ANNEX 1 (Test Control Procedures) to 2-95 MP Schools Standing Operating Procedures (SOP)


1.  PURPOSE:  To provide responsibilities and procedures for the procurement, administration, safeguarding, scoring, and management of testing material.

2.  SCOPE:  These management and control procedures are applicable to all Test Control Officers (TCO), Alternate Test Control Officers (ATCO), Test Administrators (TA) Team Chiefs and key control custodians.

3.  REFERENCES:

     a.  Army Regulation 611-5



15 DEC 1982

     b.  TRADOC Regulation 350-70


09 MAR 1999

     c.  Course Management Plan, Basic Military Police (MP) Course (31B10), Basic Corrections-I/R Course (95C), TATS MP Basic Noncommissioned Officers Course (BNCOC), and TATS MP Advanced Noncommissioned Officer Course (ANCOC).

4.  GENERAL:

     a.  Security.

         (1) All test material will be secured in a locked container or room that is not accessible to unauthorized individuals.  Tests and Answer sheets are stored separately. The Battalion Commander designates authorized individuals by additional duty appointment orders.

         (2) A current master inventory of all tests will be kept in the Bn HQ test control area and at the test sites using DA Form 5159-R.  Specific tests will be recorded on their own DA Form 5159-R for issue and receipt however, the DA Form 5159-R used for specific tests must be reflected on the master inventory.  All transactions that are conducted must be recorded at the time they are conducted.  At a minimum, the NOTES section of DA Form 5159-R will be used to denote issue, turn in, and destruction.

(3) All tests that come from ATSC are inventoried for contents. The 

original copy of the inventory sheet is sent back to ATSC. One copy is retained for the BN records.  Tests are placed in BN inventory on DA Form 5159-R. The test sheets and answer keys are added control numbers. 

         (4) All serial numbers will be sequential and eraser proof, and include the battalion office symbol and training site identification code.

         (5) The only authorized deviations for security will be approved through the proper channels to the proponent agency.

         (6) Only the Battalion Commander or TCO will authorize a written request for the loan or transfer of test materials.  The Battalion Commander or TCO must approve the transfer in writing.  All security measures and procedures must be followed during a loan or transfer.

         (7) Will ensure all actual or suspected compromises are reported through the proper channels. All test materials related to the version suspected of compromise will be impounded and forwarded to the Bn HQs. This test will not be used until approved by the proponent school or major commander.  If the version is placed back into use, it will be closely monitored to determine whether or not it was compromised, and whether impound requirements should be re-imposed.

      b.  Loss, compromise, or possible compromise.

         (1) The Battalion Commander will determine if an investigation is warranted and initiate corrective actions.

         (2) The Battalion Commander or his authorized representative will be the only authorized reporting agency for the battalion.  The commander will notify USAMPS with all relative information in the event of a suspected or actual compromise.

         (3) TCOs will ensure that the tests are in visual control at all times.  Examinations will be brought into the class in the proper quantities prior to distributing them to the students for use.  All other times they will be secured.

     c.  Test Administration.

         (1) The test instructions that accompany the test material must be followed as well as the test administration requirements IAW AR 611-5 chapter three and TRADOC Regulation 350-70 Chapter VI-7-7.

         (2) A Test Administration Statement, DA Form 5160-R, must be completed before each test.  DA Form 5160-R will be kept as part of the student folder for those students who fail a test.  All others may be consolidated at the training site or kept in individual student folders until the student’s graduate, then the DA Forms 5160-R will be locally destroyed.

b.  SOP

   
(1) This SOP must be kept at each location where test materials are used, stored, or administered.

        
(2) A copy of any test control/administration additional duty appointment orders will be posted/attached to this Annex.  These orders must be kept with the examinations and on site where testing occurs.

           (3) Newly assigned personnel will read the Test Control Annex and sign the acknowledgment located in the Test Control Annex book retained in the Test Control Area.  Soldiers who handle test materials will review the Test Control Annex quarterly and sign the review acknowledgment located with the Test Control Annex.

