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 COURSE 5 TESTING REQUIREMENTS AND PROCEDURES
The following procedural changes may affect the contracts Test Control Officers (TCOs) are utilizing. After becoming acquainted with the new procedures, a review of the administrative process with contracted Test Control Facility (TCF) personnel is recommended.
The Senior NCO Academy (SNCOA) Multimedia Distance Learning Program, Course 5, is an interactive, self-study course in CD-ROM format.   The course is administered by the Air Force Institute for Advanced Distributed Learning (AFIADL) and managed by the Educational Programs Cadre (EPC), College for Enlisted Professional Military Education (CEPME). 

This Program Guide is provided as a supplement to the AFIADL Catalog, which provides policy and procedural guidance for students and administrators.  The items covered in this guide are specific to student support functions at base-level for test administration and control.  Refer to the AFIADL Catalog for any Course 5 enrollment question not addressed in this supplement.  The AFIADL Catalog can be reached using the “ESO Info” menu at:  

http://www.maxwell.af.mil/au/cepme/course5/home_5.htm
AFIADL and EPC highly encourage the use of Course Development Student Administration and Registrar (CDSAR) software to assist base-level Education and Training functions in monitoring student enrollments, test eligibility, test scores, etc.  This software is available by contacting AFIADL Data Branch (AFIADL/DOD), 50 S. Turner Blvd, Maxwell AFB, Gunter Annex, AL  36118-5643, or by e-mailing Alice.Spano@maxwell.af.mil.

1.  EQUIPMENT REQUIREMENTS 

The listed equipment is the minimum required by the Test Control Facility (TCF) for testing and by the student for progression through the course.  If the listed minimum equipment is not available for both the student and the TCF, enrollments in Course 5 should not be processed. 

	TYPE OF EQUIPMENT
	STUDENT MINIMUM
	TCF MINIMUM

	CPU
	486SX-66  MHz
	486SX-66  MHz

	RAM
	16 Meg
	8 Meg

	CD-ROM
	2X
	2X

	Hard Drive
	80 MB
	80 MB

	Sound Card
	16 Bit
	16 Bit

	Video Card
	SVGA
	SVGA

	Monitor Size & Dot Pitch
	15”/.39mm
	15”/.39mm



	Speakers
	Yes
	No

	Headphones
	No
	No

	Modem
	No
	Yes1

	Uninterrupted Power Source
	Recommended
	Recommended

	Windows
	V3.1
	V3.1

	FTP Software
	No
	Yes2


Recommended requirements can and should be exceeded if new computers are purchased. 

1 On at least one machine in the TCF          2 Only required if no modem is available

Students that do not have access to the necessary equipment, or that are utilizing TCFs that cannot administer the course exams or FTP the results because of lack of necessary equipment, should request voluntary disenrollment from the course.  

2.  STUDENT COURSE PACKAGE:  Upon enrollment in the Course, AFIADL will send each student a package consisting of:

· Two CDs (double-CD case -- contains all course material/lessons) 

· Instructions are found on, and inside, the CD case cover liner

· The “Orientation” area of Disk 1 contains important student administrative procedures

· Two blank, formatted, pre-labeled 3.5" floppy disks 

· 1 disk, labeled Student Data Disk, will be maintained by the student and used to collect student notes, progress data, internal assessment results, personal data, and survey information. 

· 1 disk, labeled Test Data Disk, will be maintained by the TCF upon reporting for the first exam. The student is to enter their name, SSN, and enrollment date on the disk label upon receipt, according to instructions accompanying the courseware and the AFIADL Catalog (see “Enrollment,” below). The Test Data Disk will be used to collect the student's response to each test item on each course exam.  After each exam, the responses from the disk will be transmitted to AFIADL via File Transfer Protocol (FTP).  This disk will be maintained by the TCF as Controlled Test Material throughout the student’s enrollment, and destroyed following the procedures in Section 7 of this document.  

