
​test-security requirements.​

​7.​ ​The DTC will be responsible for keeping all items safe and secure until all students are​
​finished with the assessment and all makeup assessments have been completed.​

​8.​ ​All scorable used test booklets, secure answer documents, and other materials​
​designated by the Department will be shipped or returned to the specified location no​
​later than one business day following completion of the applicable test administration​
​period, in accordance with the directions of the designated scoring service provider.​

​9.​ ​All non-scorable used and unused test booklets, unused secure answer documents, and​
​other materials designated by the Department will be shipped or returned to the​
​specified location no later than 7 calendar days following completion of the applicable​
​test administration period, in accordance with the directions of the designated scoring​
​service provider.​

​4. Staff Responsibilities​
​For Ohio state assessments, the DTC will review the applicable test administration requirements​
​and assign qualified Test Administrators and Monitors in accordance with OAC 3301-13-02. Test​
​Administrators will meet all applicable state qualification requirements. When more than 30​
​students are tested in an assigned testing room, additional Test Administrators and/or Monitors​
​will be assigned so the ratio does not exceed 30 students to one Test Administrator/Monitor.​
​Test Administrators and Monitors will remain in the assigned testing room throughout the entire​
​test administration.​

​Only individuals authorized by the District and meeting applicable state or assessment-specific​
​requirements will serve as Test Administrators, Monitors, Translators, or Scribes or have access​
​to secure assessment materials.​

​Testing personnel may use an electronic device only when necessary for an authorized​
​testing-related, medical, technological, or emergency purpose and may not use personal​
​electronic devices for non-testing activities while actively administering or monitoring a test.​
​Testing personnel may never photograph students, test content, testing screens, or the testing​
​environment during a test session.​

​All staff members involved in the administration or monitoring of state assessments are​
​responsible for maintaining the integrity, confidentiality, and security of the testing process. Staff​
​shall:​

​●​ ​Complete all required test administration and test security training and review applicable​
​testing manuals, directions, and district procedures prior to testing.​

​●​ ​Follow all state and district testing procedures and administer assessments according to​
​the directions and scripts provided by the Ohio Department of Education and Workforce.​
​Ohio currently requires test coordinators and test administrators to review the applicable​
​Test Administration Manual prior to administration.​



​●​ ​Maintain the confidentiality of all secure test materials before, during, and after testing.​
​Staff shall not copy, photograph, record, reproduce, paraphrase, discuss, share, or​
​otherwise disclose secure test content.​

​●​ ​Staff shall not photograph, copy, record, describe, reproduce, transmit, post, upload, or​
​otherwise share secure test content through social media, messaging applications,​
​email, artificial intelligence platforms, or any other electronic or digital means.​

​●​ ​Provide students only those materials, resources, tools, and accommodations​
​specifically permitted for the assessment. Approved accommodations must be provided​
​in accordance with the student’s applicable educational plan and state testing​
​requirements.​

​●​ ​Actively monitor students throughout the entire testing session. Staff must remain​
​attentive to the testing environment and may not leave students unattended, work on​
​unrelated tasks, use personal electronic devices for non-testing purposes, or engage in​
​activities that interfere with active monitoring. Ohio specifically identifies inadequate​
​monitoring—including leaving the room or working on other tasks—as a potential​
​test-security violation.​

​●​ ​Ensure students work independently and do not communicate with, view the work of, or​
​receive assistance from other students.​

​●​ ​Refrain from coaching, prompting, hinting, defining words, explaining questions,​
​suggesting answers, confirming answers, or otherwise assisting a student beyond what​
​is expressly permitted by the test administration directions or an approved​
​accommodation.​

​●​ ​Refrain from intentionally reviewing, studying, memorizing, or otherwise familiarizing​
​themselves with secure test questions or student responses except when specifically​
​required to perform an authorized testing function.​

​●​ ​Ensure that unauthorized electronic devices are not accessed during testing and follow​
​district procedures for securing student devices prior to the beginning of the test session.​

​●​ ​Maintain required testing-room security. Only authorized individuals may enter or remain​
​in the testing environment while secure testing is occurring.​

​●​ ​Maintain control of all testing materials, student testing tickets, scratch paper,​
​accommodated materials, and other secure materials assigned to them. Materials must​
​be accounted for and returned or disposed of according to district and state procedures​
​immediately following testing.​

​●​ ​Immediately report any suspected testing irregularity, security violation, student cheating,​
​unauthorized device use, missing testing material, technology incident affecting test​
​security, or other concern to the District Test Coordinator or designated Building Test​
​Coordinator. Staff should​​not independently investigate​​a suspected security​
​violation​​unless directed to do so.​

​●​ ​Cooperate fully with any district or Ohio Department of Education and Workforce​
​investigation of an alleged testing violation. Ohio requires participating schools to ensure​
​employee cooperation with such investigations.​

​●​ ​Maintain student confidentiality when discussing or documenting testing incidents.​
​Secure test content and personally identifiable student information shall not be​
​transmitted through unauthorized means.​



