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POLICY:

Mandated Tests

East Mountain High School  Dean of Students will ensure that all tests and evaluation procedures mandated by the U.S. Department of Education and the New Mexico State Department of Education are implemented at the prescribed times.



TESTS AND EXAMINATIONS ADMINISTRATIVE PROCEDURES:

Test Security
It is the Dean of Students’ responsibility to provide a secure location in which to store test materials that are to remain at the school site.
Only school personnel with a legitimate need will have access to test materials.

School personnel may not copy or paraphrase test items and/or booklets for any reason without permission of the district and the publisher.  School personnel will not use test items and/or booklets for review prior to testing or for instruction following testing.

The school will develop an organized distribution process so that all test materials, used and unused, are accounted for and returned to the EMHS Guidance Office.  Under no circumstances will personnel destroy or dispose of answer documents considered invalid or “messed up” by students.
School personnel must report any breach of testing security, violation of Standardized administration, loss of materials, and/or failure to account for materials immediately to the Head School Administrator and the Dean of Students.

The Head School Administrator and Dean of Students will take any necessary actions that must occur due to any breach of security or standardization.  In the event that disciplinary action is required, the Head School is responsible for implementing the disciplinary action.
Test Administration
The school will notify students and parents prior to test administration as well as inform them of the purposes of the test and the intended use of results.

Test preparation which familiarizes students with test-taking strategies and typical item types is desirable and can legitimately enhance student performance.  The school may purchase publisher-developed test preparation materials.  The best preparation for tests is classroom instruction.  Teachers should not teach the curriculum for the sole purpose of raising test scores.
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