3.  ENROLLMENT:  Course 5 must be completed within one year of enrollment.  A post card is mailed to each student to confirm their enrollment and the processing of course materials.  The official enrollment date is the date indicated on this card.  Students should write this enrollment date (from the post card) on the label of the Student Data Disk and Test Data Disk along with their name and SSAN.  This date is used by the Education Services Flight or Base/Unit Training to track student enrollment and confirm eligibility for summative testing.  Students should keep the post card for reference throughout their enrollment.  NOTE: CDSAR software is recommended to confirm enrollment prior to test administration. 

4.  COURSE EXAMS:  Course 5 has five subcourses (5A - 5E), each with a related objective examination, in multiple-choice format, sampling that subcourse.  Each examination, therefore, should be scheduled and administered following the student’s completion of the related subcourse and remedial preparation.  NOTE:  Only one test per student, per day, is authorized.  

To successfully complete Course 5, all subcourses must be individually completed, tested (in order 5A - 5E), scored, and transferred to AFIADL for posting to the student record within the one-year period.  (See Academic and Testing Requirements - AFIADL Catalog).  It is the student’s responsibility to schedule each test session well in advance to allow adequate time for the test to be administered and transferred to AFIADL for scoring and posting prior to course expiration.  If the course is not completed within the enrollment period, the student is disenrolled for non-participation, and a restriction period is imposed before the student is again enrollment eligible.  (See Restrictions - AFIADL Catalog.)

Student must attain a cumulative CE average of at least 80 percent on the five examinations (or 398 of 500 possible points). Following each test administration, the testing software will display the student’s potential cumulative average, NOT their achieved cumulative average.  This informs the student of the mathematical potential of achieving the required 80 percent cumulative average. Once an 80 percent cumulative average is no longer mathematically possible, the testing software indicates the student is a course failure and prevents further testing.  The “failing” test file must still be transferred to AFIADL to record the course failure.  If the file is not transmitted, the student’s enrollment will remain active until enrollment expiration, delaying the start of their restriction period and subsequent enrollment opportunity.   NOTE:  There are no re-takes of any Course 5 tests. 

5.  EXAMINATION PROCEDURES:   (See the attached Course 5 Testing Checklist)

One CD-ROM disk containing the five examinations is mailed to the Test Control Facility upon enrollment of a student utilizing that particular TCF zip and shred.  The CD-ROM will not be issued to TCFs that do not have students enrolled in Course 5.  Additional copies of the Course 5 examination software can be requested by contacting AFIADL/DOD, 50 South Turner Blvd., Maxwell AFB-Gunter Annex AL 36118-5643, or by calling DSN 596-4640/4628 or Commercial (334) 416-4640/4628.
Course Examinations (CEs) are "closed-book" exams and must be proctored by an official Test Control Officer (TCO) using all standard testing protocols.  All testing must be conducted within the course enrollment period.  Each exam consists of multiple-choice questions. Each question will have three or more options from which to choose. The student is allowed a maximum of 70 minutes to complete each exam. The use of any text, notes, issued materials, or other references during the exam is prohibited.  All test materials must be returned to the Test Control Officer at the end of the testing period  

To preclude any possibility of manipulation of the test or test results by a student with advanced computer skills, the following procedures must be followed:  (1) closely proctor all testing sessions (2) inform students they cannot use the keyboard once they start the test (3) restrict access to the computer keyboard by moving or disconnecting.  (The testing program requires the keyboard only for student log-on, then testing is mouse-driven through completion.  Therefore, once the student has logged on, computer keyboard access must be restricted.) 

6.  THE TEST CONTROL FACILITY:  The space and physical facilities selected for computer-based testing must be conducive to continuous surveillance by a Test Control Officer. The Test Control Officer must ensure conditions are favorable for testing such as proper lighting, temperature, and freedom from distractions. The Test Control Officer must be able to monitor all computers at one time while official testing is in progress.  To avoid potential problems with students accidentally kicking power supply cords or turning off the CPU button, please position the CPU and all power supply cords so they are not accessible to the student.