​Prior to each test administration, the Test Coordinator and/or Test Administrator will remind​
​testing personnel of applicable test security requirements, prohibited practices, electronic-device​
​restrictions, active monitoring expectations, and procedures for reporting testing irregularities.​

​Failure to follow state or district test administration and security procedures may result​
​in test invalidation, corrective or disciplinary action, and/or other consequences​
​permitted by Ohio law and district policy.​

​5. Student Test Security Expectations​

​Students participating in state testing are responsible for following all test security procedures​
​and directions provided by testing personnel. Students shall:​

​●​ ​Complete all test questions​​independently​​and may​​not give or receive unauthorized​
​assistance.​

​●​ ​Follow all directions provided by the Test Administrator and testing personnel.​
​●​ ​Use only materials, resources, calculators, and other tools specifically permitted for the​

​assessment or provided as an approved accommodation.​
​●​ ​Keep their work private and refrain from viewing, attempting to view, or sharing another​

​student’s responses.​
​●​ ​Refrain from talking or communicating with other students during testing unless​

​specifically directed by testing personnel.​
​●​ ​Not copy or attempt to copy, photograph, record, reproduce, memorize for the purpose of​

​sharing, post, transmit, discuss, or otherwise share any secure test question, passage,​
​prompt, response option, or other test content.​

​●​ ​State test questions and related test materials are secure and may not be reproduced or​
​revealed by electronic, photographic, written, paraphrased, or oral means​

​●​ ​Not access a cell phone, smartwatch, earbuds/headphones, tablet, camera, or other​
​unauthorized electronic or communication device during testing. Devices must be​
​powered off and stored as directed by testing personnel. Approved accommodations or​
​authorized health-related devices are exceptions when used according to established​
​procedures.​

​●​ ​Students may not photograph, record, post, message, upload, describe, or share test​
​questions or other secure test content with anyone, including through social media,​
​messaging apps, or artificial intelligence platforms.​

​●​ ​Notify the Test Administrator if there is a problem with the testing device, testing​
​materials, or testing environment rather than attempting to resolve the issue​
​independently.​

​●​ ​Immediately notify the Test Administrator if the student becomes aware of an accidental​
​exposure to secure test content or another situation that could affect test security.​

​●​ ​Return or leave behind all testing materials as directed, including scratch paper and any​
​other materials provided during the testing session.​

​Test Security Violations:​​Cheating, accessing an unauthorized​​electronic device, sharing or​
​reproducing secure test content, providing unauthorized assistance to another student, or​



​otherwise compromising the security of a state assessment may result in an investigation and​
​possible invalidation of the student’s test. Additional consequences may apply in accordance​
​with the Scioto County CTC Code of Conduct and applicable state requirements.​

​No later than October 1 of each school year, these test security requirements and​
​potential consequences will be provided to students in writing and discussed with​
​students. If a state test administration occurs prior to October 1, the written​
​communication and discussion will occur prior to the applicable test administration​
​period. Students will also receive an oral reminder of applicable test security​
​requirements prior to each state test administration period.​

​6. Electronic Devices​
​Policy JFCK of the Scioto County CTC’s Board Policy recognizes the impact of student cell​
​phone use on student mental health and achievement and the distractions cellphones present​
​within the classroom. The Board prohibits student use of cellphones during the instructional day​
​except:​

​●​ ​If permitted under the building’s comprehensive emergency management plan​
​●​ ​For student learning or to monitor or address a health concern if included in a student’s​

​individualized education program or plan, a 504 plan or other reason deemed​
​appropriate by the Superintendent/designee to monitor or address a student health​
​concern, or​

​●​ ​To monitor or address a health concern if the Board receives a written statement from​
​the student’s physician requiring such use​

​Per the​​Scioto County CTC Code of Conduct​​:​

​●​ ​A student shall not use electronic devices or cellular telephones (including headphones)​
​during the school day from 8:10 a.m. and 2:30 p.m. or any time at extracurricular​
​functions/after school day functions unless approved by the SCCTC staff for educational​
​reasons. Cell phones/electronic devices may be confiscated for a limited time for​
​violating cell phone/electronic device policies and may only be returned to the violating​
​student’s parent or guardian if necessary.​

​In addition to the Scioto County CTC electronic device policy, students may not access or use​
​unauthorized electronic or communication devices during testing. This includes, but is not​
​limited to, cell phones, smartwatches, earbuds/headphones, tablets, cameras, and other​
​Wi-Fi-enabled, recording, or communication devices. Devices must be powered off and stored​
​as directed by testing personnel before testing begins.​

​Accessing an unauthorized electronic device during a testing session may constitute a test​
​security violation and may result in test invalidation. Photographing, recording, copying,​
​transmitting, posting, or otherwise sharing any test question, passage, prompt, or other secure​
​test content is strictly prohibited and will be reported in accordance with Ohio test security​
​procedures.​



​Students who require an electronic device for an approved accommodation, health-related​
​need, or other use permitted by state law and district policy may use the device only as​
​authorized and under appropriate staff supervision.​

