Job Aid 350-70-5.8d

TEST CONTROL CHECKLIST

TRAINING BATTALION/DEPARTMENT/DIVISION: _________________________________
TRAINING SITE: ___________________
REVIEWER:_________________         



DATE:      /     /     
This checklist is designed for use by the test administering activity, to maintain the necessary level of test control, based upon the required sensitivity of the material, as determined by the proponent.  It may also be used to prepare for an assistance or accreditation visit, but is not a formal part of the evaluation criteria for the related accreditation standard. 

	
	GO (YES)
	NO-GO (NO)

	1.  Is a primary and an alternate test manager (a Unit Test Control Officer, course manager, instructor, Distributed Training Facility Manager, etc.) assigned to manage access to sensitive testing material from receipt to return or destruction?

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.  If not already marked upon receipt from the proponent, is all sensitive test material marked by the administering activity as to their sensitive nature?


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.  Is access to sensitive test materials limited to those individuals having a direct need to know?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.  Is sensitive test material inventoried upon receipt, and at least quarterly thereafter?


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.  Is a record of inventory maintained for at least 1 year after the inventory is conducted, or 6 months after the test is withdrawn from use?


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.  Does the inventory form indicate the exact nature and number of sensitive test material? 


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.  Is all sensitive test material physically secured in a locked container, cabinet, or password-protected computer when not in actual use?


	 FORMCHECKBOX 

	 FORMCHECKBOX 



	
	GO (YES)
	NO-GO (NO)

	8.  Are all incidences or suspected incidences of unauthorized disclosure, loss, or compromise of sensitive test material investigated?


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9.  Is appropriate action taken if a suspected unauthorized disclosure, loss, or compromise is substantiated?


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10.  Whenever sensitive materials are destroyed or transferred, is a record made of: 
	

	     a.  Date of transfer or destruction?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     b.  Method of transfer or destruction?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     c.  To whom the material was transferred; or who was responsible for destruction?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     d.  The exact material destroyed or transferred?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	11.  Is every student’s identity positively verified before test administration?

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	12.  Is the test administered IAW the proponent’s test administration guidance and Student Evaluation Plan?


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	13.  Before the administration of the first test in a course, are students advised of the following? 
	

	     a.  They will not acquire or provide inappropriate assistance, before, during, or after any test, except as instructed.


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     b.  They will report any unauthorized assistance of which they may have knowledge.

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	14.  Is there a local/unit Test Control SOP that includes the exact procedures and forms that to use to accomplish the controls listed above? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 
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