         (4) An access roster to the test control area will be posted on the cage at the battalion test control area and at the storage areas for the geographically separated test control areas.  A copy of the access roster will also be posted as part of the test control annex.

         (5) Suggestions for improvement should be forwarded to the Commander at the unit Headquarters address.

5.  RESPONSIBILITIES:

     a.  Commander.

         (1) Appoint in writing TCO and ATCO.

         (2) Relieve in writing all TCO and ATCO.

         (3) Appoint in writing the key custodian and alternates.

         (4) Relieve in writing the key custodian and alternates.

b.  Test Control Officers.

         (1) Appoint in writing all Test Administrators (TA).

         (2) Relieve in writing all TA.

         (3) Maintain this SOP and related SOP procedures that address test control, test administration, and key control.

         (4) Ensure compliance with the requirements of this SOP.

         (5) Ensure the ATCO are fully knowledgeable of the requirements stipulated in this SOP.

         (6) Ensure the TA's are fully knowledgeable of the requirements stipulated in this SOP.

         (7) At a minimum, ensure there is a quarterly inventory conducted of all test materials using DA Form 5159-R with the results being filed in the MOS library.

      c.  Alternate Test Control Officers.

         (1) Assist the TCO in maintaining a SOP that addresses test control, test administration, and key control.

         (2) Ensure proficiency with the requirements of this SOP.

         (3) At a minimum, conduct quarterly inventories of the test material using DA Form 5159-R with the results being forwarded to battalion to be filed in the MOS library.

     d.  Test Administrators.

         (1) Assist the TCO in maintaining a SOP that addresses test control, test administration, and key control.

         (2) Ensure proficiency with the requirements of this SOP.

     e.  Key Control Custodian.

         (1) Will ensure only authorized personnel have access to the keys of the test control area.  A copy of the authorization for these keys will be kept as a part of the Test Control Annex in the Test Control Area.

6.  PROCEDURES:

a.  TCO must ensure the following:

         (1) Upon receipt of test material from the US Army AG Publications Center or the United States Army Military Police School (USAMPS), an inventory of the

tests will be conducted to ensure all tests were received by matching the

quantity shipped against the actual amount received.  All information will be

recorded on DA Form 5159-R (Inventory of Army Personnel Test Material) which will be kept on file in the Test Control Area.  All discrepancies will be reported through proper channels to the originating source of the shipment.

(2) Store the tests in a securable container or locked room that is not accessible to unauthorized personnel.  

              (a) The test control area for 2-95 MP is located in the library cages.  The TCO/ATCO will sign for the keys from the key control custodian.

              (b) IDT sites will store tests in a suitable location in compliance with paragraph 4 of this SOP.

         (3) Ensure test booklets, manuals, and scoring keys, are marked FOR OFFICIAL USE ONLY.  Unused test sheets need no markings.

         (4) Ensure that DA Label 87 is used at the storage site and when transporting test materials.  The label is not required on each individual test if the tests are in one container or bundle clearly identified by a DA Label 87.  The DA Label 87 is not required to be attached to tests during test administration.

         (5) Ensure there are serial numbers on the test materials, which will begin with AFRC-TOK-C-B, site identification code, and a sequential corresponding number.  Serial numbers must not be duplicated from previous test materials or test materials that may have been destroyed.

         (6) Ship test materials to ATCOs in the geographically separated areas by registered or certified mail.  Unused answer sheets and other similar items may be sent by regular mail.  Answer sheets and test questions must be mailed separately.  Test materials must be double wrapped and clearly marked as follows:

FOR OFFICIAL USE ONLY

TEST MATERIAL

TO BE OPENED BY TEST CONTROL OFFICER

ONLY

All shipments will be recorded on DA Form 5159-R in the NOTE section.  Team Chiefs of geographically separated training sites will be mailed the number of copies required for their site based on TRADOC Form 270-R and ATRRS roster.  If the Battalion HQs does not reproduce the tests, Team Chiefs or the TCO will reproduce the number of required copies using the required serial numbers as established in paragraph 4 a.(3).

