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Appendix 6

County Level CTE Director’s Secure Materials and Test Procedures Agreement

I acknowledge that I will have access to secure assessments in the West Virginia Career & Technical Education Global 21 Performance Assessment Program.  I also acknowledge that I have read, understand, and agree to adhere to the Test Administration Manual.  I understand that these materials are secure, and it is my professional responsibility to protect their security.  I agree to complete the assessment’s required training.

I therefore pledge:

1. I will not keep, copy, reproduce, paraphrase, distribute, or review/discuss the current secure test items or student responses.
2. I will implement procedures to ensure maximum test security.  Access to secure materials will be restricted to the test administration period designated by the State mandated testing window.
3. I will immediately report any loss of materials, cheating, security breach, testing administration breach, copyright infringement, or other deviation from acceptable security procedures to the WVDE, Division of Technical, Adult and Institutional Education.
4. I will ensure the Principals/School Level Directors and Building Level Coordinators understand and follow appropriate test security and test administration procedures.
5. I will collect and retain the signed Principals/School Level Directors’ Secure Materials and Test Procedures Agreement and Building Level Coordinator’s Secure Materials and Test Procedures Agreement, if applicable, for each school by the last day of March. 
6. I will not release test administration materials to a school without the signed Principals/School Level director’s Secure Materials and Test Procedures Agreement and verification of training of all other applicable school personnel.
7. I will not disclose individual student test scores or test performance data to unauthorized persons as set forth in Policy 4350.
8. I will not violate test security of the accuracy of the test data score results by manipulating the test administration, demographic data, or the student’s answers or data.
9. I will not give student access to test questions or answer keys
10. I understand that if a breach of test security or copyright infringement occurs as a direct result of my actions, my license, may be suspended or revoked, or I may be suspended, terminated, or have other actions taken.
11. I understand that if a breach of test security or copyright infringement occurs as a direct result of my actions, my license, if applicable, may be suspended or revoked, or I may be suspended, terminated, or have other actions taken.

Please print your name, sign, and return the County Test Coordinator’s  Secure Material and Test Procedures Agreement to the Office of Student Assessment Services prior to the last day of April.

Signature: 	______________________________________________

Print Name: 	______________________________________________

Date:		______________________________________________

If this form is not on file, it will be considered a breach of security by the Division of Technical, Adult and Institutional Education.  
This agreement is valid for one year from the signatory date.

