Student Assessment Security Task Force

Incident Report Form

Student Assessment Incident Report Form
Instructions: Please complete all information and submit via e-mail to the Student Assessment Division at testsecurity@tea.state.tx.us.

This form may also be faxed to 512-463-9302. A separate form is required for each incident, and copies of all documentation submitted should be maintained in the district.
	Submitter Information

	First Name
	Last Name
	Job Title
	Telephone
	Date

	     
	     
	     
	(   )    -     ext.     
	     

	District Information

	District
	County/District/Campus#

	     
	    -     -    

	District Testing Coordinator     (  FORMCHECKBOX 
 Check if same as Submitter Information)

	First Name
	Last Name
	Telephone

	     
	     
	(   )    -     ext.     

	Campus Information

	Campus
	Telephone

	     
	(   )    -    

	Campus Testing Coordinator

	First Name
	Last Name
	Telephone

	     
	     
	(   )    -     ext.     

	Test Administration

	Administration
	Year
	Test
	Grade Level(s)
	Subject(s)
	Specify Other

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     
	 FORMDROPDOWN 

	     

	Incident Information

	Name of Individual Involved (1)

	First Name
	Last Name
	Position
	Role During Testing

	     
	     
	     
	 FORMDROPDOWN 


	Name of Individual Involved (2)

	First Name
	Last Name
	Position
	Role During Testing

	     
	     
	     
	 FORMDROPDOWN 


	Description of Incident – Please describe the incident in detail (what happened, when, and where the incident occurred, etc). If more than two individuals were involved, include their first and last name(s), position(s), and role(s) during testing in the description below.

	     

	Communications with TEA (only necessary if TEA was contacted)                                                                            

	Date of Contact
	Name of TEA Representative
	Comments

	     
	     
	     

	Any required supporting documentation (as defined in the 2009 District and Campus Coordinator Manual, page 23)  should be submitted to TEA via fax at 512-463-9302, OR if the district has the capability to scan this documentation as a PDF file, it can be submitted via the above e-mail address. All documentation from coordinators or anyone else involved in the incident should consist of legible (typed), signed, and dated letters that specifically outline what occurred. 
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