         (7) Receive test materials from geographically separated ATCOs in accordance with the above requirements. All completed answer sheets will be filed in an appropriate container and remain on file for two years in conjunction 

with the class folders.  These completed answer sheets will be filed chronologically in the test control area in an appropriate labeled file cabinet.  All other test materials will be returned to the storage area and filed appropriately.

         (8) Test destruction will be conducted IAW AR 611-5 and TRADOC Regulation 350-70 through burning or chemical decomposition and recorded on DA Form 5159-R or by memorandum stating test number, subject, and date of destruction.  The memorandum will be signed by the person destroying the test and by a witness.

         (9) Will ensure all actual or suspected compromises are reported to the Battalion Commander and procedures stated in paragraph 4 a. (6) are followed.

     b.  The ATCO must ensure the following:

         (1) Upon receipt of test materials from Battalion HQ, inventory the tests to ensure all tests were received by matching the quantity shipped against actual amount received.  The quantities will be recorded on DA Form 5159-R (Inventory of Army Personnel Test Material) which will be kept on file with the tests and a copy sent to the TCO.  All discrepancies will be immediately reported to the Chief Instructor, Opn/Tng NCO, or TCO. 

         (2) Store tests in a securable container or locked room that is not accessible to unauthorized personnel. 

         (3) Ensure test booklets, manuals, and scoring keys, are marked FOR OFFICIAL USE ONLY.  Unused test sheets need no markings.

         (4) Ensure that DA Label 87 is used in the storage site and when transporting test materials.  The label is not required on each individual test if the tests are in one container or bundle clearly identified by a DA Label 87.  The DA Label 87 is not required to be attached to the test during test administration.

         (5) Ensure test materials are marked with serial numbers, which will begin with AFRC-TOK-C-B and the site identification code with sequential corresponding numbers.  

         (6) Issue materials to test administrators for use.  The test administrator must follow all testing guidance IAW AR 611-5, chapter three.

         (7) Inventory all test materials when returned from the test administrator.

         (8) Check all test materials for quality to determine if they may be reused. 

         (9) Maintain the answer sheets at the training location until the class graduates then forward the answer sheets to the Battalion, which will keep them on file for at least one year.

         (10) The test administrator properly scores the tests.

         (11) Return all unused test materials prescribed by the Battalion Commander to the Battalion HQ IAW with the proper procedures as specified in paragraph 4. a. (6) above.

         (12) Report any actual or suspected test compromises to the Battalion TCO.  Ensure all actual or suspected compromises are reported to the battalion commander and ensure procedures stated in paragraph 4 a. (6) are followed.  Compromised tests will be collected and an initial investigation and or search will be conducted in an attempt to isolate the cause of the compromise or locate the compromised test(s).  If a test is compromised it will be invalidated and the alternate version will be administered.  

c.  Test Administrators will ensure the following:

         (1) All tests are administered IAW AR 611-5 chapter three, TRADOC Regulation 350-70 Chapter VI-7-7. Test Administration, and paragraph 4-c. (1) of this SOP.  

         (2) The proponent school test instructions are included with the test materials for the test administrators to follow.

         (3) Testing conditions are favorable.

         (4) Testing environment is adequate for the administration of the test.

         (5) The student completes a DA Form 5160-R, Test Administration Statement.

         (6) Answering student questions that will not influence proper evaluation of the student.

         (7) Collection and accountability of all test materials.  This includes any paper used by the student.

         (8) All stray marks are removed from the test booklets and that the test materials are reusable.  Any unusable test materials will be returned to Battalion for proper destruction.

         (9) All completed answer sheets are properly filed separate from the student folder IAW the instructions of the ATCO.  Neither test answer sheets nor tests will be returned to the student after a test has been administered.  

         (10) Report any possible compromises to the ATCO assigned to the area.

         (11) Score the tests in accordance with the testing guide.

         (12) Return all tests to the ATCO for storage.

7.  ATTACHMENTS:

     a.  Attached forms are for duplication and use:

         (1) DA Form 5159-R

         (2) DA Form 5160-R

     b.  Attached portions of specific regulations are provided for your reference:

         (1) Army Regulation 611-5

         (2) TRADOC Regulation 350-7     
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