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Montana Comprehensive Assessment System (MontCAS) 
 

School Year 2020–2021 Test Administrator Test Security Agreement 
 
The primary goal of test security is to protect the integrity of the test and to ensure that results are accurate and 
meaningful. Test administrators (TAs or proctors) are Montana licensed professionals who have been trained, are 
familiar with standardized testing procedures, and are employed by the school system (ARM 10.56). Test administrators 
are responsible for following and administering the state tests for accountability and reporting purposes in accordance 
with the OPI’s standardized testing procedures. Test security is essential to uphold the quality of the tests which are 
used to make important inferences about students’ academic performance and progress, and to protect the contents of 
the test from unauthorized disclosure. Test Security Agreements are required for all staff administering or handling any 
component of state tests or accessing any student information through the online reporting systems.  

Check all boxes below to signify that you have read, understand, and will abide by these test security assurances.  

Maintaining Test Security Before, During, and After Testing 
I understand that these standardized testing protocols are part of my professional responsibility to ensure reliable and 
valid scores for accountability and reporting purposes.  

1 I have been trained at the direction of my System Testing Coordinator in the OPI’s standardized procedures 
for test administration, test security, and test accessibility in order to access and administer state tests. 

2 If applicable, I will follow the standardized testing procedures exactly as written, including reading the 
scripts verbatim. 

3 I will take all necessary precautions to maintain the confidentiality of the tests and test materials, whether 
printed material or computer-based, by limiting access and not divulging the contents to any person 
through verbal, written, or any other means of communication. 

4 I will not copy or take a photo of any part of the test or test materials and will ensure while under my 
supervision no test or test question is copied, or reproduced in any manner, by an examinee or anyone 
else. 

5 I will keep all account/login information (e.g., usernames and passwords) protected at all times.  
6 I will not share personally identifiable student information via unsecure means as that is a violation of the 

MontCAS Student Data Privacy Policy and will result in a test irregularity for my school system. 
7 I will keep the tests secure until the tests are ready to be administered. Keeping materials secure means no 

unauthorized personnel can access the materials or disclose the information to others.  
8 I will not develop scoring keys, review any student responses, or prepare answer documents except as 

required by the test administration manuals prepared by the testing delivery contractor. 
9 If applicable, I will not allow anyone other than the assigned student to access secure test sessions.  

10 If applicable, I will ensure students do not have access to technology (which may be used to record, print, 
or otherwise expose test questions or stimuli to other students or outside sources) at any time while secure 
test materials are present. 

11 If applicable, I will administer state tests with or without accommodations based on individual student 
needs consistent with all state and federal laws and regulations, so no child receives any unfair advantage 
or form of assistance other students did not have equal access to. 

12 If applicable, I will monitor testing progress during the testing window to ensure all students participate, as 
appropriate and are given the same opportunity as their peers to demonstrate grade-level knowledge, skills, 
and abilities. 

13 If applicable, I will actively monitor students throughout the test to verify each student is appropriately set 
up based on his/her individual needs to meaningfully participate in testing until completion and I will not 
leave students unattended at any time during testing.  

http://mtrules.org/gateway/ChapterHome.asp?Chapter=10%2E56


14 If applicable, I understand it is my professional responsibility to remain unobtrusive during testing and that 
I cannot provide any form of assistance to students such as coaching or cueing. 

15 If applicable, I will ensure students only use the online calculator as enabled within the test environment 
and will report any instances in which students have had access to additional tools outside the test 
environment. 

16 If applicable, I will ensure the testing location is free from distractions and that all assistive or instructional 
aides are covered.  

17 If applicable, I will ensure all required technology has been tested before administering tests and that the 
environment is conducive to students working independently and with adequate space to ensure 
confidentiality of answers from peers or others. 

18 If applicable, I will collect and account for all materials after testing (e.g., classroom activities, print on 
demand materials, and scratch paper) and not permit students or others to remove test materials from the 
testing location. All secure test materials will be returned to the designated person upon completion of 
testing. 

19 I understand it is my professional responsibility to immediately report testing incidents to our System Test 
Coordinator unless the matter is confidential where the report must be made to OPI’s Test Security Hotline 
(Online Confidential Test Incident Report (TIR) or via the hotline at (406) 444-2474.  

20 If applicable, I will follow the standardized test security procedures as written in the MontCAS Test Security 
Manual and Test Administrator Manuals as failure to comply with these requirements may result in 
consequences, up to reporting findings to the Montana Board of Public Education for further action. 

 

 
 

 
 I Acknowledge 
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