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Test Security Policy 

CASAS publishes this test security policy to maintain the integrity of its assessments and to assist with 
the implementation of and adherence to test security practices. Administrators and testing personnel 
are responsible for following these procedures and ensuring that agency staff are aware of and follow 
said procedures. 

  
It is the immediate legal responsibility of the agency director, principal, or other primary administrator 
to enforce securing testing materials upon taking delivery of materials and at all times afterward. Only 
testing personnel and others qualified as part of the testing process may have access to any testing 
materials.   
 
Security of Testing Materials 
All testing materials must be kept secure.  This includes but is not limited to computerized-testing 
versions of CASAS eTests, whether online or desktop, test booklets, CDs, answer sheets, and answer 
keys. No unauthorized personnel should be allowed access to CASAS eTests or to paper test booklets. 
Security procedures for computerized-testing and paper test booklets must be held to the same 
standard.    
  
Test Administration  
Testing personnel must remain in the testing room throughout an entire test session to ensure that 
everyone follows all testing rules. Examinees must sit three to five feet apart and refrain from talking or 
seeking help from others in any way during the testing session. Testing personnel must ensure that they 
follow all test administration directions and language as dictated in the appropriate CASAS Test 
Administration Manual. 
 
CASAS eTests: CASAS will occasionally embed unpublished test items into operational CASAS eTests in 
order to maintain and build its item bank. These items are not scored. The security of these items 
cannot be compromised and must be maintained in the same manner as all testing materials.    
 
Paper test booklets: Paper test booklets and related test support materials should be kept in locked 
storage at all times when not in use. Prior to the distribution of test booklets, the test administrator 
must number each test booklet for tracking purposes. As examinees finish a test, they must put their 
answer sheet inside their test booklet and wait until the conclusion of the testing session. The 
administrator must ensure that each test booklet is returned before anyone leaves the testing facility.  
  
Confidentiality of Tests and Test Items  
No agency, school, or other entity may use any CASAS test or test item – published or unpublished – as a 
tool to prepare examinees for the testing process. CASAS tests may never serve as practice tests in any 
capacity or for any purpose. Test items may not be reviewed, discussed, or explained to anyone at any 
time.  
  
Paper test booklets: If test booklets have been marked in or torn, agencies should shred these test 
booklets. If an agency is transitioning to a new test series, CASAS requests that agencies shred old test  
booklets and destroy related testing materials including CDs. Agencies may not retain test materials for 
use as practice tests or for instructional purposes.  
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When agencies shred test booklets, they must notify CASAS at casas@casas.org and provide the 
following information: test series, form number, and the number of copies of each test form shredded, 
e.g., Life and Work Reading 187R: 14 copies. 
  
No agency, school, or other testing entity may share or provide any testing materials to another agency 
or school. Agencies that make such requests should be advised to contact CASAS directly. Testing 
materials must remain at the testing site at all times.   
  
Copyright Infringement  
No test materials may be duplicated, photocopied, or reproduced in any manner. Federal copyright law 
prohibits unauthorized reproduction and use of copyrighted test materials.  
 
Agency Test Security Policy  
Agency directors, principals, and other primary administrators need to maintain a specific test security 
policy that discusses the proper handling and use of test materials.  
  
All testing personnel must sign the Agency Test Security Policy statement agreeing to uphold the 
security policies of the agency, school, or testing entity.   
 
Should CASAS determine that any agency, school, or other testing entity has violated any provision of 
this test security policy or that testing materials have been compromised in any manner, purposely or 
otherwise, CASAS reserves the right to take appropriate action to rectify the violation of its test security 
policy.  
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

 
 
 

http://www.casas.org/
mailto:casas@casas.org


 

 
www.casas.org  Page 3 of 3 
 

Agency Test Security Policy 
  
To protect the quality and standardization of CASAS assessments, agencies must agree to: 

1. Follow all test procedures as required in this Test Security Policy. 
2. Secure all CASAS test materials, whether paper-based or computer-delivered, under lock and 

key except during testing sessions. 
3. Ensure that before or after any test administration, all test materials are secure and inaccessible 

to any non-testing personnel, examinees, or others not responsible for test administration.  
4. Remain in the testing room at all times during the testing event and monitor all examinee 

activity as appropriate and in compliance with test security procedures.  
5. Ensure that examinees sit at least three to five feet apart and do not talk or seek help from 

others during the testing event. 
6. Refrain from assisting examinees with test answers on any test before or during the testing 

event. 
7. Refrain from reviewing test questions with examinees after the testing event. 
8. Ensure that agency staff members follow all specific testing procedures as stated in CASAS test 

administration manuals. 
9. Disallow use of any CASAS assessments as practice tests or as instructional tools. 
10. Advise any agency, school, or testing entity to contact CASAS, and not my agency, with any 

inquiry about sharing or duplicating CASAS testing materials.  
11. Refrain from duplicating or in any way reproducing any testing materials, including but not 

limited to test booklets, answer keys, answer sheets, and CASAS eTests.  
12. Report any violation of this Test Security Policy. 

 
My signature on this document certifies that I have read the above policy, will follow all test 
administration directions as stated in the CASAS Test Administration Manuals or Test Administration 
Directions, and agree to abide by all test security procedures.  
 
 
              
Signature  Date 
 
 
              
Print Name 

 

     
Position/Title  
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