7.  THE TEST CONTROL:  The Test Control Officer receives the Test Data Disk from the student at the time of the first exam and maintains it as a Controlled Test Item at the TCF for the remainder of the student’s enrollment.  Therefore, it is imperative that the student's full name, SSAN, and enrollment date are written on the label for identification and verification purposes. The student's Test Data Disk will be stored just as AFIADL paper-based exams are stored, in a metal filing cabinet equipped with a steel lock bar and a three combination dial-type padlock, a metal file cabinet equipped with a combination lock, or an upright safe or vault. The Course 5 CD-ROM's used for testing are to be secured in the same fashion.  The Test Control Officer must record the individual Test Data Disks on the CE inventory log.  

Test Data Disks containing completed exams will be maintained by the TCF for 45 days after the student's completion of, or disenrollment from, the course. The Test Control Officer will destroy, by formatting, each Test Data Disk 45 days after the student's satisfactory course completion, or 45 days after the student's disenrollment or enrollment expiration date.   

NOTE:  Before formatting Test Data Disks, confirm completion/disenrollment status.  CDSAR software (available through AFIADL) is recommended to accomplish confirmation prior to disk formatting. 

The Test Control Officer will handle all transfers of the Test Data Disk to another TCF as a result of TDY or PCS. Procedures for the transfer of the Test Data Disk are the same as for other AFIADL test materials. Those procedures include the following:

· Student must supply 2 copies of the PCS or TDY orders to TCF 

· Test inventory log must be annotated appropriately 

· Test Data Disk must be forwarded to an official AFIADL Test Control Facility only 

· The student may not hand carry the Test Data Disk 

· The Test Data Disk must be securely wrapped and properly identified 

· The Test Data Disk must be forwarded by first class mail 

· The gaining TCF must update student's new address and TCF using an ECI Form 17 

8.  TRANSFER OF TEST FILES:  The Test Control Officer is responsible for transferring data from the Test Data Disk to AFIADL after each exam via Local Area Network (LAN) File Transfer Protocol (FTP) procedures or a direct modem connection and FTP.  Instructions for these procedures are included with the course exam CD ROM provided to TCFs.  Successful FTP must be confirmed to assure test receipt and posting by AFIADL.   All testing must be conducted within the course enrollment period.  All test files related to authorized testing must be transferred to, and posted by, AFIADL not later than 30 days after enrollment expiration.

Specific procedures for transferring data via FTP to AFIADL is contained in the “CerTest Computer-Based Testing Program Test Control Officers Guide” available on line.  Go to the “ESO Info” menu at the following website:

 http://www.maxwell.af.mil/au/cepme/course5/home_5.htm
.

9.  TECHNICAL ASSISTANCE:  If problems are encountered during the testing process related to the Course 5 Testing Programs or the student's Test Data Disk, note progress (see Special Instructions for Test Interruptions), suspend testing, and contact the Interactive Courseware Development Team (EPC/DOT), at CEPME.ICW@maxwell.af.mil.  A response will be provided within one duty day.  If a problem relates to Answer Sheet Manager or the FTP process, contact AFIADL/DOD, at DSN 596-4640/4628 or Commercial (334) 416-4640/4628.

COURSE 5 TESTING CHECKLIST

These steps should be followed for each Course 5 test administration.

Pre-Test.

1.  Boot testing computer and conduct system check


a.  Verify computer "system date" and "time" is correct 


b.  Ensure mouse and keyboard function properly

2.  Confirm student is physically and mentally able to sit for the testing session


a.  If not, re-schedule the test


b.  There are NO re-take exams 

3.  Ascertain which of the 5 tests the student is prepared to take 


a.  No more than one test may be taken per day


b. The tests must be taken in sequential order



1.  Leadership and Planning



2.  Behavior Analysis



3.  Human Resource Development 



4.  Organizational Management



5.  Communication Skills

4.  Obtain Test Data Disk (blank, formatted 3.5" floppy disk) 


a.  Obtain from student for first test


b.  Obtain from Test Control cabinet/safe for subsequent testing

NOTE:  Once the student surrenders the Test Data Disk to the Test Control Facility for testing purposes it becomes Test Control Material and must be secured as such.