​Social Media and Electronic Sharing​
​Secure test content may not be photographed, recorded, copied, described, reproduced,​
​transmitted, posted, or shared through social media, messaging applications, email, websites,​
​artificial intelligence platforms, or any other electronic or digital means. This prohibition applies​
​to students, staff, and any other individual authorized to access secure test materials.​

​Individuals may not post or share images, descriptions, summaries, paraphrases, or other​
​information that could reveal the content of a secure assessment. This restriction applies before,​
​during, and after a testing session and remains in effect until the test content has been officially​
​released by the Ohio Department of Education and Workforce.​

​Any suspected posting or electronic sharing of secure test content must be reported​
​immediately to the District Test Coordinator. The District will report and respond to suspected​
​test security violations in accordance with Ohio requirements and Department procedures.​

​7. Parent/Guardian Notice​

​Scioto County CTC is committed to maintaining the security, integrity, and confidentiality of all​
​state assessments. In accordance with Ohio test security requirements, students and staff are​
​provided with test security expectations and procedures prior to state testing.​

​Students are expected to complete assessments independently, follow all directions provided by​
​testing personnel, and protect the confidentiality of secure test content. Students may not copy,​
​photograph, record, reproduce, post, transmit, discuss, or otherwise share secure test​
​questions, passages, prompts, or other test content.​

​Electronic Devices:​​Students may not access unauthorized​​electronic or communication​
​devices during testing, including cell phones, smartwatches, earbuds/headphones, tablets,​
​cameras, or other Wi-Fi-enabled, recording, or communication devices. Devices must be​
​powered off and stored as directed by testing personnel. Exceptions may be made for approved​
​accommodations or authorized health-related needs.​

​Accessing an unauthorized electronic device or otherwise violating test security requirements​
​may result in an investigation and possible invalidation of the student’s assessment. Additional​
​consequences may apply in accordance with the Scioto County CTC Code of Conduct and​
​applicable state requirements. Ohio guidance notes that device access does not automatically​
​require invalidation when cheating or compromise of test content can be ruled out.​

​Parents and guardians are encouraged to review these expectations with their student prior to​
​state testing and to remind students that secure test content should never be photographed,​
​recorded, posted to social media, or shared with others.​



​This notice will be made available to parents/guardians annually through district​
​communication methods and/or the district website prior to applicable state testing.​

​8. Suspected Test Security Violations​

​1.​ ​Upon becoming aware of an alleged or suspected state test security violation, staff shall​
​immediately report the matter to the District Test Coordinator. The DTC will notify​
​appropriate district administration and will report the alleged violation to the Ohio​
​Department of Education and Workforce Office of Assessment as soon as it becomes​
​known, following the Department’s current test-security reporting procedures. Staff shall​
​preserve relevant evidence and confidentiality and shall not independently investigate​
​the matter unless directed to do so. The District will cooperate with and conduct any​
​investigation requested by the Department while providing appropriate due process to​
​any individual accused of a violation.​

​A.​ ​revealing to any student any specific question that the person knows is part of an​
​assessment or in any other way assisting a student to cheat on an assessment​

​B.​ ​obtaining prior knowledge of the contents of an assessment​
​C.​ ​using prior knowledge of the contents of an assessment to assist students in​

​preparing for the assessment​
​D.​ ​failing to comply with any rule adopted by the Ohio Department of Education and​

​Workforce (DEW) regarding security protocols for an assessment.​
​2.​ ​Commercial and Other Assessments:​​For commercial or​​other assessments not​

​governed by OAC 3301-13-05, including assessments such as ACT and ACT WorkKeys​
​where applicable, the District will follow the test-security, incident-reporting, invalidation,​
​and documentation requirements established by the applicable testing provider. Ohio’s​
​State Tests, including end-of-course assessments, will be handled in accordance with​
​Ohio state test-security requirements.​

​3.​ ​Alleged violations involving classroom assessments administered as part of regular​
​academic or career-technical instruction and not under the oversight of the DTC will be​
​addressed by the instructor and appropriate district administration in accordance with​
​applicable district policies and procedures.​

​4.​ ​For commercial or other provider-administered assessments, the DTC will coordinate​
​any determination regarding score invalidation in accordance with the applicable​
​assessment provider’s test-security requirements. For Ohio state assessments, the DTC​
​will coordinate with the Ohio Department of Education and Workforce and appropriate​
​district administration to determine whether test invalidation or other action is required in​
​accordance with applicable state test-security requirements and Department procedures.​

​5.​ ​Within ten calendar days after completion of the District’s investigation, the District will​
​submit the written investigation report required by the Ohio Department of Education and​
​Workforce. The report will include the names, positions, and titles of persons believed to​
​be involved; a detailed description of the incident; interviews or testimony obtained; a​
​statement of the evidence or lack of evidence that a violation occurred; the results and​
​grounds for the District’s determination; and any corrective or disciplinary action taken.​


