Submitting a Test Impropriety Report
Updated 08/22/2025

1. From the Test Administration webpage, the DTC will click on the Forms drop down and then select

the Test Impropriety Initial Report Form.

2. DTC will fill out the following web form:

Test Impropriety and Irregularity Report Form
District Test Coordinators (DTCs) must use this form to report all potential test improprieties
and irregularities to the Oregon Department of Education. DTCs must submit their initial

report within one day of learning of a potential test impropriety. For more information about
testimproprieties and irregularities, please see the Test Administration Manual Section 3.0
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Students complete the correct test in a supervised, secure, and distraction-
free test environment.

Students have access to necessary, allowable, and appropriate resources.

Did the incident result in possible IDEA non-compliance (e.g.,
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https://www.oregon.gov/ode/educator-resources/assessment/Pages/Assessment-Administration.aspx
https://app.smartsheet.com/b/form/d0190192d2c74afcb949be49ba33e91e

2. If animpropriety involves multiple impacted tests, the DTC will fill in the form with the
information for the first test and upload a spreadsheet under “Additional Impacted Tests” with
the SSID, student enrolled grade, test name, and Result ID for all additional tests. The template
for additional impacted tests is available using the Multiple Tests Information Upload Template.

Each report should concern only one test type. If multiple test types are involved, do not add
them all to the template. Instead, submit a new report for each test type.
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3. DTCs are encouraged to check the “Send me a copy of my responses” before clicking “Submit.”
After hitting “Submit,” the DTC will see the following confirmation:

Thank you for submitting your report. ODE will review
this report and respond to the District Test

Coordinator within 5 business days to either request
additional information or confirm the outcome for all

impacted tests. We appreciate your attention to
security and your dedication to supporting a valid
testing environment for all students. If you have
immediate questions please contact
ODE.testsecurity@ode.oregon.gov or 503-428-7972.

4. |If the DTC clicked the “Send me a copy of my responses,” they will receive an email like the
following:

Thank you for submiming your eniry. A copy 15 nduded boiow for your records:
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5. Within 5 business days, ODE will send the DTC an email and report summary confirming the outcome
for all impacted tests or requesting additional follow-up information.

6. This report summary will serve as final confirmation of the district’s investigation and the ODE
approved outcome. If a district requires a formal letter of final determination in addition to this report
summary, the DTC will submit a request via email to ode.testsecurity@ode.oregon.gov.



https://tinyurl.com/44uuamk2
mailto:ode.testsecurity@ode.state.or.us