5.  Confirm Test Data Disk label information


a.  Verify student Social Security Number (SSN) against student identification


b.  Verify "Enrollment Date" through AFIADL 

NOTE:  (Do NOT confirm using PCIII)  CDSAR program is recommended for enrollment verification.  Contact AFIADL/DOD for ordering information.

6.  Obtain Course 5 Test Program (single CD-ROM) from Test Control cabinet/safe


a.  Sign-out Course 5 Test CD on Test Control Sign-Out Log


b.  Log student test administration on Testing Log 

7.  Insert Test Program CD and student Test Data Disk into appropriate drives of computer

NOTE:  These disks should NOT be removed until directed to do so in STEP # 22
8.  Launch the Course 5 Test Program by using the "START" button on the desktop control bar


 a.  Go to "Programs"


 b.  Go to "Course 5 Test" 

NOTE:  Do NOT create a desktop shortcut for the purpose of starting this program, as it will cause a program error which could interrupt and jeopardize student testing 

COURSE 5 TESTING CHECKLIST (continued)
Testing.

  9.  Ensure the student reads the Test Compromise warning screen

10.  Allow the student to Login using the keyboard


a.  First test (5A) -- student must provide identification data

1).  Correct data input is critical --especially SSN-- as it is used in test files

2).  Student creates login and password

3).  Student must remember logion and password for future testing


b.  Subsequent tests (5B - 5E) -- student must provide log in and password 

11.  Following student Login, remove student keyboard access and verbally warn students

"This course is designed to be fully mouse-driven and requires no manual keyboard entries.  Any attempt to use the keyboard to enter or amend test entries will end the testing session, will be reported as possible Test Compromise, and may result in disciplinary action."

12.  Read the testing instructions aloud from the Testing Program for all students testing

13.  Note the Test start time and allow student’s to begin 

a.  70 minutes is authorized

b.  Inform students they are NOT to score the test when completed without proctor assistance

14.  Physically monitor the testing room throughout testing

15.  SPECIAL INSTRUCTION FOR TESTING INTERRUPTIONS

a.  If testing is interrupted for any reason, make note of the student's progress and inform 

the student that when testing is resumed they will NOT be able to return to any area of the test (marked or unmarked) prior to point where test progress in halted.

b. The CEPME Technology staff must be contacted at cepme.epcdoo@Maxwell.af.mil to    report the problem and receive instructions to allow test resumption for the affected student(s).

16.  Upon completion of testing, but BEFORE SCORING, student may review and change their responses

17.   After the student reviews their answers, they should notify the proctor, who scores the test by selecting "Score Now"

18.  When scored, the program provides:

a.  The score achieved on the current test

b.  The current cumulative academic potential, using current score and maximum possible 

     score for tests not yet administered

c.  Test review and feedback for missed questions

COURSE 5 TESTING CHECKLIST (continued)
19.  Following test review, have the student "Exit" the testing program

       NOTE:  Do not let student remove Test Data Disk from the testing computer

20.  Proctor must ensure the testing program exited correctly

21.  Excuse student from the testing facility

Post-Testing.

22.  Remove Test Data Disk and Test Program CD from testing computer

23.  Login and Secure Test Program CD in Test Control cabinet/safe

24.  Prepare student test file for transfer to AFIADL using Answer Sheet Manager and File 

       Transfer Protocol (FTP) procedures provided by AFIADL


a.  The Test Data Disk should contain the following files:

1).  "quiz5.ini" file created during initial student log-in



2).  A file created during each test administration titled "v…00A","v…00B", etc. 


b.  The "v" file from each testing is the file to be transferred to AFIADL

25.  Following preparation of the file transfer, log-in and secure the student Test Data Disk in the 

       Test Control cabinet/safe

26.  Suspense a follow-up action to confirm AFIADL receipt of the test FTP

       NOTE:  A FTP success notice does not confirm AFIADL received the test file.  Call or use 

       CDSAR to confirm file receipt. 


    1 December 2001

